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CANS Command Center Quick-Start Guide 

 

Overview 

Using Apex Evaluation’s Command Center platform, the Performance Outcomes 

Reporting Tool (PORT): CANS tool will aid in the digital collection of client data. This 

step-by-step guide will familiarize users with the new interface. 

 

Section 1: Accessing PORT: CANS in Command Center 

1. Open an internet browser (Google Chrome, Microsoft Edge, Firefox). 

   
                                                         

2. In the address bar, input the following link: https://cc.apexeval.org/ 

 

*Note* - You may want to favorite this link if you will be using it often on the same computer. 

 

3. https://cc.apexeval.org/ should direct you to the Apex Command Center login page. 

 

https://cc.apexeval.org/


   

  4 

4. If you do not have an account, click the “Need an Account” hyperlink on the 

homepage. 

 

A pop-up window will appear providing contact information for an Apex representative 

who will assist with your account creation. 

 

5. Once your account has been created, input your login information – the system will 

then prompt you to create a new login if this is your first-time logging in. 

 

6. Once logged in, you will be taken to the Command Center homepage. This page is 

populated with data sets tailored specific to your login credentials. (NOTE: the live 

dataset will be green) 
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Section 2: Enter new clients from the home page 

1. We will be using the PORT: CANS data set 

 

2. To add a new client to the data, select “Add Record” 

 

 

3. The first screen will be a basic demographics screen, capturing name, DoB, 

treatment location, gender, race/ethnicity, LGBTQ status, services client is receiving, 

type of coverage, funding source, and parental status. 
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4. Select “Save & Continue” to advance to the next screen. 

 

 

5. This will bring you directly to the client’s CANS survey. You can begin the 

questionnaire immediately by selecting “Ready! – click to begin”.  

 

 

OR 

You can also find the client entry by searching the records list, either with the search by 

or by scrolling through the list. 

*You can use the search bar at the top to find your client quickly, searching by name* 

 

 

6. (In the records list) notice each client entry displays information, as well as three 

hyperlinks. 

 

• View – quickly view demographic info entered when client record was first created 

• Edit – edit demographic info entered when client record was first created 

• Update – view and edit CANS survey questions 
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7. Select “Update”. This will direct you to pre-interview screen. 

 

8. Select Ready! – click to begin 

 

 

9. This will bring you to the CANS survey section.  

 

Here you can select each section to reveal a drop down menu of questions for each 

section. 
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10. When you are finished with a section, you may select Save & Continue to complete 

the current section and advance to the next one.  

OR 

If you need to save current progress and exit Command Center, selection Save & Exit. 

 

 

11. As you complete each section, it will be marked with a green checkmark. 

 

 

Section 3: Updating or Editing an Existing Client 

1. Select “Records List” from CANS Chiclet. 

 

 

2. Find your client in the list of clients, either by using the search bar or scrolling. To 

continue the CANS survey with a client that is already in progress, select “Update”. 
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3. Select “Ready! – click to continue”. This will take you to the last saved point in the 

survey. 

 

 

 

Section 4: Viewing Reports  

1. To view data reports, select “Reports” on the CANS Chiclet. 

 

 

2. This screen displays basic reporting statistics of the COMPLETED surveys. 
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3. Select Completed Forms 

 

 

From here, multiple client or single client reports can be exported (CSV or PDF).  

 

For a single client report, the user has the option of exporting the CANS report (PDF or 

HTML), the ACE report (PDF), or the Text report (PDF or HTML). 

• Get PDF CANS report – downloads the Bubble report to users computer as a 

PDF file. 

• Get HTML CANS report – opens the Bubble report in a new window in browser. 

• Get PDF ACE – downloads the Adverse Childhood Experiences (ACE) Bubble 

report to users computer as a PDF file. 

• Get PDF Text – downloads a summary report of the CANS that includes text 

answers to users computer as a PDF file. 

• Get HTML Text – opens a summary report of the CANS that includes text 

answers in a new window in browser. 
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The PDF Bubble option creates a report that displays patient results, strengths, and 

actions needed, with a scale of responses (0 to 3). Action items are flagged. 

 

 

The PDF ACE option creates a shorter report that displays patient results on only the 

Adverse Childhood Experiences (ACE) questions of the CANS. This report also has a 

scale of responses (0 to 3). A Total ACE Score is provided at the end of the report. 
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4. Aggregate Reports 

 

 

Aggregate Reports section allows the user to view client data in five ways. 

 

 

• Individual Progress Report – This report is available for a client who has a 

completed baseline and at least one completed follow-up report. This report 

compares a clients baseline and follow-up scores and provides the user with a 

view of the clients scores in each domain.  

 

 User should select the preferred domain and client, then select Display Report. 

• Individual vs State Progress Report – Provides the user with a comparison of a 

clients baseline scores next to the aggregate state scores in each domain. 

 

 User should select the preferred domain and client, then select Display Report. 
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• Item Breakout Report – The user selects a question and a graph is provided that 

shows the percent of all participants with an actionable need in 5 areas (Initial, 

Continuity, Clinical Progress, Newly Identified, and Worsening). 

 

User should select the preferred question, then select Display Report. 

• Aggregate Needs Over Time Report – Provides the user with a comparison of all 

clients baseline vs current scores in each domain.  

 

 User should selects the preferred domain, then select Display Report. 

• Aggregate Strengths Over Time Report – Provides the user with a comparison of 

all clients baseline vs current scores in the Child Strengths Domain. This report 

can provide insight about the development of all participants strengths over time. 

 

 User should select the preferred domain, then select Display Report. 
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5. Export Builder 

 

 

Export builder allows for the user to narrow down which question he/she wishes to 

export for analysis. 

 

 

Once the user has checked or unchecked all relevant fields, scroll to the bottom of the 

page and select Get CSV file. 
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6. Quick Reports 

 

Quick reports are a way for the user to view data on a single client without having to 

export the data into an external format.  

 

Simply hover the cursor over each colored circle to see a more detail breakdown of the 

client’s response. 

 

 

 

 

 

 

 

 



   

  16 

If you have any questions, please contact Apex: 

 

Contact Information 

Name        Annie Theodoropoulos Email          a.theo@apexeval.org  

Name        Lucas Fillinger Email          l.fillinger@apexeval.org 

Name        Jamie Duvall Email          j.duvall@apexeval.org 

 


