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Introduction to the Userõs Manual: 
 
 
Welcome to the Userôs Manual for the Elderberry Database System, Version 3.4. 
The Elderberry Database System was created by Elderberry Institute to make 
tracking information about volunteers and the people they serve efficient and 
organized. The System can be used to track detailed information about people 
served and their caregivers, as well as volunteers and staff of your organization. 
 
 

Using this Manual 
 
This Userôs Manual can be used as a printed document, or electronically as a.pdf 
or MS Word file. When using the Manual on a computer running MS Word, you 
can click on any of the hyperlinks located throughout the document to ñjumpò to 
another place in the document, or to open a Web page. To move to another part 
of the document from within the Table of Contents or the Index, hold down the 
ñCtrlò button on your keyboard and click on the desired item. 
 
Explanation of common instructions used in the Manual: 
 

When you read thisé Do thisé 

Select With your left mouse button, click one time on the 
item indicated. 

Double click With your left mouse button, click twice in rapid 
succession on the item indicated. 

Right click Click one time with your right mouse button on the 
item indicated. 

 
Users may download the most current version of the Manual from Elderberry 
Instituteôs Web site. Go to the Elderberry Database page located in the 
ñResourcesò section (http://www.elderberry.org/database.asp).

http://www.elderberry.org/database.asp


 Elderberry Database System Userõs Manual                              1-1 

Chapter One:  
 Installation/Upgrading, Registration & Logging In 

 

System requirements 
 

¶ Microsoft Access 2000 or newer must be installed on your computer running MS 
Windows 98 or newer.  

 

New Installation on one computer 
 

¶ Create a folder called Elderberry Database in the ñC:\My Documentsò folder. If you are 
using Windows 7, you can find the contents of the ñMy Documentsò folder in the 
ñDocumentsò Library. 

 

¶ The database system comes in the form of three files: 
o ñElderberryVersionX.mdbò (where X represents the current version number ï this 

is the ñfront endò file for your database), 
o ñElderberryData.mdbò (this is the ñback endò DATA file for your database) and  
o ñMouseHook.dllò (this file helps make some features of your database work 

properly). 
 

¶ Copy all three files from the installation CD (or download from the www.elderberry.org 
website) to ñC:\My Documents\Elderberry Databaseò (see Figure 1-1). NOTE: If you 
have chosen to put your database files in a different place, or if you are using the tool on 
a network, browse to the appropriate location. 

 

Figure 1-1 

 
 

¶ Create a shortcut for the ñElderberryVersionX.mdbò file on the desktop. You can create a 
shortcut by following these simple steps: 

http://www.elderberry.org/
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1. Navigate to the file named ñElderberryVersionX.mdbò in your ñC:\My 

Documents\Elderberry Databaseò folder. 
2. Right click on the file name. 
3. From the resulting menu, select, ñSend Toò, then ñDesktop (create shortcut).ò 
4. Close the folder youôre in and return to the desktop. Youôll see the new shortcut 

there. 
 

¶ Name the shortcut ñElderberry DB Version Xò (where X represents the current version 
number). Double clicking this icon on the desktop will open the database system. 

 

¶ Follow the steps in chapter ten, ñAttach Databaseò to attach the ñFront Endò file 
(ElderberryVersionX.mdb) and ñBack Endò file (ElderberryData.mdb) of the database 
system. 

 
 

New installation on a network 
¶ Determine which computer on your network will serve as the host for the ñBack Endò 

data file (ElderberryData.mdb) for your database system. Only ONE computer will 
contain the data file, while more than one computer can be used to enter/edit/view your 
data using a local installation of the ñFont Endò file (ElderberryVersionX.mdb). 

 

¶ On the computer that will serve as the data host, follow the instructions under ñNew 
installation on one computerò (above). 

 

¶ On each of the other computer(s) on the network that will be used to access the 
database: 

1. Create a folder called Elderberry Database in the ñC:\My Documentsò folder. If 
you are using Windows 7, you can find the contents of the ñMy Documentsò 
folder in the ñDocumentsò Library. 

2. Copy ONLY the files named ñElderberryVersionX.mdbò (where X represents the 
current version number) and ñMouseHook.dllò from the installation CD (or from 
the www.elderberry.org website) to ñC:\My Documents\Elderberry Database.ò 

3. If necessary, change properties of the ñElderberryVersionX.mdbò file so that they 
are no longer ñread onlyò (see the NOTE in chapter ten, ñAttach Databaseò for 
more details). 

4. Create a shortcut for the ñElderberryVersionX.mdbò file on the desktop. You can 
create a shortcut by following these simple steps: 
Á Navigate to the file named ñElderberryVersionX.mdbò in your ñC:\My 

Documents\Elderberry Databaseò folder. 
Á Right click on the file name. 
Á From the resulting menu, select, ñSend Toò, then ñDesktop (create 

shortcut).ò 
Á Close the folder youôre in and return to the desktop. Youôll see the new 

shortcut there. 
5. Name the shortcut ñElderberry DB Version Xò (where X represents the current 

version number). Double clicking this icon on the desktop will open the database 
system. 

6. Follow the steps in chapter ten, ñAttach Databaseò to attach the ñFront Endò file 
(ElderberryVersionX.mdb) and ñBack Endò file (ElderberryData.mdb) of the 

http://www.elderberry.org/
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database system. Remember to browse to the file named ñElderberryData.mdbò 
located on the data host computer during the ñattach databaseò process. 

 

Installing Upgrades 
 

¶ To install an upgrade to your existing version, follow the instructions provided with that 
upgrade disc or website download, or call the Elderberry Institute office for assistance.\ 

 

¶ NOTE: Always create a backup of your ñElderberryData.mdbò file BEFORE performing 
any upgrade! 

1. To create a backup, make a new folder in your C:/My Documents/Elderberry 
Database folder and title it ñBackupDATEò with ñDATEò being todayôs date 

2. Right click on your ñElderberryData.mdbò file and choose ñcopyò 
3. Open your new ñBackupDATEò folder 
4. Right click in the white space of the new folder and choose ñPasteò 

 

Registration (Figure 1-2)  

Figure 1-2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ The registration form appears only the first time you open your database. 
 

¶ Organization- Enter the name of your Program as you want it to appear on reports. 
 
o Address Fields: 

o Address_1- Enter the street address of your Programôs office. 
o Address_2- Enter any additional address information (i.e. building name) that is 

part of your mailing address. 
o City- Enter the name of the city in which your Program is located. 
o State- Enter the two-letter abbreviation for the state in which your Program is 

located. 
o Zip- Enter the 5 or 9 digit zip code for your Program. 
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¶ Phone- Enter the Programôs phone number. 
 

¶ Database ID- Enter the database ID number issued to you by Elderberry Institute. If you 
do not know what the number is, please contact Elderberry Institute to get the number. 

 

¶ Administrator: 
o First/MI/Last Name- Enter the first name, middle initial and last name of the 
Programôs Director. 

o User Name- Enter the user name you wish to use when you sign in to the database 
system. 

o Password- Enter the password you wish to use when you sign in to the database 
system. The password can be any combination of letters or numbers. 

o Remember your user name and password! You will need it every time you 
open the database system. 

o If you need to change the name of the Program or Administrator, contact the 
Elderberry Institute office for help. 

 

u Finish Button- Click this button when youôre finished entering information. 
 

Logging in (Figure 1-3) 

Figure 1-3 

 
 
 
 
 
 
 
 
¶ User Name- Enter the name you entered as your user name on the Registration Form. 
 

¶ Password- Enter the password you entered on the Registration Form. 
 

¶ OK- After entering your user name and password, click OK to proceed to the database 
systemôs Main Form. 

 

¶ Cancel- If you decide not to open the database system, click Cancel to close the tool. 
 

¶ Change Password- Click to change your password. The Change Login form will open. 
 

¶ Attach Database- Click to attach the front end of the database to the back end. See 
chapter ten, ñAttach Databaseò for details. 
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Change Login (Figure 1-4) 
 Figure 1-4 
 

 
 
 
 
 
 
 

¶ New Password- Enter your new password. 
 

¶ Verify- Enter your new password again. 
 

¶ OK- After filling in the fields, click OK to finish changing your password. A message 
will appear verifying that your password has been changed. 

 

¶ Be sure to remember your new password and use the new one to enter the 
database system. 

 

¶ Cancel- Click to cancel changing your password. 
 

¶ Additional logins and passwords can be added via the Maintenance Menu (see 
Chapter Seven, Maintenance Menu). 
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Chapter Two:  Main Form  & Person Search  
 

Main Form (Figure 2-1) 

Figure 2-1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ This is the Main Form that you will use to access the various functions of the database 

system (see Figure 2-1). 
 

1. Each of the buttons opens a different part of the database system. See the chapters 
following for instructions for using each of the toolôs functions. 

 
2. To return to this Main Form, select the ñMain Formò button on other forms. 
3.  
4. To exit the database system, select the Exit button. 
5.  
6. A hyperlink appears below the copyright notice on the Main Form to Elderberry 
Instituteôs website. Clicking on this link will open a web browser to the home page of 
www.elderberry.org. 

http://www.elderberry.org/


 Elderberry Database System Userõs Manual                              2-2 

 

Person Search (Figure 2-2) 

Figure 2-2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ This form shows the name, nickname, person type, person category, status, home 
phone #, work phone #, status initial date and status change date of each person you 
have entered in the database system. 

¶ To view the Personal Information of any person whose name appears on the Person 
Search form, double click on either the first or last name. 

¶ Using the Search by filtering options (see Figure 2-2): 
 

1. Search by Last Name, First Name or Nickname - Enter the first few letters of 
any personôs first, last or nickname in the blank field and hit enter. The Person 
Search form will then show the names of all people whose names correspond to 
the letters you have entered. 

¶  
2. Search by Person Type- Select a person type from the drop-down list (drop-

down lists are used by clicking on the gray arrow to the right of the field, then 
selecting one of the options in the list with your mouse). When you select a 
person type, the Person Search form will then show the names of all people 
whose person type corresponds with the type selected. 

 
3. Search by Person Category- Select a person category from the drop-down list 

(drop-down lists are used by clicking on the gray arrow to the right of the field, 
then selecting one of the options in the list with your mouse). When you select a 
person category, the Person Search form will then show the names of all people 
whose person category corresponds with the category selected. 
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4. Search by Status- Select a status from the drop-down list. When you select a 

status, the Person Search form will show the names of people whose status 
corresponds with the status selected in the drop-down list. 

 
5. NOTE: It is possible to use these filters in combination. Select more than one of 

the options listed above to filter person served records by all selected options. To 
REMOVE the filters and return to the complete list, click on the View All button. 
To clear an individual ñSearch byò filter, double-click on it. 

 

Figure 2-3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Print Personôs Record (see Figure 2-3) 

¶  
o Select a personôs record by clicking once on the personôs name or by selecting the 

box (called a record selector) to the left of the personôs name. 
o  
o Click the ñPrint Personôs Recordò button.  
 
o You will then see a form with the personôs entire record on it (this form includes all 

the Personal Information that has been entered about the individual, as well as any 
services the person has ever received or provided that have been entered in the 
Service Activity Log). The mouse pointer changes to a magnifying glass and can be 
left-clicked to zoom in or out on the report. 

 
o To print this form, select the button with the printer icon on it. After printing, or to 

return to the database system without printing the form, click on the ñCloseò button.  
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Figure 2-4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Print Contact List (see Figure 2-4) 
 

o To print a contact list (containing the name, status, home phone and address of each 
person whose name appears on the Person Search form) click on the ñPrint Contact 
Listò button. 

 
o If you first filter the Person Search form by using one or more of the ñSearch byò 
options described in the ñUsing the Search By filtering optionsò section above and 
then click the Print Contact List, you will see a Contact List limited to the names that 
appear on the Person Search form. 

 
o To print the form, select the button with the printer icon on it. After printing, or to 

return to the database system without printing the form, click on the ñCloseò button. 
 

Figure 2-5 

 
 
 

¶ Main Menu (see Figure 2-5)- Click the Main Menu button if you wish to leave the Person 
Search form and return to the Main Form. 
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Figure 2-6 

 
 
 
 

¶ Additional Controls ï  (see Figure 2-6): 
 

¶ Hide Deceased checkbox- By default, the Person Search form opens with a 
checkmark in this checkbox. When a checkmark is in the box, only the names of 
people whose status is NOT ñDeceasedò will appear in the Person Search form. If 
you wish to have the names of people whose status is ñDeceasedò appear on the 
Person Search form, remove the checkmark from the ñHide Deceasedò checkbox.  
o Every time you open the Person Search form, the ñHide Deceasedò  checkbox 
will be checked, so you must ñuncheckò it to see the names of people whose 
status is ñDeceased.ò 

 

¶ Delete button- 
o Select a personôs record by clicking once on the personôs name, or by selecting 

the box (called a record selector) to the left of the personôs last name. 
o Clicking on the ñDeleteò button will permanently remove all of a personôs personal 

information from the database system. If you select this option by mistake, click 
ñNoò when the warning box appears. ONCE A PERSONôS RECORD IS 
DELETED, IT CANNOT BE UNDONE. 

o Deleting a personôs personal information does not delete any record of services 
provided to or by them in the Service Activity Log. This allows you to remove 
personal information entries without losing service records, which you should 
retain. 

 

¶ Add New button- Opens the Personal Information form (see Chapter Three, 
ñPersonal Information Form & Tabsò) and allows the user to add a new person to the 
database system. 

 

¶ View All button- Clicking on this button will remove any ñSearch byò filters that have 
been applied to the form and once again show the names of all people who have 
been entered in the database system. 
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Chapter Three:  Personal Information  Form & 
Tabs  

 

Personal Information (Figure 3-1) 

Figure 3-1 
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Personal Information Form- Top Section (see Figure 3-2) 
 

Figure 3-2 

 
 
 
¶ NOTE: Many of the drop-down lists in the fields on the Personal Information form can be 
customized to contain additional choices. If a fieldôs drop-down list can be customized, 
double-clicking on the field will open the Maintenance Menu to the appropriate place for 
customizing that drop-down list. For more information about customizing drop-down lists, 
see the instructions in Chapter Seven titled ñInstructions for Maintaining the Drop-down 
Lists in the Database system.ò  After using the Maintenance Menu to customize the 
drop-down list, click the ñBackò button to return to the Personal Information form. 

 

¶ NOTE: Whenever a field on the Personal Information form or any of its tabs has the 
focus, it will be highlighted in yellow. This helps the user to easily see which field 
currently has the focus. 

 

¶ Last Update- This field indicates the last time a user has changed any information in 
this personôs record. Updated automatically by the database system, this date cannot be 
manually changed. 

 

¶ Data Entry Profile- This field can be used to indicate which ñData Entry Profileò the user 
wishes to use for the person whose record appears in the Personal Information form. 
When the Personal Information form opens, the Data Entry Profile field will contain the 
name of the profile that is set as the ñDefaultò profile in the Maintenance Menuôs ñProfileò 
section. When a user selects a data entry profile from the drop-down box, fields in the 
Personal Information form (including all of the tabbed sections) which are included in the 
selected profile will turn green (see Figure 3-3). This is to aid the user in knowing which 
fields he/she needs to be sure are filled with data. 

Figure 3-3 

 
 
 
 
 
 

¶ Add New button- Takes the user to a new blank record so that a new personôs 
information can be entered. 

 

¶ Back Button- Clicking this button will close the Personal Information form and take you 
back to the previously viewed form (typically the Main Form). 

 

¶ Main Menu Button- Click the Main Menu button if you wish to leave the Person Search 
form and return to the Main Form. 
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Personal Information Form- Top Left (Figure 3-4) 
 

Figure 3-4 

 
 
 
 
 
 
 
 
 

¶ Name fields: 
o Enter the personôs first, middle and last name in the appropriate fields. 
o The nickname field will automatically fill with the first name you enter.  Change if 

applicable. 
o If the person does not have a middle name, or if you choose not to use it, leave the 
word ñNoneò in that field. None of the 3 main name fields can be left blank. 

o You cannot enter two people with the exact same name in the database. 
o Enter husbands and wives separately in the database system (see instructions for 
the ñExclude from Printò option under ñPersonal Information Form- Other Personal 
Information tabò later in this chapter). 

o After you enter a personôs first, middle and last name, the Database will 
automatically insert the words ñNot-Definedò in the Person Type Field, ñActiveò in the 
Status Field, and todayôs date in the Initial Date field. 

