
 DATA BASE PROCEDURES 
Background:
The Seattle Database is a computerized database used for tracking and reporting SVdP conference information and activities. It was created by a Vincentian Microsoft engineer and is used by more than 30 conferences in various states across the U.S. The data base includes:
· Basic information on and aid given to each neighbor 
· Membership directory information on the SJV Vincentians
· Resource library files featuring various resources we can share with our neighbors
· Reports for expenditures and services provided to our neighbors that can be used for annual and other reporting.

Logging In:
The data base can be accessed on https://seattle.confdb.org/confdb/ using:
· The SVdP laptop in the St. Vincent de Paul office at St. John Vianney, 
· Your personal laptop or computer (when connected to the internet), or 
· Your cell-phone, iPad or Kindle
To log on to the database, you will go to the Conference Login and enter:
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Main Menu:
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Main Menu:
Active File
This function is not used by our conference. It is meant for conferences that primarily do home visits and have food pantries.
Browse/Find/Add Clients
This is the starting place for entering and searching on the files of neighbors. Use this to locate or add neighbors, and record help that you give them.
Record Hours Volunteered and Miles Driven
This function is not used by our conference. We use an estimated time allocation for our activities that are reported annually
Reports
	Detail
	   
	Summary
	   
	 

	Assistance Given
	 
	SVDP Report
	 
	Bednights

	Member Roster
	 
	Membership Summary
	 
	SFH Report (part A)

	Hours & Miles Detail
	 
	Hours & Miles Summary
	 
	SFH Report (part B)

	Frequent Callers
	 
	 
	 
	More >>


Member/Officer Directory
Authorized administrators can use this to create or change member passwords and contact information, to add or retire members, and to indicate/update officers. This can be accessed as well by Vincentians to see member’s addresses and phone numbers.
Document Library
This is important collection of resources that can be used for our neighbors. Use this to share reference documents of interest to your conference and your neighbors,  e.g.: handouts, referral lists, assistance guidelines.
Treasury Pages
This section is used by our Treasurer. Click here to pay bills, record donations, access donor file or run treasurer's reports.
Administrative Pages – These pages are used by the administrator.
Leave Feedback
Use this page to leave comments, suggestions, questions or compliments about this site.
Logoff
Click this when you are done to prevent unauthorized access from your browser.

Researching Neighbor Files Prior to an Office Visit:
· Prior to or during an office visit, it is recommended that you research the neighbors who are signed up for appointments that night.
· To obtain the names of those scheduled, you can send an email to the office secretary, Maryanne, at mrichards@sjvianney.org.
· Or, you can visit the office to obtain the list of those who are signed up for the evening.
· You will want to notify your partner for that evening of the appointment list or copy him/her on the email to avoid multiple contacts to the office staff. 
· Once the names are obtained, you will first click on BROWSE/FIND/ADD CLIENTS.
· You can enter information in any of the fields below (other than SSN) to pull up the neighbor’s file. 
· In this example, the last name, SMITH, was inputted
· The database will then pull up all neighbors with that last name and you can click on the correct name listed below.
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· If you don’t find the neighbor, you can then search on another field, like first name, phone number or address. (This is especially helpful if the last name is misspelled when the message is taken or if you want to verify if other neighbors served also live at the same address.)
· You may then research the neighbor’s file to see when they were last seen, what aid they have received in the past, what their presenting issues are, how long they have been coming to us, or if they are on the NFA list.
Creating a New File for a New Neighbor After Office/Home Visit:
When researching neighbors for an office visit, you may find that there is no record for the person who has the appointment. After the appointment, you will need to create a new file for that neighbor. To do so:
· Click on BROWSE/FIND/ADD CLIENTS and enter LAST NAME. If you don’t see the neighbor’s name displayed, you can then search on another field, like first name, phone number or address. 
· If you still don’t see the neighbor’s file, then click on ADD NEW CLIENT
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· Please note that there are only 2 times you will enter the neighbor’s FIRST NAME first – when creating a file or editing a file. Enter all information for the new neighbor - don’t forget to check applicable boxes   and press SAVE AND DONE. To enter the aid received, press HELP WITHOUT REQUEST. Now you can follow the instructions on the next page. 
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Entering Neighbor’s Record After an Office/Home Visit:
· After an office or home visit, you will document in the Seattle Data Base the information discussed at the visit, the aid provided and any next steps.
· From the Main Menu, you will first click on BROWSE/FIND/ADD CLIENTS
· You can enter information in any of the fields below (other than SSN) to pull up the neighbor. (We do not ask for SSN’s or input them into the database.).
· In this example, the last name, TEST, was inputted
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· The database will then pull up all neighbors with that last name. Click on the correct name listed. The neighbor’s file will pull up and you can now input the information for the office visit by clicking on HELP WITHOUT REQUEST. Please DO NOT click on Add New Request.
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Entering Neighbor’s Record After an Office/Home Visit, Continued:
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You will then enter the following information:
· Response Date – Input date of office or home visit
· Category – From drop down menu, choose type of aid given (i.e., beds, bus, clothes, food, gas, other, etc.)
· Value – Input dollar amount of aid given (input dollars and cents)
· Type of Contact – From drop-down menu, choose type of contact (i.e., In Person Home, Prison, Hospital, Eldercare, Other, Office, Email Only, Telephone Only, or None)
· Special Program – From drop down menu, choose type of program (i.e., None, Thanksgiving, Christmas, Disaster Relief or Other), and be sure to follow any special program instructions.
· Pledge/Prepaid/In-Kind – From drop-down menu, indicate which of the 3 types of aid has been given. (Defined later in this document)
· Voucher Number – Input number of the voucher you gave the neighbor for clothing, furniture, etc. Each voucher will require a separate entry.
· Payee – Input name of voucher payee (i.e., Ygnacio Valley Shell, SVdP Thrift Store, etc.)
· #Adults Served/# Children Served – Input the number of adults and children served. Verify separately that the names and birthdates of children have been entered in the Header Section of the neighbor’s file. Update neighbor’s information in the Client File Header section if needed. (More on this later.)
· Total Monthly Rent – This should be updated each time an office visit is recorded, as rent amounts and living situations can change.
· Conference Member (1), (2), (3) – From drop down menu, click on appropriate names. 
· Notes – Input all pertinent notes, including any updates on neighbor’s situation and aid offered.
· Save – Press SAVE 1 time or it will record the aid as many times as you press SAVE.
Pledge/Prepaid/In-Kind – Separate Entries Required
As you can see, there are different types of assistance provided to our neighbors in need, including:
Pledge 
These include items that we plan to pay for and where monies are promised and/or checks will need to be written. Each item listed below must be a separate entry:
· Rent, deposits for rent, or mortgage payments
· Utilities (gas, electric, phone, water, garbage, etc.)
· Insurance (car, home, medical, etc.)
· Gas Vouchers
· St. Vincent de Paul Thrift Store Vouchers (any items we must pay for - furniture, household items, bedding etc. Clothing vouchers are not Pledge items.)

