OPTIMA GUIDE
A few things to note:
1. Optima is “In the Cloud”, that means, you log onto a website, i.e. Facebook and it is not a program you load on
your computer.
2. The easiest way to find the Optima website is to go on the CASA of the Pines page (www.casapines.org.) you will
find the optima link under the Volunteer tab.
3. You CAN NOT break it. You can click on anything and look at it and it will not mess it up.
4. If you want to see something on any section on any screen, click on the magnifying glass.
5. If you need help, please contact us. We will be glad to schedule one on one training with you. Anyone
in the office will be glad to sit down with you and help.

How to add notes to your case:
1. On your volunteer dashboard/main screen, click on your case, which is the number under the words “ Case
Number ”.

2. On the next screen go down to the bottom of the page for the most important section: “Contact Logs”.
This is where you will put all of your information and work in.
3. When you want to add your work on the case click the green “Add” button.

4. You will then be on a screen that asks several questions, such as what date you did the work, who you contact-

ed, if it was a face to face, phone call etc. These are all easy questions that you will know the answer to.
5. What you did on the case you put in “Notes”. You can cut and paste emails here, (take out the email address or
it will do an error screen), notes after a visit, notes after a phone call, court etc.
6. Make sure to add how long you spent on the activity under hours. Also add your mileage and any expenses, i.e.
meals purchased, if you traveled out of your base county. Also please make sure to include the address you
traveled to in your notes.

7. When you finish adding your notes click the green “Create” button at the bottom.

How to add Case Documents:
1. On the main page you will also find a section called “Documents”. This section is where you will add all of the documents
pertaining to your case. Your Casework Supervisor will also add any documents that they may have.
2. Click on the “Documents” button.
3. Click the green “Add” button at the bottom.

4. Click “Choose File” and then find the file on your computer.
5. Click from the menu the type of document and put the date.
6. Click the green “Save” button.

7. Below are some examples of documents that might be added to a case.

