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DESCRIPTION & CORE FEATURES
Ce Assessments is a SaaS solution that provides a user friendly application for an assessor to complete a
variety of instruments, interpret results, view assessment history, and generate completed assessment reports.
Some additional core features of Ce Assessments include:
•

Access to a variety of public domain and licensed (proprietary) risk, needs and other
behavioral screening assessments (Click here to see a list of available instruments)

•

Ability to preﬁll assessments with data from another instrument, saving time and duplicate
entry

•

Automatically generated reassessment notiﬁcations

•

Override capabilities with reviewer approval

•

Generate assessment-speciﬁc completed reports

•

Real-time access to assessment data for reporting and analysis

•

Integration with Case Management Systems through standard web services API
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CONFIRMING YOUR REGISTRATION
Ce Assessments is part of the Ce Connect Suite. Before accessing Ce Assessments, you must ﬁrst conﬁrm your
registration and setup your password for the Ce Connect portal. Once you receive the email below, simply
click “Conﬁrm Now” to complete your registration.
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CREATING YOUR PASSWORD
When completing your registration, your password must be at least 7 characters long and contain one special
character, such as !, @ or #. Once you are successfully registered, you will automatically be redirected to the
Ce Connect login screen.
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LOGGING INTO CE CONNECT
To access Ce Assessments, go to www.ce-connect.com from a supported web browser (Internet Explorer 8 or
greater, Google Chrome or Firefox). Enter your User Id (email address) and password that you created, then
select “Sign In.” Note: If using Internet Explorer, version 9 or later is required to view the graphs in analysis and
on the assessee overview screen.

If at any time
you forget your
password or
wish to create a
new one, select
“Forgot
Password?”
from the lower
left corner of
the Ce Connect
login screen.
This will send
password
instructions to
your email.
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ACCESSING CE CONNECT SYSTEM ADMINISTRATION
Tip: If you are not a System Administrator, skip to this section.
Once you have successfully logged into Ce Connect, you will see the main screen for the portal as shown
below. If you are a System Administrator for Ce Connect, you will be able to manage users and locations. To
navigate to Ce Connect System Administration, select the “Ce Connect” icon highlighted below. Note: Only
users assigned the “System Administration” role for Ce Connect will have access to this module. Additionally,
Users will only see icons the agency has subscribed to and have permission to view.
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CE CONNECT SYSTEM ADMINISTRATION – USERS
The ﬁrst tab of Ce Connect System Administration allows you to manage users. For integrated customers,
users will be automatically populated from Caseload Explorer and assigned a “User” role by default. For
standalone customers, users can be added by selecting the + icon from the menu. Once users are created,
both integrated and standalone customers have the option to specify the user roles described here.
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CE CONNECT SYSTEM ADMINISTRATION - USER ROLES
Ce Assessments has four different types of user roles and a Juvenile Access permission that can be enabled
for any of the four roles. These are assigned by the Ce Connect System Administrator. The roles for Ce
Assessments are:
•

User – Enables access to all features within Ce Assessments, including the ability to recommend
overrides for approval by the assigned Power User. Excludes access to System Administration.

•

Power User – Enables access to all features within Ce Assessments, including the ability to review and
approve recommended overrides from the assigned Users. Excludes access to System Administration.
Note: A Power User must be linked to a User in order to gain permission to review that User’s
recommended override(s).

•

Integrator – Enables access to all features within Ce Assessments, excluding System Administration and
most conﬁguration changes. Includes the ability to update data and integrate with Ce Connect products.

•

Administrator - Enables access to all features within Ce Assessments, including System Administration
and ability to seal assessee records.
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CE CONNECT SYSTEM ADMINISTRATION – JUVENILE ACCESS
When enabled for any of the four user roles described here, the “Juvenile Access” permission allows users to
view assessee records, assessments completed while the client was a juvenile and see data in analysis
associated with juvenile records. This permission is managed by the Ce Connect System Administrator.
For standalone customers, assessee records with the "Juvenile" box checked from the Assessee Dialog here
and here will be associated with the Juvenile Access permission. For integrated customers, you will need
contact AutoMon to enable this feature through the integration with Caseload Explorer.
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CE CONNECT SYSTEM ADMINISTRATION – LOCATIONS
The second tab located in Ce Connect System Administration allows both integrated and standalone
customers to manage locations by creating sites and regions that best ﬁt the agency’s organizational structure.
Locations serve two purposes, the ﬁrst is that locations are assigned to caseloads and secondly, the data in
analysis will be viewable by your agency’s locations. Initially, Ce Connect will automatically create a default
site and a default region for your tenant; however, these can be changed and new locations can be created by
the Tenant Administrator. Note: If your agency is also subscribed to Ce Drug Testing, the locations created in
Ce Connect will be the same for both Ce Drug Testing and Ce Assessments.

