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Introduction 

Purpose of Document 

This User Manual contains training information on use and navigation of the Commonwealth of 
Virginia’s electronic version of the Child and Adolescent Needs and Strengths (CANS) assessment 
(CANVaS 2.0).  The CANS is the mandatory uniform assessment instrument for all children and youth 
served by the Children’s Services Act (§§2.2-5200 et.seq.) and serves as the federally-required 
assessment for all foster children served by the local departments of social services.    
 
There are two age versions of the Virginia CANS; the Birth to Four and the Ages 5-21.  The 5-21 version is 
used for any child or youth up to age 22 who is receiving any type of CSA-funded service, including 
Independent Living, or if the youth is in foster care placement until age 21 under Fostering Futures. 
In addition to the age versions, CANVaS 2.0 now has two “tracks”; the Standard CANS for use with all 
children and youth served primarily by the local court services unit (Department of Juvenile Justice), the 
local school division and community services boards/behavioral health authorities.  The DSS-Enhanced 
version is used for all children and youth who are receiving services through the local DSS.  The selection 
of “referral source” on the demographic page will direct the user to the correct version. 
 
The CANS was developed by John S. Lyons, Ph. D., and is used in many jurisdictions, states and countries 
as a “communimetric” tool designed to assess a child and family’s functioning on an observational level 
and to create a common “language” which is used across agencies and disciplines when serving children 
and families.  For this reason, the CANS is an ideal tool for a system of care such as CSA. 
 
Information entered into CANVaS 2.0 is confidential.  It is difficult to overstate the importance of 
ensuring at all times that the information regarding children and families entered into CANVaS 2.0 be 
kept confidential.  Individuals who have access to CANVaS 2.0 must realize the importance of 
maintaining the confidentiality of the information and ensure that it is not shared with anyone who is 
not authorized. 
 
All users of CANVaS 2.0, regardless role or level of access, must sign a Users’ agreement.  The User 
agreement will no longer be processed independently of the system.  Upon logging into to the system all 
users must electronically sign the user agreement in order to access CANVaS 2.0.  A pdf version of the 
document can be printed when signing the agreement and can be found as an appendix in this 
document. 
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Terms Used 
 
The CANVaS solution employs several terms that are key to understanding the functionality when 
employing the system tools.  These terms are listed below with their functional definitions. 
 

Assessment 
A measure used as a tool to evaluate the 
current and social functioning of the child and 
family. 
 

CANS 
The Child and Adolescent Needs and Strengths 
Assessment CANVaS 2.0 holds two versions: 
Birth to Four (0-4) and Older than Five Years (5 
- 21). 
 

CANVaS 2.0 
Provides electronic management of the CANS 
administration, as well as the aggregate 
reports. 
 

Certifications 
Training required by the Praed Foundation to 
employ the CANS tools; certifications foster 
maintenance of validity and reliability of 
assessment data over time. 
 

Case Manager 
Individuals primarily responsible for 
administration of the CANS and primarily 
responsible for management of child’s 
locations, assessments, and reports. This term 
is used generically throughout this document 
to describe all local public agency staff who 
perform a CSA case management function. 
Agencies or localities may use terms such as 
“foster care worker”, “social worker”, “service 
coordinator”, “school social worker”, etc. The 
“case manager” is the individual responsible 
for assessing the strengths and needs of the 
child and family and working directly with the 
child and family to carry out the service plan. 
 

Child 
The infant, child, or adolescent being 
evaluated for services. 
 

Closed Assessment 
Save and permanently store an assessment; a 
closed assessment cannot be modified. 
 

CSA Children’s Services Act 
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CSB 
Community Services Board 
 

Data Entry 
Individuals primarily responsible for the 
transfer of assessment data from the paper 
forms into CANVaS 2.0; role enables these 
users to generate Individual Assessment Detail 
reports; this user has view access only to child 
demographics, child location, and 
documents/news. 
 

DJJ 
Department of Juvenile Justice 
 

DOE 
Department of Education 
 

DSS 
Department of Social Services 
 

DSU/RA (Designated Super User/ Report 
Administrators or Local Administrators) 

Combined term used to describe a designated 
Super User or a Report Administrator who 
have elevated rights in the CANVaS 2.0 system 
to perform administrative tasks; responsible 
for management of case manager records 
child assessments, child reports, aggregate 
locality reports, and longevity reports.  These 
individuals are also referred to as Local 
Administrators. The acronym DSU/RA is used 
throughout this document for these 
individuals. 
 

Locality 
The jurisdiction holding case management 
responsibility for the child. 
 

OCS 
Office of Children’s Services 
 

Open Assessment 
An incomplete assessment that has not been 
closed; available for editing by users with 
access to the child record; open assessments 
are deleted on the 75th day. 
 

Report Administrator 
An individual who is not a Super User but has 
been designated by the locality to provide 
authorization for access to CANVaS 2.0 and has 
a higher level of access to CANVaS 2.0 data for 
the locality. 
 

Role 
Title given to all individuals with access to the 
CANVaS 2.0 system; assigns the rights and 
privileges the user has within the system. 
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Save an Assessment 
An assessment within the system that is 
available for future editing. 
 

State Administrator 
Has full permissions and rights within CANVaS 
2.0 to perform administrative tasks; 
responsible for user locations and movement 
throughout the state, aggregate user reports, 
child locations and movement throughout the 
state, child assessments, aggregate child 
reports, aggregate locality reports, and 
longevity reports. 
 

Super User 
This term describes a local public agency staff 
person who has received specialized training 
and been certified as a Super User by Dr. John 
Lyons (the developer of the CANS). 
 

User 
Any employee using CANVaS 2.0 system where 
assigned roles determine level of accessibility 
to system functions. 

