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| ntroducti on to the User 0s

Wel come to the Userd6s Manual f or t he

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.

This User 6s

can c¢click on

another place in the document, or to open a Web page. To move to another part

Using this Manual

El der be

Manual can be used asasapdfprinted
or MS Word file. When using the Manual on a computer running MS Word, you

any of the hyperlinkstl ocated t

of the document from within the Table of Contents or the Index, hold down the
ACtrl o button on your keyboard and

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
| nst iWeb site Gesto the Elderberry Database page located in the
A Res our c e ship:/envewcetderbenmy.orf/database.asp).

i ck on


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

Installation/Upgrading, Registration & Logging In

System requirements

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

New Installation on one computer

T Create a folder call ed BMydeDobceurneyn tibseadt aaéboal sdee ri.n
usingWindows 7, you can find the contents of the
AiDocument so Library.

1 The database system comes in the form of three files:
o fElderberryVersionX.mdbo ( w K epresents the current version number i this
is t he #Ad rfoinlte efnadr ), your database

o AEl derber oy Dhait 8. msdbtoh®OATRadk | end oand your dat

o A Mo u s e Ho(ihik filechélps make some features of your database work
properly).

1 Copy all three files from the installation CD (or download from the www.elderberry.org
website)t o \My@®ocuments\Elderberry Databaseod(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
- — — - A
= R
@ gl 4 ek » Sdererry Databa. -4l #5100 240
Oiganize v clode in libeary Rice with B feslde - - 7
 Favorites
Bl Desktop N s,
e | Z P 4
& Downloschs . -.Lu
B Dropbox
<) Recent Places :
s EderberryDats  ElderberVession  Mousettock.dll
Y
4 Lbnanes
‘ -] Documents
o) Music
e Pictures
B Video:
3 tems
L =

1 Createashortcutf or t he @ EI| dXe mh fdledon the/desktspi Yauncan create a
shortcut by following these simple steps:


http://www.elderberry.org/
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1. Navigat e t o tEldeberfyVelsienXnmdled ifOA\Myyour 0
Documents\Elderberry Databaseofolder.

2. Right click on the file name.
3. From the resulting menu, select, fcSend Too,
4. Cl ose the folder youb6re in and return to th

there.

T Name the shortcut A EdwhereXrepresents theBurrdéheversiano n
number). Double clicking this icon on the desktop will open the database system.

T Foll ow t he st epAttach Databade@ pt @ ratteamc h it he AFront E
(ElderberryVersionX.mdb) and i B a ¢ k il& (EldetberfyData.mdb) of the database
system.

New installation on a network
1 Determine which computer on your network will serve as the hostfort he A Back End?o
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 i F o nt  E BldederriMersianX.rhdb).

1 Onthe computer that will serve as the data host,foll ow t he instructions un
installation on one computero (above).

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

1. Create a folder call ed HBEMydeDobceurmeyn tlbsadt afboal sdee
youareusingWi ndows 7, you can find the contents
folder in the ADocumentsodo Library.

2. CopyONLY theflesnamed AEIlI der berd y(Mreehresrieo nXX .rnmedpbr e s e n
current version number)a nd A Mo u s efridno tbekinstdllatibn CD (or from
the www.elderberry.org website)t o \My@ocuments\E| der berry Dat abas:

3.1 f necessary, change propeXr ndbéothaitheg he AEI d
arenolongerir ead (epvkeybdbhe NOTE Attach Ddiahgsdde f otren, i
more details).

4. Createashortcutf or t he AElI dXembéor yVéesiovmncarhe deskt
create a shortcut by following these simple steps:

A Navigate t o (EleberfyVelsienXnmaled FfO\Myyour
Documents\Elderberry Databaseofolder.

A Right click on the file name.

A From the resulting menu, select, fASend

A

shortcut).o
Close the fnoladnedr ryeotuubrrne tio t he desktop.
shortcut there.
5. Name the shortcut A EKdwhereXrepresents tizBurrdéhe r si on
version number). Double clicking this icon on the desktop will open the database
system.
6. Follow the steps in chaptert e rAttachfDatabasedét o att ach t he AFront
(ElderberryVersionX.mdb)andi Back Endo f il e (detheder berryDa
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database system. Re me mber t o browse to the fdl e name
located on the data hostcomputerdur i ng t he fiattach databas

Installing Upqgrades

1 Toinstall 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.\

1 NOTE: Always create abackupof your AEIl derberryData. mdbo f il
any upgrade!
1. To create a backup, make a new folder in your C:/My Documents/Elderberry
Databasefolderand titl e it ABackupDATEO with ADAT
2. Right click on your fAEl derberryData. mdbo fi
3. Open your new ABackupDATEO fol der
4. Right <c¢click in the white space of the new f

Reqgistration (Figure 1-2)

Figure 1-2

Registration Form
Please do nol skip regstration, this will #stablish the
sowce of data when prepanng management reports
Yelow boxes indicate requwed fields

” Organization: ity EarILE

Address 1: [1234 Oax Avenus

B Address 2:

te/Zip: |St Paul [Mn [ 55104

Phane: }(555) 556-5555

ase 10: 105 Cal Ederdary hsthate at 00-320-1707 for D¢

Administrator

First/MiLast Name: [Tom [L [Gossett
ser Name/Password: [Tom [elders

1 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.

B Address Fields:
0 Address_ 1-Enter the street address of your Prog

0 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.

0 Zip- Enter the 5 or 9 digit zip code for your Program.
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EPhone—Enter the Programbs phone number.

n 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.

B Administrator:

o First/MI/Last Name- Enter the first name, middle initial and last name of the
Programbés Director.

0 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.

0 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.

BFinishButton—CIick this button when youbre finished e

Loqgging in (Figure 1-3)

Figure 1-3

==] Login
Uszer Name:
|

Password:

!

Attach Databass

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
systemd Bain 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.

CCC CCF

Attach Database- Click to attach the front end of the database to the back end. See
chapt eAttadh Patapasdd f or det ai | s.
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Change Login (Figure 1-4)

Figure 1-4

%Change Login x
New Password:

Verify:

| Cancel

0K

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.

CCF

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

Cancel- Click to cancel changing your password.

N -

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 (Fiqure 2-1)

Figure 2-1

-] £B Menu - = X

P Elderberry Institute @

Living ar Home ™ Block Nurse Progrun

Database Tool
B PERSON SEARCH
SERVICE ACTIVITY LOG

ADMIN TO DO LIST

MAINTENANCE MENU

REPORT MENU

SORTING TOOL

ATTACH DATABASE

Venion 3 4 for Access 20008 v Institute, 2007 ———
Organization ID # 05 wwr aketheomg org ExiT

My Program's Name

] 2

1 This is the Main Form that you will use to access the various functions of the database
system (see Figure 2-1).

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

Toreturn to this Main Form, sel ect t he 0 dhathenforf@r mo butt on
To exit the database system, select the Exit button.
A hyperlink appears below the copyright notice on the Main Form to Elderberry

Instituteds website. Clicking on this |ink w
www.elderberry.org.

CECCF
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Person Search (Fiqure 2-2)

Figure 2-2
)| - = x
Person Se.:mch Prrd Pessor's Pocond | P Comact L .Twmk S
Dearoh try Last Warm it Mawe Vi Hasewee Ferses Type e S -~ )
__| | === Il =] Mte Mhcew® ek fherad il et Chage Oue
. ' addias Al Neoe A Per: d Par: 132008
ddies Al None Al fﬂ Per 1132008
“laadas Al Noa Al Boad ember  Boad mambar 272018
Wddes A None A1 Board member Boars member Actve 1162010
Andecsan St Nene  Siem SPCE Parson Serw Peescn sermd Act  320.854-6957 WR2005
Vindersan Stom Nooe Stew  Block murse Program staf Actve  220.854.6057 92872004
Anderson Steve Nonwe Stewe  JE-Caregner Peezon served Active  320-853-6057 102W2005
Taana “Attve Nens Acthe  JECar Recipent  Parson semved o
Ynne Aztve None Actne  Block murse Program staf Actve W32005
Janne ALt Nenw Acthe Contnbatir Comtributor Actim 19292005
Ve Actwo None Actwve - JE Caregwver Perscn secved Actre WAN2005
KCleawring Wialy None Wally  Bosed memiber Bowrt mwimber Actim TR2004
" Kleavwring viaty Moow Wialy 35 Care Recipant  Person senved | Acthe YIB200¢
KCleavering Winly None Waly  Vourseer Yolurtesr Actve 3172005
Pralmation Dovattyy None Donottyy  3ECam Recipant  Peeson sened Actvwe (5124 5551219 752001
Calmation Dosctny Mone Doroory Program mat Program staf Actve (612} 5551212 A1872008
Dalmatiom Drotiyy None Dottty SPCE Persan Sens Person seevmd Active  1512) 5551212 W232005
ﬂE)aL-nmnn Doeoteyy Honw Dottty Persen senved Peson served Acig (512} 5551212 5272003
Becora Lot iD "M o Pilgred  Search

9 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.

1 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.

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

o

2

Search by Last Name, First Name or Nickname - Enter the first few letters of
any per s tastorsickhame is 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.

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.

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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” 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.

B 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 indivi dua-tlickiorBtear ch byo filter,
Figure 2-3
Person Search Pirt FersorlsPocced | P Covact i | MAs MEw | &
Dearc try Last Marw Trse are [ Fernar Type Possw Lawgary  Dlwbes _ )
Zn T
£ L od P Aers Mo @ il Dete  Chasgs ODute
] - I =] L=l .
ﬁ » laddies Al Meoe A 2 1008
iges 5 e el My Programs ame - o5
Addias Al None Al Ho Parsonal informa bon about Al Addss b’;‘_‘# o010
Wddies A Nene A Board mem| ey e e 5 1010
andecsan St Nenw Siem  SPACE Par == 100S
Windersan Stom Neow Stew  Block mursq 004
Anderson Steve Nonw Stewe  IE-Caregi 2005
lanna Acthe Neos Acthe  3E-Care Rel
Vanne Actae None Actve  Block murad 1005
s ALt Nenw Aot C by 2005
Yumie Actno None Actve JECaregm| 005
Clesvwring Waly None Waly  Bosed mem 0oe
ot e — L e et v b —
leawing Viaty Neow Waly  3ECam R 004
Kleavering Vinly None Waly  Volurseer o B Phone (551 ST 1005
Palmation Doty Nonw Denottyy  3E-Care R 33,::: pYerr— 001
Kalmanon Dorcory None Dorosy  Program st oy TSR T 1005
Dalmativm Dteotiyy Nene Dottty  SPCE Per 1005
il waaa e om— S e —
Dalmation Doty Hone Doeotty  Persen sen| 003
-
Fecorm LotBd  » o Pillered  Search [ Aites of Daly Luing [ADLS] ]
[T 52008
= ]
I |
= ]
[ |
==y

T Print Per so(eefiguRre-8)or d

nSeIect a personds record by clicking once on
box (called arecordselector) t o t he | eft of the personbds na

ECIick the APri ot bRhet ®onds Record

You will then see a form wi thisformineludgselr sonés e
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.

To print this form, select the button with the printer icon on it. After printing, or to
return to the database systemwi t hout printing the fbartm,oncl i c
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Figure 2-4
“H] Pervan Sasrch = %
Pcrscm S{_‘iu’ch Pried Person's Petosd ] Prird Contact List I ﬁ MAIN MEWY |
Sasrch by Lol MName et lae ~ carane Sersom Type Foraa Cavogory rmn
] [ JPemonzersd o o mans  vsssmamse méniDate _ Change Dae

P [Addies A None A Pers vod Parsen nmd lqctm 10v32006

|Dalmation Dorothy None Dorothy Pers Parson sened Actve  (512) 5659212 22003

[Duck Dua Nm; Dus Pason served Fa;;t;\_;

[Svmh Al None A Person sevved Perscn » a @

[Sman ™ Pane Jow  Pwison seed Prrscn b Mo re x:_" S

Snake Stove Noos Stewm  Person served Parsen =

Thies Tina None Tina Paron served
—'\;'alms Wally None 'Waby Parsnv;-;w;d

Recoet W Yol ® b o Fiverea | Seacn

1 Print Contact List (see Figure 2-4)

B To print a contact list (containing the name, status, home phone and address of each
person whose name appears on the Person Searchf or m) c¢l i ck on the AP
Listo button.

E If you first filter the Person Search form by usingoneormoreof t he HfAdSear ch by
options described in the AUsing the Search B
then click the Print Contact List, you will see a Contact List limited to the names that
appear on the Person Search form.

E To print the form, select the button with the printer icon on it. After printing, or to
return to the database systemwi t hout printing the fbartm,oncl i c

Figure 2-5

(o e

1 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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Ascord W

Figure 2-6
g € € ©

LafB of Filtsewd  Sasech

1 Additional Controls i (see Figure 2-6):

1

3
4

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 statuss wisl INCap pieDeerc eiars etdh e Per s on

you wish to have the names of people whose s

PersonSearc h f orm, remove the checkmark from the

o Every time you open the Person Searchf or m, t he A Hiclikekbobeceased?od
wi || be checked, so you amasotpeoplewhoseecko it t

BN

status is fiDeceased. 0

Delete button-

0O Select a personds record by clicking once o
the box (called arecordselector) t o t he | eft a@he.the personad:
o0 Clicking on t hwi INNDed enman dnttityonremove all o

information from the database system. If you select this option by mistake, click
ANoO when the warONCrEg Ab iPxE R&SpONebaSr SRECORD | S
DELETED, IT CANNOT BE UNDONE.

o Deleting a personbés personal information dc
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,
iPer sonal Il nf ormation Form & Tabso) and all o
database system.

View All button- Clicking on this button will remove anyi S e a r @ hf ithgtthave s
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

Tabs

Figure 3-1

. Personal Information

Personal Information (Figure 3-1)

Form &

5] Personal Information

= =

x

PEI"SOI'IELI lnformation '-;fg;’;;:‘:]e % [ADD NEW] [MAIN MENL.I] [ BACK ]
First Ml  Last Nickname Person's Status =
Im INDne I.ﬁddles |A| Person Type Status Initial Date  Date Changed E|
Home Addr Izgzg Vision Circle P [[Board member  [o ]| Actve [+][ 116822010 E 3

| e aae o oue o '
City/State/Zip: [St. Paul |ZI MM |Z| ISS‘“:I‘1 |Z| Anard mamhar T 1l rlacad T 11 4M2mndan = 5
County [Dakota E Township: | E Change of Address nam:l

Support People

Other Persanal Infarmation |

Support Organizations I

Contribution Higtory | Evaluation Information

Person Served Detail I Yalunteer Detail I Services Yolunteer Offers

Al Addles

Other Personal Information

3E-Link: |Wi|ma Flintstone

L= =]

Marital Status: IMarried

3E-Relation: |ADULT CHILD

Double-click Spouse Name to open hisfher record.

£

Initial Exposure: |Community presentation |z| E::::: ai El
Gender: |Male |z| DoB: I 4/911902 E Type Humber or E-mail =

DOB Verify: [Birth Certificate |Z| B| Workphone [+ |[612-222-5555
Mailing Address: [Home [*]  Exclude fromPrint: [~ - Cellphone | = | %
Work Address: hl =

Physical Limitations:

City/State/Zip: [Edina B3 NNEY [=]  Ethnic Background: [Afiican-American =
Faith Community: |First Lutheran Church - Latino? [~ First Language: E
Religion: | utheran = income Level: (1) 0 - 59,800 /(2+)0-$13,200 =
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Personal Information Form- Top Section (see Figure 3-2)

Figure 3-2 w g @ U @

Personal Information 55300  Gecacheis] A%2NEW | (Manmenu] [ Back | |

T

€

NOTE: Many of the drop-down lists in the fields on the Personal Information form can be
customized to contain addiddwn listincanlbe audtomizedl,e s . | f a
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 SeventitledA | nst ructi ons f ordowhai nt ai ni
Lists in the DaAfteraising theMagmtgrance NMenudto customize the

drop-down | i st , cl i c kretarhtethefP&socaklforniatioh form.n t o

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 personb6és record. Watabase gystemathistdatercarinotioea | | 'y by
manually changed.

