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Introduction
• Go to https://epsportal.lacoe.edu/ to begin
• Click on the red tile Community Schools Training 
• Read and click I Agree to open the app

Important Notices
• This training material covers enhancements to the 

Community Schools Case Management System
• All data in the Community Schools Training app and 

training material is fictitious 
• To protect privacy, do not enter real personal data

https://epsportal.lacoe.edu/


Agenda

3

Overview
• Home

• Students

• Community Clients

• Family Support

• Partnerships

• Service Delivery * 

Site Activities
• Site Activities Home
• Planning Site Activity Details
• Adding Site Activity
• Site Activities - Review the Grid  

 

The Community Schools Impact Dashboard



Home
Community Schools Initiative Case 

Management System Home

• Login and Access
• Community Schools Initiative 

Case Management System 
Home

• Pending Family Support 
Referrals Grid
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Log In to EPS Portal

• Log in at epsportal.lacoe.edu
• Use Microsoft Log In with a LACOE account  

5

https://epsportal.lacoe.edu


Agreement

• Select I Agree to the Community 

School Case Management System 

Agreement

• Selecting Decline will take you out of 

the application
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Log In to EPS

• EPS is optimized for the 
Google Chrome browser

• After logging in to EPS 
Portal

• Click on Applications
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If needed, Request Access to Applications, Step 1

• Click to Request Access

• Select Community Schools from 
the drop down menu
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If needed: Request Access, Step 2

• Click Request Access

• Click Save
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Select your application

• Your screen may look 
different

• Community Schools Training 
is for training purposes only

• Actual student data 
should not be entered 
there
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Log Out Procedure

To log out completely:

1. Click Log Out in the top right 

corner of the app

2. Click Log in on the CS welcome 

page

3. Click Log Off on the EPS 

welcome page
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Case Management System Home
• You will find the Dashboard and the Pending Referrals Table below

• For more detailed information, click on the        
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Think of the dashboard on the top of the Community Schools Impact page as a 
recap of your activities in the site based on the current data



Case Management System Home
Detailed information
The interactive report provides details and insights for outreach activities  
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Case Management System Home
Detailed information, Continued
Examine Outreach Data by category
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Outreach 
activities by 
primary 
service type

Number 
reached 
though 
personalized 
activities



Case Management System Home
Detailed information, Continued
Examine Outreach Data by category
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Count of outreach 
activities by month

Mass Communication 
is broken down by 
audience type

Click the arrow in the upper left to go 
back to the main page



Pending Family Support Referrals
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This grid is located below the CS Home Dashboard

Referrals which have been pending over two weeks are in red



Mental Health Activities Grid 
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Draft's/Pending Family Support Mental Health Activities grid

• This grid is located below the Pending Family Support Referrals Grid
• It is only visible to CS Staff who have access to Mental Health activities
• Supervisors use the Status column to view Pending or Drafts



Students

• Students – Home
• Add Student
• Add Student Details
• Student – Data
• Student – Details
• Family Tab
• Reconcile Contact
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Students – Home
Key terms and functions are defined on Students Home

• Permissions

• Sorting/Search

• Data filtering

• Add Student
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Students – Home, Continued
• You have access to only view data for the school you are assigned

• Use the selector drop-down to change the number of lines shown
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Students – Home Continued
Note the color codes: 

_______= Reconciled student data (imported from district data)

_______= Manually created student (added by CS staff)
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Yellow

Green



Students – Add Student
• Columns have sort      , calendar      , and search       functions

• Select +Add Student button if you need to add a student 
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Add a Student Example
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Click on Students in the CS Menu then +Add Student

The district and school data you have access to in 
the training app may different than the example

1. Enter info:
• District: Montebello Unified
• School: Shurr High
• First Name: enter a name
• Last Name: enter a name
• SSID: enter a number

2. Note: High School label is changed to 
School throughout the app

3. Click Save

 



• After manually adding a student, the row will be highlighted in ________
• When the student data is later merged with the automatic updates the row 

will have a _______highlight
• Click on a student name to view the student details 
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First Name     Last Name

