INTRO TO THE COMPASS CASE MANAGEMENT DATABASE (CoDa): Salesforce Record Types

Compass uses Salesforce as its case management database, also affectionately called “CoDa.” Salesforce organizes information into different
types of records. Each record type has a unique role and contains information related to that role. This document introduces the record types
most often used by Case Managers and Therapists and describes how they are used and their relationship to each other.

® Comprised of individual clients who
are all part of the same household

® Must contain at least ONE adult and
ONE child under 18 years old

= Each household has one designated
Head of Household (HOH). This is the
main point of contact for general
communication with the household.
HOH must be an ADULT w/custody of
at least one minor child.

® Each family member (including all
children) has their own unique Client
Record.

= The client record holds key contact
and demographic info and indicates
the relationship between each family
member in the household

= Aclient can only be part of ONE
household

Case Record

Each case record is connected to only
ONE main client.

The main client is often the HOH, but may
also be another adult in the household.
CBHS is the only program that has
children as main clients.

Each program has their own unique type
of case record.

A single client can have open cases with
more than one program at a time.

OPEN case = client has been referred to
the program, intake/screening phase, OR
actively enrolled and receiving services.

CLOSED case = the client is no longer
receiving services from program.

\

= Staff log “service entries”
every time they communicate
or attempt to communicate
with the client (e.g. in-person,
sent email, left message, etc.)
OR with another party in
support of the client’s case
(e.g. call w/landlord)
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Here’s an example of the Salesforce
record structure using our test client
Joey Ramone:

Ramone Household

Includes 3 family
members, 2 adults
and 1 minor child.

Joey Ramone
DOB: 11/8/81
Head of Household

Natalie Ramone
DOB: 9/17/81
Partner/Spouse of HOH

Baby Ramone
DOB: 10/31/2020
Child of HOH

CLOSED

7/19/21 9/27/21

\> 8/23/21

The Ramone family was living at In-person
Compass Family Shelter (CFS) beginning
in 12/2020. Joey is listed as the main
client on this case. They have since
moved out, and this case is closed.

Joey Ramone
CFS 12/2020

1/20/21

12/23/20 In-person

In-person

Joey Ramone
SF Home 3/2021

The family is currently
receiving a subsidy from
the SF Home team. Joey is
also listed as the main
client on this case.

7/27/21
Phone session

\» 8/4/21

Phone session

Natalie Ramone
CBHS 6/2021

Natalie is currently
receiving therapy from
CBHS. She is listed as the
main client on this case
record.