Data Entry Profile-Thi s field can be used to o ntdhhe awee wh
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 thdilediDef aul
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

L >

Personal Information

Perzon Type
» ||3E—Ca regiver v

Add New button-Takes t he wuser to a new blank record s
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

First Mi Last Nickname Person's Status
n [Alberf

|NDnE |J'-\dd|es |A| Person Type Status Initial Date ~ Date Changed

w

Home Addr: |2020 Vision Circle [E-caregiver [+ || Active [+][ 1/13/2008

|P&rsun served E|| Active E||1nx3fzuus

Rural: [
T ISL = |Z||MNE |551U1 E| *!Buaard member E! Closed E!wwzum ! i
County |Da|{gta IZ| Township: | IZ| Change of Address Date: ’7
n Name fields:
o Enter the personés first, mi ddl e and | ast na.
0 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
wor d A None 0 Nonaofthd 3arain iamefields.can be left blank.

0 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
t h Excliide fromPrintd opti on under APer-OtherBdrsonalnf or mat i
I nformation tabodo | ater in this chapter).

o After you enter a persono6s first, middle and
automatically i nBefritndacdcde iwprtdise fRNeortsi ovne OT yipne tF
Status Field,and t oday 6 snitigl Batedield. n t he |

u Address fields:

0 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.

0 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.

uCountyandTownshipfields may or may not be useful to
your Program, simply donét use them.

Dateo blank. See Al ni t3famorebDdotmation am entetingon on pag
dates.

UChangeofAddressDate:lf the client moves, enter a date



=
Elderberry Database Sy st em UsManuals 3-4

Personal Information Form-Top Ri ght $tRus FRorea S

Figure 3-5

Ul Persﬂﬁg u a

Perzon Type Status Initial Date Date Changed
b |3E—Cﬁr&giv&r E|| Active E|| 1132008 3

|F‘&rsun served E|| Active E|| 100372005
|Eluard mermber E|| Closed E||1x12fzu1u

e |

1 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).

1 EnterthePer sondés Status

” Person Type- Select a person type for the person you are entering:
i Bl oc k-Biockmgse.o
A AiBoar d merogbam board member.
A E-Car e R e eHergan senvédawho has been designated by your Program
for Title IlI-E Caregiver grant purposes (for more information on this designation,
see the documentintheAppendi x titled fiUsing the EIlder
forTitlellFkE Repo)rti ngo

A ME-Car e g-iCaregivey who has been designated by your Program for Title IlI-
E Caregiver grant purposes (for more information on this designation, see the
documentintheAppendi x titled AUsing the EIl derber
N-E Reportingodo).

A A Cont r-iAbypédrsorwiho has made a donation to your Program.

A AFriend ofAnyr pgeramd who doesndét fit into ¢t}
whose information you want to keep.

A AHome h e a Hone healih didgeod

A APer s on -Angpersan teceiving any kind of service from the Program on
whom you wish to keep a record.

A AProgr amnygt pfefrdon currently on the Programi
or home health aide).

A @ Pr o s-pAey@érsbn that the Program is not currently serving, but who may
become a person served.

A A Vol unAnepersod serving as a volunteer in the Program. Program staff or

board members (or even persons served) may also be listed as volunteers.

A A person should not have more than one entry of the same person type at
the same time (for example, they shoul dnodt

A NOTE: It is possible to customize the Person Type drop-down box to
contain any number of additional Person Types. See the instructions in
ChapterSeven under APerson Type. o
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D Status- Select the appropriate option:

A 7 Ac t -iMeansthe person is currently involved in the Program by being served
or serving others.Onl'y t hose with an AActiveodo status
lists.

A A1 n a c Méanseh@ person is currently not involved in the Program. For
instance, the person may be out of state for several months during the winter.

A 7 De c e a Meadsdhe 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 del emnakinfoamatibe blatearmte d per s o
the names of people whose status is marked
def ault on the #fPer s dide R eecasedccheckbdxmr m ( see t h
description in Cha@oetr dwesdssé@&ddidon) onal

A 7 Mo v eMeans the person was involved in the Program in some way, but has
since moved away. You may wish to retain th
move back and become served by the Program again.

Initial Date

A Enter the initial date that the person became a part of the Program as the Person
Type listed.

A 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.

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

A 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 onthe correctday,c | i ck 0A Sel émtsert the date in tl
field, ortdCahosk the calendar and return t
date.
Figure 3-6
Person's Status A|
Person Type Status Initial Datg,—Q{te Changed

b

3E-Caregiver E| Active E| 1.-’13.-'20@ &
Person served Active 10/3/20 0 NG

[~] [~]
Board member | w|[ Closed [+][ 11122010 E‘
T T =

Date Changed
A Enter or select the date that the personods
person dies, change the status to deceased and indicate the date that status
changed in the Date Changed field).
A 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

Figure 3-7
o St Dlacele I Support Drganizations I Contribution History | E valuation Informnation
I Dther Personal Information Perzan Served Detail I Walunteer Detail | Services Wolunteer Offers
Albert Addles Other Personal Information ‘ ‘
B 3e-Link [Wilma Flintstone || Martal Status: |Married [~ q
3E-Relation: |ADU|_T CHILD |Z| Double-click Spouse Mame to open hisfher record.
- - - Spouse:
Initial Exposure: |Cnmmun|ty presentation E P: . I|1 ; E
= one/E-Mail
Eevizs |Ma|9 |Z| e | 4/91902 E Type Number or E-mail a
) DOB Verify: [Birth Certificate M| workphone [+][512-222-5555
B Mailing Address: [Home |  Exciude from Print [~ Cellphone ||
Work Address: | * El =
| Physical Limitations:
City/State/Zip: |Edina : MN : : Ethnic Background: |African-American [=] -
Faith Community: |First Lutheran Church E Latine? [~ First Language: | E ﬁ
Religion: |Lutheran [=] income Level ((1) 0 - $9,800 /(2+) 0 - §13,200 =]

1 NOTE: An asterisk (*) next to a field name indicatesthat t he f i-dowrdli8ts dr op

can be edited in the Maintenance Menu (see instructions for changing drop-down
lists in Chapter Seven). 1 f a f i-eoWndigt san ldercustomized, 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 Seventitledi | nstr ucti ons f or-dowhdisteih ai ni ng

t he Dat ab a sAdter ssingtheMaintemance Menu to customize the drop-down

| i st c | i c #on to fetarn 1 BiaRetsanal Imfarmation form.

Title 3-E Link Fields:

1 3E-Link-This fielB8Ralnat itdhreo Afi el d wil |l only appe

ei t BeCariegi VBB-Car er Rédci piento i nteP®esscsods Type

Status section of the Personal Information form. If the person whose record you are

entering is a MBE-Caregiverd s el ect t he n a3BeareRecigiehtéomper sono

the drop-down list.
A NOTE: You must first enter the 3E-Care Recipient as a separate record in
the Personal Information form, and designate that person as a A3E-Care

Recipientoi n t he Persond6s Status section of thei
name to appear in the A3E-Linkd drop-down list.
1 3E-Relation-Thi s f i el3@L iamido tfthiee lid wi | | oremteyedappear

ei t BeCarfiegi VBE-Car er R8ci pientdo in aP®esscsods Type

Status section of the Personal Information form. Select the type of relationship the
person whose name $EelLinkofell has to thelpersam whosee i
record you are entering.
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C G

Additional Fields 1 Left Side:
1 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.OB-Enter or select the personbs date of birt
D.O.B. Verify- Enter or select the source for the date of birth you indicated in the
previous field.
Mailing Address-S el eHomed Wor kd t o i ndicate the addres
appearon mailinglists. The def ault entry for this field i
blank, no address will appear on mailing labels for this person
1 Exclude from Print- Click the check box to make a check mark appear. Click it
again to remove the check box. I f you wish t
is Aactivedo from mailing | abel i sts, pl ace
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.

T
T
T
T

1 Work address fields-Ent er t he personds work address in
1 Faith Community*-Ent er t he name of the personds chur
applicable).

1 Religion*-Sel ect the personds religion (if applic:
Marital Status*-Sel ect the persondés marit al status

Spousei Select t he personds s-downliste Thénrdouble ctick @n thdtr o p
name to enter the spousebds Personal I nformatio

Phone/E-mail- This feature can be used to enter multiple contact options:

0 Type*- Select a contact type (i.e. home phone, work phone, home email, etc.).

0 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.

o0 Any number of contact options can be entered for any person.

Additional Fields 1 Right Side:
1 Physical Limitations- Enter any information about physical limitations the person

has that you believe would help as you serve him/her.
1 Latino? - If the person is Latino, click once on the checkbox to enter a checkmark in
the box.
Ethnic Background- Selectt he personés et hnic background
First Language*-Sel ect the personés primary (or firs
IncomelLevel-Sel ect the range of the pegpersowmnds i ncol
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+).

E
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Personal Information Form- Person Served Detail Tab (Fiqure 3-8)

Figure 3-8
Support People | o Sumeark Dlrazmization e I s Contribution History I E+aluation Infarmation
Other Personal Infarmatian u Perzon Served Detail u Waluntesr Detail | Services Volunteer Offers
| Tina_Three Person Served Detail
L
n Health Status L Prim Insurer: |Hea|thF‘artners ™ ac ™ Ew
Health Status _ Date Medicare: 1234567 [ Living Wil u
b Good [ ]| 1/30r2003 A Medicaid: | [v Emergency Alert
Mote: |Hea|th improving with block nurse’s ca Living Situation: |,.:\|U|-|& EI I Subsidized Housing
[ Poor/ragile [<][112172002 &  #of People in Household B | Consent Form on fil
Note: |Thin not eating well __, Locatien of Conzent Form:
) ' g . Murzing home eligble as of:| 11/21/2002 E | =l
* =] B :
Note: = Cognitive Status: [Mild Dementia (=] 55 [ 11111711 ﬁ
Note: Special Eligibility: |T'rt|e I 50+ E|

n 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 nurseds eval

0 Health Status*-Sel ect one of the options that best

health status in the opinion of Program staff.
o Date- Select or enter the date the Health Status entry is being made.

0o Note-Enter a comment about the personbs current

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.

B Additional Fields i Center Section:

1 Prim.Insurer-Ent er t he name of t helnsprencespmvidérs pr i mar )
(the names of other providers can be added

form).

1 Medicare-Ent er the personds Medicare number i
may also choose to enter fi ¥soor i NOin this field just to track the fact that they are
or are not eligible for Medicare.

1 Medicaid-Ent er the personébés Medicaid number i
also choose to enter i ¥soor fi NoOin this field just to track the fact that they are or
are not eligible for Medicaid.

= =

# of People in Household- Enter thetotalnu mber of people | iving
household (counting the person served).

1 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:

Living Situation-Sel ect the option that best descri
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T

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 yeards Cost & Servi cedodRegouynft i nstr
this definition.
0 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*-Sel ect the cognitive status that mo:
understanding of the personés cognitive stat
the result of a nurseds evaluation.

Additional Fields T Checkboxes:

1
)l
1

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.

K Additional Fields i Right Side:

1

T
)l

Location of Consent Form*-Sel ect t he | oc atcongentfoonf t he per s
document(s).
SSN-Ent er the personds 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.

B 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

Other Personal Informatio Person Served Detail | Wolunteer Detail I Services Wolunteer Offers
Support People Support Drganizations I Contribution Hiztory I E waluation Infarmation
Steve Anderson Support People @ Currently Served By
4 First/MilLast: |Ju|ie B. |Andersun Service Role(s):
Address: [577 Linder Lane [Prirnary caregiver [ [ I mmSane==) (521) 5447962
| El Other-Phone:
Y ) - Pager:
u City/State/Zip: [Melrose : 14 : 34422 : Relationship: [Daughter -
el
Lim'rtatiuns:| Email: |jbander5c|n@_msn.cum
Note: |Visits a couple of times per year. Financial POA: [~  Emergency Contact: [
Conservator/Guardian: [~
First/MiLast: | | Service Role(s):
Address: | | EI Prim-Phone:
| | E' Other-Phone:
EREhe - =t ¥ | Dalatinnshin: FEEEE =
Record: M 1of2 P oMb | i | Search |

This tab is for storing information about family members and others who are not program
volunteers or staff but who serve as the perso
of support people can be entered for each person. When you begin entering a support

person, a blank record will appear below the o

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 (seeChapt er Four , AService
Loyo This |ist cannot be edited but .Td can be
close the formpo bdluit¢clonthe fAiCancel

Figure 3-10

Currently served by Currenty Served oy Report

Senvice Provider Semice I

Dalmation, Dorothy 3B-Chore (E)-Vol e

Gossett, Tom 3B-Home Modification/Re [} «ss

Lost, Ima 3B-Homemaker (E)}-VOL i

Annie, Active 3B-Transportation (E)-Stafl e

Davis, David 3D- Arthritis Aguatic Progr

Five, Bill JE-Assisted Transportatiol

Dalmation, Dorothy 3E-Caregiver Coaching (E)

Annie, Active 3E-Chare (E)-Staff

Frritt
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u Fle|dSI Left Side:

First/M/Last-Ent er t he support personés first, midd
‘IT Address fields- Enterthe suppor t per sondés primary mailing ad
1 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.
1 Note- Enter any comments you want to maintain about the support person and their
relationship with the person whose record yo
unlimited amount of data in this field.

n Fields i Center Section:
1 Service Role(s)*- Select the role(s) the support person plays.
1 Relationship*- Select the relationship the support person has with the person whose
record youdre maintaining.
f Email-Ent er t he supimayeamalpddressonés pr

KD Fields i Right Side:

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

1 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.

1 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.

1 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 (Fiqure

3-11)

Figure 3-11
Other Personal Information ] Perzon Served Detail I Yoluntesr Detai I Services Volunteer Offers
Support People I Support Organizatiors: I] Contribution History I E waluation Information
] Steve Anderson Support Organizations Maintenance E
” Organization: |Snyder Pharmacy El Contact Person
Org. Type: [Pharmacy [=] FirstMliLast: [Joel |Coen
Services: |Medical Titke: |
Address: | Prim-Phone: | (555) 777-83994 Other-Phone:
E-mail: |
City/State/Zip: | Mote: |Dr. b ary b athers ﬂ
Organization: [Meals on Wheels El Contact Person
Org. Type: |Community program =] First/MULast: [Bil W, [Smythe
Services: |Nutrition Titke: |Director
Address: [2022 Lindsay Lane Prim-Phone: | (651) 223-3344 Other-Phone:
E-mail: |bsmythe@mow .org
City/State/Zip: |St. Paul MN | 55104 Nate: | |
Record: W 10of3 M b | i | Search |

1 This tab is for storing information about organizations that support the person, such as
the personés church, <c¢clinic, meals on wheel s,

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

” If you are enteringanor gani zation for the first tnitme, cl i c
upper right portion of the form, then enter all of the Support Organization information in
the Support Organization secti oSuppartf t he Maint e
Organi zati on of Isnescttriuocnt iuonndse rf o r-dowhaMemus iatheni ng t he
Database systemoinChapt er Seven, Ai_Mariamekptamaton af bow kbe n u 0
enter information in the various fields). When you finish entering all the Support
Organization i nfor mat iabthetop ofthe fork. Seldctahe iaBha c k 0 b u't
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.

uNote-Enter any information specific to the perso
organization in this field.