  

Registering with CANVaS 2.0 

To maintain the security and privacy of data, the application requires a username and password to be 
established.  This is done through registration processes that enable state and regional administrators to 
identify who users are and how they are to interact with CANVaS 2.0.  Each entity must designate 
authorized users who will be issued a username by the appropriate Administrator.  All users must 
establish a password and sign the Individual Confidentiality and User Agreement in order to gain access 
to the system.  Three levels of authorized users are possible: 

 

 State Administrators: These users have access to the CANS assessment tools, with the 
understanding that these users will maintain appropriate certifications with the Praed 
Foundation.  Users have access to the online assessment tools through the interview, rapid 
entry and data-entry modes, as well as the upload documents features of CANVaS 2.0.  All 
administrators have the rights and privileges of their level in addition to the user permissions 
below them.  These administrators are responsible for uploading documents and news, as well 
as merging duplicate child files.  Administrators also have access to aggregate reporting features 
of CANVaS 2.0 

 

 Designated Super Users/Report Administrators (Local Administrators): Users have access to the 
CANS assessment tools, with the understanding that these users will maintain appropriate 
certifications with the Praed Foundation.  Users have access to the online assessment tools 
through the interview, rapid entry and data-entry modes.  All administrators have the rights and 
privileges of their level in addition to the user permissions below them.  Administrators also 
have access to aggregate reporting features of CANVaS 2.0 
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 Case Managers:  These users have access to the CANS assessment tools, with the understanding 
that these users will maintain appropriate certifications with the Praed Foundation.  Users have 
access to the online assessment tools through the interview and rapid-entry modes.  Case 
Managers have access to all child records on their caseload.  The State Administrator and/or the 
DSU/RA can create and/or edit the record for a case manager. 
 

 Data Entry:  These users only have access to the data entry mode. They do not have access to 
the full CANS assessment tools or reporting features. Only State Administrators can create 
and/or edit the record for Data Entry Personnel. 
 

Certifications for all CANVaS 2.0 Users will automatically be downloaded to the system by The Praed 

Foundation. 

CANVaS 2.0 Website Description  

The system is designed to enable different users the ability to access different components and 
functionality of the website based on the security profile created during the registration process.  
Consequently, users will have different menu according to system privileges.   
 
The CANVaS 2.0 Help Desk is available and can be called between the hours of 8:00 AM and 5:00 PM 
Eastern Time toll free at (877) 727 – 8329 for assistance. 
 
The following sections describe each component of the website in more detail.  The homepage is 
designed to provide general information about CANVaS 2.0.  The Home Page provides a central place for 
relevant resources, news, and documents that are available to local agency, regional, and state 
employees.  This area will be expanded as appropriate, but will always contain the official and current 
versions of all the assessment tools as well as training and technical support.  All information available 
on the website is protected information.  No information is available to the general public Figure 1 
below shows the CANVaS 2.0 Home Page layout.  
 

 
Figure 1 – Home Page 
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How to Log In 

Secure Log In 

Logging in utilizes 128-bit encryption and once logged in all data transfers are also encrypted. All 
information on the web pages is inaccessible without being fully authenticated. 
 

 
Figure 2a – Secure Log In Page 

 

 When User Name and Password are entered successfully, the following Home Page will appear: 

 
Figure 2b – Home Page 

 

Locality Selection (for DSU/RA or Case Manager) 

Upon successful log in, DSU/RA or case manager users who have more than one locality must select a 

locality prior to receiving standard menu tabs below the banner on the Home Page 



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 12 

 Click the “My Locations” tab 

 

Figure 3a – My Locations Page 

 Then select “Choose Location” to select a locality 

 The following screen will be presented to the user 
 

 

 

Figure 3b – Choose Location Page 
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 The system will default all subsequent actions, such as adding child locations or editing the child 
information, to the selected locality 

o Selected location will be listed in the upper right corner below the user’s name 
o If user desires to add a child location that is different from the selected location, the 

user will need to log out and log back in to select new location since the user can only 
be signed in to one location at a time 

 After selecting a locality, the user will be presented with the Home Page with tabs 

 

Figure 3c – Home Page with menu tabs below banner and location below user’s name  

How to Handle a Forgotten Password 

If a user forgets their password the following message will display: 
 

 
Figure 4a – Forgotten Password Message 
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 On the Log In page, a “Forgot Password?” link is provided to retrieve a forgotten password. If you 
have forgotten your password for the CANVaS 2.0 login, follow this process:  

 

 Select Forgotten Password at the lower left of screen. 

 The following screen will display: 
 

 
Figure 4b – Forgotten Password 

 

• Please enter your User Name 
• Click the “Next” button. 
• The screen for your “Secret Question” will display. The system will automatically pre-populate 

the “Secret Question”.  
 

 
Figure 4c – Forgotten Password 

 
• Please enter the “Secret Answer” selected when your CANVaS 2.0 account was created. 
• The secret answer must be identical to the one entered when the User was created.  

o  The Secret Answer is case sensitive. 
• Select the “NEXT” button at lower left of screen. 
• The following screen will display: 
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Figure 4d - Forgotten Password 

 
• The password is case sensitive.   

o Both entries must be identical.   
o The password must use 3 of 4 character types which are defined as: upper case, lower 

case, numerals, or special characters.  
o No white space is allowed.  
o The new password must be different from all previous passwords.  

 

 Select the “Reset Password” button at lower left of screen. 

 The following screen will display: 
 

 
Figure 4e – Forgotten Password  

 

 When passwords are entered successfully, you will receive a screen that states “Password Reset 
Successful” at the top of the message window.  

 Enter your user name and new password.  

 If either the username or answer to the secret question is incorrect, the following message 
displays on the page “Please try again or contact the CANVaS Helpdesk”.  

 Please contact the Help Desk for further assistance if you desire to reset your own password. 

 The user is not allowed to reset their password more than once in a 24 hour period. 

 The following error message will display 
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Figure 4f – Reset Password Message 

 

How to Log Out 

All users should “Log Out” at the end of their session in CANVaS 2.0.  This maintains appropriate security 
for the data. Please log out by selecting Log Out in the margin to the left of your screen.  
 
 

 The User will be automatically logged out after a short period of inactivity. If you should be 
automatically logged out, select “Logout” in the left margin of the screen and then login again. 

 Logging out will return you to the “Log In” screen. 
 

  



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 17 

General Page Layout 

 

All pages in the website follow the same basic layout seen below. 

 
Figure 5a – Page Layout  

 

 Inside the banner at the top of your screen, to the right is a box that displays your full name, 
email address, and location.  This section also gives you the option of changing your password 
after login. 

