Statc of Alaska
DcPartmcnt of Hca!th and SOcia! Scrvices
Senior and Disabilities Services - (Grants (nit

HCP Senior (Grants
Data E_ntry ManUal

e
R ha i ol i RS AN

Adult Dag
National Familg Carcgivcr 5UPPort Frogram
Senior In-F-ome Senrvices

Frcparcd bg:
Cyndee Simpson-Sugar

uPclatecl Scptember, 2013



Tablc of Contcnts

L1V =] [T 4 = 3
Username and Password REQUESTS .......cccereeiireniirnnirenereeiereeserencernscrsnncrenessnscsnnes 4
Microsoft Silverlight PIUg-iN.......cccccoiiiiuiiiiiiiiniiiiiiiiiineennnessesssieessenneenees 4
Accessing the Harmony for Aging Main Portal Page..........cccccceiieiiiinnnniciniennnnicnnnns 5
HFA Portal page, Navigation, and SAMS LOg iN.......ccccceeiriiinniiininnnniicninenniinieennes 6
SAMS Application Main Screen and Navigation ........ccccceieeiieeiireecirenceeecrenenennens 8
000 T T W] 4 U= g T Y of 1= =T o N 9
Consumer Details SCreen ......cccvvveeeeeiiiiiiiniiiiinniiinirrrrrsssssss s ssssssses 10
Registering @ CONSUMET .....c.civuuiieeniieniieniiteniitaiienereseresssrsssssnsssssssssssssassssnsssans 11
Care Enrollment Table ......cccoiirirreeuiiiiiiiiiiiiiiniinninnn s sssaaenes 13
NFCSP Linking @ Care ReCIPIieNnt ......ccceiieecireniiteeienerencerencereserensesensesssserassssnsesens 16
Services at @ GlANCE .......ciiiiieveiiiiiieiiiiiiiiirrs s s s s s nasaaes 19
Entering Service DElIVEIY .....cccecieeiiieiiieniiteiiteetenetencetencereserenserensessnserassssnsesens 21
[000T ¢ EY U1 g T=T g € o 1 ¥ T o 3 23
3 =] Lo ] o 26
NAPIS Demographic Check REPOILS ......ccceveeiiteiieecreniirencerencreencrennerenerescesnsesens 33
3013 = N 34
BT o K3 T 1 o] o ol U SRRt 39
L 40



Wclcomc!

This is the data entry manual for SIH, NFCSP and ADS senior grants. All SDS senior grant
programs enter client demographic data and service delivery into a database called Harmony
for Aging (HFA) SAMS.

All SDS senior grant programs use the same database which allows one record per senior for
grant services.

The program manager of the grant is your “go to person” for training and assistance with SAMS.
If you have any questions, please call Cyndee Simpson-Sugar at 465-4798 or email at
Cyndee.sugar@alaska.gov.

| et's get started!


mailto:Cyndee.sugar@alaska.gov

chuest Uscmamc

1. Each grant program is allowed on user. Request username and password information from
the program manager by:

a. Submitting the SAMS Security Agreement to the program manager.

2. The program manager will obtain a username and password for the Harmony for Aging
(HFA) Portal and a second set for the SAMS software portion.

Microsoft Silvcrlight Flug—-ln

a. Your computer will need Microsoft Silverlight 5.0 or higher plug-in installed.
b. It may already be installed.
c. Here is how to check:

e Click on the Start button
e Open up Programs
e You will see Microsoft Silverlight on the list

Accessories
Administrative Tools
Microsoft Office
QuickTime

Roxio Creator DE
Startup

ZANTAZ

%2 InternetExplorer
£5 PowerDVD

£ PowerDVD DX

{% aws3z7o

(= Windows Media Player

Yy vy v vy vow

Catalyst Control Center »
LAMDesk Management »
Citrixc .

A~ Acrobatcom

Address Fixer L4

DYMO Label »

Microsoft Visual Studio 2005+
»
v
v

Cisco
-3 Windows Explorer Sy e
g New Mi ft Office D Microsoft Silverlight
sz Open M ft Office D BN Adobe ReaderX
U'S. Adminavston on N
@ Documents >
[ settings >
»- Search »
Q Help and Support
=7 Run...
!@ Log Off cjsimpson-sugar...

| ) ShutDown.. I m— LE F




e Open Microsoft Silverlight to see which version you have — it should be 5.0 or
higher

£ Microsoft Silverlight Configuration

About |U|:|dates I Playbackl Webcam fMicl Permissions | Application Storage I

Microsoft Silverlight Z
v Version: 5.1.10411.0
. {c) 2011 Microsoft Corporation. Al rights reserved.
Micwnait
Silverlight
view the Silverlight License Agreement
View the Silverlight Privacy Statement

Warning: This computer program i protected by copyright lzw and international tresties,
Unauthorized reproduction or distribution of this program, or any portion of &, may result in
severe civil and criminzl penalties, and will be prosecuted to the maximum extent possible
under the law,

oK I Cancel

If you do not have the Microsoft Silverlight plug-in installed or need to upgrade to
Silverlight 5.0 — go to www.microsoftsilverlight.com where you will be able to download
5.0.

Accessing the Harmony Portal

a. Once you have received two sets of usernames and passwords and the URL you will be
able to log in and use the HFA Portal and HFA SAMS 3.0 database application.

1) Go to the Internet and enter the URL address. It is suggested that you create a
short-cut for your desktop. The address will be given with your username and
password information.

2) The Harmony Portal login requires the login that starts with “ak” — and the
temporary password - you will be asked to change it upon logging in for the first
time. You will also be asked a set of security questions to be used for future
identification when needed to reset your password.

Important Notice:
Approximately every 40 days you will be automatically prompted to reset your HFA Portal
password —the username beginning with “ak.”


http://www.microsoftsilverlight.com/

HIF A Main FPortal & SAMS Log in

If you see this screen you have successfully logged on to the Main Portal Page.
a. This is the Main Portal Page
There are tools for training and messages for upcoming events, etc. see arrows and
notes below.
1) click on SAMS - under Application Links for the application login window.

Main Portal Page
=1&lx|

@_"v |£ https://portal harmonyis.net/sites/AKACOA/Pr onSite/Lists/Pages/UsersHome.aspx j 8 |4 % 2

File Edit View Favortes Tools Help

¢ Favorites | B Regulatory Reviewof.. @ Basic Guide to Outcom.. ¢ AgingNetworkcom-T.. # AgingNetworkcom-T... %] 211 Alaska C||Ck hEre
{& Home - ProductionSite £y~ B - = & - Page~ Salely™ Tol to |Og Out

BRVdharmony.

My Configuration b

Welcome to the Harmony Customer Portal - your gateway to accessing Harmony's industry leading solutions for home-
and community-based long-term care. Through this portal you will be able to access your applications. read user

Hi 's Product S rt Policy Duril H
manuals, view tutorials, get important news, submit support ticksts, and more. tha:';:;;;;_nr(ﬂH:,.“m:spfnm. A;i,g U:';,'.'agde Cllck here
Product Updates & Maintenance Notices As you are aware, Harmony is currently in the to Ch a nge
Provider Direct was updated ta version 1.0 8 on Monday, February 6th. This release includes enhancements to File process of rolling out SAMS 3.01to all of our
customers. During the transition to SAMS 3.0,
Upload functionality. For a complete oveniew of the new File Upload functionality click here. et Sl bl B B8 you r Por‘ta I
Regular maintenance on the Harmony system is performed during a weekly maintenance window every Sunday from password
6:00pm to 10:00pm Eastem Time.
Did You Know?
;gggt‘f;;}-aLdu‘w‘EL‘I::r;,t‘irtR,a‘z “é‘tm You don't have to call support to change your password anymore. You can change your password right inside the portal Welcome to TITAN 10/26/2011 3:01 PM
e iy Al e e via My Configuration > Change Password. Portal

by System Account

Improve your Customer Care Experience!
Watch this brief video for Tips on Getting the BEST Customer Support Experience

Looking for a cost-effective way to integrate your service providers into your Harmony system?

Provider Direct allows states, local agencies and providers to seamlessly collaborate through one shared database.

Pravider Direct will heln vou dn more with less by

o Administration on Aging
(40A) Home Fage

- ¢ m RT User Guide
0 48 B £ il S SRT: National Edition User Guide
Human Services (HHS)

HETSEzE an Harmcs:‘:’ g‘:‘i;:;c;?::;ii: Notes
a Health Insurance Privacy @ Harmony Browser Configuration
Scro” down thls Ilst to flnd v Word Template Companion Guide March 2012
the training tutorials — they
are great! The HFA User Guide is the
“master” guide — but is a very

large document to print.

S SRT: SAMS Edition User Guide

@ Harmon
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b. You should now see the database SAMS Application Login window
1) Enter your username - it begins with your first initial
2) Enter your password
3) Click Login

/= Harmony for Aging - Windows Intemet Explorer - [=]x]
G@v [T ttps /a2 agingnetwork comihia/ Bl & (s )28 Google

File Edit View Favorites Tools Help

<7 Favorites | <= PE Regulatory Reviewof . @ Basic Guide to Outcom... & AgingNetworkcom-T.. @ AgingMetwork.com-T.. 2 2-1-1 Alaska
| Harmony for Aging Eﬁ < L] @ ~ Page~ Safety~ Tools~ Ov >

Application Login

User Name

Pazsword

Done T @ ntenet [Fa~[®a00= - 4



c. This is the SAMS application main navigation page

{2 Harmony for Aging - Windows Intemet Explorer

@A » | ntps: 122 aging

File Edit View Favorites ]

Global Search function to
locate a client in the SDS

Opens the
Consumer list
for your agency.

e

Click on Reports to

' Favortes |5 BE Requiaton| Alaska Grant Database Netherd] I tom-T. go thg SAMS reports.

Hammony for Aging | | Im TR v i~ Page~ Safey™ Tools~ @+

/ My Dashboard ~ Consumers  Routes  Activities  Rosters  Reports  More Cyndee Sugar,
Advanced AK_STATE L4698
3 — \ _/ . .
g Click on this character
z D'
S / \ to access “My
E \ Settings” — set colors
o ’
§ Shows records y Rosters are another fonts. and
. 7
recently viewed. These links may be tool for data entry.