1 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 (Fiqure 3-12)

Figure 3-12
Suppart People I Suppart Organizations I o Lontributinn Hiztam | Evaluation Information
Other Perzonal Infarmation I Perzon Served Detai I Yolunteer Detail I Services Wolunteer Offers

Ref1: | Joe Smith
n Ref2: | Mary jones

Steve Anderson

Volunteer Detail

Reference Hame Phone #

Ref Type

| (666) 555-4444

“olunteer El I™ Direct Service Voluntess

| (555) 777-2838

NOT available to

Wolunteer E| [ Trairing Completed

Ref3: | Sue Smythe | (444) 555-9999

Wolunteer El [T Accessible Vehicle

volunteer between:

and |B/7/2005  EE

Driver's Lic. Statef#: |MN : |14E&T84531215

Auto Ins. Company: |State Farm

Auto Ins. Policy #: |EE-4934521535

Wil drive how far? |

Background Checks

Consent? Type of Check

Date

Note

[u) »

h

M [criminak-County [+] [8/6/2005

E |Here'5 anotetos - u

M [CriminaCity | [9/6/2005 | [asdra

Mote: |Elderberry Database System
‘fersion 3.2 BETA upgrade Process

1.Convert back end to Access 2000 format.
2.Add the following tables to the back end:

1 This tab is only to be used for people who are serving as volunteers. If one of the

per sonos

Py

n Reference Information:
Reference Name- If your Program asks volunteers to provide references, enter the
unt eer 6s

1

T
T

name of one of
Phone#-Ent er

statuses

i susemhis tab. A V o |

the vol

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

” Additional Fields i Left Side:
Dri ver 6s -Entecthesi@tetah &t i ssued the
Driver 6-Enttiec. t/he volunteer 6s dr
Auto Ins. Company-Ent er

)l
)l
1
1

1

Auto Ins. Policy# Ent er
A NOTE:Driver6s

the vol

the vol

cense

t h e phoand nembermere 6 s

PN

unteer 6s
unteer 6s

and

aut o

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.

unteer, 0 do

not

references

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

u Checkboxes 1 Center Section:
Direct Service Volunteer- Check this box if the volunteer provides direct service to

)l
)l

people in the Program.

i n

vol unteer 6s

ver 6s | i

cens

(

aut o insuranc
auto i nsuranc

nsurance

Training Completed- If your Program has a course of training for volunteers, click
this box when the volunteer has completed his/her training.

n f
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9 Accessible Vehicle- If the volunteer provides rides and has a vehicle that is more
easily accessible for elders, click this box.

B 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.

u Background Checks Section:

1 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.

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

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

1 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
Suppart People I Suppart Organizations I Contribution Higtary . | E waluation [nfarmaticn
Other Personal Information I Person Served Detail I Voluntesr D etail I Services Volunteer Offers
Steve Anderson Services Volunteer Offers
Service Tupe Mon Tue Wed Thu Fri  Sat Sun Time of Day
|3E-.-’-‘n.ssisted Transportation [E]AOL «| ¥ ¥ W W W 7 T [Evening :
n |3E Counseling [Eal =T T TV T T T |awtime -
» [3B-Chore [E}Vol ] F T T ¥ I' [ [Moring =
#* [ = E E E E E EBE E -

2] 3]

Record: M4 4 30f3 L | Search

1 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!

1 This tab is only to be used with people who are serving as volunteers. If one of the
personbdés statuse® idesethiotb. ivol unt eer
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1 Volunteers for whom you enter this information will appear in the bottom of the
AVolunteers Available for Serviceso section
4, AVol unt eablefer S&wicasiSeéctiond f or more detail s).

” 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.

B 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

Other Personal Information | Person Served Detail o I Wiohimbesar Pistsil L Services Wolunteer Offers
Support Peopls | Suppart Organizations I Contribution History [I E valuation |rformation
Steve Anderson Contribution History Preview/Print “
Amount Contributed Date EventiOccasion  Thanks? Date Sent: Note: b
u »| 520.00 []| 8miz005 E“SpringFling [«] = |sn7r2005 [ |Donation made at booth =
£20.00 EH 9/16/2005 | |Octoberest Daps [«] W | 9HFI2005 |Dunatiun sent with letter g RS2 ===
$30.00 [ | 9r1€r2005 | [Freedom Fair [«] = [@nerz00s @ Denation made at booth
* $0.00 [ B Bl B

<

$70.00 Total Contributed ‘ ‘

1 This tab should be used to record the contributions made by people to your
organization.

n 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.
1 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
ACloskeutton.

Contribution Fields:
1 Amount Contributed- Record the amount contributed here.
9 Date- Indicate the date on which the contribution was made.
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9 Event/Occasion- Indicate the event or occasion on which the contribution was
made.

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

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

1 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
Other Perzonal Infarmation I Perzon Served Detail I Yolunteer Detail [ Senicas Wnlinbeer Oifere
Support Peaple I Support Drganizations | Contribution Histary I Evvaluation Infarmation
Steve Anderson Frev. /Fiint Eval. | Evaluation GoTo: Nutiion| ADLs| 14DLs | Memon | +
Evaluator Mame:  |Tam Gossett [=| EwaluationDate: | 6/17/2005 @ ReevaluatiorDate: | 6/14/2005 @ 3
Primary Physician: — |Smith, John = Advance Directives -
Rieferred by [Org.): [Westwiew Clinic = Directive Status Location =
Riefened by [Person: | Thompsan, Mary =l [» |Do Mot Resuscitate Order| » | |Completed [ | [Laveyer [=]
Social History: Agent Hame: |Mary Smith Agent Phone: |[E51] 222-4444
German heritage Here's a note
Hote '
Clinic: [Joe's Medical Cinic = |Health Care Power of Att| = | [Discussed [ ] [Lawyer [=] 1
Hospitah  |United Hospital = Aot Pems —
Phamacy: [‘walgieen's [=l Screenings =
Pharmacy Phone:  [(777] 838-9333 Screening Status Date _|=
Houzing Situation: |H0use E| » |":\D’|— Status El | El |9""1 342005 E
Endlish Speaking. 7 Note |Here's a note! -

9 This tab should be used to record in-depth information about people served
which may be useful for evaluation purposes.

Figure 3-16 w g

Steve Anderson Prev. /Print Eval Evaluation GoTe: Nuriion| ADLs | 1ADLs | Memery | |

1 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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1  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

t his
o]

of
iNo.

me mber
click

project, click fAYes.

o I f t

1 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

ACloskutt on.

u Go To Buttons:

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

9 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.

T

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.

1 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
Evaluatar Marme: | »| Ewaluation Date: E/17/2005 E FeevaluationDate: | 6/14/2008 E
” Frirnary Physician: |Smith,John = Advance Directives B
Fieferred by (Org.): [westview Clinic [=] Directive S — H
Risfened by (Person]: | Thompson, Mary =l [» |Do Mot Resuscitate Order| | |[Completed [ [Laveyer =l
Social Histon: Agent Name: |[Mary Smith Agent Phone: |[E51] 222-4444
German hertage :
Hote Here's a note.
Clinic: (Jos's Medio Cinie = [Health Care Power of At | [Discussed [ [Lawyer == |
nnnnnnn  anantBhanal
Hospital:  |United Hospital [=l ——— sl
Fharmacy: |Wa|green's =] EI SCI’EEI"III"IQS -
Pharmacy Phone: |[???] 888-9939 Screening Status Date _ H
Housing Situation: |House (=] » [ADL Status =] l=]|or13200s  EH
Enalish Speaking. 7 Note [Here's a note!

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

n Evaluation Fields:

1 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,

was made.

Board Member, or Vol

Evaluation Date- Enter or select the date (if applicable) the in-home evaluation

h €

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

1 Primary Physician- You cannot type a new name into this field. Select the name
of the personés Primary Physician from the
physician, double-c | i ck on the field, add the physici
Me nu, click the ABacko button onthhhe Maint e
name from the list.

1 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
organi zationds name and contact dickthor mat i on
ABacko button on the Maintenance fMemnu, and
the list.

1 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

personds aakhei inthnenaéance Menu, click the fAnBac
Maintenance Menu, and then select the name from the list.
1 Social History-Ent er t he personb6és soci al history i1
1 Clinic- You cannot type a new name into this field. Select the name of the
personds clinic (if applicable) from the 1i
click on the field, add the clinicbdbs name &
Maintenance Menu,b ei ng sure t o ywseed armaftOrignnclTudes t
Aclini,cocliinck tt he ABackd button on the Main

the clinic from the list.

1 Hospital- You cannot type a new hame into this field. Select the name of the
per sonds fapplisaplé) froalthe |jst. If you need to add a new hospital,
double-cl i ck on the field, add the hospital 6s |
Maintenance Menu,bei ng sure to use an AOrg. Typeo t
Ahospital ol i ok i tuttoreon th&Mamntereancéd Menu, and then
select the hospital from the list.

1 Pharmacy- You cannot type a new name into this field. Select the name of the

personds pharmacy (i f applicable) from the
pharmacy,double-c | i ck on the field, add the phar mact
information in the Maintenance Menu,bei ng sure to use an AOrg.
includes the word fipharmacyoi n it and including the phar

Phoneocl i ck the #fBa cteancéMend, anththeo seledtthee Ma i n
pharmacy from the list.
1 Pharmacy Phone- You cannot type a new phone number into this field. The
pri mary phone number of the Pharmacy whose
field (above) will automatically appear in this field. If you need to edit this number,
refer to the instructions for the APhar macy
1 Housing Situation*- You cannot type a new name into this field. Select the
per sonds h oonfsoin thg listslfiypumneed tb add a new housing
situation, double-click on the field, add the housing situation in the Maintenance
Menu, click the ABacko button on the Mainte
housing situation from the list.
1 English Speaking- Click on the checkbox if the person speaks English. Clicking
on the checkbox again removes the checkmark.
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H Advance Directives Section:

1 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.

1 Directive*-You cannot type a new name into this f
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 brBedMirdendneetMena,mnd then select the Advance
Directive from the list.

9 Status*- You cannot type a new name into this field. Select the Advance

Directiveds Status from the | ist. I f you ne
Status, double-click on the field, add the Advance Directive Status in the
Mai ntenance Menu, click the fiBacko button o

select the Status from the list.
1 Location*- You cannot type a new name into this field. Select the Advance

Directiveds Location from the |ist. I f you
Location, double-click on the field, add the Advance Directive Location in the
Mai ntenance Menu, click the ABacko button o

select the Location from the list.
1 Agent Name- Enter the name (if applicable) of the person whose name appears
on the Advance Directive as the personds ag
making sure the directive is followed).
1 Agent Phone- Enter the phone number (if applicable) of the person who is
charged with making sure the directive is followed.
1 Note- Enter any additional information about this Advance Directive here.

” Screenings Section:

I 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.

9 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 Screeninginthe Mai nt enance Menu, <cl i ck
button on the Maintenance Menu, and then select the Screening from the list.
f Status*-You cannot type a new name into this fi

Status from the list. If you need to add a new Screening Status, double-click on

the field, add the Screening Status in the
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
=L S = T —
Communication Fecommendations: #* [ [=l | [=l] g— L 4
” B Health Problems =
Health Problems Reported by Note :|
Health Goals: =

|Sight Impairment

[=| |Block Nurse || |asdfasasewad

|Sight Impairment

|| |County Case Worke|» | |[Elderberry Data

*

Flat to Achieve Goals:

Here's my plan

Service iee!L]

L=]] [=1] ;4

Support Service Needs 5
Provider(s)

4

Social Securty [ncome: (2000
Fenzion Inzame: {4000

|BIUUd pressure checks- vol
Hote

| =] [Hoe's Medical Clinic [

|Fuur. FridaT. E|

[~

asdfasetiastyeot

|r.1eals on Wheels

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

KD Additional Evaluation Fields:

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

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

1 Plan to Achieve Goals- Enter any plan the person has to achieve his/her health

goals in this memo field.

9 Social Security Income- Entert h e

income in this field.
i PensionlIncome-Ent er t
this field.

E Health Problems Section:

1 You may enter more than one Health Problem in this section. After you enter the

Health Problems for each person.

9 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

annual amount of the
he annual amount of 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
Problem, double-click on the field, add the Health Problem in the Maintenance
ABacko button on the

Menu, click the
Health Problem from the list.

1 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

t he Maintenance

Me nu, click the fABackb?o

then select the Health Problem Reporter from the list.
1 Note- Enter any additional information about this Health Problem here.

Ma i

per s

per

nt e

but't
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Support Service Needs Section:
9 Service Need(s) - You cannot type a new Service Need into this field. Select the
name of the personébés Service Need from the
Service, double-click on the field, add the service type (and corresponding
service category) in the Maintenance Menu,
Maintenance Menu, and then select the Service from the list.
1 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.
1 Note- Enter any additional information about this Support Service Need here.

Figure 3-19
Other Income: {3939 3E-Assisted Transportation (E}-Staff « | [Five,

I Azgets |Home, car, indicentals

Prescreened for ACG: [ ACG Referral Called In: [ ACG Referral Date: | 61642005 @ Other Suppart:

Elderbeny Databaze System

B Wersion 3.2 BETA upgrade Process

1.Convert back end to Access 2000 format,
2.4dd the following tables to the back end:
a.Lookup_AssezsmentB esponze
b.Lookup_Contributiondmaunt
c.Lookup_ContributionE vent

A LT

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

n Additional Evaluation Fields:

1 Otherlncome-Enter the annual amount of the persc
field.

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

1 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.

1 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.

i ACG Referral Date- Enter the date on which an ACG referral was made.
9 Other Support- Indicate any other support the person may have.
Note-( not | abel ed) Record any additional i nforr

in the note field.
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Figure 3-20 w @

Activities of Daily Living (ADLs) Agsessment Date: | 1/1/2008 E Does O Assist?
1. Can you walk around inside withaut any help? B [Ma =] | =]
2. Can you =it up or move around in bed without any help? |Unanswerec|z| | (=l
3. Can vou comb your har, shave, wazh your face, or brush wour teeth without any help? |N|:| E | IZ|
4. Can pou get in and aut of bed or chair without any help? |Unan$werec|z| | IZ|
5. Can you bathe or shower without any help? Mo [=] | (=l
B. Can you uze the tolet without any help? |Unanswerec]| | =
7. Can you dress without help of any kind? [Ma =] | =]
8. Can you manage eating without any help? |N|:| [=l | (=l

Mote:  |Elderbeny Database System Hof "Ma's 5§

u Yerzsion 3.2 BETA upgrade Process e s
1 Conwvert hark end tn Arress 2000 frmat Q

e € 8% .-

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,
sel ect NbMbewo, AfUnanswer ed?o.

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

# of AYWwacarmot enter any information here. The Database System will
calcul ate the numbtethe ADE AsSebbment quest®ns.on s e s
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Figure 3-21 @

Instrumental Activities of Daily Living (IADLS) Assess. Date: | 9/6/2005 | Does CG Assist?
1. Cat you answer the phane without help? @ |Unanswered | | [=]
2. Can you make a telephone call without help? n |Llnanswerec|z| | [=I
3. Can you zhop for food ar ather things you need without help? |Unan$werec|z| | E|
4. Can you prepare meals for yourzell without help? |N0 E | E
5. Can you do light housekeeping, like dusting or sweeping, without anyg help? |L|nanswetec|1| | E|
E. Can you do heavy houzekeeping, like ward wark., without help? |Unanswerec|z| | [=I
7. Can you do pour awn laundy without help? |No = | [l
8. Can you take wour own medications without help? |YE$ El | E|
9. Can you handle pour own money, like keeping track of bills, without help? |Unanswetec|1| | E|
10. Can you use public transpartation ar drive beyond walking distances without help? — [Yes =] | [=]

" ‘5Ldrzir'ojr?rgr.l2D§E6Tb;zepgfasctlir%mcess # DFE: :

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 AYeso, ANooO or AUnansweredo.

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.

CE C CF -

# of AYWwacarmot enter any information here. The Database System will
calculate the number IADL Assadament quessopsonses t o
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Fi

gure 3-22 w @

Nutrition Assessment Assessmert Date: | 9/6/2005 | Does CG Assist?
1. Have you changed the way you eat due to llness ar medical condition’? |N|:| E| | E
2. Do you eat less than bwo meals a day? E |Unanswetec|z| | (=]
3. Do pou eat less than 4 servings of fruits, vegetables daily [includes potatoes]? |YES [l | =
4 Do pou eat less than 2 servings of milk, cheesze, pogurt or tofu a day’? |N|:| [l | [
5. Do pou have 3 or mare drinks of beer, liquar or wine almost everpday? |Unanswerec|2| | (=]
E. Do you have tooth or mouth problems that make it hard to eat’? |YES [=] | (=]
7. e there times pou do not have enough money to buy the food you need? |N|:| E| | E
& Do you eat slone most of the time? |Unanswerecw| | (=]
9. Do you take three or more prescribed or over the counter diugz each day? |Yes E| | IZ|
10. Have you lost or gained 10 pounds in the lazt B maonths without wanting to’? |N|:| [l | =
11. Are there times when pou are not physically able to shop, cook or feed pourzelf? |Unanswerec|z| | [
12. Special Diet - Low Fat ez =] | (=]
13. Special Diet - Diabetic Mo =l | =
14. Special Diet - Soft |L|nanswerec|z| | (=]
15. Special Diet - Low Sodiurm |Yes [=] | [l
1E. Special Diet - Other [Ma =] | (=]

Mote:  |Elderbeny Databaze System #of "Mao's: B
Werzion 3.2 BETA upgrade Process
p 1 Carvert hark and o Aeeeszs 2000 Farmnat Q

CEE CE.