 On the left side of each page, you will find the navigation menu. 

 At the bottom left underneath the message/work area you will find the telephone number to 
the CANVaS Help Desk and an email link. 
 

The website is sized to accommodate many different screen resolutions.  Therefore, a page may have 
more or less space to the right depending on the User’s display options.  Also, this menu is dynamic in 
that various options will be visible based on your profile and user permissions. 
 
Depending on your display settings, some reports may extend off the right-hand edge of the display 
area. To correct this adjust the text size and/or the page magnification. 
 
The homepage will also display messages that assist the user with managing their caseload. 

 The center of the screen will display a message panel that will display short messages regarding 
o Expiration of password 
o System access limitations  
o Certification expiration warnings 
o Overdue reassessments 
o Assessments open too long 
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Figure 5b – Page Layout with user messages  
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Child Record Management 

After a successful login, in the Child menu from the bar under the banner at the top of the screen select 
“Child.”  Always search for a child before creating a new child record, to avoid possible duplicates. 
 

How to Search for a Child 

 The child search can be accessed by selecting the “Child” tab at the tip of the screen. 
 

 
Figure 6a – Child Search 
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Figure 6b – Child Search Page 

 

 In CANVaS 2.0, a child record can only be accessed if the user has 
o child’s 9-digit social security number  
o correct spelling of their last name 

 Select “Search” in the bottom left corner of screen.  The following screen will appear. 
 

 
 

 
Figure 6c – Child Search Page 

 

 Select the child record displayed at the bottom of the screen. 

 The View Child Screen will display. 
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Figure 6d – View Child Page 
 

 The Child search is limited by user permissions 
o State Administrators can access and edit any child record in the system 
o DSU/RA can access any child in the system BUT can only edit children that have a 

matching location record that matches the location selected upon sign in (see Figure 3b) 
 Also if child has multiple localities and one locality matches the location the user 

selected upon sign in, the system will only display that locality on the View Child 
Page 

o Case Manager can access any child in the system BUT can only edit children that have a 
matching location record that matches the location selected upon sign in (see Figure 3b) 

 Also if child has multiple localities and one locality matches the location the user 
selected upon sign in, the system will only display that locality on the View Child 
Page 

o Data Entry Personnel can only access children that are active in their assigned locality. 

 If the user does not have the correct identifying information OR the child is not in the system 
the following message will appear. 
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Figure 6e – Unsuccessful Child Search 

 

 The system will not display similarities – ONLY EXACT record matches 
 

 

 
Figure 6f – Child View Page 
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 From this screen the user can  
o Edit Child Demographic Information, 
o Add Location, 
o Add Caregiver, 
o Add Assessment,  
o View/Edit Locations,  
o View/Edit Caregiver,  
o View Assessment History,  
o View Individual Child Assessment Detail Report, and/or  
o Complete/Edit Open Assessments 

 
Please ensure that the child does not have a record in the system before adding a new one.  For 
example, if you know the child received services in another locality, please contact that locality to learn 
what number was used as the unique identifier, or if the child’s name was spelled differently. 
 

 

How to Add a Child 

 Log in to the system using an account having permission to add new children (Administrators, 
DSU/RAs, and Case Managers). 

 On the menu bar at the top of the page select the “Child” tab to open the drop down menu.  
Then select “Child Search” from the menu list.  

 The following screen will display: 
 

 
Figure 7a – Child Search Page 

 

 Select the “Add Child” at the bottom, left side of the screen. 

 The following screen will display: 
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Figure 7b – Add Child Page 

 

 Please enter all of the required data for the new child record 
o First Name 

 Required Field 
o Last Name 

 Required Field 
o Birth Date 

 Required Field 
o Social Security Number (SSN) 

 Required Field 
 The entire social security number must be entered into the system.  After the 

record is saved, the social security field will only display the last four digits 
o Medicaid ID 

 Not a required Field 
o Referral Source 

 Required Field 
 DSS 
 DJJ 
 DOE 
 Family 
 Other 

o Referral Source ID  
 Required Field 
 This field is not required for FAMILY or OTHER 
 This field requires specification when user selects OTHER 

o Race 
 Required Field 

o Gender 
 Required Field 
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o Ethnicity 
 Required Field 

 

 If you select “Cancel”, the demographic data entered will not be saved and the child will be 
deleted. 

 Please select “Save” in the bottom left corner 

 The following screen will display: 
 

 
Figure 7c – Add Child Location 
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 In most cases, the child’s locality will be pre-populated according to the location of the User. 

 If the user has more than one location in which they have privileges, the location will be pre-
populated according to the location selection of the user upon sign in (see Figure 3b). 

 If specific dates are not entered into the system, the Start Date will prepopulate to the current 
date and the End Date will prepopulate to the current date 6 (six) years into the future. 

 The user name will be automatically pre-populated.  

 After the fields are completed: 
o If “SAVE” is selected the user will see the View Child Screen.   
 

 
Figure 7d – Completed View Child Screen 

 
o If “Cancel” is selected the user is returned to the View Child Page with no location attached. 
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Figure 7e – Completed View Child Screen 

 

 The user will not be able to add assessments to the child record until a location is added.  
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How to Add a Caregiver 

 Locate and/or add a child record   

 Open the View Child Page  

 The Child View Screen will display: 
 

 
Figure 8a – View Child Screen 

 

 Select the “Add Caregiver” button in the middle, center of the screen. 

 The following screen will display:  
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Figure 8b – Add Caregiver 

 

 Please complete the page. 

 The following fields are required: First Name, Last Name, State, and Relationship. 
o State will be prepopulated with Virginia (as seen above), but it can be edited by the user 

 Select “Save” at the bottom left side of the screen. 

 Then select the “Caregivers” tab at the bottom. 

 The following screen will display: 
 

 
Figure 8c – View Child Page with the Caregiver Tab Open 
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Editing Caregivers 

 When editing a caregiver’s information the user must first access the child record. 

 The caregiver is selected form the caregiver table. 

 The user is placed on the edit caregiver page.   