Student – Data
Yellow

Green



Student – Details
• Under Student Details you will find demographic, academic, discipline, 

enrollment, family contacts, and attendance data, updated from the automatic 

student information system or CALPADS imports

• For example, the student Enrollment Details Table will have rows added as data 

becomes available
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Student Details – Family Tab
• Add a contact with +Add Contact on the family tab 

• Enter the contact information and relationship to the student
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Reconciled contacts will 
have a green    highlight

Find the contact in the 
drop down and select 
Reconcile
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Student Details – Reconcile Contact
The History tab will show 
the imported data Green



Student Details – Services Received 
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In Student Details the Services Received tab is available to summarize Family 
Support and Service Deliveries the student and their contacts have been linked to 



Student Details – Services Received 
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• View Family Support Log and Service 
Deliveries linked to the student and 
their family

• Click on a number in the ID column 
to view info

• Sort by column headings
• Search functions:      and      



+Add Student
• The Student Already Exists alert will show up when the student is 

found in another school site

• It will list the school where the student was found  

• If this happens, don't add the student, but open a help desk ticket 
requesting the AD&S team reassign the student to the current school

Reminder: when adding students, please use SSID and not the district 
student ID 
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Community 
Clients

• Community Clients – Overview
• Add Primary Household Member
• Family Support Log
• Family Tab – Add Students
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Community Clients – Overview
Add Community Clients to cases when the student is not enrolled in your school
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Primary Household Member in Green



Community Clients – Add Primary Household Member

Fill out as much 
as possible 

Required fields 
are marked *
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Community Clients – Family Tab 
• View, search and add household/family members related to the Community 

Client (non-enrolled community member) on the Family tab

• Add family members to the household who receive support
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Community Clients – Family Tab, Continued
• Add as many details as possible 

• Required fields are marked with a *

• Set the relationship of the household 
member to represent their relationship to 
the primary client

• Choose Save to enter the household 
member information
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Community Clients – Services Received
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• View, search, and sort the Family Support Log and Service Delivery grids for 
the community client

• Click on an ID number to view the details



Family
Support

•Family Support  - Home 

•Add a Family Support Case

•Search for Student

•Procedures

•Distribution of Goods

•Family Support Gift Card Distribution

•Follow-up Support

•Student Documents

•Student Details

•Direct Services

37
epsportal.lacoe.edu
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Family Support Overview, Home
Family Support is where you find and add Family Support cases
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1. Click on a name 

in the Person 

Name column or 

the Edit icon to 

open Family 

Support Details

2. Click on the 

Student Name 

will redirect you 

to the Student 

Details page
See next page for more information on Student Details



Family Support Overview, Student Details
Click on the Services Received tab to view existing data
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1. Click on the ID to 

open a Family 

Support Log 

2. Click on the ID to 

open Service 

Delivery Details



Family Support – Add a Family Support Case, Cont. 
• To add a support case for a student or community client, select the 

district and school then click the blue Search Primary Student button
• Search by First Name, Last Name, SSID, or District Student ID  (CC 

Member ID) or click Search to search all students/clients
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Family Support – Search

Example with Student Search by SSID
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• In addition to SSID, search by First 
Name, Last Name, or District 
Student ID

• After confirming you have the right 
student/client click on the       in the 
SELECT column of the table



Family Support Procedures

The Family Support logs preview 

screen shows all existing family 

support logs (if any exist). To setup 

a new Family Support: 

1. Review the Existing Family 

Support Logs screen 

2. If you are sure there are a new 

set of needs, click Proceed to 

create a new log
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For an example, see the next slide



Family Support Details – General Information
• Complete files on General Information 

• Proceed to the other tabs by clicking on Save
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Family Support Details – Linkage
Family Linkage

• Link a family member to the student 

• For example: Link siblings at the same school site
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Family Support Procedure Example

1. Click on Family Support in the CS 

Home menu

2. Click +Add Family Support Case

to open Family Support Details

3. District Name & School Name

4. Select Type: Student

5. Click Search Primary

45

Initial Family Support Details, General 
Information Tab

3 4

5



Example, Continued
Student Search
1. Type 6129533034 in SSID 

2. Click Search
○ Alternatively search by First 

Name, Last Name, District 

Student ID 

○ Or click Search with all fields 

open to view a list of available 

students

3. Click the Save icon to proceed
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Student Search pop-up

1

2

3



● View the Existing Family Support Logs list

● Click a number in the ID column to view the Family Support Details in a 

new browser tab

Example, Concluded

● Only create a new Family 

Support Log if you are sure 

there is a new set of needs

● Click Proceed to create a new 

Family Support Log
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Example of the new Existing Family Support Logs list

End of Example



Family Support Details – Referrals/Goods

Who is this Referral for?