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, sel ect fiYeso, i No o

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 AYWwocarsot enter any information here. The Database System will
calculate the number of ANOO responses

or

t

(0]

t
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Figure 3-23
10 Dementia Warning Signs Date Evaluated: [ |
Are you experiencing memory loss? ” I Motes:
Are you having difficulty perfarming familiar tasks? '
Are you having problems with language and speech??
Are you experiencing disorientation to time and place? a
|2 your judgment poor or decreazed?
Are pou having problemns thinking abstractiy? [
Do pou find yourzelf mizplacing thingz frequently’y '

Are pou experiencing changes in behavior and mood swings? [

|z pour persanality changing? [

Do pou have a losz of inbatve? ' U

Does s porson qualde for pessiile demantie 7 [

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 fAyeso

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

CC CF.-

Does this person qualify for possible dementia?- If applicable, check the box
next to fADoes this persofd qualify for

possi b
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Chapter Four: Service Activity Log

Service Activity Loqg (Figure 4-1)

Figure 4-1
53] Service Activey Log ~ST et S
Person Served: v, _cvenst | waest | Service Activity Log [ sacx | =
{ I~ Pt A —_———— R
Betwoen | ana Lig Fromem/Frrs Saectnd Flecond (DDA - wisn saem | ACONEW | v Upper
Pareos Served Servioe Fravite Eorvion Daoe Sere Type D— ST N
|Ardarson, Sleve | BArnie, Azive » | 2250610 _5 E-Chore (E)-Siaf? -l 0 ) 1 0 5008 | 0
[arre Achve | jO0saet Tom |y | 2250010 GBSO Asssted Transporiaten (ELVOL el S | 2 | 2 | 5003 | O 3
L 4r0arson, Steve | » [Oawenon, Coroby Ly | 223210 3E-Loregront Conching (E3-STAFF ‘9| 1 v |4 | S0Mm )| @
[Fietstene. e - Qossett Tom - 192010 3E-Asusied Tranaponaten (E-San »l 4 2 0] som| o B
[asree Actve - Qeasttt Tom - 2%Q0 JE-Assanes Trarspanaten (£)-VOL - 2 2 2 x| e
[Asdsteon, Steve | w Ceratyy | w <018 38-Cacve (E)-Vel - 198 2 [} $om| e
Asderson, Stave | JOceastt Tom [w] =ome 28-Heme NodicanaResar (ELV0L o] 2 N EELDER O .
[Fae 86 - o] ane 35 Counamtng (£-StaM -l ¥ EREAE }__ m
icu‘m Waty |o[Fwe B8 lsi] naom - Chere (25 Vel . & 1 8 | Wm []
[Azra Actes | fOwem Quved - 1292310 B Asnieez Travapartsien (E-VOL o) | ) ' 003 9
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Larme, Actve | BCsaveriog. Valy L | 11182010 38-Hamerwwer V0L EEIERERELCRE
Sched. Flters: [ | = Unscheded [ = Sheduied: amangemenss NOT coopiered [ = scoesies B-c Schedadens Optices | o
Service Type: | [=] _«viewal | Pesewui | Volunteers Available for Services A
= Wi Taavel Aezwudis |
Nokrnes: Sanece Iype Mos Tus Wad Thu 51 Sat Ben TheatDa Wowfe?  Adden Yebucke Is
* o Wally frde v Frererr Nomwg « & ries 222 Trww L. b Drren Huwghts 56 B | Bottom
O Fow. Frida T, Bocdpomunchecke vl B [ P [ [ [ M oo o 444 Quso Lave, Mewmapoke. 5101 [
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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 u g @ 0

Pefeon Served: | [v] _ccvmm | weest | Service Activity Log [ sacx ) l

Betwesn | and| Log. PreviewPint || Pt Seleclod Record oo wours Hos | ADD NEW "
e

Person Served a?vummu Wﬁﬂﬂ : Spem Vists sl EGaT Mies nale

ﬁ 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 Informationf or més fAPer son

Typeo field as a Person Served, you -down sel ect

list. The Service Activity Log records will be filtered so that you see all the entries made
withthat per sonds name in the Person Served fiel
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).

Optionso bu
again to reveal them.

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

C € @ @

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. 1 f t he A PTr i

Recordo checkbox has a check mark in it,

(see APrint Sel ect e dctidghg betow)dAftar tlickiogkHeo x 6 i nst r u

Preview/Print Button, you may print the form by selecting the button with the printer icon

on it. To return to the database systemwi t hout printing the for m,

button.

u 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 systemwi t hout printing the fbartm,oncl i ck

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

D 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.

n 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.

Between [Beginning Date] and [Ending Date] Tt Ent er t he two dates

Log.l f the APrint Selected Rec darecdrdscthatailt gett o x

Hide SFButton-Cl i ck t hi s button to hide the Schedul
tton at the bottom of the middl]l

t hat

on

e

t

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

Figure 4-3

8 9110h

we 0.0 0. Yool

Person Served Service Provider Service Date Service Type Spent Visits |nit

Cost Miles Note

@

ﬂ- Anderson, Steve ElAnnie.Adive E| 212612010 E"sE-Chure(E}-staff E| 0

0

0

50.00

0

o)

O [l |Annie, Active ElGusseﬂ. Tom E| 202512010 gJSE—Assisted Transportation (E}-VOL E| s

2

2

50.00

0

]

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 r i ghonetiodto turtitfronvihitelthetdefamin o .

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:

A White i Unscheduled

A Redi Scheduled-arrangements NOT completed
A Greeni Scheduled- Arrangements completed

A Bluei 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 Cat egor ytodippearringhis tist (®renformatbrdoni n

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).

u 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 7 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).

B 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

Click

or de
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C ©

58 B

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.
PleaserefertoChapt er Seven, A MaumdemamS®er Mieanal 0Ty peo
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

fivolunteer service-gr oup 0 f or t thataentry exaenhptes felow)e

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

Minute Decimal equivalent

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
differentythanhour s. Check the wunit definitions for tt
entry to be sur e youobrYounmay tsededinmlg to indicate cor r ect d
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 i 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)tot he | eft of t he
buttonod of the entrhlityotuhevifscheltdo drelfedel et ed k-
keyboard. A box will appear asking you to confirm the deletion. If you wish to proceed

with the del et i ourdo notswesh te praceedivitle the. déletidn fselgcto

ANo. 0 You may delete multiple entries by selec
hitting the fideAUBION Oncéahentry has beerkdelgted from the
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Service Activity Log, it cannot be retrieved. Deleting an entry in the Service Activity

LogdoesNOTdel ete a personds Per databasé sydtemf or mat i on

Figure 4-5

U2, < ¢ O

Sched. Filters: |:| = Unscheduled - = Scheduled- arrangements NOT completed - = Scheduled- arrangements completed - = Completed Scheduling Options |

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

nUnscheduIed—The white box | abeled AUnschedul edo

meaning of a white schedule button next to a service record and serves as a tool

for filtering records. Clickingonce on t he white box | abel

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.

B Scheduled- arrangements NOT completed-The red box | abel
arrangements NOT compl etdtdedmeaniagobeered a s
schedule button next to a service record and serves as a tool for filtering records.

Clicking once on the r-adrbogehmahbhéebedlOif Schbaedg

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.

ﬂ Scheduled- arrangements completed-The green box | abel ed
arrangementsc ompl et edd serves as a reminder
schedule button next to a service record and serves as a tool for filtering records.

Clicking once on the gr-aemabmgemeabasl ed mMpEetl

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.

” Completed-The bl ue box | abel ed fiCoenpfthet ed?o
meaning of a blue schedule button next to a service record and serves as a tool

for filtering records. Clicking once on

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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L

Scheduling Options button-Cl i cking on this button wil/l
Optionsd f or migured-6,dgosvh ( see

Figure 4-6

[ Select One:
' {*} Change All Before Today (2/10/2010) to .

Change All to[ | Update | Cancel |

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

1

@ © © ©

Change All Before Today (date) to (blue) - Select this radio button, then click

the AUpdated button on the Scheduling Optioc
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.

Change All (red)to (green)-Sel ect this radio button, the
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.

Change All (green)to (blue)-Sel ect this radio button, the
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.

Change All to (white)-Sel ect this radio button, then c
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.

Update button-Af t er making your AChangeédo selecti .
the action selected.

Cancel button- If you decide not to make any change to the Service Activity
Logbébs colored schedule buttons, click this
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,A Ho w _t o @oeinstrudtions foidobtaining 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 ServiceCat egory HAVol un
indivirgpakcadbly, all services that are con

service-i ndi vi dual 6 in the Mainvehanat meaue sd
the Service Activity Log.l n t he exampl e,-vpbo aeseet h€Theee

examplebelowi s correct, beclad sies A Cd nSereice Catajoryt o
AVol unt eerndsevrivdiucad 6 i n the Service Type
important information on this section of the Maintenance Menu in Chapter Seven.

|

t
S

Figure 4-7

-

-
Log: Preview/Frint | [ Print Selected Record
LA, ADDITIONAL  Hours Home | ADD NEW |y

Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote

..i’|ﬂ-|ﬁkndersun. Steve E”Dalmatiun.DuruthyE” 2/5/2010 g]sa_cnure&wul =l 2 1 | 1 | 50.00 | 0 |insta||ed screens

Between: | and |

teer
nected

>

S

oof dt
ce ty
he

ection

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
Categoryii Vol unt eegr subpn.vit e exampl e, y o0 u-gsreoeu pid
the service type. The examplebelowi s correct, becau-ge ofu\pdl u
connected to the Service-gCatuemgorn yn AVel Bretrd
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
I Print Selected Record < ~
e - i i tint 5 elected Recor
Eletween_| End| Log: Preview/Frint Hours Home | ADD NEW | v
Perzon Served Service Provider Service Date Service Type Spent Vigite Unit Cost Mies Note
}|ﬂ-|| IZH lz‘| 2152010 ﬂ\-’ulunteersewice—gruup lz‘ 22 0 |22 | 50.00 | 0 |Buyscuut5raked |

V oal su nt
st eer
vercesdr

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 Categoryii Vol unt eer
gr oufph.e0 exampl e below is correg@troulpdcasseo
the Service Categomgpuipvol mnt der Seewvvicee Ty
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

Between: | and|

o L —
Log: Preview/Frint | Print Selected Record
! ADDITIONAL  Hours Home | ADD NEW | g

Service Date Service Type Spent Vigite |nit Cost Mies Note
E” 2152010 ﬂ\-’ulunteersewice—gruup El 10 1 |1D | 50.00 | 0 |Churchgruupclea

Service Provider

3

Person Served

|ﬂ- |Fuur, Frida T.

ser vic
mMWelcu re
be secH
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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 i Nu r s thnogme .ion T h e
belowiscorrectt because the Service Type entry ANu
Category A-Nomsbdbngn the Service Typeens.Seet i 0
important information on this section of the Maintenance Menu in Chapter Seven.

Figure 4-10
| | - w L= —_—
Between: and Log: Preview/Prirt |[ Print Selected Record
ADDITIONAL  Hours Home | ADD NEW |y

Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote

| D [WR[Four, FridaT. [+ [[annie, Active  []] 27252010 ‘Eﬂmursing visit [=] 05 ] 1 ] 1 ] 5000 0 |Weeklyvisit |

examp
rsing
n of t

One home health aide visit (Figure 4-11). The Service Type selected should be attached

in the Maintenance Menu to the Service Categoryi Ho me h e a Hamle healih dide. 0
visits are always performed in the home of the person served. The example below is correct
because the Service Typeent ry fHome heal th ai de oCategory c 0
AHome health aidedo in the Service Type sed
information on this section of the Maintenance Menu in Chapter Seven.

Figure 4-11
| | - o T
Between: and Log: Preview/Print Print 5 elected Record
ADDITIONAL  Hours Home | ADD NEW |y

Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote

| D [WWJFour, Friga 7. [+ [[anderson, Steve [« ][ 3742010 ‘E?—“Humeheanh aide visit [=] 05 ] 1 ] 1 ] 5000 0 |Weeklyvisit |

nnect e
tion ¢

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

fServicecoor di nation. 0 Typically, al $ServiseeCategorg e s
i Ser woiocredi nationdo in the Mai ndgteanfafndc eatmetntue
names in the Service Activity Log. The example below is correct because the Service Type
e n t Beyvicefcoordination- staffd i s ¢ 0 n n &entice Gategooy Mermice
coordinatond i n the Service Type section of the
information on this section of the Maintenance Menu in Chapter Seven.
Figure 4-12
v (= _
Between: | and| Log: Preview/Print | Prink Selected Record o -ADD NEW
Perzon Served Service Provider Service Date Service Type :;gﬁ rf?sr;: ﬁ r.‘:;rlgls Note ‘

| D [W[Four, Frida T. [+ ||paimation, Dorothy [ || 3/3iz010 @]Sewicecuurdinatiun-staff [/ 05 [ o |1 | s0oo| o |Connectetoeals |

t hat
sehrodu | odf

Mai nt
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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
Categoryfi Ser vi c e c dypicaly, all setvices that @&e connected to the service

c at e gServioe cobrdinatond i n t he Mai nt enanesaffoneantu tshhe
their names in the Service Activity Log. | n t he exampl e bel ow, th
delivery-st af f 0 i s ¢ GervceCategod/iSer vhee Coordinat.i

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

o O
. - i int| [ Print Selected Record
Eletween_| and| Log: Preview/Print (ADDITIONAL]  Hours Home | ADD NEW | o

Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote

| D [WM[paton, Dave [ [[annie, Active  [+|| 27iz010 :Ehdealdelivery-staff [«]o7s [0 [ 1 [ 5000 [ 0 |Delvered unch

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
™ Print Selected Record u =
- d Log: Preview/Print nink S elected Recor
Between: | and| 0g: TrevemAn ADDITIONAL|  Hours Home [ ADD NEW | vy
Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote
| D [W[smin, A1 [« ][annie, active  [«]] 322010 g“ﬂursing visit =] 12 ] 4 |12 ] s000 | 0 |Feb Summary

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
I Print Selected Record “ =
- and Log: Preview/Print it S elected Recor
Between: | | g: Treviewdin ADDITIONAL|  Hours Home [ ADD NEW | vy
Person Served Service Provider Service Date Service Type Spent Visits Unit Cost Miles pNote
[ D [W[5mitn, Al [|[Fintstone, Fred [ || 20282010  [i|Ride- vol =] 3 |2 |6 | sooo| 0 |Febride summary
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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 stil!]l
Because this service is counted the same way in-home nursing is counted, the Service Type
AfFoot-c¢cameécod i s rdtotheeServicg CateganymieNaitr s Fhnogme 0i ni

Service Type section of the Maintenance Menu. Nor mal | y -h ofimiNeudr siisn gu,
for in-home nursing services. This is the exception to that rule.
Figure 4-16
. v o
Between: | and| Log: Preview/Print | Prink Selected Record Hours Home Vol
Perzon Served Service Provider Service Date Service Type Spent Vigite Unit Cost Mies Note
[ D [M[Gosset, Tom — [<[annie, Active [ 27282010  i[Foot care- cinic [=] 05 [+ [ 1 [ s000 [ 0 [Performed at Progr

i ndi ce¢

t he
s eidn on

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 cont r aage n cTyhd
correctly connect ed tServide CategdryHmthe Sendice Bypetsdctiom i
of the Maintenance Menu.

