Using Inviscid TotalABA

This document explains how to navigate around the TotalABA application. After a few minutes, you
should find it to be a quick and easy experience as everything looks and performs consistently
throughout.

Setup
Make sure your browser allows popup windows for the salesforce.com URL. These are used throughout
the TotalABA application.

Login
Go to http://www.totalaba.com or https://inviscid.cloudforce.com to login into the TotalABA application.
You can use any web browser (e.g. IE, FireFox, Chrome) on any platform (e.g. Windows, Mac, iPad, etc).

Navigation - List Pages
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B Allbauoh Abdy Brown, Timothy TestBCBA goals 33 - 44 71412013 9:15 PI 30
B Brown Timothy TestBCBA goals 33-44 8/112013 3:15 PM 30
) Brown-714/2013 ]
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3. Access your recently viewed items across all record types.
M 9. Access Total ABA support information and make changes to the settings.

Support
Actions
Settings

‘________,_,_..---' 10. Expand/Collapse the sidebar.

™ Recycle Bin
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A set of default tabs is displayed at the top of the application (item 1). Clicking on any of these tabs
opens up the recently viewed items for that section, along with the option to utilize a view (see
Navigation — View Pages). Other tabs that are not displayed at the top may be accessed by clicking on

the + symbol at the far right of the tabs (item 2). This also gives you the option to customize which tabs

are displayed and how they are ordered (click on the Customize My Tabs button). For example, you
may want to add Sessions to the displayed tabs.

The most recent items you have accessed will always be displayed on the left side of the application
(item 3). Click any of the records to open them.

Once you click on a tab, the recent items you have viewed for that section are displayed. You can
change this to recently created or recently modified by clicking on the drop down on the upper right of
the list (item 4). You can create a new item for the section by clicking the New button above the list
(item 5).

To access all records in a view for a given tab, select the desired view then click the Go! Button (item 6).
Remember, when you first access a tab, only the recently viewed items are displayed.

TotalABA enables searching across all records in the application. Simply enter the search value then
click the Search button at the top of the application (item 7).

You can change your password, email address, personal information, etc. by clicking on your name in
the upper right of the application (item 8). Choose Setup to go to your personal setup page where you
are presented with the various available options.

The Custom Links (item 9) in the sidebar contains the Support and Settings links. Support contains
various information including links to our online training, release notes, contact information, etc.
Settings allows for customization of different sections within TotalABA.

The sidebar can be expanded/collapsed via the arrows at the top/bottom of the sidebar (item 10).
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Navigation - View Pages

i . ]
ot I n V I S C I d Search All... Search TestBCBA ~ Help & Training
2. Click to customize what related
Home W Appointments  Authorizations Calendar Associated People Reports  + lists are displayed and in what
der. =
1. Currentrecord name and type oresr
ﬁ Adams, Scotty

Customize Page | Printable View | Help for this Page &

E show Chatter @3 Foll
L Adams. Scotty (R
Back to List: Student
i/ Bigelow-9/21/2012 © Bask o LSty students

Insurance Coverages [2] Authorizations [0] Problems [11 Appointments [21 Sessions [11 Assigned Therapists [0]
’Q Blue Cross (8/1/2012-12/31... Open Activities [01 achments [0] Student History [1®
E Aguilar, Mike

& TestBCBA Student Detail Clone | | Shixjng | | Upload Photo | | Student Balendar | | Time Sheet
+! Bigelow-9/19/2012 N ‘\
3 Jenkins. Richard ¥ Information
s Dicotay as seoty 3. Available related listsfor the
} isplay Name  Adams, Sco .
. Bigelow-9/19/2012 Py ] ' record along with the number of
% Bigelow. Deuce Active @ 1 related records.
% Clinton, Hillarv Prefix
4. Click the down arrow to  Firstlame  Scofty Middle Name
collapse the section. LastName Adams suffix  Sr.
ﬂ Recycle Bin Alias
Date Of Birth  9/6/1990 Deceased Date

Age  22years 15.5 days
S5N 555-40-0197
Medical Record # 1574832

\ 5. Hoveroverthe ? Fora field tip.

Once any type of record is opened up in either view or edit mode, a screen similar to the above will be

displayed. The record type and name is shown at the top of the screen (item 1).

When viewing the record, a link is displayed the top right of the screen that allows you to customize the
page (item 2). This includes which related lists are displayed and in which order. A related list is a list of
records that are associated to the main record being viewed. For example, appointments,
authorizations, problems, etc. may be related to a student. These related lists along with their record
count are displayed at the top of the record while in view mode (item 3). Hovering over the link will
display those records right below the mouse pointer while clicking on the link will bring you to that
related list within the view page.

Various sections in a view page may be collapsed/expanded by clicking on the black triangle to the left
of the title (item 4).

Many fields in the application will have a yellow question mark icon to the right of the field label (item
5). Hovering over the icon will display additional help for that field.
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Navigation - Popup Selection Windows

1. Click the icon to open a popup of possible selection.

Authorized Pickup 1 a /

(/_,-« 4. Click the “New” tab to make a new record if needed.
Search - Authorized Pidkup 1 New Associated Person

Search Go | |Cancel Show Inactive? I:l
L4

Name

Adams, Mark

Allman, Jeffrey . .
3. Use to search across the available items.
Allman, Jeffrey
Adiins, Lily
Bradley, Jos

m

Carter, Dustin . . . .
2. Click the applicable item to make the selection.
Chase, Chewy

Connery, Sean
Doe, John

Facility, Pleasant Valley
Famell, James
Jenkins, Lorana
Lebon, Simon

Lebon, Scfia

A popup window is used to allow for a selection across a list of items in the application. In the example
above, it is used to select an associated person for the Authorized Pickup field on a student record. To
access a popup selection window, click the search icon to the right of the field (item 1). Once the popup
is opened, you can select one of the displayed items (item 2) or search for a specific item (item 3).

Some popup selection windows also allow for a new record to be entered directly from the window. In
these instances, a tab will be available at the top (item 4). Simply click on this tab and enter the data to
create the new record.

An alternative to using the popup selection window is to enter part or the entire record name in the
field. When the record is saved, it will validate if the entry is correct. It will also alert you if duplicate
possible records exist for your entry.
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