Prepaid
These items that have already been paid for. Each item listed below must be a separate entry:
· Food cards - $5, $10, $20 – list total value given to neighbor
· Subway cards - $10/card
· BART tickets
· Bus tickets (1 -$2, 12 - $20)
· Diapers ($5/dozen)
· Homeless items – Hand crank flashlight - $2.70, Poncho - $9, heat insulating blanket - $2, Subway food card - $10, tarp - $2.90, sleeping bag - $20 – Prepaid homeless items can be entered as one entry with all items listed and total cost of items indicated (see instructions in Homeless Care Kit Procedure and Checklist for more information).

In-Kind 
These include articles of clothing, shoes or toiletries, labor, assistance, mentoring, or transportation offered that have no cost to us as a conference. Each item listed below must be a separate entry:
· Toiletry bags ($2/bag)
· St. Vincent de Paul clothing vouchers ($10 per set of clothing, $8 per jacket, $5 per pair of children shoes/$10 adult shoes. One set of clothing is considered one change of clothing or 1 full outfit – top and bottom or dress. Shoes and jackets must be listed separately.)

Entering Neighbor’s Record After an Office/Home Visit – Pledge:
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PLEDGE ITEMS:  
· Include gasoline, utilities (PG&E, phone, water garbage, internet or insurance) or SVdP vouchers for furniture and other non-clothing items. 
STEPS REQUIRED:
· Enter the appropriate information for the neighbor’s visit.
· Choose the type of aid given from the drop-down category listing. In this case, for a gasoline voucher, the Category selected will be Goods - Gasoline
· Choose PLEDGE from the next drop-down menu
· Enter the Voucher Number and Payee and a note for the $30 gas voucher given. 
· When all the information has been inputted, you will press the SAVE button.
NOTE: 
· Voucher numbers will only be entered for gasoline and SVdP vouchers.
· Other types of Pledge aid given, such as PG&E, Water, Gas, Phone, Internet and Insurance will not have voucher numbers. For these types of assistance, you will enter the payee’s name under PAYEE, as well as write a note indicating the circumstances of the service provided, i.e., 3-day notice, 24-hour notice, etc.
Entering Neighbor’s Record After an Office/Home Visit – Prepaid:
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PREPAID ITEMS:  
· Include food cards, Subway cards, BART/bus tickets, diapers and homeless items. 
STEPS REQUIRED:
· Enter the appropriate information for the neighbor’s visit.
· Choose the type of aid given from the drop-down category listing. In this case, for food cards, the Category selected will be Goods – Food
· Choose PREPAID from the next drop-down menu
· NOTES - Enter a note for the $50 in food cards given. 
· List any other food resources you may have provided – food pantry information, etc.
· When all the information has been inputted, you will press the SAVE button.
NOTE: 
· Other types of Prepaid aid given, such as Subway cards, BART or bus tickets or diapers will require separate entries
· Homeless Prepaid items can be totaled together and entered as 1 entry. In the notes section, the homeless items given will be itemized. (See Homeless Care Kit Procedure & Checklist of the Vincentian Handbook for more information.)

Entering Neighbor’s Record After an Office/Home Visit – In-Kind:
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IN-KIND ITEMS:  
· [bookmark: _Hlk10530737]Includes clothing, shoes or toiletries, labor, assistance, mentoring, transportation. The categories selected in this example are Clothing, and In-Kind, with voucher # listed. 
STEPS REQUIRED: 
· Enter the appropriate information for the neighbor’s visit.
· Choose the type of aid given from the drop-down category listing. In this case, for a clothing voucher offered for a set of clothing for Tammy and her 2 children – for a total of 3 sets of clothing, the Category selected will be Goods – Clothes
· Choose In-Kind from the next drop-down menu
· Enter the Voucher Number and St Vincent de Paul and a note for the 3 sets of clothing given. 
· When all the information has been inputted, you will press the SAVE button.
NOTE: 
· Other types of In-Kind aid given, such as toiletries do not require a voucher number.