 All of the fields are editable 
 

 

Figure 8d – Edit Caregiver page 

Deactivating Caregivers 

When it is no longer necessary to rate a caregiver (e.g., potential placement ruled out, termination of 

parental rights), then the caregiver should be deactivated. 

 This is done on the Edit Caregiver Page 

 The Active box on the bottom right of screen should be deselected. 

 The caregiver will still appear on the Child View Page under the caregiver tab as a part of 
historical record. 

 The caregiver will not appear on the assessment. 
o The user will not be able to complete a caregiver assessment for inactive caregivers 

 The caregiver can be reactivated by the user at any time. 

How to Add Child Locations 

 Locate and/or add a child record  

 The Child View Screen will display: 
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Figure 9a – View Child Screen 

 

 Select the “Add Location” button at the center left of the screen. 

 The following screen will display 
 

 
Figure 9b – Add Location 
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 In most cases, the Child’s location will be pre-populated according to the location of the User. 

 If the User has more than one location in which they have active privileges, the location will be 
pre-populated according to the location selection of the user upon sign in (see Figure 3b). 

 Select the “Save” button at the lower, right side of screen. 

 The following screen will display: 
 

 
 
 

 
Figure 9c – Add Location 
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Please Note: 

 
 If the child is moving from one locality to another, the initial locality must edit the child 

location to have an elapsed Expiration Date.  Then the new locality will add their 
location to the child file with an effective start date and end date.  This will move access 
to the child file from one locality to another.  

o Select the initial locality to update the end date 

 
Figure 9d – View Location 

 

 
Figure 9e – Edit Location 

 



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 34 

 
Figure 9f – View Location with updated End Date 

 
 

o Add a new location with a new effective start date that begins after the initial locality’s 
end date 

 
Figure 9g – Add Location Button on View Child Screen 
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Figure 9h – Add Location Screen 

 
 

 
Figure 9i – View Child Screen with new locality added 

 
 In order to edit the child’s location the User must have a matching location.  If the user 

has the child’s social security number, they are able to add their location to the child 
record. 

How to Edit Child Information 

 Locate the child record and open the View Child Page. 

 The Child View Page will display: 
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Figure 10a - View Child Screen 

 

 Select the “Edit” button at the lower, left side of the screen. 

 The following Edit Child Page will display: 
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Figure 10b – Edit Child Screen 

 

 Enter/Change required information. 

 Select the “Cancel” button if there are no updates or to discard changes not yet saved. 

 The “Delete” button is not available for any child that has data (locations, assessments, 
caregivers) attached to their record. 

o Child records with closed assessments attached cannot be deleted. 
o In order to delete a child record without an assessment attached the user must: 

 Delete any open assessments 
 Delete the locations attached 
 Delete the caregivers attached. 

 Select the “Save” button to update the information. 

 The following screen will display: 
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Figure 10c – View Child Screen with Middle Name Edit 

 
  



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 39 

 

Child Location Table 

Each child’s record maintains a location table. The purpose of the table is to maintain a history of each 

locality in which the child has received service. 

 
Figure 11 – Child View page with Location Table visible 

 Locations that are linked to assessments cannot be deleted. 

 Access to a child can be terminated in a location if the end date is expired by editing the 
location. 
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Child Caregiver Table 

Each child’s record maintains a Caregiver table. The purpose of the table is to maintain a history of each 

caregiver responsible for the child’s care. 

 

Figure 12 – Child View page with Caregiver Table visible 
 

 Caregivers that are linked to assessments cannot be deleted. 

 A child can maintain more than one active caregiver. 

 The caregivers can be linked to different assessments. 

 Caregiver’s activation status can be changed. 

 Assessments cannot be completed on inactive caregivers. 
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Child Assessment Table 

Each child’s record maintains an assessment table. The purpose of the table is to maintain a history of 

each assessment that the child has received.  

 
Figure 13 – Child View page with Assessment Table visible 

 

 Closed assessments cannot be deleted. 

 Open Assessments can be deleted by the user. 

 Open assessments will be automatically deleted by CANVaS 2.0 after 75 days. 

 The user will receive alert messages in CANVaS 2.0 before the open assessment is deleted. 

 A child can receive assessments from multiple users. 

 The users administering assessments must have a matching location. 

 The most recent assessment will appear on the top of the page.  
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Assessments 

CANS 

The CANS is an information integration tool designed to support individual case planning, treatment 
planning and evaluation of service systems, as well as efficacy of treatment and outcomes.  The CANS is 
an open domain tool for use in service delivery systems that address the mental health of children, 
adolescents, and their families.  The copyright is held by the Praed Foundation to ensure that it remains 
free to use.  The Commonwealth of Virginia has been granted permission to employ this tool for use by 
the Office of Children’s Services.  

Assessment Administration  

Assessment Entry Modes 

Data Entry Mode 

Data Entry Personnel only have access to this mode.  In the Data Entry Mode the user is only able to 
transcribe the data as recorded on paper form.  In addition, a Data Entry Personnel can complete an 
open assessment initiated by another user, but only in Data Entry mode.  If the user decides to use a 
different mode of entry, the User must save the assessment and re-enter the open assessment in an 
alternate format.  
 
The following figures provide an example of the Data Entry Mode in the CANVaS 2.0: 
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Figure 14a – Data Entry Mode Selection 
 

 
Figure 14b – Data Entry Mode Selection 
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Figure 14c - Data Entry Mode 

 

Rapid Entry Mode 

Rapid Entry Mode is available to all users who have certifications to administer the selected assessment. 
This mode provides a compact and efficient method of data entry.  This mode presents all of the 
questions grouped into modules.  The user enters the data by selecting the appropriate numerical value 
for the behavior.  This mode is designed to for users who are very familiar with the assessment 
parameters and/or users that have administered the assessment in paper form. If the user decides to 
employ a different mode of entry, the user must save the assessment and re-enter the open assessment 
in an alternate format.   
 