Figure 4-17
™ Print Selected Racord “ =
- and Log: Preview/Print nint S elected Recor
Between: | | §- Treviewdin ADDITIONAL|  Hours Home | ADD NEW | vy
Person Served Service Provider Service Date Service Type Spent Visits |pit Cost Mies pote
|D -|L’Jalru5.1a’ufally E”Fuur. Frida T. E” 712212010 @Humemaker—agenw =l 1 1 | 1 | 50.00 | 0 |Humemaking servit |

I Si,Ss t h e
de o

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 Prog
peoples er vedo s e QuariedyrBenacé Repdnt.e-or 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 orservicec oor di nati on. Thus, t
serviceodo is correct | ServcoGategory in thalService Typd sectioh O ¢
of the Maintenance Menu. I f the AOther serviceodo you a

Health Promotion Contact, you must also enter the contact in the Service Activity Log
(Additional) as a Health Promotion Contact. See instructionsi n Chapt er Fi ve
Activity Log (Additional).

Figure 4-18
[ Fiint Selected Record . =
Between: and Log: Preview/Frint rint S elected Recor
| | ! ADDITIONAL|  Hours Home | ADD NEW | g
Perzon Served Service Provider Service Date Service Type Spent Vigite Unit Cost Mies Note
|D Wl|vairus, Wally [ [[Muskrat, Mely [+ ][ S@2010 @]otnersewice =] 1 |1_| 1 | s0.00 [ 0 [Blood pressure ch |
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Service Activity Loqg Filtering Options

1 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

personds name fSeornv etdhoe fAiPletresronat t he top off the
Service Activity Log records will be filtered so that you see all the entries made with that
personds name in the Person Served field. Recor c
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
Person Served: || _ =] ccviewan | Hide: 5F |Service ACtiVity LOg BACK
Between: igg:zz”;{‘"y * Sew/Print | T Print Selected Record W Houre Home ol
Person Serv| Addles, Albert ice Date Service Type Spent Visits |nit Cost Mies pote
ﬂ- Walrus, Wall Anderson, Steve (642010 ’J|0ther5emce El 1 1 1 20.00 0 |Blood pressure ch
ﬂ- Anderson, S Annie, Active 52010 EPB-HUmer.|udiﬁcatiun.-'Repair(E}—VULEl 2 [ 1 [25 [ s000 | 0 |Heresanoteforte |
ﬂ- Gossett, Ton AMie, ctive _ p7/2010 E"sa_ﬂumemaker (E)-Staff =] 23 T0 (25| soo0 [ o i
B I, caeing. Wally 22010 i 38-Homemaker (E}-VOL [=] 5 [0 |55 | seoo | 0 7]
- —| Dalmation, Dorothy = . 1 —
ﬂ- Arnie, Activg Dalton. Dave 4/2010 | 3B-Homemaker (E}-VOL E| 12‘ 0 0 50.00 0
» ﬂ Anderson, S Duck bue 22010 EBB—Transpuﬂatiun (E}-Staff El 0 0 0 50.00 0 i
ﬂ- Dalmation, D Flims‘toﬂe. Wilma 312009 ‘éELBB—Transpurtatiun (E}-vOL El 2 [ 1 2 50.00 0 |
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 #fFi
(or, in Office 2007, .dHegendt ActivilyLddyacooeds wilfbe perf son] 6¢
filtered so that you see al/l t he eenvicerProeider made wi
field. Records will appear in descending order sorted by date (most recent date at the top).
Figure 4-20
Person Served: | |Z| < Wi Al Hide 5F Ser‘vice ACtiVity Log BACK
Eletween:| and| Log: Preview/Print| [ Print Selected Record w Hours Home o
Perzon Served Service Provider Service Date Serwc:eType Spent Visits Unit Cost Mies pNote
» ﬂ- (Anderson, Stewve '__" == Fillan L immtisn/Repair (E,—VOLEl 2 il 25 £0.00 0 |Here’s a note for te
[ 0 |Il[Gossstt Tom [=][van One, O °$ Cut faff [=] 23 [ 10 [525 | sooo | o 7
[ D [Wlanderson, Steve [ ][Lost, ma 53| Copy oL [=] 55 | 0 [55 [ soo0 | 0 [
ﬂ- Arnie, Active | = ||Cleaveriing, Wall -2 oL [=| 125 To 0 5000 | O 7
ﬂ Anderson, Steve [ [[Annie, Active 4] sotatoz L Staff [«] © To 0 so00 | o 7
ﬂ- Dalmation, Dorothy E| Cleaveriing, Walj 2] ' sortZto A LVOL E| 2 | 1 2 so00 | o 7
M-Andersun,steve ElDavis,David Program- staff El 1] [ o 1 £0.00 o [
[ O [ I [Daimation, Dorothy [ ][Gessett, Tom Text Fiters , Program-staff || 21 T8 [21 [ so00 [ 0 [
ﬂ- Dalmation, Dorothy | v [[Cleaverling, Wall = . . Program- staff [w| 0 To [111[ soo0 [ 0 7
ﬂ- Dalmation, DuruthyElDalmatiun, Doroth EualEnssettalom, [% cation Sessiun—El 1] [ 3 |325 £0.00 0 7
0 [Wl[Armie, Active  [v][Datton, Dave DoesNollEqualiGosseitylon cen- staff =] © [0 [2 [so00|o N
(D | [Annie, Active [ |[Gossett, Tom Contains "Gossett, Tom’ een- vol [=] 1t [ 8 [11 [ soo0 |0 [
ﬂ-Arnie,Active [+ [|cieaveriing, waty Does Mot Contain "Gossett, Tom’ een- vol [«] = To 1 s0.00 [ 0 [
ﬂ-|FIintstune, Wilma E”Gclsseﬂ, Tom ¥ Delete rtation (E}-Staff [y | 1 | 2 | 0 | 50.00 | 0 | [
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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. Leftclic k once on A Fiofor ire@fficdh2007,s e|]l ect i o
A Equ dlas elhddService Activity Log records will be filtered so that you see all the
entries made on the date you selected.

Figure 4-21
Person Served: | (=] <cviewan | HidesF Serwce ACthlty Log [ Back |
- : i int | Print Selected Record
Between: | and| Log: Preview/Frint s .
Person Served Service Provider Service Date Service Type Spent Visits Upit Cost Mies Note
ﬂ- ‘Anderson, Steve E| Gossett, Tom E| 2452010 gﬂ 3B-Home Modification/Repair (E}-VOLE| 2 1 |25 | 5000 | 0 [Here's anote forte
I | — |
»| D [Wl[Gossett, Tom [=][van one, ok E_m— % | cut ~| 2 [0 [525] so00 [ 0 |
ﬂ- Anderson, Steve | [[Lost, Ima (=] 1220010 | c -| 55 0 [55 [ soo0 | o
F 53 Copy ] |
ﬂ- Arnie, Active E| Cleaverling, Wally E| 11412010 -| 125 | O 0 5000 | 0
[0 | [Anderson, Steve [ [[Annie, Active ]| 11122010 | - <] 0 [0 [0 [soo0 o ]
I B | |
ﬂ- Dalmation, Dorothy [+ |[Cleaveriing, Wally [ ] [ 12/31/2009 21| sort Oldest to Newest - 2 1 [ 2 [ soo0 | o
[ D [Wl[Anderson, Steve [ ][Davis, David [=][ szt £l sortMewest to Oldest -] 0 |0 |1 | sooo | o 7
[ 0 [Il[Daimation, Dorotny [+ [Gossett, Tom | Clear filter from Service_Date -] 21 | 18 | 21 | so.00 | o 7
| O |I|paimation, Dorothy [ . [[Cleaveriing, Wally [[] 1/12/2010 Date Filters v |[=] 0 [0 J111] so0o | o0 |
ﬂ- Dalmation, Darothy [ » [[Dalmation, DuruthyEl_ 111842010 Equals 1/27/2010 ~| O [ 3 [325] s0.00 | o |
| D [Ml|Arnie, Active [+ [[Datton, Dave ||| 1212972009 »| 0 |0 |2 [soo0]o0
- Does Mot Equal 1/27/2010 - —
ﬂ Annie, Active [+ ]|Gossett, Tom [=]]| 1211812008 .| 11 g |11 | sooo| o
- On or Before 1/27/2010 - -
O [[Armie Acive [ |[Cleavering, Waly []| 12/872009 OGS Gl kAt = 2 | o |1 | o000
D [Wll[Fintstone, Wima [+ [[Gossett, Tom ]| 1772010 On or After 1/27/2010 =] 7" [2 [0 | soo0 o T

To view all services of a particular type that have been provided (Figure 4-22): Right
click on any AService Typed entry that h
A menu will appear. Leftclick once on AFid tear ,byi s edfefcitd
6[ Ser vi c.dhelService Activily Log records will be filtered so that you see all the
entries made containing the service type you selected.

893
[da}
>
N
o9
o —
N_‘
- O
aY

Figure 4-22

Person Served: | [=] <cviewan | HidesF Ser‘vice ACtiVity Log [ Back |
Eletween:| and| Log: Preview/Print| [ Print Selected Record
Hours Home Vol

Perzon Served Service Provider Service Date Service Type Spent Visits Unit Cost Mies pNote
I I I I I

» ﬂ- Anderson, Steve El Lost, Ima El 1222010 =

ﬂ- Arnie, Active [=][creaveriing, Wally E|' 1142010 3B-Homemaker (E}-WOL * cut |
D Anderson, Steve | ||Annie, Active ||| 1122010 36-Transporiation (£} Starf | = S°PY |

| D I Daimation, Dorothy [ ][Cleaveriing, Wally [=]] 12212008 3B-Transporiation (E}VOL | b Paste |

ﬂ- Anderson, Steve | v [[Davis, David E|' 152010 30- Arthritis Aquatic Prograr |4 || SortAtoZ [

ﬂ- Dalmation, Dorothy | v [[Gossett, Tom E|_ 14812010 30- Arthritis Aquatic Progran %] | sartZto A |

ﬂ- Dalmation, Dorothy | [[Cleaveriing, Wally E|_ 11242010 3D- Arthritis Exercise Progra

ﬂ- Dalmation, Dorothy | v [[Dalmation, DuruthyEl_ 11902010 30- Mental Health Education Text Filters , |

30- Mental Health Screen- st
Equals 3B-Homemaker (E}-WOL"
30- Mental Health Screen- v %

30- Mental Health Screen- v Droes Mot Equal 3B-Homemaker (E}-VOL  EEEEEE—
Contains 3B-Homemaker (E}-WOL T

D [Wl|Amie, Active Datton, Dave [+ ]| 12¢28r2009
D Annie, Active Gossett, Tom E|' 12/16/2009

B3]
[=] _
ﬂ- Arnie, Active [ [|[cieaveriing, wally E|_ 12/8/2009
B3]
B3]
3]

D [Ill|Fiintstone, Wima Gossett, Tom [=]] 12010
D Flintstone, Wilma Gossett, Tom E|' 21802010
Five, Bil E|' 10423/2009

3E-Assisted Transportation
3E-Assisted Transportation Droes Mot Contain "3B-Homemaker (E}-VOL

e e e v o v o v v o v )

n] Anderson, Steve 3E-Assisted Transportation >( Delete
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To sort records (i.e. change the order in which they are listed, Figure 4-23):

n By Date: Right click on any Service Date field, and from the resulting menu left click

on ASort
from the f
2007, iSor

2

on ASort
al phabetic

irst dat e

Asnc eOfdfiincged 2(00 7,
entered

fi S pecotds wWilllbel listsdt
t o t hierOffro® s

t N e veeosds willtbe list€dlfrdnetlsetmost recent date
backward to the first date entered).

al ly

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
Asnc eOfdfiincged 2(0 O FecordsivBlidoe sorted
from A (o

t o
Djfocen860%, D

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
[ T 5 S - o oo
Kvewa | st |Service Activity | hiiesf | Service Activity Log (g4
i Prmﬁ*ml‘ir Pret Selected Record A ﬂl— Frint Selected Racord e
[ el el ADO! '-L., "o, ADDITIONA Hours Home
| Service Date Service Type S0 te Service Type Spent Visits Unit
i'T__" DRt s atiira v & 1T 4+ T 4 T4 1T
¥ iots | & Cu el i
[i] sz siv 4 Fi[36-Home Modificationhep] % | Cut
o 10 42 Sopy el 3 —=r -
Lr izl 9 | E3B-Homemaker (E}-Staff | =2 Lopy
2212010 aste <. — =] 1
I’_! 1222010 | &8 P >3 | [E#|3B-Homemaker (E}-WOL E
{ 1142010 1 —=
!*1 n;r; Zl $ort Olcent ummmlb . 1 T [55omemaker ©VOL |[B]] sortAtoz [y
11_ ind Al san tewest te Oicent L= '_E 3B-Transportation (E}-Staf Z| | sortzto A
-1 Creor fiket from Semvice_Date Lo 3 [|[36-Transportation (E)-VO
- N ————
Date Eiters b e — || 3D- Arthritis Aguatic Progr
-l 2 _g a g Text Filters
Lauals 56/2010 | St E#|(30- Arthritis Aguatic Progr
- = . .
Does ot Equal $/6/2010 — I E|30- Arthritis Exercise Prog EqualROthersenice
{'TT"'?"’ - On or Before S672010 = I~ | 30- Mental Health Educatia Does]NotEqualpizier:enti
MEFT On or After $/6/2010 “'—"" P,_ #|[30- Mental Health Screen- Contains "Other service’
_—— ~ ——— =i e -
[T 12m200 | % Dejete = 9,_ g 30- Mental Health Screen- Does Mot Contain "Other ser|

Z0

to New
t rece.
ASoehd
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Additional filtering and sorting tips:

1 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 |l ong as you do not click the AView AIl 06 bu
filtering process will work with the results of the previous filter.

1 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
Served filter at the top of the form. Records will appear in descending order sorted by
date (most recent date at the top).

1 Advanced filtering/sorting- If you wish to perform multi-layered filters/sorts, you may

want to familiarize yourself with the ' ter

AFi
activate this feature while the Service Activity Logisopenby sel ecti ng fARecor ds
en

the menu at the top of your screen. Th
instructions in using this feature, refer to Microsoft Access Help.

clic

=1

Kk
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Service Activity Log (bottom portion- Volunteers Available for
Services Section, Figure 4-24)

Figure 4-24

i e: |Z| << Wiew review.-"F'rint | =

fill Travel Acocessible
alunteer Service Tupe Mon Tue Wed Thu Fri Sat Sun Time of Day HowFar?  Addiess Wehicle |=

D |Cleaverling, Wally Ride- val r r ¥ I W [T I Morning z 4 riles 222 Tree Lare, nver Grove Heights, 550 W

» | D |Four, Frida T. Blood pressure checks- val VM T W [T I T W Aftemoon z 444 Quatro Lane, Minneapolis, 55101 r

D |Gossett. Tom Shiow removal- vol r O F ¥ Awytme z 5824 Asher Ave. E., Irever Grove Heights [
[ |Gossett, Tom Ride- wol r ¥ I T T ¥ [ Afenoon z 5924 Asher dve. E. Irver Growe Heights T

1 This section shows the names and service availability for all volunteers for whom you
have entered this information (see Chapter 3, i Ser vi ces Vo lSactionfmrer Of f er s
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 s cr e pefiteubeforedjckinglihe Préview/Rrinti ce Ty
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

dat abase system without prindoibgttbe.form, <clic

C CF

<

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.

l‘, 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
A Vol urANEfer wiom some entries have been madeintheiSer vi ces Vol unt ece
Of f erabswil appear in this list.

li) Service Type- Indicates the type of service(s) the volunteer is willing to provide. The

system will provide one line perserviceper vol unteer. This means t h
name may appear more than once in the list if they offer more than one type of volunteer
service.

u 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? 1 Indicates the greatest distance the volunteer is willing to travel
when providing transportation.

