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Two purposes
There are two main purposes for having a database: 1) to collect and archive information, and 2) to inter-relate that information. Through this database (db) we will be collecting and safeguarding information on applicants, members, crews, projects and partners all in one place. It will be the same consistent information for each region and can be accessed universally from any internet connection. All of this information is interconnected allowing us to look or search across datasets and provide analysis at a variety of levels. 
Data sets and relationship chart
All of this information is grouped into a number of datasets that match our existing operations – Applications, Members, Crew Leaders, Crews, Projects, and Partners. There are numerous data fields in each dataset. For example the Member dataset contains among its fields: last name, first name, date of birth, email address, etc. The other dataset are the same, bringing together information that previous was filed away in a number of spreadsheets, notes, and individual heads. Each of the datasets connects to another: members and leaders are in crews, crews work on projects via hitches, and projects are agreements with partners. These connections provide the inter-relational property of the db. A summary mapping of the datasets and some of their sub-categories can be found in the next to last section of this document. A graphic view of the inter-relationships can be found on the very last page.
General Expectations and Roles
Data integrity, accuracy and completeness
Because we are all common users in this db it is very important that we are all responsible for what gets put into it as well as how. Data integrity means simply that we are using the same words to mean the same things. In some instances data integrity is guarded by the limited choices in drop down menu, but in others common users must decide the proper possible entries for a particular field. 
Accuracy is also very important in making the information useful. This is the “garbage in = garbage out” issue. If an email address is entered inaccurately, the person will not receive the emails sent to a db compiled list. Incompleteness also leads to in-accurate results and analysis. If fields are left blank, that entry will not be included when examining groups of data. For example if we need statistics on where our members have come from and their state or zip information is missing, those members will simply not be included in these numbers. Or if you need to look at all your projects, it will be impossible to filter and sort for these if they are missing the region code. Fill out all applicable fields as accurately and completely as possible at the time of initial entry. If you leave it until later, you may forget to complete this data entry.
Data security
All of the data entered into the db is safely stored on a server backed up by our provider, so it is secure in that sense. But the data also needs to be secure from unauthorized people. It is possible that not all of this data is sensitive, but it should all be treated as such. No one outside of SCC should be given direct access to the db or its contents. 
Singular source
The db should be the singular place for the keeping and management of this information. If you currently use spreadsheets or other parallel systems for tracking some of this data, put in place a plan to transition to using only the db for this purpose. Transferring information and double entering leads to mistakes and involves double the work and time. If the db is not meeting your data needs, bring this up and propose possible changes to the db. The db exists to serve all of SCC, if it is not meeting that need it can be adjusted.
Roles
This is a brief overview of roles. Specific work flow details can be found in section V below. Titles and specific division of duties may differ between regions/programs.
Recruitment Coordinator
Recruiters manage the applications as they are submitted through a web link. They see the application through its various stages leading either to denial or selection as a member. Once an applicant is selected they are made a member and continue to be managed by the recruiters. A specific profile for the member is developed for each unique session in which they participate, this will include enrollment on a crew.
Program Director
Program Directors manage activity through the hitches that make up a total project. They develop the pre-hitch information, aka the project specs in the db and then manage the entry of the post-hitch info, aka project accomplishments. Each hitch is scheduled in accordance to project needs and the appropriate crew assigned by the Program Director. At the conclusion of the hitch a partner evaluation can be created and sent via the db and an invoice prepared by either the PD or ED. PDs also manage the Crew Leaders in the db, creating an entry for each as they are hired and enrolling them on a crew.
Executive Director (and Program/Grant Development Managers)
Executive Directors manage the partners and projects end of the db. They create partner entries with their accompanying host of contacts. If they are grant partners managed by the region the EDs provide and manage that information. Projects are defined by individual agreements. They are created and managed by EDs including originating the appropriate number of hitches to complete the work. At the conclusion of hitches the ED or PD manage the preparation of invoices for the work.
Business Office
The Business Office complete the invoicing process started by the regions by reviewing, editing and sending out the printed invoice. The status of the invoice is recorded in the db.
Crew Leader, Field Supervisor/Coordinator
CLs or other field staff may be involved in the entry of hitch information, especially post-hitch depending on regional work flow decisions. They do not have access to other areas of the db.
Admin/Reporters/Analyzers
Various staff gathers and analyzes data from the db to complete various reporting requirements, adjust operational procedures or evaluate certain efforts. This is mostly done through the search function.
Logging On and Basic Navigation
Address, Usernames and Passwords
Address Link
The link to the database is http://scc.civicore.com. This is worth bookmaking in your browser. This is an externally hosted server and can therefore be accessed wherever you can access the internet on any computer.
User Names
Each user has a unique user name. Use only the name provided to you individually. The Crew Leaders or other temporary staff may have a common name for their use. Check your user information when you begin to make sure it is correct, especially the email, which can be used to group email from a search query.
Passwords
Each user name has a unique password. Although you are given a password initially, please change that password to one of your choosing. Keeping the default password may allow other to use your user profile to make changes in the database. To change your password, go to the Users tab on the left hand side and open up your user name. Press Submit after changing your password. If you forget your password, it can be re-set by one of the administrator users (i.e. David) to a new temporary password.
User Security Levels
Each user is associated to a particular user group with its own level of security. The table below describes the various levels and their attributes. If you think you are not seeing or able to edit something you feel you should be able to inquire with David. 
	Level
	User Group
	Can See
	Cannot See
	Can Edit
	Cannot Edit