Entering Neighbor’s Record After ‘No Show’:
In cases where a neighbor does not show up for their appointment, you will need to update their file to show that they were a ‘no show’. If they are a neighbor we have seen before, you will pull up their file by clicking on the BROWSE/FIND/ADD CLIENTS link in the Main Menu.
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You will then click on HELP WITHOUT REQUEST and enter the information and press SAVE:
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If it is the first time the neighbor is visiting and they do not show, you will need to create a new record for that person with their name and phone number and indicate that they didn’t show up.
Modifying or Correcting an Entry:
Sometimes, you may find you need to correct some of the information you have inputted. Let’s say in this case, you realize that Tammy was given $50 in food cards and not $60 on 4/1/19.
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To correct the incorrect entry, click the box to the left of the 4/1/2019 Goods – Food entry, then click on Details to the right of the entry. When the following screen shows up, you will press the Edit key.
[image: ]
Modifying or Correcting an Entry, Continued:
[image: ]

When the Edit Assistance Record screen shows up, you may now:
· Highlight the incorrect value and input the correct value.
· When all information is correct, you can click on SAVE to save the corrections.





Updating Header Section - Information on Children/Adults:
When you find that you don’t have the names & birthdates of the children or last names of other adults (spouse/significant other) in the record, you will need to update the information in the Header Section. To do so, click the EDIT DETAILS button in bottom right section of the Header.
[image: ]HEADER SECTION

The Edit Client Info Screen will display (as shown below) and you can enter the husband’s or significant other’s last name, children’s full names (if different than parents) and children’s birth dates and click SAVE CHANGES. NOTE: As children become 18 years if age, you will need to move them to the adult section (at which time they will receive only $10 aid.)
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Updating the Header Section - NFA:
In addition to adding a note to the office binder, the Data Base Header must be updated to show that a neighbor has been placed on NFA (No Further Assistance). First, pull up their file by clicking on BROWSE/FIND/ADD CLIENTS in the Main Menu. Then click on EDIT DETAILS, and
[image: ]HEADER SECTION

At the top of the Header Note, enter the NFA statement, date of entry & date they can return and press SAVE.
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Updating Header Section – Multiple Files for Same Household:
There may be cases where there are two separate files for a couple or a family of adults that lives together but comes in separately for help. In cases like these, it is important to link the 2 or more files together by referencing their relationship in each of their Header Files.  
For example, you have discovered that Tyler Test, who has come in separately for help, lives with Tammy and Tom. Tyler has a separate file, so you will need to click on Edit Details in the Header file in the top right-hand corner of each of their files. For instance, let’s look at Tammy’s file:
[image: ]IN FIRST NAME BOX, ENTER ALL NAMES

The Header Section of both Tammy and Tyler’s files should indicate they will be considered one household and both files should indicate that Tammy’s file is the one to use for updating aid given. Changes will show:
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Updating Header Section – Multiple Files for Same Household – Spanish Surnames:
Sometimes duplicate files can exist for a single family that presents ID’s from Mexico or a Spanish speaking country. This can happen due to confusion over which last name to enter into the file. It is common in Spanish speaking countries to give a child a first name, which is followed by both the father’s family name (surname) and the mother’s family name (surname).
An example would be “Angel Romero Alejandre, which would break down as follows:
· Angel              Romero                             Alejandre
(First Name)         (Father’s Surname)         (Mother’s Surname)
The common Hispanic naming convention is to use the first surname from the father over the second surname from the mother, so Angel would use the name Angel Romero, not Angel Alejandre. Although this is common, sometimes the mother may choose to name the children using her surname. Typically, the mother will keep her father’s surname, Alejandre and does not change it to her husband’s surname when married.
Many times, it is the mother who comes to us for help, so the family file will typically be under her surname. It is important to be as consistent as possible in recording all family members and children, so please be sure to record all family members names with the first and last name provided on their IDs. For example:
· In this case, if the mother, Maria Alejandre, comes in for aid, we would set up the family file under the surname ALEJANDRE. 
· You will also need to add the husband’s and children’s last names as shown on the IDs provided.
· If Miguel later comes in for an office visit and fills out paperwork for Romero, you will need to make a separate file for ROMERO, with the instruction to use the ALEJANDRE file for recording office and home visits and aid given. This will link the 2 files together, so that we will know what aid has been previously given and to avoid duplicate assistance.
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Accidentally Adding New Request:
Issues can occur when someone accidentally clicks on the ADD NEW REQUEST button. Our conference doesn’t use this function as this is used primarily for opening a case file for a home visit for which service has not been yet given. This type of file is an active file for which any aid that has been given will not show in the system’s reports.
If you accidentally press this button, the screen will look like this:
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If you press CONTINUE, the following screen will pull up:
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Accidentally Adding New Request, Continued:
If you record:
[image: ]
And click SAVE & DONE, you will see the following screen:
[image: ]
To close the record, click CLOSE REQUEST and SAVE and the aid will be recorded properly.
Member Roster Report:
Under the Reports section, if you click on the link for the Member Roster, you will see all members and associate members along with their contact information. Only administrators have the ability to update or delete files.
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Document Library:
These are just a few of the many valuable resources that are accessible in this library:
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Logoff:
There are several different logoff links in the database. Two of them are located on the Main Menu, one at the top right-hand corner and one at the bottom of the screen. Additionally, each screen has a logoff link at the top right-hand corner of the screen.
You will want to logoff when you are done with your use of the data base.
Keep in mind, that the logoff process is a two-part process. You will first click on Logoff    and then the data base will prompt you with the following:
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You will need to click the box to the left to completely logoff.