The following figures provide an example of the Rapid Entry Mode in the CANVaS 2.0: 
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Figure 15a – Rapid Entry Mode Selection 
 

 
Figure 15b – Rapid Entry Mode Selection 
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Figure 15c – Rapid Entry Mode 

 

Interview Mode 

Interview Mode is available to all users who have certifications to administer the selected assessment. 
This mode provides a detailed explanation of the domain question as well how to score/categorize the 
child’s behaviors.  This mode presents each question individually with the anchor question and the 
answer definitions.  This mode is designed to give the user as much information as possible to facilitate 
the collection of valid and reliable information for the child. If the user decides to use a different mode 
of entry, the user must save the assessment and re-enter the open assessment in an alternate format.  
Interview Mode is the default mode for CANVaS 2.0 Assessments. 
 
The following figures provide an example of the Interview Mode in the CANVaS 2.0: 
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Figure 16a – Interview Mode Selection 

 

 
Figure 16b – Interview Mode Selection 
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Figure 16c – Interview Mode Selection 

 

 

Difference between Assessment for a child with DSS Referral Source and Other Referral Sources 

Main Assessment 

For children with DSS as their referral source the Trauma Module is required on all assessments 

regardless of response on the trigger item 

 The Trauma Module will appear on the assessment automatically expanded. 

 The user is required to complete these items in order to close the assessment. 
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Figure 17: Expanded Trauma Module for DSS Child (Interview Mode) 

 

Caregiver Assessment 

For children with DSS as their referral source the Caregiver Assessment has two required modules. 

 The Parent/Guardian Strengths and Needs Domain 
o This domain is required on all  child assessments (DSS and nonDSS) 

 Child Welfare Module 
o This module is only required on children with a referral source DSS 
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Children with a DSS referral source can have up to three (3) Caregiver assessments attached to the main 
assessment. 
 

How to Add an Assessment 

If the user has valid certification in CANVaS 2.0, then the user can add an assessment to the child record 
according to their user permissions.  When adding an assessment, the child’s name displays as a part of 
the heading on each page.  This helps the user verify the child’s file that is open throughout the 
assessment. 
 

 Open the child record  for the child you will assess.  

 The following screen will display: 
 

 
Figure 18a – View Child 

 

 Select the “Add Assessment” button in the center row of the screen 

 The following screen will display: 
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Figure 18b – Add Assessment Screen I 

 

 The Assessment Tool drop down menu will prepopulate with the assessment type that 
matches the child’s age. 

o The Comprehensive Assessment will be available for Initial, Reassessment, and 
Discharge assessment reasons. 

o The Reassessment is only available for reassessment assessment reason. 

 The referral source will prepopulate with the referral source designated in the child’s 
record. 

 The location will prepopulate with the locality that matches on the child record and on the 
user location record. 

o The user must select a location from the drop down menu if the child and user have 
multiple active locations that match. 

 The user must select an Assessment Reason. 
o Initial 
o Reassessment 
o Discharge 

 The Assessment Start Date will prepopulate according today’s date.  
o The Assessment Start Date can be altered if an alternate version of the assessment 

was given on an earlier date.  
o Assessments cannot be postdated. 
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 The certified assessor will prepopulate with the certified user that initiated the assessment 
o The Data Entry Personnel will be required to select a certified user from the drop 

down list 

 The user must select the desired Assessment Entry Mode. 
o Interview Mode will prepopulate this field by default. 

 Select the “Start Assessment” button on the lower, left side of the screen. 

 The following screen will display: 
 

 
Figure 18c – CANS Assessment (Interview Mode) 

 

 The user will complete the assessment in selected mode. 

 Key Business Rules to know about the CANVaS 2.0 Assessments 

 All children with referral source DSS are required to complete the Trauma Expansion Module. 
o This is true on both assessment types 

 Comprehensive  
 Reassessment 

o This is true on all assessment reasons 
 Initial 
 Reassessments 
 Discharge 

o For these children the Trauma module will be expanded regardless of answer on the 
stem question. 
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Figure 18d: DSS Trauma Module (Rapid Entry Mode) 

 

  For children whose referral source is not DSS, the Trauma module is only required when the 
“Adjustment to Trauma” item is rated “1” or greater on the Comprehensive version  
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Figure 18e: non-DSS Trauma Module (Rapid Entry Mode) 

 

 All of the stem questions for expansion modules are highlighted in grey 
o This is true in Interview, Rapid Entry, and Data Entry modes 
o If an expansion module is activated by answer 1 or greater on the stem, then 

completion of the module is required to close the assessment. 
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Figure 18f: Expansion Modules (Rapid Entry Mode) 

 

 The Residential Treatment Center Module is only required if the child is in a residential 
treatment program. 

 

 
Figure 18g: Residential Treatment Center Module at end of assessment (Rapid Entry Mode) 

  



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 56 

 

 The user must select “Save Assessment”, “Save and Close Assessment”, “Back to Child View”, or 
“Caregiver Assessment” at the bottom of screen in order to save the assessment.  

o If the User exits the assessment without selecting one of these options the data will not 
be stored in the system. 

 The Caregiver Assessment is required to close the child assessment. 
o For children with referral source DSS, the Caregiver module has two required sections. 

 Parent/Guardian Strengths and Needs 
 Child Welfare 

o For children without referral source DSS, the Caregiver Module has one required section 
 Parent/Caregiver Strengths and Needs 

 

Completing the Caregiver Assessment 

 Select the “Caregiver Assessment” button at the bottom right of the Main Assessment screen. 

 
Figure 19a: Caregiver Assessment Button 

 

 The following message will display for an assessment that does not have any caregiver 
assessments attached: 

 

 
Figure 19b:  Caregiver Assessment 
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 Select the “Add” button on the left of message box 

 The following message box will display 
 

 
 

 
Figure 19c: Caregiver Assessment List – Multiple Caregivers 

 

 
Figure 19d: Caregiver Assessment List- Single Caregiver 

 

 If the desired caregiver does not appear on the list, then the user should select “Add Caregiver” 
on the Caregiver Assessment List page. 

o This will take you to the Add Caregiver page 
 This page will enable the user to create a new caregiver record  
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Figure 19e: Add Caregiver page access from assessment 

 
 Select Save 
 This will add the new Caregiver record to the Caregiver List page 
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Figure 19f: Active Caregiver Assessment List page  

 

 Select the “Add” to the far right of the caregiver who should be attached to the assessment. 