	1
	Administrators
	All
	
	All
	

	2
	Directors (+ CEO, VPB)
	All
	
	All except drop boxes
	Drop Boxes

	3
	Recruiting Coordinators
	All
	
	Applications, Members, Crew Leaders, Crews
	Anything under Partners or Projects, Drop Boxes

	4
	Field Coordinators
	Only info under Projects and Crews, Hitches and Crews Schedules
	Cannot open links to member or leader data through Crews, Cannot open links to Partners under Projects
	All info under hitches tab of Projects i.e. Pre and post hitch info, Can also upload documents to projects/hitches
	Anything outside of Hitches tab of Projects, Drop boxes, 

	5
	Admin Staff
	All entered data
	Any uploaded documents
	None, Can print Crew Roster reports and Invoice Reports
	All

	6
	Crew Leaders
	Only info under the Hitches tab of Projects
	Should not be able to open live links to other data listed in Projects (e.g. Crew, Partners, etc.), Cannot use search function
	Only “Post Hitch Data”, Can print only Project Specs, aka Pre-Hitch data Report
	Anything except Post-Hitch Data

	7
	View Only
	All
	
	None
	



Page Set-up and Organization
Data Sets
The main datasets were mentioned in the introduction and represent the main grouping of information we use in SCC, members, crews, projects, partners. In the db they can always be seen on the tabs on the left hand side of the page. Clicking on any of these will bring up a listing of all the entries within that dataset. This listing is a quick view and only shows a limited number of fields for each entry. While looking at the list you may filter for some of these fields through the functions at the top of the page. Single clicking on any entry line will open up the full entry in view mode.
Tabs
Once an entry is opened you will see several tabs across the top of the page. These vary depending on the dataset. Short descriptions of each of these tabs can be found in the db Map document located below. The first tab is always Basic Info and will be the starting point. Each tab either contains a number of data fields or a historical listing of other db entries connected to this entry (e.g. the tab Crews with the Member dataset entry will list all the crews that member had been on or is currently on). The document and comment tabs are found in most datasets and are described below.
Filters
On listing pages (e.g. Members, Projects) there will be filter fields at the top on the page. You may filter on any one or several of the filters. For names and other open fields you do not have to type the full name of who you want. For instance, if you wish to find the member entry for Christy Bolognari you may just type “Chr” in the first name field box and click the filter button. This will bring all entries that have that letter combination in the name, but it will be a quick way to find an entry you want, especially if you are unsure of spelling.
Sorting
The database does not sort listing entries by clicking on a column heading – sorry. Learning how to use filters and the Search tool will be the best way to navigate to the entries you wish to access.
Icons
View [image: ]
Clicking this icon will open the entry in view mode, but so will clicking on the line itself. View mode shows only the fields that have some content in them, not ones that have been left blank. You can also change to edit mode or delete an entry from the view mode with the same icons that will be found in the upper right corner.
Edit   [image: ]
Clicking on this icon will open the entry in edit mode. This is usually the best way to open an entry because it shows all the fields for that entry, not just the ones that are completed. To save any changes you make in edit mode you must press the Submit button. Closing the entry without doing this or choosing cancel will not save any of the changes you made. If you are in edit mode and want to go back to view mode you can just click the tab again at the top of the page.
Delete   [image: ]
The delete icon will do just that, delete the entry. You will always get a warning, however, if you click this icon asking if you are sure you wish to delete. Deleting entries that have already been connected to other dataset entries (e.g. if a member has been enrolled on a crew) will be very difficult due to those connections.
Open File  [image: ]
From the top tabs that provide a historical listing of connected data entries (e.g. Crews under a Member entry or Projects under a Partner entry) you can open the linked entry by clicking on the open file icon. This icon is also found in entries themselves 
Create New Entry [image: ]
On many pages in the db there is a button in the upper right-hand corner that allows you to create a new entry for that page or data group. Clicking on this plus sign button will open a blank set of data fields. Once you submit the new entry it will generate the additional set of tabs that accompany that entry for additional and related data.
Document Tabs
For most of the entries in a dataset there is a Documents tab. Under this tab is where you can upload documents and photos. These items must first be saved on your computer or server and should be selected as relevant to the db entry. In other words, this is not the place to dump all the contents of a camera regardless of quality or appropriateness. Scanned project agreements, applicant resumes, before and after photos, or crew photos are all very useful documents to upload, however. Please provide descriptive names to the documents and as much explanation as necessary to help others interpret the content.
Comment Tabs
Many entries also have a Comment tab. This is the place to communicate more detailed and nuanced information about the entry to others, or to yourself at a later time. Comments can provide clarification and elucidation on people and projects and can assist greatly in future dealings with either. Please use these Comment tabs regularly. For some entries, there are also Notes fields contained within them and this is where some of this information may be documented as well.
Data Field Entry
There is variety of field types in the db. 
Text Fields
