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File Uploads

Welcome to the user guide for CharityTracker Plus! This guide will help you with the additional 
features available with CharityTracker Plus service (CT+). We encourage you to have CT+ open while 
you read this guide, so you can “click around” and get familiar with everything. Let’s get started!

The File Uploads feature allows you to upload 
files to bulletins and cases. We’ll take a look at 
how it works.

In the window that opens when you add a new 
bulletin, you will see a new section: Attach a File.

Click the Browse button to find the file you want 
to upload.

In the window that opens, navigate to the file 
you want to upload.

Select the file and click the Open button.

Note: The image to the left is taken from the OS X 
operating system. If you use Windows, the 
window that opens on your screen will look 
different. The same instructions apply: 
Navigate to the file you want to upload, 
select it, and click the Open button.
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File Uploads

Now you will see the section has updated to 
show your uploaded file.

If you happen to upload the wrong file, you can 
click the Remove link (shown in the circle).

When you are finished, click the Add Bulletin 
button.

You will see that the bulletin has been added, and the file is attached. Now anyone can download the 
file to their computer by clicking the link.

The process is exactly the same when attaching files to a case. The images on the following page show 
where the Attach a File section will appear for both Assistance records and Notes.
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File Uploads  /  Services

The Services feature enables each agency to enter the services they provide. Each agency’s services 
are listed in the Services Directory. To enter the services your agency provides, click the My Agency tab 
and the Services sub-tab.
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Services

On the Services tab, click the Add Service button to add the first service.

In the window that opens, choose the 
section where your service should 
appear in the Services Directory.

Enter a name for the service you 
provide.

You can enter a description of the 
service, and anything else you’d like to 
mention like quantity or hours of avail-
ability.

Finally you have the option of adding a 
taxonomy code for your service, if appli-
cable.

When you click the Add Service button, 
your service will be appear on your 
Services sub-tab (shown on the follow-
ing page).
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Services

Your Service will also appear in the Services Directory, which is found under the Agencies tab.

The Services Directory is searchable, making it easy to find the type of service you are looking for.
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Requests  /  Referrals

The Requests / Referrals feature allows you to refer a client to another agency. This feature works 
hand-in-hand with the Services feature. To refer a client to another agency, open their case and click 
the Assistance tab. Click the Add Request / Referral button which is next to the Add Assistance button.

The left side of the of the 
window is similar to the Add 
Assistance window. The differ-
ence here is that instead of 
recording how you helped a 
client, this window is recording 
what the client has requested.

As an example, let’s say that our 
client has a $150 utility bill. And 
let’s say that we have paid $100 
of it. We need to find another 
agency to help with the rest of 
the bill.

We will fill out the amount of the 
request, define a category and 
describe the situation.

Since we do not have a resolu-
tion for this request, we will set 
the Status  to “Pending.”
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Requests  /  Referrals

On the right side of the of the 
window we can select an agency 
that specializes in the type of 
service that our client needs.

When we click the down-arrow, we 
can see a list of the services 
provided by the agencies in our 
community.

When we select an agency, their 
information appears in the blue 
box.

When we click the Add Request 
button, the agency we selected 
will get an email notifying them of 
the Request / Referral.

The request will appear in a blue 
box on the Assistance tab (shown 
on the next page).
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Requests / Referrals

Now let’s say we are the agency that received the Request / Referral. We’ll open the client’s case and 
click the Assistance tab. At the bottom of the blue box, we’ll see two links: Update Status and Add 
Requested Assistance. Let’s take a look at what happens when we click the Update Status link. 

When we click the down-arrow, we can select a 
Status.

If we cannot fulfill the request we should choose 
the “Denied” status and leave a Status Note.

If we can fulfill the request, we should choose the 
“Approved” status, and add a Status Note if neces-
sary. 

Finally we’ll click the Update Status button.

The Blue box is updated, both 
with the new status and a 
record that we made a change 
to the request.
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Requests  /  Referrals

Now let’s take a look at what 
happens when we click the 
Add Requested Assistance 
button.