 
Figure 19g: Add Button on Active Caregiver Assessment List page  

 

 The Caregiver Assessment will populate with the caregiver’s name in the assessment title bar. 
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Figure 19h: Caregiver Assessment DSS (Rapid Entry Mode) 

 

 Select Save Assessment in the lower left of the screen. 

 The following message will appear 
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Figure 19i: Saved Caregiver Assessment DSS (Rapid Entry Mode) 

 

 When completing an assessment for a child with a referral source DSS, 
o If the user selects the Next Caregiver button, the user will be directed to the Caregiver 

Assessment list page 
 

  



   

CANVaS 2.0 User Manual v1.00 February 2017 Page 63 

 
 
 

 
Figure 19j: Caregiver Assessment Summary 

 

 This page will give a summary of the status of any started caregiver assessments. 

 From this page the user can  
o Add another caregiver record to the child 
o Select another caregiver assessment to complete, if available 
o Edit caregiver assessment 
o Delete caregiver assessment 
o Return to the main assessment 
o Exit the assessment and return to the child view screen 

 For children with referral source DSS, the user can attach up to three caregiver assessments to 
each main assessment. 

o Select “Edit” to the far right of the name of the caregiver that is not completed. 
o Another Caregiver assessment will open with the new Caregiver name. 
o After the assessment(s) are complete (notate “Yes” under the completed column), 

select “Main Assessment”. 

 For children without referral source DSS only one Caregiver Assessment can be attached to the 
main assessment 

o Select “Main Assessment” bottom of the screen. 

 If the caregiver assessment(s) and the main assessment are complete, select  “SAVE and Close 
Assessment” at the bottom of the main assessment 
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Figure 19k: Save and Close Assessment (Data Entry Mode) 

 

 To exit the Assessment without closing the user can select “Save Assessment”, then “Back to 
Child View”. 
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Algorithm Outcome 

 Outcome is displayed on the Child View page after the assessment is closed  
 

 
Figure 20a: Negative Algorithm Outcome 

 

 
Figure 20b: Positive Algorithm Outcome 

 

 When the assessment is archived on the assessment table, the algorithm results can be seen in 
the Individual Assessment Detail Report 

 This report can be accessed on the far right side of the assessment table, by clicking on the word 
‘Report’. 
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Figure 20c: View Assessment Tab for Report 

 

 After the report is generated, the user can print or export the report using the report control 
panel. 
 

 
Figure 20d: Report Control Panel 

 
o Navigation arrows with page numbers enable users to navigate to the next/previous 

page, skip to a particular page, or skip to beginning/end. 
o The text box with percentage numbers controls the zoom 
o A text box with the “Find | Next” link beside it allows users to search for particular 

words within the report. 
o The Export link (picture of floppy disk with arrow) allows users to select a format type 

from the drop-down box, click the “Export” link and have the report display in the 
format selected.  

 The reports will only export to PDF format 
 The PDF will only populate the information that is visible in the report screen 

o The circle icon is the refresh button. 
o The printer icon allows the user to print the report. 
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Figure 20e: Child View page with Assessment Table 

 

 

How to Complete and/or Edit an Open Assessment 

Once the Child’s file is saved within the system, the User can edit/complete an Open Assessment in the 
child’s electronic file.  When editing/completing an assessment, the child’s name displays as a part of 
the heading for this section.  This helps the user verify the child’s file that is open throughout the 
assessment.  

 Search for the child that you will assess. 

 Select the “Assessments” tab in the lower, left of screen. 

 The following screen will display: 
 

 
Figure 21a – View Child Screen 
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 Select the assessment that needs to be completed or edited  

 The following screen will display: 
 

 
 

Figure 21b – Assessment Mode Selection 
 

 Select “Interview Mode” “Data Entry Mode” or “Rapid Entry Mode” from the drop down menu. 

 Select the “Continue Assessment” button in the lower left of screen. 

 The Assessment will appear in the Assessment Mode selected. 

 The following screen will display: 
 

 
Figure 21c – Child’s Open Assessment 

 

 The following data will display in the assessment title bar 
o Child’s name 
o Assessment Type  
o Entry Mode 
o Assessment Status 
o Referral Source 
o Assessment Reason 

 

 The Assessment Status will read Open and the previously saved data will pre-populate. 

 When the assessment is complete the User will need to select “Save Assessment,” “Save and 
Close Assessment,” “Back to Child View” or “Caregiver Assessment” buttons located at the end 
of the assessment. 

 Selection of the “Save Assessment” button will yield the following message: 
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Figure 21d – Save Message 
 

 Selection of the “Save and Close Assessment” will check the entire assessment, including the 
Caregiver Assessment.  If the assessment is complete the user will be directed to the View child 
page and an algorithm message will appear. 

 

 
Figure 21e – Algorithm results on the View Child Page 

 

 If the assessment is not complete the user will be directed to the portion of the assessment that 
is not complete. 
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 If the Caregiver assessment is not complete, the following screen will appear: 
 

 
Figure 21f – Caregiver Assessment page  

 

 If an item in the main assessment is incomplete, CANVaS 2.0 direct the user to the incomplete 
module 

 The following message will appear. 
 

 
Figure 21g – Main Assessment Error Message 

 

 If an item in one of the expansion modules is incomplete the following message will appear. 
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Figure 21h – Expansion Module Assessment Error Message 

 

User Access to Closed Assessments 

 

Figure 22a – Choosing View Mode 
 

 
Figure 22b – View Only Mode – Main Assessment 
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Episode of Care 

Key Terms 

Assessment Type 

The assessment type is pre-populated on the Add Assessment page according to the age of the child. 

 CANS Birth to Four (4) years 

 CANS 5+ 

Assessment Reason 

The assessment reason is pre-populated on the Add Assessment page according to the reason on the 

most recently closed assessment.  

 Initial Assessment 

 Reassessment 

 Discharge Assessment 

Assessment Tool 

The assessment tool is prepopulated according to the assessment reason selected by the User. 

 Comprehensive Assessment Tool 

 Reassessment Tool 

Definition 

CANVaS 2.0 defines an episode of care as a period of time in which a child is receiving treatment. 

 An episode begins with an Initial Assessment. 

o Each child must have one completed initial assessment per episode. 

o An Initial must be a Comprehensive Assessment Tool. 