To add a site,
you must first
create a
region. Both
sites and
regions can be
created by
selecting the
“+” icon from
the menu.
There must be
at least one
default site
selected.
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NAVIGATING TO CE ASSESSMENTS FROM CE CONNECT
From the Ce Connect main screen, select the “Ce Assessments” icon highlighted below. Note: Users will only
see icons the agency has subscribed to and have permission to view.

If you or your
agency has
access to only
Ce
Assessments,
you will not see
the Ce Connect
portal screen.
Instead, you will
be taken
directly to the
Ce
Assessments
main screen
shown here.
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ACCESSING CE ASSESSMENTS SYSTEM ADMINISTRATION
Tip: If you are not a System Administrator, skip to this section.
Ce Assessments System Administration module allows System Administrators to manage caseloads. To access
System Administration, you must be assigned the System Administrator role in Ce Connect for Ce
Assessments. Then, you may select the lock icon from any screen within Ce Assessments to access the System
Administration module. Your browser will open the System Administration module in a new window.
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MANAGING CASELOADS – ACTIVE CASELOADS
Once you are navigated to the System Administration module, the Manage Caseloads screen will show a listing
of your active caseloads. If Ce Assessments is integrated with your Case Management System, your caseload
list will automatically update as caseloads are added or changed in your system of record. If Ce Assessments is
not integrated with your Case Management System, your caseloads can be added and updated manually from
the Manage Caseloads screen. To edit a caseload, select a row. To add a new caseload, select the “+” icon from
the header.

To quickly find
a caseload
from the list,
use the search
bar located on
the right. You
can search by
Caseload
Name or
Officer Name.
The list will
filter based on
your search
criteria.
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MANAGING CASELOADS – INACTIVE CASELOADS
To view your inactive caseloads, select the ﬁlter next to the “Manage Caseloads” header. If Ce Assessments is
integrated with your Case Management System, your inactive caseload list will automatically update as
caseloads are deactivated in your system of record. If Ce Assessments is not integrated with your Case
Management System, your caseloads can be made inactive by selecting “deactivate” when hovering over an
active caseload. Note: Before deactivating a caseload in a standalone environment, all assessees must be
reassigned ﬁrst.

To quickly find
a caseload
from the list,
use the search
bar located on
the right. You
can search by
Caseload
Name or
Officer Name.
The list will
filter based on
your search
criteria.
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UNDERSTANDING THE ASSESSOR’S MAIN SCREEN
By default, the Assessor’s Main Screen will be displayed when you navigate to Ce Assessments from Ce
Connect. This Assessments view will display all “Pending” assessments due in the next 30 days and any past
due assessments. Past due assessments are indicated with the following visual cue: . The status ﬁlter allows
you to also view assessments “In Review”, “Completed” or “Removed.” To ﬁlter this list by date range, simply
select “All Dates”, “30 days” or “90 days” from the date ﬁlter.

Hover over the
number badge
located in the
top right of the
Assessments
icon. This will
display how
many
assessments
are past due
and due in the
next 30 days.
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VIEWING “IN REVIEW” ASSESSMENTS
When an assessor recommends an override, it must be approved by a reviewer. If you recommend an override
for an assessment you’ve completed, they can be viewed by selecting “In Review” from the status ﬁlter on the
Assessments Main Screen. They can also be viewed by selecting “Completed” from the status ﬁlter. “In Review”
assessments are indicated with the following visual cue: . To learn more about recommending an override,
click here.

