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Introduction 
This guide will discuss the basics of the using the GAIN-SS within Apex Data 
Hub. CYFD generally refers to the Apex Data Hub as the PORT. 

For additional guidance regarding GAIN-SS, please consult the Project 
Evaluator. 

Add a Record 
 

Log into Apex PORT 

a. Enter the following address into your internet browser (Google 
Chrome is preferred) - https://cc.apexeval.org/ 

b. Input your login credentials (Click “Forgot your Password?” or 
“Need an Account?” if necessary.)  

Locate the PORT: GAIN-SS Chiclet 

 

 

 

 

 
 
 
 

STOP – Check the records list before adding a new Record! A 
youth would be in the records list already if any data has been 
entered for that youth in any PORT chiclet. Checking for the youth 
before adding them will minimize duplicate records in PORT. To 
search the records list, follow the steps below. 

https://cc.apexeval.org/
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1. To search the records list for a client, select “Record List” on your 
chiclet. 

 
 

2.  At the top of the page, there is a search bar that says “Search Clients” 

 
 

3. Use this to search for a client before creating a new profile. 

Once you have confirmed that your client does not already have a youth 
profile, you can create a new one. 

 

To create a new record with GAIN-SS, use the following steps:

 
 

1. Select “Add a Record “. 
2. Input the client information into the respective fields. 
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3. Once you have input all the required fields, a “Save & Continue” 
button will appear at the bottom of the page. Select this to create the 
new client in the system.                                                       

 
 

                                                     
  
 
 

Records List 
Once your client has been added, you can find him/her in the records list.  

Editing Demographic/Youth Profile information. 

To edit an existing record within GAIN-SS, use the following steps: 

1. Select Records List from the GAIN-SS chiclet. 

 
From this screen, you can view previously entered records, edit the 
demographic information previously entered, or start/edit an 
assessment. 

A ‘site’ will be selected by 
default – please make sure 
it is correct or select the 
correct site from the drop-
down. 
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To quickly view demographic information entered when the 
record was created, select “View” 

 
To edit demographic information, select “Edit” 

 
 

Starting an Assessment 

Now that your client profile has been created, you are ready to start doing a 
GAIN-SS. 

1. Locate your client in the records list. 
2. Select Start GAIN-SS. 

 
 

3. When you click on “Start GAIN-SS”, you will have an option of either 
English or Spanish. 

 

Assessments 



7 
 

4. This will take you to the assessment screen. You will see Start a new 
GAIN-SS on the left side of the screen. If the client has never had any 
assessments completed, the GAIN-SS History will be empty. 

 
5. Click on Start a new GAIN-SS  to start the assessment. 

Completing an Assessment 

Once you have selected Start a new GAIN-SS, the assessment will begin. 
Use the following tips to guide you through the assessment. 

1. Completing Drawers 

Each section of the assessment is housed in a “drawer”. To open a 
drawer, simply click on it. You can close a drawer by clicking on it 
again. 

 

 

Before clicking on drawer 

After clicking on drawer 
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2.After you input all the required data into a drawer, click Save and 
Continue at the bottom. The drawer will close and turn green with a 
green check mark also appearing on the far right.  

   

 
 

 
 
 
 

Saving Data 

There are two options to save data on an assessment – Save & 
Continue or Save & Exit. Both options appear below every section. 
YOU MUST SELECT ONE OF THESE OPTIONS TO SAVE YOUR 
DATA. 

 

 

After Saving 

Before Saving 
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Save and Continue. This is the most commonly used save option. This 
allows the user to complete a drawer and continue with the assessment. 

a. Save and Exit 

This option is useful for users who need to temporarily exit 
the assessment and continue later. Selecting this option 
will save the drawer data and exit the assessment. 

 

If you Save and Exit, you can return to the assessment by 
simply locating your client in the records list and selecting 
the Start GAIN-SS  hyperlink then click to edit. 

 

 

 

 

 

 

 

 

 

 

 

STOP – Are your sections still grey after selecting Save & 
Continue? That probably means some data fields have not been 
completed. Go back to that drawer and see if you missed anything. 
If the problem persists, please contact Apex Technical Support at 
(505) 816-7233. 
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STOP – Did you not receive this message after completing all 
sections? Go back and ensure no sections or subsections are 
grey. If the all sections appear to be completed, but you still 
don’t receive this message, please contact Apex Technical 
Support at (505) 816-7233. 

 
Completing the Assessment 

After all sections of the assessment have been marked green 
(indicating they have been completed), you will be notified that 
you are almost done. “Click here” to complete the assessment. 
You will see another screen telling you the assessment is being 
submitted. This may take a few seconds. You do not need to do 
anything else to save your data. 
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Reassessment Interviews 

You can view all other assessments that have been completed on either an 
iPad or in Apex Hub.  

To conduct any reassessment, select Start a new GAIN-SS. 

 

Reports 
To view alert reports, use the following steps: 

1. Select “Record List” from the GAIN-SS chiclet. 

 
2. This takes you to the “Record List” home page. From here you will 

select “Start GAIN-SS”  to view GAIN-SS History: 
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3. From here, select “view” to review the Alert Report. 

  

 

 

 

4.  Alert Report
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Conclusion 
This is the end of the GAIN-SS Guide for the Apex Hub. Please use the 
following resources for any additional questions. 

Further questions on: 

Issue Contact Name Contact Information 
Program Requirements Nancy Hood n.hood@apexeval.org 
Collecting Data Jacqueline Eckman j.eckman@apexeval.org 
Account Setup & 
Assistance 

Stephanie Soto s.soto@apexeval.org 

 
Report Created:8/1/2017 
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