 Periodic Reassessments are conducted every 90 days. 

o The number reassessments conducted is not restricted. 

o A reassessment can be either a Comprehensive or a Reassessment Tools  

 When a child completes the episode a Discharge Assessment is conducted. 

o Each child must have one completed initial assessment per episode. 

o A Discharge must be a Comprehensive Assessment Tool. 
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Episodes of care are sequential in CANVaS 2.0. 

 A child can participate in a complete episode of care employing a Birth to 4 Assessment Type 

 A child can participate in a complete episode of care employing a 5+ Assessment Type. 

 Episodes do not run between assessment types. 

o If a child begins treatment before their 4th birthday they will be administered a Birth to 4 

Assessment Type.  If the child turns five years old during their episode of treatment, the 

user will be directed to complete an Initial 5+ Comprehensive Assessment.  This will 

start a new episode sequence. 

 The user will be directed to begin a 5+ assessment even if a discharge Birth to 4 

is not completed. 

 The reports will only compare assessments of the same type. 
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Users 

Adding a New User 

 Log in to the system using an account having permission to add new users (VA Administrators 

and DSU/RAs) 

o VA State Administrators have permissions to add all user roles to CANVaS 2.0 

o VA Administrators 

o DSU/RAs 

o Case Managers 

o Data Entry Personnel  

 All user records are managed by a State Administrator or DSU/RA.   
o State Administrators manage   

 State Administrator records 
 DSU/RA records 
 Data Entry Personnel records 

o DSU/RAs manage 
 Case Manager records 

 On the menu bar at the top of the Home Page select “Administrator” to open the drop down 

menu then selects “User”. 

 
Figure 23a - Administrator Tab 

 

 The following page will display. 
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Figure 23b – User Home Page 

 

 Select “Add” at the bottom, left of the page 

 The administrator will be directed to the following Add User Page 
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Figure 23c – Add User 

 

 Please enter all of the required data for the new user 
o First Name 
o Last Name 
o Gender 
o User Name 
o E-mail Address 

 The following fields are not required 
o Birth Date 
o Mobile Phone 
o Office Phone 
o Phone 
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 If “Cancel” is selected, the demographic data entered will not be saved and the user profile will 
be deleted 

 Please select “Save” in the lower, left corner 

 The following screen will appear: 
 

 
Figure 23d – Add User Location 

 

 Please enter the required data for the Location  
o Role 
o Locality 

 The Start Date will be prepopulated by the system to today’s date but is editable by the 
administrator 

 Please select “Add” in the lower, left corner of the screen 

 If you select “Cancel”, locality data entered will not be saved and the registration email will not 
be sent 

 The location will be able to be seen at the bottom of the View User page 
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Figure 23e – View User Page 

 The user will remain inactive until the registration process is complete. 

 Make notation of the temporary password assigned. 

 New user should go to the login page 

 Enter User Name  

 Enter Temporary Password 

 Select Login 
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Figure 23f – Register a New User – User Login 

 

 User will be directed to Individual Confidentiality and User Agreement Page 
 

 
Figure 23g – Register a New User – User Agreement 

 

 User name and temporary password will be pre-filled. 

 Select a Secret Question and Answer 
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 Read the User’s Agreement and check the box accepting the Agreement. 
 

 
Figure 23h – Register a New User 

 

 After completion, select “Login” in bottom left corner. 

 User will be directed to the homepage and account will be activated. 
 

 
Figure 23i – Register a New User 
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 Select Change Password in the upper right hand corner of screen. 
 

 
Figure 23j – Register a New User – Change Password 

 For the Old Password enter the Temporary Password 

 The user will need to establish a new password. 

 The password is case sensitive.  
o Both entries must be identical.  
o The password must use 3 of 4 character types which are defined as: upper case letters, 

lower case letters, numerals, or special characters. 
o No white space is allowed. 
o The new password must be different from all previous passwords. 

 Select Change Password 

 The following message will display 
 

 
Figure 23k – Change Password – New User 

 

 User is fully registered 

 Select Home on the left side of screen to begin work flow. 
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Global User Search 

If the Administrator desires to locate a user that is already in the system the Global User Search should 

be employed. 

 Select the Global User search under the Administrator Tab at the top of the screen. 

 

Figure 24a – Administrator Tab on Homepage 
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 The following screen will display. 

 

Figure 24b – Global User Search 

 

 Only the Last Name field is required.  

 The administrator can enter the stem of the user’s last name and view all of the names 

containing that stem. 

 

Figure 24c – Global User Search Results 
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 The administrator can also type in the full last name of the user. 

 Employing the email address and gender fields will further narrow the search. 

 

Figure 24d – Global User Search 

 

 Select Search in the lower left of screen. 

 

Figure 24e – Global User Search Results 

 

 Select the user name from the table. 

 The following screen will display. 
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Figure 24f – Global Search: View User 

 

 If the name entered is not in the solution, the following message will appear. 

 

Figure 24g – Negative Global User Results Message 
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Terminating a User’s Access 

 Under the Administrator tab select Users 

 The User List page will appear. 

o This page is filters by role and location. 

 DSU/RA will only see users that are assigned to their locality, 

 VA Administrators will see users throughout CANVaS 2.0. 

 The desired users can be found by scrolling through the list or by employing the text search at 

the top right of screen. 

 
Figure 25a – User List Page 

 

 Type in the user’s First or Last name. 

 Select “Search”. 

 If the user is not found, the following message will display. 
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Figure 25b –User Search Message 

 If the user is found, the following message will display. 

 

 

Figure 25c –User Search Page 

 Select the user from the list. 

 The View User page will display. 
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Figure 25d – View User Page 

 Select Edit at the bottom left of page. 

 The edit User page will display. 
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Figure 25e – Edit User Page 
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 Deselect the Active box at the bottom of the page 

 Select SAVE. 

 Inactivating a User will restrict their access to CANVaS 2.0. 

 The user will not be able to log into the system. 

Deleting a User 

Users should not be deleted out of CANVaS 2.0.  Terminating access is the best practice.  
A User cannot be deleted if they are attached to an assessment and/or a locality in CANVaS 2.0. 
 