From any
screen where
the Assessee’s
Name is
displayed, click
on it to navigate
to the
Assessee’s
Overview
Screen to view
Assessment
History and
other important
information.
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VIEWING “COMPLETED” ASSESSMENTS
If you would like to access a list of assessments you have completed, select “Completed” from the status ﬁlter
on the Assessments Main Screen. To change the date, select “30 days”, “90 days” or “All dates” from the date
ﬁlter. Note: “In Review” assessments are indicated with the following visual cue: .
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REMOVING AN ASSESSMENT
When an assessment is completed incorrectly or duplicated, you have the option to remove the assessment.
To remove an assessment from the assessor’s main screen, ﬁlter the list to “Completed” and click “remove”
from the row selected. Note: This function permanently removes the assessment. It will no longer display in
the “Completed” list on the assessor main screen, or on the assessment history graph from the assessee’s
overview screen.
Removed
assessments
can be
accessed via
the “Removed”
filter on the
assessor main
screen, viewing
the
“Assessments
by Status” data
from the
analysis
screens, or by
viewing the
Assessment
History from the
assessee’s
overview
screen.
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VIEWING “REMOVED” ASSESSMENTS
If you would like to access a list of assessments you have removed, select “Removed” from the status ﬁlter on
the Assessments Main Screen. To change the date, select “30 days”, “90 days” or “All dates” from the date
ﬁlter.
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USING QUICK SEARCH
To ﬁnd an assessee assigned to you, enter your search criteria in the Quick Search bar. You can search by First
Name, Last Name or Id#. As you begin typing, Quick Search will return results that “starts with” the criteria you
have provided. To perform a more advanced search, select “Try a global search” from the bottom of the search
results list. Selecting a row from the Quick Search results list will navigate you to the assessee’s overview
screen.

If you have the
exact Id# for
the assessee
you are
searching for,
Quick Search
will find an
exact match
even if he/she
is not
assigned to
you. Inactive
assessees can
also be found
by entering an
exact Id#.
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USING GLOBAL SEARCH
Global Search allows you to search the entire system based on a variety of search criteria. To perform a global
search, select “Try a global search” from the Quick Search results as described here. Ce Assessments will
return results that match your criteria in a card view, as shown below. To switch to a list view of results, select
the “Switch to List” icon. Selecting a card from the search results will navigate you to the assessee’s
overview screen.
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EDITING GLOBAL SEARCH CRITERIA
To search the system based on additional criteria, select the “Global Search” icon located in the top right of
the Global Search screen. You can search by First Name, Last Name, Gender, Id# and Inactive assessee
records. Once you have entered your criteria, select “Okay” to see the results.
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UNDERSTANDING THE ASSESSEE OVERVIEW SCREEN
When you ﬁrst navigate to the assessee overview screen, you will see the Assessee Header at the top of the
screen, which includes the primary photo, name, ID, gender, date of birth, age and caseload assignment.

Below the Assessee Header are two navigation icons: Assessment History Graph and Assessment List.
Assessment
History Graph

Assessment
List

The Assessment History Graph plots assessment outcomes by a date range. Additionally, to the right of the
graph highlighted information includes trends by outcome. Hovering over the data points on the graph will
display additional information, and selecting the data point will navigate you to the instrument screen to view
the answers and also access the assessment report. Note: Removed assessments do not display on the graph.
The Assessment List displays a list of pending and completed assessments. From the pending list, you can
begin an assessment by selecting the row and navigating to the instrument view. The Assessment History list
allows you to download the completed assessment report by selecting “download” when hovering over a
row. Additionally, you can navigate to the instrument view to see the answers to the questions by selecting a
row.
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ASSESSEE OVERVIEW – ASSESSMENT HISTORY GRAPH

If there are any
assessments
due in the next
30 days or
past due,
these will be
displayed
above the
graph. To start
or view these
assessments,
click on the
row to
navigate to the
assessment
list.
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ASSESSEE OVERVIEW – ASSESSMENT LIST

To download a
completed
assessment
report, hover
over a row and
select
“download.”
To navigate to
the instrument
screen, select
any row from
Pending or
Assessment
History.
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CREATING A NEW ASSESSEE RECORD
Standalone customers have the ability to add a new assessee record to Ce Assessments. First, you must
perform a quick search and global search to ensure the person does not already exist. From the Global Search
screen, select the “Add New” icon located in the top right of the screen and enter the required information in
the Create Assessee dialog shown below. When you are ﬁnished, click “Okay” to save the record. Note: If you
are integrated with Caseload Explorer, new assessee records are automatically created as new clients are
made in your system of record. You do not have access to this dialog.

