vela video library

¢ | Important: The video library is intended to be a quick reference guide. In-depth Vela information is
in the Vela Handbook.

What type of videos are you looking for? (Click one)

Short “How To” Video\wsz

Vela 101 for New Staff

“,

Quick “How To"” Videos

Learn how to complete specific tasks in Vela by clicking on a link below. Each bullet point is a video link.

My Account Services
e Change Your Password e Add a Service to a Client
e 2FA (Two Factor Authentication) Methods e Incidents and Victimizations in Vela
e Setting up Authenticator e Custom Staff Notifications

(In Chrome & App) e Court Information Tracking

e Outlook Calendar Integration
e Edit User Settings .
e Update Your Account Image Hotlines
e How to Logout of Vela e Create a New Hotline Call
e Hotline Call Topics: Overview and Reporting
Dashboard e View Call Details
e What's the Main Dashboard? .
e Search for an Existing Client Time Tracker
e Tracking a Group Service Provided to Multiple e Using the Calendar
Clients e Add an Activity
e Adding Clients to New Groups e Generate a Staff Timesheet
e Using Data Grids throughout Vela e Quickly Update Billing Info for Services,
e Add Shift Notes Hotlines, and Activities

e Create or Edit a Client

Client Files & Client Management

Enrollments e Program Calendar: Who's in Shelter?

e Create a New Enrollment for a Client ¢ Incidents and Victimizations in Vela

e Exit a Survivor from a Program e Printing Client Files/Information

e Add an Update to Enroliment Details e How to Merge Clients

e Delete Exit Information e The Incident Grid: Sorting by Offender,

Survivor, and More
e Merge Incidents
e Change Client Types
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https://docs.google.com/document/d/15PJH077fCF-sbiTEon2vJ2ShDOiZa0s2PUAuW7c9ORY/edit?usp=sharing
https://www.loom.com/share/46cb1b17a9754d13a3af0bbfef7baaec
https://xfvvd9gbb.cc.rs6.net/tn.jsp?f=001E7C1Ts0cc5dEBv_7X-UGSnsj9_GBOeJb1ZvV_Am2CyTnhBKt37eTu7CqUDJ-59iwe1RhaVv41ABq968SNd_EYpyuFG95jKGG8pMsdyD_hZS0m4cE0I0Q9uUNuIX-ou1VBfJvmYivGAepcj_xjyh0PmtC-yHb_zaM0WxO99ykpHrJgS4sQEmHBYyVVoB8pfoBI-_Wiryx6C-WyTssOiEQ6vjtlOG4nIUTwqPE0DhPcmoXci5RZvxglCmnALJMXWBYcw524_CAx30=&c=CT-YEOTsgUvjMX6kc2Guw8no0gexYtyONKBHLaaWjnQmuShHizpuew==&ch=GPVlG92-9_EGUbzr1rXR-umBP0N4IRRol5wNJBNZ3ArtgjaELgghog==
https://www.loom.com/share/819e770caac644eba09ec6370a1bd324?sid=0d46676e-2771-42a1-9858-2d26e57d862c
https://www.loom.com/share/819e770caac644eba09ec6370a1bd324?sid=0d46676e-2771-42a1-9858-2d26e57d862c
https://www.loom.com/share/d130246e98964bd296f4ad7634f91020
https://www.loom.com/share/3d66aa4dc4b2496da4f0962e8d6a4e94
https://www.loom.com/share/8226fa20fce6494d9434a6a2ea0d6ac4
https://www.loom.com/share/5c4edc29fe9f40c1b90023bd9da8607d
https://www.loom.com/share/38ca70e2ca0b4382b3f7b2cd2b5b041e
https://www.loom.com/share/a555833a0441461984ca170316e58f4e
https://www.loom.com/share/653252c28e164d06b8a935329fa93ea6
https://www.loom.com/share/653252c28e164d06b8a935329fa93ea6
https://www.loom.com/share/ca46cdefb91b4946b8d09d7930a37403
https://www.loom.com/share/f6a1bc3fa2564d34bbbcc41464ef45b6
https://www.loom.com/share/691ecdf7866f476db45da9d1d6d13a8b
https://www.loom.com/share/81e8d7262c6949cc88aa63961a882055
https://www.loom.com/share/6e2c85d04a4740b49b1a757082808b96
https://www.loom.com/share/eaf23a5a92e940968c4b07a36dbb3801
https://www.loom.com/share/82bb174f8d9c41b5aaa82b74063e25e0
https://www.loom.com/share/4e5f23ea843f43598ca97f3a2d75ab2a?sid=449e9d02-7c4a-4266-82dc-e3a4258576bb
https://www.loom.com/share/31b94b8a0d554a89b9d00da854b118e4
https://www.loom.com/share/c691af51931540c3a351536732491947
https://www.loom.com/share/2ed9228cfb894314bf5aff04b72859a4
https://www.loom.com/share/543893b9ec0b40b6aee4b4a02082f1ec?sid=0d2fa683-b5dd-4e82-8e75-030da1168c12
https://www.loom.com/share/409fb3f84f8347158b52062ccad4b700
https://www.loom.com/share/b5dd95aac01b467eba21b73443e8957c
https://www.loom.com/share/e40440bbcb7a44a0acb9a145c46e47dd?sid=60bf9b22-0e0f-4390-a696-a49f78716b1e
https://www.loom.com/share/4a155a02d65141f992bfddeba452ed18
https://www.loom.com/share/cd030a3970d24d41a7903cf7a35c3ebe
https://www.loom.com/share/7dee0b2ee29e4518abffa7de85315a78
https://www.loom.com/share/4b95c3074d9d4252bea5ec188bc7d4f3
https://www.loom.com/share/4b95c3074d9d4252bea5ec188bc7d4f3
https://www.loom.com/share/e2205fe279f04b3daf81d3ec144ceac0?sid=8a2dc6a6-9f21-43dd-ac95-8567fb9d05e8
https://www.loom.com/share/c691af51931540c3a351536732491947
https://www.loom.com/share/105294b659b64f46b406a09e176c7129
https://www.loom.com/share/25da4cd84a1541ac8b1c8170f81a19a0
https://www.loom.com/share/bd91ccab55314dd7b989847562879a77?sid=7a9a26a8-52a3-4957-bfc2-5830377ffa28
https://www.loom.com/share/bd91ccab55314dd7b989847562879a77?sid=7a9a26a8-52a3-4957-bfc2-5830377ffa28
https://www.loom.com/share/d1e5c72ca5f84a00ba9c79fb21615103
https://www.loom.com/share/0a33e349e3bd41ce8a2b69af05a3b744