• Parent/Caregiver

• Type of referral

• Provider

• Location

• Status

• Follow-up date
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In an existing family support log, click on +Add Referral  then enter information



Family Support Details – Distribution of Goods

• +Add Goods button on 
bottom of 
Referrals/Goods tab

• Fill out and choose 
Save

• For details on Family 
Support Gift Card 
Distribution, see next 
slide
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Add a Family Support Case – Gift Card Distribution
• Click +Add Family Support Case to distribute gift cards

• Or click the edit icon to add to an existing case

50 39



Family Support Details – Gift Card Distribution
Example
• Fill out and select all required information then Save
• This will enable the next tabs: Family Linkage, Referrals/Goods, Follow-up 

Support, Mental Health, Contacts/Referrals 
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1. Select School
2. Select Type: Student/Community 

Client
3. Date of Service
4. Initial Engagement: Met with CS 

Staff-Provided Referrals
5. Referral Source: Teacher
6. Notes: sample
7. Click Save



• Click Save

• Click 

Family Support Details – Gift Card Distribution
Example, Continued

• Click Referrals/Goods to distribute gift cards

• Click +Add Goods                           to open the Distribution of Goods pop up

• Complete Distribution of Goods

1. Reference Date

2. Type of Item: 
Gift Card

3. Measurement Type:
Items

4. Quantity Distributed:1
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Family Support Details – Gift Card Distribution
Example, Conclusion
In the Distribute Gift Cards pop up

1. Check box(es) next to the 
gift card(s) being given

2. Change the date if needed

3. Scroll down and click
Distribute

4. Click X in the top right to 
close the pop up
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End of Example



Family Support – Follow-up Support
• In Family Support Details, the Follow-up Support tab is only available after 

the General Information tab is complete
• Click +Add Follow-up to add notes to contacts
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Student Documents Tab

The Student Documents tab will support documentation connected to 

individual non-mental health student data (e.g. media release forms)

55
Student Documents in Family Support Details

Click +Add 
Document

Student Documents in Student Details



Student Documents Tab, Continued
Clicking +Add Document opens the pop up

1. Document Start Date (optional)

2. Document End Date (expiration) 

optional

3. Document Name (required)

4. Document(s) 

Click Choose Files and the Green Upload icon 

(uploads can be document files, images and 

small video files)

5. Click Save 56

1 2

3

4

5



Student Documents Tab Status Column

1. Status column in the Student Documents grid will have one of three 
statuses:

○ Active (Current)
○ Expired (Past Test)
○ Not Started (Future)

2. Duplicate prevention
○ Adding failed message appears when there is already a document with same date 

and name

57
End of Example



Family Support – Student Details
• Click on a student name in Family Support Home grid to link to Student Details
• Click the tab(s) to view data
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Student Details – Family Tab
Click +Add Contact to manually add household member information
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View all linked family members in the Contact Details grid



Student Details Page - Adding Family
+Add Contact

• Enter essential information  

• Click Save to retain the new 
data
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Direct Services
Add to an existing case with the Direct Services tab

      Click the +Add Direct Services button    
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Direct Services Tab
1. Enter the required information
2. Click Save

Examples of Direct Services: 
• Technology support 
• Giving a basic need
• Advocacy
• Educational support
• Enrollment support
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Add a Direct Service
• When you add or edit a direct service

Select Referral Date, Referral, Provider & 
Status
• Who is this Service for? 

