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Elderberry Database System Version 3.4
Instructions for Reporting for Title 3D Services
NOTE: You must be using Elderberry Database System Version 3.4 to report for Title 3D Services. The following sections provide instruction on set-up and reporting for Title 3D Services using the Elderberry Database:

SECTION A- Database Setup
SECTION B- Recording demographic information for Persons Served
SECTION C- Recording Title 3D Services
SECTION D- Reporting Title 3D Services

SECTION E- Getting help

APPENDIX- Includes updates for the current reporting year (2008)
SECTION A- Database Setup

Database setup needs to be performed only once at the beginning of a Project year. In order to use the Elderberry Database System to report for Title 3D services, you must first perform some setup tasks using the Maintenance Menu based upon information you receive from your Title 3D funder. You must ensure that you have the proper information entered in the following sections of the Maintenance Menu:

1. Profile

2. Service Type

3. Title 3D Category

4. Title 3D Service Category Link

General instructions will be provided here in Section A. Specifics for what changes need to be made to your Maintenance Menu for the current grant year can be found in the appendix of this document.
General Instructions for Database Setup:

1. Data Entry Profile
a. The Profile section of the Maintenance Menu allows you to customize which fields in the Personal Information form will be highlighted green when you select that particular Profile name from the “Data Entry Profile” drop-down box at the top of the Personal Information Form. This feature helps you remind yourself which fields should be filled with demographic data for a 3D Person Served. This is a helpful feature but is not required to make the system work properly.
b. Go to the Profile section of the Maintenance Menu, and click on the “Edit/Add Profile” button. In the “Select Profile” drop-down box at the top of the page, pick the entry titled “3D”.

c. Check to ensure that all of the fields listed in section A.1 of the appendix at the end of this document are included in the “3D” Profile. If a required field does not appear on the list, pick it from the list of fields in the “Label” drop-down box. The “Label” drop-down box includes the label of every field that appears in the upper section or any of the tabs on the Personal Information Form in the Elderberry Database System. The list in the drop-down box is sorted by the section of the Personal Information form in which the field appears.
d. If “3D” does not appear in the “Select Profile” list, click on the “Blank Profile” button and enter “3D” (without the quotation marks) when prompted for a name for your new profile. The only field that will appear in the new profile is the “First Name” field. Select the rest of the fields that should be included in the “3D” profile one at a time from the “Label” drop-down boxes on the left.  Remember to refer to section A.1 of the appendix for an exact list of what demographic information needs to be included.
e. When you are finished with the “3D” profile, Click the “Back” button, then click the “Back” button again.
f. When you are using the Personal Information Form to input data about a Person Served who will receive Title 3D services, select “3D” from the Data Entry Profile field at the top of the form. All fields included in the “3D” Profile you defined in steps A.1.a. through A.1.f. will be highlighted in green, which will remind you which fields must be filled with data.

g. If you wish, you can make “3D” the default data entry profile. To do so, go to the Maintenance Menu, and select “Profile” on the left side of the menu. In the resulting window to the right of the list, select “3D” from the “Default Profile” box. Click the Back button and return to the Personal Information form. Now, every time you open this form, the required Title 3D fields will be highlighted green.

2. Service Type

a. Go to the Service Type section of the Maintenance Menu, and ensure that every individual (non-group) 3D service for which you have a contract for is included on the list. Add services as necessary at the bottom of the list.  A complete list of 2008 Service Types is included in section A.2 of the appendix.  Service types are listed exactly as they should appear in your database system.
b. EVERY 3D Service Type MUST be prefaced with “3D-“ (i.e. “3D-Mental Health Screening-staff” or “3D-Mental Health Referral-VOL”). Any service that does not have the “3D-“ preface will NOT be included in Title 3D reports.

c. EVERY 3D Service that is to be performed by a volunteer must have a “-VOL” suffix on it (see examples in previous step). Every 3D Service that is to be performed by a staff member must have a “-staff” suffix on it (see examples in previous step). When services are recorded with a “-VOL” suffix in the Service Activity Log, demographic information about the service provider will be included in the Title 3D Persons Served report (see Section D.3.).
3. Title 3D Service Category

a. Complete this step only AFTER you’ve completed steps A.1. and A.2 above.

b. Go to the Title 3D Category section of the Maintenance Menu. Change or add entries to correspond with the Service Categories that are listed in section A.3 of the appendix (these will correspond to the Service Category headings in the Persons Served document you submitted as part of your Title 3D proposal).

