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· Some reports may extend beyond one page. To determine if this is the case, check the page number in the lower right corner of the report. If it indicates that there are multiple pages, use the arrows at the lower left to navigate between pages of the report.

How to print XE "Print:Title 3B, C, D Persons Served Report "  the Title 3B, C, D Persons Served Report
 XE "Reports:Title 3B, C, D Persons Served Report " 
· The Title 3B, C, D Persons Served Report option in the Report List allows the user to create Persons Served Reports for Title 3B, 3C or 3D services that have been entered in the Service Activity Log. This report is typically required by Title 3 funders to break down important ethnic, income, and geographic characteristics of the people served by Title 3 services.
· The Service Categories for this report are taken from the appropriate Title 3 Categories entries and Title 3 Service Category Links that have been made by the user in the Maintenance Menu. See instructions for setting up these categories and links in the “Title 3 Categories” and “Title 3 Service Category Links” section of Chapter Seven.
· This report WILL NOT include information about entries that have been made in the Service Activity Log (Additional) because those records are not connected to individual persons’ data.
· Click on the Title 3B, C, D Persons Served Report XE "Reports:Title 3B, C, D Persons Served Report"  option in the Report List.

Figure 8‑20
[image: image21.wmf]
· In the Report Parameter window, additional options will appear (see Figure 8‑20).
[image: image22.wmf]
· From/To XE "Fields:From" - Select or enter the beginning and ending dates for the report.
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· Select Title Options XE "Select Title Options"  (unlabeled)- Click on the radio button next to the Title 3 Report you wish to produce.
[image: image24.wmf]
· Select Format XE "Fields:Select Format" - From the drop-down list, select the format of the Title 3 Report you wish to produce. The “default” entry corresponds to reports used by the Central MN Council on Aging. The “MAAA” entry corresponds to reports used by the Metropolitan Area Agency on Aging. Additional report formats may be added to the database system as they are completed.
[image: image25.wmf] 
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· Preview button XE "Buttons:Preview" - Click the Preview button to see the Title 3B, C, D Persons Served Report XE "Reports: Title 3B, C, D Persons Served Report "  (see Figure 8‑21). To print the Report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Report, click on the “Close XE "Buttons:Close" ” button.
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· Print button XE "Buttons:Print" - To print the Report without viewing it first, click the Print button.

Figure 8‑21
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· Some reports may extend beyond one page. To determine if this is the case, check the page number in the lower right corner of the report. If it indicates that there are multiple pages, use the arrows at the lower left to navigate between pages of the report.
How to print XE "Print:Title 3E Persons Served Report "  the Title 3E Persons Served Report
 XE "Reports:Title 3E Persons Served Report " 
· The Title 3E Persons Served Report option in the Report List allows the user to create Persons Served Reports for Title 3E services that have been entered in the Service Activity Log. This report is typically required by Title 3 funders to break down important ethnic, income, and geographic characteristics of the caregivers and care recipients served by Title 3E services.
· The Service Categories for this report are taken from the appropriate Title 3 Categories entries and Title 3 Service Category Links that have been made by the user in the Maintenance Menu. See instructions for setting up these categories and links in the “Title 3 Categories” and “Title 3 Service Category Links” section of Chapter Seven.
· This report WILL NOT include information about entries that have been made in the Service Activity Log (Additional) because those records are not connected to individual persons’ data.
· Click on the Title 3E Persons Served Report XE "Reports:Title 3E Persons Served Report"  option in the Report List.

Figure 8‑22
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· In the Report Parameter window, additional options will appear (see Figure 8‑22).
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· From/To XE "Fields:From" - Select or enter the beginning and ending dates for the report.
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· Preview button XE "Buttons:Preview" - Click the Preview button to see the Title 3E Persons Served Report XE "Reports:Title 3E Persons ServedReport"  (see Figure 8‑23). To print the Report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Report, click on the “Close XE "Buttons:Close" ” button.
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· Print button XE "Buttons:Print" - To print the Report without viewing it first, click the Print button.

Figure 8‑23
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· Some reports may extend beyond one page. To determine if this is the case, check the page number in the lower right corner of the report. If it indicates that there are multiple pages, use the arrows at the lower left to navigate between pages of the report.
How to print XE "Print:Title 3E Service By Caregiver Report"  the Title 3E Service By Caregiver Report
 XE "Reports:Title 3E Service By Caregiver Report" 
· The Title 3E Service By Caregiver Report XE "Reports:Title 3E Service By Caregiver Report"  makes it possible for the user to produce a list of all the 3E-Caregivers who have received a particular 3E service (or all 3E services) between any two dates. The report lists the names of the 3E-Caregivers (followed by the name of each Caregiver’s 3E-Care Recipient) who have received a particular service, and then summarizes the hours, visits, units and cost of the services under the name of the Caregiver who received them. The report provides totals for hours, visits, units and cost of all the services in the report, and provides an unduplicated number of 3E-Caregivers served. This report will include the number of sessions of 3E Group services that have been entered in the Service Activity Log (Additional) for the time period covered by the report, as well as the (duplicated) number of people who attended those sessions.
· NOTE: In this report, 3E Caregivers are credited for all 3E services they have received AND all 3E services received by the 3E Care Recipient(s) to whom they're linked. This report shows the units of service (not counting volunteers) that are exported as part of the 3E-Export (see How to Perform an Elderwise Export (3E) above.
· Click on the Title 3E Service By Caregiver Report XE "Reports:Title 3E Service By Caregiver Report"  option in the Report List.

Figure 8‑24
[image: image31.png]



· In the Report Parameter window, additional options will appear (see Figure 8‑24).
[image: image32.jpg]



· Select 3E service type XE "Fields:Select 3E service type" : If you want a list of 3E-Caregivers who have received a particular type of 3E service, select the service from the list. If you want a list of 3E-Caregivers who have received ANY type of 3E service, leave the field blank. If you have already made a selection in the field and you wish to remove it, double-clicking on the field will make it blank.
· [image: image33.jpg]


From/To XE "Fields:From" - Select or enter the beginning and ending dates for the report.
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· Preview button XE "Buttons:Preview" - Click the Preview button to see the Service By 3E Caregiver Report XE "Reports:Service By 3E Caregiver Report"  (see Figure 8‑25) XE "Reports:Support Network Report " . To print the Report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Report, click on the “Close XE "Buttons:Close" ” button.
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· Print button XE "Buttons:Print" - To print the Report without viewing it first, click the Print button.

Figure 8‑25
[image: image3.png]My Program’s Name

Tite 3 Servioe by Caregiver Report

Sorveas proviasa Satwsen 112810 anazn 418

Tou
rou | voms | Tow | Tow
noue | s | nie: | Sost:

~Adition Wy ( Courty), s eqver f

Dorathy Dskmation (Testing County)

e [ o= [ o5 [ = [ o=

Vima Fintstone (County]

aation wy swom| 552 | e | e | we
‘Addies beri Dot earequerior
Vikma Fintstone ( County)

stee s sse | e | o | we
nderzon Steve inens asquerer

Active A (County)

ngerion s suntow:] s | v | e | we

EourFraaT arqueror

Active A (County)

Fouproe T suvtomi| _se | e | vw | we





· Some reports may extend beyond one page. To determine if this is the case, check the page number in the lower right corner of the report. If it indicates that there are multiple pages, use the arrows at the lower left to navigate between pages of the report.
How to print XE "Print:Volunteer Activity Report"  the Volunteer Activity Report
 XE "Reports:Volunteer Activity Report" 
· The Volunteer Activity Report XE "Reports:Volunteer Activity Report"  provides a list of the actions taken by volunteers, Program staff members, block nurses or home health aides during a given period. It may be useful to Programs that need to know how many hours of volunteer service or how many volunteer miles a person has provided/driven during a given period, etc.
· Click on the Volunteer Activity Report XE "Reports:Volunteer Activity Report"  option in the Report List.
· In the Report Parameter window, additional options will appear (see Figure 8‑26).

Figure 8‑26
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· From/To XE "Fields:From" - Select or enter the beginning and ending dates between which you want the database system to tabulate the number of hours of service that have been provided by people in the database system.
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· Preview button XE "Buttons:Preview" - Click the Preview button to see the Support Network Report (see Figure 8‑27) XE "Reports:Support Network Report " . To print the Report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Report, click on the “Close XE "Buttons:Close" ” button.
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· Print button XE "Buttons:Print" - To print the Report without viewing it first, click the Print button.

Figure 8‑27
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· Some reports may extend beyond one page. To determine if this is the case, check the page number in the lower right corner of the report. If it indicates that there are multiple pages, use the arrows at the lower left to navigate between pages of the report.

Chapter 1:  Sorting Tool XE "Sorting Tool" 
Sorting XE "Filters:Sorting Tool "  Tool XE "Forms:Sorting Tool "  (Figure 9‑1)

Figure 9‑1
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· The Sorting Tool provides a simple, three step process for you to make customized contact lists, mailing labels and three kinds of service reports. There are literally hundreds of combinations of criteria you can select to get just the list or report you need.
Figure 9‑2
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· Sorting Tool – Top Section (Figure 9‑2)
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· Reset Form Button XE "Buttons:Reset Form" - Clicking this button will clear all entries you’ve made in any of the sorting tool fields, and will set all buttons and option groups back to their original state.
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· Back Button XE "Buttons:Back" - Clicking this button will close the Sorting Tool and take you back to the previously viewed form (typically the Main Form).
STEP ONE
Figure 9‑3
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 XE "Sorting Tool:STEP ONE" 
· Follow the simple, three step process indicated on the Sorting Tool to produce customized lists or reports. In the first step (see Figure 9‑3), you will define date, individual person served, person category or type and/or status, service category or type, and demographic criteria. You can define multiple combinations of criteria in any search.
· If you wish, you can skip STEP ONE entirely. This will allow you to make a contact list or mailing labels for all the people in your database system, or service reports spanning the entire time your Program has recorded services in the Service Activity Log.
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· Service Dates Button XE "Buttons:Service Dates" - XE "Sorting Tool:STEP ONEService Dates"  Clicking this button will make it possible for you to set beginning and ending dates criteria for your customized report (see Figure 9‑4). Clicking the button again (so that it no longer appears to be depressed) will remove the “Service Dates” criteria from your search.
Figure 9‑4
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· Served Between XE "Fields:Served Between" - Enter the beginning date for the list or report you wish to create. You can type the date directly into the field, or use the calendar button XE "Buttons:Calendar"  to the right of the field to select the date from the calendar control (see instructions for using the calendar control in Chapter Three, “Personal Information Form & Tabs”).
· And XE "Fields:And" - Enter the ending date for the report you wish to create. You can type the date directly into the field, or use the calendar button XE "Buttons:Calendar"  to the right of the field to select the date from the calendar control (see instructions for using the calendar control in Chapter Three, “Personal Information Form & Tabs”).
· Both a beginning and ending date must be included if you wish to set dates as criteria for a report.
· [image: image45.png]