Final Notes:
· Timeliness of Recording – we ask that whenever possible that you record any aid given to neighbors within 48 hours of an office or home visit. This way, our reporting will be up-to-date.
· Deleting Files – if you need help deleting a file, please contact Kathy Dasso, Doris Snyder or Andrew Paul.
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St John Vianney (Walnut Creek CA) Conference

Browse Client Files Active File Main Page Logoff
Search Filter
Last name starts with:  First name starts with: ~ Phone number contains: Other Adult contains:
smith i i I | Search
Address contains: SSN contains: For

‘ ‘ ‘ ‘ Voucher

Client files will be searched as you type... Show All Clients

To add a new client: (1) search to be sure they don't already exist, then (2) an "Add New Client" button will appear at the bottom of the page.

Search Results

-1 record(s) found.

Last Name First Name Address Building Phone SSN Last Helped Amount Given

Smith Amorita 3025 Justin Way , Concord (510)860-9920 11/26/2014  $105.00 Summary | Details
|Smith Catherine 1090 Mi Casa Ct #57 117/2012  $185.00 Summary | Details
Smith Charles 1121 Detroit , Concord 925-214-7504 12/5/2017 $90.00 Summary | Details
|Smith Cheryl 1890 Farm Bureau Road #25, Concord 925-680-1946 412012011 $25.00 Summary | Details
Smith James 167 Greenwood Circle , Walnut Creek 925-207-6260 5/18/2015 $682.17 Summary | Details
|Smith Katharine 1385 Creekside Dr #141C, Walnut Creek 705-7827, 953-3931 91292011 $35.00 Summary | Details
Smith Pegay 1449 Creekside Drive #1051, Walnut Creek 925-818-8101 11/28/2011 $30.00 Summary | Details
|Smith Ronald 510-837-1744 811312015 $50.00 Summary | Details

If you don't find the client you are looking for you may




image4.PNG
St John Vianney (Walnut Creek CA) Conference

Add New Client

Main Page Logoff

* indicates required fields.

First Name * Last Name * SSN DoB Age Gender
Tammy Test 7/25/1959 59 M @®F
Address Apt City State ZIP
240 Tamarisk Drive Walnut Creek CA 94598
Building Rent/mort. Phone1 Phone2
1499 (925) 933-2893

Other adults Girls - ages Boys - ages #in household
1-Tom 1 - Tiffany 10/22/2005 1 - Tommy 4/17/2002 4

Monthly Income:

Job F-Stamps Soc. Sec. TANF GAU Child Sup.  Unempl. Other Inc.
2000 325
Utility Acct Num: Client referred by (optional): Assigned To:

Friend v

Notes (eg: other family in the area)

Husband cooks and makes $2000/month. Rent is $1499 per month, so little is left for food and other expenses. Tammy

doesn't work as she has carpal tunnel. They receive $325 in Cal Fresh. y

Homeless Ex-Offender ¥ Disabled Veteran DV Survivor Addiction

Add Request Help Without Request Save & Done Cancel
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St John Vianney (Walnut Creek CA) Conference
Browse Client Files

Phone number contains:

Search Filter
Other Adult contains:

Active File Main Page Logoff

Client files will be searched as you type...

Show All Clients

Last name starts with: ~ First name starts with:
test I I I Search
Address contains: SSN contains: For
Voucher

To add a new client: (1) search to be sure they don't already exist, then (2) an "Add New Client" button will appear at the bottom of the page.

Search Results

-1 record(s) found.

Last Name rst Name Address

g Phone

SSN LastHelped Amount Given

y 240 Tamarisk Drive , Walnut Creek

9259332893

412212019

$50.00

If you don't find the client you are looking for you may
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St John Vianney (Walnut Creek CA) Conference

Client File

Active File | Browse Clients |

TEST, T MIMY (008: 712511965 ( Age: 53) Female]

240 Tamarisk Drive, Walnut Creek, CA 94598

Phone 1 Phone 2 Uti Acct SSN Building
9259332893 --
Girls (ages) Boys (ages) Other Adults Family Size Rent

1 - Tiffany 10/22/2005 1 - Tommy, 4/17/2002 1-Tom 4 1499

INCOME SOURCES:

Salary/Pay Food SocSec TANF GAU Child Supp. Unempl. Other Inc.
2000 325

Memo: Husband cooks and makes 2000/month. Rent is $1499 a month so little is left for food and other expenses.

Tammy doesn't work as she has carpal tunnel. They receive $325 in food stamps.
Referred by: Friend Updated: 4/24/2019 Assigned to: <not assigned>
[[JHomeless [|Ex-Offender [ Disabled []Veteran []DV Survivor []Addiction

| Edit Details |

¥ Show/Hide Memos

Add New Request ‘ ‘ Help Without Request ‘

[ASSISTANCE HISTORY:
Date  Category

Given Voucher Payee Rent Members

41242019 Goods - Gasoline $20.00 $1,499.00 kdasso, dsnyder Details
Gave Tammy $20 in gas

4122/2019 Goods - Food $50.00 $1,499.00 kdasso, dsnyder Details
Tammy needed help with food and gas. We gave her $50 in food cards,

41112019 Goods - Food $60.00 $1,499.00 kdasso, dsnyder Details
Tammy came to us asking for food and gas. They are in desperate need as they can't make ends mest They are receiving CalFresh. We gave
them our Food Resources list &5 well as the free phone and PG&E information. We also gave them a 520 gas voucher.

41112019 Goods - Gasoline $20.00 100100  Ygnacio Valley Shell kdasso, dsnyder Details

Add New Request ‘ ‘ Help Without Request
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St John Vianney (Walnut Creek CA) Conference
Record Assistance

240 Tamarisk Drive #

TeSt, mmy (F) Walnut Creek, CA 94598

Response Date Category $ Value

711119 | Goods - Food v |5 60.00

Type of Contact Special Program? Pledge / Prepaid / In-Kind

‘In Person - Office M H None M H Pre-paid M ‘
Voucher Num Payee

LAduIts served Ht Children served Total monthly rent (if applicable) ‘
2 2 /$1499.00 |
Conference member (1) Conference member (2) Conference member (3)

‘kdasso M Hdsnyder M H M ‘
Notes

Tammy needed help with food and gas. We gave her $50 in food cards.