Address T 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 U @
iew Al [P Preview/Print | ice }q g [Additjonaﬂ Aoo NEW BACK
FaiE Between- | and|

Service Type Semce Date Served
Outreach [=]| 1232010
Health promotion E| 211142010
JE-Caregiver Support GruupEl 21182010
3E-Caregiver Education E| 22010
Additional people served E| 312010

H [=]

Director spoke at Lion's Club

ar Alzheimer's Education Event

15

30 Health fair at mall

22 Summary for Quarter
0

) 1

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

1 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 Logbecause they are not connected t

and because they count the number of contacts, which cannot be counted in the regular
Log (see examples at the end of this chapter).

T Even if an fAOther servicedo entry has sétready

0

b

Figure 4-18i n Chapter Four for an example), you must
contacto in the Service Activity Log (Addition

counted as a health promotion contact (see Figure 5-2 below).

B View All button- Clicking on this button will remove any filters you may have performed,

and will sort all records in decending date or

E 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,baeatiock. on the ACI ose

E 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 fAView Al
records again.
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n 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.

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

D 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 MaintenanceMenu 6s ServiceType (féveéathentryoooual ) sect i

make. The Service Activity Log (Additional) is a source for the Quarterly Service
Report generated by the Database system. Please refer Chapter Seven,

(0]

i Mai nthee aMe n u 0 Seuvicd Bype (Additiona)0o f or mor e i nf or mat.

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,i How t o Ge't

H e | fprdnstructions for obtaining the latest copy of this document).

I

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

4

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

1 How to delete an entry- Click on the box (called a record selector) to the left of the

Service Type field of the enotrr yi dyeyontyoeros h t o

comput er 6 s k ey b oaarabtking you tb confirmvitie ddletioa. if you wish to
proceed with the deletion, select fiYes. o |If

select ANo. OO You may delete multiple entrie

before hitworngd=Hkeph EAUAION: Once an entry has been deleted
from the Service Activity Log (Additional), it cannot be retrieved.

1 How to filter/sort entries-See t he secti on iSeviehdptylegi four
Filtering Options6 f or i nstructions on filtering and
applied to the Service Activity Log (Additional).

recording AAdditional people served, 0 the n

umb

ti
sor
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Service Activity Log (Additional) Data Entry Examples:

91 Please refer to the Quarterly Services Definitions in the Appendix (see Chapter Eleven,
AHow t o @oeibstrudtieris pnoobtaining 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
t hat each quart er dbusdumicated estimatee Whersyou ntakelyair a n
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 guarter before you submit a Quarterly Service Report. Enter the
YTD estimate of additional people served in the Quarterly Report Goals section of the

Mai ntenance Menu ( s eeartéripReport Gaalsd osnesc tiino n heef
Seven, Maintenance Menu).

Figure 5-2

[ADD NEW] [ BACK ]

viewal | Previewrint | Service Activity Log (Additional)

FELE Between: | and|
Service Type Service Date Served Note

||Additiuna| people served El | 32010 @ | 22 |5ummary for Quarter

AChapt

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 promoton cont acts for a person in the
servicedo in the SeFigue4WBi AcchapterLE&EQUESea:
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

[ADD NEW] [ BACK ]

viewal | Previewrint | Service Activity Log (Additional)

FELE Between: | and|
Service Type Service Date Served Note

||Hearth promation E|| 211102010 @| 37 |Alzheimer'5Educstiun Event

recorc

S5er vi

C ¢
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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

[ADD NEW] [ BACK ]

viewal | Prevewrint | Service Activity Log (Additional)

People
Service Type Service Date Served Note

||0utrea-:n E|| 1/29/2010 @| 27 |Direc10r spoke at Lien's Club

Between: | and|
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Chapter Six: Admin To Do List

Admin To Do List (Figure 6-1)

Figure 6-1 4 :
Preswiew/Frint dm] o DO 10

Time Fra
Assigned To Created By Task Type Due Date Task Status Task Status Date

|Dave Dation = ||Fred Fiintstone |=]| Homevist [w]| =2w2010 @| Assigned [ || B
MNote: |Visit Fred Alders in his home to perform a needs assessment.

|Fred Flintstone E”Fred Flintstone E” Phone call E” 22002010 @| Planned ||| [
Mote: |Call Erma Johnson to confirm meeting about collaboration with Helping Hands.

|Da'.fe Dalton [=] |Fred Flintstone E|| Report [=] | 224/2010 §| Agsigned  [=]] =
Note: |Complete Alzheimer's Grant report, send to Elderberry Institute office.

|Fred Fiintstone [ = ||Fred Fiintstone =] Article [=]]| 22sz010 @| Completed [+ 2/25/2010 E
MNote:

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.

1 Anasterisk( *) next to a field name +Jdowdlistebhles t hat

edited in the Maintenance Menu (see instructions for changing drop-down lists in
Chapter Seven).

ﬁ 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 sel eocrt efid le@yréherehighef i |t er

i e nt e.rAbredords in the Admin To Do List will appear.

E 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.

0 Special note on using filters- The Program Staff and Time Frame filters can be

used together. For i nstance, to find out w h

during Athis week, 0 select Tinads name
week O opt i omeFfamefilter. ¥Ydu ean ferove one or both filtering
options by deleting the text in the filter.

B 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

fron
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i

-1-1--

with the printer icon on it. To return to the database system without printing the form,
click onothetfiGhose

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

Informationf or m as fAProgram St diéldwil agpear i thisdistPer son Typ

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 exampl e, if a task was compl eted
and enter todaydés date in the Task Status Date

How to delete an entry- Click on the box (called a record selector) to the left of the

Assi gned To field of the ent royr yhodueywrisendo t o del e
computerés keyboard. A box wil/l appear asking
proceed with the deletion, sel ect fileletiam,. 0 | f yo
select ANoO. O You may delete multiple entries b
before hitofrngdHkepn€AUAION: DBce an entry has been deleted

from the Admin To Do List it cannot be retrieved.
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Chapter Seven: Maintenance Menu

Maintenance Menu (Figure 7-1)

Figure 7-1

Maintenance Menu

Advance Directive/Consent Form
Location

Advance Directive/Screening Status
Advanced Directives
Background Check Type P || Daughter

City Home Files
Cognitive Status Laweyer
Contribution Amount Program Office
Contribution Event Safety Deposit Box
County Zon

Ethnic Background

Faith Community

Health Problem Reported By
Health Problems

Health Status

Housing Situation

Income

Initial Exposure

Language

Living Situation

Login

Marital Status ~ | Record: 4 < 10f6 [ | ; | Search |

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).

o ©

List Box- Clicking on any item in the list on the left of the screen will show cause the
AVal ueso window on t hrainable galués fottloatitdni. s pl ay t he ma

E Values Window-Thi s wi ndow di splays the values for th
ALi st BoxO0 on Insthuctiond beléwt far mdBeedetaild om esing the
Maintenance Menu.
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1 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

Instructions

Maint. Menu Option

' Location(s) of field

Advance Pl (Personal Information) form, General
Directive/Consent Evaluation Information tab, Advance
Form Location Directives Section and
Pl form, Person Served Detail Tab
Advance Pl form, Evaluation Information tab, General
Directive/Screening Advance Directives Section and
Status Pl form, Evaluation Information tab,
Screenings Section
Advanced Directives Pl form, Evaluation Information tab, General
Advance Directives Section
Background Check Pl form, Evaluation Information tab, General
Type Background Checks Section
City Pl form, top General
Pl form, Other Pl tab
Pl form, Support People tab
Mai nt . Menu, Suppor
Cognitive Status Pl form, Person Served Detail tab General
Contribution Amount Pl form, Contribution History tab General
Contribution Event Pl form, Contribution History tab General
County Sameasi Ci t y o General
Ethnic Background Pl form, Other Pl tab General
Faith Community Pl form, Other Pl tab General
Health Problem Pl form, Evaluation Information tab, General
Reported By Health Problems Section
Health Problems Pl form, Evaluation Information tab, General
Health Problems Section
Health Status Pl form, Person Served Detail tab General
Housing Situation Pl form, Evaluation Information tab General
Income Pl form, Other Pl tab General
Initial Exposure Pl form, Other PI tab General
Language Pl form, OtherPltab( A Fi r st L g General
Living Situation Pl form, Person Served Detail tab General
Login Maint. Menu, Login section Login
Marital Status Pl form, Other PI tab General
Media Type Pl form, OtherPltab( Ai Ty pe 0 u 1 General
Phone/Email)
Organization Type Maint . Menu, Stiopp or| General
Person Type Pl f or m, Per sonés S PersonType
right)
Postal Zip Code Sameasi Ci t y o General
Primary Physician Pl form, Evaluation Information tab General
Profile Pl form, top Profile
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Maint. Menu Option

Location(s) of field

Instructions

Program Information Maintenance Menu Only Program
Information
Quarterly Report Maintenance Menu Only Quarterly
Goals Report Goals
Reference Type Pl form, Volunteer Detail tab General
Referral Person PI form, Evaluation Information tab General
Relationship Pl form, Support People tab General
Religion PI form, Other Pl tab General
Screenings PI form, Evaluation Information tab, General
Screenings Section
Service Category (Non | Maintenance Menu Only Service
LAH/BNPs only!) Category
Service Role Pl form, Support People tab General
Service Type Service Activity Log Service Type
Service Type Service Activity Log (Additional) Service Type
(Additional) (Additional)
State Sameasi Ci t y O General
Support Organizations | Connected to Pl form, Support Support
Organizations tab 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

Pl form, top

General
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Instructions for Maintaining the Drop-down Lists in the Database

System
Figure 7-3
w Maintenance Menu
I en m - Advance Directive/Consent Form
vance Dire ning Statu =
Advanced Directives Location
Background Check Type ¥ | |Daughter
City Home Files
Cognitive Status Lawnser
Contribution Amount Program Office
Contribution Event Safety Deposit Box
County =
Ethnic Background on
Faith Community =

Login

Health Problem Reported By
Health Problems

Health Status

Housing Situation

Income

Initial Exposure

Language

Living Situation

Marital Status ~ |Record 0 <[1ofe | r Wb | | search |

1 General-To maintain any of the fields for whi

o
o

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

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.

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.

To add an entry in the drop-down list- Use your mouse to click inside the empty
field at the bottom of the 1ist. TkgypAd
lists are designed to appear in alphabetical order (a-z) when they appear in a drop-
down |l ist. The computer will sort the
leave the list, so that the next time you display it, it will be in alphabetical order.

To delete an entry from the drop-down list- Use your mouse to click on the box

(called a record selector) to the | erft
i d e | keyt oa your keyboard. A box will appear asking you to confirm the deletion.
I f you wish to proceed with the del eti

has been deleted from the drop-down list it cannot be retrieved.

t

f

on
with the deleti on, sel ect ANo. 0 You may
one record selectorormbeitdiwde EATION: Ontegan ertirg

ch

he

i

el

of

oo

e

d

i C

>

o Do
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1 Login- To maintain the Login section of the Maintenance Menu (see Figure 7-4):

Figure 7-4

LoEAssig@e nt

First Name

Last Name

User Name

Pas=word

b | [Tom

Gossett

Tom

glders

Jane

Johnson

Jane

SEniors

Mary

Smith

Mary

123ABC

0 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.

. OO ®

and

mak e

correcti

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

ons

as

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

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

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

To edit an existing login- Use your mouse to click on any of the words in the fields,
ons/ alterat:i

desi

Remember the User Name and Password so that you can gain access to the
database system the next time you open it.

0 To add a new login- Use your mouse to click on the empty First Name field at the
appropriate
finished. Remember the User Name and Password so that you can gain access

bott om

to the database system the next time you open it.

of

the |

st.

Add

t he

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

leftoft h e

Fi

rst

Na me

fiel

d

of

t he

A box will appear asking you to confirm the deletion. If you wish to proceed with the

del

et

on,

sel ect

iYes.

0

| f

y ou

do

n oot Wi

You may delete multiple entries by selecting more than one record selector before
hittingot higdlé&yd @AUBION: Once an entry has been deleted from
the Login section it cannot be retrieved.

red.

i nf ol

boghdlkeyetewi st

sh t
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Figure 7-5):

Figure 7-5

Perzon Categany

Person Type

Perzon Type

| »

P (|Person served

3E-Care Recipient

Person served

JE-Caregiver

Program staff

Block nurse

Board member

Board member

Caontributar

Contributor

Friend of program

Friend of program

Prograrm staff

Home health aide

MNot-Defined

Person served

Person served

Program staff

Program staff

Prospect

Prospect

“olunteer

Recycling Yolunteer

Person served

SFICE Person Served

“olunteer

“olunteer

*

| Record: M

e e e I =

1of1a | » M b

| Search

1 Person Type- To maintain the Person Type section of the Maintenance Menu (see

o0 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

0 To add a Person Type-

A 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
calledi Per son
Personal Information form.

Typeo

n

t he

Per son

St atus

A Inthe 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

secti
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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.

0 To edit a Person Type-

A 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.

A Inthe 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.

0 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
fidelro i dley. Aborwill appear asking you to confirm the deletion. If you wish
to proceed with the deletion, sel ethet AYes. 0O
del eti on, sel ect ANo. 0 You may del ete mul ti
record selector bef ofi @lkeh AUFION Oncédnentrit de | 0O

has been deleted from the Person Type section it cannot be retrieved.

p
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91 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

‘ Maintenance Menu Back

| —

| | Medis Typs 7 o
| Organization Typs

| | Person Type

| | Postal Zp Code

| | Pranary Physician
T

| | Program Information Dateudt Orofile [Detautt =]
| | Quansely Report Gosls
| | Refarsncs Type

| 3 | Dore totAds
| Referral Person B Frofie

| | Retationship et
| | Religion . . N
He Profiles allow you 10 customize the fieids you wish
| | =Creanngs 2

| - 1o have appear groen on the Pamsonal infarmation
Form. Whven you sefect a profile name on the
Personal nformation Form, all the fields included
in the profile will appear green, thus prompting the
wsor to fill thom with data required for a grant or
oranizational prefersace.

n 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).

E Edit/Add Profile button-Cl i cking on this buttooformpens the
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):

A

Figure 7-8 w g @ U @ @

lect Profile: 3E MNews Blank. Mew Delete | Preview ‘
Profile | Prafile Line Prafile /Prit

Label Location

P [First Marme ~ |Perzonal Infarmation Farrm 3E]
Last Mame w |Perzonal Infarmation Farm 3E
CCC Link w |Perzonal Infarmation Farm- Other Personal Infarmation Tab  |3E
CCC Relationship ~ |Perzonal Information Form- Other Perzonal Information Tab  |3E
DOoB w |Personal Information Form- Other Personal Information Tab  |3E
Ethnic Background  |Perzonal Information Form- Other Personal Information Tab | 3E
Gender w |Perzonal Information Form- Other Personal Information Tab  |3E
Income Level w |Perzonal Information Form- Other Personal Information Tab  |3E
Latino? w |Perzonal Information Form- Other Personal Information Tab |3E
Marital Status w |Perzonal Information Form- Other Personal Information Tab  |3E
Person Served Detail: # of People in Household | » |Personal Information Form- Person Served Detail Tab 3E
Person Served Detail: Living Situation  |Perzonal Information Form- Person Served Detal Tab 3E
Perzon Served Detail: Special Eligibility + |Perzonal Information Form- Person Served Detal Tab 3E
Initial D ate ~ [Perzonal Information Form- Top Right [Person's Status) 3E
Perzon Type ~ [Perzonal Information Form- Top Right [Person's Status) 3E
Status  |Perzonal Information Farm- Top Right [Person's Status] 3E

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.

Select Profile- Use this field to select from the Profiles that are currently saved
in the database system. Tfieldstofafped whiieloh
the Personal Information form and tabs, and cannot be edited in the Edit/Add
Profile form.