 

¶ Address fields: 
o Enter the street address information in the two address fields. 
o Click on the Rural checkbox if the person you are entering lives in a rural area. 

Clicking once on the checkbox inserts a checkmark in the box. Clicking on it again 
removes the checkmark. 

o Add city, state and zip code information in the appropriate fields. After you have 
entered the information for one record, it will be filled in automatically when you 
begin typing if you are adding the same city, state or zip code again for a new record. 
For instructions on how to correct misspelled or incorrect entries in these drop-down 
lists, see instructions for maintaining drop-down lists in Chapter Seven. 

 

u County and Township fields may or may not be useful to you. If they donôt apply to 
your Program, simply donôt use them. 

 

u Change of Address Date: If the client moves, enter a date in the ñChange of Address 
Dateò blank. See ñInitial Dateò section on page 3-3 for more information on entering 
dates. 
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Personal Information Form- Top Right (Personôs Status, Figure 3-5) 
 

Figure 3-5 

 
 
 
 
 
 
 
 
 
 

¶ NOTE: Each person must have at least one status. It is possible to have more than one 
status per person (for example, a person can be both a volunteer and a person served). 

 

¶ Enter the Personôs Status 
 

o Person Type- Select a person type for the person you are entering: 
Á ñBlock nurseò- Block nurse. 
Á ñBoard memberò- Program board member. 
Á ñ3E-Care Recipientò- Person served who has been designated by your Program 

for Title III-E Caregiver grant purposes (for more information on this designation, 
see the document in the Appendix titled ñUsing the Elderberry Database System 
for Title III-E Reportingò). 

Á ñ3E-Caregiverò- Caregiver who has been designated by your Program for Title III-
E Caregiver grant purposes (for more information on this designation, see the 
document in the Appendix titled ñUsing the Elderberry Database System for Title 
III-E Reportingò). 

Á ñContributorò- Any person who has made a donation to your Program. 
Á ñFriend of programò- Any person who doesnôt fit into the other categories, but 

whose information you want to keep. 
Á ñHome health aideò- Home health aide. 
Á ñPerson servedò- Any person receiving any kind of service from the Program on 

whom you wish to keep a record. 
Á ñProgram staffò- Any person currently on the Programôs staff (besides block nurse 

or home health aide). 
Á ñProspectò- Any person that the Program is not currently serving, but who may 

become a person served. 
Á ñVolunteerò- Any person serving as a volunteer in the Program. Program staff or 

board members (or even persons served) may also be listed as volunteers. 
 
Á A person should not have more than one entry of the same person type at 
the same time (for example, they shouldnôt be listed as a volunteer twice). 

 
Á NOTE: It is possible to customize the Person Type drop-down box to 

contain any number of additional Person Types. See the instructions in 
Chapter Seven under ñPerson Type.ò 
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o Status- Select the appropriate option: 
Á ñActiveò - Means the person is currently involved in the Program by being served 

or serving others. Only those with an ñActiveò status will appear in mailing 
lists. 

Á ñInactiveò - Means the person is currently not involved in the Program. For 
instance, the person may be out of state for several months during the winter. 

Á ñDeceasedò - Means the person has passed away. For a person who has died, 
you may wish to retain their personal information for a period of time, but you will 
probably eventually delete a deceased personôs personal information. Note that 
the names of people whose status is marked as ñDeceasedò will not appear by 
default on the ñPerson Searchò form (see the ñHide Deceased checkboxò 
description in Chapter Twoôs ñAdditional Controlsò section). 

Á ñMovedò - Means the person was involved in the Program in some way, but has 
since moved away. You may wish to retain the personôs information in case they 
move back and become served by the Program again. 

 
o Initial Date 
Á Enter the initial date that the person became a part of the Program as the Person 

Type listed. 
Á This date may be different for the different types of status the person has. For 

example, if the person became a volunteer before he/she became a person 
served, the initial dates for each would be different. 

Á Dates throughout the database system can be entered by manually typing in the 
date (i.e. 12/04/2005 or 12-4-05). 

Á Dates can also be entered by selecting the calendar button next to the date. A 
calendar control (see Figure 3-6) will open. To select the desired date first select 
the correct month, then the correct year (months or years can be changed by 
using the drop-down boxes), and then click on the day of the month on the 
calendar. When you have selected the appropriate month and year, and have 
clicked on the correct day, click ñSelectò to insert the date in the respective date 
field, or ñCancelò to close the calendar and return to the form without entering a 
date. 

Figure 3-6 

 
 
 
 
 
 
 
 

 
o Date Changed 
Á Enter or select the date that the personôs status has changed (for example, if the 

person dies, change the status to deceased and indicate the date that status 
changed in the Date Changed field). 

Á This field will be especially useful if you have a person who goes out of town for a 
period of time and then returns. You can change the status from active to inactive 
as many times as necessary. 
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Personal Information Form- Other Personal Information Tab (Figure 
3-7) 

Figure 3-7 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ NOTE: An asterisk (*) next to a field name indicates that the fieldôs drop-down list 
can be edited in the Maintenance Menu (see instructions for changing drop-down 
lists in Chapter Seven). If a fieldôs drop-down list can be customized, double-clicking on 
the field will open the Maintenance Menu to the appropriate place for customizing that 
drop-down list. For more information about customizing drop-down lists, see the 
instructions in Chapter Seven titled ñInstructions for Maintaining the Drop-down Lists in 
the Database system.ò  After using the Maintenance Menu to customize the drop-down 
list, click the ñBackò button to return to the Personal Information form. 

¶  

¶ Title 3-E Link Fields: 

¶ 3E-Link- This field and the ñ3E-Relationò field will only appear if the user has entered 
either ñ3E-Caregiverò or ñ3E-Care Recipientò in a Person Type field in the Personôs 
Status section of the Personal Information form. If the person whose record you are 
entering is a ñ3E-Caregiverò, select the name of the personôs 3E-Care Recipient from 
the drop-down list.  
Á NOTE: You must first enter the 3E-Care Recipient as a separate record in 

the Personal Information form, and designate that person as a ñ3E-Care 
Recipientò in the Personôs Status section of their record in order for their 
name to appear in the ñ3E-Linkò drop-down list. 

¶ 3E-Relation- This field and the ñ3E-Linkò field will only appear if the user has entered 
either ñ3E-Caregiverò or ñ3E-Care Recipientò in a Person Type field in the Personôs 
Status section of the Personal Information form. Select the type of relationship the 
person whose name you entered in the ñ3E-Linkò field has to the person whose 
record you are entering. 
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¶ Additional Fields ï Left Side: 

¶ Initial Exposure*- Select from the choices in the list to indicate how the person first 
become connected to your Program. 

¶ Gender- Select male or female. 

¶ D.O.B.- Enter or select the personôs date of birth. 

¶ D.O.B. Verify- Enter or select the source for the date of birth you indicated in the 
previous field. 

¶ Mailing Address- Select ñHomeò or ñWorkò to indicate the address that you want to 
appear on mailing lists. The default entry for this field is ñHome.ò If this field is 
blank, no address will appear on mailing labels for this person 

¶ Exclude from Print- Click the check box to make a check mark appear. Click it 
again to remove the check box. If you wish to exclude a personôs name whose status 
is ñactiveò from mailing label lists, place a check mark in this box. This can help you 
to avoid sending duplicate mailing labels to a husband and wife, who must be 
entered in the database system separately, but who may not need two copies of the 
same mailing. 

¶ Work address fields- Enter the personôs work address information in these fields. 

¶ Faith Community*- Enter the name of the personôs church/synagogue/mosque (if 
applicable). 

¶ Religion*- Select the personôs religion (if applicable). 
 

¶ Marital Status*- Select the personôs marital status. 
 

¶ Spouse ï Select the personôs spouse from the drop-down list.  Then double click on that 
name to enter the spouseôs Personal Information form. 

 

¶ Phone/E-mail- This feature can be used to enter multiple contact options: 
o Type*- Select a contact type (i.e. home phone, work phone, home email, etc.). 
o Number or E-mail- Enter the phone number or email address that corresponds to 

the type you selected. For phone numbers, you must insert parentheses and dashes 
between the sections of the phone number if you want the parentheses and dashes 
to appear. 

o Any number of contact options can be entered for any person. 
 

¶ Additional Fields ï Right Side: 

¶ Physical Limitations- Enter any information about physical limitations the person 
has that you believe would help as you serve him/her. 

¶ Latino? - If the person is Latino, click once on the checkbox to enter a checkmark in 
the box. 

¶ Ethnic Background- Select the personôs ethnic background. 

¶ First Language*- Select the personôs primary (or first) language. 

¶ Income Level- Select the range of the personôs income level. If only one person 
lives in the household, use the income ranges following the (1); if more than one 
person lives in the household, use the income ranges following the (2+). 
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Personal Information Form- Person Served Detail Tab (Figure 3-8) 

Figure 3-8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Health Status- This section provides a way to track the changes in the health status of a 
person served over time. This is intended for use by the Program staff, and is not 
intended to be the result of a nurseôs evaluation. 
o Health Status*- Select one of the options that best describes the personôs present 

health status in the opinion of Program staff. 
o Date- Select or enter the date the Health Status entry is being made. 
o Note- Enter a comment about the personôs current health status. To view this field in 

a larger form, double click your left mouse button on the field, and a larger box will 
appear which will allow for easier reading or entry. 

 

¶ Additional Fields ï Center Section: 

¶ Prim. Insurer- Enter the name of the personôs primary Health Insurance provider 
(the names of other providers can be added in the ñNoteò field at the bottom of the 
form). 

¶ Medicare- Enter the personôs Medicare number if you track this information. You 
may also choose to enter ñYesò or ñNoò in this field just to track the fact that they are 
or are not eligible for Medicare. 

¶ Medicaid- Enter the personôs Medicaid number if you track this information. You may 
also choose to enter ñYesò or ñNoò in this field just to track the fact that they are or 
are not eligible for Medicaid. 

¶ Living Situation- Select the option that best describes the personôs living situation. 

¶ # of People in Household- Enter the total number of people living in the personôs 
household (counting the person served).  

¶ Nursing home eligible as of- Select or enter the date on which the person you are 
serving has become eligible to live in a Nursing Home, according to the following 
definition: 
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o Definition: The person cannot accomplish the Activities of Daily Living (ADLs) 

and/or Instrumental Activities of Daily Living (IADLs) necessary to stay at home 
without our agency either providing the assistance or finding/coordinating 
resources for the assistance.  Programs are encouraged to request the judgment 
of clients and family members in making this determination. 

o Definition may change: Please refer to the instructions that accompany the 
current yearôs Cost & Services Report instructions for the most up-to-date copy of 
this definition. 

o Purpose: The purpose of this field is to facilitate Living at Home/Block Nurse 
Program estimates of the number of people kept out of nursing homes and to 
make these estimates as accurate as possible. 

¶ Cognitive Status*- Select the cognitive status that most accurately reflects staffôs 
understanding of the personôs cognitive state. This is not necessarily intended to be 
the result of a nurseôs evaluation. 

 

¶ Additional Fields ï Checkboxes: 

¶ AC- Click on the checkbox if the person you are entering is eligible for the Alternative 
Care grant. Clicking on it again removes the checkmark. 

¶ EW- Click on the checkbox if the person you are entering is eligible for Elderly 
Waiver. Clicking on it again removes the checkmark. 

¶ Living Will- Click on the checkbox if the person you are entering has a living will. 
Clicking on it again removes the checkmark. 

¶ Emergency Alert- Click on the checkbox if the person you are entering uses an 
emergency alert system. Clicking on it again removes the checkmark. 

¶ Subsidized Housing- Click on the checkbox if the person you are entering lives in 
government subsidized housing. Clicking on it again removes the checkmark. 

¶ Consent Form on file- Click on the checkbox if you have a signed consent form for 
the person you are entering that allows you to share data about them with funders. 
Clicking on it again removes the checkmark. 

 

¶ Additional Fields ï Right Side: 

¶ Location of Consent Form*- Select the location of the personôs consent form 
document(s). 

¶ SSN- Enter the personôs social security number. 

¶ Special Eligibility- Select the correct designation for the person you are entering. 
This only applies to federal grants. If you wish the person you are entering to be 
counted in reporting for a federal grant, select the appropriate designation. 

 

¶ Note- Enter any additional information you wish to maintain about the person. An 
unlimited amount of information can be entered in this memo field. 
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Personal Information Form- Support People Tab (Figure 3-9) 

Figure 3-9 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ This tab is for storing information about family members and others who are not program 
volunteers or staff but who serve as the personôs support network. An unlimited number 
of support people can be entered for each person. When you begin entering a support 
person, a blank record will appear below the one youôre working on. 

 

¶ Currently Served By button- Click on this button to view a list (see Figure 3-10) of all 
the people who have been involved in serving the person. This includes volunteers, staff 
members, block nurses and home health aides. They must have been connected to the 
person being served in the Service Activity Log (see Chapter Four, ñService Activity 
Logò). This list cannot be edited but it can be printed by clicking the ñPrintò button. To 
close the form, click the ñCancelò button. 

Figure 3-10 
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¶ Fields ï Left Side: 

¶ First/M/Last- Enter the support personôs first, middle and last name. 

¶ Address fields- Enter the support personôs primary mailing address. 

¶ Limitations- Enter any limitations that the support person has that may impact how 
well they can support the person named at the top of the Personal Information form. 

¶ Note- Enter any comments you want to maintain about the support person and their 
relationship with the person whose record youôre maintaining. You can enter an 
unlimited amount of data in this field. 

 

¶ Fields ï Center Section: 

¶ Service Role(s)*- Select the role(s) the support person plays. 

¶ Relationship*- Select the relationship the support person has with the person whose 
record youôre maintaining. 

¶ Email- Enter the support personôs primary email address. 
 

¶ Fields ï Right Side: 

¶ Prim-Phone, Other-Phone, Pager, Cell- Enter the appropriate phone contact 
numbers. Parentheses and dashes will appear automatically in these fields as you 
type. 

¶ Financial POA- Click on the checkbox if the support person you are entering has 
financial power of attorney for the person whose record you are entering. Clicking on 
the checkbox again removes the checkmark. 

¶ Emergency Contact- Click on the checkbox if the support person you are entering is 
the emergency contact for the person whose record you are entering. Clicking on the 
checkmark again removes the checkmark. 

¶ Conservator/Guardian- Click on the checkbox if the support person you are 
entering is the Conservator and/or Guardian for the person whose record you are 
entering. Clicking on the checkbox again removes the checkmark. 
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Personal Information Form- Support Organizations Tab (Figure 
3-11) 

Figure 3-11 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ This tab is for storing information about organizations that support the person, such as 
the personôs church, clinic, meals on wheels, senior center, etc. 

 

¶ Organization- Select the name of the support organization from the list. 
 

¶ If you are entering an organization for the first time, click the ñMaintenanceò button in the 
upper right portion of the form, then enter all of the Support Organization information in 
the Support Organization section of the Maintenance Menu (see the ñSupport 
Organizationò section under ñInstructions for Maintaining the Drop-down Menus in the 
Database systemò in Chapter Seven, ñMaintenance Menuò for an explanation of how to 
enter information in the various fields). When you finish entering all the Support 
Organization information, click the ñBackò button at the top of the form. Select the name 
of the Organization you just entered from the Organization list, and all the related 
information will be filled in the appropriate fields on the Support Organization tab. You 
cannot enter data directly in any of the shaded fields under the Support 
Organizations tab- the data must be entered or edited in the Maintenance Menu. 

 

¶ Note- Enter any information specific to the personôs relationship with the support 
organization in this field. 

 

¶ You can enter an unlimited number of support organizations in this tab. When you select 
one, a new blank record appears below it. 
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Personal Information Form- Volunteer Detail Tab (Figure 3-12) 

Figure 3-12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ This tab is only to be used for people who are serving as volunteers. If one of the 
personôs statuses is not ñVolunteer,ò do not use this tab. 