Quids Links

“Menu Settin

Settings.

rearranged by clicking on
“More” and choosing

change Menu Bar

gs” to

Ask your program
manager how to set
up. Currently, rosters
do not work for the
Family Caregiver
program.

recommend that you
set a default for
Provider.




d. Consumer List
1) Click on the tab labeled “Consumers”
2) This is a sample Consumer list

{2 Harmony for Aging - Windows Intemet Explorer

The CONSUMER LIST

@\A,v I https//ria2 agingnetwork com/hfa/ j % i
- : Consumer type allows you
File Edit View Favortes Tools Help to switch to the Consumer
<7 Favarites |§.$ B2 Regulatory Review of .. ‘@ Basic Guide to Outcom... & Agin Group list where we enter 2-1-1 Alaska
Harmony for Aging | | the headcount-only services. T v Bl v = v Pagev Safety” Tools” |
A A /‘rhis indicates My Dashboard JConsumers Routes  Rosters  Reporfs  More ::;:_t;:-cr:te:;
. (8 consumens where you are.
B
g Sorted By Name Saved Searches + | Consumer Type » | Add New ~ | Open ~ | Print = | Format Columns | Print Grid | Merge | Refresh | Export Grid | Open
Row Actions | Consumer Type ¥ | ID Y | Name | Active? 7 | Address Y | Town of Residence ¥ | Home Phol Provider ¥ | Gender ¥ |Age Y
/ E [z = Consumer 1330151003 Demo, Jane / luneau (507) 790-5555 W&tatanfAlacks Eomala £
This indicates mer 1384943133 Demo, Marth —— —lunsa Click on format columns
how the list is mer Group Family caregt| The fllter icon allows you t{) filter to change the columns
currently sorted. mer 1348695082 Gone, Zummiq the list by that co!umn. 'Usmg the (307)123-4567 | SEeN on your screen.
mer 101335555 |, StateS filter for “Name” is a quick way to State of Alzska Idle 79
5 ™ Consumer 1363084047 smith, state | find a client record. State of Alaska Female 71
[z = Consumer Group S0A 5IH Care Coordination I & State of Alaska Unknown
[ = Consumer Group State Care Coordination | & A State of Alaska Unknown
= - Consumer Group State Consumer Group 1 State of Alaska Unknown
[ = Consumer 206354321  State Jr., Testingl P 100 Main Street Juneau (507) 123-4567  Stote of Alaska Male 77
o = Consumer Group State of Alaska Presentafions State of Alaska Unknown
:;\ Concimor S01421234  Crabal Coadg] 1220 Glacier Juneau (307) 321-4567  State of Alaska Female 66
[ = A client record may be 2 1001 Main Street luneau State of Alaska Unknown 82
[ - openedbydouMe e25 Smith Avenue Juneau State of Alaska Unknown
= - cIicking or cIicking onthe |s 800 Glacier Avenue  Juneau State of Alaska Male 71
o = edit file icon. L 100 Seward Street luneau State of Alaska Female 78
[ = TOTTSTTITET TOTSS000T— STETeD, Stateh 300 Seqard Juneau Alaska Community Sen Female 78
[ = Consumer 101307777 State7, State7 Blue text, indicates the State of Alaska Male 82
[ - Consumer 1308913546 Sugar, Susie individual is enrolled in State of Alaska Unknown
[z = Consumer 1338079470 Test, Cyndee the caregiver program. State of Alaska Unknown
[z = Consumer 1352531329 Test, Cyndee State of Alaska Female 72
[ = Consumer 1360141998 Test, Ida 123 Smith Street Hoonah (507) 555-7800  State of Alaska Female 77
[ = Consumer 1376464479 Test, Test 123 Smith Street Anaktuvuk Pass Female 72
[ = Consumer 1001355643 Test, William Bristol Bay Native Asso Male 76
& =  Consumer 1331348383 Test9s, Joan Names in italics = (907) 465-4876  State of Alzska Female 65
[ - Consumer 920454681  Testing, Newmike record is inactive — this (507) 465-8279  Alaska Island Communi Male 66
: - ronsumer 1378A12917 Tasting?3 Tacting can be Changed' State nf Alaska Mala A9

|Done

LT T T @ nemet

72~ [* 1009

4/Start| @ 3 ) i 1~ Inbox - Microsof... | _J HAGRANT MAN...l 1] DRAFT NEWH... | ‘& Home - Producti . ||_é Harmony for ..

« i 888 & 102



e. Client Details — Sections marked with a Red Dot . requires some data elements.

f.

Iltems marked with purple star

* must be updated at least annually.

g. Iltems marked with blue oval @ are for the Family Caregiver program only.

The required data elements correspond with the SAMS registration form —

Indicates the client
record that is being

(See appendix A & B).

When——m—__|
information

is updated,
this date
should

always be
made

current.

viewed. Will open the left side of B~ 8 - v Pager Sefey- Took- @~
¥ screen to edit/enter Administrator  More csugar -
Advanced . . AK_STATE 3.1.4.58023
AU demographics. Click ‘OK”

. NAPIS
Ethnicity Not Hispanic ar Latino
In Poverty? Yes
Lives Alone? Yes
High Nutritional Risk? Don't Know
1s Rural? Yes
Number of ADLs 1
Number of IADLs 4
NSIP Meal Eligible Yes

NSIP Eligibility Type Age (60 or Over)

Lives in Assisted Living Don't Know
Lives w/<60 Caregiver Don't Know
Lives w/60+ Caregiver Don't Know
Lives w/other 60+ Frail Person  Don't Know

.\IFESP Information

5 >~ Consumer - Deme, Martha (1384943133) - %
Z to accept.
& Details Activities & Referral utes Service Deliveries Service Orders
£ | save e | Close | Reject Changes | Print - | Ops s | Stat ard | Merge | Add New ~
3 A
H
= .ansic Information Open . Care Enrollments Add New 5=
N Martha D
u ame artha bemo HCB Adult Day Services \ 01/01/2011 - (Not Specified) [ %
Date Registered 01/01/2011 fet .
i} c Details Last Reviewed  02/03/2011 o More fields may be
onsumer Details Last Reviewe:
HCB Senior In-Home Services 01/01/2011 - (Not Specified) (5
.| cender Female nctive found here to add to =
5
< || |pos 01/01/1940 : :
% ! NAPIS - Title TIT the r|ght side of screen 01/01/2011 - (Mot Specified) (5 3
g Information Release Authorized No
Default Agency 5DS Grants as needed?
Active Yes
Status Date 02/03/2011 Caregivers . Add New =
Age 73 Demo, Jane A ( 1330151003 ) SDS Grants B %
.Ionsumer Diagnosis Category ~ 0 | (907) 790-5555
1/1/2011 - (U ified. Daughter/Daughter-In-Lav
ADRD Don't Know nly (Unspecified) aughter/Daughter-In-Law
Autism Don't Know enter
. e
Cerebral Palsy Don't Know yes Custom Fields Add New ¥l
Cognitive Impairment Don't Know .
1o Don't Know when it Physically Frail: Yes = %
Mental Tiness Don't Know applles.
Physically Frail Yes
. Be sure Directions To Home ‘3
Seizure Disorder Den't Know ADRD is
Traumatic/Acquird Brain Injury  Don't Know
10D Eligibility Tnformation entered
IDD DSDS # whenever .
10D Eligibility Date it app“es! Ethnic Races Add New =l
10D Eligibility Expiration Non-Minority (White, non-Hispanic) B x
1DD Reassessment Date
Medicaid Enrellment Don't Know
Insurance . Locations Add New =
Medicare Eligible Mo Residence: Juneau, AK 99802 B x
Other Characteristics Alaska (Counties) County 3
I+ -
T Mailing: Juneau, AK 99802 = %
& Employment Status Unknown . . =
" Alaska (Counties) County Use the “Notes” section only for special
Abused/Neglected/Exploited No . N
2| cognitive Tmpairment Unknown notes or instructions that help all
2
2 . . .
Disabled Ho Notes providers working with the consumer, ¥
Duplicate Mail No — . s .
3| remate read of rousehoia o i.e., consumer is blind, hard of hearing,
B Frai Ne has loud dog but does not bite, etc.
= | Homebound No
Receiving Social Security No . Phones Add New =
State Resident Yes Home (907) ss5-5555 [ %
Tribal No
Understands English Yes
U.5. Citizen Yes . Providers Add Mew =
Veteran? No
Veteran Dependent o State of Alaska 01/01/2011 - (Not Specified) [5
Primary Language English

10



chistcring a Clientin SAMS

1. Use the NFCSP or HCB SAMS Registration Form as your guide for data elements
to be entered. Each item on the form is required for the HCB programs, except, at this
time there is no mechanism to enter the caregiver stress and health items for the
NFCSP.

2. Always SEARCH first for a client in HFA SAMS 3.0

e SEARCH FIRST — to avoid creating a DUPLICATE record. The database is shared
with all senior grant programs STATEWIDE and many seniors are already in the
system.

¢ Do not assume that the client you just began serving is brand new to the
database.

e Accidently created a duplicate record? No problem. Please email with the
SAMS ID# and client initials to the Program Manager so that a Merge or deletion
may be done. This is very tricky when a Family Caregiver record is involved, so
please be especially careful.

e For corrections, please do not email client names, as email is not secure.

3.  Three ways to search for an individual

a) Scrolling through your list and pages to see if they are already being served by
another grant program within your agency (takes a long time),

b) Click on the filter icon at heading of column for Name and type in the last name
(quick), or

c) Use the Global Search box - type their last name, first name or date of birth
(quick).

d) Because names are spelled many ways, if the person you are searching for does
not show up, try only the last name or fewer letters in the first name to account
for misspellings. Advanced Search is also an option.

4, If the client was found in the search — continue with the remainder of this section. If
the client WAS NOT found in the search skip down to Step #5 “Registering a Brand New
Consumer”

5.  When the client is found in the Search
a. choose their name from the list by double clicking or clicking on “open.”
b. Your screen opens up to their details and demographic information. Detail is
highlighted on the menu ribbon across the screen.

11



Review the screen shot in the page above with red dots, purple stars, and blue ovals.
Read the text boxes for valuable information.

The items marked are required data elements and correspond to the SAMS Registration
form for your program (Appendix A & B).

Be sure to enter AND/OR update every item on the SAMS Registration form.
The LEFT side of screen:

¢ Basic Information (enter name, today’s date for “consumer details last
reviewed,” gender, and DOB).

e Consumer Diagnosis Category (corresponds with Custom Fields) — Extremely
important that they are entered. ONLY answer “yes” to those that apply - see
table below for custom fields required for each program.

¢ NAPIS (enter Ethnicity, In Poverty?, Lives Alone?, Rural will automatically
population and is based on zip code entered, and the number of ADLs and IADLs
—enter “0” zero if none apply.

o NFCSP Information — enter “yes” to items that apply.

