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*You will find the Optima link at the bottom of the Homepage 

 
 
 

Log In 

 
Optima 

 

https://www.casafresnomadera.org/ 

 

 

https://www.casafresnomadera.org/
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Click on the 
Personal 

info button 

*Volunteer Dashboard – Treat this like your home button 

 
 

How enter Demographics, Emergency Contacts & Employment 
 
 
 

Username: First name.Last name (no spaces) 
 

Password is going to be your first and last 

name initial. First name initial is CAP. The rest 

are lowercase. Followed by: @ and your DOB 

in two-digit format 

Example: Fp@121582 

*If you have 2 last names it will be: 
 

Example: Fgp@121582 
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*Homework – Go to your demographics and update anything 

that is incorrect or missing. 

 

 
 
 
 
 

Click on the Edit 

button to add or 

update Personal 

information 
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Click on the 
Personal 

info button 

 
To add or update 

Emergency Contacts 

Click the ADD button 

 
 
 
 

How to Enter Emergency Contact information 
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*Homework – ADD at least 1 emergency contact 

 

 
 
 
 
 
 
 
 
 
 
 

Make sure you click on the 

CREATE button when 

finished to save all 

information 
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Click on the 
Personal 

info button 

Click on the Edit 

button to add or 

update Employment 

How to Enter Employment Information 
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*Homework – Make sure your current or most recent career 

is entered and/or correct. 

 
 
 

 
 
 
 
 
 
 

You only need to complete the Career Type and Employment 

Status, everything else is Optional 
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*Make sure to add people 1st- then Placements, then start 

entering Contact logs 

Click on the magnifying 
glass to view case details 

Volunteer Dashboard 
 
 

How to enter Family Members 
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Enter all 
information for 

NEW family 

members 

Click CREATE 
once all info is 

entered 

 
 
 
 
 
 
 

 

Scroll down to 

view Family 

Members and Click 

ADD 
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Always select a 

child. 

Click ADD to add 
the relationship 

to the child. 
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Click ADD to enter new 

Associated parties 

How to enter Associated Parties 
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Select the name of the 

Associated Party and click 

SAVE 

 

 
 
 
 
 

If the Associated Party already exists in the list: 
 

 

NOTE: Please be sure to check the drop down EVERY TIME to 

make sure that the attorney, caseworker, or interested party is not 

already on the list PRIOR to adding a NEW one. 
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Click NEW to add 

Attorney, 

Caseworker, or 

Interested Party. 

 

 

 
 

 

If the party does not already exist in the drop-down menu: 
 

You will see the Associated 

Party along with all the 

information in the list 

shown below. The list is 

sorted alphabetically. 
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Once you have entered the information and 

clicked the create button, you will be directed 

back to this page. Make sure to choose the 

party from the drop down menu, make sure 

the correct party type bubble is checked and 

then click save. Your associated party should 

now appear in the associated parties tab. 

Click SAVE 

 

 

 

 

Note: You will enter all 

Attorneys, SW’s, SWS’s, 

Therapists, teachers, etc. in the 

associated party tab 

Make sure to click Create to 

save your entry. 
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Click ADD to enter the 

current placement of your 

child(ren) only after you 

have entered all family 

members and associated 

parties. 

How to Enter Placement Information 
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“From” and “With Siblings” field are both 

required in order to save your entry. 

“From” refers to the date the children were placed 

(estimation is ok if you do not know the exact date) 

“With Siblings” only refers to those siblings who 

were also removed. 

Make sure to click the 
create button once 

you have everything 

entered. 

 
 
 
 

 
Checkmark the children: If you have 

a sibling set, be sure to checkmark 

only the children who are living in 

the placement you are entering. 
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In the Contact Logs 
tab click ADD to add 

new log 

 

How to enter Contact Logs 
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Be sure to 
enter the 

correct date 

Be sure to 
select the 

child that 

the log 

pertains to, 

it could be 

more than 

one child 

All family 
members & 

Associated 

parties should 

appear here 

after you enter 

them 

 
 

 

 

Enter hours in 15-minute increments 
 

 
Please enter as: 

 

.25 

.50 

.75 
1.0 & so on 

 

**Mileage & Expenses – Only if you want to track for your own purposes 

*IMPORTANT! 1st- You must choose at least 1 child for every 

Contact log you enter. 
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Click CREATE when 
done entering all 

information 

*This is what it should look like 
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*Your Supervisor will first review the 

contact log hours before they are 

approved. Prior to that they will show as 

pending 
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In the Training Logs 

tab click ADD to add 

new log 

How to Enter Training Logs 
 
 
 
 

 
 
 

 

**Books/Articles also count toward training hours. Contact your supervisor for information and 

approval. 
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Enter date 
of 

attendance 
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Enter 
Training 

Topic 
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*Homework – Enter Optima hours. 

 

 
 
 

 

 
 
 

 

**Optima training counts towards your 12 hours 

Click the CREATE button once 

you have entered all 

information 
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Click the Document tab 
 

This is where are the 

documents for your case will 

be found. 

 

 

*Documents Tab 
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*Filter By  
 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**Indicated arrows will are to highlight Documents Categories 
regularly entered in Optima Documents. 

 

Filter options: You can sort 
the time frame you’d like to 
view by entering the dates 

and clicking Apply.  

 

Or indicate the 
Document Category 

you’d like to view and 
again clicking Apply. 
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Find the document on your 
computer. Indicate the Document 
Type from the list above. Finally, 

include the date the Document was 
filed/completed and Save. 