4. Title 3D Service Category Link

a. Complete this step only AFTER you’ve completed steps A.1. through A.3 above.

b. Go to the Title 3D Service Category Link section of the Maintenance Menu. Select the correct “3D Service Category” from the drop down-box to the left of each “3D Service Type” that appears on the list.  Correct Service Categories are listed in section A.4 of the appendix at the end of this document.
c. The Title 3D Persons Served report generated by the Elderberry Database System will use these links to properly distribute the people you’re serving into the correct categories based upon the links you make in this section.

5. Health Problems Fields
a. Go to the Health Problems section of the Maintenance Menu.

b. Refer to section A.5 of the appendix at the end of this document.  Check to make sure that each Health Problem listed in the appendix appears in the Health Problems section of your Maintenance Menu.
c. These Health Problems will then appear in the drop down box in the Health Problems section of the Evaluation Information tab in the Personal Information forms.
6. Update 2007 Income Levels (NOTE:  2008 INCOME LEVELS ARE THE SAME AS 2007)
NOTE: You may have already performed this task for a different grant.  If so, please skip ahead to Section B.
a. Go to the Income Levels section of the Maintenance Menu.

b. Refer to section A.6 of the appendix at the end of this document.  CHANGE (do not delete) the existing entries to reflect the new levels listed in the appendix.
SECTION B- Recording demographic information for Persons Served:

1. Every Person Served for whom you wish to report data in your Title 3D Services Project must be entered in the Personal Information Form (accessed through the Person Search form). If the person you wish to include in the Title 3D Services Project already has a record in the Personal Information Form, you need to edit that person’s record to include all of the demographic information necessary for the Title 3D project.  Do not change their existing person type, but ensure that they are entered as a “Person Served” (NOTE: no special “3D” designation is required for Persons Served for Title 3D Projects).
2. To enter a Person Served in the Elderberry Database System for the Title 3D Services Project:

a. Click on the Person Search button on the Elderberry Database System’s main menu.

b. Click on the “Add New” button (or double-click the person’s name if it is already in the Database System).

c. If you are using the “Data Entry Profile” feature explained in section A.1, use the field at the top of the Personal Information form to select “3D.”
d. In the “Person’s Status” section, select the option “Person Served” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a Person Served in the initial date field.

e. Be sure to enter data in at least every field that is highlighted in green on the upper portion of the Personal Information form and the other tabs. Records without entries in each of these fields may not be included in your reports!!  Reminder:  If you did not create a 3D Data Entry Profile, you will have to determine on your own what demographic information needs to be filled in.
3. To enter a person as a Volunteer for the Title 3D Services Project:

a. In the “Person’s Status” section, select the option “Volunteer” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a Volunteer in the initial date field. NOTE: no special “3D” designation is required for Volunteers in this section of the database.

b. On the Other Personal Information Form, be sure to fill in at least the “DOB” field. All of the other 3D fields may be filled in, but do not have to be in order for Title 3D reports to function properly.
SECTION C- Recording Title 3D Services:

1. In order for the Database System to properly report Title 3D services, it is imperative that Title 3D services be recorded correctly. The demographic records of Persons Served and Volunteers will NOT be reported unless they are recorded as having received or provided at least one “3D” service entered on the Service Activity Log.
2. To record an individual service done for a Person Served in the Service Activity Log:

a. Click on “Add New.”  In the first blank line, select the Person Served’s name from the Person Served drop-down box (if the person’s name does not appear in the list, be sure that you have already entered his/her demographic data in the Personal Information Form, and that you have designated him/her as a Person Served).

b. Select the name of the person providing the service in the Service Provider drop-down box. This may be the name of a Program staffe member, nurse, home health aide or Program volunteer.

c. Enter the date the service was performed.

d. Select the type of service performed in the Service Type field.