The RIGHT side of screen contains fields:

a. Care Enroliment - see table below:
o |f the care enrollment for the program is already listed there is no need to
enter.
e [f the care enrollment exists, but has an end date — it needs to be removed.
Contact the program manager to delete the date.
e |f the Care Enrollment for the program needs to be added, see table below for
information

b. Care Recipients — NFCSP program only — linking a care recipient to the caregiver
for the family caregiver program.

c. Ethnic Race —enter the specific race(s) indicated on the SAMS registration form.

d. Provider —enter your agency as a provider on the client’s record. This may also
be set as a default under “My Settings.”

12



Carc E_nroﬂmcnts by Grant Frogram

Grant Program Level of Care Service Program Service(s)
Registered Services:
Adult Day Services Home & Community | HCB Adult Day Services HCB Adult Day Services

Based Programs

Unregistered - Consumer Groups Only:
HCB Adult Day Services Transportation

Senior In-Home Services Home & Community
Based Programs

HCB Senior In-Home Services

Registered Services:

SIH Case Management
SIH Chore

SIH Respite

SIH Supplemental Services

Unregistered - Consumer Groups Only:
SIH CM Information and Assistance
SIH CM Outreach/Community Education

National Family Caregiver | Federal

Support Program Administration on
Aging Programs

Family Caregiver Support
Program — Title Ill(e)

See table below

Registered Services = services to clients registered in SAMS. Services are entered/applied to a registered client’s

record

Unregistered Services = services to unregistered individuals or group activities and recorded in consumer groups.
These services are NOT ever entered on a registered client’s record.

Note: Registered services are only entered on a registered Client record and Unregistered services are only used in

consumer groups. The services are never mixed.

13




Registering a Brand New Consumer

1. Use the NFCSP or HCB SAMS Registration Form as your guide for the information to be

entered

2. Open the consumer list

e Click on “add new” —a window will pop up (see box below) and add the following

e |ast name
e First name

e Date registered — change this date to the first of the month services were
delivered to the consumer. If consumer ISN’T NEW - leave the old dates there

Gender
DOB

Home phone

Home address

e County — Alaska (Counties)

e Town
e State
o Zip

e un-check box if not same

Register Consumer

Last Name First Name

Date Registered Homs Phone

DoB SSN

7/2/2012 ) -

Gender

Unknown

' Home Address Line 1 | |

Home Address Line 2 | |

County -
Town -
State i
Zip Code * | |+ same for Mailing

Click “Okay”
The Consumer’s Summary Screen will show again:

3. Go to Left side of screen

l oK H Cancel |

a. It has populated the items that you have already typed. Scroll down the list and
enter the two the following required elements:
e Ethnicity
e In poverty
b. You made add email, etc. but it isn’t necessary.

14



C.

Scroll back up to the top of this section and click on “OK”

e Note that it now says “Open”

e If you need to go back into this section, just click on “open” again to open
the section.

e Don’t forget to click on “OK” to close and accept any changes.

Now go to Right side of screen

a.

bl

Locate field for “Care Enrollment” — click “Add New” (see chart above)
e Level of care — Federal Administration on Aging or Home and Community
Based depending upon the grant program.
e Service Program you are enrolling the client in
e Click “OK”
e You are now back at the Summary Screen

Locate field for “Custom Fields” — and click on “Add New” (see chart above)
e Choose a custom field for the care recipient’s condition — (see the program
manual for your grant for the appropriate custom fields to enter,
e click on “yes”, or
e click on “Add Next” to enter another — remember to answer “yes”
e Click “OK” to accept
e You are now back at the Summary Screen

Locate field for “Ethnic Races — “Add New”
e Choose what applies

Phones — add additional if needed — same steps as for the other fields you have
added

Providers — be sure your agency is listed — if now “Add New”

Save or Save and Close

Click on Refresh so the client will appear on your consumer list.

(Note: if you receive a message that says you do not have the privileges please
first check to see that you have entered a Care Enrollment for the program and
your agency as a Provider and trying saving again. If you still receive the
message, contact the program administrator for assistance.

Now you are ready to enter service delivery unless you are a NFCSP program. If you
are enter data for a NFCSP program see the next item.

15



NFC&F program onlq: Linking a Care chiPicnt to the Carcgivcr

There is one more client set-up item for the Family Caregiver Support programs before
continuing with entering service deliveries. We must link the CAREGIVER and CARE
RECIPIENT(S) in the CAREGIVER’S record.

1.  Open the Caregiver’s record if you are not already there.

2. If you do not see a module box on the right side of the screen for Care Recipient,
Click on the “Add New” drop down.

3.  Select “Care Recipient” from the list

indows Intemet Explorer - |5 x]
gnetwark.com/hfa/ jﬁ‘ R[] % “'G-:--:gle Pulls
Tools Help

oryReviewof . @ Basic Guide to Outcom.. ¢ AgingNetworkcom-T. ¢ AgingMetworkcom-T_. 2 2-1-1 Alaska
| | M v Bl v = v Pagev Safetyr Tools~ @~ ?

My Dashboard  Consumers  Calls  Routes vities  Rosters  Reports  More SRy
AK_STATE 3.1.0.49829
i, Cyndee (1392931329) - %
Details Activities & Referrals Assessments Billing Calls Care P Journals Routss Service Deliveries Service Orders
Jlose | Print » | Open Audits | Status Wizard | Merge | |Add New ~
A
Open Care Enrollments Add New =
Cyndee Test ) A
v HCB Adult Day Services | -2 01/01/2010 - (Not Specified)
10/14/2011 Active = %
wviewed  10/14/2011
Female
72 Custom Fields Add New E
01/01/1940 E
Client has ADRD: Yes lz %
orized Mo ) )
Senior Grants Client lives alone: Yes lz %
Yes
10/14/2011 EEEmES 5
Directions To Home
Ethnic Race l—]
Fund Identifier
N
° Location
Phone
Mot Hispanic or Latino Ethnic Races Add New =
Yes g )
N Native Hawaiian/Otw =z %
o
Yes
Yes Locations Add New =
3

16



00N

-]‘ Search... My Dashboard  Consumers  Calls  Routes A«
ranced

;'ﬁ | Consumer - Test, Cyndee (1392931329)

Care Recipient - X

OK | Cancel | Add Next | Open Audits | Open Care Recipient |

Details Activities & Referrals Assessments Billing Calls Care Flans Jour

Caregiver Relationship to Care Recipient

Care Recipient | E| x

Care Recipient Client ID

Care Recipient Agency

Start Date 10/14/2011 -]
End Date ]
Primary? |+
Family Caregiver Program Type Federal -
O Mo

At Risk for Abuse or Neglect () Yes
(*) Den't Know

Enter the Caregiver Relationship to Care Recipient — choose item from drop down

Click on the box with green arrow to search for and choose the Care Recipient

Search for Consumer

Global Search | Advanced Search OK

Info
Add MNew

Search for: | l Search E
() Al wWords () OR () Exact Phrase lE

Phone: (__ ) __ - Search

Location:

() allwerds () OR (%) Exact Phrase

Enter the Care Recipient’s last name

Click Search for a list of possible choices

If the care recipient is already in the system, click on their name
Click OK

17



10. If they are not in the system, Click on Add New at right to enter them in the system.
When adding a brand new individuals always BE SURE THAT YOU CHANGE the date

registered to the 1° day of the month services began or you will not be able to link.

Register Consumer

Last Name

Date Registered Home Phone Gender
10/29/2012 ® Unknown

)

DOB
m N

11.  Enter the Care Recipient’s

e Name,

e Change date registered,
e Gender,

e Town, and

e State.

12.  Click OK until you are back at the Caregiver’s summary screen.
13.  You should now see a field for Care Recipient filled in with the name of the Care

Recipient.
14.  They Care Recipient is now linked to the Caregiver.
15. Save.

18



Services at a Glancc

Adult Dag Services ata Glancc

REGISTERED SERVICES - Use the HCB Registration form to collect required demographic information

Services

Unit

All Demographics
Required

Notes

HCB Adult Day

1 hour

Yes

Round to nearest .25 hour

UNREGISTERED SERVICES

— Entered in Consumer Group Counts only — No Demographics Required

HCB Adult Day Transportation
(not field trips)

1 hour

No

Entered only when ADS grant funds are used for
transportation or if ADS paid staff ride along when
assistance is needed. Hours to and from program

ONLY are counted. No field trip time counted.

Senior Jn-lHome Services at a (Glance

REGISTERED SERVICES - Use the HCB Registration form to collect required demographic information

All Demographics Notes
Services Unit Required
1 per contact Used for all case management contacts
Add an additional with client you will register and follow
contact when work goes including information, assistance,
SIH Case Management into a second hour, and Yes referrals, assessment, plans of care,
add additional for each reassessment, ongoing contacts, any
hour thereafter. work you perform on their behalf, etc.
SIH Chore
1 hour Yes Round to nearest .25 hour
Al 1 hour Yes Round to nearest .25 hour
SIH Extended Respite
X P! 1 day Yes Count days
Limited to $500 per household annually.
SIH Suppl tal Servi 1 Y ) . -
upplemental Services per occurrence es RV e e T

Prior Approval required for supplemental services and to serve individuals under the age of 60.

UNREGISTERED SERVICES — Entered in Consumer Group Counts only — No Demographics Required

Demographic
Unregistered Consumer Group Services Count Consumers Served Units s Required
Each contact w/an individual = 1 unit
# unduplicated served When contact is a few minutes or up to an hour No
SIH CM Information & Assistance Note: add an additional unit if the instance of
contact goes into another hour
# of individuals in 1 Activity or Campaign during month =1 Unit
SIH CM QOutreach/Community Education attendance, mailing, (See the SIH Program Manual for specific examples) No
potential reached
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NFCSF Services ata Glancc

REGISTERED SERVICES - requires a CARE RECIPIENT be linked in each service delivery entry
Use the NFCSP SAMS Registration form to collect required demographic information

All Demographics

. . . . Notes
Service Category Services Unit Required
1.a. Information & Assistance — ongoing
caregiver assistance Yes
1.b. Information & Assistance — little or no
follow up *(may register, but may wish to Count an
. count as unregistered when little or no follow- No additional unit
Access Assistance . 1 per contact
up will occur — see table below) E— for each hour of
contact
2. Comprehensive Assessment
Yes
3. Case Management
& Yes
1. Counselin
g Yes
2. Support Groups
pp p Yes

Caregiver Support

3. Training

1 per session

No- but may register.
If registered enter
name and town of

residence at minimum

1. Respite In-Home

2. Respite Day Care

Respite 1 per hour Yes
3. Respite Institutional
1. Assistive devices, chore, personal
emergency response systems, home-delivered
meals, home security and safety, minor home 1 per Yes
Supplemental Services modifications, and other. P
occurrence

2. Legal Assistance

UNREGISTERED SERVICES — Entered in Consumer Group Counts only — No Demographics Required

Service Category

Count
Consumers

Services Served

Units

Demographics Required

Access Assistance

1. Information & Assistance

# unduplicated
served

1 per_contact

each hour of contact

Note: count an additional unit for No

1. Outreach

# participants

1 per group activity

Service Information

2. Community Education

# participants

1 per group activity

No
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E_ntcnng Scrwcc Dcllvcry

Open the consumer’s record you wish to enter service deliveries on, if you are not
already there.

