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© TIP You will see tips throughout this manual. The first tip for working with the
SERVtracker database is how to log off properly. Exit out of all screens back to the

GISERV:

Main Menu s Click ‘Log Off.” Next, on your second log on and password

Usortam: [ ]
screen. [=]==|Click ‘Cancel.” Next, click on the start button in the lower left

hand corner of the screen, click on “log off.” - If you do not log off this way,

you may not be able to access the database the next time.



RECEIVING A REFERRAL

It is a requirement for all vendors to check their SERViracker e-mails several times
throughout each business day for referrals. You may choose the times during the day,
however, Case Managers cannot wait past the 24 hours deadline for your response by
either accepting or declining the referral. Services must be started within 72 hours of
the e-mail notification and referral.

APS referrals require a SAME DAY response in SERVtracker and 24 hours to start
service. Failure to respond through SERV¢racker within the SAME DAY means that
you will be passed over to the next vendor on the rotation list.

GISERViracker®

Software for People SERVing People
Hillsborough County Aging

e All referrals for new or revised services will be sent to the vendor automatically via
SERVtracker e-mail when the Case Manager generates a referral for the client in the
SERVtracker database system.

e Notification will be indicated by the ‘New Mail!” module on the ‘Main Menu’
screen.



You have the option of printing and /or saving SERVtracker e-mails. You may also
delete e-mails that you do not want to save.

¢ To print the e-mail, click on the printer icon shown in the circle.

@QED‘ | YN |
freo e |

ier”

L arn Capali]

To: |hayada

Hi

Sent: |1 052952008 10:08:55 Ak

Subject: |N|:|tifica1ion of referral

Message:

Client: Test, Manual - 5305
Service: Respite

Start Date: 104 /2008
Linits: O

-~ [Freguency:

S M TWTF S
000000a0

e ™ &=
Record: 14| 4[] 117w | e ]r#] oF 119

© TIP When looking for latest e-mails sent to you, click the >| scroll button, then
click the <« button one at a time to see each of the latest e-mails. [« will take you
back to the first e-mail.



e After clicking the printer icon, you will see the following screen:

¢ Qo to ‘“file’ in the upper left corner of the screen — ‘print’

—
£3/SERVtraw ver Client - [rptprintreceivedmail : Report]

FROM Pam Capallia
SENT 1201772008 12:54:32 PM

TO: bayada
SUBJECT: Notification of referral

MESSAGE: Cliert: Test, Manual -5305
Servce: Hom em aking
Start Date: 121152008
Units: &
Frequency. weekly

SERMracker by Accessiole Solutions, Inc.
ersion 912 3h

Page: 14| 4| [ BT T

Ready HUM

d)start| || serveracker client - [..

e After printing, exit out of the screen by clicking the small black “x” in the upper right
corner. This brings you back to the ‘New Mail!’ screen. Click the button ‘Mark as
Read’ This will save the e-mail for you. The module on the ‘Main Menu’ screen will
change to ‘No Mail’ when you exit out of the print screen and return to the ‘Main
Menu’ screen.

® You will be able to retrieve your e-mails later by clicking ‘Old Mail’ or ‘Sent Mail’
and scrolling through them using the <« and P> at the bottom of the e-mail screen.



ACCEPTING OR DECLINING A NEW REFERRAL

o Return to the ‘Main Menu’ screen and select the ‘Clients’ module.

2 PP Vs ®
CASERViracker
Software for People SERVing People
Hillsborough County Aging

Welcome Lynne Roberts!

e To search for the client by last name: Make sure that the drop down field for service
says ‘Homecare’; the client status button indicates ‘Active’; the search box indicates
‘Last name.’ Enter the client’s last name in the top left field. An asterisk (*) should
be in the field where you begin typing. The client’s name should appear in the
window below.

Client Search
W plete client list vice an -
te: Service: [Homecare Client status | (+) Active Inactive 1 Al
LH, Ml | ADDRESS = =arch
Test Katrina D | 9312 Terrace Trai Ln 813-974-7897 034242342 | 3241523 (2} Last name
Test Revision 4603 Bray Rd. 001010100 | 120401938 O Prerrame
() Address
() Strest
() Telephone
() Social security
"3 Family Id
) Member Id
7 Client 1d
[ Auto-populate
complete client
listirg based on
service and client
Click For Quik-View, Double-click ko go to client record| skatus
Found 3 Clierts Search behavior | (+) Realtime () Manual ||G) Beging with () Anywhere
* Single-click on client’s name for quick view showing client’s name, address, phone
number, social security number, and date of birth.
[ ]

Double-click on client’s name to go to the ‘Client Data & Service Request’ screen.



e Select the green ‘Case Mgmt’ button on the left side of the ‘Client Data & Service

Request’ screen.