 

¶ Reference Information: 

¶ Reference Name- If your Program asks volunteers to provide references, enter the 
name of one of the volunteerôs references in one of these fields. 

¶ Phone #- Enter the referenceôs phone number here. 

¶ Ref Type*- Select the type of reference from the list. 
Á Up to 3 references can be entered for each volunteer. 

 

¶ Additional Fields ï Left Side: 

¶ Driverôs Lic. State- Enter the state that issued the volunteerôs driverôs license. 

¶ Driverôs Lic. #- Enter the volunteerôs driverôs license number. 

¶ Auto Ins. Company- Enter the volunteerôs auto insurance companyôs name. 

¶ Auto Ins. Policy #- Enter the volunteerôs auto insurance policy number. 
Á NOTE: Driverôs license and auto insurance information should be kept on each 

volunteer that provides rides for persons served by the Program. 

¶ Will Drive How Far?- Enter how far the volunteer is willing to drive to do a service. 
 

¶ Note- Enter any additional information specific to the volunteer in this field. 
 

¶ Checkboxes ï Center Section: 

¶ Direct Service Volunteer- Check this box if the volunteer provides direct service to 
people in the Program. 

¶ Training Completed- If your Program has a course of training for volunteers, click 
this box when the volunteer has completed his/her training. 
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¶ Accessible Vehicle- If the volunteer provides rides and has a vehicle that is more 

easily accessible for elders, click this box. 
 

¶ NOT available to volunteer between- If the volunteer has indicated that they will not be 
available to volunteer during a certain time period, enter the beginning and ending dates 
for the time period they will be unavailable. If a user attempts to schedule a service for 
that volunteer in the Service Activity Log between those two dates, a message will 
appear reminding the user that the volunteer is not available during that time period. 

 

¶ Background Checks Section: 

¶ Consent? - Click on the checkbox if the volunteer has given consent for you to 
perform a background check. Clicking on it again removes the checkmark. 

¶ Type of Check*- Select the type of background check that was performed. 

¶ Date- Enter or select the date on which the check was performed. 

¶ Note- Enter any applicable notes about the check. To view this field in a larger form, 
double click your left mouse button on the field, and a larger box will appear which 
will allow for easier reading or entry. 

 

Personal Information Form- Services Volunteer Offers Tab (Figure 
3-13) 

Figure 3-13 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ NOTE: This tab should be used only to indicate the services a volunteer is 

willing to perform.  It is not a place to enter the kinds of volunteer or nursing 
services a person served needs! 

 

¶ This tab is only to be used with people who are serving as volunteers. If one of the 
personôs statuses is not ñvolunteer,ò do not use this tab. 
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¶ Volunteers for whom you enter this information will appear in the bottom of the 
ñVolunteers Available for Servicesò section of the ñService Activity Logò (see Chapter 
4, ñVolunteers Available for Services Sectionò for more details). 

 

¶ Service Type*- Select one of the services the volunteer is willing to perform. When 
you select one service, a new blank record appears below. An unlimited number of 
services can be selected for each volunteer. 

 

¶ Mon Tue Wed Thu Fri Sat Sun- Check any day(s) the volunteer says he/she is 
available to perform the service indicated in the Service Type field. 

 

¶ Time of Day*- Select the time of day the volunteer is willing to provide the service 
indicated in the Service Type field. 

 

Personal Information Form- Contribution History Tab (Figure 3-14) 

Figure 3-14 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ This tab should be used to record the contributions made by people to your 

organization. 
 

¶ Preview/Print- Clicking on this button will open a Contribution List report, showing all 
contributions made by the person whose record appears in the Personal Information 
Form. 

¶ To print the Contribution List, select the button with the printer icon on it. After 
printing, or to return to the database system without printing the form, click on the 
ñCloseò button. 

 

¶ Contribution Fields: 

¶ Amount Contributed- Record the amount contributed here. 

¶ Date- Indicate the date on which the contribution was made. 
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¶ Event/Occasion- Indicate the event or occasion on which the contribution was 

made. 

¶ Thanks? - Click on the checkbox if you have already sent a thank-you note to 
the contributor. Clicking on it again removes the checkmark. 

¶ Date Sent- Indicate the date on which a thank you note was sent to the 
contributor. 

¶ Note- Record any notes you wish to include about the contribution. 
 

Total Contributed- This field auto-calculates the total amount of contributions that 
have been entered for the person. The amount cannot be changed by the user. 
 

Personal Information Form- Evaluation Information Tab (Figure 
3-15) 

Figure 3-15 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ This tab should be used to record in-depth information about people served 

which may be useful for evaluation purposes. 
 

Figure 3-16 

 
 
 

¶ Top Section (see Figure 3-16): 
 

¶ Preview/Print- Clicking on this button will open an In-Home Evaluation report, 
containing in-depth information about the person whose name is at the top of the 
Personal Information form. All of the fields that are included in the SPICE Data Entry 
Profile are included in this report. 
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¶ When you click on the Preview/Print button, you will be asked by the Database 

System if the person is a member of the SPICE project. If the person is a 
member of this project, click ñYes.ò If the person is not a member of this project, 
click ñNo.ò 

¶ To print the In-Home Evaluation, select the button with the printer icon on it. After 
printing, or to return to the database system without printing the form, click on the 
ñCloseò button. 

 

¶ Go To Buttons: 

¶ Nutrition- Clicking on this button will move the focus of the Evaluation 
Information tab to the Nutrition Assessment section of the tab. 

¶ ADLs- Clicking on this button will move the focus of the Evaluation Information 
tab to the Activities of Daily Living Assesment section of the tab. 

¶ IADLs- Clicking on this button will move the focus of the Evaluation Information 
tab to the Instrumental Activities of Daily Living Assesment section of the tab. 

 

¶ NOTE: The Evaluation Tab consists of a large number of fields which require 
that the user scrolls down within the Tab to see all of the required fields. Each 
page will be described in detail below: 

 

Figure 3-17 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation Page 1 (see Figure 3-17):  
 

¶ Evaluation Fields: 

¶ Evaluator Name- Select the name (if any) of the person who performed the in-
home evaluation for the person whose record is being entered/modified. You 
cannot type a new name into this field. This field is populated by the names of all 
people who have a Personal Information record with the Person Category of 
Program Staff, Board Member, or Volunteer. To add a personôs name to this list, 
you must enter the person as a separate record in the Personal Information form, 
and give them a Person Type that corresponds to one of the three Person 
Categories mentioned in the previous sentence. 

¶ Evaluation Date- Enter or select the date (if applicable) the in-home evaluation 
was made. 
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¶ Reevaluation Date- Enter or select the date (if applicable) that a follow-up in-

home evaluation was made. 

¶ Primary Physician- You cannot type a new name into this field. Select the name 
of the personôs Primary Physician from the list. If you need to add a new 
physician, double-click on the field, add the physicianôs name in the Maintenance 
Menu, click the ñBackò button on the Maintenance Menu, and then select the 
name from the list. 

¶ Referred by (Org.)- You cannot type a new name into this field. Select the name 
of the organization (if applicable) that referred the person for evaluation from the 
list. If you need to add a new organization, double-click on the field, add the 
organizationôs name and contact information in the Maintenance Menu, click the 
ñBackò button on the Maintenance Menu, and then select the organization from 
the list. 

¶ Referred by (Person)- You cannot type a new name into this field. Select the 
name of the person (if applicable) who referred the person for evaluation from the 
list. If you need to add a new referral person, double-click on the field, add the 
personôs name in the Maintenance Menu, click the ñBackò button on the 
Maintenance Menu, and then select the name from the list. 

¶ Social History- Enter the personôs social history in this memo field. 

¶ Clinic- You cannot type a new name into this field. Select the name of the 
personôs clinic (if applicable) from the list. If you need to add a new clinic, double-
click on the field, add the clinicôs name and contact information in the 
Maintenance Menu, being sure to use an ñOrg. Typeò that includes the word 
ñclinicò in it, click the ñBackò button on the Maintenance Menu, and then select 
the clinic from the list. 

¶ Hospital- You cannot type a new name into this field. Select the name of the 
personôs hospital (if applicable) from the list. If you need to add a new hospital, 
double-click on the field, add the hospitalôs name and contact information in the 
Maintenance Menu, being sure to use an ñOrg. Typeò that includes the word 
ñhospitalò in it, click the ñBackò button on the Maintenance Menu, and then 
select the hospital from the list. 

¶ Pharmacy- You cannot type a new name into this field. Select the name of the 
personôs pharmacy (if applicable) from the list. If you need to add a new 
pharmacy, double-click on the field, add the pharmacyôs name and contact 
information in the Maintenance Menu, being sure to use an ñOrg. Typeò that 
includes the word ñpharmacyò in it and including the pharmacyôs ñPrim. 
Phoneò, click the ñBackò button on the Maintenance Menu, and then select the 
pharmacy from the list. 

¶ Pharmacy Phone- You cannot type a new phone number into this field. The 
primary phone number of the Pharmacy whose name appears in the ñPharmacyò 
field (above) will automatically appear in this field. If you need to edit this number, 
refer to the instructions for the ñPharmacyò field above. 

¶ Housing Situation*- You cannot type a new name into this field. Select the 
personôs housing situation from the list. If you need to add a new housing 
situation, double-click on the field, add the housing situation in the Maintenance 
Menu, click the ñBackò button on the Maintenance Menu, and then select the 
housing situation from the list. 

¶ English Speaking- Click on the checkbox if the person speaks English. Clicking 
on the checkbox again removes the checkmark. 
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¶ Advance Directives Section: 

¶ You may enter more than one Advance Directive in this section. After you enter 
the first Advance Directive, fields will appear below for entering another (you may 
need to scroll down in the section to see them). You may enter an unlimited 
number of Advance Directives for each person. 

¶ Directive*- You cannot type a new name into this field. Select the personôs 
Advance Directive from the list. If you need to add a new Advance Directive, 
double-click on the field, add the Advance Directive in the Maintenance Menu, 
click the ñBackò button on the Maintenance Menu, and then select the Advance 
Directive from the list.  

¶ Status*- You cannot type a new name into this field. Select the Advance 
Directiveôs Status from the list. If you need to add a new Advance Directive 
Status, double-click on the field, add the Advance Directive Status in the 
Maintenance Menu, click the ñBackò button on the Maintenance Menu, and then 
select the Status from the list. 

¶ Location*- You cannot type a new name into this field. Select the Advance 
Directiveôs Location from the list. If you need to add a new Advance Directive 
Location, double-click on the field, add the Advance Directive Location in the 
Maintenance Menu, click the ñBackò button on the Maintenance Menu, and then 
select the Location from the list. 

¶ Agent Name- Enter the name (if applicable) of the person whose name appears 
on the Advance Directive as the personôs agent (the person who is charged with 
making sure the directive is followed). 

¶ Agent Phone- Enter the phone number (if applicable) of the person who is 
charged with making sure the directive is followed. 

¶ Note- Enter any additional information about this Advance Directive here. 
 

¶ Screenings Section: 

¶ You may enter more than one Screening in this section. After you enter the first 
Screening, fields will appear below for entering another (you may need to scroll 
down in the section to see them). You may enter an unlimited number of 
Screenings for each person. 

¶ Screening*- You cannot type a new Screening into this field. Select the 
applicable Screening from the list. If you need to add a new Screening, double-
click on the field, add the Screening in the Maintenance Menu, click the ñBackò 
button on the Maintenance Menu, and then select the Screening from the list. 

¶ Status*- You cannot type a new name into this field. Select the Screeningôs 
Status from the list. If you need to add a new Screening Status, double-click on 
the field, add the Screening Status in the Maintenance Menu, click the ñBackò 
button on the Maintenance Menu, and then select the Status from the list. 

¶ Date- Enter or select the date that the Screening was performed. 

¶ Note- Enter any additional information about this Screening here. 
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Figure 3-18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation Page 2 (see Figure 3-18):  
 

¶ Additional Evaluation Fields: 

¶ Communication Recommendations- Enter any communication 
recommendations made by the evaluator in this memo field. 

¶ Health Goals- Enter any health goals for the person in this memo field. 

¶ Plan to Achieve Goals- Enter any plan the person has to achieve his/her health 
goals in this memo field. 

¶ Social Security Income- Enter the annual amount of the personôs social security 
income in this field. 

¶ Pension Income- Enter the annual amount of the personôs pension income in 
this field. 

 

¶ Health Problems Section: 

¶ You may enter more than one Health Problem in this section. After you enter the 
first Health Problem, fields will appear below for entering another (you may need 
to scroll down in the section to see them). You may enter an unlimited number of 
Health Problems for each person. 

¶ Health Problems- You cannot type a new Health Problem into this field. Select 
the applicable Health Problem from the list. If you need to add a new Health 
Problem, double-click on the field, add the Health Problem in the Maintenance 
Menu, click the ñBackò button on the Maintenance Menu, and then select the 
Health Problem from the list. 

¶ Reported by- You cannot type a new Health Problem Reporter into this field. 
Select the Health Problem Reporter from the list. If you need to add a new Health 
Problem Reporter, double-click on the field, add the Health Problem Reporter in 
the Maintenance Menu, click the ñBackò button on the Maintenance Menu, and 
then select the Health Problem Reporter from the list. 

¶ Note- Enter any additional information about this Health Problem here. 
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¶ Support Service Needs Section: 

¶ Service Need(s) - You cannot type a new Service Need into this field. Select the 
name of the personôs Service Need from the list. If you need to add a new 
Service, double-click on the field, add the service type (and corresponding 
service category) in the Maintenance Menu, click the ñBackò button on the 
Maintenance Menu, and then select the Service from the list. 

¶ Provider(s) - You cannot type a new name into this field. Select the name of the 
Provider who may fulfill the corresponding Service Need from the list. Names for 
the Provider(s) list include any person who has a record in the database and 
whose person category is Program Staff, Board Member, or Volunteer, and any 
Organization that is listed in the Support Organization section of the Maintenance 
Menu. 

¶ Note- Enter any additional information about this Support Service Need here. 
 

Figure 3-19 

 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation Page 3 (see Figure 3-19):  
 

¶ Additional Evaluation Fields: 

¶ Other Income- Enter the annual amount of the personôs other income in this 
field. 

¶ Assets- Enter the assets the person has in this memo field. 

¶ Recommended for ACG- Click on the checkbox if the person has been 
recommended for the Alternative Care Grant. Clicking on it again removes the 
checkmark. 

¶ ACG Referral Called In- Click on the checkbox if a referral for the Alternative 
Care Grant for the person has been called in to the County/Health Plan. Clicking 
on it again removes the checkmark. 

¶ ACG Referral Date- Enter the date on which an ACG referral was made. 

¶ Other Support- Indicate any other support the person may have. 
 

¶ Note- (not labeled) Record any additional information about the personôs evaluation 
in the note field. 
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Figure 3-20 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation: Activities of Daily Living (ADLs) Section (see Figure 3-20): 
 

¶ Assessment Date- Enter the date that the ADL Assessment was made. 
 

¶ ADL Does CG Assist? - In the second field after the ADL question, indicate if the 
Caregiver Assists with each ADL. 

 

¶ ADL Answers (1-8)- For each question listed, in the first field after the question, 
select ñYesò, ñNoò or ñUnansweredò. 

 

¶ Note- Enter any additional information about this ADL Assessment here. 
 

¶ # of ñNoòs- You cannot enter any information here. The Database System will 
calculate the number of ñNoò responses to the ADL Assessment questions. 
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Figure 3-21 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation: Instrumental Activities of Daily Living (IADLs) Section (see Figure 
3-21) 

 

¶ Assessment Date- Enter the date that the IADL Assessment was made. 
 

¶ IADL Answers (1-10)- For each question listed, in the first field after the question, 
select ñYesò, ñNoò or ñUnansweredò. 

 

¶ IADL Does CG Assist? - In the second field after the IADL question, indicate if the 
Caregiver Assists with each IADL. 

 

¶ Note- Enter any additional information about this IADL Assessment here. 
 

¶ # of ñNoòs- You cannot enter any information here. The Database System will 
calculate the number of ñNoò responses to the IADL Assessment questions 
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Figure 3-22 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation: Nutrition Assessment Section (see Figure 3-22): 
 

¶ Assessment Date- Enter the date that the Nutrition Assessment was made. 
 