Individual Served Button XE "Buttons:Individual Served" - XE "Sorting Tool:STEP ONE:Individual Served"  Clicking this button will allow you to select the name of a person who has received any type of service recorded in the Service Activity Log (see Figure 9‑5). After you select the person’s name from the “Select Individual” drop-down box, you can choose to select dates criteria, or you can simply proceed to steps two and three to produce relevant reports about that person served. Clicking the button again (so that it no longer appears to be depressed) will remove the “Individual Served” criteria from your search.
Figure 9‑5
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· Select Individual XE "Fields:Select Individual" - After clicking the “Individual Served” button, select the name of a person who has been entered in the Personal Information section of the database with “Person Served” as one of his/her Person Categories (see Chapter Seven for more details about Person Type and Person Categories).
· You cannot use the “Individual Served” criterion with any of the other STEP ONE options except for “Service Dates.”
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· Person Category or Type, and/or Status Button XE "Buttons:Person Category or Type, and/or Status " - XE "Sorting Tool:STEP ONE:Person Category or Type, and/or Status "  Clicking this button will allow you to select “Person Category” or “Person Type” criteria (see Figure 9‑6). In addition, you may select “Status Date” or “Status Changed Date” criteria as well. Clicking the button again (so that it no longer appears to be depressed) will remove the “Person Category or Type, and/or Status” criteria from your search.
Figure 9‑6
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· You must choose to select one or more “Person Categories” OR one or more “Person Types”. You cannot select some of each because Person Types are sub-sets of Person Categories.
· Select Categories XE "Fields:Select Categories" - You may select one or more “Person Categories” to include in your search. To select a Person Category, scroll through the list box and click one time with your left mouse button. The Category title will change from black to white, and the area around the title will turn black. If you wish to select more than one Person Category, hold down the “CTRL” button on your keyboard and select as many Categories as you wish. All selected Categories will be included in your search.
· OR Types XE "Fields:Or Types" - You may select one or more “Person Types” to include in your search. To select a Person Type, scroll through the list box and click one time with your left mouse button. The Type title will change from black to white, and the area around the title will turn black. If you wish to select more than one Person Type, hold down the “CTRL” button on your keyboard and select as many Types as you wish. All selected Types will be included in your search.
· Status (blank for all)  XE "Fields:Status (blank for all)" - If you wish to obtain a list of people who have been entered in the Personal Information form with a particular Status (i.e. Active, Deceased, etc.), select one or more of the options in the “Status” field. If you want to include all of the people in your database regardless of status, simply do not make a selection in this field. To select a Status, scroll through the list box and click one time with your left mouse button. The Status title will change from black to white, and the area around the title will turn black. If you wish to select more than one Status, hold down the “CTRL” button on your keyboard and select as many Statuses as you wish. All selected Statuses will be included in your search.
· You may use BOTH the Status field and EITHER the Person Category or Person Type fields to perform the same search. However, you can also use ONLY the Status field if you wish without selecting either a Person Category or Person Type.
· Status As Of Date XE "Fields:Status As Of Date" - If you wish to see a list of people of a particular Status who were given that Status in the Personal Information form ON or AFTER a certain date, include the date in this field. You can type the date directly into the field, or use the calendar button XE "Buttons:Calendar"  to the right of the field to select the date from the calendar control (see instructions for using the calendar control in Chapter Three, “Personal Information Form & Tabs”).
· Status Changed As Of Date XE "Fields:Status Changed As Of Date" - If you wish to see a list of people of a particular Status whose Status was changed in the Personal Information form ON or AFTER a certain date, include the date in this field. You can type the date directly into the field, or use the calendar button XE "Buttons:Calendar"  to the right of the field to select the date from the calendar control (see instructions for using the calendar control in Chapter Three, “Personal Information Form & Tabs”).
· If you do not include a date in the “Status As Of Date” field or the “Status Changed As Of Date” fields, people who have at least one Status that corresponds with the entry in the “Status” field will be included in your search regardless of the date that Status was given to them or the date that their Status was changed. You can use only one of the Status Date fields at one time in a search.
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· Service Category or Type XE "Buttons:Service Category or Type" - XE "Sorting Tool:STEP ONE:Service Category or Type"  Clicking this button will allow you to select “Service Category” or “Service Type” criteria (see Figure 9‑7). Only people who have been recorded in the Service Activity Log as having received the Service Type(s) or Category(ies) indicated in this section of the Sorting Tool will be included in resulting lists or reports (see chapter seven for more details about Service Category and Service Type). Clicking the button again (so that it no longer appears to be depressed) will remove the “Service Category or Type” criteria from your search.
Figure 9‑7
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· You must choose to select one or more “Service Categories” OR one or more “Service Types”. You cannot select some of each because Service Types are sub-sets of Service Categories.
· Select Categories XE "Fields:Select Categories" - You may select one or more “Service Categories” to include in your search. To select a Service Category, scroll through the list box and click one time with your left mouse button. The Category title will change from black to white, and the area around the title will turn black. If you wish to select more than one Service Category, hold down the “CTRL” button on your keyboard and select as many Categories as you wish. All selected Categories will be included in your search.
· OR Types XE "Fields:Or Types" - You may select one or more “Service Types” to include in your search. To select a Service Type, scroll through the list box and click one time with your left mouse button. The Type title will change from black to white, and the area around the title will turn black. If you wish to select more than one Service Type, hold down the “CTRL” button on your keyboard and select as many Types as you wish. All selected Types will be included in your search.
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· Demographic Information XE "Buttons:Demographic Information" - XE "Sorting Tool:STEP ONE:Demographic Information"  Clicking this button will allow you to select “Demographic Information” criteria (see Figure 9‑8). Demographic Information includes almost anything you have entered about a person in any of the fields on the Personal Information form. Clicking the button again (so that it no longer appears to be depressed) will remove the “Demographic Information” criteria from your search.

Figure 9‑8
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· Demographic Information fields- XE "Fields:Demographic Information"  Select one of the options that appears in the drop-down box. You may sort by up to two Demographic Information options at a time, and in many cases you can select multiple options in the resulting sub-field for that option. For detailed help with using the various Demographic Information options, refer to the section indicated in the “Sub-Field Type & Instructions” column of the table below (see Figure 9‑9).
  Figure 9‑9
	Demographic Information Option
	Sub-Field
Label
	Sub-Field Type & Instructions

	# of People in Household
	People in HH:
	Multi-Choice List Box

	AC (Y/N)
	AC?
	Yes/No Dropdown

	Accessible Vehicle (Y/N)
	Accessible Vehicle?
	Yes/No Dropdown

	ACG Referral Called In (Y/N)
	Referral Called In?
	Yes/No Dropdown

	ACG Referral Called In Since
	Date:
	Date Field

	ADL “No” Responses
	# of “No” Responses
	Multi-Choice List Box

	ADL 01- Walk inside w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 02- Sit up w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 03- Groom self w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 04- In/out of bed w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 05- Bathe/shower w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 06- Use toilet w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 07- Dress w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL 08- Eat w/o help
	Can Perform ADL?
	Multi-Choice List Box

	ADL Assessment Since
	Date:
	Date Field

	Advance Directive
	Advance Directive(s):
	Multi-Choice List Box

	Advance Directive Status
	Advance Directive(s):
	Multi-Choice List Box

	Age
	Age(s):
	Multi-Choice List Box

	Auto Ins. Company
	Auto Ins Co(s):
	Multi-Choice List Box

	Auto Ins. Policy # (Y/N)
	Policy # Recorded?
	Yes/No Dropdown

	Background Check Consent (Y/N)
	Background Check Consent?
	Yes/No Dropdown

	Background Check Since
	Date:
	Date Field

	Background Check Type
	Background Check Type(s):
	Multi-Choice List Box

	Birth Month
	Birth Month(s):
	Multi-Choice List Box

	City (Home)
	City(Cities):
	Multi-Choice List Box

	City (Work)
	City(Cities):
	Multi-Choice List Box

	Clinic
	Clinic(s):
	Multi-Choice List Box

	Cognitive Status
	Cognitive Status(es):
	Multi-Choice List Box

	Consent Form on file (Y/N)
	Consent on File?
	Yes/No Dropdown

	Contribution Amount
	Amount(s):
	Multi-Choice List Box

	Contribution Event/Occasion
	Amount(s):
	Multi-Choice List Box

	Contribution Thanks Sent (Y/N)
	Thanks Sent?
	Yes/No Dropdown

	County
	County(Counties):
	Multi-Choice List Box

	Direct Service Volunteer (Y/N)
	Direct Service Volunteer?
	Yes/No Dropdown

	Driver's Lic. # (Y/N)
	License # Recorded?
	Yes/No Dropdown

	Driver's Lic. State
	State(s):
	Multi-Choice List Box

	Emergency Alert (Y/N)
	Emergency Alert?
	Yes/No Dropdown

	English Speaking (Y/N)
	Speaks English?
	Yes/No Dropdown

	Ethnic Background
	Ethnic Background(s):
	Multi-Choice List Box

	Evaluation Performed By
	Evaluator Name(s):
	Multi-Choice List Box

	Evaluation Performed Since
	Date:
	Date Field

	EW (Y/N)
	EW?
	Yes/No Dropdown

	Exclude from Printing
	Exclude from Printing?
	Yes/No Dropdown

	Faith Community
	Faith Communit(ies):
	Multi-Choice List Box

	First Language
	First Language(s):
	Multi-Choice List Box

	Gender
	Gender:
	Gender Dropdown

	Health Problem
	Health Problem(s):
	Multi-Choice List Box

	Health Problem Reported By
	Reported By:
	Multi-Choice List Box

	Health Status
	Health Status(es):
	Multi-Choice List Box

	Hospital
	Hospital(s):
	Multi-Choice List Box

	Housing Situation
	Housing Situation(s):
	Multi-Choice List Box

	IADL "No" Responses
	# of “No” Response(s):
	Multi-Choice List Box

	IADL 01- Answer phone w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 02- Make phone call w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 03- Shop w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 04- Prepare meals w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 05- Light housekeeping w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 06- Heavy housekeeping w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 07- Do lanudry w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 08- Take medications w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 09- Handle money w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL 10- Drive w/o help
	Can Perform IADL?
	Multi-Choice List Box