Family Id:

[ Roluionshin: |
Member Id: l:l Hick name:

Client Data & Service Requests (right-click mouse button for additional options)

Last Hame: First name: MI: l:l Title:

[

[__~I

;I I= client anomymous: O

Is this record an institution: [

Household I Other Personal I Emergency

© TIP Any time that you are in this screen and you would like to return to the ‘Search’
screen, you can right click in the grey area, view a drop down list and click ‘search.’

lient 10: 5305 Age: 93 ADLAADL Score: HRA Score: -

—Residential Address — Stat ouping SS?%OB
Address: |1 111 Mowhere Ave | Cliert Group: |Unassigned ;I =
Blcftpt: | | | Gender: o i |

Race/Ethnicity
Address 2 | | 30
Ciy [Tampa || _contact Info R;r‘ml .
StateProvince: |FL ;l Ha= Mo Phone: | O | "J
okl Ciaifz (33607 et | | [| Home Phane: [(513) 222-4444 |

Mail Address

o eation wiork Phone: | | Ext: | | %
Courty: |Hi||sb0r0ugh ;I hokile Phone: | | Eiii

unding
Email Address: | | -

/ Last Changed By:  [Pam Capallia N i Histary
Rural: | | | r \ fie j
City Residert: [ O | g \‘:&1 VY

. Send Email Client Irtake Map Point
Reg dt: Last chg dt: Last chg time: i "_f’i_’:"'“’*”“ i
w o About this ient | e I i e Fe | ::_
! - Il I et

(You do not have to ‘exit’ out and return to the ‘Main Menu’ screen.)



You will now see the ‘Case Management’ screen with the line of service, including
referred service units (service hours), start date, funding, status, and frequency.

To accept or decline the referral:

¢ Single click on the line of service so that it is highlighted, then click the blue ‘Edit
service’ button below the ‘CARE PLAN’ window.

Case Management - Data Test

Provider: |Hi||sboru:uugh Courty A;l Funding: |NDP ;l Last assess: E m @
Start date: m Case Mgr: |CAPALLIA, PAM ] Hextassess: Cas el
Stopdate: | | (=] Site: [ ASSIGHED -] neweclientevalcomp: | i~ L@;
Stop reason: |Eleing provided ;l Client Group: | | First agsess Dt (HOM): | ; ;

Funding amount: I:l @
Case type: |Unassigned ;I SR |:| Health
Comments: | | Cnndillons

_PCDunty In-Home Services Homemaking MOP 1001872007 4 weekly Pravviced Lasl

Unit Entry

Y B :
CarePlan 3 CIRTS Form = Clisrt ID; 4516 Undo Change

1

‘ Save Record

If you intend to accept this referral, click the [Exit —] button at the lower right corner of the
screen. Continue to exit out of the SERVtracker database now. Contact the client and /or
caregiver and arrange start of service. Make sure that you confirm the start date for service,
including the scheduled days for service, and the aide assigned to the case. You will need this
information to accept the referral. Come back to this screen when you are ready to accept the
referral and proceed to the next step. You have 24 hours to either accept or decline the referral.
*** APS referrals require same day response for either accepting or declining the referral. ***
The nurse intake visit is not considered start of service. If you cannot contact the client
by phone, you must attempt a home visit to make contact with the client or caregiver.




