Use

Community Resource
Coordination Groups

CRCG Data Collection System

Frequently Asked Questions

Access Issues

How do users access the Community Resource Coordination Groups (CRCG)
data collection system?

e Each month, CRCG data reporters receive an automated email containing a
unique link to access the data system. Users must click the link to access the
data system’s home page. The link expires at the end of the month, so users
must use the current month’s email to access the data system.

What if a user doesn’t receive the email to access the data system?

e Email settings may block the incoming email message. To ensure the
delivery, users should mark DoNotReply-CRCG@hhs.texas.gov as a safe
sender in their email account settings.

Can multiple people access the data system?

e No. Only the desighated CRCG data reporter can access the data system
using the unique email link. If a data reporter changes, the CRCG should
contact the HHSC CRCG team to update access.

Who should users contact for help?

e Users can call the HHSC CRCG team at 512-206-5255 or email
CRCG@hhs.texas.gov.

Entering and Submitting CRCG Staffing Data

How do data reporters enter data for multiple CRCGs?

e Data reporters for multiple CRCGs receive one email with a single link. After
clicking the link, they can select a specific CRCG from the Select CRCG drop-
down menu on the Data Entry Summary page.

How long can users enter or edit data?

e Users can enter data at any time. They can edit data for up to 12 months
from the reporting month. The Add, In Progress or Edit buttons on the
Data Summary page indicate editable status. After 12 months, a Review
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button is displayed, indicating the data are locked and can no longer be
changed.

What's the difference between a first-time staffing and a follow-up
staffing?
e A first-time staffing involves a person or family being staffed by the CRCG for
the first time and receiving an individual service plan (ISP).

e A follow-up staffing involves a person or family previously staffed. The
purpose is typically to update or revise the existing ISP.

How do users enter data after the reporting month ends?

e Users can enter data at any time. From the Data Entry Summary page, select
the appropriate month and year and click Add. To enter data for the prior
year, use the Select Reporting Year drop-down menu at the top of the
Data Entry Summary page.

Important: Users must enter data based on the month in which the events
occurred, not the month data entry takes place. For example, if staffings
occurred in September, October and November but data is entered in
December, each entry must be recorded under the correct month.

What should users do if they cannot move forward in the data system?
e Confirm that all required fields (marked with an asterisk) are completed.

e If Other is selected as a response, users must provide additional information
in the accompanying field.

e On the First-Time or Follow-Up Staffing pages, ensure a value is entered for
each county served (even if the value is zero).

Why does the data system show “"Add Data” even after data has been
entered?

e If users fail to click Save before leaving a page, the data system will time out
and erase entered data. Data can be saved without submitting it.

e If the data is saved but Submit has not been clicked on the General
Questions page, the data system shows In Progress button.

» Once the Submit button is clicked, the Data Summary page will show
either:

0 Edit (if data can still be changed within 12 months).

0 Review (if more than 12 months have passed and changes are no
longer allowed).
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Data Collected in the Data System

What type of data does the data system collect?

e The data system collects aggregated (combined) data each month. Questions
focus on meeting and staffing information.

What should CRCGs report if no meeting occurs in a month?

e They must still access the system and indicate that no meeting occurred on
the Referral and Meeting Information data entry screen, then click
Submit.

What if a meeting occurs but no cases are staffed?

e Users should still report that the meeting occurred, select its purpose
(presentation, training, general information sharing, other), and list the
agency representatives who attended.

System Features and Common Issues

Why don’t county names appear in the drop-down menu when choosing a
CRCG to report on?

e The system uses short codes (for example, CRCG112) instead of county
names. After selecting a code from the Select CRCG menu, the associated
counties will appear below.

» Reporters with multiple CRCGs should verify the counties listed to ensure
correct selection.

» If counties are missing or incorrect, contact the HHSC CRCG team.

What should be entered in the Attendance section when schools or
nonprofit organizations attend a meeting?

e Enter the names of all school districts and non-profit organizations on the
blank lines provided. Separate each school district or organization with
commas (for example, Alpha ISD, Bravo ISD).

Tools
Where can users find tools created by the HHSC CRCG team?
e Tools are available:

» On the data system home page.

» On the CRCG website under Module 4 of the CRCG Training Toolkit.
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How should CRCGs collect demographic data for staffed cases?

e CRCGs can use any available method, such as intake or referral forms. If no
current method exists, they can use the CRCG Demographic Staffing
Information Form available under Module 4 of the CRCG Training Toolkit.
CRCGs may collect this information at any stage that fits their workflow.

Satisfaction Survey

Who should complete the satisfaction survey?

e The survey is for people and families who received services from a CRCG,
including:

» Youth or adult.

» Parent, caregiver or family members.

» Other supportive people who were involved with the CRCG process.
Where is the survey located and what is the CRCG’s role?

e The online survey is available on the Get Help from Your CRCG webpage:

» English Survey

» Spanish Survey

e CRCGs can increase participation by sharing the link via ISPs,
recommendation lists, or other communications with people and families or
supports.

4

Community Resource Coordination Groups ¢ crcg.hhs.texas.gov ¢ Revised: 06/2026


https://crcg.hhs.texas.gov/training-toolkit/
https://crcg.hhs.texas.gov/get-help-from-your-crcg/
https://forms.office.com/pages/responsepage.aspx?id=Mnf5m7mCm0mxaqk-jr1Ta_CdBs1r01RIhebUDi-7MzVUOThKNU8xQkVIRFhIWjlOQTlGU05GTllNMS4u&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=Mnf5m7mCm0mxaqk-jr1Ta_CdBs1r01RIhebUDi-7MzVUREgwOEZOUEtETVBRMzVIODg4UjBYWjcyVi4u&route=shorturl

	CRCG Data Collection System
	Frequently Asked Questions
	Access Issues
	Data Collected in the Data System
	System Features and Common Issues
	Tools
	Satisfaction Survey