2.  Click on “Service Deliveries” from the menu ribbon. This will open the permanent list of
service deliveries the client has received from your agency (if any). If the client is brand
new — this screen will be blank.

/= Harmony for Aging - Windows Intemet Explorer =15]

@": [ httos. /1122 agingnetwork com e, [ 3 |[&d[42 ] x [ [ coogle

File Edit View Favortes Tools Help

¢ Favorites | 1= 2 Regulatory Reviewof .. € Basic Guide to Ouicom... € Aging com-T.. &) Aging] com-T.. 2] 211 Alaska

T || 0 36 v L) ® - Page~ Safey~ Tools™ @~

Search B Advenced State acstestl
AK_STATE 3.0.6.4271
My Dashboard | Consumers = Routes | Roster Reports & Wy sattings | @ Hell

=X

22| Consumer - Test, Cyndee (1392031320)

Details Assessments Care Plans Joumals Servick Deliveries

Navigation -

Sorted By Service
Row Actions | Gare Enrolment ¥ | Service ¥ | Agency Y | Provider | Type W | Total Units 7 | Service MonthiYeay
o = HCB Adult Day Servi HCB Adult L Senior Grant State of Alas Hours 58.00 January, 2010

n | Copy | Print - | Format Columns | Print Grid | Refresh | Export Grid | Open Audit

w

Click on “Add New” to open a blank service delivery record.
Enter a new month and year if you are entering service for a different month.
e The calendar is used if you wish to enter daily units. Some adult day programs
use this, but generally others do not as we enter the total sum of units for the
month for the service we are entering. It is your choice.

E

5.  The following items must be entered:

v'Care Enrollment,
v'Provider,

v'Service Category,
v'Service,

v'Service Month/Year, and
v'Total Units.

6. Comments may also be made in the box to the lower right, but are not required.
Save and Close.

Click on Add New to enter another service delivery or Close if there is no more to enter
for this individual.

N
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Service Delivery Entry Screen

/= Harmony for Aging - Windows Intemet Explorer

@:\/.v | https://ria2 agingnetwork.com/hfa/

jl%l hed B3 ﬁ.;__._ 3

File Edit View Favorites Tools Help

7 Favorites ‘ <= PE Regulatory Review of

Harmony for Aging | |

Q) Basic Guide to Outcom . & AgingNetworkcom-T.. & AgingNetworkcom-T_ 2] 2-1-1 Alaska
43 v Bl - ) = v Page~ Safety~ Tools~ @~

£

Service
1>

haLmonY.

Search ‘ | Advanced

My Dashboard Consumers Routes Rostars Reports

State acstestl
AK_STATE 3.0.6.42713

& My settings | @ Help

? | &, Consumer - Test, Cyndee (1392931329)
H
B
=
; Service Delivery - 1 Units X
Save | Save and Close | Close | Add Next | Print » |
—

Agency Senior Grants

—
TP orovider [Stata o Alska

M corvice Categery  HCB Adult Day Services
HCB Adult Day Services

Topics | (0 Items)

P Care Enrollment HCE Adult Day Services - 01/01/2010 - (No End Date) (Active) v

Details Assessments Care Plans Journals Service Deliveries

Specify units by day in the calendar below:

January, 2010

e 1 2

Service Month/Year 01/2010

Total Units 1.00
Type

Diagnosis Code ‘

Service Order No:

=
3 4 5 6 7

I\
10 11 1z 13 14
17 18 13 20 21
24 25! 28 27 28

A
lI=s] a1
Comments

/

8

15

22/

29

9

15

23

30

=X

Short Cut for Entering Services When Service is the Same as previous month

Open the client and go to their service delivery list:

a. Highlight and right click on a service that you wish to copy to the next month,

b. Enter the correct month/year in the pop up,

c. The service delivery screen will be automatically populated, with the care

enrollment, provider, service category, and service.
d. Check to be sure the correct month/year is entered,

. Enter total units, and
f. Save and Close.
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(Consumer Groups

Consumer groups are used for entering unregistered services:

e head counts of | & A for unregistered consumers and
e activities such as outreach and community education.

Go to the Consumer List screen

If you know the name of the consumer group, Search for it
You may also find it listed on the consumer list.

If not, Click on “Consumer Type” in the page menu

Check the box for Consumer Groups

©ao oo

&)= [Thtes /12 agingnetwork com i/ (& [&]4][ =] cooge ol

File Edit View Favorites Tools Help

< 7 Favorites |7.5 BE Regulatory Reviewof . @ Basic Guide to Outcom... & AgingNetworkcom-T.. & AgingNetworkcom-T.. 2] 2-1-1 Alaska
Harmony for Aging | | y 3 i v Bl - - om v Page~ Safety~ Tools~ i@~ >
My Dashboard  Consur Routes  Rosters Reports  More ::“;TZ;?“:‘; 9'48290
Advanced — R
. 3 consumers — 5
g‘ Sorted By Name Saved Searches v | Consumer Type ~ | Add New - | Open - | Print ~ | Format Columns | Print Grid | Merge | Refresh | Export Grid | Open Audits
zz Row Actions | Consumer Type ¥ | Active? ¥ | ID ¥ | Name * [ Deselect All stered ¢ | Address V¥ | Town of Residence <7 | County of Residence 3¢ | Home Phone Y | Stai
g = = Consumer 1330151003 Demo, Jane A W 11 100000 Glacier Way ~ Juneau Alaska (Counties) (907) 790-5555 02/
= - Consumer 1384543133 Demo, Martha Consumer Groups [LL Juneau Alaska (Counties) 02/
£ = = Consumer Group Family Caregiver Consumers 06
_g = - 1348696082 Gone, Zummie 11/01/2010 4452 Blue St Koliganek Alaska {Counties) (907) 123-4567 12/
& & = 101335555 J, Stote5 06/14/2004 200 Seward Juneau Alaska (Counties)
= = 1363084047 Smith, State 07/01/2006
[ S0A SIH Care Clfbrdination | & A 04/01/2010 Alaska (Counties) 04/

f. The screen will switch and show the Consumer Groups that have been set up. (screen

below)

g. A Consumer Group operates just like a client record — except different services are
entered.

KF' )= |1l https/ri=2.agingnetwork com/hfz [ S s Google £~
File Edit View Favortes Tools Help
" Favorites | . B2 Regulatory Reviewof . @ Basic Guide to Ouicom... & | Aging| com-T.. & Aging com-T.. 2 2-1-1Alaska
Harmony for Aging | | ") ~ Bl v @~ Page~ Safety~ Tools™ @~
My Dashboard  Consumers  Routes  Rosters  Reports  More SLSiEand, ©
Advanced AK_STATE  3.0.5.48250
= 2 Consumers -
g:-; Sorted By Name Saved Searches v | Consumer Groups v | Add New + | Open | Print = | Format Columns | Print Grid | Mer esh | Expert Grid | Open
= || Row Actions | Consumer Type 7 | Active? 7 | ID ¥ Name - Y Date Registered ¥ | Address Y Town of Residence ¥ | County o nce ¥ Home Phone Y | Status
g 5 = Consumer Group Family Caregiver Outreach 07/03/2006
(= Consumer Group S0A SIH Care Coordination | & A 04/01/2010 Alaska (Counties) 04715,
2| & = Consumer Groug State Care Coordination | &8 A 10/06/2006
g [ = Consumer Group State Consumer Group 1 06/16/2006
3| & o= Consumer Group State of Alaska Presentations  01/01/2011 Alaska (Counties) 02/09,
= = Consumer Group us 10/28/2010 Alaska (Counties) 01/31,

h. Open the Consumer Group you wish to post data to.

on the right.

j.  Click on “Service Delivery” from the page menu.
k. Click on “Add New” or highlight and copy a service.

i. You will see the Basic information on the left and a care enrollment and provider listed
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. Be sure the month is correct

m. The items to enter:
Care Program
Provider

Service Category

Services (be sure choosing correct services for a consumer group)
Service Month/Year

Units — contact units for | & A or 1 unit per activity for outreach or community
education activities.

Consumers Served — enter #serviced or who participated
Comments — list outreach and community activities by date for the month

DN NI N NN

ANIAN

n. Save and Close.

/= Harmony for Aging - Windows Internet Explorer

- [=] x|
@"\'I https://ria? agingnetwork.com/hfz j G [ &[4 ][x Irll gle

File Edit View Favorites Tools Help

<7 Favorites | <= B2 Regulatory Reviewof.. @ Basic Guide to Outcom... & AgingNetworkcom-T.. & AgingNetworkcom-T.. 2/ 2-1-1Alaska

I‘IUlIDw l Tools I Recently Opened

= = »
Harmeny for Aging | | T v B v | m - Page~ Safety~ Tools~ @~
My Dashboard Consumers  Routes  Rosters  Reports  More acsinc ~
Advr AK_STATE 3.1.0.50201
Advanced
«"of" Consumer Group - Family Caregiver Outreach -
Details Service Deliveries
Service Delivery X
Save | Save and Close | Close | Add Next | | Print + | |
* Specify units by day in the calendar below:
Care Program a
Agency [Senior Grants = November, 2012
— = “mmnﬂ
* Service Category - ) = =
# Service
4 s 6 7 8 E] 10
Topics | (0 Ttems) =
11 12 13 14 15 16 17
Service Month/Year 11/2012
> Units 1.00 18 19 20 21 22 23 24
Type / 25 25 27 28 25 30
Consumers Served | 1 |
Units/Consumer 1.00000000
Disgnosis Code A
Comments
Service Order No: v
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Sctting up a New Consumcr GrouP

a. Toset up a new Consumer Group

b. Choose “Add New” from the page menu and “Consumer Group” from the drop down.

c. The items that need to be added are:

e Date Registered (should be the first date of month you are going to enter)
e Description — this will be the title and should start with your Agency’s name or

acronym.

e Care Enrollment for the program — the default is NAPIS-Title IIl which may be
edited to your care enrollment for the consumer group.

e Provider — Enter your agency’s name.
Save

Click on “Service Deliveries”

Click “Add New”

Enter service delivery information
Save and close

S@m oo

The consumer Group is now ready to have service deliveries recorded.

