Norcal SBDC Network CATS Guide



Assumptions 
1. Each client will have filled out and signed a Request for Service ( SBA form 641) prior to counseling. This can be accomplished online at nc.ecenterdirect.com.  The center will enter (or accept) the client contact and demographic data into WebCATS (CATS). 
2. Center staff will have or be involved in the initial counseling session to determine the Scope of Work (SOW) and associated tasks.

3. All counselors can use Internet Explorer 5.0 or later with competence.

Case Management Notes
1. WebCATS and the SBA consider the company to be the client. A session with 2 people from the same company counts as one session.

2. Contacts are tracked separately. An individual can be a contact within the system and not be a client. 

3. Under the case management approach to consulting, the counselor actively manages the process of consulting activity.  This means that the counselor is in control of the process.  
a. A case is either open or closed.  It does not drift without activity.  
b. Activity has direction and a focus provided by the counselor in response to the client. This direction and focus is documented with a SOW. The SOW determines the goals and objectives of counseling. If for any reason a project’s goals change prior to or in the middle of completing a SOW, revise the SOW and get authorization to continue.  It is not uncommon for a client to be working under multiple SOWs.

Using WebCATS to Enter a Client Session
1. Disable all popup blockers. Don’t bookmark pages past the login screen.
2. Log-on to WebCATS at http://norcal.softshare.com .  Enter the user name and password you have been given.
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At the initial screen  navigate to the specific client with Quick Search. 

4. [image: image6.wmf]The menu on the left hand side is always the same throughout Webcats.
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Quick Tip –You can get to a client record in 2 keystrokes from anywhere in WebCATS by choosing VIEW: Client/Contact, then Quick Search. 
If you do not find the client you are seeking they may not have a file set up in the system yet. You will need to wait a day or two for it to be accepted or set up at the center. 
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3. [image: image9.jpg]The counseling session record was successfully added.
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Client Detail: This is where the action starts. Choose ADD: Counseling Session or Session Merlin if you want to add an investment or milestone at the same time.
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        Quick Tip – For existing clients you can jump to Add: Counseling Session from the main screen.
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4. The client/contact name will auto populate.
5. Date: Date of session

6. Type: 
a. Initial/New – First session only. There will only be one of these in a client file.  
b. Follow-up or Ongoing – All session after the first session.  This “type” will likely constitute 100% of all sessions you enter.
c. Closeout – client no longer active. (This will pop up a screen to deactivate the client.) This is not considered a counseling session by the SBA, and is not used.  Do NOT use this as a type of session unless directed to do so by the Lead Center..
d. Administrative –This is also not considered a counseling session is not considered a billable entry for consultants.
7. Contact Type: Means of contact. The only contact types the SBA recognizes for counseling are;
a. Phone
b. Online (email or web) 
c. Center (face to face)
d. Client Site (face to face)
e. Conference (face to face)
f. Outreach (face to face)
g. Sub-Center Site (face to face)

8. SBA Counseling Area: Find the category that most accurately describes your counseling session.  Minimize use of “Business Start-up/Acquisition” and be more specific. Never use “Undefined.” Or “Choose not to respond.”
9. Additional Assistance: Pick something here if appropriate.  This is not a required field.
10. Comments: This is a brief overview of the session.  Should be 12 words or less, (120 characters max). Use verbs. For example “Reviewed balance sheet and profit and loss with client. Answered cash flow questions.” Not- “Discussed financials”. Try to include an actual action of the counselor.

11. Prep Time: This includes administrative time AND client prep time.
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Automatic 0.5 admin on all sessions for basic record entry and handling.  Includes .25 for the counselor and .25 for center staff. (You are entering the prep for the center staff.  They do not enter a separate record for their time.)  An extra .25 is included for initial/new sessions.(This goes towards setting up a file, etc.  Likely you will never be entering an initial/ new session.)   

b. Client prep = everything and anything client-related that is not contact time or travel time.  Includes booking appt, confirmation calls, logistics if appropriate, etc.  Round to the nearest quarter hour. Detail in the session narrative if total prep is more than 1.0
c. You can not have prep-only sessions. Prep activity needs to be tied to contact time. For example if you are reviewing a business plan one day and giving the client feedback on another there is one session. It will be dated the day you have contact with the client, and include the business plan review.

d. The time required of consultants to prepare and submit their billing is not considered prep time and should not be tied to client sessions.

12. Contact Time: This is actual contact time and work done directly for a client. Round to the nearest quarter hour. 

13. Initial visits must have at least ½ hour contact time.

The following table illustrates this breakdown;

WEBCATS Client Contact Time:

	Type of Activity
	Reporting

	In-person face-to-face 
	It’s own session

	Email correspondence
	It’s own session

	Phone time with the client
	It’s own session

	Research work specific to a client’s business and agreed upon within a session
	Date ties to the session prior or upcoming

	Review of business plan and/or financials that is agreed upon within a session
	Date ties to the session prior or upcoming

	Meeting with a specialist/expert to retrieve information that will be used to further the business of a client
	Date ties to the session prior or upcoming

	Other activity that is done for the client that is part of the scope of work
	Date ties to the session prior or upcoming


WEBCATS Prep Time:

	Type of Activity
	Reporting

	Webcats entry of client sessions
	Date ties to the session prior 

	Setup of a Scope of Work
	Date ties to the session prior or upcoming

	Filing related to clients
	Date ties to the session prior or upcoming

	Confirmation of client appointments
	Date ties to the session prior

	Other logistics related to clients
	Date ties to the session prior or upcoming
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14. Center: Will default to your center 
15. Counselor: This should auto-populate. If not Find your name in the pull down list.  Use the first letter of your last name to jump in the list. Continue pressing that letter to see all the names.   
[image: image12.png]@ Viewing Data: From 7/1




Quick Tip-
  A. For some names using the next letter and scrolling up is faster.