Text fields are straight forward as long as you remember that garbage in = garbage out. You can type beyond the box given and all the text will show up in view mode.
Number fields
The fields for number (money amounts, project accomplishments, etc.) do not like commas at this time. Do not use commas or you will get an error message that the number too large.
Date fields
All date fields have an accompanying calendar icon that can be opened with a click to reveal a calendar from which a date can be chosen. It is best to use this calendar for data entry so that the format will be correct and match other date entries. If the years on the calendar do not go back far enough, click the earliest year and this will bring up the next previous decade of years. This can be repeated until you are in the decade you want
Drop down box fields
These fields require the selection of one of the options provided. You cannot override with your own entry. If you would like to add or adjust an entry in one of these boxes, David can do this fairly easily, but needs to meet the needs of all users.
Look-up fields
There are a few fields (e.g. partner under a project entry or on the members and Crew Leaders tabs under the Crews dataset) that will look up other existing entries in the db for you to choose a selection. Once you start typing in these fields a number of filtered entries will start to pop up. The more you type the closer you can get the match. Once you see your choice simply check the box next to that entry (or the Enroll button for Crew selection). The entries this will be looking up are only the ones in the database. In other words, the contact or member already has to have an entry for it to show up on the listing. Some of these fields allow multiple selections.
Troubleshooting
When things go wrong
There will be times when things don’t work as expected. Some of these will be due to temporary kinks in the system and other will be due to bugs not yet discovered or newly occurring. The more users start using more and more areas of the db more bugs will be discovered. All errors or unexpected happenings should be reported to David at this point. Later, as we work out all the bugs, there will be a more direct system to report errors to the developers.
Questions 
Most questions can be directed to David, though as others become more experienced with particular sections of the database it may be very fruitful to ask your peers for assistance or suggestions. This is especially true when the questions have to do with the best way to do something particular to your role.
Need for changes
The first iteration of the db is not expected to be all things for all people or aspects of our organization. That said it presently comes close to mirroring what we were already doing apart from the benefits of the database. Some changes to the db are relatively easy to make (e.g. drop box selections) others are much more difficult depending on the code behind the fields. Continuous change can also be detrimental to the interrelationships behind the data. But we want a db that meets our needs so suggestions for change are welcome. But how and when suggested changes take place will have to be weighed against many factors. To request any changes just send David an email.
Specific User Work Flows
The roles and their work flow duties outlined here are one variation of how this can work. Within each region or department there may be differences on who does what.
Recruiting Coordinator
Applicant Management
In from the Website
When applicants click the application link on our website they will be opening an application contained in the database itself. There are currently four application types each differing in the contents of the Variations section, which contains the essay questions as well as fields specific for the app type. An applicant must complete the application all at once and submit. There is no way to save an application and come back to it later. Once an application is submitted it will appear on the within the Application dataset and on the list page. These are ordered by Date Entered, newest on top.
Dealing with paper applications or manual entry
You may create a new application as well from within the database for when you receive a paper application or create one yourself. On the application list page, click the Add a new Application button in the upper right-hand corner.
Managing the list view
The applications are listed in order of the most recent entered. At the moment there are only two filters found at the top of a page. The Region filter is connected to the applicant’s first preference for region. (We are working on adding more filters). Another way to get a list of applications specific to your needs at a particular time is to use the search function. Do a search for the criteria you desire and be sure to include the Entered Date as one of your fields. That will allow you to easily scroll through the list to the applications you are looking for.
Application Management Fields
At the bottom of each application is a section containing several fields used by the Recruiting Coordinators to manage the application through the various steps of selection/rejection. Using these fields in conjunction with the search tool will help you determine your day-to-day needs for communication, etc. 
Changes of status
The Application Status field is especially useful to search for application to take action on and should be kept up to date as status changes. This will go in conjunction with the Search function.
Using the Search Function
The Search tool will likely be the best way for you to plan your actions each day for who to call, who to interview, etc. A guide for how to use the tool is in the works by the developer (in the meantime check with David or Holly on guidance). In will be easiest if you actually open the db twice on two different tabs of your browser. This will allow you to have the search open on one tab and the application list open on another so that you can go back and forth. With the search tool you can sort by the particular fields and attributes you want, such as those applicants to your region whose status is “Offered position” and you are wondering what is up with them or you may want to generate a list of those you had rated as “Moderate Potential” under the Strength Ranking field because you have run out of High Potential folks. Through the search tool you can also communicate to a filtered group all at once, such as sending an email direct from the db to a group you filtered that do not have all there paperwork in. The Search Tool will be very useful to you – learn how to use it and share what you learn with others.