The ‘Case Management’ edit screen opens to the ‘Schedules’ tab. (Make sure you have the
‘edit’ screen and not the ‘read only’ screen.) The NEEDED SCHEDULE has been entered
by the Case Manager. It indicates the number of referred hours and the suggested days to
divide the hours of service. It is optional. The PROVIDED SCHEDULE is what the client
will actually receive from you. You will not be able to edit these schedules, however, if you
are accepting the referral, when the auto notification goes back to the Case Manager, the
Case Manager will enter the scheduled units in the PROVIDED SCHEDULE based on the

information you enter in your comments. (see next page)

e Click the ‘Referrals’ tab to accept or decline the referral.

i Case Management - Manual Test - Edit '

t Record entry date: Iuﬂﬁma vI Provider: |Bavada Nurses -

Hon-DOEA: [

| Start date: |

Stop date: — ¢ =] Funding: Review date: | ./ /=

Care plan date: Im Unit cost: Review type: |:

CIRTS: Activity dese: | |
H Service #: Problems/gaps: |Client has limited mohility and cannct compette home making tasks. |

Schedules | Careplan checklimwmﬂder Feedback |

——

f NEEDED SCHEDULE

1 M T [w(T F 5 5
E 0o [0 | = |0 | 0| o |ao
: PROVIDED SCHEDULE
Frequency: |weekly -I
M T [W ([T F 5 5
0 4 0 4 0 0 0

1 To calculate week, enter date: I_;_;_ vI Week #

Service Holds Reason Long Long End
Homermaking 10§17§200¢ In hospital Mo 10/29/2003
Hormernaking 71172008 In hospital Mo 7I17]z008
Homemaking 7116J2008 In hospital Mo FIL7 12008

\_;j Cliert ID: 5305

[ |
Exit




At this point you have determined whether you are going to accept or decline the referral.
The ‘Disposition’ drop down box will indicate “Reviewing” in the drop down field. DO
NOT click this drop down box yet.

core Manogerert-vanal Tese e ]
Record entry date: |1 0/29/08 LI Provider: [Bsyada Murses - | Hon-DOEA: [
Start date: |1 0010 +| Servieer [Respie - |
Stop date: [ =] Funding: [DF - I Reviewdate: | / i =
Careplandate:  [inzan =] Unitcost: [518.00 Reviewtype: [ |
CIRTS: Activity desc: [ |

service #: Problemsigaps: | |
schedules | Carepian checkif Referrals Bwiuerreeuhackl
| b 7

Date ref sent: [10/29/2005 Sent by: Pam Capallia

Comments: [

[ ] st
Response ante: [ esponsem [
i iti Ferviesnving -

Provider

comments:

( D
%’4

\ o
; \ Client ID: 5305 =‘.
= Exit

** Very important ! **

You must enter your comments in the ‘Provider comments’ field before clicking the
‘Disposition’ drop down box to accept or decline the referral.

e To ‘Accept’ - comments must include the actual start date of service, the schedule
including days of service with units (hours of service) for each day, and aide
assigned. You must be sure of the start date before you accept the referral. If the
schedule and aide change later, that information can be edited at a later date. Enter
your comments in the ‘Provider comments’ field.

e To ‘Decline’ - state the reason you are declining the referral in the ‘Provider
comments’ field.



e After entering your comments, go to the ‘Disposition’ drop down box and select
the appropriate disposition, either ‘Accept’ or ‘Decline’. Once you have made your
selection, when you click the [exit —] button, a question box will pop up: “Values
have changed. Do you want to want to save these changes?”’

ase Management - Manual Test - Edit

Record entry date: Im Provider: Hon-DOEA: [T
Start date: Im Service: |Respite -

Stop date: i i =| Funding: [NDP - i date: | / / «

Care plan date: Im Unit cost: Review type: E

CIRTS: Activity desc: | |

Service #: B3 Pr | |
Schedules | Careplan checklis‘ Referrals ’erider Feedback |
| N —

Date ref sent: 10,29/2005 Sent by: Fam Capallia

Comments:
SERYtracker [ <]
:;:/ Walues have changed. Do you want to save these changes? il
Response date: [10/29, Yes Mo |
Disposition: Acoep
Provider Start date is 10/30/058. Schedule: TURhrs; TH Bhrs.  Aide is Maria Torres.
comments:
\
Client ID: 5305 o]
@ cn
Exit

*%%* Please be sure that you have entered your comments and selected the correct disposition,
because when you click “Yes” to save it, you may not be able to make any changes.***

Choosing ‘Accept’ or ‘Decline’ will fill the ‘Response date’ field with the current date. An
auto notification will be sent back to the Case Manager.



