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My Dashboard - Dragonfly Job Aid

The My Dashboard screen is the first screen that appears after logging into the application. This
screen allows workers to view and access Referrals as well as navigate to other areas of the
application including Technical Assistance.

My Dashboard
R GELG  Technical Assistance Search  Admin= Samantha Murphy-

My Dashboard
Assigned Worker Wy Dashboard w
W Actions

Create New Referral View TA Dashboard Search Existing Referral

? Pending Referrals (0}
» Active Referrals (4)

¥ Active Referrals (On Hold) (0)

Accessing My Dashboard

1. The Dashboard button can be found at the top of every screen.

Clicking on the Dashboard button or the application logo [ E ] at the top of any screen will also
navigate the user to the Dashboard.
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Basic Dashboard Elements

¥ Active Referrals (1)

Sort Indicator Hyperlink Search Within Referrals: F Search
, Referral DateD Referral ID Fi me Last Name Referred By Referral Worker Status} Headers
= Reason
5 th 5 th
3/1/2017 55355 SUSIE SUNSHINE amantna Other amantna Open
Murphy Murphy
Show | 10 entries First  Previous 1 Mext Last

m Pagination

¢ Headers: Identify what type of information can be found in the grid columns.

e Sort Indicator: [ ¥ ] This indicates what direction the Header in the grid is sorted in to. To sort
A
the list on a specific Header, click on the desired Header. The sort indicator will point upward [ v ]
for ascending order or downward [ ¥ ] for descending order.

¢ Hyperlinks: Hyperlinks within the grid will open the item in the grid. Clicking on 55355 will open
Referral# 55355.

e Pagination: Longer lists will be separated into pages. These pages can be navigated by using the
First Previous 1234 Next Last links to the bottom-right of the grid. To the bottom-left of the
grid is a drop-down option, Show : entries, that allows users to change the number of grid
entries displayed per page.

e Search Within... : These search fields can filter the grid down to any grid item containing all or
part of a word, date, or number.
o The filter will only apply to text and numbers that are contained within the grid itself. For
example: Typing “Other” will filter the list to all Referrals with a Referral Reason of Other.

o This search also accepts partial entries. For example, typing “55” will filter this list to
include any Referrals with 55 in the Referral Number. Typing “Sus” will bring up all Referrals
where the name starts with Sus, for example, Susie Sunshine.

o To clear the search results, click the X that appears to the right inside the search field or
delete the search terms.
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My Dashboard

1. After selecting the Dragonfly tile [ B8 ] on the Synergy splash screen, the user will be taken

directly to the Dashboard

. All of the Referral panes on this screen default to being closed. Use
the chevrons [ p XV ] to open and close the panes. The title of each pane also contains the

number of items in that pane in parenthesis, for example: ? Active Referrals (5).

2. Static Navigation Buttons: These navigation buttons will always be at the top of the screen and can
be accessed from any screen in Synergy. Depending on the user’s level of access there may be
more or less options available. All users will have Dashboard, Technical Assistance v and
Search. Administrators will also have the Admin v menu option as well.

= ‘ Dashboard Technical Assistance~ Search Admin~ Amber Davis+

dragonfly

3. Technical Assistance v : Click on the down arrow [ v ] to access the Technical Assistance menu and
navigate to the various screens.

Technical Assistance~

Dashboard
Meeting
Consultation
Crisis Response
System Education

System Building

4. User Menu: The name of the logged in user will be displayed. Clicking on the drop-down will give
the user the options to log out or navigate back to the Synergy splash screen.

Amber Davis=

Back to Synergy

Logout
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5. Assigned Worker: For all users (except Administrators and Supervisors) this drop-down will be
locked to "My Dashboard” and will only show items assigned to that user.

Assigned Worker My Dashboard

a. Administrators and Supervisors can select other users from the Assigned Worker drop-down
to view those user's Dashboard.

6. { &~ Actions

W: The Actions pane allows the user to: Create a New Referral, View TA (Technical
Assistance) Dashboard, or Search Existing Clients.

¥ Actions

Create New Referral View TA Dashboard Search Existing Referral

a. Create New Referral : This action button is used to create a new Referral and navigates
to the Consumer Info screen of the new Referral.

b. View TA Dashboard : This action button navigates the user directly to the Technical

Assistance Dashboard screen.

C. : This action button navigates directly to the Search screen to allow
the user to search through existing referrals.

7. { & Pending Referrals l

pane: This pane contains new referrals that have not been reviewed and
assigned yet.

8. { v Active Referrals } pane: This pane contains open referrals assigned to the user.

9 ( & Active Referrals (On Hold) W

pane: This pane contains open (on hold) referrals assigned to the user.
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Technical Assistance Dashboard

1. Navigate to the Technical Assistance Dashboard by either clicking in
the( & Actions

W pane or using the Technical Assistance v menu.

2. (v Technical Assistance Search Results w pane:

Technical Assistance

¥ Technical Assistance Search o
TAType TypesTopic Parmer
View My TA o Select- v Select- ~ Select- v

Provider School District School Building Assigned Worker

-Select- w Select- w Select- ~ Select- ~

¥ Technical Assistance Search Results(5)

Search
+  TADate TAID TAType TypeTopic School School Provider Other Assigned Status
Diistrict Buiding Worker
Western P
+ | 06/01/2023 | 18525 Regional A A A A 2 R Closed
cap Heidric!
Systermn a amie
+ | 05/23/2023 | 18527 g i __ A MIA Auberle MIA ) e Closed
Education Program Heidrich
(SAP)
+ | oa 18526 | Consultation |  302/201 /A NIA 7 /A Jamie | qoceq
Heidrich
e | s System Blended SC _— Jamie
+ | 04/05/2023 8528 i 15 Open
=S e Building Ssues Heidrich
= | 2eene Crisis Student DEER LAKES | DEER LAKES Jamie =
= 0- o R sD M £ Heidrich | OPe"
Show| 10 W | entries First  Previous 1 Mext  Last

a. The Technical Assistance Search Results pane is automatically filtered to view only the
logged in user’s TAs (“View My TA”). To view all TAs, select “View All TA".

b. Users can search TAs using various search criteria fields in the [ Technical Assistance search |

pane.

c. To view a TA, click on the TA ID in the grid.

d. To view additional details about the TA entry, click the +
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For more information...

For assistance, please contact the Allegheny County DHS Service Desk at 412-350-HELP (4357), option 2 for
the DHS Service Desk.
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