	IADL Assessment Since
	Date:
	Date Field

	Income Level
	Income Level(s):
	Multi-Choice List Box

	Latino
	Latino?
	Yes/No Dropdown

	Living Situation
	Living Situation(s):
	Multi-Choice List Box

	Living Will (Y/N)
	Living Will?
	Yes/No Dropdown

	Marital Status
	Marital Status(es):
	Multi-Choice List Box

	Medicaid (Y/N)
	Medicaid ID Recorded?
	Yes/No Dropdown

	Medicare (Y/N)
	Medicare ID Recorded?
	Yes/No Dropdown

	Nursing Home Eligible as of
	As Of Date:
	Date Field

	NUTR 01- Changed way you eat
	Applies?
	Multi-Choice List Box

	NUTR 02- Less than two meals a day
	Applies?
	Multi-Choice List Box

	NUTR 03- Less than four servings vegs a day
	Applies?
	Multi-Choice List Box

	NUTR 04- Less than two servings milk a day
	Applies?
	Multi-Choice List Box

	NUTR 05- Three or more drinks a day
	Applies?
	Multi-Choice List Box

	NUTR 06- Tooth problems
	Applies?
	Multi-Choice List Box

	NUTR 07- Not enough money to buy food
	Applies?
	Multi-Choice List Box

	NUTR 08- Eat alone most of time
	Applies?
	Multi-Choice List Box

	NUTR 09- Three or more drugs a day
	Applies?
	Multi-Choice List Box

	NUTR 10- Lost or gained 10 lbs last 6 months
	Applies?
	Multi-Choice List Box

	NUTR 11- Unable to shop, cook or feed self
	Applies?
	Multi-Choice List Box

	NUTR 12- Special Diet - Low Fat
	Applies?
	Multi-Choice List Box

	NUTR 13- Special Diet - Diabetic
	Applies?
	Multi-Choice List Box

	NUTR 14- Special Diet - Soft
	Applies?
	Multi-Choice List Box

	NUTR 15- Special Diet - Low Sodium
	Applies?
	Multi-Choice List Box

	NUTR 16- Special Diet - Other
	Applies?
	Multi-Choice List Box

	NUTR Assessment Since
	Date:
	Date Field

	Nutrition "No" Responses
	# of "No" Response(s):
	Multi-Choice List Box

	Pharmacy
	Pharmacy(s):
	Multi-Choice List Box

	Physical Limitations
	Physical Limitation(s):
	Multi-Choice List Box

	Possible Dementia (Y/N)
	Qualifies Poss. Dementia?
	Yes/No Dropdown

	Prescreened for ACG (Y/N)
	Prescreened for ACG?
	Yes/No Dropdown

	Primary Insurer
	Primary Insurer(s):
	Multi-Choice List Box

	Primary Physician
	Physician(s):
	Multi-Choice List Box

	Reevaluation Performed Since
	Date:
	Date Field

	Referred by (Org.)
	Organization(s):
	Multi-Choice List Box

	Referred by (Person)
	Person(s):
	Multi-Choice List Box

	Religion
	Religion(s):
	Multi-Choice List Box

	Rural (Y/N)
	Rural?
	Yes/No Dropdown

	Screening
	Screening(s):
	Multi-Choice List Box

	Screening Since
	Date:
	Date Field

	Special Eligibility
	Eligibilit(ies):
	Multi-Choice List Box

	SSN (Y/N)
	SSN Recorded?
	Yes/No Dropdown

	State (Home)
	State(s):
	Multi-Choice List Box

	State (Work)
	State(s):
	Multi-Choice List Box

	Subsidized Housing (Y/N)
	Subsidized Housing?
	Yes/No Dropdown

	Support Organizations- City
	City(Cities):
	Multi-Choice List Box

	Support Organizations- Org
	Organization(s):
	Multi-Choice List Box

	Support Organizations- Org. Type
	Org Type(s):
	Multi-Choice List Box

	Support Organizations- Services
	Service(s):
	Multi-Choice List Box

	Support Organizations- State
	State(s):
	Multi-Choice List Box

	Support Organizations- Zip Code
	Zip Code(s):
	Multi-Choice List Box

	Support People- City
	City(Cities):
	Multi-Choice List Box

	Support People- Relationship
	Relationship(s):
	Multi-Choice List Box

	Support People- Service Role
	Service Role(s):
	Multi-Choice List Box

	Support People- State
	State(s):
	Multi-Choice List Box

	Support People- Zip Code
	Zip Code(s):
	Multi-Choice List Box

	Township
	Township(s):
	Multi-Choice List Box

	Training Completed (Y/N)
	Training Completed?
	Yes/No Dropdown

	Zip Code (Home)
	Zip Code(s):
	Multi-Choice List Box

	Zip Code (Work)
	Zip Code(s):
	Multi-Choice List Box


· Demographic Information Sub-Fields XE "Fields: Demographic Information Sub-Fields" - After you select an option in the Demographic Information Field, a captioned sub-field will appear to the right. Instructions for using each type of sub-field are listed below.
· Multi-Choice List Box XE "Fields:Multi-Choice List Box” - XE "Multi-Choice List Box”  If you select any of the Demographic Information Options for which the sub-field is a “Multi-Choice List Box” (see Figure 9‑10) simply click one time with your left mouse button on the sub-field option you wish to include in your search. If you wish to include MORE than one sub-field option in your search, hold down the CTRL key on your keyboard and click with your left mouse button on as many options as you wish to include.
Figure 9‑10
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· Yes/No or Gender Dropdown XE "Fields:Yes/No Dropdown” - XE "Fields:Gender Dropdown”  If you select any of the Demographic Information Options for which the sub-field is a “Yes/No Dropdown” or a “Gender Dropdown” (see Figure 9‑11), use your left mouse button to select Yes or No (or Male or Female) from the Drop-down list. You may make only one selection in a Yes/No or Gender Dropdown list.
· In the instances listed below, you can only search to determine if you have recorded any information in the field in question. For instance, the Medicare field on the Personal Information form might contain a Medicare number, the words “yes” or “no” or virtually anything else. If you select “Yes” in the sub-field (labeled “Medicare ID Recorded?”- see Figure 9‑11), the Sorting Tool will include all people with anything entered in the Medicare field in their Personal Information Record. If you select “No” in the sub-field, the Sorting Tool will include all people who have nothing entered in their Medicare field.
· Auto Ins. Policy # (Y/N)
· Driver's Lic. # (Y/N)
· Medicaid (Y/N)
· Medicare (Y/N)
· SSN (Y/N)
Figure 9‑11
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· Date Field XE "Fields:Date Field” - If you select the Demographic Information Option titled “Nursing Home Eligible as of”, a date field and calendar button will appear (see Figure 9‑12). Enter a date directly or select one using the calendar control (see instructions for using the calendar control in Chapter Three, “Personal Information Form & Tabs”). The Sorting Tool will then include in its search any persons for whom you have entered a date in the “Nursing Home Eligible as of” field on their Personal Information form that falls between the time entered in the date field and the current date.
Figure 9‑12
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· Check this box to EXCLUDE your selection(s)  XE "Check Boxes:EXCLUDE” - Click once on this checkbox with your left mouse button to insert a checkmark in the box. Check it again to remove the checkmark. If a checkmark appears in this box, the Sorting Tool will EXCLUDE people who fit the criteria you have selected in the Demographic Information field and sub-field. For instance, if you wish to see a list of all the people you have served who DO NOT live in a certain city, select the city’s name in the City (Home) sub-field, then click on the EXCLUDE checkbox (see Figure 9‑13).

Figure 9‑13
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STEP TWO
 XE "Sorting Tool:STEP TWO" 
· After you have defined the criteria in STEP ONE, proceed to the section of the Sorting Tool labeled STEP TWO (see Figure 9‑14). In this second step, you must indicate which of 5 groups of records you wish to include in your report. Select an option by clicking on it one time with your left mouse button. If you wish to change your selection, simply click on a different selection. Double-clicking on any option will clear all options in STEP TWO.
Figure 9‑14
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· Persons XE "Sorting Tool:STEP TWO:Persons" - If you select this option, the Sorting Tool will include all people whose names have been recorded in the Personal Information form of the Database system (regardless of whether they have been recorded as having received any services in the Service Activity Log). People whose names have been deleted from the Database system’s Person Search form will NOT be included in this report.
· The “Persons” option will become grayed out (unavailable) if you have chosen to include any of these three options in your search in STEP ONE:

· Service Dates

· Individual Served

· Service Category or Type
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· Persons Who Have Been Served XE "Sorting Tool:STEP TWO:Persons Who Have Been Served" - If you select this option, the Sorting Tool will include ONLY persons whose names have been recorded in the Service Activity Log as a Person Served. The options you have selected in STEP ONE will narrow the group of persons who have been served that appear in your list, labels or report. It is possible that a person’s name will appear in your list, labels or report even if their name has been deleted from the Person Search form, because service records are NOT deleted when you delete a name from the Person Search form.
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· Persons Who Have Provided Service XE "Sorting Tool:STEP TWO:Persons Who Have Provided Service" - If you select this option, the Sorting Tool will include ONLY persons whose names have been recorded in the Service Activity Log as a Service Provider. The options you have selected in STEP ONE will narrow the group of persons who have provided service that appear in your list, labels or report. It is possible that a person’s name will appear in your list, labels or report even if their name has been deleted from the Person Search form, because service records are NOT deleted when you delete a name from the Person Search form.

· If you have selected the name of an “Individual Served” in STEP ONE, and the Persons Who Have Provided Service option in STEP TWO, the Sorting Tool will produce a list, labels or report that includes the names of all persons who have provided service to the person whose name appears in the “Select Individual” field in STEP ONE.
· If you wish to have a list of VOLUNTEERS who have provided direct service, be sure that in STEP ONE you select the Service Category or Type option, then select “Volunteer Service- Individual” and “Volunteer Service- Group” from the “Select Categories” field. If you wish to include volunteers who have provided admin/governance (non-direct) service as well, select “Admin/Governance” from the “Select Categories” field. Otherwise, you’ll get a list of all service providers, including staff, nurses, etc., at least some of whom have probably NOT provided volunteer service. 
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· New Persons Who Have Been Served XE "Sorting Tool:STEP TWO:New Persons Who Have Been Served" - This option will ONLY be available if you have chosen the “Select Dates” option in STEP ONE. After you enter “Served Between” dates, you will see that the beginning date in the “Served Between” field will appear next to the “New Persons Who Have Been Served” option, preceded by the word “Since” (see Figure 9‑15).
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Figure 9‑15
· If you select this option, the Sorting Tool will include ONLY persons whose names have been recorded in the Service Activity Log as a Person Served who received service FOR THE FIRST TIME between the dates included in the “Served Between” fields in STEP ONE. The options you have selected in STEP ONE will narrow the group of persons who have been served that appear in your list, labels or report. It is possible that a person’s name will appear in your list, labels or report even if their name has been deleted from the Person Search form, because service records are NOT deleted when you delete a name from the Person Search form.
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· New Persons Who Have Provided Service XE "Sorting Tool:STEP TWO:New Persons Who Have Provided Service" - This option will ONLY be available if you have chosen the “Select Dates” option in STEP ONE. After you enter “Served Between” dates, you will see that the beginning date in the “Served Between” field will appear next to the “New Persons Who Have Provided Service” option, preceded by the word “Since” (see Figure 9‑15).
· If you select this option, the Sorting Tool will include ONLY persons whose names have been recorded in the Service Activity Log as a Service Provider who provided service FOR THE FIRST TIME between the dates included in the “Served Between” fields in STEP ONE. The options you have selected in STEP ONE will narrow the group of persons who have provided service that appear in your list, labels or report. It is possible that a person’s name will appear in your list, labels or report even if their name has been deleted from the Person Search form, because service records are NOT deleted when you delete a name from the Person Search form.
· If you wish to have a list of new VOLUNTEERS who have provided direct service, be sure that in STEP ONE you select the Service Category or Type option, then select “Volunteer Service- Individual” and “Volunteer Service- Group” from the “Select Categories” field. . If you wish to include volunteers who have provided admin/governance (non-direct) service as well, select “Admin/Governance” from the “Select Categories” field. Otherwise, you’ll get a list of all service providers, including staff, nurses, etc., at least some of whom have probably NOT provided volunteer service.
STEP THREE
 XE "Sorting Tool:STEP THREE" 
· After you have defined the criteria for your search in STEP ONE, and have decided on the people you want to have included in your search in STEP TWO, it’s time to select how you want the information to be presented in STEP THREE (see Figure 9‑16). You must select one of the five kinds of reports available in STEP THREE before you click on the Print or Preview buttons.
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Figure 9‑16
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· Include Birthdate – Check this box if you want to include the Date of Birth for each person listed on the report you are creating.
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· Contact List XE "Sorting Tool:STEP THREE:Contact List" - XE "Lists:Contact List" - XE "Fields:Contact List"  If you select this option the Sorting Tool will produce one of five kinds of unduplicated Contact or Contributor lists. The List will include information about the people whose names correspond to the criteria set forth in STEP ONE and the person groups set forth in STEP TWO. Except in the case of Contributor Receipts, the number of records in the list will appear in the upper left corner of the Contact or Contributor List. The following types of Contact or Contributor Lists can be created:
· Contributor XE "Reports:Contributor List" - This list contains the names, contribution amounts, dates, events, thanks?, thanks dates and notes for contributions made by people who correspond to the criteria set forth in STEP ONE and STEP TWO. When you select the “Contributor” contact list option, two “Contributions Between- XE "Fields:Contributions Between" ” date fields appear beneath the “Contact List” field (see Figure 9‑17). If you wish to limit the Contributor List to people who made contributions during a specific period of time, enter a beginning and ending date in the “Contributions Between” fields. To include people who have ever made contributions, leave the fields blank.
Figure 9‑17
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· Contributor Receipt XE "Reports:Contributor Receipt" - When you make this selection, the database will create a separate Contributor Receipt for each person who corresponds to the criteria set forth in STEP ONE and STEP TWO. When you select the “Contributor Receipt” contact list option, two “Contributions Between- XE "Fields:Contributions Between" ” date fields appear beneath the “Contact List” field (see Figure 9‑17). If you wish to limit the Contributor Receipt list to people who made contributions during a specific period of time, enter a beginning and ending date in the “Contributions Between” fields. To include people who have ever made contributions, leave the fields blank.
· Long (name phone address)  XE "Reports:Long Contact List" 

 XE "Lists:Long Contact List" - This list contains the names, home phone number and home address for people who correspond to the criteria set forth in STEP ONE and STEP TWO (see Figure 9‑18).
· Long Email (name phone address email)  XE "Reports:Long Email Contact List" 

 XE "Lists:Long Email Contact List" - This list contains the names, home phone number, home address and email address for people who correspond to the criteria set forth in STEP ONE and STEP TWO. This report prints in landscape mode.
· Short (name phone)  XE "Reports:Short Contact List" 

 XE "Lists:Short Contact List" - This list contains only the names and home phone numbers for people who correspond to the criteria set forth in STEP ONE and STEP TWO. The report is formatted in two columns, producing a more compact list.
· To preview the Contact List before printing it, click on the Preview button. XE "Buttons:Preview"  To print the Report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Report, click on the “Close XE "Buttons:Close" ” button.
· To print the Contact List without viewing it first, click the Print XE "Buttons:Print"  button.
· In most cases, names will appear in the Contact List in Last Name, First name format. However, if you have selected any option besides “Persons” in STEP TWO, you may discover that some of the people in your Contact List appear in First Name Last Name format. They will have no phone or address information next to their names. This is because these are people who have been deleted from the Person Search form, but whose names appear in the Service Activity Log.
· If you have selected the “Age” or “Birth Month” options in the “Demographic Information” section of STEP ONE, you will see the Date of Birth of people in your Contact List.

Figure 9‑18
[image: image15.png]My Program’s Name
Ederbenry Database Sorting Tool - Contact List

= s
o ey )
v

s
o g





· Mailing Labels XE "Sorting Tool:STEP THREE:Mailing Labels" - XE "Mailing Labels:Sorting Tool"  If you select this option the Sorting Tool will produce an unduplicated list of mailing labels for the people whose names correspond to the criteria set forth in STEP ONE and the person groups set forth in STEP TWO (see Figure 9‑19). The addresses are formatted to work with Avery Laser #5160  or Avery Ink-jet #8160 mailing labels.
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· Zip Sort checkbox XE "Check Boxes:Zip Sort" - By default, mailing labels will be sorted by Last Name. However, if you wish to sort mailing labels by zip code (for the purposes of bulk mailings XE "Bulk Mailing" ), click on the “Zip Sort” field so that a checkmark appears in it before printing your labels.
· To preview the mailing labels before printing them, click on the Preview button. XE "Buttons:Preview"  To print the labels, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the labels, click on the “Close XE "Buttons:Close" ” button.
· To print the mailing labels without viewing them first, click the Print XE "Buttons:Print"  button.
· If you have selected any option besides “Persons” in STEP TWO, you may discover that some of your mailing labels have only names, with no address information on them. This may be because you have never entered an address for those people. Go to the Person Search form, double-click on the person’s name, and enter an address. If you do not find the name on the Person Search form, then these are people whose names have been deleted from the Person Search form, but whose names still appear in the Service Activity Log. So, while they’re included in your search, you no longer have address information on those people in your database.
Figure 9‑19
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· Service Summary XE "Sorting Tool:STEP THREE:Service Summary" - XE "Reports:Service Summary"  If you select this option the Sorting Tool will produce a summary report of services that have been provided or received based upon the criteria set forth in STEP ONE and the person groups set forth in STEP TWO (see Figure 9‑20). The summary report lists the total hours, home visits, units, and unit costs for each service category, and shows the totals for each service type that fits within that category. The report also provides an unduplicated count of all people served, and an unduplicated count of all service providers.
[image: image61.png]



· To preview the Service Summary before printing it, click on the Preview button. XE "Buttons:Preview"  To print the Summary, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the Summary, click on the “Close XE "Buttons:Close" ” button.
· To print the Service Summary without viewing it first, click the Print XE "Buttons:Print"  button.
· This feature is NOT available if you have selected the “Persons” option in STEP TWO.
· If you want an unduplicated count of persons served, be sure that you select “Persons Who Have Been Served” in STEP TWO. Then use the “Unduplicated Persons Served” number at the end of the report to get the number you need. If you want an unduplicated count of persons who provided service, be sure you select “Persons Who Have Provided Service” in STEP TWO. Then use the “Unduplicated Service Providers” at the end of the report to get the number you need.
Figure 9‑20
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· Service Detail (by svc cat)  XE "Sorting Tool:STEP THREE:Service Detail (by svc cat)" - XE "Reports:Service Detail (by svc cat)"  If you select this option the Sorting Tool will produce a detailed report of services that have been provided or received based upon the criteria set forth in STEP ONE and the person groups set forth in STEP TWO (see Figure 9‑22). The service detail report (by svc cat) lists the total hours, home visits, units, and unit costs for each service category, shows the totals for each service type that fits within that category, and shows the specific Service Activity Log entries that are used to comprise the totals. The report also provides an unduplicated count of all people served, and an unduplicated count of all service providers.
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· To include any NOTES that were entered in the Service Activity Log, check the “Include Notes” box (see Figure 9‑21).