 Select “Administrator” from the menu bar at the top of the screen 

 Select “Users” 

 Search for the user to be deleted 

 Select the user 

 User’s demographic information will appear: 
 

 
Figure 26a – User Page 
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 Select Delete at the bottom left of the screen 

 The following message will appear: 
 

 
Figure 26b - Deletion Message 

 

 Selecting Cancel will return to the User Demographics screen 

 Selecting Delete will delete the User 
 

Please note:  The User cannot be deleted if they are interconnected in the CANVaS 2.0 system.  All User 
connections must be deleted first in order to delete the User.  Children cannot be deleted if they are 
attached to an eligibility assessment.  Consequently, the User who administered the assessment cannot 
be deleted. 

 

Managing User Certifications 

A user cannot enter an assessment if there is not a valid certification attached to the user’s record.  The 
only exception to this rule exists for Data Entry Personnel.  The Data Entry Personnel can enter 
assessments in Data Entry Mode without a valid certification. 
 
Managing the certifications is the responsibility of the State Administrator.  A user will receive a warning 
message when they login if their certification is set to expire within 30 days. If a user’s certification is 
allowed to expire they will not be able to enter an assessment until they have renewed their 
certification with Praed Foundation. 
 
The User certification will be pre-populated in the CANVaS 2.0 solution. However, a State Administrator 
can manually enter and edit the certifications for users if a technical issue occurs.  The DSU/RA 
Administrator Role cannot manage user certifications in CANVaS 2.0. 
 

 Select Administrator from the menu bar at the top of the screen 

 Select User form the drop down menu 

 Search for the User and select 

 The following screen will appear: 
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Figure 27a – State Administrator View User Page 

 

 Select Add User Certification from the bottom center of the screen. 

 The following screen will appear: 
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Figure 27b – Add Certification 

 

 Enter correct data  
 

 
Figure 27c – Add Certification 

 

 Select Save.  

 The State Administrator will return to the User Demographics page. 

 Select Certifications at the bottom left of page. 

 The new information will appear: 
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Figure 27d – View Certifications User Screen 

Moving a User to a New Location 

When a user moves to a new locality, it is best practice to add the new location to the user record and 

edit the date on the expired location record. 

 Select Administrator from the menu bar at the top of the screen. 

 Select User from the drop down menu. 

 Search for the User and select. 

 The following screen will appear: 
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Figure 28a – View User Screen 

 

 Select Add User Location/Role at the bottom center of the screen  

 The following screen will appear: 
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Figure 28b – Add User Location/Role  

 

 Enter location data and the role of the User at that location 

 If a role/location is entered that the user is already assigned, the following message will appear 
 

 
Figure 28c – Duplication Message 
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Figure 28d – Add User Location/Role 

 

 Select Add at the lower left of the screen 

 The Administrator will return to the User Demographics page 

 Select Locations at the bottom left of page 

 The new information will appear: 
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Figure 28e – View User 

 
Please Note:  
 
A User can be registered in multiple locations in the CANVaS 2.0 solution.  The user will have access to 
data and children in any locality that he/she is recorded active.  If the user is no longer active in a 
location and should be denied access, the End Date for the location must be adjusted to the appropriate 
date. 
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State Administrator’s Child Search 

State Administrators can search for child records by employing the global child search 

 Select the VA Administrator Tab 

 Select Child 

 The Child list page will appear 
 

 
Figure 29a – Register a New User 

 

 A child’s record can be found by  
o Scrolling through the list 
o Employing the search box at the top right of child list 

 The user may enter full or partial data into the search text box and the system will 
display all possible matches.  

 The system will not search using middle names.  
 The system will not yield a successful search if information from two (2) or more 

fields is entered into the search text box.  
 The search is an exact match search. 
 Do not use spaces in the test box 

 

 After you have entered the Child’ criteria select the “Search” button to the right of the text box.  

 The following message will display for an unsuccessful search: 
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Figure 29b – Unsuccessful Child Search 
 

 The following screen will appear for a successful search 
 

 
Figure 29c – Successful Child t Search 

 

 Due to the search parameters, the results may yield more than one possible child match.  

 Select one of the children in the results screen by clicking on the record. 

 The following screen will appear 
 

 
Figure 29d – Successful Child Search 
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How to Merge Duplicate Child Records 

This functionality is the responsibility of the State Administrators. 
 
User must have State Administrator privileges to Merge Children regardless of which location the child 
files are associated  

 Select the “State Administrator” at the top, left side of your screen. 

 From the dropdown menu, select “Merge Children”. 
 

 
Figure 30a – Merge Child Records 

 The following screen will display: 
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Figure 30b – Merge Children 

 

 Type Keyword in Column 1 (left) 

 Select the “Find” to the right. 

 The following menu will display: 
 

 
Figure 30c – Merge Children  
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 Select appropriate Child name to merge from the dropdown menu. 

 The column below the search text box will populate. 

 The search text box on the right side of the screen will also prepopulate. 

 The following screen will display: 
 

 
Figure 30d – Merge Children 

 

 Select the alternate Child name to merge from the dropdown menu on the right. 

 The column below the search text box will populate. 

 The following screen will display: 
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Figure 30e – Merge Children 

 

 Any additional child data can be added to the child record at this time. 

 The screen will resemble the following figure: 
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Figure 30g – Merge Children 

 

 Select the Merge Children button at the bottom center of the screen. 

 
Figure 30h – Merge Children 
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 The View Child screen with the merged child data will display: 
 

 
Figure 30i – Merged Children Record 

 

 The Administrator is not allowed to delete locations – even if the duplicate entries are identical. 

 The Administrator is not allowed to delete Assessments. 

 Any additional changes to the data need to be done by editing the child profile. 
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How to Contact the CANVaS Help Desk 

 
Any questions regarding the CANVaS 2.0 Solution should be directed to the CANVaS Help Desk or the 
state administrator within the Office of Children’s Services. The CANVaS Help Desk is available and can 
be called between the hours of 8:00 AM and 5:00 PM toll free at (800) 727-8329 for assistance.  The 
Help Desk can also be reached via email on the bottom of screen with the solution. 
 