@ e I https//riz2 agingnetwork com/hfa,

Bl & [z )< IE¥ coogle |-

File Edit View Favortes Tools Help

<7 Favorites ‘3.’5 A2 Regulatory Review of.. @ Basic Guide to Qutcom... & AgingNetwork.com-T.. & AgingNetwork.com-T..

Harmony for Aging | |

Hj 2-1-1 Alaska
Y v El v = v Page~ Safety~ Tools~™ @+ 7

My Dashboard Consumers  Routes

o

Reports  More

State acstestl ~
AK_STATE 3.0.5.48250

2 Consumer Group - SoA SIH Care Coordination I & A

Details Service Deliveries

o
@
o
-
o
= | | Close | Print ~ | Open Audits | Merge | Add New -
8
5 . .
o Basic Information Open Care Enrollments
Date Registered 04/01/2010
v NAPIS - Title 11T
2 Default Agency Senior Grants Active
=
Active Yes HCB Senior In-Home Services
I Status Date 04/15/2010 Active
Details
— . Car -
Description SoA SIH Care Coordination 1 & A N ’
Providers
Insurance
Medicare Eligible No State of Alaska
First Service Date: 04/01/2010
NAPIS
In Poverty? Don't Know
Lives Alone? Don't Know
High Nutritional Risk? Don't Knaw

To return to your list of Consumers

- %

Add New

04/15/2010 - (Mot Specified)

04/01/2010 - (Mot Specified)

Add New

04/01/2010 - [Not Specified)
Last Service Date: 05/01/2010 &

a. On the page menu, click on the drop down character next to “Consumer Groups”

b. Click on box for “Deselect All”
c. Your Consumer List now shows.
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chorts

From the Main Screen, click on Reports

/2 Harmony for Aging - Windows Intemet Explorer

@“vl hitps //1ia2 agingnetwork.com/hfa = & |[&][+][x 2~

File Edit View Favorites Tools Help

<7 Favorites |§5 B8 Regulatory Review of .. @ Basic Guide to Outcom... £ AgingNetworkcom-T.. & AgingNetworkcom-T.. 2] 2-1-1Alaska

R ] %y vE) - Lt v Pagev Safety~ Tools >

My Dashboard Consumers Routes  Activities Rosters | Reperts | More Cyndee Sugar ~ 4

Advanced AK_STATE 3.0.9.46967

=

H

5

a .

2 -

£ .

3

o

4

b

3

e There are many different types/formats of reports available.

e Service Reports are the format we use most.

e Service reports are based on a period of service delivery, such as a month or a
quarter.

[ J

The most common Service Report we use is the Agency Summary Report.

Running an Agcncg Summarg chort
1. The screen is split into two halves:

e Reports on top half (list of types/formats available) and
e Report Definitions on the bottom half (definitions of the report type saved).

Harmony for Aging | |

Avery 5160 Labels generated from the adminisirative structure (Providers, Care Managers, efc.).
Agency Summary Report

%y v - Y m v Pagev Safety™ ToolsT @~
My Dashboard ~ Consumers  Routes  Activities  Rosters  Reports  More Cyndee Sugar - i

Adva AK_STATE 3.0.5.46567
Advanced
- | /2 Reports — o
H
5
& | sorted By Titl Report Types |
T; Title * V¥ | Description -
5
.{:H Administrator Mailing Label Report

Agency Summary Report - New Consumers
Agency Summary Report (Totals Only)
Care Plan Consumer Cost

Quick Links

Care Plan Monitoring Report
Compact Route Sheet (Daily)
Compact Route Sheet (Weekly)

4

w T2 [n

Serted By Title
Row Actions| Title

= = Quarterly Report

Report Definitions —

Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider, Site, County or Town.
Summary Report showing Service Delivery for New Consumers throughout an entire agency (or agencies) grouped by Provider, Site, County or Town

Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by County (Default) or Provider, Subprovider, Site, Fur
SAMS Report calculating monthly service plan against deliveries.

A listing of care plans and associated services.

SANMS Report for printing daily compact route sheet.

SAMS Report for printing weekly compact route sheet.

. e . m,

1 to 50 of 52 Reports Page [ 1

Add New | Open | Delete

Copy | Format Columns | Print Grid

sh | Export Grid | Open Audits
¥ | Description Y | Shared with ¥

Provider
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2. IMPORTANT - always be sure the correct report type/format is highlighted at the top, i.e
Agency Summary Report, NAPIS Consumer Listing, Service Delivery Consumer Mailing
Label, etc.

3. To find the Agency Summary type/format, scroll through the various reports on top list
to find the Agency Summary Report OR filter the list to show only the Service Reports,
and locate the Agency Summary Report.

4. To filter the top list to Service Reports (I prefer this):

e Click on the drop down for Report Types at far right

»

Harmony for Aging | | fi v B v [ o® - Pagev Safety™ Tools™ @~
My Dashboard ~ Consumers  Routes  Activities  Rosters  Reports  More E:js::é“’:;; rsaer!
3 2 Reports — %
g“ Sorted By Title (BRI =
£ || Tme - ¥ Description -
g Administrator Mailing Label Report Avery 5160 Labels generated from the administrative structure (Providers, Care Managers, efc.) r
Agency Summary Report Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider, Site, County or Town.
g Agency Summary Report - New Consumers  Summary Report showing Service Delivery for New Consumers throughout an entire agency (or agencies) grouped by Provider, Site, County or Town
:; Agency Summary Report (Totals Only) Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by County (Default) or Provider, Subprovider, Site, Fur
] Care Plan Consumer Cost SAMS Report calculating monthly service plan against deliveries.
Care Plan Monitoring Report Alisting of care plans and associated Semvices.
Compact Route Sheet (Daily) SAMS Report for printing daily compact route sheet
Compact Route Sheet (Weekly) SAMS Report for printing weekly compact route sheet.
; . - - P . P = - P . .. - .'
w [T 2] lln 1 to 50 of 52 Reports Page 1 of 2
Report Definitions
Sorted By Title w | Open | Delete | Copy | Format Columns | Print Grid h | Export Grid | Open
Row Actions Title - Y | Description ¢ Shared With ¥
= = Quarterly Report Provider
e Choose “Services” and the top will show only “Service” reports.
&2/ ® |1 https /1122 agingnetwork com/nia AT =] Red | B3 >
File Edit View Favorites Tools Help

- Favorites |75 BE Regulatory Review of

Harmony for Aging |

@ Basic Guide to Qutcom

2 AgingNetworkcom-T.. @ AgingNetworkcom-T.. 2 211 Alaska

»

s v Page~ Safety~ Tools~ @~

-

E Reports

State acstestl -
AK_STATE 3.0.9.48290

My Dashboard ~ Consumers — Routes  Rosters  Reports  More

- =X
H

5 | Sorted By Title Report Types ~ |
£ | Row Actions  Title : ¥ | Description [ Deselect al

] Administrator Mailing Label Report Avery 5160 Labels generated from the administrative structure (Providers, Care Managers, etc.). | [ ] actvities & Referrals

Agency Summary Report
Agency Summary Report - New Consumers

Agency Summary Report {Totals Only)

Quide Links

Care Plan Consumer Cost

Care Plan Monitoring Report

Compact Route Sheet (Daily}

Compact Route Sheet (Weekly)

Consumer Contact And Phone Listing Report

4

Report Definitions
Sorted By Title (Filtered)

Row Actions Title

e You should now see only the Service Reports and the Agency Summary Report is

usually the first one.

e If not, you may need to click on the triangle in the heading to alphabetize.

T Description

Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by P
Summary Report showing Service Delivery for New Consumers throughout an entire agency (or ag¢
Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by ¢
SAMS Report calculating monthly service plan against deliveries.

Alisting of care plans and associated services.

SAMS Report for printing daily compact route sheet.

SAMS Report for printing weekly compact route sheet.

Areport of consumer contact phene listing based upon criteria selected.

40 Reports

w | Format Columns |

v

| Refresh |

Shared With ¥

Create User

[[] Administrative
[[] Assessments
[ care Plans

[[] consumers

Services

W | Last Update User



8. Highlight the Agency Summary Report on the top list
9. At the bottom —there will be a large list of reports defined in the agency summary
format.

10. Let’s filter this list so that we may find our reports quicker.

11. Under Report Definitions (bottom list) in the column heading for the “Title”, click on
the icon.

12. Enter DSDS, there ais a set of reports created for each program.

13. Click apply filter

14. This will sort the list of “Report Definitions” and the bottom half of the screen to show
only the reports that begin with DSDS. *Reminder: the filter will remain until it is
cleared.

15. The Titles in boxes below are the most commonly used reports for each program that
have been preset.

< Favorites | 75 P2 Regulatory Reviewof . @ Basic Guideto Qutcom & AgingNetworkcom-T . & AgingNetworkcom-T 21 211 Alaska

»