To assign an
Assessee to a
Caseload, begin
typing the name of
that caseload in the
search field. For
standalone
customers, the list
of caseloads is
managed by
System
Administrators. For
integrated
customers, the list
is populated from
Caseload Explorer.
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EDITING THE ASSESSEE RECORD
Standalone customers have the ability to edit an assessee’s record. First, you must navigate to the assessee’s
overview screen. From the overview screen, select the “Edit”
icon located in the top right. The “Manage
Assessee” dialog allows you to make changes to the assessee’s information shown below. Note: If you are
integrated with Caseload Explorer, assessee records are automatically updated as changes occur and you
do not have the ability to view this dialog.

29

Return to Table of Contents

DEACTIVATING THE ASSESSEE RECORD
To deactivate an assessee record, you must ﬁrst navigate to the assessee’s overview screen. From the
overview screen, select the “Gear”
icon located in the top right and choose “Deactivate Assessee” from the
list. For both standalone and integrated customers, when an assessee is deactivated all pending, started and
future assessments are removed. Also, deactivated assessees will have this visual cue next to their name/ID
in the assessee header. Note: If you are integrated with Caseload Explorer, assessee records are
automatically deactivated when certain events occur in your system of record.

To activate an
assessee that
has been
deactivated,
select the gear
and choose
“Activate
Assessee” from
the drop-down
list.
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REASSIGNING THE ASSESSEE CASELOAD
Standalone customers have the ability to reassign an assessee’s caseload. First, you must navigate to the
assessee’s overview screen. From the overview screen, select the “Gear”
icon located in the top right and
choose “Reassign Caseload” from the list. Note: If you are integrated with Caseload Explorer, assessee
caseload assignments are automatically updated when changes occur in your system of record.
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SEALING THE ASSESSEE RECORD
System Administrators have the ability to seal an assessee’s record. First, you must navigate to the assessee’s
overview screen. From the overview screen, select the “Gear”
icon located in the top right and choose
“Seal Assessee” from the list. This will purge the assessee’s record permanently; however, sealed records are
maintained in analysis for research and reporting purposes as shown below. Note: If you are integrated with
Caseload Explorer, please contact AutoMon Support to request that this feature be enabled.
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SETTING THE ASSESSEE’S START DATE
Setting the Assessee’s Start Date will determine when reassessment tasks should be calculated based on your
tenant policy. For Standalone Customers: To set the Start Date, you must ﬁrst navigate to the assessee’s
overview screen. From the overview screen, select the “Gear”
icon located in the top right and choose “Set
Start Date” from the list. You can set a start date in the future; however, the due date for reassessment tasks
will always be equal or greater than the reassessment period in the tenant policy, never less than this value.
For integrated customers, this Start Date can automatically be set from the SOR (i.e. using “Supervision Start
Date” from your CMS) and the option will not be available in the UI as it will be synchronized from your SOR.
Note: Setting a Start Date is not required and only applies to reassessment tasks. If it is not entered, the
reassessment tasks will be scheduled based on the date for the last completed assessment date and the
tenant policy.
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ADDING AN ASSESSMENT
From the Assessee Overview Screen, select the “Add New” icon to add a new assessment. The list of
available assessments chosen by your agency is ﬁltered by the assessee’s gender and age. If the assessment
selected is already pending for that assessee, Ce Assessments will not duplicate the task; instead, it will pick
up the assessment that is already pending. Additionally, some instruments may preﬁll your answers from the
last assessment completed to help reduce the time it takes to complete an assessment. The Assessor will only
have to make changes to the answers that have changed.

When you add
or start an
assessment
that has
previously been
completed on
an assessee,
the answers
from the
previous
assessment
may be prefilled
to save you
time.