Example of a ‘Declined’ referral:

Case Management - Manual Test - Edit

Record entry date: |1 k] vI Provider: |Bayaca Murses -

Start date: |1m1m|3 vI Service: [Personal Care

Stop date: i/ =| Funding: [NDP
Care plan date: |1Ds‘31.|'EIS vI Unit cost: [521.00

Hon-DOEA: [

Review date: | / | -

Review type: I:

CIRTS: ACTY | Activity desc: |

Service #: Pruhlemsigaps:|

Schedules | Careplan checklistrmﬂder Feedback |

Date ref sent: 1001 7i2005 Sent by:

|F'am Capallia

Comments: |

Response date: |11/3/2003 Response nx |Elayada Murzes

— Digposition: Diecline z

E Send e-mail

Provider (lNe cannot provide service atw
comments: M ——

jr Cliert ID: 5305

)
A

Exit

10



Example of an ‘Accepted’ referral:

Case Management - Manual Test - Edit

Record entry date: |1 osans ;l Provider: [Bayada Murses - | Hon-DOEA: [
Start date: |1 00 08 ;l Service: [Respite - I

Stop date: I_,r_,r_ | Funding: |NDP ;I lew date: | /=

Care plan date: Im Unit cost: Review type: lj

CIRTS: Activity desc: | |
Service #: Problems/gaps: | |

Schedules | Careplan checklis‘ Referrals ’Pruvider Feedback |
| N’

Date ref sent: [10,/29,2005 Sent by: Pam Capallia

Comments: [

E Send e-mail
Response date: [10/29/2005 Response by  [Bayada Nurses
Di: it [Accept ~]
e ——
Provider [Start date is 10530008, Schedule: TU 4hrs; TH Bhrs.  Aide is Maria Torres.

Exit

For printing a hard copy of the referral for your client’s file, you may want to use the
‘Referrals’ tab or click on the ‘Careplan checklist’ tab.

Before printing: WAIT for the e-mail notification from the Case Manager that the referral has
been ‘ACTIVATED.” At this point the referral will have the correct start date for service.

You will also see the status change from ‘referred’ to ‘provided’ when you return to the
‘Case Management’ screen.

¢ On the ‘Referrals’ tab, click on the printer icon, go to ‘file’ in the upper left corner
of the screen and click ‘file’ — ‘print’

11



e C(Clicking on the ‘Careplan checklist’ tab will show the duties requested by the
Case Manager.

*** Important *** If the service is BUNDLED RESPITE, it will be checked on this
‘Careplan checklist.’ It should also have been stated as a bundled service in the
Case Manager’s comments on the ‘referrals’ tab.

Case Management - Manual Test - Read Only

Last  pecord entry date: [02505 =] Provider: [Bayada Nurses - | Hon DOEA: [
Start date: |1nﬂm 08 Ll Service:  [Respite - |
Provider:  gtop date: [11s005 =] Funding: [P -] Reviewdate: [ -]
Startdate | Careplindate: [0z -] Unitcost: [§18.00 | Review type: | I | Esm
Stopdate | CIRTS: JacTy -] Activiedese: |
roblems!
Stopreas  Service #: “ Problems/gaps: \ Goals
schedulfs Careplan checklist | Bferrals | Provider Feedback | @
Case type Health
Commen Plan of Care Service = ondiione,
(Give cliert flLids to rink &= requested = I\%
1 Play cardhoard games ] -
Brayacka hui Prepare meal or snack ] c;ﬁf;ﬂ
Biapacka Nui Pravice skin care 5]
Dayada hu| Readto ciient &)
_ Dinit Entry
[RESPITE BUNDLED VITH HMK &ND PECA,
cum dust i
Take out garbage =]
[vish wicliert =
L
Comments:
Care Exit

< ) é )\enﬂD: 5305

¢ Clicking on the printer icon will bring you to the following screen which shows the
client’s information, schedule, and duties:

¢ Go to the upper left corner of the screen, click ‘file’ — ‘print’

Manual Test

startcste [ TEEONE] Provder: [Faads s Fartmundig
 E— e terooEs

5

PR——

 I—
T —

{0 0 |
ol oTelolo]olo]

‘ Taealowste wesk,sriar cate: [ Jwesk & ‘
Careplan C hecklist

PLAN OF CARE SERVICE
sesit useh

old iams

i

RENRRAAORREEQQ

SER\mokerbyAose ssible Solutons, h.
Nersiong.123g

Toiz Pages

ca
A start| |[£fa sER¥racker Client - [...