¶ Nutrition Assessment Answers (1-16)- For each question listed, in the first field 
after the question, select ñYesò, ñNoò or ñUnansweredò. 

 

¶ Nutrition Assessmet Does CG Assist? - In the second field after the Nutrition 
Assessment question, indicate if the Caregiver Assists with each Nutrition need. 

 

¶ Note- Enter any additional information about this Nutrition Assessment here. 
 

¶ # of ñNoòs- You cannot enter any information here. The Database System will 
calculate the number of ñNoò responses to the Nutrition Assessment questions 
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Figure 3-23 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ Evaluation: Memory Section (10 Dementia Warning Signs, see Figure 3-23): 
 

¶ Date Evaluated- Enter the date that the Memory Assessment was made. 
 

¶ Memory Assessment Answers (1-10)- For each question listed check the box if the 
answer was ñyesò. 

 

¶ Notes- Enter any additional information about this Memory Assessment here. 
 

¶ Does this person qualify for possible dementia?- If applicable, check the box 
next to ñDoes this person qualify for possible dementia?ò 
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Chapter Four:  Service Activity  Log  
 

Service Activity Log (Figure 4-1) 

Figure 4-1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ The Service Activity Log is the place to record information about services provided to 
elders, caregivers and others.  This includes services provided by volunteers, Program 
staff, nurses or home health aides, board members, etc.  It forms the basis for reporting 
services provided. 

 

Service Activity Log (upper portion, Figure 4-2 

 

Figure 4-2 

 
 
 
 
 
 
¶ Person Served filter- If you wish to see the services that have already been provided 

specific to anyone who has been entered in the Personal Information formôs ñPerson 
Typeò field as a Person Served, you can select the personôs name from the drop-down 
list. The Service Activity Log records will be filtered so that you see all the entries made 
with that personôs name in the Person Served field. Records will appear in descending 
order sorted by date (most recent date at the top). For additional, powerful options for 
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sorting Service Activity Log entries see the section titled Service Activity Log- Sorting 
Options below. 

¶  

¶ View All Button- Click this button to view all of the records that have been entered in 
the Service Activity Log. Records will appear in descending order sorted by date (most 
recent date at the top). 

 

¶ Hide SF Button- Click this button to hide the Schedule Filter boxes and ñScheduling 
Optionsò button at the bottom of the middle section of the Service Activity Log. Click it 
again to reveal them. 

 

¶ Between [Beginning Date] and [Ending Date] ï Enter the two dates that youôd like the 
Service Activity Log to sort its entries by.  The log will then show only the data entered 
between these two dates. 

 

¶ Preview/Print Button- Click this button if you wish to print a copy of the Service Activity 
Log. If the ñPrint Selected Recordò checkbox is empty (default), the records that will print 
will be the ones that currently appear in the Service Activity Log. If the Log has been 
filtered, the document you print will include only the filtered records. If the ñPrint Selected 
Recordò checkbox has a check mark in it, an individual service record report will appear 
(see ñPrint Selected Record checkboxò instructions, below). After clicking the 
Preview/Print Button, you may print the form by selecting the button with the printer icon 
on it. To return to the database system without printing the form, click on the ñCloseò 
button. 

 

¶ Print Selected Record checkbox- If you wish to print a record of any one instance of 
service you have entered in the Service Activity Log, click on this checkbox. Next, click 
on any of the fields in the service record (a line of data) in the Service Activity Log that 
you wish to print, or click on the record selector to the left of the record of service. 
Finally, click on the Preview/Print button described above. A report will appear showing 
the particulars of the service record you selected. After clicking the Preview/Print Button, 
you may print the form by selecting the button with the printer icon on it. To return to the 
database system without printing the form, click on the ñCloseò button. 

 

¶ Back button- Clicking this button will close the Service Activity Log and take you back to 
the previously viewed form (typically the Main Form). 

 

¶ Additional button- Clicking this button will open the Service Activity Log (Additional). 
This Log provides a place for the user to enter Additional People Served, Health 
Promotion Contacts and Outreach Contacts. The (Additional) Log is described in greater 
detail in Chapter Five. 

 

¶ Add New button- Clicking this button will move your cursor to an empty record at the 
bottom of the Service Activity Log so that you can make a new Service Activity Log 
entry. 

 



 Elderberry Database System Userõs Manual                              4-3 

 

Service Activity Log (middle portion, Figure 4-3) 
 

Figure 4-3 

 
 
 
 
 
¶ D button- Click this button to view the detailed Personal Information record on the 

person whose name is in the Person Served field directly to the right of the button. This 
will be especially useful to Program staff who need to call a volunteer or person served 
to set up a volunteer service. When you have finished viewing the Personal Information 
about the person, click the Back button at the top of the form to return to the Service 
Activity Log. 

 

¶ Colored Schedule button (not labeled)- This button initially appears as a white box 
directly to the right of the ñD buttonò. Click it one time to turn it from white (the default 
color) to red. Click it again to turn it green, again to turn it blue, and again to turn it back 
to white. This field can be used when scheduling future services in the Service Activity 
Log. The colors have the following meanings: 
Á White ï Unscheduled 
Á Red ï Scheduled-arrangements NOT completed 
Á Green ï Scheduled- Arrangements completed 
Á Blue ï Completed 
 

¶ Person Served- Select the name of the person being served from the list. A person 
must have been entered in the Personal Information form with a Person Type connected 
to the Person Category ñPerson Servedò in order to appear in this list (for information on 
customizing Person Types see the Person Type section of Chapter Seven). You cannot 
add the name of a new person in this field- you must first enter them in their own 
Personal Information form as a person served. Leave this field blank if you are entering 
administrative volunteer work or group volunteer work not connected to a specific person 
served (see examples, below). 

 

¶ Service Provider- Select the name of the volunteer, board member of staff member 
providing the service.  A person must have been entered in the Personal Information 
form with a Person Type connected to one of the following Person Categories - 
volunteer, staff member, block nurse or home health aide ï in order to appear in this list 
(for information on customizing Person Types see the Person Type section of Chapter 
Seven). Leave this field blank if you are entering group volunteer work (see examples, 
below). 

 

¶ Service Date- Select or enter the date service was provided. If you are entering 
summary data (i.e. nursing hours & visits), be sure the date you enter falls within the 
proper quarter for reporting purposes (see examples, below). 

 

¶ Service Type- Select the type of service that has been provided.  Choices are limited to 
the list, which can be modified in the Maintenance Menu. It is extremely important that 
you select the correct service type for each entry you make. The Service Activity 
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Log is the source for the Quarterly Service Report generated by the Database 
system, the services portion of the Sorting Tool and all other service reports. 
Please refer to Chapter Seven, ñMaintenance Menuò under ñService Typeò for 
more information about this important and flexible feature. If you are entering 
group volunteer work, choose a service that is connected to the service category 
ñvolunteer service- groupò for this field (see data entry examples below). 

 

¶ Hours Spent- enter the number of hours spent in providing service. You may use 
decimals to indicate fractions of an hour. If you are entering summary data or group 
volunteer hours, enter the total number of hours provided in the summary or by the 
group (see examples, below). 15 minute increments are the smallest you should use. 
Some common time fractions are listed in Figure 4-4: 

Figure 4-4 

 
 
 
 
 
 
 
 

¶ Home Visit- Enter the number of home visits. This will usually be 1 or 0. However, if you 
are entering summary data, the number may be higher (see examples, below). You may 
not enter decimal equivalents in this field. 

 

¶ Unit- Enter the number of units. This field is to be used to designate the number of units 
that should be credited to a particular grant, such as Title 3 grants. Units may be defined 
differently than hours. Check the unit definitions for the grant for which youôre making the 
entry to be sure youôre entering the correct data. You may use decimals to indicate 
fractions of a unit. 

 

¶ Cost- Enter the cost for the service you are recording. You may use this field to indicate 
how much it cost your Program to provide a service, or how much a care recipient paid 
or donated for a service, or you may choose not to use the field. 

 

¶ Vol Miles ï Enter how many miles the Service Provider drove to provide this service. 
 

¶ Note- Record any relevant information, like the name of the volunteer group providing 
services, times or notes for volunteer services, etc. (see examples, below). To view this 
field in a larger form, double click your left mouse button on the field, and a larger box 
will appear which will allow for easier reading or entry. 

 

¶ How to delete an entry- Click on the box (called a record selector) to the left of the ñD 
buttonò of the entry you wish to delete. Hit the ñdelò or ñdeleteò key on your computerôs 
keyboard. A box will appear asking you to confirm the deletion. If you wish to proceed 
with the deletion, select ñYes.ò If you do not wish to proceed with the deletion, select 
ñNo.ò You may delete multiple entries by selecting more than one record selector before 
hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry has been deleted from the 

Minutes Decimal equivalent
15 .25

30 .5
45 .75

60 1
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Service Activity Log, it cannot be retrieved. Deleting an entry in the Service Activity 
Log does NOT delete a personôs Personal Information from the database system. 

 

Figure 4-5 

 
 
 
 

¶ Schedule Filters Section (located at the bottom of the middle section of the 
Service Activity Log, see Figure 4-5): 

 
o Unscheduled- The white box labeled ñUnscheduledò serves as a reminder of the 

meaning of a white schedule button next to a service record and serves as a tool 
for filtering records. Clicking once on the white box labeled ñUnscheduledò in the 
Schedule Filters row will filter the records in the Service Activity Log so that only 
those with a white colored schedule button will appear, sorted by date in 
descending order. 

 
o Scheduled- arrangements NOT completed- The red box labeled ñScheduled- 
arrangements NOT completedò serves as a reminder of the meaning of a red 
schedule button next to a service record and serves as a tool for filtering records. 
Clicking once on the red box labeled ñScheduled- arrangements NOT completedò 
in the Schedule Filters row will filter the records in the Service Activity Log so that 
only those with a red colored schedule button will appear, sorted by date in 
descending order. 

 
o Scheduled- arrangements completed- The green box labeled ñScheduled- 

arrangements completedò serves as a reminder of the meaning of a green 
schedule button next to a service record and serves as a tool for filtering records. 
Clicking once on the green box labeled ñScheduled- arrangements completedò in 
the Schedule Filters row will filter the records in the Service Activity Log so that 
only those with a green colored schedule button will appear, sorted by date in 
descending order. 

 
o Completed- The blue box labeled ñCompletedò serves as a reminder of the 

meaning of a blue schedule button next to a service record and serves as a tool 
for filtering records. Clicking once on the blue box labeled ñCompletedò in the 
Schedule Filters row will filter the records in the Service Activity Log so that only 
those with a blue colored schedule button will appear, sorted by date in 
descending order. 
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o Scheduling Options button- Clicking on this button will cause the ñScheduling 
Optionsò form to open (see Figure 4-6, below). 

Figure 4-6 

 
  
 
 
 
 
 
 
 
 

¶ Scheduling Options Form (see Figure 4-6): 
 

o Change All Before Today (date) to (blue) - Select this radio button, then click 
the ñUpdateò button on the Scheduling Options form to close the Scheduling 
Options form and change the colored schedule buttons in all records in the 
Service Activity Log that have a service date BEFORE the date indicated in 
parentheses to blue. NOTE: once made, this change cannot be undone. 

 
o Change All (red) to (green) - Select this radio button, then click the ñUpdateò 

button to close the Scheduling Options form and change all of the colored 
schedule buttons in all records in the Service Activity Log that are red to green. 
NOTE: once made, this change cannot be undone. 

 
o Change All (green) to (blue) - Select this radio button, then click the ñUpdateò 

button to close the Scheduling Options form and change all of the colored 
schedule buttons in all records in the Service Activity Log that are green to blue. 
NOTE: once made, this change cannot be undone. 

 
o Change All to (white) - Select this radio button, then click the ñUpdateò button to 

close the Scheduling Options form and change all of the colored schedule 
buttons in all records in the Service Activity Log (regardless of current color) to 
white. NOTE: once made, this change cannot be undone. 

 
o Update button- After making your ñChangeéò selection, click Update to perform 

the action selected. 
 

o Cancel button- If you decide not to make any change to the Service Activity 
Logôs colored schedule buttons, click this button to close the Scheduling Options 
form. 
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Service Activity Log Data Entry Examples 
 

Please refer to the Quarterly Services Definitions located in the Appendix (see Chapter 
Eleven, ñHow to Get Helpò for instructions for obtaining the latest copy of this document) for 
specific explanations and definitions of services provided by LAH/BNPs. 

 

Individual direct service by one volunteer (Figure 4-7). The Service Type selected 
should be attached in the Maintenance Menu to the Service Category ñVolunteer Service-
individual.ò Typically, all services that are connected to the service category ñVolunteer 
service- individualò in the Maintenance menu should have ñ- volò at the end of their names in 
the Service Activity Log. In the example, you see ñChores- volò as the service type. The 
example below is correct, because ñChores- volò is connected to the Service Category 
ñVolunteer service-individualò in the Service Type section of the Maintenance Menu. See 
important information on this section of the Maintenance Menu in Chapter Seven. 

Figure 4-7 

 

 

Service by a group of volunteers for a group of people who are unspecified (Figure 
4-8). The Service Type selected should be attached in the Maintenance Menu to the Service 
Category ñVolunteer service- group.ò In the example, you see ñVolunteer service- groupò as 
the service type. The example below is correct, because ñVolunteer service- groupò is 
connected to the Service Category ñVolunteer service- groupò in the Service Type section of 
the Maintenance Menu. See important information on this section of the Maintenance Menu 
in Chapter Seven. Group volunteer service may or may not include home visits (see next 
example). 

Figure 4-8 

 

 

Service by a group of volunteers for one person (Figure 4-9). The Service Type selected 
should be attached in the Maintenance Menu to the Service Category ñVolunteer service- 
group.ò The example below is correct, because ñVolunteer service- groupò is connected to 
the Service Category ñVolunteer service- groupò in the Service Type section of the 
Maintenance Menu. See important information on this section of the Maintenance Menu in 
Chapter Seven.If a home visit is involved, count only 1 home visit per person served, even if 
there are multiple people in the group who are visiting the home. 

Figure 4-9 
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One in-home nursing visit by a nurse (Figure 4-10). The Service Type selected should be 
attached in the Maintenance Menu to the service category ñNursing, in-home.ò The example 
below is correct, because the Service Type entry ñNursing visitò is connected to the Service 
Category ñNursing, in-homeò in the Service Type section of the Maintenance Menu. See 
important information on this section of the Maintenance Menu in Chapter Seven. 

Figure 4-10 

 

 

One home health aide visit (Figure 4-11). The Service Type selected should be attached 
in the Maintenance Menu to the Service Category ñHome health aide.ò Home health aide 
visits are always performed in the home of the person served. The example below is correct 
because the Service Type entry ñHome health aideò is connected to the Service Category 
ñHome health aideò in the Service Type section of the Maintenance Menu. See important 
information on this section of the Maintenance Menu in Chapter Seven. 

Figure 4-11 

 

 

Service coordination done by staff for one person served (Figure 4-12). The Service 
Type selected should be attached in the Maintenance Menu to the Service Category 
ñService coordination.ò Typically, all services that are connected to the Service Category 
ñService coordinationò in the Maintenance menu should have ñ- staffò at the end of their 
names in the Service Activity Log. The example below is correct because the Service Type 
entry ñService coordination- staffò is connected to the Service Category ñService 
coordinationò in the Service Type section of the Maintenance Menu. See important 
information on this section of the Maintenance Menu in Chapter Seven. 

Figure 4-12 
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Service provided by Program staff for one person served (Figure 4-13). If the staff 
performs a service during working hours (that is, if the staff member is being paid to do it), 
the Service Type selected should be attached in the Maintenance Menu to the Service 
Category ñService coordination.ò Typically, all services that are connected to the service 
category ñService coordinationò in the Maintenance menu should have ñ- staffò at the end of 
their names in the Service Activity Log. In the example below, the Service Type ñMeal 
delivery- staffò is connected to the Service Category ñService Coordinationò in the Service 
Type section of the Maintenance Menu. If the staff member is performing the service as a 
volunteer, it should be recorded as volunteer service (see example in Figure 4-7). 