Figure 9‑21
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· To preview the report before printing it, click on the Preview button. XE "Buttons:Preview"  To print the report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the report, click on the “Close XE "Buttons:Close" ” button.
· To print the report without viewing it first, click the Print XE "Buttons:Print"  button.
· This feature is NOT available if you have selected the “Persons” option in STEP TWO.
· If you want an unduplicated count of persons served, be sure that you select “Persons Who Have Been Served” in STEP TWO. Then use the “Unduplicated Persons Served” number at the end of the report to get the number you need. If you want an unduplicated count of persons who provided service, be sure you select “Persons Who Have Provided Service” in STEP TWO. Then use the count of “Unduplicated Service Providers” at the end of the report to get the number you need.
Figure 9‑22
[image: image18.png]Elderberry Database Sorting Tool — Service Report

My Program’s Name

Mondey Ftrury 15,2010 134280

Persons Served

Person Senvice Service service ours Home Uit
Served Provder DateType Spent Vst umt___cost
‘Servies Category: Home heaith ick
Datan, Dave GossetTom 10132005 3E-n-Home Reste E1HHA w2 s s
Fintsone, Wima Five,Bil 2732005 SEn-Home Respte E1HAA )
Four, Friea™ Gossat Tom 72005 SEn-Home Respte E1AAA 20w 2 s
i iome Respits E FHHA subtotals W w W] s
Home health aide subtomis: ol %] s
‘Servies Category: Nursing. inhome
Four, Frida T Nine, Nina 1172005 Nursing vist s 3 0 s
Toa, Tonta Tivee, Tna 71972006 Tursing st EN TS0,
ursing vist subtotals, EICEEINT)
Wursing, i home subtatals: EINCEEEC
‘Servies Gategory: Service coordination
Four, Frida T Daimation, Dorth 3732010 Senvioe coorination- st [T 1 soo0
Smtn A1 Gossel,Tom 71912006 Senvioe coordination- St N TS0,
Senvice coordimation. ST SuboBIS ) FcT
Five, Bl Nine, Nina 1122005 Senice by st 20 s0.00
Service by saifsubiotals Z200] oS00
Damaton, Doratry Five, il 51242005 Frieny vist-staft 0 000
Friendly visit- staff subtofals: 1.00] T T so00
Fintsone, Wima GossttTom 172010 % Asssted Transpotation €St o 2 0 s
Fintsone, Wima Gossel,Tom /192010 %-Asssted Transpotaton €} Siaf w2 " s
T Aesisied Transporiafon (EF Stalsubtomis, ol 4] oS00
Five, Bl 2052010 3E-Counseing (€} Starf o0 1 0 s

Pt





· Service Detail (by person)  XE "Sorting Tool:STEP THREE:Service Detail (by person)" - XE "Reports:Service Detail (by person)"  If you select this option the Sorting Tool will produce a detailed report of services that have been provided or received based upon the criteria set forth in STEP ONE and the person groups set forth in STEP TWO (see Figure 9‑23). The service detail report (by person) lists the total hours, home visits, units, and unit costs for each person served or service provider (depending on which option you’ve selected in STEP TWO). The report also provides an unduplicated count of all people served, and an unduplicated count of all service providers.
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· To preview the report before printing it, click on the Preview button. XE "Buttons:Preview"  To print the report, select the button with the printer icon XE "Printer icon"  on it. After printing, or to return to the database system without printing the report, click on the “Close XE "Buttons:Close" ” button.
· To print the report without viewing it first, click the Print XE "Buttons:Print"  button.
· This feature is NOT available if you have selected the “Persons” option in STEP TWO.
· If you want an unduplicated count of persons served, be sure that you select “Persons Who Have Been Served” in STEP TWO. Then use the count of “Unduplicated Persons Served” number at the end of the report to get the number you need. If you want an unduplicated count of persons who provided service, be sure you select “Persons Who Have Provided Service” in STEP TWO. Then use the count of “Unduplicated Service Providers” at the end of the report to get the number you need.

Figure 9‑23
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Frequently Asked Questions (FAQs) About Using the Sorting Tool to Create Mailing Labels:

· Q: How do I create mailing labels for all of the people I served last year?

· A: Follow these steps:

1. STEP ONE: Click on the “Service Dates” button. Enter the first and last dates of last year.

2. STEP TWO: Select “Persons Who Have Been Served”.

3. STEP THREE: Select “Mailing Labels”.

· Q: How do I create mailing labels for all of my contributors?

· A: Follow these steps:

1. STEP ONE: 

a. Click on the “Demographic Information” button.

b. Select “Contribution Amount” from the top pick list. 

c. Click on the top value in the resulting “Amount(s)” field. Hold down your SHIFT key, then scroll to the bottom of the “Amount(s)” field and click again (so that you’ve selected ALL of the values in the “Amount(s)” field.

2. STEP TWO: Select “Persons” in Step Two.

3. STEP THREE: Select “Mailing Labels”.

4. NOTE: This will produce mailing labels for all of the people for whom you have EVER entered an “Amount Contributed” on the “Contribution History” tab. 

5. NOTE: It is NOT possible to produce mailing labels for people who made contributions during a particular time period. However, it is possible to create a LIST of contributors who made contributions during a particular time period. See the “Contributor” section above.

· Q: How do I create mailing labels for my current board members?

· A: Follow these steps:

1. STEP ONE: Click on the “Person Category or Type, and/or Status” button.

a. In the “Select Categories” field, select “Board Member”.

b. In the “Status” field, select “Active”.

2. STEP TWO: Select “Persons Who Have Been Served”.

3. STEP THREE: Select “Mailing Labels”.

· Q: How do I create mailing labels for all my volunteers who live in either one of two cities?

· A: Follow these steps:

1. STEP ONE:

a. Click on the “Person Category or Type, and/or Status” button.

i. In the “Select Categories” field, select “Volunteer”.

ii. In the “Status” field, select “Active”.

b. Click on the “Demographic Information” button.

i. Select “City (Home)” from the top drop-down box.

ii. In the resulting “City(Cities)” field, select the name of the first city from which you wish to include people in your list of labels.

iii. Hold down the CTRL key on your keyboard, then select the second city from which you wish to include people in your list of labels.

2. STEP TWO: Select “Persons”.

3. STEP THREE: Select “Mailing Labels”.

Chapter 2:  Attach Database XE "Attach Database" 
Attach Database XE "Forms:Attach Database"  (Figure 10‑1)

Figure 10‑1
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· The Elderberry Database System is actually comprised of two Microsoft Access files. The file entitled “ElderberryVersionX.mdb XE "ElderberryVersionX.mdb" ” (where X is the current version number) is the “front end” of the database system. It’s the part you see, with all of the forms and buttons. The file entitled “ElderberryData.mdb XE "ElderberryData.mdb" ” is the “back end” of the database system. It contains all of the data you have entered in the tool. In order for the database system to function properly, the “front end” and “back end” must be hooked together, or “attached.”
· This feature will be used when the database system is being upgraded from one version to another. It makes it possible for changes to be made to the database system’s features without requiring the re-entry of data by the Program.

· Database containing tables XE "Fields:Database containing tables" - Enter the path XE "Path"  and filename where the ElderberryData.mdb file is located. In most cases, the path will be:
· C:\My Documents\Elderberry Database\ElderberryData.mdb

· Browse button XE "Buttons:Browse" - Clicking this button will open an “Open File” dialog box (Figure 10‑2)  XE "Open File dialog box" which you may use to find the ElderberryData.mdb file if it is in a different location than the one listed above (i.e. on a different computer on your network XE "Network" , if you have one).
Figure 10‑2
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· Attach Database XE "Buttons:Attach Database"  button- After you have entered the path and filename for the ElderberryData.mdb file, click this button to attach the “front end” of the database system to the “back end.”

· Cancel XE "Buttons:Cancel"  button- Click this button to cancel attaching the database and return to the Main Form.
· NOTE: If you are encountering problems attaching the back and front ends with a NEW database install from a CD, you may need to change the “Attributes XE Attribues" ” properties of the two *.mdb files so that they are no longer “read only XE "Read Only" .”
· NOTE: This setting will probably NOT need to be changed, and should only be attempted if you’re having problems attaching the back and front ends of the database (see chapter 10, Attach Database).

· To change the properties of a *.mdb file, right click on the icon for the file in Windows explorer, and click on the “Properties” entry.

· At the bottom of the resulting “General” tab, be sure that the checkboxes in the “Attributes” section labeled “Read only” and “Hidden” are unchecked, then click the “OK” button to close the file properties window.
Chapter 3:  Getting More Help XE "Help" 
On the Web XE "Help:On the Web" 
· Downloadable resources XE "Downloadable resources" :

· To obtain the most current copy of this User’s Manual XE "User’s Manual" , log in to the private side of the www.elderberry.org website by entering your user name XE "Website:User name"  and password XE "Website:Password"  (this user name and password is probably not the same as your database user name and password- if you don’t have a website user name and password, contact Elderberry Institute at the numbers listed below). Click on the “Resource Library XE "Website:Resource Library" ” button, then select the “Assistance Resources for Programs” link. Find the document entitled “Elderberry Database system User’s Manual, Version X” and click on the icon next to the document’s description. This will open the document in your browser window. You can then print or save the document on your own computer. If you open the document in MS Word on your computer, you can move from one part of the Manual to another by clicking on the hyperlinks located throughout the Manual. Clicking on any entry in the Table of Contents will take you directly to that part of the Manual.
· To obtain the most current copy of the Quarterly Service Report Definitions" Quarterly Service Report Definitions
 document, log in to the private side of the www.elderberry.org website by entering your user name XE "Website:User name"  and password XE "Website:Password"  (this user name and password is probably not the same as your database user name and password- if you don’t have a website user name and password, contact Elderberry Institute at the numbers listed below). Click on the “Resource Library XE "Website:Resource Library" ” button, then select the “How to Report Effectively” link. Find the document entitled “Quarterly Services Report Definitions,” and click on the icon next to the document’s description. This will open the document in your browser window. You can then print or save the document on your own computer.
· Database Discussion Board XE "Website:Discussion Board" :

· To see if someone else in the LAH/BNP network has had a similar problem or question about the database to your own, check out the “Database” section of the Discussion Board. To reach the Discussion Board, log in to the private side of the www.elderberry.org website by entering your user name XE "Website:User name"  and password XE "Website:Password"  (this user name and password is probably not the same as your database user name and password- if you don’t have a website user name and password, contact Elderberry Institute at the numbers listed below). Click on the “Discussion Board” button. In the list under the “Forum” heading, select “Program Database systemset.” You’ll then see a listing of topics about the database system. Click on these topics to read what others have said about the database. Click on the “Post Reply” button to enter your own question or comment.

By Email XE "Help:By Email" 
· You may email Elderberry Institute staff with questions about the use of the database system anytime. We’ll get back to you as soon as we can with help.

· Admin. Staff: elderb@elderberry.org
By Fax XE "Help:By Fax" 
· Contact us by fax XE "Fax"  with questions at (651) 649-0318. We’ll get back to you as soon as we can with help.

On the Phone XE "Help:On the Phone" 
· If you’re unable to find answers to your questions in the User’s Manual or on the website discussion board, call XE "Phone support"  the Elderberry Institute office during regular business hours. Someone will respond to your question as soon as we can.

· In the Twin Cities area call (651) 649-0315.

· In Greater Minnesota or other states, call (800) 320-1707.