  B. Make sure your name is listed as counselor or you may not get paid.
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16. Funding Source: Always SBA

17. Action Item: Not used at this time.

18. Date to Complete: Not used at this time.

19. Date Completed: Not used at this time.

20. Notes: In this section you will enter comprehensive notes on the counseling you have given the client. (3-5 sentences/bullet points, up to a couple paragraphs) These should provide a clear picture of your activities and client progress.  Focus on action-oriented items. All sessions must address the following items in order to withstand SBA/ASBDC audit:

a. An analysis of the clients’ problem/situation. 
i. If it is an initial session include a summary of the clients business or business interest.

b. Client homework completed since last session.

c. A summary of what the counselor did during the session.

d. Follow up required by the counselor and/or the client.

e. Remaining work on scope.

f. Any other documentation deemed appropriate by the counselor.

g. If there is a milestone realized during this session, note it. At the end of the session you will create a milestone record.
h. When you reach your final session with the client, make sure to indicate within your session notes all of the following that are applicable:

· If a milestone was reached and what the milestone was

· If no milestone was reached, but likely will be in the future, when someone should follow back up with the client to check in.

· What you would consider “next steps” for this client after your Scope of Work is complete.

Session information should make sense for another counselor that assists the client at a later date. There should be a clear relationship between time spent and potential/realized economic impact. Correct grammar and spelling help reinforce the emphasis we place on professional counseling.  

Sessions should be like chapters in a book.  Make sure to review previous sessions prior to a client meeting.  Is progress being made?  What was the homework from the last session?  When this client completes their work with you and goes back to the Service Center, will that Service Center be able to see a logical progression and have enough details to make sense of the work done?

21. [image: image13.png](U Requery) (2)



Reportable : Leave this checked. 
22. To save this record click “+ Add”.
23. A pop-up window will appear to ask if you want to send reminder emails to yourself and the client. If you choose to use this feature you will have a chance to edit the emails before they are sent. If you do not use it close the window.
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24. This screen allows you to review your session information. If you need to you can choose to go back and “Edit” the session here. The “Report” button will allow you to print a 1062 to accompany your invoices. See Reports below for steps. Otherwise you are done with this session.
25. If your client realized a milestone go to the next section Entering a Milestone Record.

26. To enter another session choose View: Clients then Goto #2
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27. Log out: Every session. Otherwise you will stay logged on and limit who else can use the system.

Enter a Milestone or Investment Record
1. Start at the client detail screen. This will auto populate the client’s name. Choose ADD: Milestone or Investment from the left hand navigation menu. The choices on this screen are similar to those in a session, and are well detailed in WebCATS help. There are some issues which warrant discussion here: 
a. The value field only need be filled out where appropriate.
b. The list of milestones is shared. Not all items apply.
c. We do not record negative milestones, or investments.  
Reports
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To create a session detail (1062) report do this:
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Click the “Reports” after entering a session 
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On the reports screen choose “Counseling Record (1062)”. 

c. Click the “Generate Report” Button. Make sure you have yellow paper in your printer.
2. To see all your counseling sessions for the month do this;
a. Click View: Counseling Sessions on the left hand menu. 
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Expand the filter choices by clicking the box with the plus sign..

c. Enter the date range you want information for. 
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Find your name in the pull down list.  Use the first letter of your last name to jump in the list. Continue pressing that letter to see all the names. 

e. You can leave the other choices alone. Press Requery.   
f. The next window is a list and totals of all sessions defined above.


     
Quick Tip- You can click on any bolded category header to sort by that category. 

3. To create a report from this dataset do this;


a. Click Report. 

b. On the report window pop up, expand the “+” next to selected centers and choose “all”  

c. Report type is the only other field you have to choose. The pull down menu has a variety of choices. “Summary of Counseling by Center/Client” is a useful choice for a straightforward look at the data, or you could choose “Counseling session 1062”  for billing  

d. When you have chosen report type click Generate Report. 
e. When your report comes up you can print it from your browser. To either your printer or a pdf (you can get a free pdf writer here;  http://www.cutepdf.com/Products/CutePDF/writer.asp)Then you can close the reports windows.  
4. To look at all counseling related to a client do this;

a. Click View: Clients. On the left hand navigation menu.

b. Navigate to the specific client with Quick Search. You can also use the alphabetic menu.


           Quick Tip- Within client records the words client, contact, and company are all hotlinks to that section of the clients file.
c. When you have arrived at the client detail screen the bottom half of your screen will list  all of the clients counseling sessions. You can click on the bolded dates to see the session detail.

5. To create a report from this data do this;


a. Click Report. 

b. Report type is the only field you have to choose. The pull down menu has a variety of choices. Activity by Counselor is useful to look review the big picture when the client has multiple counselors working on their case.

c. When you have chosen report type click Generate Report. 

d. When your report comes up in it’s own window choose print in your browser. Then you can close the reports windows.  
Other Information
1. Remember that you include a ¼ hour of prep time for the center admin in your sessions 
2. We use the Rainbow Color System to organize our client files. The legend is as follows:

a. Milestones

Pink

b. Scope of Work
Blue Green

c. Close of Scope
Green

d. 1062’s 


Yellow
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