Save I Cancel
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St John Vianney (Walnut Creek CA) Conference
Record Assistance

Test, Tammy (» Walnat Groo CA 84508

Response Date Category $ Value

711119 | Goods - Gasoline v|s[30.00 |
Type of Contact Special Program? Pledge / Prepaid / In-Kind

‘In Person - Office M H None M H Pledge M ‘
Voucher Num Payee

[104810 [Ygnacio Valley Shell

# Adults served # Children served Total monthly rent (if applicable)

2 2 s [1499.00

Conference member (1) Conference member (2) Conference member (3)

‘kdasso M Hdsnyder M H M ‘

Notes

We also gave Tammy a $30 gas voucher.

Save I Cancel
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St John Vianney (Walnut Creek CA) Conference
Record Assistance

240 Tamarisk Drive #

Test,
JASSISTANCE DETAILS:

Response Date Category $ Value

71n9 || Goods - Clothes v s (830 ]
Type of Contact Special Program? Pledge / Prepaid / In-Kind

‘In Person - Office M H None M H In-Kind M ‘
Voucher Num Payee

[41324 [st. Vincent de Paul

# Adults served # Children served Total monthly rent (if applicable)

2 2 /s 1499 |
Conference member (1) Conference member (2) Conference member (3)

‘kdasso M Hdsnyder M H M ‘
Notes

Tammy was given a voucher for two sets of clothing for her and her two children|

Save I Cancel





image10.PNG
St John Vianney (Walnut Creek CA) Conference
Record Assistance

Test,

mmy (s

240 Tamarisk Drive #

[ASSISTANCE DETAILS

Response Date Category $ Value

711119 | Not Helped v[$/0.00 |
Type of Contact Special Program? Pledge / Prepaid / In-Kind

‘None M H None M H Pledge M ‘
Voucher Num Payee

# Adults served # Children served

Total monthly rent (if applicable)

o o /s 1499 |
Conference member (1) Conference member (2) Conference member (3)

‘kdasso M Hdsnyder M H M ‘
Notes

Tammy did not show up for her appointment. She called the office to say she couldn't make it.

4

Save I Cancel
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St John Vianney (Walnut Creek CA) Conference

Client File

Active File | Browse Clien

TE T, T: IMIMY [ 0os: 7125/1965 ( Age: 63) Female]
Phone 1 Phone 2 Utility Acct  SSN Building
9259332893 --
Girls (ages) Boys (ages) Other Adults Family Size Rent
1- Tiffany 10/22/2005 1 - Tommy, 4/17/2002 1-Tom 4 1499
INCOME SOURCES:
Salary/Pay  Food SocSec TANF GAU Child Supp. Unempl. Other Inc.
2000 325
Memo: Husband cooks and makes 2000/month. Rent is $1499 a_monm SO little is left for food and other expenses.
Tammy doesn't work as she has carpal tunnel. They receive $325 in food stamps.
Referred by: Friend Updated: 4/9/2019 Assigned to: <not assigned>
[JHomeless []Ex-Offender []Disabled []Veteran []DV Survivor []Addiction

¥ Show/Hide Memos

Add New Request ‘ ‘ Help Without Request ‘ ‘ Delete Selected Records ‘

ASSISTANCE HISTORY:

Date Category Given  Voucher Payee Members
[ 4112019 Goods - Food $60.00 $149900  kdasso, dsnyder Details

Tammy came to us asking for food and gas. They are in desperate need as they can't meke ends meet. They are reeiving CalFresh. We gave
them our Food Resources list as well as the free phone and PGAE information. We also gave them a 520 gas voucher.

(] 41112019 Goods - Gasoline $20.00 100100 Ygnacio Valley Shell kdasso, dsnyder Details|

Add New Request ‘ ‘ Help Without Request ‘ ‘ Delete Selected Records





image12.PNG
St John Vianney (Walnut Creek CA) Conference
View Assistance Record

TeSt ] mmy (F) Walnut Creek , CA 94598

Response Date Category $ Value

4/1/2019 Goods - Food B6o) Pre-paid
Type of Contact Special Program?

In Person - Office None

Voucher Num Payee

# Adults served # Children served Total monthly rent (if applicable)
2 2 $1499

Conference member (1) Conference member (2) Conference member (3)

kdasso dsnyder

Notes

Tammy came to us asking for food and gas. They are in desperate need as they can't make ends meet. They
are receiving CalFresh. We gave them our Food Resources list as well as the free phone and PG&E
information. We also gave them a $20 gas voucher.

Edit || Close
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St John Vianney (Walnut Creek CA) Conference

Edit Assistance Record

Test,

mmy (s Walnut Creek , CA 94598

Response Date Category $ Value

41172019 | Goods - Food v|s[50.00 ]
Type of Contact Special Program? Pledge / Prepaid / In-Kind

‘In Person - Office M H None M H Pre-paid M ‘
Voucher Num Payee

LAduIts served Ht Children served Total monthly rent (if applicable) ‘
2 2 /s 1499 |
Conference member (1) Conference member (2) Conference member (3)

‘kdasso M Hdsnyder M H M ‘
Notes

Tammy came to us asking for food and gas. They are in desperate need as they can't make ends
meet. They are receiving Calfresh. We gave them our Food Resources list as well as the free
phone and PG&E information. We also gave them a $20 gas voucher.

save || Cancel
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St John Vianney (Walnut Creek CA) Conference
Client File Active File | Browse Clients |

TE T, T: IMIMY [ 0os: 7125/1965 ( Age: 63) Female]
240 Tamarisk Drive, Walnut Creek, CA 94598

Phone 1 Phone 2 Utility Acct  SSN Building
9259332893 --
Girls (ages) Boys (ages) Other Adults Family Size Rent
i 1-Tom 4 1499

INCOME SOURCES:

Salary/Pay  Food SocSec TANF GAU Child Supp. Unempl. Other Inc.
2000 325

Memo: Husband cooks and makes 2000/month. Rent is $1499 a_monm SO little is left for food and other expenses.