Figure 4-13 

 
 
 
 
 

 

Summary nursing data for one person served (Figure 4-14). Most Programs receive 
nursing data from their agencies in summary form. This information may be entered in the 
Service Activity Log as a summary entry. When making summary entries, make sure that 
the date field contains a date that falls within the quarter for which the nursing services are 
being recorded. 

Figure 4-14 

 

 

Summary volunteer data for one person served (Figure 4-15). If you receive your 
volunteer data in monthly summaries, you may enter it in summary form in the Service 
Activity Log. You may only enter volunteer data in summary form if the person providing the 
service, the person receiving the service, and the service itself are the same. In other words, 
if Fred has provided multiple rides to Al during the month (see example, below), you may 
make a summary entry as in the example. But if Fred has given rides to multiple people, you 
must make a separate entry for each person Fred has served. When making summary 
entries, be sure that the date field contains a date that falls within the quarter for which the 
volunteer services are being recorded. 

Figure 4-15 
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Foot care provided by a nurse in a clinic to a person on whom a record is kept (Figure 
4-16). When recording service done for a person on whom a record is kept by the nurse in 
the office or at a clinic, you must still indicate that a ñHome Visitò has been performed. 
Because this service is counted the same way in-home nursing is counted, the Service Type 
ñFoot care- clinicò is properly connected to the Service Category ñNursing, in-homeò in the 
Service Type section of the Maintenance Menu. Normally, ñNursing, in-homeò is used only 
for in-home nursing services. This is the exception to that rule. 

Figure 4-16 

 

 

Homemaking services provided by a homemaker employed by the home health 
agency with which the Program has a contract (Figure 4-17). Homemaking services are 
recorded as home health aide hours if the homemaker is employed by the home health 
agency with which you have a contract. Thus, the Service Type ñHomemaker- agencyò is 
correctly connected to the ñHome health aideò Service Category in the Service Type section 
of the Maintenance Menu. 

Figure 4-17 

 

 

Service provided by the Program for a person in the record keeping system that is not 
nursing service, volunteer service or service coordination (Figure 4-18). Some people 
receive service from the Program that does not fit into the nursing, volunteer, or service 
coordination categories. However, the Program still wishes to count the person in the ñTotal 
people servedò section of the Quarterly Service Report. For example, a person on whom the 
Program is keeping a record receives a blood pressure check from the nurse. This should 
not be counted as nursing, volunteer or service coordination. Thus, the Service Type ñOther 
serviceò is correctly connected to the ñOtherò Service Category in the Service Type section 
of the Maintenance Menu. If the ñOther serviceò you are recording can also count as a 
Health Promotion Contact, you must also enter the contact in the Service Activity Log 
(Additional) as a Health Promotion Contact. See instructions in Chapter Five, ñService 
Activity Log (Additional). 

Figure 4-18 
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Service Activity Log Filtering Options 
 
¶ The flexible filtering options built into the Service Activity Log provide users with multiple 

ways to view and print data related to service provision. 

 

To view all services provided to a particular person served (Figure 4-19) : Select the 
personôs name from the ñPerson Servedò filter at the top of the Service Activity Log. The 
Service Activity Log records will be filtered so that you see all the entries made with that 
personôs name in the Person Served field. Records will appear in descending order sorted 
by date (most recent date at the top). In the example below, the user is filtering for all entries 
made in which Wally Cleaverling is the person served. 
 

Figure 4-19 
 

 
 
 
 
 
 
 
 

 

To view all services provided by a particular service provider (Figure 4-20): Right click 
on the name of a service provider which has already been entered in the Service Activity 
Log. A menu will appear (see example, Figure 4-20). Left click once on ñFilter by selection,ò 
(or, in Office 2007, ñEquals ó[Name of person]ôò. The Service Activity Log records will be 
filtered so that you see all the entries made with that personôs name in the Service Provider 
field. Records will appear in descending order sorted by date (most recent date at the top). 
 

Figure 4-20 
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To view all services provided on a particular date ( 
 
Figure 4-21): Right click on any service date that has already been entered in the Service 
Activity Log. A menu will appear. Left click once on ñFilter by selectionò (or, in Office 2007, 
ñEquals ó[Date]ôò. The Service Activity Log records will be filtered so that you see all the 
entries made on the date you selected. 
 
Figure 4-21 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 

 

To view all services of a particular type that have been provided (Figure 4-22): Right 
click on any ñService Typeò entry that has already been entered in the Service Activity Log. 
A menu will appear. Left click once on ñFilter by selectionò (or, in Office 2007, ñEquals 
ó[Service Name]ôò. The Service Activity Log records will be filtered so that you see all the 
entries made containing the service type you selected. 
 

Figure 4-22 
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To sort records (i.e. change the order in which they are listed, Figure 4-23): 
 

¶ By Date: Right click on any Service Date field, and from the resulting menu left click 
on ñSort Ascendingò (in Office 2007, ñSort Oldest to Newestò - records will be listed 
from the first date entered to the most recent date), or ñSort Descendingò (in Office 
2007, ñSort Newest to Oldestò - records will be listed from the most recent date 
backward to the first date entered). 

 

¶ By Person Served, Service Provider or Service Type: Right click on any Person 
Served, Service Provider or Service Type field, and from the resulting menu left click 
on ñSort Ascendingò (in Office 2007, ñSort A to Zò - records will be sorted 
alphabetically from A to Z) or ñSort Descendingò ((in Office 2007, ñSort Z to Aò - 
records will be sorted in reverse alphabetical order from Z to A). NOTE: Name fields 
will be sorted by first name, not last name. 

 

Figure 4-23 
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Additional filtering and sorting tips: 
 

¶ Multiple filters- If you wish to filter your Service Activity Log to show all of one Service 
Type your Program has provided to one Person Served, you simply perform the process 
to filter for the person served, and then perform the process to filter for the Service Type. 
As long as you do not click the ñView Allò button or close your Service Activity Log, one 
filtering process will work with the results of the previous filter. 

 

¶ Removing filters- If you wish to view all of the records in your Service Activity Log again 
after performing a filter or sort, click the ñView Allò button to the right of the Person 
Served filter at the top of the form. Records will appear in descending order sorted by 
date (most recent date at the top). 

 

¶ Advanced filtering/sorting- If you wish to perform multi-layered filters/sorts, you may 
want to familiarize yourself with the ñFilter By Formò feature in Microsoft Access. You can 
activate this feature while the Service Activity Log is open by selecting ñRecordsò from 
the menu at the top of your screen. Then click on ñFilterò and select ñFilter By Form.ò For 
instructions in using this feature, refer to Microsoft Access Help. 
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Service Activity Log (bottom portion- Volunteers Available for 
Services Section, Figure 4-24) 

Figure 4-24 

 
 
 
 
 
 
 
¶ This section shows the names and service availability for all volunteers for whom you 

have entered this information (see Chapter 3, ñServices Volunteer Offersò Section for 
more details).  You cannot enter any new information in this section. 

 

¶ Service Type filter- To see which volunteers are available to provide a certain service, 
select the name of the service from the Service Type drop-down box. 

 

¶ View All button- Click this button to remove any service type filter and view all 
volunteers available for all services. 

 

¶ Preview/Print button- Click this button if you wish to print a copy of the Volunteers 
Available for Services report. The report includes all of the information you see on your 
screen, plus the home phone number of the volunteer. If you have filtered the records 
you see on your screen using the ñService Type filter before clicking the Preview/Print 
button, the report will include only filtered records. After clicking the Preview/Print Button, 
you may print the form by selecting the button with the printer icon on it. To return to the 
database system without printing the form, click on the ñCloseò button. 

 

¶ D button- Click this button to view the detailed Personal Information record on the 
person whose name is directly to the right of the button. This will be especially useful to 
Program staff that needs to call a volunteer or person served to set up a volunteer 
service. When you have finished viewing the Personal Information about the person, 
click the Back button at the top of the form to return to the Service Activity Log. 

 

¶ Volunteer- Indicates the name of the volunteer for whom information is displayed. Only 
people whose names have been entered in the Personal Information form as a 
ñVolunteerò AND for whom some entries have been made in the ñServices Volunteer 
Offersò Tab will appear in this list. 

 

¶ Service Type- Indicates the type of service(s) the volunteer is willing to provide. The 
system will provide one line per service per volunteer. This means that a volunteerôs 
name may appear more than once in the list if they offer more than one type of volunteer 
service. 

 

¶ Mon Tue Wed Thu Fri Sat Sun- Indicates any days the volunteer may be available to 
perform the service indicated. A check mark in any box indicates that the volunteer may 
be available on that day. 
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¶ Time of Day- Indicates the time of day the volunteer may be available to perform the 

service indicated. 
 

¶ Will Travel How Far? ï Indicates the greatest distance the volunteer is willing to travel 
when providing transportation. 

 

¶ Address ï Indicates the home address of the volunteer. 
 

¶ Accessible Vehicle- Indicates whether or not the volunteer has an accessible vehicle 
that may make it easier to give some elders (especially those with ambulatory 
difficulties) a ride. 
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Chapter Five:  Service Activity Log  (Additional)  
 

Service Activity Log (Additional- Figure 5-1) 

Figure 5-1 

 
 
 
 
 
 
 
 
 
 
 

¶ NOTE: Records in the Service Activity Log (Additional) are NOT included in any 
Sorting Tool reports. 

 

¶ The Service Activity Log (Additional) is for entering services that are connected to one of 
only three Service Categories in the Maintenance Menu: Additional People Served, 
Health Promotion contacts, and Outreach contacts. These entries cannot be made in the 
standard Service Activity Log because they are not connected to any personôs record, 
and because they count the number of contacts, which cannot be counted in the regular 
Log (see examples at the end of this chapter). 

 

¶ Even if an ñOther serviceò entry has already been made in the Service Activity Log (see 
Figure 4-18 in Chapter Four for an example), you must still enter a ñHealth promotion 
contactò in the Service Activity Log (Additional) if you want the ñOther serviceò to also be 
counted as a health promotion contact (see Figure 5-2 below). 

 

¶ View All button- Clicking on this button will remove any filters you may have performed, 
and will sort all records in decending date order (from todayôs date backwards). 

 

¶ Preview/Print button- Click this button if you wish to print a copy of the Service Activity 
Log (Additional) report. The report includes all of the information you see on your screen. 
If you have filtered the records you see on your screen, the report will include only 
filtered records. After clicking the Preview/Print Button, you may print the form by 
selecting the button with the printer icon on it. To return to the database system without 
printing the form, click on the ñCloseò button. 

 

¶ Between [Date] and [Date] fields- Enter a beginning and ending date in these fields if 
you wish to filter the Service Activity Log (Additional) to show ONLY records with service 
dates between those dates. Click the ñView Allò button to remove the filter and view all 
records again. 
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¶ Add New button- Clicking this button will move your cursor to an empty record at the 

bottom of the Service Activity Log (Additional) so that you can make a new Service 
Activity Log (Additional) entry. 

 

¶ Back button- Clicking this button will close the Service Activity Log (Additional) and take 
you back to previously viewed form (typically the Service Activity Log). 

 

¶ Service Type- Select the type of service that has been provided. Choices are limited to 
the list, which can be modified in the Maintenance Menu. It is extremely important that 
the Service Type you select is connected to the appropriate Service Category in 
the Maintenance Menuôs ServiceType (Additional) section for each entry you 
make. The Service Activity Log (Additional) is a source for the Quarterly Service 
Report generated by the Database system. Please refer Chapter Seven, 
ñMaintenance Menuò under ñService Type (Additional)ò for more information 
about this important and flexible feature. 
o Definitions of each of the 3 Service Type categories can be found in the Quarterly 

Service Report Definitions located in the Appendix (see Chapter Eleven, ñHow to Get 
Helpò for instructions for obtaining the latest copy of this document). 

 

¶ Service Date- Select or enter the date the service was provided. If you are entering 
estimated data (i.e. additional people served), be sure that the date falls within the 
correct quarter for reporting purposes. 

 

¶ People Served- Enter the number of people served or contacted. Remember that, when 
recording ñAdditional people served,ò the number should be an unduplicated estimate. 

 

¶ Note- Enter whatever clarifying notes will be of use to your Program. The notes do not 
appear in any reports. 

 

¶ How to delete an entry- Click on the box (called a record selector) to the left of the 
Service Type field of the entry you wish to delete. Hit the ñdelò or ñdeleteò key on your 
computerôs keyboard. A box will appear asking you to confirm the deletion. If you wish to 
proceed with the deletion, select ñYes.ò If you do not wish to proceed with the deletion, 
select ñNo.ò You may delete multiple entries by selecting more than one record selector 
before hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry has been deleted 
from the Service Activity Log (Additional), it cannot be retrieved. 

 

¶ How to filter/sort entries- See the section in chapter four titled ñService Activity Log ï 
Filtering Optionsò for instructions on filtering and sorting. The same principles can be 
applied to the Service Activity Log (Additional). 
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Service Activity Log (Additional) Data Entry Examples: 
 
¶ Please refer to the Quarterly Services Definitions in the Appendix (see Chapter Eleven, 
ñHow to Get Helpò for instructions on obtaining the latest copy of this document) for 
specific explanations and definitions of services provided by LAH/BNPs. 

 

Estimate of additional people served (Figure 5-2)- Before submitting each Quarterly 
Service Report, Programs are asked to estimate the unduplicated number of additional 
people served by the Program (on whom a record has not been kept). Be sure to remember 
that each quarterôs estimate is to be an unduplicated estimate. When you make your 
estimate each quarter, remember that your year to date number must be unduplicated, as 
well. The database cannot calculate this year to date number because this estimate is not 
connected to people on whom you keep records. Therefore, you must manually update 
the YTD number each quarter before you submit a Quarterly Service Report. Enter the 
YTD estimate of additional people served in the Quarterly Report Goals section of the 
Maintenance Menu (see instructions in the ñQuarterly Report Goalsò section of Chapter 
Seven, Maintenance Menu). 

Figure 5-2 

 
 

Health promotion contacts (Figure 5-3)- Enter the number of people who attend or are 
served at health promotion or social events. These people may or may not be in the record 
keeping system. This is not an unduplicated number, so if a person attends multiple health 
promotion events, he/she should be counted each time he/she attends. If you have already 
entered health promotion contacts for a person in the record keeping system as ñOther 
serviceò in the Service Activity Log (see Figure 4-18 in chapter Four, ñService Activity Logò 
for an example), you must also enter them as a Health promotion contact in the Service 
Activity Log (Additional) to have them counted as a Health promotion contact by the 
database system. 

Figure 5-3 
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Outreach contacts (Figure 5-4)- Enter the number of people who are present at outreach 
events conducted by staff or volunteers (i.e. number in attendance at a speaking 
engagement at which the Program is promoted, etc.) This is not an unduplicated number, so 
if a person is present at more than one event, he/she should be counted each time he/she is 
present. 

Figure 5-4 
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Chapter Six:  Admin  To Do List  
 

Admin To Do List (Figure 6-1) 

Figure 6-1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ The Admin To Do List is a tool for use by Program staff to keep track of projects and 

day-to-day operations. It is not tied to any other reporting mechanism in the Elderberry 
Database System. 

 

¶ An asterisk (*) next to a field name indicates that the fieldôs drop-down list can be 
edited in the Maintenance Menu (see instructions for changing drop-down lists in 
Chapter Seven). 

 

¶ Program Staff filter- Select the name of any Program staff person from this field. The 
Admin To Do List will show only those entries that are assigned to the person whose 
name is selected. To remove this filter and view all the records in the Admin To Do List, 
highlight the name you selected in the filter and hit the ñdelò or ñdeleteò key. Then hit the 
ñenterò key. All records in the Admin To Do List will appear. 

 

¶ Time Frame filter- Select any of the time frames listed in the field. The Admin To Do 
List will show only those entries that are due within the time frame selected. 

 
o Special note on using filters- The Program Staff and Time Frame filters can be 
used together. For instance, to find out what tasks are assigned to ñTina Liuò 
during ñthis week,ò select Tinaôs name from the Program Staff filter and the ñthis 
weekò option from the Time Frame filter. You can remove one or both filtering 
options by deleting the text in the filter. 

