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This manual will provide helpful navigation tips and an overview of recent changes in the 
TCHS SCMS.  For required data entry, please consult the TCHS SCMS At-A-Glance Aid. 
If viewing this manual electronically, please click on any of the headings below. 
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 The Basics 
Site Address 

• https://www.tchealthystart.org 
Technical Support 

• Username/password, navigation assistance, connection issues 
Brian Thomas May 
brian.may@ci.minneapolis.mn.us 
612-673-2608 

Data Support 
• Reports, client status, required data entry 

Amy Godecker 
amy.godecker@ci.minneapolis.mn.us 
612-673-3931 
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Navigation 
• Always use site tabs or navigation bar.  Do not use your browser’s back or 

forward buttons. 

 

Site Tabs 

Navigation Bar 

• Do not use the Enter key on your keyboard.  Use the Tab key to navigate from 
field to field. 

• All fields are considered required except for any questions the client chooses 
not to answer in the PRO. 

 Account Tab 
Change Password: First-time users should reset their password immediately. 

• Click on the Account tab and follow the directions. 
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 Client List Tab 
When you log into the SCMS, the Client List is what appears automatically. 

Overview 
 Search for specific name or all names that start with a specific letter. 

Example: type “M” to see all first and last names that start with the letter “M” 
 Sort List by Category.  Click on any underlined text to sort your list by that 

category.  Click it twice to get reverse order. 

 Alerts.  Click on these to view an item that needs to be addressed. 

 Export to Excel.  Use this spreadsheet to create mailing labels, get contact 
information or use as a client roster. 

 

 

 
    

 

Select Current Client 
• Click on the client you want to view or update.  You will be taken to the Client 

Info page (see Phase 1/2). 
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Add New Client 
• Click on the Add New Client button 

 
• Fill in the required information 

• Click on Start Prenatal Risk Screen button and follow directions for PRO. 
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 Phase 1 Tab 
PRO 

• Once the PRO interview is complete, click the Save and Mark as Scored button.  
Once this is clicked, you cannot go back to edit answers.  If you do not click this, 
you cannot move on to enrollment. 

 
• Results.  If the client is eligible for TCHS, you will be asked to move on to the 

Eligibility/Case Management Screen 
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Eligibility/Case Management 

 

PRO Defined Risk Level.  
Roll over each one to 
view guidance on actions 
to take. 

Results if client is eligible 
under these categories. 

Select TCHS 
Enrollment 
decision 
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Prenatal Referral 
• Select any referrals made for the client.  
• When a client follows through with the referral, come back and note this. 

 
Risk Factor Status at Delivery 

• Record any change in a client’s risk factors at the time of delivery.  
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Prenatal Info and Education 

 

Record a client’s 
insurance status. 

Record all 
prenatal 
education given 
to client. 
Ideally, all boxes 
should be 
checked once a 
client is 
terminated from 
the program. 
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 Phase 1/2 Tab 
Phase 1/2 screens can be used in either Phase 1 or Phase 2 

Client Info 

 

Use this space to give 
yourself and other users 
contact notes. 

Examples: 
Lives with mother.  Mother 
doesn’t know she is 
pregnant. 

Lives with boyfriend.  
Don’t leave voicemail. 

Don’t call after 5:00p.m. 

Call cell phone first. 

Prefers email. 

Start a new PRO or P-PRO 

Weeks Gestation will 
automatically populate 
once Enrollment Date and 
Expected Due Date fields 
are filled in. 

Encounters 
• It is very important to track all encounters with a client. 

 

Click Add Encounter 
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Adjust Encounter Date if 
encounter occurred in the 
past 

Keep in mind all 
comments are part of 
client’s record. 

Birth & Family Info 
• It is very important to track the outcome of the pregnancy. 
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Termination 
• Once a client has left the program, you must terminate them from the system.  

Otherwise she will continue to appear as an active client even if the baby is 
older than 2 years old. 

 

If an official termination 
interview was not given, 
select the Use Last 
Encounter Date button 

Alert 
• Create an alert or reminder for you or other system users 

 

Examples: 

Setup Home Visit 

Check-in with client 

Verify client followed 
through on referral 
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 Phase 2 Tab 
Phase 2 screens are similar to the Phase 1 screens, but these are to be used after a PPRO 
has been given. 

Postpartum Case Management 
• Equivalent of Phase 1 Eligibility/Case Management screen 

 

PPRO Defined Risk Level.  
Roll over each one to 
view guidance on 
actions to take. 
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Postpartum Referral Status 
• Equivalent of Phase 1 Prenatal Referral Status screen 

• Select any referrals made for the client.  
• When a client follows through with the referral, come back and note this. 

 
Postpartum Education 

• Equivalent of Phase 1 Prenatal Info & Education screen 

 

Record all education given 
to client. 
Ideally, all boxes should be 
checked once a client is 
terminated from the 
program. 
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Postpartum Monitoring 
• All information on this page is very important to collect from client. 
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 Mail Merge Guide 
Enrolled client information can be exported to an Excel spreadsheet to create mailing 
labels.  These steps may not be accurate depending on which version of Microsoft Word 
is installed on your computer. 
Similar steps can also be used to print customized letters and emails. 

1. On the Client List screen, click on the Export to Excel button 
2. Save the spreadsheet to your computer 
3. Open Microsoft Word on your computer 
4. Click on Tools>Letters and Mailings>Mail Merge.  A toolbar on the right-hand 

side of your screen or a separate window should open 
5. Click on Labels, then Next: Starting Document 
6. Click on Label Options 
7. Choose the template listed on your box of labels, then click on the OK button 
8. The label template should appear in your document.  In the Mail Merge toolbar, 

Click on Next: Select Recipients 
9. Click on Browse under Use an Existing List 
10. Browse for the spreadsheet you saved from the TCHS Screening and Case 

Management System.  Click on the Open button, then the OK button 
11. The Mail Merge Recipient List will appear.  These are all the names from the 

spreadsheet.  Any name that has a checkmark next to it will have a label.  You 
can uncheck any name or sort the list by any of the columns.  Click the OK 
button when finished customizing 

12. Click Next: Arrange your Labels in the Mail Merge toolbar 
13. Under Arrange your Labels, choose More Options 
14. Select each of the fields you want to appear in your mailing labels by clicking 

on the Insert button.  Make sure to include both ClientAddress and 
ClientAddress2 

15. The fields you chose will appear in the top left label in your document.  Format 
the label as you want it to print.  You may need to add spaces between fields. 

16. In the Mail Merge toolbar, click on the Update all labels button, then Next: 
Preview Your Labels 

17. If all looks good, click Next: Complete the merge 
18. Click on either print option to print your labels! 
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