Deny/remove from list
Many of the applications received will eventually be rejected and it will be important to take them off of the applicant list to unclutter the volume there. From the Application list simply click the Deny Application button and this will move the application from this list into the Denied Application dataset and on to that list. Do this as soon to keep things clean as you have made the determination. Before denying the application be sure to update the application status and provide the denial reason in the appropriate field. If you wish to bring them back to the live application list …..
Selection
To select an applicant to become a member you need to perform two actions. First make the application status “Accepted offer and Selected” and second, from the application list, click the Select as New Member button. This button does not appear unless the application status is as described in the first step. This action will remove them from the application list and create an entry in the member dataset.
Notes
Through the application management process it will be very important to write good notes within the application management fields. There is a section for contact notes and one for other notes. The first is for tracking your contact history for that individual (messages left, etc.) and the second for notes to help evaluate an applicant’s viability for the program. These notes will be helpful not just for you, but for another recruiter if they take over the applicant and the selection process. They will also be helpful if the same person applies again.
Trading regions
By having all the applications in a single db, regions can share applications. Anyone can access all of the application so communication will be very important. Once it has been agreed to pass on an application to another region, be sure to change the Current Application Manager field.
Member Enrollment
Initial entry
Once an application is selected as a new member, a member entry is established in the Members dataset. This will automatically complete the fields in the Basic Info tab and fill in a few of the fields from the application in profile history. There are many more fields in the profile history that will need to be entered manually based on the member’s session specific data. This should be done as early as possible.
Profile Histories
Each profile history represents a specific session of participation by a member. If a member has served three different sessions with SCC they should have three separate profile histories, regardless if it they were all in the same region or similar crews. This helps distinguish variations between their different times of participation (e.g. whether they were an AmeriCorps member, whether they were connected to a grant, etc.). The data contained in profile histories will be very important for reporting and analysis, therefore the fields should be as complete as possible
Duplicate Profile History 
If a members returns for another session, you can start a new profile for them by simply clicking the Duplicate Profile History button on their existing profile. You will then need to go into this new profile an update/change the necessary fields to match the new session information.
Profile active date
The Profile Active Date should always be set at the first day of the session this profile history is for, not the date you make the profile. This will help provide a quick view of a member’s history with us from the Profile History list page.
Active buttons
Active buttons are the first fields in both the Basic Info and in each of the Profile Histories. If the member is currently serving, the active button in the Basic Info should be checked. But only the latest and current profile history active button should be checked if there is more than one profile. Only one profile history should be active at any one time. If these buttons are not managed correctly, there will be mistakes in the connections of this member to crews and projects. Make sure you have the proper active button checked for instance before enrolling a member onto a crew.
Paperwork and Updates
Within each Profile History there are a number of checkboxes that may be used to track paperwork from the members. It will be important to keep these up to date if you want to take care of their usefulness. Within the search tool there is a way to sort those members missing paperwork and then directly send an email to the group instantly. But this is only effective if you have accurate information in these checkboxes.
Comments
There is a comment tab for each member entry. This should be utilized regularly to archive and pass along information about this member for future sessions or later reference calls. It is also a useful place for information concerning performance, injuries/illnesses, or specific stories that might have some later relevance. Be sure to sign and date all your comments for reference.
Documents (Uploads)
There is also a documents Tab for each member. This is where you can upload photos, scanned evaluations, resumes, letters of recommendation, etc., anything that might have a future usefulness.
Closing a member out
Once a member leaves the program, in-voluntarily or at the end of the session, there is more record keeping in the profile history that must be done. Complete the fields in the Session Data and the AmeriCorps Data so that proper tracking and information gathering can be done after the completion of the session.
Crew Assignment
Enrolling