 

¶ Preview/Print button- Click this button if you wish to print a copy of the Admin To Do 
List report. The report includes all of the information you see on your screen. If you have 
filtered the records you see on your screen, the report will include only filtered records. 
After clicking the Preview/Print Button, you may print the form by selecting the button 
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with the printer icon on it. To return to the database system without printing the form, 
click on the ñCloseò button. 

 

¶ Back button- Clicking this button will close the Admin To Do List and take you back to 
the previously viewed form (typically the Main Form). 

 

¶ Assigned To- Select the name of the Program staff member to whom the task you are 
entering will be assigned. You cannot enter a new name in this field, but must choose 
from those on the list. Only the names of people who have been entered in the Personal 
Information form as ñProgram Staffò in the Person Type field will appear in this list. 

 

¶ Created By- Select the name of the Program Staff member who is creating this entry in 
the Admin To Do List. 

 

¶ Task Type*- Select the type of task that you are adding to the To Do List. 
 

¶ Due Date- Select or enter the date by which the task is to be completed. 
 

¶ Task Status*- Use this field to indicate where you are in the process of completing the 
assigned task (assigned, planned, completed are the default settings). 

 

¶ Task Status Date- Select or enter the date that the most recent task status has been 
entered. For example, if a task was completed today, change itsô status to ñCompletedò 
and enter todayôs date in the Task Status Date field. 

 

¶ How to delete an entry- Click on the box (called a record selector) to the left of the 
Assigned To field of the entry you wish to delete. Hit the ñdelò or ñdeleteò key on your 
computerôs keyboard. A box will appear asking you to confirm the deletion. If you wish to 
proceed with the deletion, select ñYes.ò If you do not wish to proceed with the deletion, 
select ñNo.ò You may delete multiple entries by selecting more than one record selector 
before hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry has been deleted 
from the Admin To Do List it cannot be retrieved. 

 



 Elderberry Database System Userõs Manual                              7-1 

Chapter Seven:  Maintenance Menu  
 

Maintenance Menu (Figure 7-1) 

Figure 7-1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ The Maintenance Menu helps provide excellent flexibility to the database system. No 

two Living at Home/Block Nurse Programs (or other organizations, for that matter) 
function in exactly the same manner and the Maintenance Menu makes it possible to 
customize the database system to your own special needs. Most entries in the left 
window of the Maintenance Menu correspond to a drop-down field somewhere in the 
database system. You can customize the entries in the lists to fit your own needs by 
using the Maintenance Menu. Typically, you can double-click on a drop-down list field 
anywhere in the database and, if it can be maintained in the Maintenance Menu, the 
Maintenance Menu will open immediately for ease of use. 

 

¶ Back Button- Clicking this button will close the Maintenance Menu and take you back to 
the previously viewed form (typically the Main Form). 

 

¶ List Box- Clicking on any item in the list on the left of the screen will show cause the 
ñValuesò window on the right to display the maintainable values for that item. 

 

¶ Values Window- This window displays the values for the item youôve selected from the 
ñList Boxò on the left. See the Instructions below for more details on using the 
Maintenance Menu. 
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¶ Figure 7-2 provides a listing of each Maintenance Menu option and the location of the 

corresponding drop-down field in the database system. Instructions for using each of the 
Maintenance Menu entries are provided below. 

Figure 7-2 

Maint. Menu Option Location(s) of field Instructions 

Advance 
Directive/Consent 
Form Location 

PI (Personal Information) form, 
Evaluation Information tab, Advance 
Directives Section and 
PI form, Person Served Detail Tab 

General 

Advance 
Directive/Screening 
Status 

PI form, Evaluation Information tab, 
Advance Directives Section and  
PI form, Evaluation Information tab, 
Screenings Section 

General 

Advanced Directives PI form, Evaluation Information tab, 
Advance Directives Section 

General 

Background Check 
Type 

PI form, Evaluation Information tab, 
Background Checks Section 

General 

City PI form, top 
PI form, Other PI tab 
PI form, Support People tab 
Maint. Menu, Support Orgôs section 

General 

Cognitive Status PI form, Person Served Detail tab General 

Contribution Amount PI form, Contribution History tab General 

Contribution Event PI form, Contribution History tab General 

County Same as ñCityò General 

Ethnic Background PI form, Other PI tab General 

Faith Community PI form, Other PI tab General 

Health Problem 
Reported By 

PI form, Evaluation Information tab, 
Health Problems Section 

General 

Health Problems PI form, Evaluation Information tab, 
Health Problems Section 

General 

Health Status PI form, Person Served Detail tab General 

Housing Situation PI form, Evaluation Information tab General 

Income PI form, Other PI tab General 

Initial Exposure PI form, Other PI tab General 

Language PI form, Other PI tab (ñFirst Languageò) General 

Living Situation PI form, Person Served Detail tab General 

Login Maint. Menu, Login section Login 

Marital Status PI form, Other PI tab General 

Media Type PI form, Other PI tab (ñTypeò under   
Phone/Email) 

General 

Organization Type Maint. Menu, Support Orgôs section General 

Person Type PI form, Personôs Status section (top  
right) 

Person Type 

Postal Zip Code Same as ñCityò General 

Primary Physician PI form, Evaluation Information tab General 

Profile PI form, top Profile 
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Maint. Menu Option Location(s) of field Instructions 

Program Information Maintenance Menu Only Program 
Information 

Quarterly Report 
Goals 

Maintenance Menu Only Quarterly 
Report Goals 

Reference Type PI form, Volunteer Detail tab General 

Referral Person PI form, Evaluation Information tab General 

Relationship PI form, Support People tab General 

Religion PI form, Other PI tab General 

Screenings PI form, Evaluation Information tab, 
Screenings Section 

General 

Service Category (Non 
LAH/BNPs only!) 

Maintenance Menu Only Service 
Category 

Service Role PI form, Support People tab General 

Service Type Service Activity Log Service Type 

Service Type 
(Additional) 

Service Activity Log (Additional) Service Type 
(Additional) 

State Same as ñCityò General 

Support Organizations Connected to PI form, Support 
Organizations tab 

Support 
Organizations 

Task Status Admin To Do List General 

Task Type Admin To Do List General 

Time of Day PI form, Services Volunteer Offers tab General 

Title 3B Category Maintenance Menu Only Title 3 
Categories 

Title 3B Service 
Category Link 

Maintenance Menu Only Title 3 Service 
Category Links 

Title 3C Category Maintenance Menu Only Title 3 
Categories 

Title 3C Service 
Category Link 

Maintenance Menu Only Title 3 Service 
Category Links 

Title 3D Category Maintenance Menu Only Title 3 
Categories 

Title 3D Service 
Category Link 

Maintenance Menu Only Title 3 Service 
Category Links 

Title 3E Category Maintenance Menu Only Title 3 
Categories 

Title 3E Service 
Category Link 

Maintenance Menu Only Title 3 Service 
Category Links 

Township PI form, top General 
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Instructions for Maintaining the Drop-down Lists in the Database 
System 

 

Figure 7-3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ General- To maintain any of the fields for which ñGeneralò instructions apply: 
 

o Use your mouse to select the name of the menu option in the list box on the left side 
of the Maintenance Menu. 

 
o On the right side (values window) of the Maintenance Menu, a list will appear. This 

list contains all of the entries that currently appear in the drop-down list for that field. 
 

o To edit an entry in the drop-down list- Use your mouse to click on the entry you 
want to edit. You may then correct spelling or perform other edits using your 
keyboard. 

 
o To add an entry in the drop-down list- Use your mouse to click inside the empty 
field at the bottom of the list. Type the entry you wish to add. Hit the ñenterò key. All 
lists are designed to appear in alphabetical order (a-z) when they appear in a drop-
down list. The computer will sort the fields in the list youôre working on after you 
leave the list, so that the next time you display it, it will be in alphabetical order. 

 
o To delete an entry from the drop-down list- Use your mouse to click on the box 
(called a record selector) to the left of the entry you want to delete. Hit the ñdelò or 
ñdeleteò key on your keyboard. A box will appear asking you to confirm the deletion. 
If you wish to proceed with the deletion, select ñYes.ò If you do not wish to proceed 
with the deletion, select ñNo.ò You may delete multiple entries by selecting more than 
one record selector before hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry 
has been deleted from the drop-down list it cannot be retrieved. 
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¶ Login- To maintain the Login section of the Maintenance Menu (see Figure 7-4): 

Figure 7-4 

 
 
 
 
 
 

 
 

o This section allows you to add/edit the login user names and passwords that protect 
access to the database system. You may have one user name and password that 
you use for all staff in your Program, or each staff member may have a unique user 
name and password. All user names and passwords provide the exact same level of 
access to the database system. 

 
o First Name- The first name of the person for whom you are adding or editing a Login 

ID or Password. 
 

o Last Name- The last name of the person for whom you are adding or editing a Login 
ID or Password. 

 
o User Name- The user name that will be used to access the database system. 

 
o Password- The password that will be used to access the database system. 

 
o To edit an existing login- Use your mouse to click on any of the words in the fields, 
and make corrections/alterations as desired. Hit the ñenterò key when finished. 
Remember the User Name and Password so that you can gain access to the 
database system the next time you open it. 

 
o To add a new login- Use your mouse to click on the empty First Name field at the 
bottom of the list. Add the appropriate information in each field, and hit ñenterò when 
finished. Remember the User Name and Password so that you can gain access 
to the database system the next time you open it. 

 
o To delete a login- Use your mouse to select the box (called a record selector) to the 

left of the First Name field of the login you wish to delete. Hit the ñdelò or ñdeleteò key. 
A box will appear asking you to confirm the deletion. If you wish to proceed with the 
deletion, select ñYes.ò If you do not wish to proceed with the deletion, select ñNo.ò 
You may delete multiple entries by selecting more than one record selector before 
hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry has been deleted from 
the Login section it cannot be retrieved. 
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¶ Person Type- To maintain the Person Type section of the Maintenance Menu (see 

Figure 7-5): 

Figure 7-5 

 
 

o This feature has been designed to provide flexibility and consistency in the use of the 
database system. In order for the tool to work correctly, a limited number of person 
categories may be used (see Figure 7-6). Any person you enter in the Personal 
Information form must be connected to one these 7 categories. However, you may 
wish to call them something in addition to one of these 7 names. You can do so by 
use of the Person Type section of the Maintenance Menu. You may have any 
number of Person Type entries, but each must be connected to one of the 7 Type 
Categories in the Type Category drop-down list. 

Figure 7-6 

Person Type Categories 

Board member 

Contributor 

Friend of program 

Person served 

Program staff 

Prospect 

Volunteer 

 
o To add a Person Type-  
 
Á In the Person Type field- Use your mouse to click inside the empty Person Type 

field at the bottom of the list. Type the entry you wish to add. You can add any 
new Person Type you wish to this list. This entry will appear in the drop-down list 
called ñPerson Typeò in the Person Status section in the upper right portion of the 
Personal Information form. 

 
Á In the Type Category field- Select one of the choices in the drop-down list. You 

cannot add a new Type Category. You must select one of the existing 
choices in order for the tool to work correctly. You CANNOT leave this field 
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blank! This ensures that the person you have entered will be recorded and 
maintained in one of the 7 person type categories. 

 
o To edit a Person Type- 
 
Á In the Person Type field- Use your mouse to click on the entry you wish to edit. 

Make whatever changes you like, and then exit the field by clicking elsewhere. 
 
Á In the Type Category field- If you need to change this information, choose one 

of the other Type Categories. You must select one of the existing choices in 
order for the tool to work correctly. DO NOT leave this field blank! This 
ensures that the person you have entered will be recorded and maintained in one 
of the 7 person type categories. 

 
o To delete a Person Type- Use your mouse to select the box (called a record 

selector) to the left of the Person Type field of the entry you wish to delete. Hit the 
ñdelò or ñdeleteò key. A box will appear asking you to confirm the deletion. If you wish 
to proceed with the deletion, select ñYes.ò If you do not wish to proceed with the 
deletion, select ñNo.ò You may delete multiple entries by selecting more than one 
record selector before hitting the ñdelò or ñdeleteò key. CAUTION: Once an entry 
has been deleted from the Person Type section it cannot be retrieved. 
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¶ Profile- Profiles (referred to interchangeably as Profiles or Data Entry Profiles) allow you 

to customize the fields you wish to have highlighted with a green background on the 
Personal Information form and tabs (for an example, see the Profile example in Chapter 
3). When you select a Profile name on the Personal Information Form, all the fields 
included in that profile will appear green, thus prompting the user to fill them with data 
required for a grant or organizational preference (see Figure 7-7): 

Figure 7-7 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Default Profile- Use this field to indicate which Data Entry Profile you want to set to 
appear automatically in the Data Entry Profile field at the top of the Personal 
Information form whenever it is opened. If the Data Entry Profile you wish to use 
does not appear in the drop-down list, you may create a new Profile using the 
Edit/Add Profile button (described below). 

 
o Edit/Add Profile button- Clicking on this button opens the ñEdit/Add Profileò form, 

which can be used to create new Data Entry Profiles, or to delete or edit existing 
Profiles. 
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o Edit/Add Profile form (see Figure 7-8): 
 

Figure 7-8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Á The Edit/Add Profile form allows the user to create new Data Entry Profiles, or to 
change or delete existing Profiles. A Data Entry Profile is a listing of fields 
(located anywhere on the Personal Information form and tabs) which the user 
wishes to have highlighted green in color, thus prompting the user to fill them 
with data required for a grant or organizational preference. 

 
Á Select Profile- Use this field to select from the Profiles that are currently saved 
in the database system. The ñDefaultò profile causes all fields to appear white on 
the Personal Information form and tabs, and cannot be edited in the Edit/Add 
Profile form. 

 
Á New Profile button- When a user clicks this button he/she will be prompted to 

enter the name of a new Profile. This Profileôs name may not be more than 20 
characters in length, and may contain no spaces or punctuation marks. After the 
user enters a new Profile name and clicks on the ñOKò button on the Profile 
Name form (click ñCancelò on the Profile Name form to discontinue creating a 
new Profile), the Edit/Add Profile form will show the new Profileôs name in the 
ñSelect Profileò field, and will include the names of all of the fields on the 
Personal Information form and tabs in the list below. The user may then 
customize the Profile by removing from the list any fields (referred to by the 
heading ñLabelò) on the Personal Information form and tabs that he/she does 
NOT wish to appear green when this Profile is selected in the Data Entry Profile 
field at the top of the Personal Information form. Fields can be removed from the 
Profile by following the instructions under ñDeleting a field from a Profileò (below). 

 
Á Blank Profile button- When a user clicks this button he/she will be prompted to 
enter the name of a new Profile. This Profileôs name may not be more than 20 
characters in length, and may contain no spaces or punctuation marks. After the 
user enters a new Profile name and clicks on the ñOKò button on the Profile 
Name form (click ñCancelò on the Profile Name form to discontinue creating a 
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new Profile), the Edit/Add Profile form will show the new Profileôs name in the 
ñSelect Profileò field, and will include only the name of the ñFirst Nameò field on 
the Personal Information form in the list below. The user may then customize the 
Profile by adding to the list any additional fields (referred to by the heading 
ñLabelò) on the Personal Information form and tabs that he/she wishes to appear 
green when this Profile is selected in the Data Entry Profile field at the top of the 
Personal Information form. Fields can be added to the Profile by following the 
instructions under ñAdding a field to a Profile (below). 

 
Á New Line button- When a user clicks this button, the cursor is moved to the 
bottom of the list of ñLabelò fields so that a new field can be added to the Profile 
(see instructions under ñAdding a field to a Profile (below). 

 
Á Delete Profile button- To delete a Data Entry Profile, first select the name of 
the Profile from the ñSelect Profileò field at the top of the Edit/Add Profiles form. 
Then, click on the ñDelete Profileò button. A ñVerify Deleteò form will appear, 
asking the user to indicate with a ñYesò or ñNoò whether the selected Profile 
should be deleted. Click ñYesò to permanently delete the Profile, or ñNoò to cancel 
the action and return to the Edit/Add Profile form. If you select yes, you will 
receive another confirmation message to which you must reply with a ñYesò to 
complete the deletion. A ñProfile deleteò message will appear when the deletion 
has occurred. 