• Depending on the selection, you 
will have an existing list of names 
or you type in a name

• Use ________if the name is not 
available and add as much information 
as possible

• Choose Follow-up Date
• Click Save
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Add a Direct Service, Cont.
• Select the Service Type

• You have the option to add an 
agency that you worked with

• ...In Conjunction with
• Location of the partner 

organization
• Service Delivery Type

• In person, phone, virtual
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Direct Services Example
General Information

• Select Your Role

• Person Spoke to: Student

• First Name & Last Name

• School Name: Azusa HS

• Search Primary Student

• Date of Service: Today

• Engagement with CS: Met with CS 
Staff-Provided Referrals and/or 
Direct Services

• Referral Source: Self-walk in

• Notes: Student came in stating his 
family was in need of groceries
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Family Support Direct Services - Details Grid

• Use the grid to view existing family 
support direct services details, add a 
contact or a direct service.

• Click on the edit icon 
• Under EDIT DEMOGRAPHICS
• EDIT the direct services record
• Or INACTIVATE the record
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End of Example



Direct Services Example 2
+Add Direct Services In Conjunction With

• Service Delivery Type: In-Person

• Who is this Service for? Student 
(Self)

• Service Date: Today

• Student

• Service Type: Basic Needs Support

• Services Provided in Conjunction 
with: (if applicable): ACTION Food 
Pantry

• Location: Main Office
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End of Example



Partnerships • Partnerships Home

• Community Partnership

• School Partnership Tab
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Partnerships Home
• Confirm the community partner exists in the system 

• If needed add them for approval
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Partnerships Details - Community Partnership
• Search for Agency in Name of Agency/Organization box 

• To avoid duplicate entries add only if Agency/Organization is not found
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Partnerships Details - Community Partnership
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• Save and then click +Add Additional Location

• At least one location is required per agency

• Each provider's location must be linked to school site to be able to select them 

as a provider for activities



Partnerships Details - School Partnership Tab
• Filter the table by clicking on column headers

• Click                                  to add a partner organization 
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Sorting/Search



Service
Delivery

•Service Delivery Home
•Outreach
•Event
•Household Linkage
•Grants/Monetary Donations
•Direct Gift Card Donations
•Distribution Event
•Store Distribution
•Quantity Advisements
•Shared Decision-Making
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Service Delivery Overview
• Use Service Delivery to add new activities or view existing data

• Click +Add Service  Delivery for a new case

74



• Sort any column of the grid by clicking on 
• Enter text and press Enter in any column heading with 
• Click        to open the calendar pop-up, choose settings & click  

Service Delivery Home
Search and Filter With the Grid
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Service Delivery Grid with "Basic" in Service Type Calendar set for Date = April 14, 2022 



• Search fields are available above the Service Delivery Grid 
• Search by District, High School, Type of Data, Person Entering, ID, & Date

Service Delivery Home
Continued

76

Use Search to filter the grid and quickly locate Service Delivery data    



School Success Stories
Example

77

A new feature allows you to complete a success story that is not linked to a particular 

student. This success story links to a school as a Service Delivery. 

Click Service Delivery and +Add Service 
Delivery

1. Type of Data: Systems Building / 
Reflections / Success Stories

2. Primary Service Type: Basic Needs 
Support

3. Community Schools Pillar: Int. Student 
Supports

4. Additional Services Provided: N/A
5. Person entering data: choose one
 



School Success Stories
Example, Concluded
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Complete details for the success story:
1. District/School: Azusa
2. Systems Building / Reflections: Success 

Stories
3. Description: Type a summary of the 

success story
4. Choose and upload documents, 

images, and small video files
5. Click Save
 



Service Delivery – Outreach
• On the Service Delivery page select 

• When you enter outreach it must be linked to an event

• After you choose Outreach as the Type of Data more options will 
appear below
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Service Delivery – Outreach Details

80

1.

2.

1. Type in the Purpose of Outreach 

2. Choose the Outreach 
Audience  (Select all that apply)

3. Additional information about 
outreach efforts (Please identify the 
event or reason for outreach.)

3.



Service Delivery – Outreach Details, Continued

1. Select Type of Outreach with estimated number 
contacted. Select all that apply.

2. Include supporting documentation uploads 
then Save

For supporting documentation include MS Office 
files, Adobe PDF, Images (PNG, JPG) and/or small 
video files (< 50 mb)
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1.

