
Instruction for completing

e-DECA – With Conscious Discipline Strategies Guidance
www.e-deca2.org
Log in: Your site is your Collaborative Center Services Coordinator (CCSC) and your group is your collaborative center.

To Create a New Child Record: 

· Go to e-DECA Management tab – Manage Children – Create a New Child Record.

· See necessary child information to be entered.  (*) is required information.

· Site name (CCSC) & group (assigned sites) – click in menu to the right – assigned sites/groups or child won’t show up under CCSC.

· The ‘Contacts’ section (at bottom of page) is for entering parent information.

· Enter only the name(s) of the parent completing the e-DECA (no phone or e-mail)

· REMEMBER TO SUBMIT TO SAVE!!!

Input Ratings: 

· Site – CCSC name

· Group – Center name

· Child – scroll down & click specific child’s name (child must have been entered); choose age appropriate e-DECA

· e-DECA required for all EHS children within 45 days of enrollment by staff and then annually.  E-DECA may also be completed for HS children with behavior concerns.  For HS, both staff and parent should complete an e- DECA.  Staff should print a PDF for parent to complete and then staff will enter.  (Go to the Input Ratings tab and scroll to appropriate e-DECA for print option.)
· BE sure to ‘save this rating’.

· REMEMBER TO SUBMIT TO SAVE!!!

View Rating/Reports: (There are both child and group reports available)  

· Click “View Ratings/Reports” – click by the child (for individual)
· Click “View all ratings for this child.”

· See scores – T = typical, N = Need – Click Strategies

· You will see DECA & Conscious Discipline strategies for home and/or school.
· To individualize report with family or MH consultants decide which goals to work on for each protective factor that showed need.

· REMEMBER TO SUBMIT TO SAVE!!!

· All assessments should be printed for child’s file.

· Reports should be printed as reference for staff and for parent use.

(The user manual, support video demos and documents are available under the ‘Help’ tab.)
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