34

Return to Table of Contents

COMPLETING AN ASSESSMENT
To complete an assessment, you can select the assessment from the “Pending” list on the Assessor’s Main
Screen, or you can select it from the Assessee’s Overview Screen. Once you have selected an assessment, you
will be taken to the Instrument Screen shown below. All questions are required, and by default, additional
instructions are displayed. To hide these instructions, click on the “Information” icon located in the top right
of the Assessment Header. As you complete the assessment, the number of questions remaining will be
displayed in the bottom left of the screen. Once you have answered all the questions, select the “Complete”
icon shown here: .
To collapse the
sections in the
assessment,
select the down
arrow located in
the bottom right
of the footer.
This allows you
to quickly
navigate to
another section
instead of
scrolling.

35

Return to Table of Contents

VALIDATING AN ASSESSMENT
Once you are ready to complete and score an assessment, selecting the “Complete“ icon displayed at the
top right of the screen will validate that all questions have been answered. In some cases, certain questions
have restrictions on answers you can select. If there are any unanswered questions or corrections required,
they will be displayed in the validation pane. You can select the question number from the validation pane,
make your corrections and then select “Complete” to score the instrument.
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SCORING AN ASSESSMENT
Upon completing an assessment, Ce Assessments will automatically score the instrument. The outcome will
be displayed in the Assessment Header at the top of the screen, along with the name of the Assessor and
date/time the assessment was completed. Once an assessment is scored, the answers are read-only and
cannot be changed.

If you wish to
complete an
assessment
by hand, the
paper form of
the
assessment is
also available
from the
“Documents”
drop-down
list. Select
“Questionnair
e” to
download.
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COMPLETED ASSESSMENT REPORT
If you would like to view the completed assessment report, select the “Documents”
of the screen and choose “Assessment Report” from the drop-down list.

icon from the top right
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QUESTIONS AND ANSWERS REPORT
If you would like to view or print only the questions and answers for a completed assessment, select the
“Documents” icon from the top right of the screen and choose “Questions and Answers Report” from the
drop-down list.
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RECOMMENDING AN OVERRIDE
To recommend an override, select the “More” icon from the top right of the screen and choose “Override”
from the drop-down list. In the Override Dialog, select the recommended override, a reason and enter an
optional comment. When you are ﬁnished, click “Okay” to send the recommendation to the Reviewer for
approval. The recommended override will be updated and displayed in the Assessment Header at the top of
the Instrument Screen.

If you are a
Reviewer, you
will have the
right to
approve an
override
without having
to recommend
it first. The
assessment
header will
display this
information,
as shown
here.
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APPROVING AN OVERRIDE
If you are a Reviewer, you must approve all recommended overrides from the “In Review” list as described
here. Once you have selected the assessment from the “In Review” screen, you will be taken to the Instrument
Screen. Select the “More”
icon and choose “Override” from the drop-down list. In the Override Dialog, the
assessor’s recommended override will be selected, as well as the reason and explanation. You can select
“Okay” to approve the recommendation, or select an alternative outcome. The ﬁnal override will be updated
and displayed in the Assessment Header at the top of the Instrument Screen.

If you are a
Reviewer, you
will have the
right to
approve an
override
without having
to recommend
it first. The
assessment
header will
display this
information,
as shown to
the right.
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PRODUCING THE TITLE IV-E CASE PLANS
If your agency is using NCCD’s JAIS assessment tool, you have access to the Title IV-E Case Plans
(Pre-Placement and Placement) for any juvenile in Ce Assessments. When you complete a JAIS Assessment for
a juvenile assessee, you can download and open the applicable Title IV-E Case Plan in Microsoft Word. From
the JAIS Assessment or juvenile overview screen, select the “Documents” icon. The Title IV-E Case Plan will
open in Microsoft Word and automatically populate with demographic data, if integration with your Case
Management System exists, as well as narrative language based on answers from the JAIS Assessment.
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PRODUCING THE TITLE IV-E CASE REVIEW
When you complete NCCD’s JAIS Reassessment for any juvenile assessee in Ce Assessments, you can
download and open the Title IV-E Case Review in Microsoft Word. From the JAIS Reassessment screen or the
juvenile’s overview screen, select the “Documents”
icon. The Title IV-E Case Review will open in Microsoft
Word and automatically populate with narrative language based on answers from the JAIS Reassessment and
a comparison of those answers to previously completed JAIS instruments.
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UNDERSTANDING THE ANALYSIS DASHBOARD
Ce Assessments features a comprehensive analysis tool to view a variety of aggregate data by assessment and
by assessee in areas such as risk, orientation, ethnicity and gender. By selecting the “Analysis” tab from the
Assessor Main Screen shown below, you will navigate to a customizable dashboard featuring real-time data to
monitor and manage data relating to assessees and assessments. Note: Analysis is only accessible via Internet
Explorer 9 or later, or Google Chrome, Safari.
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ANALYSIS DASHBOARD FEATURES
From your dashboard, you can:
• Add an unlimited number of graphs speciﬁc to each user.
• Remove a graph by selecting the “x” in the top right corner.
• Hover over a section of the graph to see the data represented in the legend.
• Change the name of the graph by typing inside the textbox (as shown below).
• Click anywhere inside the graph to view detailed information and select dimensions.