2.



Service Delivery – Outreach Linkage

• One way to link your outreach to an event is to search for 

the event on the Service Delivery table

• Select the Edit icon then Linkage tab

• Click                 if you don’t see the event in the Current 

Event(s) Linked to this Outreach table

• Search for the event and then click the Save icon 

under SAVE AND LINK 
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Staff Development
Example 1

83

In Service Delivery click +Add Service Delivery 

Click the blue text to review the list of the Activity 
Types and their definitions 

1. Type of Data: Events  
2. Date: Use the prefilled 

date for today or choose a 
date  

3. Primary service type: 
Mental Health Support

4. Person Entering Data: 
Intern  

 



Staff Development
Example 1, Continued

84

1. High School: Select one 
2. Events: Workshop/Training 
3. Sponsor/Provider: Select one 
4. Location: Select one
5. Event Topic: fill in 
6. Role in Coordinating: Direct
7. Primary Event Audience: Staff 
8. Click the Staff box and enter 12
9. PBIS and file upload: if applicable 

10. Click Save

End of Example



Shared Decision-Making
Example 2

85

In Service Delivery click +Add Service Delivery 

Click the blue text to review 
the list of the Activity Types 

and their definitions 

1. Type of Data: Shared Decision-Making  
2. Date: the prefilled date for today or choose a date  
3. Primary service type: Mental Health Support
4. Person Entering Data: Intern
5. Choose a school  
 



Shared Decision-Making
Example 2, Continued
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1. Grouping Type: Coordination of Service Teams 
2. Number of New Students Reviewed: 12 
3. Date of Meeting: choose a date
4. Summary of Meeting Outcome: Enter details to summarize the meeting outcome 
5. Role in coordinating: Direct (initiated) Indirect (assisted) 
6. Attendees: Check boxes for attendees and enter numbers for each (required)* 
7. Upload documents, if any, then click Save End of Example



Support Groups Event Category
Example 3

87

Click Service Delivery in the main menu

1. Click +Add Service Delivery 

2. Type of Data: Events 

3. Date: Use the default or choose a date

4. Primary Service Type: Mental Health Support 

5. High School: Azusa (choose a school available to you) 

6. Type of Events: Support Groups

7. Other items (top section)

✔ Community Schools Pillar: Make selection(s)

✔ Person entering data: Select one

✔ Co-Facilitators: Click select to search and choose, if any 



Support Groups Event Category
Example 3, Continued

88

1. Primary Event Audience: Students 

2. Event Audience 
Parent/Caregiver: 0 
Student: 12 
Community: 0 
Staff: 0

3. Event Notes: Sample for training

4. Sponsor/provider: 211 LA County

5. Location: 211 LA County-Your site

6. Event Topic: Mental health workshop

7. Role in coordinating: Direct 
Click                      to complete the entry

End of Example



Events – Household Linkage

After Save, Service Delivery tabs are available 

1. Click on Household Linkage

2. Click ______to search for a student or 

contact and link them to the event

3. Use Student/Family Search to link 

students or contacts one at a time

4. Or, use Upload List/Link Multiple 

Attendees 

89



Events – Household Linkage
Upload Roster
A) Upload a Roster for Linking Multiple Attendees

1. Download the sample file and fill out the workshop attendee information

2. Click Choose Files to upload

3. Click the upload icon 
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The steps are listed under Upload List/Link Multiple Attendees



Tip for File Management

• After downloading the sample file use File > Save As with name, including the title and 
date for easy identification 

• Example: 

• Title: BigEvent

• Date: March10_2022

BigEventMarch10_2022.xlsx

Events – Household Linkage
Upload Roster

91
For best results, roster file should include at 

least school ID, first and last name



Events – Household Linkage
Upload Roster
B) Link Attendees to Event

1. Verify by clicking on the file name in the File Name table 

2. Delete and re-do if needed 

3. Click        Link Atten  

4. Wait a moment for it to load and process
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End of Example



Parent Workshops
Example

93

Click Service Delivery in the main menu to view

1. Click +Add Service Delivery 

2. Type of Data: Events 

3. Date: Use the default or choose a date

4. Primary Service Type: Mental Health Support 

5. High School: Azusa  

6. Type of Events: Workshop/Training

7. Other items (top section)

✔ Community Schools Pillar: Make selection(s)

