
WELCOME NEBRASKA CASA STAFF!



So Many Things I Wish I’d Known About CasaManager, But Didn’t! 

Thank you all for participating in this training to learn about 
some of the forgotten workflows, features, and functions in 
CasaManager. 

This training is ideal for all staff. 

As we move through the training, I encourage you to ask 
questions. 



Objective: 

The objective of this session is to help staff fully 
utilize some of the tools and features available in 
CasaManager.  

There is a gold mine of information in here. There 
are features for every staff position in this 
refresher. No matter what your job function is, I 
encourage you to try some of the helpful tools. 

Work smarter and more efficiently! 

So Many Things I Wish I’d Known About CasaManager, But Didn’t! 



ABOUT THE FACILITATOR 

My name is Gina A. James 

➢ 25 years of experience in CASA/GAL agencies. 

➢ Program manager for child abuse and neglect. 
  
➢ Urban and rural communities. 

➢ CasaManager evangelist and power user for 23+ 
years. 

➢ CasaManager, Volunteer Portal, VisitationManager, 
and MentorManager expert and staff trainer. 



First Things First: Data Integrity and Accuracy! 

Double Impact of Data Accuracy (and Inaccuracy) 

Impact #1: Your program data and reports 

Impact #2: Nebraska CASA state level data and 
reports 

What can you do? 
1. Remember that you are all each other’s 

customers! Let’s explore that… 
2. Utilize the Data Review Dashboard to easily find 

and fix your inaccurate data. 



DATA REVIEW DASHBOARD



DATA REVIEW DASHBOARD



DATA REVIEW DASHBOARD



Block #1: 

All About Volunteer Recruitment, Screening, and Training! 



All About Volunteer Recruitment, Screening, and Training! 

Segment #1: Recruitment Data 

Segment #2: Screening Data 

Segment #3: Training Data 

What can you do? 
1. Enter all required data. 
2. Ensure the data is accurate. 
3. Check your work! 



All About Volunteer Recruitment, Screening, and Training! 

Segment #1: Recruitment Data 

a. Recruitment Blue Bar Navigation (Inservice/Outreach) 
b. Inquiry Info Tab (Volunteer Detail) 

i. Outreach/Recruitment Tracking 
   *Why is this important? 

c. Applications (manual or automated) 
d. Demographic Survey Tab 

            *This data feeds into major reports 
             (NCASA/GAL Annual, 6-Month, VOCA, Prog. Stats) 



All About Volunteer Recruitment, Screening, and Training! 

Inquiry/Info Tab 



All About Volunteer Recruitment, Screening, and Training! 

Segment #2: Screening Data 

a. Interview Tab 
i. Helps you do initial vetting 
ii. Helps you understand the applicant 
iii. Helps you determine which cases are or are not 
appropriate, if accepted 

b. Screening Tab 
i. Provides space for you to collect additional 
screening data 



All About Volunteer Recruitment, Screening, and Training! 

Interview Tab 



All About Volunteer Recruitment, Screening, and Training! 

Screening Tab



All About Volunteer Recruitment, Screening, and Training! 

Segment #3: Pre-Service Training Data 

a. Pre-Service Training Tab 
i. Training Qtr/Method 
ii. Interview Data 
iii. ALL Date Fields and Check Boxes Are Required! 
iv. Session Attendance 



All About Volunteer Recruitment, Screening, and Training! 

Pre-Service Training Tab 



Aha Revelations! 



Aha Revelations! 

Use this space to write down 3 to 5 things you  
learned in this block.



Block #2: 

All About Reports! 



All About Reports! *Required for State Funding 

➢How many inquiries? 

➢How many people attended orientation? 

➢How many applications? 

➢How many people were interviewed? 

➢How many people started training? 

➢How many people completed training? 

➢How many people dropped out of training? 

➢How many recruitment events were there? 

➢How many people attended each event? 



VOCA Data Entry and Reporting 

➢How to properly enter VOCA data 

➢VOCA Grant Selection 

➢VOCA Special Classification 

➢VOCA Victimization 

➢VOCA Services 

➢VOCA Report Wizard 

➢VOCA Report 



Aha Revelations! 



Aha Revelations! 

Use this space to write down 3 to 5 things you  
learned in this block.



Block #3: 

Let’s take a stroll down memory lane! 



Core Navigation Review and Q&A 

  Let’s take a stroll down memory lane! 

➢How To Get Around in CasaManager 

➢Hierarchy of Navigation  

➢Top Level (Main Blue Buttons) 

➢Second Level (Sub Navigation Buttons) 

➢Active Panel (Light Blue) 

➢Tabs 



Core Navigation Review and Q&A 
Hierarchy of Navigation 



 



➢Which fields need to be completed? 
➢What do purple fields mean? 
➢Why can’t I assign a volunteer? 
➢How do I properly assign advocates? 
➢How do I properly close cases? 
➢How do I properly discharge advocates? 
➢How do I fix my mistakes? 
➢How do I track volunteers’ inservice and compliance? 
➢How do I relist/reopen cases that closed and came back? 
➢Which reports do I need to get certain data? 
➢National CASA/GAL annual and 6-month surveys 
➢What data do I need to enter to run my VOCA grant? 

Frequently Asked Questions 



 

What Are YOUR Questions? 



Write your own notes and questions on your handout in this space.

What Are YOUR Questions? 



CasaManager is a Relational Database 



What Does Relational Database Mean? 

While the workflows in CasaManager look disconnected,  
everything is actually tied together very tightly. 



Block #4: 

Underutilized Features



➢Additional Screening 
➢Agency Level Preferences 
➢Child Match 
➢Data Review Dashboard 
➢Emailing Volunteers, Parents, and Professionals 
➢Emancipation / Independent Living Skills Prep 
➢Exporting to Excel / Numbers 
➢Filtering 
➢Inservice Audit Form Letter 
➢Intake Forms (Family, Child, Case) 
➢Integrated Court Calendar 
➢Integrated Help Guide 
➢Integrated Reminders 

Underutilized Features 



➢Life Long Links (Family Finding) 
➢Mix and Match 
➢Quick Field Searches 
➢Sharing Function 
➢Site Map 
➢TagManager 
➢Training Channel (Recorded Sessions) 
➢User Preferences 

➢Hide/Show 
➢Tab/Scroll 
➢Presets 
➢Other User Preferences 

➢Volunteer Interview Form 
➢Volunteer Portal 

Underutilized Features 



Aha Revelations! 



Aha Revelations! 
Use this space to write down 3 to 5 things you  
learned in this block.



Block #5: 

Hidden Gems



Hidden Gems 

➢Archiving 
➢Audit Log 
➢Automated Volunteer References 
➢Custom Field Labels *(Admins Only) 
➢Custom Forms and Letters 
➢Custom Report Builder 
➢Report Archive 
➢Setting Required Fields *(Admins Only) 
➢SuperSearch 
➢Training Certificates 



Aha Revelations! 



Aha Revelations! 

Use this space to write down 3 to 5 things you  
learned in this block.



By using CasaManager, you build your skill set!  

AND 

You build your skill set by using CasaManager! 



I Need One Thing From YOU! 

Please email me an updated staff directory. 
  

My internal customer database is not 
connected to your live data, so I must be 
informed of all staff changes. 

Agency Name and City 
Staff Name 
Position/Title 
Email Address 
Phone Number/Ext.  



Thank you for your time! 

If you have additional questions, please 
contact me: 

  GINA A. JAMES 
  Sales & Training Executive 
  gina@casamanager.com 

For support, please email 
support@casamanager.com 

   