 
Á Preview/Print button- Click this button if you wish to print a copy of the Profile 

report. The report includes all of the information you see on your screen. After 
clicking the Preview/Print Button, you may print the report by selecting the button 
with the printer icon on it. To return to the database system without printing the 
report, click on the ñCloseò button. 

 
Á Label- The ñLabelò fieldôs drop-down list contains the names of the labels for 

every field on the Personal Information form and tabs. Selecting a field in the 
ñLabelò field adds it to the Profile named in the ñSelect Profileò field at the top of 
the Edit/Add Profile form. You may not customize the ñLabelò field. 

 
Á Location- The ñLocationò field shows the user where on the Personal Information 
form or tabs that the field named in the ñLabelò field appears. This field cannot be 
updated by the user. 

 
Á Adding a field to a Profile- Select the name of the desired field from the blank 
ñLabelò field at the bottom of the existing list (it will have an asterisk in the box, or 
record selector, to the left of the field). Fields are listed in the drop-down list in 
alphabetical order by section of the Personal Information form and tabs. 

 
Á Deleting a field from a Profile- Click on the box (record selector) to the left of 
the ñLabelò field that you wish to remove. Click on the ñDelò or ñDeleteò key on 
your computerôs keyboard. You will be asked if you are sure you wish to delete a 
record. Click ñYesò to delete the record, or ñNoò to cancel the operation. NOTE- 
Deleting a field from a Data Entry Profile does NOT delete that field from 
the Personal Information form or tabs, but simply removes it from the Data 
Entry Profile. 
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¶ Program Information- Use this section to maintain basic information stored in the 

database system about your organization (see Figure 7-9) 

Figure 7-9 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Program Name- Add/edit your Programôs Name here. This is the name that will 
appear on reports produced by the database system, and on the Main Menu of the 
Database System. 

 
o Address fields- Add/edit your Programôs address information here. 

 
o Phone- Add/edit your Programôs phone number here. 

 
o Program Director fields- Add/edit your Program Directorôs name here. 

 
o Prog. ID#- This field cannot be updated, but it indicates what your Programôs 

database ID number is. This number also appears on the Main Menu of the 
Database System. 
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¶ Quarterly Report Goals- Use this section to maintain the Quarterly Report Goals 

section of the Maintenance Menu (see Figure 7-10): 

Figure 7-10 

 
 

o This section allows you to enter your annual goals for your Quarterly Service 
Report. Each year, Programs are required to submit a list of goals for the year to the 
Elderberry Institute office. Enter the numbers you submit for the appropriate category 
here in the ñGoalsò column.  

 
o To enter/edit Quarterly Report Goals- Use your mouse to click on a ñGoalsò field. 

Enter/edit the appropriate number. Be sure that you update these numbers each 
fiscal year so that the correct goals appear on your Quarterly Service Report. 

 

¶ Service Category- Use this section to maintain the Service Category section of the 
Maintenance Menu (see Figure 7-11). 

Figure 7-11 

 
 
 
 
 
 
 
 
 
 
 
 

 

¶ WARNING- Living at Home/Block Nurse Programs or other organizations using 
the Quarterly Service Report must NOT alter the existing Service Categories in 
any way. Failure to comply with this warning will result in inaccurate Quarterly 
Service Reporting!! 
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¶ Service Categories appear in the ñService Typeò section of the Maintenance Menu, and 

serve as the means of dividing the services you provide into large groups (i.e. all 
individual volunteer services, such as chore, friendly visits, etc. fall into the Service 
Category called ñVolunteer service- individualò). Be sure that you understand this 
structure before making any changes to the Service Categories in the database system! 

 
o To edit a Service Category- Use your mouse to click on the entry you want to edit. 

You may then correct spelling or perform other edits using your keyboard. 
 
o To add a Service Category- Use your mouse to click inside the empty field at the 
bottom of the list. Type the entry you wish to add. Hit the ñenterò key. All lists are 
designed to appear in alphabetical order (a-z) when they appear in a drop-down list. 
The computer will sort the fields in the list youôre working on after you leave the list, 
so that the next time you display it, it will be in alphabetical order. 

 
o To delete a Service Category- Use your mouse to click on the box (called a record 

selector) to the left of the entry you want to delete. Hit the ñdelò or ñdeleteò key on 
your keyboard. A box will appear asking you to confirm the deletion. If you wish to 
proceed with the deletion, select ñYes.ò If you do not wish to proceed with the 
deletion, select ñNo.ò You may delete multiple entries by selecting more than one 
record selector before hitting the ñdelò or ñdeleteò key. CAUTION: Once a Service 
Category has been deleted, it cannot be retrieved. 

 

¶ Service Type- To maintain the Service Type section of the Maintenance Menu (see 
Figure 7-12): 

Figure 7-12 

 
 

o The left column of the Service Type section provides the categories of services that 
feed the Quarterly Service Report. 

 
o The right column of the Service Type section provides the text for the Service Type 

drop-down on the Service Activity Log. 
 

o NOTE: A good understanding on the part of the user of the Service Type 
feature of the Maintenance Menu is vital to ensuring that services are reported 
accurately! This feature allows for customization by each Program, while still 
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retaining a structure that will enable Programs to report accurately. In order for the 
tool to work correctly, a limited number of Service Type categories may be used (see 
Figure 7-13). Definitions of the categories may be found in the referenced portion of 
the Quarterly Service Report Definitions (QSRD) document. Any service you enter in 
the Service Activity Log MUST BE connected to one of these categories. However, 
you may wish to call them something in addition to one of these names. You can do 
so by use of the Service Type section of the Maintenance Menu. You may have any 
number of Service entries, but each must be connected to one of the categories 
in the category drop-down list. 

Figure 7-13 

Service Type Categories Definition 

Admin/governance QSRD, #12 

Home health aide QSRD, #8, #9 

Nursing, in-home QSRD, #1, #6, #7 

Other QSRD, #4, bullet points 

Service coordination QSRD, #3, #14, #15 

Volunteer service- group QSRD, #11 

Volunteer service- individual QSRD, #2, #10, #13 
 

o To add a Service Type- 
 
Á In the Category field- Select one of the choices in the drop-down list. You 

cannot add a new Category. You must select one of the existing choices in 
order for the tool to work correctly. You CANNOT leave this field blank! This 
ensures that the service you enter in the Service Activity Log will be recorded 
and counted in the correct category for the Quarterly Service Report. 

 
Á In the Services field- Add the name of the service you wish to track in the 

Service Activity Log. Some services may have similar names, but are recorded 
differently depending upon who is doing them. For example, a ride provided by a 
volunteer would be recorded in the category ñVolunteer service- individual.ò But a 
ride provided by staff on Program time would be recorded in the category 
ñService coordination.ò Therefore, you may wish to designate Service names 
such as ñRide- volò (connected to the ñVolunteer service-individualò category) and 
ñRide- staffò (connected to the ñService coordinationò category). The list of entries 
as they appeared when the database system was first distributed serves as an 
example of this approach (see Figure 7-14). 

Figure 7-14 

Category Services 

Admin/governance Board/committees- vol 

Admin/governance Data entry- vol 

Admin/governance Office work- vol 

Admin/governance Report preparation- vol 

Home health aide Home health aide visit 

Home health aide Homemaker- agency 

Nursing, in-home Foot care- clinic 

Nursing, in-home Nursing visit 

Other Other service 
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Category Services 

Service coordination Health or safety class- staff 

Service coordination Referral and follow-up staff 

Service coordination Service by staff 

Service coordination Service coordination- staff 

Volunteer service- group Volunteer service- group 

Volunteer service- individual Chores- vol 

Volunteer service- individual Finances or medical claims- vol 

Volunteer service- individual Health or safety class- vol 

Volunteer service- individual Ride- vol 

Volunteer service- individual Shopping- vol 

Volunteer service- individual Snow removal- vol 

Volunteer service- individual Volunteer service- individual 
 

o To edit a Service Type- 
 
Á In the Category field- If you need to change this information, choose one of the 

other Categories. You must select one of the existing choices in order for 
the tool to work correctly. You CANNOT leave this field blank! This ensures 
that the service you have entered will be recorded and maintained in one of the 8 
Service Type categories. 

 
Á In the Services field- Use your mouse to click on the entry you wish to edit. 

Make whatever changes you like, and then exit the field by clicking elsewhere. If 
the Service Type you are attempting to change has been used in the Service 
Activity Log, you will be reminded that the change will automatically be made in 
every record in the Service Activity Log where this Service Type is in use. 

 
o To delete a Service Type- Use your mouse to select the box (called a record 
selector) to the left of the Category field of the entry you wish to delete. Hit the ñdelò 
or ñdeleteò key. A box will appear asking you to confirm the deletion. If you wish to 
proceed with the deletion, select ñYes.ò If you do not wish to proceed with the 
deletion, select ñNo.ò You may delete multiple entries by selecting more than one 
record selector before hitting the ñdelò or ñdeleteò key. If a Service Type has been 
used in the Service Activity Log, you cannot delete it from the Service Type 
section of the Maintenance Menu. 

 
o CAUTION: Once an entry has been deleted from the Service Type section it 

cannot be retrieved. 
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¶ Service Type (Additional) - To maintain the Service Type (Additional) section of the 

Maintenance Menu (see Figure 7-15): 

Figure 7-15 

 
 

o The left column of the Service Type (Additional) section provides the categories of 
services that feed the Quarterly Service Report. 

 
o The right column of the Service Type (Additional) section provides the text for the 

Service Type drop-down on the Service Activity Log (Additional). 
 

o A good understanding on the part of the user of the Service Type (Additional) 
feature of the Maintenance Menu is vital to ensuring that services are reported 
accurately! This feature allows for customization by each Program, while still 
retaining a structure that will enable Programs to report accurately. In order for the 
tool to work correctly, a limited number of Service Type (Additional) categories may 
be used (see Figure 7-16). Definitions of the categories may be found in the 
referenced portion of the Quarterly Service Report Definitions (QSRD) document. 
Any service you enter in the Service Activity Log (Additional) must be connected to 
one these categories. However, you may wish to call them something in addition to 
one of these names. You can do so by use of the Service Type (Additional) section 
of the Maintenance Menu. You may have any number of Service entries, but each 
must be connected to one of the categories in the Category drop-down list. 

Figure 7-16 

Service Type Categories Definition 

Health promotion QSRD, #16 

Outreach QSRD, #17 

Additional people served QSRD, #5 

 
o To add a Service Type (Additional)- Follow the instructions for adding a Service 

Type in the Service Type section of the Maintenance Menu. For simplicityôs sake, 
you may wish to use only the 3 categories with exactly the same name for services in 
the Service Activity Log (Additional). You can record what kind of health promotion or 
outreach event occurred in the notes field of the Service Activity Log (Additional). 
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o To edit a Service Type (Additional)- Follow the instructions for editing a Service 

Type in the Service Type section of the Maintenance Menu. 

 
o To delete a Service Type (Additional)- Follow the instructions for deleting a 

Service Type in the Service Type section of the Maintenance Menu. 
 

¶ Support Organizations- To maintain the Support Organizations section of the 
Maintenance Menu (see Figure 7-17): 

Figure 7-17 

 
 
 
 
 
 
 
 

 
o This is the place where the user enters information about the Support Organizations 

that are serving the people who are also being assisted by the Program. Once an 
organization is entered here, its name appears in the Organization drop-down list on 
the Support Organizations tab of the Personal Information form (see instructions in 
Chapter Three for using this tab). 

 
o To add a Support Organization- An unlimited number of Support Organizations can 

be entered in the Support Organizations section of the Maintenance Menu. When 
you enter the name of one organization, an additional blank record appears below. 
Begin entering a new record by using your mouse to click in the Organization field of 
the blank record. 

 
Á Organization- Enter the name of the organization. 
Á  
Á Org. Type*- Select an organization type. 
Á  
Á Services- Enter the service or services this organization provides for elders. 
Á  
Á First/MI/Last- Enter the first name, middle initial and last name of the contact 

person from the organization with whom you communicate. 
 
Á Title- Enter the title of the contact person. 

 
Á Email- Enter the email address of the contact person. 

 
Á Prim-Phone- Enter the primary phone number of the contact person. 

 
Á Other- Enter the other phone number of the contact person you wish to record. 

 
Á Address/City/State/Zip*- Enter the street address, city, state and zip code of the 

organization. 
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o To edit a Support Organization- Simply scroll through the list of Support 

Organizations by using the scroll bar on the right side of the list. Use your mouse to 
click on the information you wish to change and make your changes. 

 
o To delete a Support Organization- Use your mouse to select the long rectangular 

box (called a record selector) to the left of the Support Organization record you wish 
to delete. Hit the ñdelò or ñdeleteò key. A box will appear asking you to confirm the 
deletion. If you wish to proceed with the deletion, select ñYes.ò If you do not wish to 
proceed with the deletion, select ñNo.ò You may delete multiple entries by selecting 
more than one record selector before hitting the ñdelò or ñdeleteò key. CAUTION: 
Once an entry has been deleted from the Support Organization section it 
cannot be retrieved. 

 

¶ Title 3 Categories- Use this section to maintain Title 3 Service Categories (see Figure 
7-18) 

Figure 7-18 

 
 
o Title 3 Service Categories enable the database system to divide Title 3 Services 

into larger categories for the purpose of the Title 3 Persons Served Reports (see 
the Report Menu for more information about these reports). 

 
o Your Title 3 funder will provide you with Title 3 Service Definitions, which will 

define the broad categories into which particular Title 3 services should fall on 
your Title 3 Persons Served report. Use this section of the Maintenance Menu to 
add/edit Title 3 Categories according to the requirements of your Title 3 funder. 

 
o To edit a Title 3 Service Category- Use your mouse to click on the entry you 

want to edit. You may then correct spelling or perform other edits using your 
keyboard. 

 
o To add a Title 3 Service Category- Use your mouse to click inside the empty 
field at the bottom of the list. Type the entry you wish to add. Hit the ñenterò key. 
All lists are designed to appear in alphabetical order (a-z) when they appear in a 
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drop-down list. The computer will sort the fields in the list youôre working on after 
you leave the list, so that the next time you display it, it will be in alphabetical 
order. 

 
o To delete a Title 3 Service Category- Use your mouse to click on the box 

(called a record selector) to the left of the entry you want to delete. Hit the ñdelò or 
ñdeleteò key on your keyboard. A box will appear asking you to confirm the 
deletion. If you wish to proceed with the deletion, select ñYes.ò If you do not wish 
to proceed with the deletion, select ñNo.ò You may delete multiple entries by 
selecting more than one record selector before hitting the ñdelò or ñdeleteò key. 
CAUTION: Once a Title 3 Service Category has been deleted, it cannot be 
retrieved. 

 

¶ Title 3 Service Category Links- Use this section to maintain Title 3 Service Category 
Links (see Figure 7-19). 

Figure 7-19 

 
 

o Title 3 Service Category Links enable the database system to allocate Title 3 
Services to larger categories for the purpose of the Title 3 Persons Served 
Reports (see the Report Menu for more information about these reports). 

 
o Your Title 3 funder will provide you with Title 3 Service Definitions, which will 

define the broad categories into which particular Title 3 services should fall on 
your Title 3 Persons Served report. Use this section of the Maintenance Menu to 
link the Title 3 Services you have already entered in the Service Type section of 
the Maintenance Menu to the Title 3 Service Categories you entered in the Title 3 
Categories section of the Maintenance Menu according to the requirements of 
your Title 3 funder. 

 
o To link a Title 3 Service Category to a Title 3 Service Type- Every Service 

Type that is prefaced by the applicable Title 3 designation (i.e. 3B-) will appear in 
the 3B Service Type field. In the 3B Service Category field to the left of the 3B 
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Service Type, select the appropriate 3B Service Category according to the 
requirements of your Title 3 funder. 

 
o EVERY Title 3 Service Type MUST be linked to a Title 3 Service Category in 

order for your Title 3 Persons Served reports to work correctly. 
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Chapter Eight:  Report Menu  
 

Report Menu (Figure 8-1) 

Figure 8-1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ This section of the database system provides the user access to a number of useful 
mailing lists and reports. These lists and reports can be printed for use by the Program. 
Program boards will find these reports especially useful, and should regularly 
review selected reports at their monthly meetings. 