Assigning a member to a crew is done through the Crews dataset (not Members). In order for this to happen the crew must already have been created. To assign a member open up the intended crew and click on the Members tab at the top. There you will see a search box. Begin writing the intended members name (either first or last) and this will prompt a look-up action bringing up a series of member entries with related names. Identify the member you want and press the enroll button at the far right of their name. This member will be added to the list of members for that crew.
Crew Rosters
From the crew list you can open up and print a PDF version of the crew roster of each individual crew.
Un-enrolling
If a member is dismissed or leaves the program early they need to be un-enrolled from the crew. This done in the same was a enrolling them from the Member tab under Crews. At the time of un-enrolling them from the crew also update all their information under their active profile history and make them un-active by un-checking the Active button.
Program Directors
Crew Leaders
Creating Entry
For the time being Crew Leaders will continue to apply manually. In the future we can hopefully set them to also apply through the database like the members. Since the CLs do not automatically get into the db, an entry must be created for them manually. PDs should do this as soon as a CL is hired. They will not be able to be enrolled on a crew until they have an entry. Since there is only a single entry for each CL at this time, their information may need to be updated when things change, especially if they come back to work for us across several seasons. Make sure you have accurate addresses and updating their qualifications will be helpful for reference.
Comments and Uploads
Under each CL entry there are tabs for Comments and Documents. Making full use of these tabs will be very helpful if the CL continues on with SCC for other session, especially if they move to other regions. In the comments tab include notes on performance, skill levels, and concerns etc., things that will be useful for another PD or for future job references. In the document tab you may upload photos, resumes, and evaluations, etc.
Crews
Creation
It will likely be either the PD or ED role to create crews. It is suggested that these get created as soon as the plans for an upcoming session are known. Simply click on the Crews dataset on the left hand side and then click Add a New Crew in the upper right hand side of the list page. Naming protocols can be found below. For each crew a code is created once a number is given to the crew. Please heed the request of the Business Office in numbering. The number assigned will be appended to the region and year the crew begins, e.g. SD10-131, region SD, year 2010, number 131. The db does this for you, so put only the number in the number field. Click the Submit button when complete.
CL enrollment
Once the crew is created it is ready to enroll members and Crew Leaders. Presumably, he recruiters will be enrolling members and the PDs will be enrolling CLs. To enroll a CL, the CL entry must exist first. If the CL is in the system, then click on the Crew Leaders tab under the specific crew. You will see a search box. Start typing the name of the desired CL in the box and a list of like-named CLs will appear. Enroll the one you want by clicking the Enroll button to the far right of their name. They are now attached to that crew.
Hitches
Hitches are created and found within the particular project they are associated with. A project can have from one to many hitches across its lifespan. Presumably the ED will create the initial placeholders for the proper number of hitches for a project, but it will likely be the PD that completes most of the rest of the information associated with a hitch. So to find a particular hitch, open up the project first, and then click on the Hitches tab
Pre-hitch Info/Project Specs
The Pre-hitch Info tab under the hitch is the same as that first blank mini-tab. This contains all the information typical of what we have called the project specs. This is information that will be handed off to the CLs prior to heading into the field. You will soon be able to print this information out as project specs from the db. See the naming protocols below for guidance on hitch names. 
Assigning Crews and Dates
To assign a crew to the hitch there is a look-up field. Start to type the name or code of the crew you want to assign in the box and a list of similar names will show up. Check the one you want and it will be selected. The rest of the names will disappear the next time you open the record, not right away. The dates are going to be important for scheduling and data gathering purposes, so be sure they are accurate and get updated when changes are made. You can go back into a crew and edit the assigned crew or dates at any time.
Post-hitch info/Accomplishments
The next tab under Hitches is for Post-Hitch Info or the project accomplishments of that particular hitch. This can be completed by a PD and/or PC or by the CLs themselves if they are provided a CL login for the db. Accuracy is very important, however, so review of this data once submitted should be part of the work flow process within a region. The summary information is all required since some of it interfaces with the projects map and/or appears on the project invoices. The data fields on this page match those on the Project Accomplishment Form, so that form is what should be used to gather the information in the field and then for data entry into the db. Make good note of the units and do conversions before entering the numbers as needed. Do not use commas for numbers and complete “Other” fields with sufficient detail in the text. (Going beyond the box given is fine, as it will all show up on a view). The Post-Hitch data should be completed as soon as the hitch is complete. This information is used for invoices and on the website project map.
Hitch Documents
There is a tab under each hitch for uploading document. This is especially useful for pre and post project photos. Do not dump all the hitch photos in here, however, it will clutter things and tax the memory of the system.
Partner Evaluations