Hamony for Aging | | L v E) - v Page Safety~ Tools~ @+

csugar -
AK_STATE 3.1.0.50323

Consumers  Administrator  Rosters  Reports My Dashboard  More

ced

= Reports -

®
g Sorted By Title Services - |
7; Row Actions | Title : YV | Description
g Agency Summary Report Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider, Site, County o
Agency Summary Report - New Consumers Summary Report showing Service Delivery for New Consumers throughout an entire agency (or agencies) grouped by Pra 1
é Agency Summary Report (Totals Only) Totals enly report showing Service Delivery throughout an entire agency (or agencies) grouped by County (Default) or Pre
" Compact Route Sheet (Daily) SAMS Report for printing daily compact route sheet.
N Compact Route Sheet (Weekly) SAMS Report for printing weekly compact route sheet.
j;? Consumer Contact And Phene Listing Report A report of consumer contact phone listing based upon criteria selected.
E Consumer Percentage Co-Pay Report Report that calculates percentage based copays against services delivered.
Consumer Quarterly Report A report detailing consumer counts by service with demographic breakdown.
Consumer Services List Report Alisting of all clients receiving a specified service or services totaling by client along with a grand total, .
4 [ »
26 Reports
Report Definitions
Sorted By Title (Filtered) Add New | Open | Deletz | Copy | Format Columns | Print Grid fresh | Export Grid | Open A
Row Actions | Title - T Description Y Shared With Y | CreateUser | Last Update User % | Last Updated Y
= % DSDS Adult Day Custom Field Report Title yndee Sugar  Cyndee Sugar 11/7/2012 10:29:21 AM
[Z % DSDS Adult Day Services #1 (+) Value Starts With () Value Contains () Value Does Not Contain fndee Sugar  State acstestl 10/19/2012 9:50:52 AM
= = DSDS Adult Day Transportation dsds yndee Sugar  Cyndee Sugar 11/1/2012 12:35:15 PM
= % DSDS All Grant Services / Aoply Fillr Clear Fiter Close yndee Sugar  Cyndee Sugar 8/10/2012 10:49:38 AM
= =% DSDS All Grant Services-ONE Provider e yndee Sugar  Cyndee Sugar 1/29/2009 10:15:21 AM
= = DSDS Caregiver Relationship _ Jndee Sugar  Danette Kebschull 10/18/2012 12:05:48 PM
= % DSDS Custom Field Report Areport for Zustom field State Unit Cyndee Sugar  Cyndee Sugar 11/7/2012 10:35:29 AM
= % DSDS NFCSP Custom Field Report Search NFCSP®ustom Fields (ill) Cyndee Sugar  Cyndee Sugar 11/7/2012 10:38:03 AM
= = DSDS NFCSP REPORT #1 Registered Caregivers Registered Services to Registered Caregiver (All) Cyndee Sugar  Cyndee Sugar 10/22/2012 11:57:15 AM
= x DSDS NFCSP REPORT #2 Unregistered Caregiver Services Unregistered Services - Consumer Groups  (All) Cyndee Sugar  Cyndee Sugar 10/22/2012 2:06:42 PM
= % DSDS SIH Custom Field Report Search SIH Custom Fields (all) Cyndee Sugar  Cyndee Sugar 11/7/2012 10:32:30 AM
[Z = DSDS SIH Report New #1 Registered Registered SIH Services - ALL (Al Cyndee Sugar  Cyndee Sugar 10/22/2012 2:05:32 PM
= % DSDS SIH Report New #2 Unregistered Case Management Unregistered Case Management (all) Cyndee Sugar  Cyndee Sugar 9/25/2012 12:55:27 PM
4 i »

13 Report Definitions

16. Double click to open a Report Definitions you wish to run.
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17. The Report Definition screen opens. The report Definition is where we indicate what
data to pull (query) from the SAMS database and how we want it to print.

{~ Harmony for Aging - Windows Intemet Explorer MER
&= [ titps /12 agingnetworkcom = =l & |[&) x| F¥ Google 2l-

File Edit View Favorites Tools Help

<+ Favorites |5 B2 Regulatory Review of .. @ Basic Guide to Outcom.. & Aging com-T.. 2] Aging com-T.. 21211 Alaska

Harmony for Aging | | Xy v B - @ v Page~ Safetyr Tools™ @~ 7

State acstestl -

My Dashboard ~ Consumers  Routss  Rosters  Reports  More
AK_STATE 3.0.5.48250

- | Report Definition - Agency Summary Report - DSDS Adult Day Services #1 -
H
2 Close Make a Copy | Open Audits | [P -
3 | | Close | | ma | Open | Preview
§ P ol
g . - -
E Title |DSDS Adult Day Services #1 D e
sustte | y 4 | + Report Settings

£ Description |Adult Day Service Delivery / | /18] show Monthly Details : |No -
|
¥ Shared with L 4 [ % Sort By : Last Name
=2

Modifications Allowed I 3 croup By - R

[ % Show Consumers : No
Comments [ % Show Client ID @ No
Created by Cyndee Sugar [y % Show Subservice Details and Totals : No

[ % Include Consumer Groups : No

4 Report Filters
Consumer Details
Consumer Status
Custom Field
Ethnicity
NAPIS

Personal
Residential Location /
4 Service Delivery

| [@] Service Start Date (on or after) : | 7/1/2012 H
[ % service End Date (on or before) : 09/30/2012

[ % Agency : Senior Grants

[ % Level of Care : Home and Community Based Programs
[ % Service Program : HCB Adult Day Services

[ % Care Program : HCB Adult Day Services

18. The left side shows the fields for Title and Description
19. The Right Side is where to indicate the parameters to query and print. For example:
e Report Settings (towards the top) is where we can choose how it is sorted or
what is displayed, i.e. consumer names, monthly details, etc.
e The Service Delivery section (towards the bottom) is where we indicate a service
date range, provider, and what program and/or services to query.
e Click on the green plus sign + for more items to specify.

20. The parameters have been preset for the DSDS ADS, SIH and NFCSP report definitions
indicated in the boxes above — you will need to set or reset the following:
e Service Start Date
e Service End Date
e Provider
e All other settings have been preset and unless changed and saved by
another user, should be ready to go.

21. Click on the file folder icon to edit an item.
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22. IMPORTANT, if there is ever a green check mark v'visible, it must be clicked to accept
the change or report will not run correctly.

23. To indicate a provider click on the green plus sign + after “Service Delivery” and
choose “Provider” from the list.

4 Report Preview Parameters
4 Report Settings +
= % sert By : Last Name
[ % Group By : Provider
[ % show Consumers : No
[ % Show Client ID : No
[ % Show Subservice Details and Totals : No

[ % Include Consumer Groups : No

4 Report Filters Ethnicity +
Consumer Details NAPIS +
Personal +

Consumer Status +
Custom Field + Residential Location +
Ethnicity +

NAPIS +

4 Service Delivery
® -
Provider -
Personal + = x
Provider Role
Residential Location = * 5 porovid
ubprovider
4 Service Delivery + [ % . Care Program/Services

Service Category

[ % Provider : State of Alaska & x
[ ® Service Start Date (on or after) : 07/01/2012 Sarvice
2 * Fund 1dentifier
% X Service End Date (on or before) : 08/30/2012 (=% Place of Service
Subservice

[ % Agency : Senior Grants

[ % Level of Care : Home and Community Based Programs
[ % Service Program : HCB Adult Day Services

[ % care Program : HCB Adult Day Services

24. Another window opens for you to indicate the provider. Choose the Provider.

° 3 5 0211 Ak

25. Check the box for the provider
26. Click okay.
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27. Click “Preview” and wait for the report to appear in Adobe Reader. The example
below shows zero, but your report should show services and numbers served. The
example shows zero.

for Aging | | P " v El - Y v Pagev Safety” ToolsY @+

My Dashboard ~ Consumers  Route ctivities  Rosters  Reports  More Cyndee Sugar -
AK_STATE 3.0.9.4¢
2port Definition - Agency Summary Report - DSDS Adult Day T} ortation _.
| Close | | Make a Copy | Open Audits | |Preview -

Title ‘DSDS Adult Day Transportation ‘

4 Report Preview Parameters

Subtitle | | 4 Report Settings +
Description | Adult Day Transportation hours | [ % Group By : Provider
Shared With (all) - [ % Show Consumers : No
ifications Allowed (A} B [ % Show Client ID : No

= ® show Subservice Details and Totals : No
ments ¥ « Report Filters
4 Consumer Details
=ated by Cyndee Sugar
[ * Consumer Type : Consumer Group

Consumer Status +

28. Your report will appear something like this, but with numbers:

{2 https-//rpt harmonyis net/prod/Reporting/ReportPreview aspx?TemporaryReportDefinitionUuid=5ee5f - Windows Intemet Explorer

& htps /et i d/Reporting/ReportP aspx?TemporaryReporDefiniionU 434b-427b7a0-031d6f71c37d8ReportTitle-Agency+Summary+Repon8ReporDefintion Title-DSDS. | 5
Agency Summary Report Service Period: From 7/1/2012 to 9/30/2012 8/8/2012
- DSDS Adult Day Services #1
* Consumers/ Units Cost
Consumer Groups [
Agency:
Provider: (Unknown Provider)
Service:
Subtotal for Service: o/
Subtotal for Provider: 0/
Total For Agency: 0/
Grand Total: o/

29. The bottom center of the Adobe screen has icons to print, etc. These fade away in a
few seconds. To make them reappear, move your mouse to the bottom center of your
screen.

30. Click on the “X” at top right (see arrow above) to make the Adobe screen disappear. If
you need to reset a parameter on the Report Definition screen you can do so and click
Preview again.
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31. Once finished — click on the page “X” in the blue banner to close the Report Definition.

&9 » [T heps 22 agngnemork com EE G N
Filo Edd View Favordes  Tools  Help
L Favortes . PR V0! = Tl T 0 211 Alaska

Hamony for Aging [l ZivL) 0 i Pagev Salay® Toolsw §v "

Cyndee Sugar +
AKSTATE 3,0,9.40290

]

32. You will be asked to save or discard changes, please “Discard my changes” as this will

reset the parameters for the next user.

Close ®
‘Report Definition - Agency Summary Report - DSDS Adult Day Servicgg1' has pending changes that
must be saved or discarded before continuing.

Save my changes | I Discard my changes I I Cancel

If you would like your own set of these reports created — follow these steps or
contact the program manager:

1.
. On the menu ribbon for the bottom half of the screen — click on “copy”

. A window will open allowing you to enter a new name for the report

. Replace the first part including DSDS with your agency’s name or acronym.

. The report definition will open up and allow you make additional parameter changes.
. Add you agency as a provider under the “Service Delivery” section at bottom right

. Save changes rather than discard.

. The report will alphabetize within the list on the screen

. You will need to update the filter on the title heading to the agency name or acronym

O o0 NOULL B~ WN

On the bottom list, highlight the report you wish to make a copy of

you are using.
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NAF]S Dcrnograp]ﬁic Check KcPort ~-Run each quarter

The following NAPIS Reports have been created so that a report can be run to see if the
majority of demographic information has been entered.

To run these reports:
a. Click on Reports
b. On the top half of the screen “Reports,” locate the report template called “NAPIS
Consumer Listing”
Highlight it
At the bottom half of the screen “Report Definitions” you find three report definitions
Choose the report appropriate for your program
Open the report
Set the service start and end dates
Choose your agency as the “provider”
Click on Preview
j. Consumers missing data will be displayed.
k. The items that have a dash in them or are blank are missing.

@ S0 a0

Note: if the “high nutrition risk” field is not entered, consumers will also show on this report.
We do not use this field for the ADS, SIH, or NFCSP, so do not be alarmed if multiple names
show — it may be because of this.

