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Main Screen for Volunteers

Your case(s) will appear here.
Click on the blue Case Number to access details.

“Shortcut” – to enter a
Contact Log, click on the 
icon on the same line as 
the Case Number
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Main Screen for a Case

Basic Case Information
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This section displays the name of the volunteer(s), and supervisor, who are assigned to the case. It also shows 
the dates the people were assigned.

This section displays the names of the child/children, gender, birthdate, volunteer,  and supervisor.
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This section displays location where each child is currently placed.

This section lists the family members involved in the case.
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This section contains several “tabs” – volunteers primarily use:
Contact Logs – Documents - Hearings

Contact Logs are used to enter notes of visitations, court hearings, track time, and hours.
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The Documents section is where all the court documents, CASA reports, and other case- related papers are stored.

The Hearing section lists all of the upcoming hearings, and also a history of previous hearings details.
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Date the activity took place
Type of activity

Title (optional)

Type of contact

Number of hours/miles

Log notes

Create when finished

Contact Logs-1
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 Individuals contacted

Enter names of 
others who were 
contacted

Contact Logs-2
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Contact Log Pending Approval
Contact Logs-3
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Volunteers can update Languages, Disabilities, Schools, and Placements

CHILD INFORMATION
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FAMILY MEMBER 
information can be 
updated. Please use 
the Notes box to 
indicate when you 
make an update.

FAMILY MEMBERS
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Volunteers can update Relationships, Languages, Disabilities, Concerns, and Employment

FAMILY MEMBERS
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Volunteers can add caseworkers, attorneys, and interested persons to the case. These 
individuals must have been previously entered into the Optima system.

ASSOCIATED PARTIES
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Volunteers can upload documents.

DOCUMENTS
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