i. For the purposes of the Title 3D Services Project, be sure to select an entry with “3D-” at the beginning. These services will appear in the Service Type field only after you have properly performed the Service Type setup described above in Section A.2.
ii. If the service is being provided by a volunteer, select an entry with “-VOL” at the end of it. When you enter a 3D service with “-VOL” at the end of it, the person whose name is entered in the Service Provider field of that record will be included in your 3D report as a volunteer. That is the only way a volunteer’s information will be included in the Title 3D Persons Served report.
iii. If the service is being provided by a staff person, select an entry with “-Staff” at the end of it. In this case, the person providing the service will NOT be included as a volunteer in your Title 3D Persons Served report.
e. Enter the number of hours spent (or a part of an hour in decimal form) in the performance of the service. Please use .25 (15 minutes) as the smallest increment of service. It is important that this field be filled in so that the proper information is collected for other reporting (such as your Quarterly Service Report, if applicable).
f. Enter the number of home visits or leave the field at 0.

g. Enter the number of units for the service. Different units of measure are required for different Title 3D services. When the units are hours, please use .25 (15 minutes) as the smallest increment of service).  For proper service units refer to the Service Definitions documentation provided for you by your Title 3D funder. 
h. Enter the cost for the service (optional). This is the amount your Program received as a fee or donation for this service. It will often be zero. This field will NOT calculate cost x number of units. It is simply a place to put fee or donation information as you desire to track it.
i. If you like, add a note to further explain the service entry. This note will not be included in reports.

SECTION D- Reporting Title 3D Services

1. Creating Title 3D Service Reports
a. Reporting Title 3D individual services:

i. At the end of each quarter, you will be required to report your Title 3D Services by printing a custom report from the Elderberry Database System’s Sorting Tool.

ii. After you are confident that you have entered all the people and services you wish to count in your Title 3D Services reports, click on the “Sorting Tool” button on the Elderberry Database main form.

iii. Make the following selections in STEP ONE of the Sorting Tool:

(1) Click the “Service Dates” button, then enter the beginning and ending dates of the quarter for which you’re creating a report in the “Served Between” and “and” fields.

(2) Click the “Service Category or Type” button. In the “OR Types” list, select the first service whose name begins with “3D-“. Hold down your SHIFT key on your computer’s keyboard, and scroll down to the last service whose name begins with “3D-“ and click on it with your left mouse button. This should highlight all of the “3D-“ services types in the “OR Types” field. You can then let go of the SHIFT key. NOTE: If all of the “3D-“ service types are NOT highlighted, please repeat this step until they are all highlighted.

iv. In STEP TWO of the Sorting Tool, click on the “Persons Who Have Been Served” option.

v. Make the following selections in STEP THREE of the Sorting Tool:

(1) Click on the “Service Detail (by service category)” option.

(2) If you wish, click on the “Preview” button to view the report before you print it, then print the report.

(3) NOTE:  See section B.1 of the appendix for additional information on this report.
2. Creating Title 3D Persons Served Reports

a. At the end of each quarter (typically), you will be required to provide a report of your Title 3D demographic information by printing a Title 3D Persons served report from the Elderberry Database System.

b. After you are confident that you have entered all the people and services you wish to count in your Title 3D Persons Served report, click on the Reports button on the Elderberry Database main form.

c. From the Report List on the left side of the Report Menu, select the entry called “Title 3B, C, D Persons Served.”

d. For each quarter, enter the beginning and ending dates of the quarter in the “From” and “and” fields. 
e. Select “Title 3D”.

f. In the “Select Format” field, select “MAAA”.

g. Click “Preview” or “Print” to create the report.