ﬁl—lammnylorAginngindons Intemet Explorel _ 18] x|
&' = [T tos /122 agingretwari.com = =18 |[=l [ |F8 cooge ol

File Edit View Favorites Tools Help

- Favorites | 1= B2 Regulatory Reviewof.. @ Basic Guideto Outcom.. ¢ AgingNetworkcom - T... ¢ AgingNetworkcom-T.. 2] 2-1-1 Alaska

Harmony for Aging | | 3 B v e v Pagev Safetyr Tools™ @< 7

Cyndee Sugar ~
AK_STATE 3.0.9.49252

My Dashboard ~ Consumers ~ Routes  Activities  Rosters  Reports  More

NSIP Meals Recipient List

SAMS Consumer Provider Service Report
SAMS Kitchen Report

Service Category Monthly Report
Service Delivery Consumer Listing

‘4

< =X
3 | sorted By Tite SeRES © |
= | Row Actions| Title Y | Description
i FCsP validation Report Fcse validation Report
Mult Service Report Abreakdown of service delivery by multiple-categories. Displays distinct consumer count or total service units
2 NAPIS Consumer Listing Areport of all consumers showing results based upon riteria selected.
3 NSIP Meal Reports Tab Cross Tab of all Home Delivered and Congregate Meals NSIP Meals) delivered in  specified time period.
3

Listing of all consumers who have received a Home Delivered or Congregate Meal (NSIP Meal) in a specified time period. | =
Report showing list of Consumers who have received services. Report results include Last Name, First Name, Residence To
Alist of meal counts, by Route.

Monthly Agency performance report an Service Category

Repart showing list of consumers who have received a specified service or services. Report results include Last Name, Firs

. o e - - R

26 Reports

Report Definitions

Sorted By Title (Filkered) Add New | Open | Delete | Copy | Format Columns | Print Grid | Refresh | Export Grid | Open Audits

Row Actions | Title T | Description ¥ shared with ¥ | Create User Y | Last Update Use
= x DSDS Adult Day Maintenance Report Adult Day Demographics (A1) Cyndee Sugar  Cyndee Sugar
= = DSDS Family Caregiver Maintenance Report Caregiver Demographics (al) Stateacstestl  Cyndee Sugar
& = D3DS SIH Maintenance Report SIH Demographics (A1) Cyndee Sugar  Cyndee Sugar

A copy of this report may also be made for your agency — see previous section for steps.
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Rosters are a tool that filters your consumers by program and services all to a single screen for
quick data entry. Currently rosters do not work for the National Family Caregiver Support
Program, but it is expected that they will be available in the future.

To set-up a roster for data entry:

a. Click on Rosters

armony for Aging do emet Explore
&3 = [17 ntios 22 agingnetwork com i ERABEE
File Edit View Favories Tools Help
< Favorites | 55 BE Regulatory Reviewof.. @ Basic Guide to Outcom... 2 Agingl m-T.. &) Aging com- 2] 2-1-1 Alaska
Hammony for Aging | | % v Bl v e~ Pagev Safeyr Tools+ @< 7

Cyndee Sugar -

My Dashboard ~ Consumers ~ Routes  Activities [Rosters | Reports More
AK_STATE 3.0.3.49252

ntly Opened | &

Rece|

Quide Links

b. You will either see a blank screen or rosters that have been defined for your agency

/2 Harmony for Aging - Windows Internet Explorer =] x]
&) = [ ntps a2 agingnatwork comia/ = al= —_— e

File Edit View Favorites Tools Help

< Favoiites | B2 Regulatory Reviewof . @ Basic Guide o Outcom.. & Aging| com-T.. & Agingl com-T.. 2| 2-1-1 Alaska
Harmony for Aging | | % v El - = v Pagev Safetyr Toolsv @v

Cyndee Sugar ~

My Dashboard ~ Consumers — Routes  Activities — Rosters  Reports More
AK_STATE 3.0.9.49252

' Roster Definitions = 5¢:

2 | Sorted By provider (Fitterea) Add New | Open | Record Roster | Delete | Copy | Print ~ | Format Columns | Print Grid | Refresh | Export Grid | Open Audits
£ | Row Actions | Name ¥ Service Filters Based On ' | Type ¥ Agency ¥ | Provider - T Care Program T | Service Y | Subprovider Y
g [ = x test Service Delivery Multi-Service Senior Grants  State of Alaska HCB Senior In-Home Services 3ltems

[ = 2 SOAAdultday Service Delivery Specified Service  Senior Grants  State of Alaska HCB Adult Day Services HCB Adult Day Services
y| @ = x soasm Service Delivery Multi-Service Senior Grants  State of Alaska HCB Senior In-Home Services 5 ltems
&

c. If you see a roster for your program and services, double click on the Title to open the
definition.

d. The parameters are set so that consumers connected with the particular program and
its services will be pulled to the Roster.
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e. The following items must be set for the Roster to display correctly — note that the
Services must be indicated in two places and the Consumer Provider is used rather than

“default provider.”

Adult Day Roster Definition:

> Harmony for Aging - Windows Intemet Explorer

< | https://riaZ agingnetwork.com/hfz/ j G || Bl el x
File Edit View Favorites Tools Help

<7 Favorites |§5 EE Regulatory Review of £ Basic Guide to Outcom.. & AgingNetworkcom-T.. 2 AgingNetworkcom-T.. 21 2-1-1 Alaska

[ * Include Consumer Group : No

[ % Consumer Provider : Stawa

Care Plan
Route

4 Service Delivery
[ % Care Program : HCB Adult Day Services

[ * Provider : State of Alaska

[ % Service : HCB Adult Day Sawwcas_

Senior In-Home Roster Definition:

mon

r Aging

> I https//ria2 agingnetwark.com/hfz, j = B2
File Edit View Favorites Tools Help

dows Internet Explorer

<z Favorites ‘7,5 B2 Regulatory Reviewof . @ Basic Guide o Outcom.. # AgingNetworkcom-T.. # AgingNetworkcom-T.. 2] 2-1-1Alaska

o o»
Harmony for Aging | | M v B - 0™~ Pagev Safetyr Tools™ @~
My Dashboard ~ Consumers  Routes  Activities  Rosters  Reports  More Cyndee Sugar -
Advanced

AK_STATE 3.0.5.48252
= " Roster Definition - SOA SIH - %
2
gL | | Close | | Make a Copy | Print = | Open Audits | Show Preview
=
t : Add Ner
g Name [[50A S1H | Services
&
Type  Multi-Service = SIH Respite $0.00 = =
" SIH Chore $0.00 = =
z Care Program  HCB Senior In-Home Services  ~ —
B SIH Case $0.00 S x
=}

3 Agency Senior Grants - Management
5
&

Provider State of Alaska -

Based On  Service Delivery -

4 Roster Filters +
[ % Include Inactive Consumers : No

[ % Include Consumer Group : No

[ % Consumer Provider : Stat_

Care Plan
Route
4 Service Delivery
= ® Care Program : HCB Senior In-Home Services

[ % Provider : State of Alaska

[ ® Service : (3 items selected) —

i Ly - - > @~ 7
Harmony for Aging | | fi - B~ [ @~ Page™ Safety™ Tools™ @
. Cyndee Sugar ~
My Dashboard  Consumers  Routes  Activities Rosters  Reports  More
AK_STATE 3.0.9.49252
Advanced
- " | Roster Definition - SOA Adult day -
2
g | | Close | | Make 2 Copy | Print = | Open Audits | Show Preview
=
8 Name (504 adult day | Services
o
Type Specified Service - HCE Adult Day — $0.00 = =
Services
2 Care Program HCB Adult Day Services -
a
] Agency Senior Grants -
)
& .
Provider State of Alaska - 4 Roster Filters &
[ % Include Inactive Consumers : No
Based On  Service Delivery -
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b= s e]

J-

Once the Roster definition is set save and close.
. Highlight the Roster title, be careful not to open
. Click on “Record Roster”

The consumers with the care enrollment of the program will populate the roster. This
may take a few minutes.

armony for Aging - Windows Internet Explorer =[5 x]
| hitps//ria2 agingnetwork com/hiz, EEJE i
File Edit View Favortes Tools Help

7 Favorites ‘35 BE Regulatory Review of . @ Basic Guideto Outcom.. & AgingNetworkcom-T.. & AgingNetworkcom-T.. 2/ 2-1-1 Alaska
Harmony for Aging | | B -

»

v Pagev Safetyr Tools™ @~

My Dashboard ~ Consumers — Routes  Activities  Rosters  Reports  More Cyndecklsaris

e AK_STATE 3.0.9.45252
Advanced
3 '} Roster Record - SOA Adult day - X
g\ 07/2012 imins | Hid Totals Only| | Group By | Client + | | Co e | Vie | Print Grid | Export Grid
—g Agency Senior Grants | Provider State of Alaska | Tyee Specified Service | Care Program HCB Adult Day Services | Default service HCB Adult Day Services
H]
ﬁ Grouped by: Client

Client - Y | service ¥ | Fund Identifier 7 | Subservice ¥ | Place of Service ¥ | Unit Price| Total Unit:[Sun1 Mon| Tue 3 | Wed 4 Thus| Fri6 | 5at7 |sun8 Mon ¢ Tue 1¢ |
E ~ Statet, State1 (501461234) Total unitt|0.00 | 0.00 0.00 000 000 000 000 000 000 000 |{
b1 Statel, Statel (501461234) HCB Adult Day Services $0.00
5
o

The roster displays certain fields and may be sorted a variety of ways to suite your style.
For example:

armony for Aging - Windows Intemet Explorer =[]

[\ nttps //1i2 agingnetwork.com/nfa, Halz

File Edit View Favorites Tools Help

< Favorites | 75 B2 Regulatory Review of Basic Guide to Outcom... £ Aging com-T.. & Aging com-T.. 2 2-1-1Alaska

»

Harmony for Aging 0 v B - e~ Pagev Safely™ Tools™ @~

k.

v Dashboard  Consumers — Routes  Activities  Rosters  Reports  More Cyndee Sugar -
Advanced AK_STATE 3.0.9.49252
') Roster Recor OA Adult d

T
& | orrzon2 Show/Hide Columns | [All Units) | Group By |Client = | | e act | Print v | Print
% | Agency Senior Grants | provider State of Alaska | Typ= Specified Service | 2m HCB Adult Day Services | Default servics HCB Adult Day Services
8| croupedby: | client
Client - Y | service : ¥ | Total Units [
Z ~ Statel, State1 (501461234) Total units: 0.00
5
3 Statel, Statel (501461234] HCB Adult Day Services
]
o

To add a new consumer to the roster, the consumer must first be set up in SAMS and
have the care enrollment of the program entered on their record.
Click on “Add Consumer”

R rros //ia2 agingnaori.comhia =& e x T cooge ok
File Edit View Favorites Tools Help
. Favorites | = P Regulatory Review of . @ Basie Guide to Outcom., &2 Aging! m-T. © Aging m-T.. 21211 Alaska

Harmany for Aging || i v £ - Y - Pagev Safety~ Toolst &v *

My Dashboard Consumars Routaes Activities Rostars Reports  More e

. AK_STATE 3.0.8.42252
- _» Roster Record - SOA Adult day -
& [orr2022 howHide Columns | [l Unita) | Group By |Client = | | Close | Add Congumer | Add Service | View st | Print = | Print Grid | Export Grid
& | naency Senior Grants | provider State of Alaska | Type Specified Service | cars program HCB Adult Day Services | Defaule sarvica HCB Adult DYRervices
g Grouped by: client

client . ¥ | service : ¥ | Total Units |
: ~ Statel, Statel (501461234) Total units: 0.00
3 statel, statel (501461234) HCB Adult Day Services
]
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m. Enter the consumer’s last name in the search box and click on “Search”:
n. If the consumer has the care enrollment of the program on their record, they will

appear in the window with a box in front of them. If their name is not on this list, you

must go back to their client details and enter the care enrollment first:

Search for Consumer

Consumer Search | Phona Saarch _Location Search

Saarch ors [rod

(@ All Words ¢ Exact Phrase

Search for:

Inc?