vela video library

Staff Management

Add a New Staff/Volunteer

Reset a Staff's Password

Add New Grant Sources to Staff
Custom Fields in Staff Management
Who Can Download Reports and Grids

Report Module

How to Run a Pre-Built (One-Click) Report
How to Run a Flex Report

Filtering Custom Fields

Using the Flex Report Grids to Get the Info You
Need

Creating Forms & Custom Fields

Create a Custom Form

Designing Questions

o @Grid Questions

o Moving a Question in a Form

o Question Rules/Conditional Form Logic
Enabling & Disabling Questions (Forms)
Enabling & Disabling Questions: Custom Fields
Date Filtering for Forms/Custom Fields
Summaries

Outcomes

Forms vs. Outcome Surveys
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How to Pull Aggregated Data Using Outcomes
Report
FVPSA Outcomes

Admin Module

Are you a site admin who needs Vela training? Reach out to
support to schedule a session!

Enrollment Custom Fields

Staff Custom Fields

Preview Outcome Survey from Design Mode
Client Assistance Type

Call Topics Overview and Reporting

Site Settings
(Contact Vela Support to Enable or Edit)

"Referred by" Referrals

Program Level Confidentiality
Restricting Client Access

Assigning Caseworkers to Clients

Access Level: Timesheet Approval Only (No
Client Info)

Sending Intake Forms to Clients

Copy Custom Service Fields when clicking
"Save and Add Another"