Tammy doesn't work as she has carpal tunnel. They receive $325 in food stamps.
Referred by: Friend Updated: 5/30/2019 Assigned to: <not assigned>
[JHomeless []Ex-Offender []Disabled []Veteran []DV Survivor []Addiction

¥ Show/Hide Memos

Add New Request ‘ ‘ Help Without Request ‘

ASSISTANCE HISTORY:

Date  Category Voucl Payee Rent Members

412412018 Goods - Gasoline szn.oo $1,499.00 kdasso, dsnyder Details
Gave Tammy 520 in gas

412212018 Goods - Food $50.00 $1,499.00 kdasso, dsnyder Details
Tammy needed help with food and gas. We gave her S50 in food cards.

41112019 Goods - Food $60.00 $1,499.00 kdasso, dsnyder Details
Tammy came to us asking for food and gas. They are in desperate need as they can't make ends mest. They are receiving CalFresh. We gave
them our Food Resources list as well as the free phone and PGAE information. We also gave them a 520 gas voucher.

41112019 Goods - Gasoline $20.00 100100 Ygnacio Valley Shell kdasso, dsnyder Details

Add New Request ‘ ‘ Help Without Request
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St John Vianney (Walnut Creek CA) Conference

Edit Client Info

* indicates required fields.

First Name * Last Name * SSN DoB Age Gender
Tammy Test 71251965 53 M @®F
Address Apt City State ZIP
240 Tamarisk Drive Walnut Creek CA 94598
Building Rent/mort. Phone1 Phone2
1499 9259332893

Other adults Girls - ages Boys - ages #in household
1 - Tom Tes{ 1 - Tiffany 10/22/2005 1- Tommy 10/22/2002 4

Monthly Income:

Job F-Stamps Soc. Sec. TANF GAU Child Sup.  Unempl. Other Inc.
2000 325
Utility Acct Num: Client referred by (optional): Assigned To:

Friend v

Notes (eg: other family in the area)

Husband cooks and makes 2000/month. Rent is $1499 a month so little is left for food and other expenses. Tammy

doesn't work as she has carpal tunnel. They receive $325 in food stamps. y

Homeless Ex-Offender Disabled Veteran DV Survivor Addiction

Save Changes Cancel
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St John Vianney (Walnut Creek CA) Conference

Edit Client Info

* indicates required fields.

First Name * Last Name * SSN DoB Age Gender
Tammy Test 71251965 53 M @®F
Address Apt City State ZIP
240 Tamarisk Drive Walnut Creek CA 94598
Building Rent/mort. Phone1 Phone2
1499 9259332893

Other adults Girls - ages Boys - ages #in household
1-Tom 1-13 1-17 4

Monthly Income:

Job F-Stamps Soc. Sec. TANF GAU Child Sup.  Unempl. Other Inc.
2000 325
Utility Acct Num: Client referred by (optional): Assigned To:

Friend v

Notes (eg: other family in the area)

7/1/19 - TAMMY HAS BEEN PLACED ON NFA UNTIL 10/1/19.|Husband cooks and makes 2000/month. Rent is $1499 -
a month so little is left for food and other expenses. Tammy doesn't work as she has carpal tunnel. They receive $325

4
Homeless Ex-Offender Disabled Veteran DV Survivor Addiction

Save Changes Cancel
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St John Vianney (Walnut Creek CA) Conference

Edit Client Info
* indicates required fields.

First Name * Last Name * SSN DoB Age Gender
Tammy/Tom/Tyler - Same Ho| Test 71251965 53 M @®F
Address Apt City State ZIP

240 Tamarisk Drive Walnut Creek CA 94598
Building Rent/mort. Phone1 Phone2

1499 9259332893

Other adults Girls - ages Boys - ages #in household
1-Tom 1-13 1-17 4

Monthly Income:

Job F-Stamps Soc. Sec. TANF GAU Child Sup.  Unempl. Other Inc.
2000 325
Utility Acct Num: Client referred by (optional): Assigned To:

Friend v
Notes (eg: other family in the area)

7/1/19 - TAMMY AND TOM LIVE WITH TYLER TEST. THEY SHOULD BE TREATED AS ONE HOUSEHOLD AND

NOT AS SEPARATE HOUSEHOLDS. USE THIS FILE WHEN UPDATING AID GIVEN TO THEM. Husband cooks and )

Homeless Ex-Offender Disabled Veteran DV Survivor Addiction

Save Changes Cancel
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St John Vianney (Walnut Creek CA) Conference

Client File

Active File | Browse Client

TE T, Tamm m Tyler Same Household [ DOB: 7/25/1965 (

Age: 53) Female ]

240 Tamarisk Drive, Walnut Creek, CA 94598

Phone 1 Phone 2 Acct SSN
9259332893

Girls (ages) Boys (ages)
1-13
INCOME SOURCES:

Salary/Pay  Food SocSec TANF GAU Child Supp. Unempl. Other Inc.
2000 325

7/1/19 - TAMMY AND TOM LIVE WITH TYLER TEST. THEY SHOULD BE TREATED AS ONE
HOUSEHOLD AND NOT AS SEPARATE HOUSEHOLDS. USE THIS FILE WHEN UPDATING AID GIVEN
TO THEM. Husband cooks and makes 2000/month. Rent is $1499 a month so little is left for food and
other expenses. Tammy doesn't work as she has carpal tunnel. They receive $325 in food stamps.