✔ Person entering data: Select one

✔ Co-Facilitators: Click select to search and choose, if any 



1. Primary Event Audience: Parent

2. Event Audience 
Parent/Caregiver: 12 
Student: 2 
Community: 2 
Staff: 0

3. Event Notes: Sample for training

4. Sponsor/provider: DPH Wellbeing

5. Location: DPH Wellbeing Center

6. Event Topic: Mental health workshop

7. Role in coordinating: Indirect 

Parent Workshops
Example, Continued
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Click                      to complete the entry

End of Example



Grants/Monetary Donations 
Gift Card Example
Click                        to record your purchased gift cards
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Grants/Monetary Donations
Gift Card Example, Continued
1. Select Grants or Monetary Donations for Type of Data

2. Click the calendar if you need to change the Date of Reference

3. Select Basic Needs Support for Primary Service Type

4. Choose Community Schools Pillar and Person Entering Data
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1.

2.

3.
4.



Grants/Monetary Donations 
Gift Card Example, Continued
1. Select High School from the drop-down and click Grants 

• Complete all fields (will vary based on donation type selected) 

• Monetary Donations are uncommon but do occur

2. Choose files to upload (Grant award letter, receipts)
• File types allowed: MS Office, Adobe PDF, images (PNG, JPG) and/or short video

3. Click +Add to record the donations
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1.

2.

3.



• Complete the Grants/Monetary Donations pop-up
for the gift cards purchased with the grant

1. Type of Item: Gift Card

2. Measurement Type: Items

3. Description of Goods: Grocery gift cards

4. Total Estimated Value: 500

5. Quantity Received: 10

• Click Save
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Grants/Monetary Donations 
Gift Card Example, Continued



Grants/Monetary Donations 
End of Example

• Add Starting Serial Number, Vendor Name, Quantity, 
and Amount of each card

• Click                       to save them 

• To close, click “X” in the top right corner

• Details opens 
automatically

• Click ___________
if needed
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End of Example



Distribution Event

1. Type of Data: Events

2. Date of Reference

3. Primary service type:
Family Engagement
Additional: 
Basic Needs Support

4. Community Schools 
Pillar and 
Person Entering Data 

Gift Card Example 2
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1.

2.

3.

4.



Distribution Event 
1. Select the High School

2. Type of Events: Distribution of Goods

3. Sponsor/Provider: ACTION Food 
Pantry
Location: Main Office

4. Event Topic: 
"Virtual Food Fair" event with 
information about community food 
resources; giving participating families 
gift cards for groceries

5. Role in Coordinating: Indirect
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1.

2.

3.

4.

5.

Gift Card Example 2, Continued



Distribution Event 

1. Primary Event Audience: Parent/Caregiver

2. Event Audience: enter number of 
participants for each category

3. Event notes: event held virtually, gift cards 
distributed to families by CS office

4. PBIS: Attendance

5. Event Notes Supporting Documents

6. Click +Add Goods to open the Distribution of 
Goods popup
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1.

2.

3.

4.

5.

6.

Gift Card Example 2, Continued



1. Type of Item: Gift Card

2. Measurement type: Items

3. Quantity Distributed: 20

4. Notes: Virtual food fair event

5. Click Save on the Distribution of Goods popup
and the Event Service Delivery
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5.

1.

2.

3.

4.

Gift Card Example 2, Continued
Distribution Event 



Distribute Gift Cards Popup

• On the Available tab view all 
available gift cards in inventory

• Check the boxes for the cards you 
gave out

• Click

104

Distribution Event 
End of Example 2

End of Example



On the Service Delivery page select

1. Select Store Distribution for Type of Data

2. Enter Date of Reference/Week Ending Date

3. Select Basic Needs Support for Primary Service Type

4. Choose Community Schools Pillar and Person Entering Data

Store Distribution

105

1.

2.

3.

4.