3. Creating other Title 3D Reports

a. There are other Title III-D reports that Elderberry Institute will require on a quarterly basis.  Review section B of the appendix for details on how you can use the database to complete these reports.
SECTION E- Getting help

1. If you need help, contact Laura Muenchow at Elderberry Institute by calling (651) 649-0315 or (800) 320-1707 or by sending an email to lmuenchow@elderberry.org UNTIL MARCH 28, 2008.
Elderberry Database System

Title 3D Reporting Instructions Appendix for 
2007-08 Health Promotion Project in partnership with VOA and the MAAA Reporting
APPENDIX SECTION A: Setup Information
1. Profile (Data Entry Profile)
	Label
	Location

	County
	Personal Information Form

	First Name
	Personal Information Form

	Last Name
	Personal Information Form

	DOB
	Personal Information Form- Other Personal Information Tab

	Gender
	Personal Information Form- Other Personal Information Tab

	Person Served Detail: Living Situation
	Personal Information Form- Person Served Detail Tab

	Ethnic Background
	Personal Information Form- Other Personal Information Tab

	Latino?
	Personal Information Form- Other Personal Information Tab

	Income Level
	Personal Information Form- Other Personal Information Tab

	Evaluation Information: Health Problem
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 01- Walk inside w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 02- Sit up w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 03- Groom self w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 04- In/out of bed w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 05- Bathe/shower w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 06- Use toilet w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 07- Dress w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL 08- Eat w/o help
	Personal Information Form- Evaluation Information Tab

	Evaluation Information: ADL Assessment Date
	Personal Information Form- Evaluation Information Tab


2. Service Type

	Service Category
	Service Type

	Service coordination
	3D-Mental Health Screening (E)-Staff

	Volunteer service- individual
	3D-Mental Health Screening (E)-VOL

	Service coordination
	3D-Mental Health Referral (E)-Staff

	Volunteer service- individual
	3D-Mental Health Referral (E)-VOL

	Service coordination
	3D-Mental Health Referral Recommendation (E)-Staff

	Volunteer service- individual
	3D-Mental Health Referral Recommendation (E)-VOL

	Service coordination
	3D-Arthritis Exercise Program (E)-Staff

	Volunteer service- individual
	3D-Arthritis Exercise Program (E)-VOL

	Service coordination
	3D-Arthritis Self-Management (E)-Staff

	Volunteer service- individual
	3D-Arthritis Self-Management (E)-VOL

	Service coordination
	3D-Arthritis Aquatic Program (E)-Staff

	Volunteer service- individual
	3D-Arthritis Aquatic Program (E)-VOL

	Service coordination
	3D-Mental Health Education Session (E)-Staff


3. Title 3D Service Category
	3D Service Category

	Mental Health


4. Title 3D Service Category Link
	3D Service Category
	3D Service Type

	Mental Health
	3D-Mental Health Screening (E)-Staff

	Mental Health
	3D-Mental Health Screening (E)-VOL

	Mental Health
	3D-Mental Health Referral (E)-Staff

	Mental Health
	3D-Mental Health Referral (E)-VOL

	Mental Health
	3D-Mental Health Referral Recommendation (E)-Staff

	Mental Health
	3D-Mental Health Referral Recommendation (E)-VOL

	Mental Health
	3D-Arthritis Exercise Program (E)-Staff

	Mental Health
	3D-Arthritis Exercise Program (E)-VOL

	Mental Health
	3D-Arthritis Self-Management (E)-Staff

	Mental Health
	3D-Arthritis Self-Management (E)-VOL

	Mental Health
	3D-Arthritis Aquatic Program (E)-Staff

	Mental Health
	3D-Arthritis Aquatic Program (E)-VOL

	Mental Health
	3D-Mental Health Education Session (E)-Staff


5. Health Problems
	Health Problems

	Alzheimer’s Disease

	Arthritis

	COPD

	Diabetes

	Heart Disease

	Parkinson’s Disease

	Use cane, walker, wheelchair

	Carry portable oxygen

	Hearing loss

	Vision loss

	Home bound

	Hypertension

	Stroke (history of)


6. Income Levels

	2007 Income Levels
	2008 Income Levels

	(1) 0 - $10,210
   /(2+) 0 - $13,690
	(1) 0 - $10,210
   /(2+) 0 - $13,690

	(1) $10,211 - $20,420  /(2+) $13,691 - $27,380
	(1) $10,211 - $20,420  /(2+) $13,691 - $27,380

	(1) $20,421 & over
   /(2+) $27,381 & over
	(1) $20,421 & over
   /(2+) $27,381 & over