12



UPDATED REFERRALS

Changes to client services will be generated by the Case Manager and you will receive e-mail
notification. For example, the Case Manager may be increasing the service hours. You will
receive an e-mail:

# i ®
O‘cc“"-gl.ﬁf,‘ef
ople

g

From:  FESIEEEIR
H.l To: [payana

Sent: |1 21 Ti2003 12:46:53 PM

Subject: |Notification of referral

Message:

Client: Test, Manual - 5305
Setvice: Respite

Start Date: 10/1/2008
Units: &

Frequency: weekly

= M T W T F S
00068000

[ WarkasRead | [COMMal | AR
pr | 5|
Essmman) 2| e«

Recard: 14] 4 | 257 (v ki lr#] of 242

Since the subject line in the e-mail does not specify the type of referral, you will need to
read the Case Manager’s COMMENTS on the ‘Referrals’ tab:

Follow the same steps as accepting a referral by going to ‘Client’ module on the ‘Main
Menu, and proceed to the ‘Case Management’ screen and then the ‘Referrals’ tab. You
will see the disposition as ‘Reviewing’ and the Case Manager’s notes with an EFFECTIVE
DATE for the increase in service hours.

ase Management - Manual Test - Edit

Record entry date: Im Provider: Hon-DOEA: (]
Start date: [omios =1 Service:

Stop date: m Funding: Review date: A -

Care plan date: [1zr7ma =] Unit cost Reviewtype: [ -]

CIRTS: Activity desc: [ |
Service & : Problems/gaps: | |

Schedules | Careplan checklist Referrals | Provider Feedback |

Sent by: Fam Capal |§

effective 120105

E Send e-mail
Response date: [ ] Responseny: [ ]|

p | meposiion:
= P o
Provider
COmments:

N Client ID: 5305 =
Eﬁ Exit

13



[Exit —] SERVtracker, contact the client and arrange an updated schedule. Come back to
the ‘Case Management’ screen to accept the referral.

¢ Enter the new schedule arrangement in the ‘Provider comments’ field, click the
‘Disposition’ drop box, and click ‘Accept’.

Case Management - Manual Test - Edit

Last  pecord entry date: |12;1?103 ~| Provider: w;l Hon-DOEA: [
Start date: [iomwe =] Serviee: [Respite -]
Provider: Stop date: |7;7;7 LI Funding: [NDP | Reviewdate: | / / = =
Startdate | Careplandate:  [oi700 <

Unit cost: [$15.00 Review type: l: aDles
Stopdate | CIRTS: acTY -] Activitydesc: | |

Stopreas  Service #: 63 Pr [ || Goals

| careptan ist Referrals | Provider Feedback | @
Cassilvos Health
Commen Dateref sent:  [12A7/2008 | Sent by: Fam Capsllia Fendiiane
- Comments: Increase to 2 hr 3 x wi effective 1200108 '-‘lx

Bay: ()
Bayada Mun
Bayada Mun

Bayada Mul E Send e-mail

Response date:

Provider
COMMents:

Core \
e ———
&% Client Ix 5305 ;t.

Mewy schedule will be TU W, TH - 2 hrs. Same aide- Maria Torres.

1L

When the Case Manager receives your acceptance e-mail notification, the Case Manager will
change the schedule and activate the service.

Case Management - Manual Test - Edit

Last  pecord entry date: 12705 =] Provider: [Boyads Mursss v| Hon-DOEA: [
C ™M
Start date: |1u,rg1,rga ;l Service: [Respite vl
Provider:  giop date: [ =] Funding: [NOF -] Reviewdate: [ =
Mot
Start date Care plan date: |1 SHTING LI Unit cost: [$15.00 Review type: E as e
Stopidate | CIRTS: Ao -] Activity desc: | |
Proflems!
Stopreas  Service #: 63 Pr [ | | Goals
| careplan ist | Referrals | Provider Feedback | [Z
Case type Health
Commen NEEDED SCHEDULE n_ndli:lons
=
Frequency: [weekly -] \{
[MITTw[TTFTs[s]
[o]z2]z[]zfofo]o]
Sevadaliy PROVIDED SCHEDULE
Bavada Nul _
Bsyada Mu Frequency: [weekly ¥ I Linit Entry
Bayada Nul [M [T [w][7T[F][s ][5 ]
To calculate week, enter date: Iijiji 'I Week &
. Service Holds Reason Long  Long End "
Care Exit
E G\ clientin 5305 i
5 it