Index



Activities of Daily Living, 3-22

Additional people served, 5-1, 5-3
Admin To Do List, 6-1

Administrator, 1-4

Advance Directives, 3-19

Asterisk, 3-6, 6-1

Attach Database, 10-1

Attribues, 10-2

Back end, 1-1

Background Checks, 3-14

Backup, 1-3

Blank Record, 3-12

Bulk Mailing, 9-16

Buttons

Add New, 2-5, 3-2, 4-2, 5-2

Additional, 4-2

ADLs, 3-17

Attach Database, 10-2

Back, 3-2, 3-12, 4-2, 4-3, 4-15, 5-2, 6-2, 7-1, 8-1, 9-1

Blank Profile, 7-9

Browse, 10-1

Calendar, 3-5, 9-2, 9-4

Cancel, 1-4, 1-5, 3-5, 3-10, 4-6, 10-2

Change, 1-4

Close, 2-3, 2-4, 3-15, 3-17, 4-2, 4-15, 5-1, 6-2, 7-10, 8-4, 8-5, 8-6, 8-8, 8-9, 8-11, 8-13, 8-15, 8-17, 8-19, 8-21, 8-23, 8-26, 8-27, 9-14, 9-16, 9-17, 9-19, 9-21

Colored Schedule, 4-3

Currently Served By, 3-10

D, 4-3, 4-15

Delete, 2-5

Delete Profile, 7-10

Demographic Information, 9-5
Edit/Add Profile, 7-8

Exit, 2-1

Goals, 8-7

Hide SF, 4-2

IADLs, 3-17

Individual Served, 9-3

Main Form, 2-1

Main Menu, 2-4, 3-2

Maintenance, 3-12

New Line, 7-10

New Profile, 7-9

Nutrition, 3-17

OK, 1-4, 1-5

Person Category or Type, and/or Status, 9-3

Preview, 8-3, 8-5, 8-6, 8-8, 8-9, 8-11, 8-13, 8-15, 8-17, 8-19, 8-21, 8-23, 8-26, 8-27, 9-14, 9-16, 9-17, 9-19, 9-21

Preview/Print, 3-15, 3-16, 4-2, 4-15, 5-1, 6-1, 7-10

Print, 3-10, 8-4, 8-5, 8-6, 8-8, 8-10, 8-11, 8-13, 8-15, 8-17, 8-19, 8-21, 8-23, 8-26, 8-27, 9-14, 9-16, 9-17, 9-19, 9-21

Print Contact List, 2-4

Print Person’s Record, 2-3

Reset Form, 9-1

Scheduling Options, 4-6

Select, 3-5

Send, 8-8

Service Category or Type, 9-4
Service Dates, 9-2

Update, 4-6

View All, 2-5, 4-2, 4-15, 5-1

Calendar control, 3-5

Check Boxes

AC, 3-9

Accessible Vehicle, 3-14, 4-16

ACG Referral Called In, 3-21

Consent Form on file, 3-9

Consent?, 3-14
Conservator/Guardian, 3-11

Day of Week, 3-15

Days of Week, 4-15

Direct Service Volunteer, 3-13
Emergency Alert, 3-9

Emergency Contact, 3-11

English Speaking, 3-18

EW, 3-9

EXCLUDE, 9-10

Financial POA, 3-11

Hide Deceased, 2-5

Latino?, 3-7

Living Will, 3-9

Print Selected Record, 4-2

Recommended for ACG, 3-21

Rural, 3-3

Subsidized Housing, 3-9

Thanks?, 3-16

Training Completed, 3-13
Zip Sort, 9-16

Contribution History, 3-15
Data Entry Examples
Service Activity Log, 4-7
Service Activity Log (Additional), 5-3
Data Entry Profile, 3-2, 3-16, 7-8

Dates, entering, 3-5

Delete entry, 4-4, 5-2, 6-2, 7-4, 7-5, 7-7, 7-15, 7-18

Downloadable resources, 11-1

Drop-down list, 2-2, 3-6, 6-1, 7-6

Drop-down lists, editing instructions, 3-2, 3-6, 7-4
General, 7-4

Login, 7-5

Person Type, 7-6

Service Type, 7-13

Service Type (Additional), 7-16

Support Organizations, 7-17

ElderberryData.mdb, 1-1, 1-3, 10-1
ElderberryVersionX.mdb, 1-1, 1-2, 10-1
Evaluation Information, 3-16
Fax, 11-1

Fields

# of ‘No’s, 3-22, 3-23, 3-24, 3-25

# of People in Household, 3-8

3E-Link, 3-6

3E-Relation, 3-6

ACG Referral Date, 3-21

Address, 3-3, 3-7, 3-11, 7-11, 7-17

Address_1, 1-3

Address_2, 1-3

ADL Answers, 3-22

ADL Does CG Assist?, 3-22

Agent Name, 3-19

Agent Phone, 3-19

Amount Contributed, 3-15

And, 9-2

Assessment Date, 3-22, 3-23, 3-24, 3-25

Assets, 3-21

Assigned to, 6-2

Auto Ins. Company, 3-13
Auto Ins. Policy, 3-13
Category, 7-14, 7-15

City, 1-3, 3-3, 7-17

Clinic, 3-18

Cognitive Status, 3-9

Communication Recommendations, 3-20

Contact List, 9-13

Contributions Between, 9-13, 9-14

Cost, 4-4

County, 3-3
Created by, 6-2

D.O.B., 3-7

D.O.B. Verify, 3-7

Data Entry Profile, 3-2

Database containing tables, 10-1

Database ID, 1-4

Date, 3-8, 3-14, 3-15, 3-19

Date Changed, 3-5

Date Field, 9-10
Date Sent, 3-16

Default Profile, 7-8

Demographic Information, 9-5
Demographic Information Sub-Fields, 9-9

Directive, 3-19

Driver’s Lic. #, 3-13
Driver’s Lic. State, 3-13
Due Date, 6-2

Email, 3-11, 7-17

E-mail Address, 8-8

Ethnic background, 3-7

Evaluation Date, 3-17

Evaluator Name, 3-17

Event/Occasion, 3-16

Exclude from Print, 3-7

Faith Community, 3-7

First Name, 7-5

From, 8-21, 8-23, 8-26, 8-27
Gender, 3-7

Gender Dropdown, 9-9
Health Goals, 3-20

Health Problems, 3-20

Health Status, 3-8

Home Visit, 4-4

Hospital, 3-18

Hours Spent, 4-4

Housing Situation, 3-18

IADL Answers, 3-23

IADL Does CG Assist?, 3-23

Income Level, 3-7

Initial Date, 3-5

Initial Exposure, 3-7

Label, 7-10

Language, 3-7

Last Name, 7-5

Last Update, 3-2

Limitations, 3-11

Living Situation, 3-8

Location, 3-19, 7-10

Marital Status, 3-7

Medicaid, 3-8

Medicare, 3-8

Middle Name, 3-3

Multi-Choice List Box, 9-9
Name, 1-4, 3-11, 7-17

New Password, 1-5

Not available to volunteer, 3-14

Note, 3-8, 3-9, 3-11, 3-12, 3-13, 3-14, 3-16, 3-19, 3-20, 3-21, 3-22, 3-23, 3-24, 3-25, 4-4, 5-2

Number or Email, 3-7

Nursing home eligible as of, 3-8

Nutrition Assessment Answers, 3-24, 3-25

Nutrition Assessment Does CG Assist?, 3-24

Or Types, 9-3, 9-5
Org. Type, 7-17

Organization, 1-3, 3-12, 7-17

Other, 7-17

Other Income, 3-21

Other Support, 3-21

Password, 1-4, 7-5

Pension Income, 3-20

People Served, 5-2

Person Served, 4-3

Person Type, 3-4, 7-6, 7-7

Pharmacy, 3-18

Pharmacy Phone, 3-18

Phone, 3-11, 3-13, 7-11

Phone/Email, 3-7

Physical Limitations, 3-7

Plan to Achieve Goals, 3-20

Prim. Insurer, 3-8

Primary Physician, 3-18

Prim-Phone, 7-17

Prog. ID#, 7-11

Program Director, 7-11

Program Name, 7-11

Provider(s), 3-21

Reevaluation Date, 3-18

Ref Type, 3-13
Reference Name, 3-13
Referred by (Org.), 3-18

Referred by (Person), 3-18

Relationship, 3-11

Religion, 3-7

Reported by, 3-20

Screening, 3-19

Select 3E service type, 8-25

Select Categories, 9-3, 9-5
Select Format, 8-21

Select Individual, 9-3

Select Profile, 7-9

Select Quarter, 8-7

Select Year, 8-7

Served Between, 9-2

Service Activity Report as of, 8-11

Service Date, 4-3, 5-2

Service Need(s), 3-21

Service Provider, 4-3

Service Role, 8-5, 8-6
Service Role(s), 3-11

Service Type, 3-15, 4-3, 5-2

Services, 7-14, 7-15, 7-17

Social History, 3-18

Social Security Income, 3-20

Special Eligibility, 3-9

SSN, 3-9

State, 1-3, 3-3, 7-17

Status, 3-5, 3-19

Status (blank for all), 9-4

Status As Of Date, 9-4

Status Changed As Of Date, 9-4

Task Status, 6-2

Task Status Date, 6-2

Task Type, 6-2

Time of Day, 3-15, 4-16

Title, 7-17

Township, 3-3
Type, 3-7

Type Category, 7-6, 7-7

Type of Check, 3-14
Unit, 4-4

User name, 1-4

User Name, 1-4, 7-5

Verify, 1-5

Work Address, 3-7

Yes/No Dropdown, 9-9
YTD Estimate of Additional People Served, 8-7

Zip, 1-3, 7-17

Zip Code, 3-3

Filters

Advanced, 4-14

Date, 4-12

Filter For, 4-12
Multiple filters, 4-14
Name, 2-2

Person Category, 2-2

Person Served, 4-1, 4-11
Person Type, 2-2

Program Staff, 6-1

Removing, 4-14

Search by, 2-4

Service Activity Log, 4-11
Service Activity Log-Additional, 5-2

Service Provider, 4-11

Service Type, 4-12, 4-15
Sort by date, 4-13
Sort by non-date fields, 4-13
Sorting records, 4-13
Sorting Tool, 9-1
Status, 2-3

Time Frame, 6-1

Tips, 4-14
Forms
Admin To Do List, 6-1

Attach Database, 10-1
Calendar, 3-5

Change Login, 1-5
Currently Served By, 3-10

Edit/Add Profile, 7-9

Login, 1-4
Main Form, 1-4, 2-1, 2-4, 3-2

Maintenance Menu, 7-1
Person Search, 2-1, 2-2, 2-3, 2-4, 2-5, 3-2

Personal Information, 2-2, 2-5, 3-1

Profile Name, 7-9

Registration, 1-3, 1-4

Report Menu, 8-1
Scheduling Options, 4-6

Service Activity Log, 2-5, 4-1

Service Activity Log (Additional), 5-1

Sorting Tool, 9-1
Front end, 1-1

Health Problems, 3-20

Health promotion contacts, 5-1, 5-3
Health Status, 3-8

Help, 11-1

By Email, 11-1
By Fax, 11-1
On the Phone, 11-2
On the Web, 11-1
HouseHook.dll, 1-1

Installation, 1-1

Network, 1-2
One computer, 1-1
Instrumental Activities of Daily Living, 3-23

Labels, Mailing, 3-7

For most people, 8-3
For Support People, 8-6
Support Organization, 8-4
Lists

Contact list, 2-4

Contact List, 9-13

Long Contact List, 9-14

Long Email Contact List, 9-14

Short Contact List, 9-14

Logging in, 1-1, 1-4, 7-5

Mailing Labels

Sorting Tool, 9-16

Main Form, 6-2, 7-1, 8-1
Maintenance Menu, 3-6, 4-3, 6-1, 7-1, 7-2, 7-16, 7-17

Microsoft Access, 1-1

MouseHook.dll, 1-2

Multi-Choice List Box, 9-9
Network, 1-2, 10-1

Note Field-Expanding, 3-14, 4-4

Nursing home eligible, 3-8

Nutrition Assessment, 3-24

Open File dialog box, 10-1

Outreach contacts, 5-1, 5-4
Password, 1-4, 1-5, 7-5

Path, 10-1

Person Search, 2-2

Person Type, 3-5, 6-2, 7-6, 7-7, 8-3, 8-4, 8-6
Person’s Status, 3-4
Personal Information, 2-3, 3-1, 3-2, 6-2, 7-2, 8-3
Personal Information Form
Contribution History Tab, 3-15
Evaluation Information Tab, 3-16
Other Personal Information Tab, 3-6
Person Served Detail Tab, 3-8
Services Volunteer Offers Tab, 3-14
Support Organizations Tab, 3-12
Support People Tab, 3-10
Top Left, 3-3
Top Right, 3-4
Volunteer Detail Tab, 3-13
Phone support, 11-2

Print

Admin To Do List, 6-1

Contact List, 2-4

Contribution List, 3-15

In-Home Evaluation, 3-17

Mailing labels for most people, 8-3, 8-4

Mailing Labels for Support People, 8-6
Person’s Record, 2-3

Profile, 7-10

Quarterly Service Report, 8-7
Referral Report, 8-9
Service Activity Log, 4-2

Service Activity Log (Additional), 5-1

Services Activity Report, 8-11
Status Report, 8-13, 8-15
Support Network Report, 8-17, 8-19
Title 3B, C, D Persons Served Report, 8-20
Title 3E Persons Served Report, 8-23
Title 3E Service By Caregiver Report, 8-25
Volunteer Activity Report, 8-27
Volunteers Available for Services, 4-15

Printer icon, 2-3, 2-4, 3-15, 3-17, 4-2, 4-15, 5-1, 6-2, 7-10, 8-4, 8-5, 8-6, 8-8, 8-9, 8-11, 8-13, 8-15, 8-17, 8-19, 8-21, 8-23, 8-26, 8-27, 9-14, 9-16, 9-17, 9-19, 9-21