APPENDIX SECTION B: Other Reporting Information
1. Title 3D Service Reports- Referred from Section D.1.v.3 of the Instructions Document:
a. In the past you may have been required to manually circle the names of the people who received Mental Health Referrals during the quarter.  New for 2008, you’ll notice that section A.2 of this appendix includes two new service types called “3D-Mental Health Referral” and “3D-Mental Health Referral Recommendation”.  Instead of circling names, you’ll now be entering Mental Health Referrals as services and including those services on your reports.
i. Use “3D-Mental Health Referral Recommendation” for any client whom you’ve completed a mental health screening on, and determined that they would benefit from additional mental health services.
ii. Use “3D-Mental Health Referral” if you have contacted a mental health professional on behalf of a client who took your recommendation (described above).
b. Please take note that we are asking you to print your Sorting Tool Report using the “Service Detail (by Service Category)” option instead of the “(by person)” option.  Please make sure you do this!
2. Creating Title 3D Health Problems Reports:
a. At the end of each quarter, in addition to the reports described in the main section of the Title 3D instructions, you need to provide a “Title 3D Health Problems” Report.

b. Open the Title 3D Health Problems Report sheet provided to you by Elderberry Institute in Microsoft Excel.

c. Use the Elderberry Database System’s Sorting Tool to determine the number of people you served with Title 3D services who have any of the Health Problems listed on the Title 3D Health Problems Report Sheet (this would be the same list included in Section A.6. above).
i. After you are confident that you have entered all the people and services you wish to count in your Title 3D Services reports, click on the “Sorting Tool” button on the Elderberry Database main form.

ii. Make the following selections in STEP ONE of the Sorting Tool:

(1) Click the “Service Dates” button. For the FIRST quarter, enter the beginning and ending dates of the quarter in the “Served Between” and “and” fields. In the subsequent quarters, enter the beginning date of the FIRST quarter, and the ending date of the quarter for which you are reporting (for example, for Quarter 2 YTD, enter 01/01/07 in the “Served Between” field, and 06/30/07 in the “and” field). This will give you a count of all the people served year to date for the Health Problems Report.
(2) Click the “Service Category or Type” button. In the “OR Types” list, select the first service whose name begins with “3D-“. Hold down your SHIFT key on your computer’s keyboard, and scroll down to the last service whose name begins with “3D-“ and click on it with your left mouse button. This should highlight all of the “3D-“ services types in the “OR Types” field. You can then let go of the SHIFT key. NOTE: If all of the “3D-“ service types are NOT highlighted, please repeat this step until they are all highlighted.

(3) Click the “Demographic Information” button. In the “Health Problem(s) drop-down box, select the first “Health Problem” listed on the Title 3D Health Problems Report sheet (for example, in 2008 the first Health Problem you will choose is Alzheimer’s Disease).
iii. In STEP TWO of the Sorting Tool, click on the “Persons Who Have Been Served” option.

iv. In STEP THREE of the Sorting Tool, click on the “Contact List” option.
v. Click on the “Preview” button. 

(1) If you see a message box that reads “No records correspond to your search”, click on the “OK” button, and enter a zero in the Title 3D Health Problems Report sheet next to the first entry in the “Health Problem” list.

(2) If the Contact List report opens, find the number in the upper left section of the report next to the label “Number of records in report”. Enter that number in the Title 3D Health Problems Report sheet next to the first entry in the “Health Problem” list.

(3) Click on the “Close” button at the top of the report to return to the Sorting Tool

vi. Leave all of the options the same in STEP ONE except- select the next Health Problem listed in the Health Problem(s) drop down box in the Demographic Options section.

vii. Repeat steps 1.c.iii. through 1.c.v. until you’ve filled in all of the entries in the Title 3D Health Problems Report sheet.
REMEMBER:  You must fax or e-mail all reports by the listed deadlines to Bernie Ryan at Elderberry Institute.  A complete list of reports as well as deadlines are listed in the 2007-08 Instructions for Completing and Submitting Reports Document (non-database related)

Fax:  651-649-0318 or Email:  bernieryan@elderberry.org
For database questions, please call Laura Muenchow at 651-649-0315 or email at Lmuenchow@elderberry.org 
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