
TRACS for SPD
Your password for TRACS must be the same password you use to access the main frame and OACCESS. When your RACF password expires and is changed, you must change your TRACS password to match.  TRACS will not prompt you to update your password.
General Login
1. In the User ID box, type your RACF ID.  

2. Click in the Password box and type your RACF ID password.

3. You can log into any TRACS branch listed in the drop-down list. (Because you do not carry an SSP caseload and will be using a general person search, you’ll be able to search for and view information about any client in the TRACS system, no matter what branch you’re logged into.) 
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Changing Your TRACS Password at Initial Login and for Ongoing Password Maintenance

1. In the TRACS Login dialog box, type in the default password (if this is your first login or your password has been reset) or your current password.

2. Click the Change Pwd button:
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3. Type your new password in the New Password box 

4. Type your new password in the Verify New box.  
5. Your new password must be eight characters in length. The first character cannot be a number.  The TRACS password must match your mainframe password. 
6. Click OK.  You will see this message stating “Change password successful.” Click OK.  
The TRACS Menu Bar:  The menu bar, located near the top of the TRACS program window, has titles that can be selected to display drop down menus.     

Shortcut Menus:  When you click the right mouse button on the screen, a shortcut menu will. Shortcut menus provide another method of accessing options and also provide a few additional options not available in the main menu or the toolbars.

Toolbars:  A toolbar contains buttons that provide quick access to commonly used features in Oregon TRACS.  Pointing to a button displays the name of the button, a feature called ToolTips. Icons that will be specifically useful for SPD are displayed in bold below.
The Main Toolbar
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The Sheet Toolbar 1

The Sheet Toolbar 2

TRACS Search
[image: image2.bmp]
TRACS opens at the client list view by default, so you will need to select the “Person Search” to get to the right search window. You can use the F3 key or the “Search” icon on the toolbar to open the search window.  
The TRACS “All Person” search is the most useful search for partners. If you cannot find a person with this search, it means that there is no TRACS record for the person you selected. Select “TRACS All Persons” radio button to enable this search.

Enter the last and first names, the SSN or the prime number of the person you are searching for.  (Case number does not work in the “All Person” search.)  If more than one person meets the search criteria, select the person you are trying to view by clicking on that row.  Once the person is selected, you can use the menu or toolbar icons to open narrative history, bring up a new narrative window, or view other features regarding that person.
**TRACS is a person-based system.  When you are looking for case information, search for the head of household on the case.  If there is more than one adult on the case, it is possible that there are narratives saved under both adults.**

TRACS Narratives

Once you’ve located a person in your search and have selected them, you can use the toolbar icons for new and historical narratives to create a new narrative or read the narrative history for the person.
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New Narrative

New Narrative Window: enter your text, a contact and narrative type and save the narrative:

[image: image4.png]‘Sequence: Ew
Date: [ 0370872011
Entered By: [ HW03843
ContactType: [ =]
Narrative Type: [ =]
Time Spent: [ =1 =]
TicklerDate: [ =]

Pended- [ ] =

Impot e Aand D/ Mental Health [ Save cancel|





[image: image5.bmp]

Narrative History    

Narrative History: allows you to view all TRACS narratives (except those secured for mental health or drug and alcohol diagnosis, treatment and prognosis)

· Click the icon to all narrative records.  

· Narratives display from oldest to newest.  

· You can use any of the columns to sort the list if you are looking for a particular type of narrative.
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· The highlighted narrative will display in the screen below the list.

· You can use a right-mouse click in any narrative header to display the name of the worker or for printing options.[image: image7.bmp]
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Icons in order shown:


Client List (for logged in SSP user)


General Person Search 


Messages


Cascade Windows


Center Windows


Help Topics


Exit
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Icons in order shown:


Save


Print


Add; Cancel Add; Delete


Refresh
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Icons in order shown:


Quick Narrative (for adding a new entry)


New Message; Open Person; Person Detail; Case Detail


All Narratives (for selected client)


Employment; Testing; IC Survey; IC Follow-Up; JOBS Plan; JOBS Activity ; Attendance; Disability Information; Accommodation Information; Re-Engagement Record; SSI Tracker

