Recurring Services

Custom Timesheet Signature Wording


https://www.loom.com/share/b61daaa9613147b3a8947084f8109a5f
https://www.loom.com/share/12d346a2814e40feb682dd95cc055d3e
https://www.loom.com/share/76dc9ee0c5a14295b101351bd686aee8
https://www.loom.com/share/8087710c8a4845b2adffd6f21a052cea
https://www.loom.com/share/d109dc2cdd1248c1bca0f21be8ef70f9?sid=f0a311e8-73d0-4c4c-87d9-68c6ccb695a2
https://www.loom.com/share/ac61a8cbcec242a78767ff0c48f58753
https://www.loom.com/share/aef57483a8f84ccdb2d1d5d1cc2fd5f3
https://www.loom.com/share/84682312042243f9ade481e988c160c7?sid=f58b09ec-9d5e-4404-b75a-aeab3cf92120
https://www.loom.com/share/f22e0852c3b144bc95ebc5ad1302531e?sid=e0e7fab0-b247-4dcd-8ee9-71f96073397c
https://www.loom.com/share/f22e0852c3b144bc95ebc5ad1302531e?sid=e0e7fab0-b247-4dcd-8ee9-71f96073397c
https://www.loom.com/share/9065b32955944300a57c09d8235c1ab2
https://www.loom.com/share/2df421e142e048389eb44014632ce1bc
https://www.loom.com/share/ee5ddf3184f34e3eb6b1a147992c300e
https://www.loom.com/share/0c6aed0c943741739cb454520c2f2eb9
https://www.loom.com/share/0d7ac61695ac4886a1e311b375a2ca19
https://www.loom.com/share/9961252fa2b54c5083f7275c2e97f2d3?sid=433f354d-644f-428a-a188-230eac3072f4
https://www.loom.com/share/575974117c2543238332f58a76e78a32?sid=ec70fc7e-5c20-4c77-8cbd-bee5bc59d3b4
https://www.loom.com/share/84682312042243f9ade481e988c160c7?sid=f58b09ec-9d5e-4404-b75a-aeab3cf92120
https://www.loom.com/share/84682312042243f9ade481e988c160c7?sid=f58b09ec-9d5e-4404-b75a-aeab3cf92120
https://www.loom.com/share/73699dbc390f402baaef087a7caa88c2?sid=ce93c412-aca4-4336-afec-e8ba8360c1f5
https://www.loom.com/share/e6562d9d764a40fb80ea7f08a9ed1686
https://www.loom.com/share/e6562d9d764a40fb80ea7f08a9ed1686
https://www.loom.com/share/5023a049882a45aab396ddea5f13d058
https://www.veladirect.com/request-support/
https://www.veladirect.com/request-support/
https://www.loom.com/share/571d75e364124d319d9d0b5cfb313ecb
https://www.loom.com/share/8087710c8a4845b2adffd6f21a052cea
https://www.loom.com/share/dcf0d0e1dc1847878c8039130a4674bb
https://www.loom.com/share/ab2ece79dfa54f6a941ba5f5724aa09f?sid=52680905-40d6-410e-912e-d9004d584977
https://www.loom.com/share/b5dd95aac01b467eba21b73443e8957c
https://www.loom.com/share/d8307c1b90c04d29848e626258b4cdde?sid=c44f4398-8531-4d26-b513-15158cfc6146
https://www.loom.com/share/4520e001f8e94cc38ae6113c9f7e7f2b
https://www.loom.com/share/537c94c016d645c084f1775fc9c5e95a
https://www.loom.com/share/c45291a0fe5b4b7ab5fc4dbd29c8fa68?sid=1faf7519-0dde-462c-86c9-dded14229e2f
https://www.loom.com/share/970ba29718324353ad05e4b594bdd86e
https://www.loom.com/share/970ba29718324353ad05e4b594bdd86e
https://www.loom.com/share/b71fbe13939e4f90beafb77b98c66044
https://www.loom.com/share/18fdd0d057e34ed3b934b0e074699453
https://www.loom.com/share/18fdd0d057e34ed3b934b0e074699453
https://www.loom.com/share/58300fc31eb44f94822274d5e52977d8?sid=29942745-c004-41f6-8f08-44e1f001868d
https://www.loom.com/share/70cc2830fe0845d389129c4b89a81bc2

vela video library

Vela 101: New Staff Onboarding

Whether you are new to your organization or need a refresher, these videos will help you master Vela basics.

@ NOTE: If you need a training certificate for documentation purposes, please register for our Vela
New Staff Onboarding e-learning module. The certificate is only available when the videos are
completed as part of the full module.

e To register and complete the self-paced onboarding module (which includes all videos and
issues a certificate upon completion), click here.
e To register to view the Form Manager webinar recording (and receive a completion certificate),

click here.

If you prefer to view the videos individually without registering (and do not need a certificate), click the

links below:

e |Intro to Vela and Element74

e Vela Basics: Navigating, Clients, Services, and Hotlines

e Vela Basics: Activities and Timesheets

e Vela Basics: Reporting Overview
e Form Manager Webinar Recording
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https://e74.coalitionmanager.org/eventmanager/onlinetraining/details/86
https://e74.coalitionmanager.org/eventmanager/onlinetraining/details/93
https://recordings.veladirect.com/Onboarding/Intro_to_Vela.mp4
https://recordings.veladirect.com/Onboarding/Onboarding_101_New_Client_Hotline_Enrollment_Service.mp4
https://recordings.veladirect.com/Onboarding/Activities_and_Timesheets.mp4
https://recordings.veladirect.com/Onboarding/Reporting_101.mp4
https://recordings.veladirect.com/Onboarding/Form_Manager_Training_3_9.mp4
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