Profile, 3-2

Profile, 7-8

Profile

Adding fields, 7-10

Profile

Deleting fields, 7-10

Program Information, 7-11

Quarterly Report Goals, 7-12

Quarterly Service Report Definitions, 11-1
Read Only, 10-2

Record selector, 2-3, 2-5, 7-5, 7-7

Registration, 1-1

Report List, 8-1

Report Menu, 8-1

Report Parameter, 8-1

Reporting year, 8-7

Reports

Admin To Do List, 6-1

Contribution List, 3-15

Contributor List, 9-13

Contributor Receipt, 9-14

ElderWise Export (Title 3E- CCC), 8-2
In-Home Evaluation, 3-16

Long Contact List, 9-14

Long Email Contact List, 9-14

Profile, 7-10

Quarterly Service Report, 7-12, 7-13, 7-16, 8-7
Referral Report, 8-9
Service Activity Log (Additional), 5-1

Service By 3E Caregiver Report, 8-26

Service Detail (by person), 9-21

Service Detail (by svc cat), 9-19

Service Summary, 9-17

Services Activity Report, 8-11
Short Contact List, 9-14

Status Report, 8-13, 8-15
Support Network Report, 8-17, 8-19, 8-26, 8-27
Title 3B, C, D Persons Served Report, 8-21

Title 3B, C, D Persons Served Report, 8-21

Title 3B, C, D Persons Served Report, 8-2, 8-20
Title 3E Persons Served Report, 8-23

Title 3E Persons Served Report, 8-23
Title 3E Persons ServedReport, 8-23

Title 3E Service By Caregiver Report, 8-25
Volunteer Activity Report, 8-27
Volunteers Available for Services, 4-15

Schedule Filters, 4-5

Scheduled- arrangements completed, 4-5
Scheduled- arrangements NOT completed, 4-5
Scheduled-Completed, 4-5
Unscheduled, 4-5

Scheduling Options

Change, 4-6

Scheduling Options

Change, 4-6

Screenings, 3-19

Search by, 2-2, 2-3, 2-5

Select Title Options, 8-21

Service Activity Log, 4-1, 7-13

Bottom Portion, 4-15
Data Entry Examples, 4-7
Filtering Options, 4-11
Middle Portion, 4-3
Sorting Options, 5-2

Upper Portion, 4-1
Service Activity Log (Additional), 4-2, 5-1, 7-16

Data Entry Examples, 5-3
Service Category, 7-12

Service Type, 4-3, 7-13, 7-14

Service Type (Additional), 7-16

Services Volunteer Offers, 3-14, 4-15
Shaded Fields, 3-12

Shortcut, 1-1, 1-2

Sorting Tool, 9-1

STEP ONE, 9-2

Demographic Information, 9-5
Individual Served, 9-3

Person Category or Type, and/or Status, 9-3

Service Category or Type, 9-4
STEP ONEService Dates, 9-2

STEP THREE, 9-13

Contact List, 9-13

Mailing Labels, 9-16

Service Detail (by person), 9-21

Service Detail (by svc cat), 9-19

Service Summary, 9-17

STEP TWO, 9-11

New Persons Who Have Been Served, 9-12

New Persons Who Have Provided Service, 9-12

Persons, 9-11

Persons Who Have Been Served, 9-11

Persons Who Have Provided Service, 9-11

SPICE, 3-17

Status, 3-4
Active, 3-5

Deceased, 2-5, 3-5

Inactive, 3-5

Moved, 3-5

Summary Data, 4-4

Support Organizations, 3-12, 7-17, 8-4
Support People, 3-10, 8-6
Support Service Needs, 3-21

System requirements, 1-1

Time Fractions, 4-4

Title 3 Categories, 7-18

Title 3 Service Category Links, 7-19

Unduplicated counts, 8-7

Upgrades, 1-3
User name, 1-4, 7-5

User’s Manual, 11-1

Volunteer Detail, 3-13
Website

Discussion Board, 11-1

Password, 11-1

Resource Library, 11-1

User name, 11-1




Appendix:

Quarterly Report Definitions

Instructions for Reporting for Title 3E Services

Elderberry Database system Intake Form

Elderberry Institute 

DEFINITIONS FOR QUARTERLY SERVICE REPORT—
COMMUNITY PROGRAMS

Revised: November 15, 2002

GENERAL DEFINITIONS__________________________________________
People served are senior citizens (1) served by the Program and (2) for whom the Program maintains records. A record generally includes at least the person’s name, address, and telephone number. In a particular quarter, the Program counts only those people who have been served during the quarter (see below for the year-to-date counting procedure). Anyone not served in that quarter is not counted, even if a record is maintained for them. Additional people (not in record system) may not fit this definition for various reasons. These people may be assisted, for example, at an outreach or health promotion event. 

Each numbered row on the report is a category. In the PEOPLE SERVED part of the report, the count of people within categories is “unduplicated.” This means that within each quarter of each category, each person may be counted only once, even if s/he has received multiple services. The person is counted in more than one quarter only if s/he is served in more than one quarter. However, within each category, each person is counted only once in the year-to-date (YTD) totals even if s/he was served in more than one quarter. People may be counted in more than one category. Example:

	Category
	Q1
	Q2
	Q3
	Q4
	YTD

	1. # receiving nursing services
	2 (Alice, Bob)
	2 (Alice, Choua)
	2 (Bob, Diego)
	1 (Choua)
	4 (Alice, Bob, Choua, Diego)

	2. # receiving volunteer services
	1 (Bob)
	3 (Alice, Evelyn, Faith)
	2 (Alice, Bob)
	2 (Faith, Choua)
	5 (Alice, Bob, Choua, Evelyn, Faith)

	3. # receiving service coordination
	1 (Gertrude)
	2 (Diego, Faith)
	1 (Bob)
	3 (Bob, Diego, Gertrude)
	4 (Bob, Diego, Faith, Gertrude)

	4. Total # served
	3 (Alice, Bob, Gertrude)
	5 (Alice, Choua, Diego, Evelyn, Faith)
	3 (Alice, Bob, Diego)
	5 (Bob, Choua, Diego, Faith, Gertrude)
	7 (Alice, Bob, Choua, Diego, Evelyn, Faith, Gertrude)

	5. Additional people assisted
	1 (ZaZa)
	2 (Yibai, ZaZa)
	0
	1 (Yibai)
	2 (Yibai, ZaZa)


PEOPLE  SERVED__________________________________________________
1.
Number of People Receiving Nursing Services

Definition:
An unduplicated count of number of people who received nursing services during the time period. Services usually provided in home. People need to be in the record system. Nursing services are any skilled services provided by an RN or a Home Health Aide.
Example:
The unduplicated number of people who receive nursing, home health aid, and/or homemaker services through the nursing agency, foot care services in the home, and foot care services in a clinic with a person served record.

Not Included:
People who receive a blood pressure check by a nurse, if that is the only service they receive. ANYONE NOT IN THE RECORD SYSTEM.

2.
Number of People Receiving Volunteer Services

Definition:
An unduplicated count of the number of people receiving volunteer services (from either individuals or groups) during the time period. People need to be in the record system. 

Example:
An unduplicated count of the number of people served by volunteers during the time period--visiting volunteer services, volunteer transportation, volunteer home chores, intergenerational activities and other volunteer services.

Not Included:
ANYONE NOT IN THE RECORD SYSTEM

3.
Number of People Receiving Service Coordination

Definition: 
An unduplicated count of the number of people receiving coordination of direct one-on-one services to seniors.  People need to be on the record system.  This is a broad category which can be used to report services that don’t fit in the nursing or volunteer categories, or in health promotion.  It includes people who have home visits, phone calls, and other follow-up from a non-nursing LAH/BNP staff member to assess needs, explain resources other than nursing and volunteer services, or provide assistance and advocacy in accessing or resolving problems with those resources.

 Example:

· The service coordinator helps a person complete and submit an application form for an outside resource.

· Staff member helps locate/install a flashing light doorbell for a senior with hearing loss.

· Staff member accompanies the person to a doctor appointment.

· Service coordinator attends a nursing home care conference to help decide whether a senior can return to their home.

· Staff member works with county Adult Protection staff to reach out to a senior about whom neighbors are concerned.  

Not Included:
People whose services are provided by any of the following:  nurse, home health aide, or volunteers.  People who receive only quick telephone information or referrals with no follow-up and are not on the record keeping system.  People outside the program’s geographic boundaries.  Also does not include people who attend a group health promotion or outreach activity.  ANYONE NOT IN THE RECORD SYSTEM

4.
Total Number of People Served (record kept)

Definition:
An unduplicated count of the total number of people served during the

time period who are in record system. Note:

· This count is not the sum of the above unduplicated counts as some people may receive more than one, or none, of the above services (example: a person who receives a blood pressure check and is in the record system is included in this total, even though they are not included above).

· If a person has a person served record and receives a limited service such as a phone check in, they would be included in this count.

Example:
An unduplicated count of the total number of people with person served records served by one or more of the Program’s services: volunteer, nursing, home health aide, service coordination, foot care, blood pressure check, etc.  

Not Included:
ANYONE NOT IN THE RECORD SYSTEM

5.
Additional People Assisted (not in record keeping system)

Definition:
An unduplicated count of the number of people served that are not included in number 4 above “Total Number of People Served (record kept).” If a person is counted in the above category, they are not counted here. This number may be an estimate. 

Example:
The total number of people who participate in services where the Program has

decided not to add people to record system - such as health promotion classes, social activities, brief intergenerational contacts, one-time blood pressure checks, etc. If a person attends two health education classes, they are only counted once. 

Not Included:
People who only receive a newsletter; people who only receive an outreach contact; 

people (already counted above) who attend a health promotion class.

UNITS OF SERVICE

NURSING______________________________________________________________

6.
Client Related Nursing Hours

Definition:     
Time spent by the nurse on direct care and related indirect care. Generally this number is provided by the nursing agency. Nurse hours except for time spent at inservices, blood pressure clinics, and at non-client-related meetings. Includes the nurse’s time spent training aides and others about caring for client.  (A “client” is a person served.)

Unit:          
One hour.

Not Included:   
Foot care at a clinic where a record is not kept and blood pressure checks in a clinic setting (see 16. Health Promotion Contacts).

7.
Nursing Visits

Definition: 
Nursing and foot care visits, usually in the home. Generally the number is provided 

by the nursing agency. 

Unit:
One visit.

Examples:      
Nursing visits in-home, foot care visits in-home, and foot care at clinic site, if client record is kept.

Not Included:    
Foot care at a clinic where a client record is not kept and blood pressure checks in a clinic setting (see 16. Health Promotion Contacts).

8.
Client Related Home Health Aide Hours

Definition:
Direct and indirect time spent by home health aides. Includes time spent by

homemakers working through a contracted nursing agency.

Unit:
One hour.

Example:
Time spent by home health aides working directly with client and time spent in travel and at meetings.

Not Included:
Time spent by homemakers who do not work for the contracted nursing agency. Staff development time of home health aides and homemakers.

9.
Home Health Aide Visits

Definition:
Number of visits by home health aides to clients at home. Includes visits by 

homemakers when done through nursing agency.

Unit:
One visit.

Examples:
Visits by home health aides for bathing, personal care, light housekeeping, etc.

Not Included:
Visits by homemakers who do not work for the contracted nursing agency. 

VOLUNTEER___________________________________________________________

10.
Direct Service Volunteer Hours – By Individuals 

Definition:
Time spent by volunteers (not part of group efforts) on services to seniors. Volunteers are usually screened and oriented by the Program. 

Unit:
One hour of volunteer time.

Examples:      
Time a volunteer spends: visiting with a person; preparing a meal for a person; providing transportation; delivering groceries; and playing the piano for a group.

Not Included:
Board hours and administrative volunteer hours not directly related to a service; hours spent by group volunteers (see 11. Direct Service Volunteer Hours – By Groups).fundraising volunteer hours (see 12. Governance & Administrative Volunteer Hours); 

11.
Direct Service Volunteer Hours – By Groups

Definition:
Time spent by groups in service to seniors. Includes the time actually spent with seniors and the time preparing for the event.

Unit:
One hour of time by one volunteer. (A group of 5 Girl Scouts spending two hours 

cleaning a person’s garage would be counted as 10 volunteer hours – and one visit).

Examples:
Time spent by college students doing spring clean up; time spent by a church group

preparing and delivering a gift item to seniors; time spent by elementary students preparing plants to deliver to seniors.

12.
Administrative & Governance Volunteer Hours

Definition:
Time spent by volunteers on Board efforts, fundraising, and office work – activities

other than direct service to people. 

Unit:
One hour.

Examples:
Time spent by volunteers: at Board meetings, doing fundraising, helping in the office, addressing newsletter. 

13.
Number of Individual Direct Service Volunteers

Definition:
Number of volunteers counted in category #10, above.

Unit:
One volunteer. This is an unduplicated count.

Examples:
One volunteer who visits with Senior A and delivers groceries for Senior B is only counted once. 

Not Included:
Board members who do not provide direct services to seniors, Girl Scouts or others who volunteer as part of a group. 

SERVICE  COORDINATION_____________________________________________
14.
Service Coordination Hours

Definition:  
Number of hours by non-nursing staff to provide information, advocacy, or coordination of services other than nursing, volunteer or health promotion services.  Includes time spent on phone calls, paperwork, and planning as well as home visits related to service coordination.    (See definition of “service coordination” in item #3.)

Examples:  
Time spent by service coordinator, volunteer coordinator, program director (etc.) discussing  resources  with people, making phone calls to people, making phone calls to other agencies, talking with families abut coordinating services, encouraging participation in ongoing services such as a caregiver support group, etc.  Time spent following up individually with people who attend support groups such as caregiver groups.  (Note:  Their attendance is counted under #16, Health Promotion Contacts.)