Other Adults Family Size Rent
1-17 1-Tom 4 1499

Memo:





image19.PNG
Search Results

-1 record(s) found.

Last Name First Name
9259332893

240 Tamarisk Drive

If you don't find the client you are looking for you may

Walnut Creek





image20.PNG
St John Vianney (Walnut Creek CA) Conference

Client File

Active File | Browse Client:

ALEJAN RE, Maria [ DOB: 6/1011975 ( Age: 43 ) Female ]

Phone 1 Phone 2 Utility Acct  SSN

925-532-7983 --
Girls (ages) Boys (ages) Other Adults Family Size Rent

Evelin Romero husband Miguel Romero,

-03/07/07 Ariana Romero ‘Angel Romero - 5/15/15 daughter Jacqueline Romero 6

-01/18/09 03/14/1999

INCOME SOURCES:

Salary/Pay  Food SocSec TANF GAU Child Supp. Unempl. Other Inc.

Memo: I}-E)usband of Maria is Miguel Romero, but records put under Maria Alejandre as that is what is on Maria's

Referred by: Updated: 6/3/2019 Assigned to: <not assigned>
[JHomeless []Ex-Offender []Disabled []Veteran []DV Survivor []Addiction

¥ Show/Hide Memos

Add New Request ‘ ‘ Help Without Request ‘ ‘ Delete Selected Records
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St John Vianney (Walnut Creek CA) Conference
Record Assistance

TEP 1. UPDATE CLIENT RECORD:

To keep client records current, please verify that the following information is still accurate, and make corrections as
needed.

* indicates required fields

First Name * Last Name * SSN DoB Age Gender
Test 7/25/1965 |53 M ©F
Address Apt City State ZIP
240 Tamarisk Drive Walnut Creek CA 94598
Building Rent/mort. Phone1 Phone2
1499 9259332893

Other adults Girls - ages Boys - ages #in household
1-Tom 1 - Tiffany 10/22/2005 1 - Tommy, 4/17/2002 4

Monthly Income:

Job F-Stamps Soc. Sec. TANF GAU Child Sup.  Unempl. Other Inc.
2000 325
Utility Acct Num: Client referred by (optional): Assigned To:

Friend v

Notes (eg: other family in the area)

Husband cooks and makes 2000/month. Rent is $1499 a month so little is left for food and other expenses. Tammy

doesn't work as she has carpal tunnel. They receive $325 in food stamps. y

Homeless Ex-Offender Disabled Veteran DV Survivor Addiction

Continue
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St John Vianney (Walnut Creek CA) Conference

Record New Request

TEST, Tammy [ DOB: 7/25/1965 ( Age: 53) Female ]
i Walnut Creek, CA 94598

STEP 2. RECORD NEW REQUEST DETAILS HERE
Request Date Category

Need Urgent?
L TS
Notes
4
Save & New Save & Done Cancel
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St John Vianney (Walnut Creek CA) Conference

Record New Request

TEST, Tammy [ DOB: 7/25/1965 ( Age: 53) Female ]

240 Tamarisk Drive, Walnut Creek, CA 94598

STEP 2. RECORD NEW REQUEST DETAILS HERE
Request Date Category Need

Urgent?
4124119 Goods - Gasoline v |$[20.00
Notes
Gave Tammy $20 in gag
4
save&New ||  Save&Done | Cancel
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E T, T: IMIMY [ 0os: 7125/1965 ( Age: 63) Female]
240 Tamarisk Drive, Walnut Creek, CA 94598

“

Phone 1 Phone 2 Utility Acct  SSN Building
9259332893 --
Girls (ages) Boys (ages) Other Adults Family Size Rent
1 - Tiffany 10/22/2005 1 - Tommy, 4/17/2002 1-Tom 4 1499
INCOME SOURCES:
Salary/Pay  Food SocSec TANF GAU Child Supp. Unempl. Other Inc.
2000 325
Memo: Husband cooks and makes 2000/month. Rent is $1499 a_monm SO little is left for food and other expenses.
Tammy doesn't work as she has carpal tunnel. They receive $325 in food stamps.

Referred by: Friend Updated: 4/24/2019 Assigned to: <not assigned>

[JHomeless []Ex-Offender []Disabled []Veteran []DV Survivor []Addiction

¥ Show/Hide Memos

Add New Request ‘ ‘ Help Without Request ‘ ‘ Delete Selected Records ‘

(OPEN REQUESTS:

Date Category Need
[ 412412019 Goods - Gasoline $20.00 Edit| Close Request
Gave Temmy $20 in gas

ASSISTANCE HISTORY:

Date  Category Rent Members
(1) 412212019 Goods - Food $50.00 $149900  kdasso, dsnyder Details|
Tammy needed help with food and gas. We gave her S50 in food cards.
|| 4112019 Goods - Food $60.00 $149900  kdasso, dsnyder Details|

Tammy came to us asking for food and gas. They are in desperate need as they can't meke ends meet. They are receiving CalFresh. We gave
them our Food Resources list as well as the free phone and PGAE information. We also gave them a 520 gas voucher.

|| 41112019 Goods - Gasoline $20.00 100100 Ygnacio Valley Shell kdasso, dsnyder Details|

Add New Request ‘ ‘ Help Without Request ‘ ‘ Delete Selected Records
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St John Vianney (Walnut Creek CA) Conference
Member Roster Main Page | Logoff

NOTE: this roster looks best if you print in LANDSCAPE layout.