At the conclusion of a hitch, it will likely be the PD as well that initiates the Partner Evaluation process. To do this, click on the Evaluations tab under the project. This will contain all of the evaluations for a particular project, presumably one per each hitch. To initiate a new evaluation, click the Add a New Entry button in the top right-hand corner. This will bring up a full evaluation form. The PD (or other designated staff) should complete just the top part of the form. Filling in the Hitch will be the most important since it will pull certain information from the hitch data and connect this evaluation to that hitch specifically. After just the top section is completed, press the submit button. What will be returned is a Web-address. This web address allows another user to complete the evaluation and then submit it directly into the database. Therefore, copy the web link address into a personalized email to the evaluator/partner from you Outlook account. Ask them to click the link, complete the evaluation, and then press the submit button. This will send this data directly to the db, which is where you can access it.
Executive Directors (and Program/Grant Development)
Partners
The Partners dataset is generally the starting point for EDs or those writing and soliciting grants. Here you may track partners from the time you first make contact with them even at the prospective stage. The partner list page is ordered by the time of entry. It can be filtered by the various fields at the top of the page. 
New Partners
To add a new partner, click the button on the top right-hand corner of the page. Only a couple of fields are required to start a new partner. See the naming protocols below for guidance on Partner names. Once a new partner is submitted a series of tabs will appear at the top of the entry. The Projects tab is a historical listing of projects associated with this partner. Projects are created under the Projects dataset and then connected to the partner there. Projects are not created under partner. The Comments and Documents tabs allow for notes and items associated with a partner to be recorded for other users. Historical working relationship, photos, project experiences, etc,
Contacts
The Contacts tab under partners is where the information of the people associated with the Partner agency/organization is entered. You can enter as many contacts as you like, but you may want to eliminate people if they leave the agency to not confuse other users. There is a notes section for each contact which should be used regularly to record any aspects of working with this person that may be useful to others.
Grants
Grants are tracked under a tab within the Partner dataset. To add a new grant, click the button in the upper right-hand corner. Grants applied for should be entered whether they were awarded or not. Once a grant is awarded or denied be sure to complete the information in the db entry. If a grant is going to support particular members, crews, or projects the grant may be associated with these entries if they are already located in the db. There are three look-up fields under grants where you may select the associated entries.
Projects/Agreements
The Project dataset represents a listing of individual project agreement entries. Active projects are listed first and inactive projects are listed last. One agreement equals one separate entry. Therefore, a multi-year project for a specific partner may or may not be covered under a single agreement. If funds are added to an agreement this can be updated (and noted) in the project entry or a new entry can be created. If an agreement covers several project areas, it would still be best to have only a single project entry for that agreement in the db. 
New Project Entries
See naming protocols below for guidelines in designating the entry. From the project listing click the button in the upper right-hand corner to create a new entry. The initial basic information has a number of fields. It is important to complete as many of these fields as possible as several are connected to the invoice documents and invoice tracking. Once a new entry is submitted several tabs will appear at the top of the entry page. The documents tab is the place to upload project related items such as scanned agreements. There is also a documents tab under each hitch however, which is where pre/post project photos may also go. Be sure to use the active button when creating a project entry and de-activate the project once completed.
Creating Hitch placeholders
Once a new project entry is created, it is best to create the appropriate number of potential hitches as placeholders at that time. Presumably this is determined by the agreement amount and expectations. This will allow the PDs to start entering Pre-hitch information as they communicate with the field contacts. Providing each of these hitch placeholders with dummy start and end dates (even if all the same) will allow the hitches to show up on the Hitches Schedule.
Invoicing
Once a project is ready to be invoiced on (typically at the conclusion of each hitch) the ED will initiate the creation of an invoice document within the db. Click on the Invoices tab at the top of the Project entry page. At the top of this listing page you will see a brief summary of the invoicing activity with total agreement amount, total invoiced and total remaining. To create a new invoice, click the button at the top right-hand corner. The ED should complete all the fields except Invoice Number (this will be done by the Business Office). It is especially important to select the hitches included in the billing cycle field since this allows the connection of the invoice to the specific data and accomplishments of the hitch(s), which will be printed on the invoice itself. After completing the fields be sure to set the Invoice Status to “Invoice Complete” before pressing submit. This will allow the Business Office to search for those invoices ready to be sent. If there are any pertinent notes that the Business Office should know about this invoice, include these in the “Notes-Internal Only” field. The other notes field is for communication to the person receiving the invoice at the agency/organization and these will be printed on the invoice itself.