Search for Consumer

0K

]

Consumer Search | Phone Search Location Szarch

Info

Search for: | Test |search|

Add New

]

(=) Al Words O or () Exact Phrase

Clear

]

Cancel
Search for: Test
ConsumerType ¥ | Active? Y |ID Y Name Y | Date Registered ¥ | Address Y| Town of Residence
Consumer 2 1310250056  Contestabile, Pricilla 07/18/2007
Consumer 1125184101  Notestine, Sarah 08/31/1998 2112 Rodeliffe Juneau
Consumer rd 1335790652 Person, Test 02/01/2011 Palmer
Consumer 206354321  State Ir, Testing1 P 01/01/2004 100 Main Street Juneau
Consumer @ 1338079470 Test, Cyndee 10/14/2011

Consumer v 13929231329 Test, Cyndee 10/14/2011 #25 Blueberry Housing Juneau
Consumer v 1360141998 Test, Ida 09/01/2011 123 Smith Street Hoonah
Consumer v 6464479 Test, Test 11/03/2007 123 Smith Street. Anaktuvuk Pass
Consumer ] 5643 Test, William 02/12/2006 Juneau
Consumer v 3 Test9s, Joan 07/01/2008 123 Adak

Ll

o. Highlight the consumer to be added to the Roster and click on “OK”, the new person will

be added to the roster.

/2 Harmony for Aging - Windows Intemet Explorer 2] x]
DA - = A
EiZ) - I https.//ria2 agingnetwork.com/hfz/ EES ‘E“‘_"Hi |2
File Edit View Favortes Tools Help
- Favorites |$§ A Regulatory Reviewof .. ‘@ Basic Guide to Qutcom... & Aging com-T.. & Agingl com-T.. 2 2-1-1Alaska
Harmony for Aging | | % w6l - o m v Pagev Safety* Toolsv @~
i Cyndee Sugar -
f | My Dashboard ~ Consumers — Routes  Activities Rosters  Reports More
AK_STATE 3.0.0.49252
Advanced
5 "'} Roster Record - SOA Adult day =5
c
g’-, 07/2012 Show/Hide Columns | (All Units| | Group By |Client v 7d Close | Close | Add Consumer | Add Service | View Contract | Print « | Print Grid | Export Grid
—E Agency Senior Grants | Provider State of Alaska | Type Specified Service | Care Program HCB Adult Day Services | Default service HCB Adult Day Services
z
E Grouped by: Client
Client - W | service ° W | Total Units l
;E ~ Statel, Statel (501461234) Total units: 0.00 |
B> Statel, Statel (S01461234) HCB Adult Day Services ‘
5
& ~ Test, Ida (1360141998) Total units: 0.00 |
Test, Ida (1360141938) HCB Adult Day Services ‘
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r.

Enter the units of service and Save. Save often!

For the consumer(s) just added to the Roster, units of service must be entered and
saved or they will fall off of the Roster and will not appear next time you open the roster
or move to another month. This is okay, it just means you will need to add them again.

Important Notes:
e Please note that you must save in order for the data to be saved to your
consumer’s permanent service delivery record.
e Once you have saved the numbers will display in “black.”
e Once an entry is saved a User cannot delete it or change it to a zero. Contact
your program manager for the item to be deleted (see below).
e An entry saved, can be edited by a User, just not edited to a zero.

In order for an entry to be deleted, A User may edit data in a roster or in the client
record, but not delete. Entering a zero will not work either. please send your program
manager the consumer’s SAMS id number, initials, the service and month that needs to
be deleted. PLEASE do not send client names via email.

When finished with entering data for the month, you may continue to the next month
or view previous months by changing the month at the top left and clicking on Refresh.

+ Harmony for Aging - Windows Internet Explorer

P ——

| https://ria2 agingnetwork.com/hfa/

File Edit View Favorites Tools Help

.7 Favorites |1.5 A2 Regulatory Review of . @ Basic Guide to Outcom.. & AgingNetworkcom-T.. & AgingNetwo

Harmany for Aging | |

My Dashboard  Consumars  Routes  Activitie

") Roster Record - SOA Adult day
07/2012 Show/Hide Columns |all U"its_l Group By Client = |

R, Seni rants | Provider State of Alaska | Type Specified Service | Care Program HCB Adult Day Services | Default ©

Recently Opened

Grouped by Client
Clie - Y | Service % | Total Units
~ Statef], Statel (501461234) Total units: 0.00
Statel, Statel (501461234) HCB Adult Day Services

Quids Link:

~ Test, Ida (1360141998) Total units: 0.00
Test, Ida (1360141938) HCB Adult Day Services
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TiPs & Shorbcu’cs:

Navigation - A few pointers that work throughout most on screens with common
icons/symbols:

] Harmony for Aging - Windows Internet Explorer

@AVI https://riaZ agingnetwork.com/hfa/ j 4 ||&) 4% ﬁ-&-:--:-gle R~

File Edt View Favortes Tools Help

2-1-1 Alaska

=

This indicates which list is showing. i This symbol shows how the column is

' v E) v = v Page~ Safety™ Tools™ @~

T - sorted, either ascending or descending.
Click|:>n it to change the order. o | call thisa menuribbon [~

Advanced STATE 3.1.0.50201
= 2 consumers I AN —x%
f‘) Sorted By Name Saved Searches v* Consumer Type ~ | Add New = | Open » | Print = | Format Columns | Print Grid | Merge | Refresh | Expert Grid | Open Audits
7;‘ Row Actio Consumer Type ¥ | Active? ¥ | ID % | Name B YV Date Registered ¢ | Address | Town of Residence % | County of Residence ¢ | Home Phone ¥ | Sta
E = 1330151003 Demo, lane A 01/01/2011 100000 GIacierWay‘Juneau Alaska (Counties) (507) 790-5555 024

(= 1384943133 Demo, Martha 01/01/2011 Juneau Alaska (Counties) 024
o =3 . . . Family Caregiver Outreach 07/03/2006
g = lf.th_e “?t IS flltered it 1342656082 Gone, Zummie 11/01/2010 ws2| This is one of my favorite items. The Filter Icon. I
. ._, :Q:Llr:ilci: V:::;Z 101335555 J, States 06/14/2004 2009 Where ever You see it you can filter that colulmn.
5| @ and if tf’1e mlouse 1363084047 Smith, State 07/01/2006 (;|ICk on.the filter symbol and enter what you'd
2 & SoA SIH Case Management | & A 04/01/2010 like to filter. For example for Name — if you enter |

=) h(.)V(.ers over the_area, State Case Management 10/06/2006 the letters “Mat” — it will show you all of the last

| will |nc'j|c.at<'e which State Consumer Group 1 06/16/2006 names that begin with “Mat” — it is a very quick

| nameitisfiltered to.  bosasazar states, estingzp U 1004 \way to find a consumer on your consumer list if it |

[ ™= Consumer Group State of Alaska Presentations 01/01/2011 is Iarge. "

lz = Consumer Group State of Alaska testing 07/01/2012 | =

[Z = Consumer 501461234  Statel, Statel 05/30/2006 1220 Glacier luneau Alaska (Counties) (507) 321-4567

[ = Consumer 101300838 State2, State2 06/13/2006 1001 Main Street Juneau Alaska (Counfies)

-

d

Consumer 1358532351 State2s, State2s 10/14/2005 Smith Avenue Juneau Alaska (Counties)

Also:
e Use Format Columns on the menu ribbon to indicate which columns to appear on your
screen
e A column heading may be dragged to another spot, by clicking and dragging.
e Use the “Recently Opened” on far right horizontally to navigate back to previously
opened record during the session currently logged into.
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FAQs

1.  What happens when a consumer no longer receives services from a grant program?
Answer: This depends upon whether the client passed away or stopped receiving
services for another reason.

a. If the person has passed away or moved out of state, go to the clients Details
and then Basic Information and enter an active status of “No” and enter the
reason.

b. Also, enter end dates on the care enrollment and provider. Termination date,
etc. DOES NOT need to be entered — just end date.

c. If the person has moved to another community or stopped services for another
reason, enter an end date on the care enrollment or provider, whichever is
appropriate.

d. If the consumer has NOT passed away and you set them as “Not Active” —you
have inactivated them in the data base and everyone will see them as inactive,
so only enter “No” for status if they’ve passed or moved out of state.

2.  Whyis a consumer not on my Roster?
Answer:
a. Check that a care enrollment has been entered.
b. Check that there is no end date listed for the care enroliment.
c. Check to be sure the person is not inactive.

3.  Why is SAMS not saving what I've entered?
Answer:
a. Check to be sure that you have entered your agency as a Provider on the client
record, save, and try again.

4.  When | go to enter a service, why is the service not showing as a choice?
Answer:
a. Be sure the care enrollment has been added.
b. Check to be sure you have chosen the correct care program and service
category.

5.  Arethere annual updates we need to do?
Answer:
a. Yes. Each year when a consumer is assessed or any data changed, you
enter/update that information in SAMS AND enter a new date for “Consumer
Details Last Reviewed.”
6. Whatdoldoifaclient does NOT receive service in a month?
Answer: Nothing. If the client did not receive service during the month, there is nothing
to enter. Only services that were provided are entered.
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Why can’t | delete something I've entered?

Answer: Only Administrators have permissions to delete in the data base. This is to
protect the integrity of the data. Once something is deleted, it cannot be retrieved.
Users can edit data, but in cases where something needs to be deleted you will need to
contact the program manager.

You may also send and email with the client’s SAMS id number, initials, month and item
or service to be deleted. Please do not send client names via email.

What happens if | create a duplicate client record.

Answer: It happens. Don’t beat yourself up about it. You can either perform a merge
or send the information to the program manager to assist.

Whenever there are caregivers and care recipients linked, it becomes more complicated
and you will need to refer these to the program manager to resolve.
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