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

enter the nameofanewProfle . Thi s Profil eds name
characters in length, and may contain no spaces or punctuation marks. After the
user enters a new Profile name and c
Namef or m ( c | i onkhe Rrdfiee Name fordn to discontinue creating a

new Profile), the Edit/ Add Profil e f
ifSel ect Profileo field, and wil | i nc

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 fiLabel 60) on the Personal | nf
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 instruction

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

enter the name of a new Profile. Thi
characters in length, and may contain no spaces or punctuation marks. After the
user enters a new Profile name Peofiled c

Namef orm (click ACancel 06 on the Profi

profi

or mati o

under

Profi

i cks o
e Name
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new Profile), the Edit/ Add Profile form wil
fiSel ect Profileo field, and rwsitl | Na nmecol ufdiee |odn
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

ALabel 060) on the Personal I nf wishesdotappean f or m &
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 AAdding a field to a Pro

New Line button- When a user clicks this button, the cursor is moved to the
bottom of the |list of fiLabel 06 fields so tha
(see i nstr uctinga fiek toa Rrdfie (belogwp d d

Delete Profile button- To delete a Data Entry Profile, first select the name of

the Profile from the ASelect Profiled fielodc
Then, click on the nAnDelete Profiled button
askingtheuser to indicate with a AYesd or fANobo
should be deleted. Click fAYesO to permanent

the action and return to the Edit/Add Profile form. If you select yes, you will

receive another confirmati on message to which you must r
complete the deletion. A AProfile deleted n
has occurred.

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, cli ©ok bat ttome ACI ose

Label-The AL abel odovnilistdortains thechamepof the labels for
every field on the Personal Information form and tabs. Selecting a field in the
ALabel o field adds it to the Profile named
the Edit/ Add Profile form. You may not <cust

Location-T h e A L o eldshows théusdr where on the Personal Information
form or tabs that the field named in the AL
updated by the user.

Adding a field to a Profile- Select the name of the desired field from the blank

AfLabel o field at the bottom of the existing
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.

Deleting a field from a Profile- Click on the box (record selector) to the left of

the ALabel 60 field that you wish to remove.
your computer s keyboar aesureyowwistvtio leleteb e as k e ¢
record. Click fiYesOo to delete thNOTE-ecor d, c
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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1 Program Information- Use this section to maintain basic information stored in the
database system about your organization (see Figure 7-9)

Figure 7-9

Maintenance Menu Back |

Modia Type - Program Information
Organization Type
Person Type
Postal Zip Code
Primary Phyician Address 1 1234 Oak &venue
Profile

{Program ivomation ] s 4
City. |St Paul

Program Name: My Program's Name

Quarterly Report Goals
Referance Type Stete. PN Zip 155104
Referral Person
Relaticnship
Religion
Screenings makhd, . i

Sevice Catagory (Noa LAH/BNPs only!) First:. |Tom ML L Last [Gossen a‘
Serace Rols

Serace Type =
| Servce Type {Addaicnal) Prog D¢ 05 G
I PVYS a— ;

Phone [(555) 5555565

Program Deechor

=

Program Name-Add/ edit your Programds Name here.
appear on reports produced by the database system, and on the Main Menu of the
Database System.

Phone-Add/ edit your Programbs phone number h

Program Director fields-Add/ edit your Progheram Director

CECCC

database ID number is. This number also appears on the Main Menu of the
Database System.

Address fields-Add/ edit your Programés address infor

Prog. ID#- This field cannot be updated, but it indicateswh at your Pr ogr amb
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1 Quarterly Report Goals- Use this section to maintain the Quarterly Report Goals

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

Figure 7-10
Maintenance Menu

Media.Type Quarterly Report Goals
Organization Type Service Category £izE
EEFSUFZTYFE; 4 » | 1. Number of people receiving nursing services 20

D_Sta p D_ E 2. Number of people receiving volunteer services 11
Primary Physician — - —
Profile 3. Number of people receiving service coordination 45
Program Information 4. Total people served (records keep) 40
‘Quarterly Report Goals 7. Nursing visits 50
Reference Type 8. Client related home heatth aide hours 120
Referral F'e_rson 10. Direct service volunteer hours- by individuals 250
Relationship T Dredt - nteer o
Religion . Direct service volunteer hours- by groups a0
Screenings 13. Number of direct service volunteers 34
Senvice Category (Non LAH/BMPs onlyl) 14. Service coordination hours 100
Senvice Role
Semvice Type
Senvice Type (Additional)
[al¥°FS

0 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
AGoal

here in the

0 To enter/edit Quarterly Report Goals-U s e

sO col umn.

your

mouse

t o

c. |

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.

9 Service Category- Use this section to maintain the Service Category section of the

Maintenance Menu (see Figure 7-11).

Figure 7-11

Maintenance Menu

BACK

Postal Zip Code
Primary Physician
Profile

Program Information
Quarterly Report Goals
Reference Type
Referral Person
Relationship

Religion

Screenings

E Service C ategory (Non LAH/BNPs

Service Category

Additional people sened

Adminjgovermance

Health promaotion

Home health aide

Nursing, in-home

Other

Outreach

Service coordination

Service Role “olunteer service- group
Semice Type Wolunteer service- individual
Semnvice Type (Additional)

State

T 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!!

c k

on
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T Service Categories appear in the fASerandce Type
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-fivdi wiBd suelthat goe understaral this
structure before making any changes to the Service Categories in the database system!

0 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.

0 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 -
designed to appear in alphabetical order (a-z) when they appear in a drop-down list.
Thecomput er wi || sort the fields in the list y

so that the next time you display it, it will be in alphabetical order.

0 To delete a Service Category- Use your mouse to click on the box (called a record
selector)totheleft of the entry you avaniidkejontded et e.
your keyboard. A box will appear asking you to confirm the deletion. If you wish to
proceed with the deletion, select fiYes. o |If
del et i on, Yswmagdelete nmuliple. edtries by selecting more than one
record selector bef oi éleh AUFIONT Once daServied e | 0
Category has been deleted, it cannot be retrieved.

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

Figure 7-12

Maintenance Menu Pase

Service Type

v coordnaben, o | 15T imsposteton £ S 0el

' rtabaon [E UL

CT T

RS

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

o0 Theright 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



]
Elderberry Database Sy st em UsManuals 7-14

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

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-

A 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.

A 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 -Hindividudi e 6c Btud g ar y
ride provided by staff on Program time would be recorded in the category
AService coordination. o0 Therefore, you may
such asvdlRd deconnected to-itnde vi Mallad Ot earnt ege
AfRi-deaddmng¢cted to the fiService coordinatio
as they appeared when the database system was first distributed serves as an
example of this approach (see Figure 7-14).

Figure 7-14

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

0 To edit a Service Type-

A 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.

A 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.

selector) to the

or
proceed with the
del et i on, sel ect
record selector

| ef t of t he

sel ect

may

del et

fiNo. O

on,
You

del
berf o éleh i & Siwviceglype has beérd e | 0

0 To delete a Service Type- Use your mouse to select the box (called a record
Category
A d leey. A bor will appear asking you to confirm the deletion. If you wish to
nYes.

et e

used in the Service Activity Log, you cannot delete it from the Service Type

section of the Maintenance Menu.

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

cannot be retrieved.

fi

0
mu |

el

I
t

d

f
[

p
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1 Service Type (Additional) - To maintain the Service Type (Additional) section of the
Maintenance Menu (see Figure 7-15):

Figure 7-15

Maintenance Menu BACK

Additional Service Type

set Education

Dropam Hormaton
Juanardy Raport Goals
Rafarn Type

3
|3 vt 5 pean] Gaoup
£
£

wp Education [E] Stk

w || 3E Groug Edacabin (£ | Vel
[e | Hawth promotaon

1
l

T y
e 38 Catagory
Title 38 Service Category Link - ]:- k. M fol? bob Senrch

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

o0 Theright column of the Service Type (Additional) section provides the text for the
Service Type drop-down on the Service Activity Log (Additional).

0 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

0 To add a Service Type (Additional)- Follow the instructions for adding a Service
Type in the Service Type section of the Maintenance Menu. For simplicityds
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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To edit a Service Type (Additional)- Follow the instructions for editing a Service
Type in the Service Type section of the Maintenance Menu.

To delete a Service Type (Additional)- Follow the instructions for deleting a
Service Type in the Service Type section of the Maintenance Menu.

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

Figure 7-17

(0]

CEEECEEEEE

Support Organizations
Organization: |Meals on Viheels
Org Type: |Flea Clinic +| Services: [Nutrition '
Lr FirstlyL ast: [Bil W [smytme

'5' Title: |Direc1c|r Email: |bsmy'the@muw.urg
Prim-Phone: |(651}223—3344 Other: |

Addrezs: |2E|22 Lindsay Lane
City/State/Zip: |St. Paul : MM : 55104 :

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).

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.

Organization- Enter the name of the organization.
Org. Type*- Select an organization type.
Services- Enter the service or services this organization provides for elders.

First/Ml/Last- Enter the first name, middle initial and last name of the contact
person from the organization with whom you communicate.

Title- Enter the title of the contact person.

Email- Enter the email address of the contact person.

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

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

Address/City/State/Zip*- Enter the street address, city, state and zip code of the
organization.
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0 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.

0 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 del ete.oHii dkehaboiwllappéar asking you to confirm the

deletion. If you wish to proceed with the deleton, sel ect WAYes. o0 I f you
proceed with the deletion, sel ect ANo. 0 You |
more than one record selcerctfodlkeybetd®Ne hi tti ng

Once an entry has been deleted from the Support Organization section it
cannot be retrieved.

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

Figure 7-18
Mamntenance Menu BACK
Postsl Zip Code - Title 3B Service Category
Primary Physician For Titke 3B Persons Served Report

Prafie
}"l.;‘grgm Indormation —_
Quarterly Report Goals

Reference Type Home MadficatonyRepair
Referral Person

Relationship

Religron

Screenings

Servce Category (Nen LAHBNPs calyl)
Servce Role

Homemsker

A NEE

ronsportahon

Serace Type

Serice Type {Additional)
State

Suppont Organizations
Task Status

Task Typa

Time of D;’

|
| Tale 3B Serace Category Link . |.~ie.ou: 4 lofd oM Search 1t

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).

o0 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.

0 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 Ilist. Type the ¢
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 fieldsi n
you leave the list, so that the next time you display it, it will be in alphabetical

order.

(called a record selector) to the left of the entry yo u
fi d e | keyt oa your keyboard. A box will appear asking you to confirm the

del eti on.
to proceed
selecting

I f you wish to proceed with th
with the del et i oltipleergriessbg ct A No.
more than one recoond Fekket ®d

the | ist youdre

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

want to deloet e.

CAUTION: Once a Title 3 Service Category has been deleted, it cannot be

retrieved.

9 Title 3 Service Category Links- Use this section to maintain Title 3 Service Category

Links (see Figure 7-19).
Figure 7-19

Maintenance Menu

Prienary Physacian

Profée

Program Irformation

Quarterty Report Goals

Referonce Type

Refeqral Person

Relationship

Religon

Screenings

Serdce Category (Non LAHBNPs onlyl)
Serace Role

Service Type

Service Type (Addtional)

State

Supper Organizations

Task Status
Task Type

Time of Day

Tatls 3B Catagory
Tale Serace |

[Tale 3C Category

‘Title 3B Service Category Link

For Titie 3B Persons Served Report

Hor

[ [ LTI
BBER

| K1 K8 K0 R EN|

T

omemares [E5Stall

- |recoin 1otz b wo

Search

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).

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.

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

wor

Hi
e
o]
bef
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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
@ Report Menu @ ”
Report List Report Parameter
ElderWise Export (Title 3E- CCC)
Mailing Labels

Mailing Labels Support Organization
Mailing Labels Support Person
Quarterly Service Report

SEfe_”ﬂ' R‘:Ptﬂr_‘t Resor Please select a report from the
envices Activity Repo R .

Status As Of list on the left by clicking over the
Status Report report name.

Support MNetwork Report

Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Senice by Caregiver Report
Volunteer Activity Report

9 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.

TOE

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)

9 For detailed instructions for using the Elderberry Database system to report for the CCC

(Caregiver Connections Collaborative), s e e

t h

e

document i n

the Elderberry Database System for Title 3BE Re po.rt i ngo

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

Figure 8-2

'li-cp(n'l :\\_unu

Report List

Mading Labsis

?.‘Jlmg Labeals Suppon DI(_].!HI:'J[ on
Mailing Labeis Support Person
Quarterdy Service Report

Reforral Report

Sernc ctivity Report

Support Network Report
Suppart Persons/Organizabons
Title 38 C. D Per: S
Title 3E Parsons
Title 3E Service by C
Volurteer Acivty Repont

epont
agreer Report

Report Parameter

Select Year

2010 =1

Select Quarter

Quanter.1

| BACK

-

Be surw that &1 fields Included In the Title 3E Dats
Entry Profile oo the Persosal Info Form for JE-
Carogiver and JE<Care Reciplent are filled in,
including JE-Link and JE-Relation. Otherwise,

your data aray not be exposted!

This export will create 1ext files for the quares
selected above The files will be saved at C:)
Expont

1 Inthe 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.

T Fol |l

Ti

ow t he i

tl e

nstruct.
Follow the instructionsinthe Appendi x
3 E t®Rse=md gaurtekpartgdfiles to Elderberry Institute.

ons
ti

on
tl

t he

ed

Report
i Us i ge@ystennfer

1 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- CCCQC), not including a count of volunteers. For more details, see the fHow to print
the Title 3E Service By Caregiver Reportdsection later in this chapter.

1 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.

t he

El

Appert

Par amet e

der b
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How to print Mailing Labels for most people

1 Mailing Labels can be printed from the Sorting Tool as well. For more information about
this feature, see Chapter Nine, Sorting Tool.

9 Click on the Mailing Labels option in the Report List. A note will appear below the
AiReort Listd to indicate the kind of
1 Inthe Report Parameter window, a list will appear (see Figure 8-3).
Figure 8-3
Report Menu
Report List Report Parameter

ElderWWise Export (Title 3E- CCC)
tMailing Labels
Mailing Labels Slpport Organization
Mailing Labels Support Person
CQuarterly Semnvice Report

Referral Report

Semvices Activity Report

Status As Of

Status Report

Support Network Report

Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Service by Caregiver Report
Volunteer Activity Report

or their equivalents.

Mailing Labels for:

3E-Care Recipient -
3E-Caregiver

Block nurse

Board member

Contributor

Friend of program

Home health aide

Not-Defined

Person served

Program staff

Prospect

Recycling Volunteer

SPICE Person Served

Volunteer e

Ly

Please select one or more statuses
(hold the CTRL key to select more than
one) or select none for all.

v Preview | Print H

NOTE: Labels are formatted for use with Avery Laser 5160 or Avery Inkjet 8160 mailing labels

abel

n Select one or more of the options from the Mailing Labels for: list. To select more

t han one

opti

on

at one ti me,

hol d

down

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 Typeinthe P e r s 0 n 6 sect®nh af theuPersonal
Information form. Only one label will be generated for each person, even though they
may have numerous Person Type entries.

Theent r i

es in

t he

user has made in the Person Type fieldinthe P e r s o n 6 sectidn ¢ theu s
Personal Information form. Se |

al phabetical

or

ock
each

ectii
der)

ng

i BI
for

nur seo

person

A Mariespond tg the Reisan Type ehtides thed

wi |
wh 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

t

s f

he

i st

0O |

gene

has
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the button with the printer icon on it. After printing, or to return to the database
systemwi t hout printing theolbbeten.click on the

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

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

1 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

9 Click on the Mailing Labels Support Organization option.

1 Inthe Report Parameter window, a list will appear (see Figure 8-4). A note will appear

bel ow the AReport Listo to indicate the kind o
formatted.
Figure 8-4
Report Menu
Report List Report Parameter

Elder\Wise Export (Title 3E- CCC)
Mailing Labels

Ef'-.-'IaiIiru Labels Support Organiz
Mailing Labels Suppart Person

Mailing Labels for Support Organization:

n Community program
Faith community

ation

Quarterly Senvice Report Flea Clinic
Referral Report Hospital
Senices Activity Report Medical clinic
Status As Of Nursing agency
Status Report Pharmacy

School program
Social service agency
Volunteer agency

Support Network Report

Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Semvice by Caregiver Report
Volunteer Activity Report

Please select one or more organization
types (hold the CTRL key to select more
than one) or select none for all.

B Preview | Print u

NOTE: Labels are formatted for use with Avery Laser 5160 or Avery Inkjet 8160 mailing labels
or their equivalents.