Once the invoice Submit button is clicked a PDF document/report of the invoice will be created and available under the Invoices tab. The ED should open this document and review the contents for completeness and accuracy, especially for the information being pulled for the Project Report section on accomplishments. Any changes or edits made under the invoice entry at this time will automatically make changes in this PDF report.
Business Office
Invoicing
Review, edit, assign number
The EDs will initiate the invoicing project at the end of each hitch (or depending on the requested billing cycle of the partner). See above for their part of this process. Once the invoice has been initiated and created by the ED, the Business Office can search for those invoices with an “Invoice Complete” status. For each of these invoices, the B.O. needs to open the invoice entry, review the content in the data fields and assign an invoice number to the invoice that matches the accounting records. Any edits made should be communicated back to the ED so that they can be aware if communicating to a partner.
Send
Once the invoice entry and the Invoice Report PDF have been reviewed and a number added, the B.O. will print and send the invoice PDF to the Invoice Contact. At this point the B.O. should change the invoice status to “Invoice Sent”
Status
Keeping the Invoice Status data field up-to-date is important for individual communications with the partner or between the B.O. and the regions. The final status of “Payment Received” should be selected once that has occurred.
Crew Leaders, Field Supervisor/Coordinator
Post-hitch info/Accomplishments
Some programs/regions may choose to have seasonal staff or CLs enter the post-hitch data into the db. If that is the case, these individuals should only be given a CL specific user name since this will limit their access to other sections of the db. Each region currently has a CL username created, LVCL, SDCL, etc. When entering the db under these usernames, the individual will only be able to see and edit the post-hitch information.
Admin/Reporter/Analyzers
The individuals in this category are mostly concerned with the access to existing data, not the entry of data itself. Therefore, they will most likely make use of the search function described below. Knowing where particular data is within the db will be essential for this activity, however. Therefore, these individuals should become familiar with the db structure, before embarking on a search through the Search Function.
Naming Protocols
These protocols should be followed by all db users in order to bring consistency to the data making it easier to do searches as well as distinguish and analyze information. Each name must be unique, so you should check to make sure it is not already in the db before using. Try to follow the lead for structure of the names already in the db when creating new ones.
Partners
If partners are region specific their names in the db should begin with the initial of that region (LV, SD, etc.). If they are more general or more than a local granter, the region initials can be left off. Even though each partner has connected data fields on the larger agency they may be a part of and more detailed data on the district or sub-division, making some of this part of the name as a whole will be helpful to distinguish it from similar entries. For example, there is both a Cibola refuge and a forest so the names for the Partners should include NWR or NF. For Tonto NF there are agreements with both the Pleasant Valley and Mesa ranger districts, therefore their might be separate partner entries for each such as Tonto Mesa and Tonto Pleasant Valley.
Projects
Projects should follow similar guidelines as partners, prefixing the name with a region code and being specific enough to distinguish from many other like-named projects. The addition of the year the project agreement was initiated to the region initials will help distinguish between numerous projects from a single long-term partner (e.g. SD 10 Cibola NWR). 
Hitches
There will be more distinct hitches in the db than any other dataset outside of members, therefore the names must be necessarily involved and detailed. The hitch name should start the same as the project from which it originated and have a region code followed by a two digit year number. This should be followed by an abbreviated version of the project or partner name. And finally the name should be appended by the season and an ordering code such as A, B, C etc. if there is to be more than one hitch for the project. (An example would be “SD 10 Cibola NWR Fall A” or “SD 10 SDNM Spring B”
Crew Codes
Crew codes are generated automatically in the database once the crew is created. It is necessary to complete the region field and the start date field as well as give the crew a number in order to generate this code. The code is made up of these three elements, e.g. SD10-131 is crew 131 in Sonoran Desert during the 2010 year. The numbers given to the crew should follow the requests from the Business Office so that they can distinguish them if their accounting records. The number may use a short initial following the digits to distinguish its type, e.g. a community day crew in Four Corners might be FC11-240cc. These initials should be included on the number field so that they will be included in the code.
Search Function and Information Gathering
See separate Search Function User Guide provided by the database developer (currently in development). 
Web Map and Public Interface
On our website will be a regional map that will contain pin-points locating each hitch SCC has completed. This map can be filtered by agency, state or year. When clicking on any of the pin-point a small pop-up will appear containing some summary information about that particular hitch. In order for this map to function correctly it is important to have accurate and complete information in the post-hitch fields under project, this includes the lat/long fields as well as the project accomplishment summary.
FAQs
Database Map