" Name Dome. o e Email Address city st zIP
Carol Addison 935-4833 451-5368 carol2add@yahoo.com
‘Support Admin

SA Femando Alvarez 925.395-7222 femandojalvarezo@yahoo.com
Susan Banducei 925.934-8886 925.788-0004  sue banducci@yahoo.com 2732 Grande Camino Walnut Creek  CA 94598
Carl Cierpial 925.947-1587 eccph@comast net 4 Diana Court Pleasant Hil  CA 94523
Bl Clarke 925.945-1280 4579087 billwic@aol.com 737 Wimbledon Road Walnut Creek  CA 94598

S Sally Clarke 925.945-1280 3246267 salsjc@aol.com 737 Wimbledon Road Walnut Creek  CA 94598
Mary Danese 2867667 marydanese@icloud.com 141 Via Lucia Alamo CA 4507

P Kathleen Dasso 478.8078 4574616 katdaso@aol.com 408 Grand Oak Court Walnut Creek  CA 94598
Susan Dunn 650-868-9167  sdunnmp@aol.com 3341 Tice Creek Dr. Apt 8 Walnut Creek  CA 94595
Tery. Fleming 925.943-1579 2627697 tery_fleming@sbeglobal.net 414 Le Jean Way Walnut Creck  CA 94597

nn Gardner 925-330406 Igardnercpa@al.com 210 Park Lake Circle, AptC ~ Walnut Creek  CA 94598

Theresa Gartner 925.938-0471 taokelly23@gmail.com 537 Marblehead Lane Walnut Creek  CA 94598
Lori Graham 891-4008 683-2084 billor@comcast net 1919 Ygnacio Valley Road Walnut Creek  CA 94598
Sigrid Jarrett 9354569 3237286 sigridjarreti@pacbell.net 6 Henri Hill Lane Lafayette CA 4549
Maurine Jones 9335576 maurinej@gmail com 14 Dogwood Court Walnut Creek  CA 94598
Peg Lemak 9323957 980-2686 plemak@yahoo.com 3241 Bennington Court Walnut Creck  CA 94598
Bob Lyman 925.625-6386 415.699.6908  RILYMAN@aol.com 3435 San Gabriel Drive Concord Ca 94518
Theresa Lyman 825-6386 381-8128 tmlyman@aol.com
‘Allora MacMahon 9472186 324-1586 allora_m@hotmail com 1 Kayser Court Walnut Creek  CA 94596
Mark MacMahon 925.947-2186 925.588-3393  mjmacmahon@hotmail com 1 Kayser Ct Walnut Creck  CA 94596
Darrel McClaughry 925.933-1147 dvmeciaughry@astound net 328 Fenwiay Drive Walnut Creek  CA 94598
Violet McClaughry 9331147 violetmeclaughry@att net 328 Fenwiay Drive Walnut Creek  CA 94598
Tammy, Mediock 5105657-8212 tgmed7@gmail.com 230 Summit Road Walnut Creek  CA 94598
Rosemarie Menegheli  943-1764 meneghetti8@gmail.com 711 Quail Crest Dr Walnut Creek  CA 94598
Nancy Murphy, 925.933.6521 324-0426 themurph2@comcast net 2752 San Antonio Drive Walnut Creek  CA 94598

VP Andrew Paul 908-489-3480 andrev: b paul85@gmail.com
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St John Vianney (Walnut Creek CA) Conference

Document Library Main Page Logoff
ROO’
le Uploaded By Size  Move/Delete
Affordable Housing

Affordable Internet and Computers

Archived Documents

CalFresh

Contra Costa Crisis Center

Dental Program

Documents form Workshop on Mental Illness 8-2016
Food Resources

Homeless Resources

LiveScan and Virtus Documents

Loaves and Fishes

Opportunity Junction

PG&E Resources

B R
XX X X X X X X X X X X X X

Seasons of Sharing
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Are you sure you want to log off?

Yes, log off now ‘ ‘ No, continue using application
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Conference Login

Usernam

[vour user name heref [} ‘ Login |

<] Reset

Conference: St John Vianney (Walnut Creek CA) v

Password:

Copyright © 2004-2019, Joseph Roberts. Al rights reserved.
Permission granted to Society of St. Vincent de Paul to use this software.
You can leave feedback on the site with questions, comments or congratulations.
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St John Vianney (Walnut Creek CA) Conference

Profile | Logoft

Activi
Click here to review clients with open requests pending.

Browse/Find/Add Clients
Use this to browse your conference file, locate or add clients, and record help that you give them.

Record Hours Volunteered and Miles Driven
‘When you do client visits or attend conference meetings or events, you can record time & distance to be included in the annual report.

Reports
Detail Summary
Assistance Given SVDP Report Bednights
Member Roster Membership Summary, SFH Report (part A)
Hours & Miles Detail Hours & Miles Summary ~ SFH Report (part B)
Erequent Callers More

Member/Officer Directory,
As an administrator, you can use this to change member passwords and contact information, to add or retire members, and to change
officers.

Document Library,
Use this to upload and share documents of interest to your conference, eg: handouts, referral lists, assistance guidelines.

Treasury Pages
Click here to pay bills, record donations, access donor file or run treasurer's reports.

Administr:

e Pages

Leave Feedback
Use this page to leave comments, suggestions, questions or compliments about the site.

Logoff
Click this when you are done to prevent unauthorized access from your browser.