9 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 ti

keyboard.
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1 Theentriesin t he fiMailing Label s famespSafmpher t Or gani :
entries the user has made in the Org Type field in the Support Organizations section of
the Maintenance Menu. Selectingi Co mmu ny p r villggenaraiedone mailing label
(in alphabetical order) for each support organization that has been entered as a
ACommunity programo, etc.

1 Inthe Report Parameter window, Preview and Print buttons will appear.

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 systemwi t hout printing thedl abeten. click

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

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

I 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

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

1 Inthe Report Parameter window, a list will appear (see Figure 8-5). A note will appear
bel ow the fAReport Listd to indicate the kind o
formatted.

Figure 8-5
Report Menu [ Back |
Report List Report Parameter
[ElderWise Export (Tele JE- CCC) [ o
‘,-,4,..,,‘; Labels r‘.danmgiL_;piel_s for Support person
Mailing Labels Suppont Organization Consarvator
Aailing 8 S J\J C v:; u.. 1on n e S TR

Occasone! caregrver
Frimary careghor
Service cocrdnabon

Quarterly Sansce Report
Referral Repont

Semces Actnily Repon
Status As Of

Status Repont

Suppaort Network Report
Support Persons/Organzations

Tithe 38, C. D Persons Senved Repont
Titke 3E Persons Served Repont

Tithe JE Sarace by Caregiver Report
Valunteer Actraty Report

Please sslect one or more semce types
(hold the CTRL key to select more than

one) or select none for all

” Preview ‘ Print n

NOTE: Lobels are formatted for use with Avery Lasar 5160 or Avary Inkjet 8160 mailing lnbels
or their equivalents.

0 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
Peaople tab of the Personal Information form.

ﬁ Select one or more of the options from the Mailing Labels for Support person: list.
To select more than one option at one ti me,
keyboard.

o Theentries in the fAMail i ng coradpandtsthefentnes Support
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 personwhohasbeen entered as a fiPrimary caregi

E 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
systemwi t hout printing theolbbeten.click on the

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

1 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

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

1 Inthe Report Parameter window, additional options will appear (see Figure 8-6).
Figure 8-6

Report Menu

Report List Report Parameter
ElderWise Export (Title 3&- CCC) Select Year: Select Quarter:

Mailing Labels
Mailing Labels Support Organization n| 20102011 [»[ | Quarterd E

Mailing Labels Support Person Enter unduplicated YTD Estimate of Additional

‘Quarterly Service Report People Served: Update q
Refarral Report -
Services Activity Report Click "Goals" to make sure you have the correct g4 d
Status As Of Quarterly Report Goals entered:
gtatusnRsptort  Reoor You can direct print or preview the

upport Network Repo E (L
Support Persons/Organizations Report by cli n the buttons
Title 3B, C, D Persons Served Report below. Preview | Print |
Title 3E Persons Served Report ) | - ‘
Title 3E Senice by Caregiver Report First connect to the internet, then click "Send" to email
Volunteer Activity Report your report to the address below:

E-mail Address:
|e|derb@e|derberry.0rg

«

” 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.

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

Report.
E Enter YTD Estimate of Additional People Served- At the end of each quarter, you
compare the number of additional peopl e ser v
in the Service Log (Additional) and determine what the unduplicated total for the year
i s. Enter that number in the AYTD Eeui mate o

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).

KD click aGbalbecCbicking the fAGoal so Quattrlyon wi l |
Report Goals section of the Maintenance Menu, where you can update your goals.
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5

When you have finished updating the goals, c¢
Maintenance Menu to return to the Print Quarterly Service Report menu.

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 theorbpoton.click on the

Figure 8-7
QUARTERLY SERVICES REPORT - COMMUNITY PROGRAMS
COMMUNITY: My Program's Hame FOR GRANT YEAR 2010-2011
[ @alR1 | @R2 | QIR3 | @QTR4 | YID | GOAL
PEOPLE SERVED:
1. Number of people receiving nursing services 20
funduplicated)
2. Number of people receiving volunteer services "
funduplicated)
3. Number of people receiving service coordination 45
funduplicated)
4. Total people served (records keep) 40
funduplicated)
E. E stim ate of Additional people served Mi&
(not on record keeping system, unduplicated)
UNITS OF SERVICES:
§. Client related nursing hours MNi&
7. Nursing visits 50
8. Client related home health aide hours 120
9. Home health aide visits Ni&
10. Direct service volunteer hours- by individuals 250
11. Direct service volunteer hours- by groups 50
12. Administrative & governance volunteer hours Ni&
13. Number of direct service volunteers 34
14, Service coordination hours 100
15. Service coordination visits Ni&
18. Health promotion contads MNi&
17. Outreach Contacts Ni&

~fio!

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

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

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
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yearand quarteri n t he fASel ect Year 0 amdnsuiehatl ect Qua
your computer is connected to the internet.

9 After your Reporthasbeensent , a message box wil/ appear t
Quarterly Report data hasYole ermoarai Icehce cku d e
folder of your email program to ensure that the email was actually sent.

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

How to print the Referral Report

1 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.

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

Figure 8-8
Report Menu
Report List Report Parameter
ElderWise Export (Title 3E- CCC)
Mailing Labels

Mailing Labels Support Organization
gua'alE”;asbz:,ii”gzgferm You can direct print or preview
the report by clicking on the
Semvices Activity Report buttons below.

Status As Of

Status Report

Support Network Report

Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Senvice by Caregiver Report
Volunteer Activity Report

” F're\fiew| Print

1 Inthe Report Parameter window, Preview and Print buttons will appear.

n 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 onotheatfiGlhose
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Figure 8-9
My Program’s Name
Local Program Referral Report
The report is showing how persons are referred to orleamed about the program,
with an emphasis onrecent or new persons to the program.
Sundsy;, Februany 14, 200 1218 PM
Church presentation Coffee or pot-luck

Person's Status Last Month Last 12Months Person's Status Last Month Last 12 Months
3E LCare Recipient 0 0 3E-Care Recipient 0 0
3E Laregiver 0 0 3E-Caregiver 0 0
Block nurse 0 0 Elock nurse 0 0
Board mem ber 0 0 Board member 0 0
Contributor 0 0 Contributor 0 0
Friend of program 0 0 Friend of program 0 0
Home health aide 0 0 Home health aide 0 0
Mot-Drefined 0 0 Mot-Defined 0 0
Person served 0 0 Person served 0 0
Program staff 0 0 Program staff 0 0
Prospect 0 0 Prospect 0 0
Recyding Volunteer 0 0 Recyding Volunteer 0 0
SPICE Person Served 0 0 SPICE Person Senved 0 0
Wolunteer 0 0 olunteer 0 0

Totals: i} i} Totals: i} i}

Page 1off

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

1 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

1 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
mont hs from the date entyerRed oirnt tahse off S edr Viiced dA

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

1 Inthe Report Parameter window, additional options will appear (see Figure 8-10).
Figure 8-10

Report Menu BACK

Report List Report Parameter

| Maibng
{ Mailng

iz Support Orgamization

rece Actmity Report as of | 2142010 “

E‘:uccull Patsons/Org
|{Tele 38, C D P wved Repon
| Tithe 3E
{Thie 3E S

i"-'ol.n'rnc' Actw

You can direct print or preview the
report by clicking on the buttons

below
B Pravies Pres ‘u

” 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
mont hds data with the same monthdés data from

E 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
ACloskeutton.

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

My Program’s Name

Senvices Activity Report
This report summanzes @ mUMbeTOf hoU TS mdnumbars of sl
by fype of sarvioes prnvided by fhe Program

Sunday Febbrusry 4, 2010 72826 AW

Senvice coordination

[a ettty Moo HO0E Dea.- 2008 Jan . EAD Fab - 20 Lagt 12 Monihs.

Hous == Hous st Hors = Hours: =7 Hours: e

IE-Homemaker [E)-5ET 23 10 23 10
35 -Transporaton (S-S a 4] a a
SD- Afmis Aguatie Program- st el 13 21 13
S0- Arfnmis Exerclse Program- s 1] 4] a a
SD- Menfal Health Education Ses a 3 a 3
30~ Wenml H2atn Soeen- sET [i] [i] a [1]
SE-Ass Eed Transponaibn (E-S 11 2 4 2 11 2
'E.—ODJ‘SEII‘r; [EF-SE 18 1 18 1
Totals: L] L] 55 33 22 3 73 I4

Volurteer service- individual

[2.ctrvity Ny HOE Dea- 200E Jan-E10 Falb - 2010 Lag 12 Monis,

HoaS VES HOTS =] =Hous WSS Hars =] Hars VEE
55 -Home Modificationfepalr (£} z 1 2z 1
"5-—0'11& maker [EOL B/25 Q %235 Q
3E-Transparation (EFVOL z 1 4 1
30~ Mental Health Screen-wol 13 8 13 8
GE-AssEted TramspoRaion BV 1 4] T 4 H z
SE-Care CoordinatbnConsy Ratl 3 a
= Totals: 15 L] 725 ] L] 5 E1125 12

Fage 104

1 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

I The Status As Of Reportg i v e s

you a | ist

of

what

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

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

Figure 8-12
Report Menu
Report List Report Parameter
ElderWise Export (Title 3E- CCC)
Mailing Labels

Mailing Labels Support Organization
Mailing Labels Support Person
Quarterly Senvice Report

Referral Report

Senices Actiity Report

 Status As Of

Status Report

Support Network Report

Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Service by Caregiver Report
Volunteer Activity Report

This report lists Persons Served
whose status has changed to:

By 1|
Between:

21472010 | ﬂ
And:

214/2010 & u
u F'review| Print |G

1 Inthe Report Parameter window, a status drop-down list, dates between choices and
preview and print buttons will appear.

” Status Drop-down List i 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

-
5

the report.

il

nactiveo duri

ng

a

particul ar

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

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
ACloskeutton.

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

peopl esb

t

S
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Figure 8-13

My Program’s Name
Perconc Served shoce ctali s wacehangrd © Thac® v’ batus sn 1712505 and 129 12007

ame Thange Date 13

Jhneon, Juand b 03252005 Ea2ME20000 103 155705
La Fordd, S edie 05 102005 02 $0B200+ 05065 1 3030 |
Lo Semina 1, Tucd 07 012005 BASE00GCT0F11061)
Foland, Leras 0402 200% B4 10820000608 | +50C 1
w22, Amile 04X 20046

6200820050 12010200

1 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

1 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.

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

Figure 8-14
Report Menu
Report List Report Parameter
Elder\Wise Export (Title 3E- CCC)
Mailing Labels

Mailing Labels Support Organization
Mailing Labels Support Person
Quarterly Service Report

Referral Report

Senvices Activity Report

Status As Of

Support Network Report

Support Persons/Organizations

Title 38, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Semnvice by Caregiver Report
Volunteer Activity Report

You can direct print or preview
the report by clicking on the
buttons below.

n Preview | Print |u

1 Inthe Report Parameter window, Preview and Print buttons will appear.

n 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 systemwi t hout

printing

t he ORebpudrtto,n.cl i ck

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

My Program’s Name

Lezal Program Status Report
T e rapori & sumimar] Sng e numiber and status of persons associsded

with e Dol prog mem, and dhanges froem prvious peiods

Surmiay, Feboruary 14, 00 TSE4E A0

Active
‘Currant Mondh Comparsd Ta:

Parson’s Status Ho‘\ng%ﬂ' 1 I:a-mgcb: 1 [ January 1 2010 [February 1 200 1 MonihAge 12 Monins Ago
I3 E-Care Reclplent i i i 4 a a
I3 E-Caregwer 6 5] 5] ] a a
Block murse 4 i i i a a
Soad member 4 4 4 4 a a
Contrilutar [ B B [ a a
Friend of program a a
Hiom e healh alde 1 1 1 1 a a
ot -Defined 23 23 5 3 a a
P erson sened T T T T a a
P ogram stafl 4 4 4 4 a a
P mEnect a a
Recycling Valkmiesr a ]
ISPICE Pamon Sanved 1 1 1 1 a a
Voluntesr ] 5 5 5 a a

Tof s &7 &7 & & [ [

Fegei1ds

1 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

9 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).

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

Figure 8-16

Report Menu (" Back

Report List Report Parameter
ElderWise Export (Title 3E- CCC)
Mailing Labels
Mailing Labels Support Organization
Mailing Labels Support Person

Quarterly Service Report You can direct print or preview

Raferral Report the report by clicking on the
Services Activity Report buttons below.
Status As Of

Status Report

Support Persons/Orgamzangns

Title 38, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Service by Caregiver Report
Voluntaer Activity Report

n Preview l Print |u

1 Inthe Report Parameter window, Preview and Print buttons will appear.

n 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
ACloskeutton.

E Print button- To print the Report without viewing it first, click the Print button.
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Figure 8-17
My Program’s Name
Support Network Report Sumiay, Faoruy 44, 0 21031 A
The mpor summarizing $he §y pas of support misionships In plos forprog e paricpents,
induding unigus Indkédus orfamily suppods (g familly SEreghers, JOnSArEorl,
amd onganilzdion supporis (=g koosl prosgram s ihe prondds specito sandoes o sanlors .
Currant Month Comparsd To:
Sup port Crganizations Roember 1, | December 1, | Januany 1 2010 [Februay 1 &10] 1 Nemhage 12 Moning Bge
and Parsons o e
Com munRy program 0 0
Faln communiy a a
Flea Clinke a a
HospRal a a
Medical clinlc a a
hursing age ncy a a
P 2 m acy 1 1 1 1 a a
[Echoal program i) a
[moclal sanvice agency 0 0
Volunteer agency 0 0
Consamator a a
[>ccaskonal -HI'E-?-IE[ a a
P imary caregier 1 1 1 1 a a
[Sensice codndination a a
=2zl Care Agent 0 0
Totds: 1 2 2 z [] []
-l

1 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

1 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.

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

Figure 8-18

Report Menu
Report List

ElderWise Export (Title 3E- CCC)
Mailing Labels

Report Parameter

Mailing Labels Support Organization
Mailing Labels Support Persan
Quarterly Senice Report

Referral Report

Senices Activity Report

Status As Of

This report lists Participants with:

| Support Persons

Select Status(es) — leave blank for All:

Bk 1)

Active

Closed
Deceased

Inactive

Moved

Status Report
Support Network Report
Support Persons/Organizations

Title 3B, C, D Persons Served Report
Title 3E Persons Served Report

Title 3E Semnice by Caregiver Report
Volunteer Activity Report

1 Inthe Report Parameter window, a drop-down menu and Select Status(es) window will
appear.

Drop-down List: Choose whether
Persons, Support Organizations or Both.

you want your report

Select Status(es) i Leave Blank for All i 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
ACloskutton.

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

t

0
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Figure 8-19
Sunday; February 14, 2010 8:12:18 PM
My Program's Name
Support Persons

Emergency Contact?

Participant 1D Organization Support Person Role/Service Primary Phone +*
Anderson, Steve E4210520050811132454 O
Anderson, Julie B. Primary caregiver (521) 8447962

Cleaverling, Wally E4210520050809150430 jones, fred Occasional caregiver
Gossett, Tom E4210520021125093443 Johnson, Joe ]
Jones, Fred O

Three, Tina E42105000003 Thres, JoeB. Primary caregiver (555) 5555555 =1

Page 1 of 1

1 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

1 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.

1 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
fiTitle 3 Categorieso and fiTitle 3 Service Category Linkso section of Chapter
Seven.
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1 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 personsdé dat a.

9 Click on the Title 3B, C, D Persons Served Report option in the Report List.
Figure 8-20

@
D a

1 Inthe Report Parameter window, additional options will appear (see Figure 8-20).
B From/To- Select or enter the beginning and ending dates for the report.

Select Title Options (unlabeled)- Click on the radio button next to the Title 3 Report
you wish to produce.

E Select Format- From the drop-down list, select the format of the Title 3 Report you
wish to produce. The #fdedodswdedhythe@entralMNc or r es p-
Council on Aging. The AMAAAO entry correspon:
Area Agency on Aging. Additional report formats may be added to the database
system as they are completed.

u 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 onothetfiGlhose

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



















































































































