Store Distribution, Continued
1. High School: Select your school

2. Type of Distribution: Day-to-Day Operations & Activities (most common for 
walk-in traffic)

3. Client Type: Enter totals for the week 

4. Supporting Documents: Choose files to upload              5.   Click +Add Goods

106

1.

2.

3. 4.

5.



Store Distribution, Continued
Clicking +Add Goods will open the Distribution of Goods popup

1. Add as many items as were given away in the week
2. Only items already entered through a service delivery may be distributed
3. In this example 14 items of clothing are entered
4. Click Save to update the information
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Store Distribution, Conclusion
1. Click on   __to change the Quantity Distributed or revise or edit the Notes

2. Click on ___to Inactivate

3. The Type of Item and Measurement Type are greyed-out when editing
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When 
finished, 

click Save



Quantity Advisement 1
• If you distribute more items than are listed 

in inventory you will get a warning message

• Select Add then Save 

• The Distribution of Goods item will reflect 
the negative balance

• You can now go back and adjust the items in 
inventory under Service Delivery
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Quantity Advisement 2
• In the case that you distribute goods and 

there is zero inventory for that item you 
will see a message in red 

• Cancel the distribution

• Go back to Service Delivery and create 
the record for the donation received to 
show the items are in inventory
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Shared Decision-Making
Example

To view this feature, start a new Service Delivery
1. Under Type of Data select Shared Decision Making
2. Select Mental Health Support
3. Select School, Pillar, and Person Entering Data
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1.

2.

3.



Shared Decision-Making
Example, Continued

Select the types of Event Audience present
• For each audience type Number of Attendees is required
• Click Save after entering all required information 
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Shared Decision-Making
Example, Continued

Under Shared Decision-Making 
• Click Direct if you initiated and facilitated the planning for the meeting
• Click Indirect if you assisted but the school/partner facilitated

113End of Example



Transfer of Goods
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+Add Service Delivery

1. Choose Transfer of Goods from 
the Type of Data drop down 
menu

2. Select Basic Needs Support for 
the Primary Service Type

3. Receiving school:  Centennial HS

4. Source school:  John Glenn HS

5. Click +Add to open pop-up

Service Delivery Details



Transfer of Goods, Continued
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 Transfer of Goods Pop-up 

• Type of item: Food, Boxes  

• Quantity Received: 20

• New totals for quantity received, etc. 

• Click Save on the Pop-up

• Click Save on Service Delivery

Transfer of Goods Pop-up

Goods available are from the sending school's inventory



Transfer of Goods, Continued
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How to find records of transferred goods if you are the source of a transfer:

1. Type "transfer" into the search for the TYPE OF DATA column on the table

2. Click the         icon to view the record (Only the receiving school may edit)

Screenshot of the Service Delivery table with Transfer of Goods filter

End of Example



Site Activities

•Site Activities Home
•Planning Site Activity Details
•Adding Site Activity
•Site Activities - Review the Grid
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epsportal.lacoe.edu
helpdesk@lacoe.edu



Planning Site Activity Details
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1. Chose District and School (prefilled if you have access to one site)
2. Click on Week Ending Date
3. Click Choose Files and upload documents, images and small video files
4. Click +Add Activity to add a collection of activities for that week



Site Activities Home
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● Click on Site Activities in the Community Schools menu
● This opens the Planning Site Activities home page
● Click +Add Activity to create a new list of activities



Adding Site Activity
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1. Click +Add Activity
2. Type of Activity & Date
3. Description required
4. Click Save for each 

activity and for Planning 
Site Activity Details

Reminder: To access the Site Planning Activity - Data 
Definition Guide click on ? Help in the Community Schools 
main menu.



Site Activities - Review the Grid 
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1. Most recent on top
2. Sort as needed
3. Edit to add more 

details or make 
changes

4. Inactivate (delete)



Questions? 
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Contact: Helpdesk@lacoe.edu
About EPS: EPSInformation@lacoe.edu 

Web Resources: 
LACOE.EDU

Video - Community School Case Management 
Application - Request Access

Materials CS Case Management  Guides

Index
• Agenda
• Overview
• Site Activities

Thank you
For your interest and commitment to serving our 

students, families and communities
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