Not Included:
Time counted in any other category.  Time spent performing program administrative activities.  Service coordination done by nurse (included in nursing hours).  Time spent on one-time group health promotion or outreach activities.  

15.
Service Coordination Visits

Definition:
Number of home visits or other extended in-person contacts made by non-nursing staff for purposes of coordinating services.  (See definition of “service coordination” in item #3.)  This is a place to put home visits by staff that do not fit any other categories.

Unit:
One visit.

Examples:
Staff visiting home to assess situation, make arrangements for assistance. 

Not Included:
Service coordination done by nurse (included in nursing visits); phone calls about

service coordination.

16.
Health Promotion Contacts

Definition:
Delivery of a health promotion service through a personal contact by a staff member or volunteer. Service usually is not done in the home. Group activities and social events may be included here. Person receiving service may or may not be in record system.

Unit:
One contact received by one individual. Ten people attending a class would be ten 

contacts. Five people having blood pressure checked would be five contacts. If the same senior attends several health promotion events, they are counted several times. Not an unduplicated number.

Examples:
Blood pressure checks, attendance at group health education classes, attendance at 

social activities organized by the LAH/BNP, caregiver support groups.

Not Included:
Receipt of health information in a newsletter or brochure without personal contact.

Speaking engagements about the LAH/BNP would go in outreach.

17.
Outreach Contacts

Definition:
Number of times people receive information about the program that includes some 

type of personal contact, where no other service is provided.  Phone inquiries about services to office may be included.  May include people of any age.  May be an estimate. 

Unit:
One contact in which a person receives information.  If the same person receives

information several times, it is counted every time. (Not an unduplicated number.)

Examples:
Number of people hearing speaking engagements; number of people talked with at 

an information fair.

Not Included:
Receipt of information such as a newsletter or brochure where there has been no

phone or in person contact; outreach where a service such as a blood pressure check is delivered (see “Health Promotion.”) 
Elderberry Database System Version 3.3 or 3.3b
Instructions for Reporting for Title 3E Services

NOTE: You must be using Elderberry Database System Version 3.3 to report for Title 3E Services. The following sections provide instruction on the aspects of Title 3E Services reporting using the Elderberry Database System:

SECTION A- Database Setup
SECTION B- Recording demographic information for Caregivers, Care Recipients and Volunteers
SECTION C- Recording Title 3E Services
SECTION D- Reporting Title 3E Services
SECTION E- Getting help
APPENDIX- Included only if Elderberry Institute is serving as your fiscal/reporting agent

SECTION A- Database Setup

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

1. Profile

2. Person Type

3. Service Type

4. Service Type (Additional)

5. Title 3E Category

6. Title 3E Service Category Link

The information that you need in most of these Maintenance Menu sections varies depending upon the requirements of your Title 3E funder, and may change from grant year to grant year. General instructions will be provided here in Section A. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E Grant, an Appendix will be attached to these instructions that lists the exact entries you should have in each Maintenance Menu section. If Elderberry Institute is NOT serving in this capacity for you, you need to make these decisions for your Program. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

General Instructions for Database Setup:

1. Profile (Data Entry Profile)

a. The Profile section of the Elderberry Database System 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. The Profile is designed to make using the database for reporting to multiple funders more convenient, but is NOT required in order for the system to work properly.

b. Use the registration form(s) required by your Title 3E funder to determine what demographic data you will need to collect on 3E Caregivers and 3E Care Recipients on whom you will be reporting. Determine which fields on the Personal Information Form capture the data required on the 3E registration form(s).

c. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of fields that should appear in your “3E” profile. Otherwise, make this determination yourself as indicated in step A.1.b. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

d. 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 “3E”.

e. Check to ensure that all of the fields you’ve identified in step A.1.b. are included in the “3E” Profile. If a 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.

f. If “3E” does not appear in the “Select Profile” list, click on the “Blank Profile” button and enter “3E” (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 “3E” profile one at a time from the “Label” drop-down box.

g. When you are finished with the “3E” profile, Click the “Back” button, then click the “Back” button again.

h. When you are using the Personal Information Form to input data about a 3E Caregiver or 3E Care Recipient, select “3E” from the Data Entry Profile field at the top of the form. All fields included in the “3E” 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.

i. If you wish, you can make “3E” the default data entry profile. To do so, go to the Maintenance Menu, and select “Profile” in the list on the left side of the menu. In the resulting window to the right of the list, select “3E” 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 3E fields will be highlighted green.

2. Person Type

a. Go to the Person Type section of the Maintenance Menu, and ensure that the following person types are included on the list:

	Person Category
	Person Type

	Person Served
	3E-Caregiver

	Person Served
	3E-Care Recipient


b. These exact two Person Types MUST be used in EVERY CASE in order for Title 3E reporting to work properly.

3. Service Type

a. Go to the Service Type section of the Maintenance Menu, and ensure that every individual (non-group) 3E service for which you have a contract with your Title 3E funder is included on the list. Add services as necessary at the bottom of the list.

b. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Types that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.3.a. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

c. EVERY 3E Service Type MUST be prefaced with “3E-“ (i.e. “3E-Transportation-staff” or “3E-Caregiver Respite-vol”). Any service that does not have the “3E-“ preface will NOT be included in Title 3E reports.

d. EVERY 3E Service that is to be performed by a volunteer must have a “-vol” suffix on it (see examples in previous step). Every 3E 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 3E Persons Served report (see Section D.3.).

4. Service Type (Additional)

a. Go to the Service Type (Additional) section of the Maintenance Menu, and ensure that every group (non-individual, like education classes and support groups) 3E service for which you have a contract with your Title 3E funder is included on the list. Add services as necessary at the bottom of the list.

b. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Types (Additional) that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.4.a. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

c. EVERY 3E Service Type (Additional) MUST be prefaced with “3E-“ (i.e. “3E-Caregiver Education” or “3E-Caregiver Support Group”). Any service that does not have the “3E-“ preface will NOT be included in Title 3E reports.

5. Title 3E Category

a. Complete this step only AFTER you’ve completed steps A.1. through A.4. above.

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

c. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Categories that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.5.b. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

6. Title 3E Service Category Link

a. Complete this step only AFTER you’ve completed steps A.1. through A.5. above.

b. Go to the Title 3E Service Category Link section of the Maintenance Menu. Select the correct “3E Service Category” from the drop down-box to the left of each “3E Service Type” that appears on the list.

c. Check the service definitions document from your 3E funder to determine into which “3E Service Category” each of your “3E Service Types” falls.

d. If Elderberry Institute is serving as the fiscal/reporting agent for your Title 3E grant, review the Appendix at the end of this document for the list of 3E Service Category Links that should be included in your Maintenance Menu. Otherwise, make this determination yourself as indicated in step A.6.c. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

e. The Title 3E 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.

SECTION B- Recording demographic information for Caregivers, Care Recipients and Volunteers:

1. Every Caregiver, Care Recipient and Volunteer for whom you wish to report data in your Title 3E Services Grant must be entered in the Personal Information Form. If the person you wish to include in the Title 3E Services Grant already has a record in the Personal Information Form (accessed through the Person Search form), you need to edit that person’s record to include all of the information mentioned below for that type of person. Do not change their existing person type, but add another entry in the “Person’s Status” section of the Personal Information form to properly identify them for the purpose of the Title 3E Services Grant.
2. To enter a person in the Elderberry Database System for the Title 3E Services Grant:

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

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

c. In the “Data Entry Profile” field at the top of the Personal Information form, select “3E.” If you wish, you can make this the default data entry profile. To do so, follow the instructions in Section A.1.h. above.

d. To enter a person as a Caregiver:

i. In the “Person’s Status” section, select the option “3E-Caregiver” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a 3E-Caregiver in the initial date field.

ii. 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!!
iii. In the database, no person can be entered as BOTH a Caregiver and a Care Recipient. They must be either one or the other. 
iv. After you have entered the correct information for the Caregiver, click on the “Back” button at the top of the Personal Information form and proceed to enter information about the Care Recipient (see section B.2.e. below).

v. IMPORTANT: After you have entered information on both the Caregiver and the Care Recipient, you must go back into the Caregiver’s record, and select the Care Recipient’s name from the drop-down box in the 3E-Link field on the Other Personal Information Tab. Then you must select the relationship between the Caregiver and the Care Recipient in the 3E-Relation field. Records without data in the 3E-Link and 3E-Relation fields will not be included in your reports!
vi. For every Caregiver you enter you must have at least one Care Recipient entered in the System. For every Care Recipient you enter you must have at least one Caregiver entered in the System.

e. To enter a person as a Care Recipient:

i. In the “Person’s Status” section, select the option “3E-Care Recipient” for the person type field, select “Active” in the status field, and enter the correct date when that person was designated as a 3E-Care Recipient in the initial date field.

ii. 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!!
iii. In the database, no person can be entered as BOTH a Caregiver and a Care Recipient. They must be either one or the other. 
iv. After you have entered the correct information for the Care Recipient, click on the “Back” button at the top of the Personal Information Form and (if you have not already done so) proceed to enter information about the Caregiver (see section B.2.d. above).

v. IMPORTANT: After you have entered both the Caregiver and the Care Recipient, you must go back into the Care Recipient’s record and select the Caregiver’s name from the drop-down box in the 3E-Link field on the Other Personal Information Tab. Then you must select the relationship between the Care Recipient and the Caregiver in the 3E-Relation field. Records without data in the 3E-Link and 3E-Relation fields will not be included in your reports!
f. To enter a person as a Volunteer:

i. 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 “3E” designation is required for Volunteers in this section of the database.

ii. On the Other Personal Information Form, be sure to fill in at least the “DOB” field. All of the other 3E fields may be filled in, but do not have to be in order for Title 3E reports to function properly.

SECTION C- Recording Title 3E Services:

1. In order for the Database System to properly report Title 3E services, it is imperative that Title 3E services be recorded correctly. The demographic records of Caregivers and their Care Recipients and Volunteers will NOT be reported unless they are recorded as having received at least one “3E” service entered on the Service Activity Log.
2. To record an individual service (not including group services like group Caregiver education or support group services) done for a Caregiver or Care Recipient in the Service Activity Log:

a. Select the Caregiver or Care Recipient’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 3E-Caregiver or 3E-Care Recipient).

b. Select the name of the person providing the service in the Service Provider drop-down box. This may be the name of Program staff, nurses, home health aides or Program volunteers.

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 3E Services Grant, be sure to select an entry with “3E-” 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.3.

ii. If the service is being provided by a volunteer, select an entry with “-vol” at the end of it. When you enter a 3E 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 3E export as a volunteer. That is the only way a volunteer’s information will be included in your Title 3E 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 3E 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 3E 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 3E 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.

3. To record a Title 3E group session (such as group Caregiver education or a support group session), use the Service Activity Log (Additional).

a. This is NOT required of Programs contracting with the Metropolitan Area Agency on Aging (see Section B.2. of the Appendix for further information).

b. For the purposes of the Title 3E Services Grant, be sure to select an entry in the Service Activity Log (Additional) with “3E-“ 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.4.

c. Enter the date that the 3E Group session occurred.

d. Enter the number of people who attended the session.

e. In the note field, enter details about the session as you wish (the note field will not appear in the report you send to Elderberry Institute.

f. NOTE: If your 3E funder wishes to have an UNDUPLICATED count of the number of people who attended group sessions, list the total number of people who attended the first 3E- event that you hold. For every subsequent 3E- event of the same type FOR THAT QUARTER, count only the people who attended this event and DID NOT attend any previous events OF THE SAME TYPE that quarter.
SECTION D- Reporting Title 3E Services

Creating ElderWise Exports

a. ElderWise exports will only be required of organizations contracting with the MN Metropolitan Area Agency on Aging. If your organization should be creating these exports, instructions for creating them will be found in Section B.3. of the Appendix at the end of this document.

b. If your organization exports data to ElderWise, you will typically NOT be required to produce Title 3E Service By Caregiver or Title 3E Persons Served Reports. If your organization does not export data to ElderWise, you typically WILL be required to produce Title 3E Service By Caregiver or Title 3E Persons Served Reports. If you’re unsure, contact your Title 3E funder for clarification. Staff at Elderberry Institute may be able to provide you with assistance in making these decisions.

Creating Title 3E Service By Caregiver Reports

c. This report is NOT required of organizations contracting with the MN Metropolitan Area Agency on Aging.

d. At the end of each month (typically), you will be required to provide a report of your Title 3E Services by printing a Title 3E Service By Caregiver Report from the Elderberry Database System.

e. After you are confident that you have entered all the people and services  (on both the Service Activity Log and the Service Activity -Additional Log) you wish to count in your Title 3E Services reports, click on the Reports button on the Elderberry Database main form.

f. From the Report List on the left side of the Report Menu, select the entry called “Title 3E Service By Caregiver Report.”

g. In the Report Parameter section on the right side of the Report Menu:

i. Leave the “Select service type” field blank.

ii. Enter the first day of the time period for which you’re reporting in the “From” field.

iii. Enter the last day of the time period for which you’re reporting in the “To” field.

iv. Click on the “Preview” button to preview your report, or the “Print” button to print the report.

h. If after reviewing the report, you discover that it does not contain all the data you intended to include, make sure that you’ve followed the instructions listed in sections A through C. Be especially sure that you have made entries in all fields highlighted green in the Personal Information Form, that you used entries titled “3E-...” and that you recorded the proper units in the Service Activity Log and the Service Activity Log (Additional). If you discover some errors, correct them, then repeat step C.

i. This report will, in addition to listing the names of all Caregivers and Care Recipients served and the units of service they received as entered in the Service Activity Log, also provide a total number of group SESSIONS like group Caregiver education or support groups that were recorded in the Service Activity Log (Additional), along with the number of people who attended those sessions.

j. NOTE: In the database, no person can be entered as BOTH a Caregiver and a Care Recipient. They must be either one or the other. Failure to follow this instruction will result in inaccurate reporting numbers.