45

Return to Table of Contents

VIEWING GRAPHS BY ASSESSEES
From the dashboard, you can view graphs for assessees from the category ﬁlter. This will allow you to choose
additional sub-categories, such as Risk, Orientation (for NCCD instruments only), Race, Ethnicity or Gender. By
default, the screen will display “Assessees by Risk.” To add a graph to the dashboard, click the “Star” icon
located in the top left of the graph. To the right of the graph, important at-a-glance information will be
displayed based on the data you are viewing.
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VIEWING GRAPHS BY ASSESSMENTS
From the dashboard, you can also view graphs for assessments from the category ﬁlter. This will allow you to
choose additional sub-categories, such as Instrument, Status, Assessor, Risk, Orientation (for NCCD
instruments only) or Need (for NCCD instruments only). By default, the screen will display “Assessments by
Instrument.” To add a graph to the dashboard, click the “Star” icon located in the top left of the graph. To the
right of the graph, important at-a-glance information will be displayed based on the data you are viewing.
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SELECTING DIMENSIONS FOR A GRAPH
When you are viewing the detailed graph view, you have the option to select additional dimensions for deeper
analysis. These additional dimensions include: Time frame, Instrument, Status, Assessor, Gender, Race,
Ethnicity, Risk, Orientation and Need, Locations and Caseload. When these dimensions are applied, the graph
will change to represent what you have selected. Below is an example of viewing “Assessments by
Instrument” with all statuses selected.

If you want to
see at-a-glance
what
dimensions
have been
applied or
changed for a
particular
graph, these
will be
displayed in
gray text
underneath the
name of the
graph.
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VIEWING AND EXPORTING TABULAR DATA
When you are viewing the detailed graph view, you can also access the tabular data that populates the
information displayed. This data is listed underneath the graph for quick access. To view the assessee’s
overview, click on the assessee’s name from the list. If you wish to export this data to Microsoft Excel for
deeper analysis, select the “Documents” icon from the top right of the screen. The exported data includes
an additional 40 data elements that are not displayed in the Ce Assessments analysis screen.
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USING PIVOT TABLES IN MICROSOFT EXCEL
When you export the tabular data into Microsoft Excel, you can perform deeper analysis using pivot tables. In
the example below, the data exported from Ce Assessments has been used to create a pivot table for
analyzing assessments by risk over time.
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ADDITIONAL SUPPORT & CONTACT INFORMATION
COPYRIGHT
© 2017 AutoMon, LLC. All rights reserved. No part of this publication may be reproduced without the prior written consent of
AutoMon, 6621 North Scottsdale Road, Scottsdale, AZ 85250.

COMMENTS
Your feedback is important to us and will help us to provide the most accurate and high quality information possible in our
documentation. Send us comments or suggestions by e-mail to support@automon.com.

CHANGES
The material in this document is for information only and is subject to change without notice. While reasonable efforts have been
made in the preparation of this document to ensure its accuracy, AutoMon makes no representation or warranty, expressed or
implied, as to its completeness, accuracy, or suitability, and assumes no liability resulting from errors or omissions in this
document or from the use of the information contained herein. AutoMon reserves the right to make changes in the product
design without reservation and without notiﬁcation to its users.

CONTACT
AutoMon, LLC
6621 North Scottsdale Road
Scottsdale, AZ 85250
Phone: 480.368.8555
Fax: 480.718.7322
www.automon.com
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