 

¶ Back button- Clicking this button will close the Report Menu and take you back to 
previously viewed form (typically the Main Form). 

 

¶ Report List- This section of the Report Menu provides the user with a list of the reports 
available for printing from the database system. 

 

¶ Report Parameter- This section of the Report Menu provides the user with additional 
options (when relevant) and instructions. 
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How to perform an ElderWise Export (Title 3E- CCC)  
 

¶ For detailed instructions for using the Elderberry Database system to report for the CCC 
(Caregiver Connections Collaborative), see the document in the Appendix titled ñUsing 
the Elderberry Database System for Title 3E Reportingò. 

 

¶ Click on the ElderWise Export (Title 3E- CCC) option in the Report List (see Figure 
8-2). 

 Figure 8-2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ In the Report Parameter window, select the appropriate quarter and year. For the 
purposes of the CCC, quarters correspond to the CALENDAR year, not the state 
FISCAL year. 

 

¶ Follow the instructions on the Report Parameter subform, then click the ñExportò button. 
Follow the instructions in the Appendix titled ñUsing the Elderberry Database System for 
Title 3E Reportingò to send your exported files to Elderberry Institute. 

 

¶ The Title 3E Service By Caregiver Report makes it possible for users to see the total 
number of units by service type that are being exported in their Elderwise Export (Title 
3E- CCC), not including a count of volunteers. For more details, see the ñHow to print 
the Title 3E Service By Caregiver Reportò section later in this chapter. 

 

¶ NOTE: The ElderWise Export enables the Elderberry Database system to export data 
required for Federal Title 3E Caregiver funds. Programs that are not a part of the CCC 
may still wish to use the tool to report to their Title 3 funder if they are receiving Title 3E 
Caregiver dollars. Contact Elderberry Institute staff for help with this process.  
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How to print Mailing Labels for most people 
 
¶ Mailing Labels can be printed from the Sorting Tool as well. For more information about 

this feature, see Chapter Nine, Sorting Tool. 
 

¶ Click on the Mailing Labels option in the Report List. A note will appear below the 
ñReport Listò to indicate the kind of labels for which the report has been formatted. 

 

¶ In the Report Parameter window, a list will appear (see Figure 8-3). 

Figure 8-3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Select one or more of the options from the Mailing Labels for: list. To select more 
than one option at one time, hold down the ñCTRLò key on your keyboard. 

 
o If you wish to print mailing labels for all people, simply make no selection and click 

on the Preview or Print button. This will generate one mailing label (in alphabetical 
order) for every person who has been entered in the Personal Information form and 
has been given any Person Type in the Personôs Status section of the Personal 
Information form. Only one label will be generated for each person, even though they 
may have numerous Person Type entries. 

 
o The entries in the ñMailing Labels for:ò list correspond to the Person Type entries the 

user has made in the Person Type field in the Personôs Status section of the 
Personal Information form. Selecting ñBlock nurseò will generate one mailing label (in 
alphabetical order) for each person who has been entered as a ñBlock nurse,ò etc. 

 
o Preview button- After you select one (or more) of the Mailing Labels For: options, 

click the Preview button to see the list of mailing labels. To print the labels, select 
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the button with the printer icon on it. After printing, or to return to the database 
system without printing the labels, click on the ñCloseò button. 

 
o Print button- To print the labels without viewing them first, click the Print button. 

 

¶ Use Avery Laser #5160 or Avery Injket #8160 (or equivalent) labels. 
 

¶ Some mailing lists may extend beyond one page. To determine if this is the case, check 
the page number in the lower left corner of the window containing a preview of the labels 
If it indicates that there are multiple pages, use the arrows at the lower left to navigate 
between pages of the list. 

 

How to print Mailing Labels for Support Organizations 
 

¶ Click on the Mailing Labels Support Organization option. 
 

¶ In the Report Parameter window, a list will appear (see Figure 8-4). A note will appear 
below the ñReport Listò to indicate the kind of labels for which the report has been 
formatted. 

Figure 8-4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ If you wish to print mailing labels for all support organizations, simply make no selection 
and click on the Preview or Print button. This will generate one mailing label (in 
alphabetical order) for every support organization that has been entered in the 
Maintenance Menu. 

 

¶ Select one or more of the options from the Mailing Labels for Support Organization: 
list. To select more than one option at one time, hold down the ñCTRLò key on your 
keyboard. 
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¶ The entries in the ñMailing Labels for Support Organization:ò list correspond to the 

entries the user has made in the Org Type field in the Support Organizations section of 
the Maintenance Menu. Selecting ñCommunity programò will generate one mailing label 
(in alphabetical order) for each support organization that has been entered as a 
ñCommunity programò, etc. 

 

¶ In the Report Parameter window, Preview and Print buttons will appear. 
 

o Preview button- Click the Preview button to see the list of mailing labels. To print 
the labels, select the button with the printer icon on it. After printing, or to return to 
the database system without printing the labels, click on the ñCloseò button. 

 
o Print button- To print the labels without viewing them first, click the Print button. 

 

¶ Use Avery Laser #5160 or Avery Injket #8160 (or equivalent) labels. 
 

¶ Some mailing lists may extend beyond one page. To determine if this is the case, check 
the page number in the lower left corner of the window containing a preview of the labels 
If it indicates that there are multiple pages, use the arrows at the lower left to navigate 
between pages of the list. 
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How to print Mailing Labels for Support People 
 

¶ Click on the Mailing Labels Support Person option in the Report List. 
 

¶ In the Report Parameter window, a list will appear (see Figure 8-5). A note will appear 
below the ñReport Listò to indicate the kind of labels for which the report has been 
formatted. 

Figure 8-5 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Select one of the options from the Mailing Labels for Support person: list. 
 
o If you wish to print mailing labels for all support people, simply make no selection 

and click on the Preview or Print button. This will generate one mailing label (in 
alphabetical order) for every support person that has been entered in the Support 
People tab of the Personal Information form. 

 
o Select one or more of the options from the Mailing Labels for Support person: list. 
To select more than one option at one time, hold down the ñCTRLò key on your 
keyboard. 

 
o The entries in the ñMailing Labels for Support personò list correspond to the entries 

the user has made in the Service Role field in the Support People tab of the PI form. 
Selecting Primary caregiver will generate one mailing label (in alphabetical order) 
for each person who has been entered as a ñPrimary caregiver,ò etc. 

 
o Preview button- After you select one of the Mailing Labels For Support person: 

options, click the Preview button to see the list of mailing labels. To print the labels, 
select the button with the printer icon on it. After printing, or to return to the database 
system without printing the labels, click on the ñCloseò button. 

 
o Print button- To print the labels without viewing them first, click the Print button. 
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¶ Use Avery Laser #5160 or Avery Injket #8160 (or equivalent) labels. 
 

¶ Some mailing lists may extend beyond one page. To determine if this is the case, check 
the page number in the lower left corner of the window containing a preview of the labels 
If it indicates that there are multiple pages, use the arrows at the lower left to navigate 
between pages of the list. 

 

How to print the Quarterly Service Report 
 

¶ Click on the Quarterly Service Report option in the Report List. 
 

¶ In the Report Parameter window, additional options will appear (see Figure 8-6). 

Figure 8-6 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

o Select Year- Select the year for which you wish to print the Quarterly Service 
Report. Remember that the reporting year is the state FISCAL year, and runs from 
July 1 of one year through June 30 of the following year. 

 
o Select Quarter- Select the quarter for which you wish to produce a Quarterly Service 

Report. 
 

o Enter YTD Estimate of Additional People Served- At the end of each quarter, you 
compare the number of additional people served that youôve entered for each quarter 
in the Service Log (Additional) and determine what the unduplicated total for the year 
is. Enter that number in the ñYTD Estimate of Additional People Servedò field. You 
must update this number each quarter before submitting a Quarterly Service 
Report. See the Quarterly Service Report Definitions document for an explanation of 
unduplicated counts (table) and for the definition of Additional People Served (#5).  

 
o Click ñGoalsò to be sure...- Clicking the ñGoalsò button will take you to the Quarterly 

Report Goals section of the Maintenance Menu, where you can update your goals. 
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When you have finished updating the goals, click the ñBackò button at the top of the 
Maintenance Menu to return to the Print Quarterly Service Report menu. 

 

o Preview button- After you select the year and quarter for which you wish to 
print the Report, and have updated the YTD Estimate of Additional People 
Served and your Quarterly Report Goals, click the Preview button to see the 
Report (it will take a few seconds to generate itself). A sample of the actual 
report is included below (see Figure 8-7). To print the report, select the button 
with the printer icon on it. After printing, or to return to the database system 
without printing the report, click on the ñCloseò button. 

 
Figure 8-7 

 

 
 
o Print button- To print the Report without viewing it first, click the Print button. 
 
o E-mail Address- This is the place to enter the destination e-mail address for the 

Quarterly Service Report so that you can send it electronically to Elderberry Institute. 
The correct address for this field is: elderb@elderberry.org 

 
o Send button- Click this button to send the Quarterly Service Report via email to 

Elderberry Institute. Before clicking this button, be sure you select the appropriate 

mailto:elderb@elderberry.org


 Elderberry Database System Userõs Manual                              8-9 

 
year and quarter in the ñSelect Yearò and ñSelect Quarterò fields, and ensure that 
your computer is connected to the internet. 

 

¶ After your Report has been sent, a message box will appear telling you ñThe 
Quarterly Report data has been emailed successfully.ò You should check the ñsentò 
folder of your email program to ensure that the email was actually sent. 

 

¶ If you have any problems sending the Report electronically, contact the 
Elderberry Institute office for assistance. 

 

How to print the Referral Report 
 

¶ The Referral Report provides the Program with an overview of the various ways people 
who have been entered in the Personal Information form have come to be a part of the 
Program. It may be useful in helping the Program target certain events that have been 
successful in attracting a significant number of persons served or volunteers, etc. 

 

¶ Click on the Referral Report option in the Report List (see Figure 8-8). 

Figure 8-8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ In the Report Parameter window, Preview and Print buttons will appear. 
 

o Preview button- Click the Preview button to see the Referral Report (see 
Figure 8-9). To print the Report, select the button with the printer icon on it. 
After printing, or to return to the database system without printing the Report, 
click on the ñCloseò button. 
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Figure 8-9 

 

 
 

o Print button- To print the Report without viewing it first, click the Print button. 
 

¶ 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. 
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 How to print the Services Activity Report 
 

¶ The Services Activity Report summarizes the number of hours and visits by type of 
services provided by the Program. It may be useful in helping the Program analyze how 
many hours and visits (if applicable) it has performed or coordinated during the last 4 
months from the date entered in the ñService Activity Report as of:ò field (see below). 

 

¶ Click on the Services Activity Report option in the Report List. 
 

¶ In the Report Parameter window, additional options will appear (see Figure 8-10). 

Figure 8-10 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Service Activity Report as of- Enter the date from which you wish to print the 
report. The Services Activity Report will print information for the month entered up to 
the day entered, and data from the previous 3 months. It also compares the current 
monthôs data with the same monthôs data from a year ago. 

 
o Preview button- Click the Preview button to see the Services Activity Report (see 

Figure 8-11. To print the Report, select the button with the printer icon on it. After 
printing, or to return to the database system without printing the Report, click on the 
ñCloseò button. 

 
o Print button- To print the Report without viewing it first, click the Print button. 
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Figure 8-11 

 
 

¶ 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. 
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How to print the Status As Of Report 
 
¶ The Status As Of Report gives you a list of what peoplesô statuses were changed to a 

specific status during a certain time period.  It will list their name, what date their status 
was changed and their database identification number. 

 

¶ Click on the Status As Of option in the Report List (see Figure 8-12). 
 

Figure 8-12 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ In the Report Parameter window, a status drop-down list, dates between choices and 

preview and print buttons will appear. 
 

o Status Drop-down List ï Choose the changed status you with you include in the 
report. For example, to see a report of all Persons Served whose status was 
changed to ñInactiveò during a particular time period, select ñInactiveò from the list. 

 
o Between: [Date] And [Dates] ï Enter or select the beginning and ending date for 

the report. 
A 

o Preview button- Click the Preview button to see the Status As Of Report (see 
Figure 8-13). To print the Report, select the button with the printer icon on it. After 
printing, or to return to the database system without printing the Report, click on the 
ñCloseò button. 

 
o Print button- To print the Report without viewing it first, click the Print button. 
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Figure 8-13 

 

 
 

¶ 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. 
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How to print the Status Report 
 
¶ The Status Report summarizes the number of and status of people associated with the 

Program (for example, how many persons served or board members are in the Program) 
and changes from previous periods. It may be useful in helping the Program review how 
the numbers of people associated with the Program have grown or declined during the 
past 4 months (from the current date). The report also compares the numbers with those 
from one month and one year ago. 

 

¶ Click on the Status Report option in the Report List (see Figure 8-14). 
 

Figure 8-14 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ In the Report Parameter window, Preview and Print buttons will appear. 
 

o Preview button- Click the Preview button to see the Status Report (see ). To print 
the Report, select the button with the printer icon on it. After printing, or to return to 
the database system without printing the Report, click on the ñCloseò button. 

 
o Print button- To print the Report without viewing it first, click the Print button. 
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Figure 8-15 

 
 

¶ 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. 
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How to print the Support Network Report 
 

¶ The Support Network Report summarizes the types of support relationships (outside the 
Program) in place for people served, including unique individual or family supports (e.g., 
family caregivers, conservator), and organization supports (e.g., local programs that 
provide specific services to seniors). 

 

¶ Click on the Support Network Report option in the Report List (see Figure 8-16). 
 

Figure 8-16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ In the Report Parameter window, Preview and Print buttons will appear. 
 

¶ Preview button- Click the Preview button to see the Support Network Report (see 
Figure 8-17). To print the Report, select the button with the printer icon on it. After 
printing, or to return to the database system without printing the Report, click on the 
ñCloseò button. 

 

¶ Print button- To print the Report without viewing it first, click the Print button. 
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Figure 8-17 

 
 

¶ 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. 
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How to print the Support Persons/Organizations Report 
 

¶ The Support Persons/Organizations Report summarizes which people have support 
persons or organizations. The report lets you choose whether you want to see a list of 
people with their support person, their support organization or both. It also lets you 
choose people of certain status(es) to appear on the report.  

 

¶ Click on the Support Persons/Organizations Report option in the Report List (see 
Figure 8-18). 

 

Figure 8-18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
¶ In the Report Parameter window, a drop-down menu and Select Status(es) window will 

appear. 
 

¶ Drop-down List:  Choose whether you want your report to show peopleôs Support 
Persons, Support Organizations or Both. 

 

¶ Select Status(es) ï Leave Blank for All ï Select the status(es) of the people to be  
included on the report (or leave blank for all). 

 

¶ Preview button- Click the Preview button to see the Support Person/Organizations 
Report (see Figure 8-19). To print the Report, select the button with the printer icon on it. 
After printing, or to return to the database system without printing the Report, click on the 
ñCloseò button. 

 

¶ Print button- To print the Report without viewing it first, click the Print button. 
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Figure 8-19 

 
 
¶ 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 the 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 
ñTitle 3 Categoriesò and ñTitle 3 Service Category Linksò section of Chapter 
Seven. 
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¶ 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 personsô data. 

 

¶ Click on the Title 3B, C, D Persons Served Report option in the Report List. 

Figure 8-20 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ In the Report Parameter window, additional options will appear (see Figure 8-20). 
 

o From/To- Select or enter the beginning and ending dates for the report. 
 
o Select Title Options (unlabeled)- Click on the radio button next to the Title 3 Report 

you wish to produce. 
 

o Select Format- From the drop-down list, select the format of the Title 3 Report you 
wish to produce. The ñdefaultò entry corresponds to reports used by the Central MN 
Council on Aging. The ñMAAAò 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. 

 
o Preview button- Click the Preview button to see the Title 3B, C, D Persons Served 

Report (see Figure 8-21). To print the Report, select the button with the printer icon 
on it. After printing, or to return to the database system without printing the Report, 
click on the ñCloseò button. 

 
o Print button- To print the Report without viewing it first, click the Print button. 

 


































































