2. Creating Persons Served Reports

a. This report is NOT required of organizations contracting with the MN Metropolitan Area Agency on Aging.

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

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

d. From the Report List on the left side of the Report Menu, select the entry called “Title 3E Persons Served.”

e. Select the correct beginning and ending dates for the quarter, then click “Preview” or “Print” to create the report.

f. NOTE: the Persons Served Report will NOT include the records that were entered as having received “3E-” services in the Service Activity Log (Additional) because no demographic data exists in the database for them. For a count of the number of people served through those services, produce the Title 3E Service By Caregiver report, and look in the bottom section of that report.

SECTION E- Getting help

1. If you need help, contact staff at Elderberry Institute by calling (651) 649-0315 or (800) 320-1707 or by sending an email to elderb@elderberry.org. 
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APPENDIX SECTION A: Setup Information

1. Profile (Data Entry Profile)

	Label
	Location

	First Name
	Personal Information Form

	Last Name
	Personal Information Form

	3E Link
	Personal Information Form- Other Personal Information Tab

	3E Relationship
	Personal Information Form- Other Personal Information Tab

	DOB
	Personal Information Form- Other Personal Information Tab

	Ethnic Background
	Personal Information Form- Other Personal Information Tab

	Gender
	Personal Information Form- Other Personal Information Tab

	Income Level
	Personal Information Form- Other Personal Information Tab

	Latino?
	Personal Information Form- Other Personal Information Tab

	Marital Status
	Personal Information Form- Other Personal Information Tab

	Person Served Detail: # of People in Household
	Personal Information Form- Person Served Detail Tab

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

	Person Served Detail: Special Eligibility
	Personal Information Form- Person Served Detail Tab

	Initial Date
	Personal Information Form- Top Right (Person's Status)

	Person Type
	Personal Information Form- Top Right (Person's Status)

	Status
	Personal Information Form- Top Right (Person's Status)


2. Person Type

	Person Category
	Person Type

	Person Served
	3E-Caregiver

	Person Served
	3E-Care Recipient


3. Service Type- See Appendix Supplement
	Service Category
	Service Type

	Service coordination
	3E-Assisted Transportation (E)-Staff

	Volunteer service- individual
	3E-Assisted Transportation (E)-VOL

	Service coordination
	3E-Care Coordination/Consultation (E)-Staff

	Volunteer service- individual
	3E-Care Coordination/Consultation (E)-VOL

	Service coordination
	3E-Chore (E)-Staff

	Volunteer service- individual
	3E-Chore (E)-VOL

	Service coordination
	3E-Coaching (E)-Staff

	Volunteer service- individual
	3E-Coaching (E)-VOL

	Service coordination
	3E-Counseling (E)-Staff

	Volunteer service- individual
	3E-Counseling (E)-VOL

	Service coordination
	3E-Education/Training One-on-One (E)-Staff

	Volunteer service- individual
	3E-Education/Training One-on-One (E)-VOL

	Service coordination
	3E-General Assistance (E)-Staff

	Volunteer service- individual
	3E-General Assistance (E)-VOL

	Service coordination
	3E-Group Respite (E)-Staff

	Volunteer service- group
	3E-Group Respite (E)-VOL

	Service coordination
	3E-Homemaker (E)-Staff

	Volunteer service- individual
	3E-Homemaker (E)-VOL

	Service coordination
	3E-In-Home Respite (E)-Staff

	Volunteer service- individual
	3E-In-Home Respite (E)-VOL

	Home health aide
	3E-In-Home Respite (E)-HHA

	Service coordination
	3E-Mentoring (E)-Staff

	Volunteer service- individual
	3E-Mentoring (E)-VOL

	Service coordination
	3E-Personal Care (E)-Staff

	Volunteer service- individual
	3E-Personal Care (E)-VOL

	Service coordination
	3E-Self-Directed Respite (E)-Staff

	Service coordination
	3E-Self-Directed Counseling (E)-Staff

	Service coordination
	3E-Self-Directed Supplemental Services (E)-Staff

	Service coordination
	3E-Telephone Reassurance CG (E)-Staff

	Volunteer service- individual
	3E-Telephone Reassurance CG (E)-VOL

	Service coordination
	3E-Telephone Reassurance CR (E)-Staff

	Volunteer service- individual
	3E-Telephone Reassurance CR (E)-VOL

	Service coordination
	3E-Transportation (E)-Staff

	Volunteer service- individual
	3E-Transportation (E)-VOL


4. Service Type (Additional)- See Appendix Supplement
	Service Category
	Service_Type

	Health promotion
	3E-Caregiver Education Group

	Health promotion
	3E-Peer Support Group Education


5. Title 3E Service Category

	3E Service Category

	Access Assistance

	Counseling

	Respite Care

	Supplemental Service

	Consumer Directed


6. Title 3E Service Category Link

	3E Service Category
	3E Service Type

	Supplemental Service
	3E-Assisted Transportation (E)-Staff

	Supplemental Service
	3E-Assisted Transportation (E)-VOL

	Access Assistance
	3E-Care Coordination/Consultation (E)-Staff

	Access Assistance
	3E-Care Coordination/Consultation (E)-VOL

	Supplemental Service
	3E-Chore (E)-Staff

	Supplemental Service
	3E-Chore (E)-VOL

	Counseling
	3E-Coaching (E)-Staff

	Counseling
	3E-Coaching (E)-VOL

	Counseling
	3E-Counseling (E)-Staff

	Counseling
	3E-Counseling (E)-Vol

	Counseling
	3E-Education/Training One-on-One (E)-Staff

	Counseling
	3E-Education/Training One-on-One (E)-VOL

	Access Assistance
	3E-General Assistance (E)-Staff

	Access Assistance
	3E-General Assistance (E)-VOL

	Respite Care
	3E-Group Respite (E)-Staff

	Respite Care
	3E-Group Respite (E)-VOL

	Supplemental Service
	3E-Homemaker (E)-Staff

	Supplemental Service
	3E-Homemaker (E)-VOL

	Respite Care
	3E-In-Home Respite (E)-HHA

	Respite Care
	3E-In-Home Respite (E)-Staff

	Respite Care
	3E-In-Home Respite (E)-VOL

	Counseling
	3E-Mentoring (E)-Staff

	Counseling
	3E-Mentoring (E)-VOL

	Supplemental Service
	3E-Personal Care (E)-Staff

	Supplemental Service
	3E-Personal Care (E)-VOL

	Consumer Directed
	3E-Self-Directed Counseling (E)-Staff

	Consumer Directed
	3E-Self-Directed Respite (E)-Staff

	Consumer Directed
	3E-Self-Directed Supplemental Services (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CG (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CG (E)-Vol

	Supplemental Service
	3E-Telephone Reassurance CR (E)-Staff

	Supplemental Service
	3E-Telephone Reassurance CR (E)-Vol

	Supplemental Service
	3E-Transportation (E)-Staff

	Supplemental Service
	3E-Transportation (E)-VOL


APPENDIX SECTION B: Other Reporting Information

1. In the Person Served Detail tab of the Personal Information Form, be sure to select “Title III 60+” in the Special Eligibility field. Records with any other entry in this field will not be included in your MCCC reports!
2. If you provide Group Caregiver Education or Caregiver Support Groups, you may enter the information in your Service Activity Log (Additional) as indicated in Section C3 of the Database Instructions document. However, this information will NOT be included in your data export. In order for those services to be properly reported to the MAAA, you must FAX a copy of the sign-in sheet for this event to Elderberry Institute. We will then enter the names of the people attending into ElderWise and make sure that the data is properly transmitted to the MAAA.
3. Performing Quarterly ElderWise Exports:

a. Creating the ElderWise Export files:

i. At the end of each quarter, you will be required to provide a report of your Title 3E-related services by creating and sending three files to Elderberry Institute.

ii. After you are confident that you have entered all the people and services you wish to count in your Title 3E ElderWise Export, click on the Reports button on the Elderberry Database main form.

iii. From the Report List on the left side of the Report Menu, select the entry called “ElderWise Export (Title 3E-CCC).”

iv. In the Report Parameter section on the right side of the Report Menu, select the correct year and quarter for the export you wish to send. NOTE: For the purposes of Title 3E grants, use calendar quarters, not state of MN fiscal year quarters. The quarters should correspond to the following months:

	Quarter
	Months

	1
	January – March

	2
	April – June

	3
	July – September

	4
	October - December


v. Click on the “Export” button. When you click this button, the database will create 3 files with the extension .txt, and will save them to the root directory on your computer’s C: drive. 

vi. After you create the export files, you must then attach them to an email and send them to Elderberry Institute.

b. Sending files to Elderberry Institute

i. After you have completed the steps in Section B.3.a., open your Email program and select the option which allows you to create a new email message.

ii. Select the “Attach” button and browse to your computer’s C: drive. You can accomplish this by selecting C: from the list of options in the drop-down box titled “Look in” at the top of the “Enter file to attach” form.

iii. Locate the three files whose names begin with 421 and which end with the extension .txt. If you have more than 3 files of this type, select the three files that contain the date of the first day of the first month of the quarter you wish to export.
iv. Attach all three of the files (you may have to do this one file at a time). Be sure that you include ALL THREE files in your export!!
v. Type MCCC Export followed by your Program’s name and the quarter number in the Subject Line. For Example: “MCCC Export Como Park LAH/BNP Quarter 1 2007”

vi. Remember to attach the additional service and financial reports required by the Instructions for Service and Data Reporting document.

vii. Send the email to bernieryan@elderberry.org.
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Spouse:





��





Person’s Status





AC





Change of Address Date:





Person Type	          Status	  Initial Date   Date Changed





First		         MI         Last





Latino?                                                                             





EW





��





Rural:





City/State/Zip:





Income Level:





Township:





County:





First Language:





Ethnic Background:





Physical Limitations:





Marital Status:





Religion:





Faith Community:





Work Address:





Exclude from Print:





Home	   Work





M	F





Mailing Address:





Date of Birth:





City/State/Zip:





Other Personal Information





Gender:





Initial Exposure:





Phone/Email





Type          		Number or Email





SSN:





Special Eligibility:





Cognitive Status:





Living Will





Emergency Alert





Subsidized Housing





Consent Form on File





Nursing Home Eligible as of:





Note:





Health Status                             Date





Health Status





# of People in Household:





Living Situation:





Medicaid:





Medicare:





Person Served Detail





Primary Insurer:





Note:





Support People





Conserv./Guardian:





Cell:





Pager:





Other Phone:





Prim. Phone:





Relationship:





Service Role:





Name:





Address:





First		    MI         Last





Note:





City/State/Zip:





Email:





Conserv./Guardian:





Cell:





Pager:





Other Phone:





Prim. Phone:





Relationship:





Service Role:





Name:





Address:





First		    MI         Last





Note:





City/State/Zip:





Email:





Emergency Contact:





Cell:





Pager:





Other Phone:





Prim. Phone:





Relationship:





Service Role:





Name:





Address:





First		    MI         Last





Note:





City/State/Zip:





Email:





Note:





City/State/Zip:





Org. Type:





Organization:





Title:





Prim-Phone:





Email:





Other Phone:





Services:





Address:





Contact Person     First	    	          MI        Last





Support Organizations





Note:





City/State/Zip:





Org. Type:





Organization:





Title:





Prim-Phone:





Email:





Other Phone:





Services:





Address:





Contact Person     First	    	          MI        Last





Note:





City/State/Zip:





Org. Type:





Organization:





Title:





Prim-Phone:





Email:





Other Phone:





Services:





Address:





Contact Person     First	    	          MI        Last





Auto Inst. Policy #:





Auto Ins. Company:





Driver’s Lic. State:





Service Type                                     	        Mon  Tue   Wed   Thu    Fri    Sat    Sun	    Time of Day





Services Volunteer Offers





Note:





Driver’s Lic. #:





Direct Service Volunteer





Accessible Vehicle





Training Completed





Ref 2:





Ref 3:





Ref 1:





Reference Name                    Phone #	                 Ref. Type





Volunteer Detail





Additional Notes:





DOB Verify: 





3E-Relation:





3E-Link:





Cons. Form. Location:





Limitations:





Financial POA:





Conserv./Guardian:





Limitations:





Financial POA:





Emergency ContactEmergency Contact:


:





Financial POA:





Emergency Contact:





Limitations:





Not Available to


Volunteer Between:





And:





Consent





Type of Check





Date





Note





Background Checks