SCC Database Map


I. Home – Currently blank, but in the future may contain updates and user guide/training information

II. Denied Applications – A repository of applications denied by recruiters after their applicant management process

III. Applications – A repository of all applications being submitted through the database application link or hand-entered by recruiters. Ordered by the date submitted. Each contains a set of Application Management Fields utilized by recruiters to process the application and make selection decisions.

IV. Members – A data set of Members. 
a. Basic Info – Data that likely will not change for members (Name, gender, ethnicity)
b. Profile History – Data that is unique to each time period that a member participates in a program. One entry for each session/crew. Only one active at a time.
c. Crews – A historical list of the crews that member has been on.
d. Work History – A record of hours worked by member (not actively used at this time)
e. Applications – A listing of the applications connected to a member. Live linked back to actual applications.
f. Documents – Uploaded documents related to a member (evaluations, disciplinary notices, photos, paperwork. Etc.)
g. Comments – Comments relating to a member (performance impressions, details on participation or dismissal, etc.)


V. Crew Leaders – A dataset of Crew Leaders.
a. Basic Info – Demographics and information on a crew leader plus qualification information.
b. Crews – A historical list of crews that a CL had led.
c. Documents – Uploaded documents related to a CL (Performance evaluations, resume, paperwork, etc.)
d. Work History – A record of hours worked by a CL (not actively used at this time)
e. Comments – Comments relating to a CL (performance impressions, skill need, future potential, etc.)

VI. Crews – A dataset of crews. Can bring up pdf Crew Roster from listing.
a. Basic Info – Basic information on a crew such as name number, region, start and end dates.
b. Crew Leaders – A listing of the CLs enrolled on the crew. The place to enroll CLs onto a crew. Live links back to CL entry.
c. Members – A listing of the members enrolled on a crew. The place to enroll members onto a crew. Live links back to member entry.
d. Hitches – A historical listing of the hitches a crew has worked on. Live links back to hitches. Not the place to schedule a crew.
e. Documents – Uploaded documents related to a crew (photos, blogs, etc.)
f. Work History – A record of hours worked by crew (not actively used at this time)

VII. Projects – A dataset of project information defined by each project agreement.
a. Basic Info – Basic information on project agreements such as agreement number, amounts, partners, invoicing information.
b. Hitches – Data on each hitch of a project.
i. Pre-Hitch Info – Specifications of a project hitch such as dates, location, work details, contact info, etc.
ii. Post-Hitch Info – Details on the work accomplishments of a hitch
iii. Documents – Uploaded documents pertaining to a hitch such as before/after photos. 
c. Invoices – Invoices created for a project. Extracts information from accomplishments and creates pdf document for mailing. Tracks amount invoiced against total agreement amount.
d. Evaluations – Generates an evaluation document and assigns an online address that can be sent to a partner for completion of a hitch/project evaluation. Data is captured back in the database.
e. Documents – Uploaded documents specific to a project (Project agreements, partner documentation and notes)

VIII. Partners – A dataset of Partners including grantors
a. Basic Info – Basic Information on partner such as name and agency
b. Projects – A historical listing of the projects connected to a partner. Live links back to projects. 
c. Contacts – The contacts associated with a partner and their contact information. Contains place for notes on each individual. Can be administrative, field, or programmatic
d. Grants – Information on grants associated with a partner. Both pre and post award information including performance measures and reporting guidelines. Can associate grant to particular members, crews, or projects.
e. Documents – Uploaded documents specific to a partner. (Grants, master agreements, etc.)
f. Comments – Comments on a partner such as working history, changes in personnel, etc.

IX. Hitch Schedule – A Gantt chart showing a calendar of hitches associated with each project.

X. Crews Schedule – A Gantt chart showing a calendar of hitches associated with each crew.

XI. Users – A record of current database users along with security levels.

XII. Search – A popup tool for searching and filtering combinations of data in the database.

Database Flow Chart Graphic
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VariGrants may be tied to projects, crews or members as well as be for other purposes
Partners
(Agencies and grantors)
Crew Leaders


Entered into database after they are hired. Enrolled on specific crew each session they work.


Crews are scheduled for a series of hitches across a season. Each hitch may be a different project and location.
Grants
Session specific member Profile
Members are enrolled in crews. Members may be re-enrolled and assigned another crew via separate Profiles.
Projects
(Defined by agreements)
Applicants apply through SCC website and are selected to become members or denied.
Denied Applications
Crews
(Each with distinct code)
Members
Applications

Project Hitches represent all the activity and daily focus – member time, accomplishments, etc.  – the fulfillment of an Project Agreement. It is where the different dataset come together.
Projects agreements may require a number of hitches to complete. Each hitch is distinct in dates, project association and crew assigned.
Hitches 
(Project specific, not time specific)
Alumni
Members become alumni after completion of the program (not yet in database)
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