In the window that opens, the amount is automatically entered.
We can fill out any other field we’d like.

Finally, we’ll click the Add button.

When we click the Add button 
the record is created and 
appears in the blue box.

The request is now complete. 
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Groups

The Groups feature allows agents from different agencies to join together to share sensitive informa-
tion. Assistance Records and Notes can be made private for a specific group. Let’s take a look.

The procedure is the same for both Assis-
tance Records and Notes. There is a pink 
section at the bottom of the window. 

Once you enter all pertinent information, 
you can select who should be allowed to 
see the record.

When you click the Add button, only 
agents who belong to the group will be 
allowed to see the record.
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Outcomes

With the Outcomes feature, you can keep track of specific goals in your client’s life, and you can 
collaborate with other agencies to monitor goal completion. To start the Outcomes process for a 
client, open their case and select the Outcomes tab. Then click the Start link.

In the window that opens, you can 
select each goal that applies to your 
client’s case.

When you click the Save Changes 
button, you are ready to start keep-
ing track of your client’s goal comple-
tion.
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Outcomes

As an example, let’s say we’ve selected that our client wants to get their GED and a health screening.

And now let’s say some time has passed and our client has completed his GED. We’ll click the edit link 
for the Education category (highlighted by the square in the image above).

In the window that opens, we’ll select the drop-
down for GED and select the “Complete” status.

When we click the Save Changes button, the new 
status will be recorded, and the progress bar will 
reflect the pecentage of completed goals (see the 
following image).
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Outcomes

Finally, you can set a date for a follow-up meeting with your client. Start by clicking the Edit link for the 
follow-up (highlighted by the square in the image above).

In the window that opens, you can set a date and give a 
description for the follow-up.

When you click the Save Changes button, the follow-up 
date is recorded.



ADMIN Section 
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ADMIN Groups

As the Administrator, you can establish Groups for your network, as well as define which users should 
belong in those groups. To make a group, click the Admin tab and the Groups sub-tab.

Click the Add Group button (highlighted in the box above).

The Add Group window has two 
sections, Group Info and Member 
Agents.

You must give the group a name, 
and you can give a description if 
you’d like.

Click the tab for the Member Agents 
section to add agents to the group.



ADMIN Groups
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The Member Agents section holds a 
list of the Agencies in your network.

Click the the plus sign to open an 
Agency.

Click the checkbox for the Agents 
you want to add to the group.

When you click the Add Group 
button, the group is formed. Assis-
tance records and Notes that are 
shared with the group will be private 
to that group.



ADMIN Outcomes
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As the Administrator, can manage the Sections, Goals, and Statuses for your network. The Outcomes 
feature has several Sections, Goals, and Statuses entered by default, you can edit these items or delete 
them completely. To begin, click the Admin tab and the Outcomes sub-tab.

We’ll start by looking at how to manage the Sections. Click the Manage Sections button (highlighted 
in the box above).

Education, Health and Income are the 
default sections.

You can rename a section or delete it.

To add another section, click the Add Out-
comes Section link. You can add as many 
sections as you need.

When you are done, click the Save Changes 
button.



ADMIN Outcomes
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When you click the Manage Statuses button 
(highlighted in the box on the previous 
page), You will see a list of default statuses. 
You can rename or delete them.

To add another status, click the Add Out-
comes Status link. You can add as many 
statuses as you need.

When you are done, click the Save Changes 
button. 

Finally, let’s take a look at the process for adding a goal. Click the Add Goal button (higlighted in the 
box below).



ADMIN Outcomes

16

When you click the down-arrow for 
the Outcomes Section, you’ll see the 
list of Sections you defined earlier.

Select the section where you want to 
add the goal.

Enter the name of your goal.

When you are finished, click the Add 
Goal button.

Now you will see the goal you 
entered appear in the list.
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Thank you for taking the time to look through this user guide. If you have any questions please don’t 
hesitate to contact us!

Email: support@charitytracker.net
Phone: 888.764.0633