14



The status will now be changed to ‘provided’ instead of ‘referred’ in the line of service on

the ‘Case Management’ screen:

Client Data & Service Reguests {right-click mouse button for additional options}

Last Hame: |Test First name:  [Manual Mi: Title: -1
Case Management - Manual Test
Provider: Hillshorough County & = Funding: Last assess: E I1 270 =
Startdate:  [nsmems =] Case Mgr: [CARALLIA, PAM -] Hextassess: 121 712008 cas"’s
Stop date:, |+ | Site: L& S SIGHED: = Hew clientevalcomp: |+ ¢ =
— — _ — N Problams/!
Stop reason: [Being provided - Client Group: Firstassess IMGHDME | « + |x Goals
ding amount: I:l @
Case type: [Unassigned i | 1 S
Comments: | | Conditions
=
SarDele e Oete W=
Bayada Nurses Respite 10012008 weekly Provided I Last
Bsyada Nurses Personal Care 10M 72008 weekly Unassigned onlact
Bayada Nurses Homemaking 12152008 weekly Referred
Bayada Nurses Homemaking TH12008  THE2008 weekly Disenrolled X
Bayada Nurses Respite 1072008 11/30/2008 weekly Disenralled LNKEntry
Bayada Nurses Homemaking THE2008 121552008 wveekly Disenrolled
3 3
R EQ e Form Eé Clsrt D 5305 [ urdo change | [ seve recors || IS

Reg dt: [ 7/112000] Last chy dt: [12/13/2008] Last chg fime: | 08:49 M

e

‘ Undo Change ‘| Save Record |

An automated e-mail is sent to you that the Case Manager has activated the service and a
separate e-mail notification is sent when the Case Manager has changed the schedule.

jer”

ople

@ (o = » ) W NG |
frewman |

From: |Pam Capallia |
To: |ba\,-'ada |
ent:  [12/19/2008 B:57:40 A |

|

Subject: |Schedule Change

Mes=zage:

Cliert: Test, Manual - 5305
Service: Respite

Start Date: 104 /2008
Unit=: &

Frequency: wweekly

S M T W T F S
00 2 2 200

Recard: 14| 4 | 244 b | w1 |p#] of 244

15



HOLDS AND REACTIVATIONS

When the Case Manager places the client’s service on hold, you will receive an e-mail
notification with the ‘Subject’ line stating ‘Client put on hold’:

2 ®
@Iﬁ‘l‘:ﬂ‘ Nl e s ".f;‘f

From:  (ETETEE
H‘ To: [p=vada

|
|
Sent:  [12/9/2008 10:16:22 &M |
|

Subiject: [Cliert put on hald

MESSiﬂE‘

—
Client: Test, Manual - 5305

Service: Homemaking
Hold: 112005
Long: Yes
Eeazon: In hospital

recard: 14 4 || 01 b | w1 e ] of 244

[Exit—] back to the ‘Client’ module on the ‘Main Menu, proceed to the ‘Case
Management’ screen and then click the green ‘Homecare’ button:

Client Data & Service Requests {right-click mouse button for additional options)

Losttame: Frstame: e e [ ]
e ) B 3 ——— e
Member Id: l:l Hick name: l:l Is this record an institution: [] :

: Demographics | Household I Other Personal I Emergencyl

{ [ClientID: 5305 Age: 98 ADLAADL Score: HRA Score: | . '2
Resi ial Address — Status/Grouping SSETTIOR
Address: |1 111 Mowhere Sve | Client Group: Linsssigned >
Bt | || censer 81

Race/Ethnicity

Address 2 | | iﬁ
City: T:

o I || _contact info Bhaais
StateProvince: |FL ;I Ha= Mo Phone: | = | "J
Postal Code: [33607 2 = | || Hame Phone: [813) 222-4444 | i

ail Add
_ Locati Wiork Phone: | | Ext: | | «%
Courty: |Hi||sb0r0ugh ;l Mobile Phone: | | Eiivcia
unding
Email Address: | | = ]
1§ )
Last Changed By: |Pam Capallia | Unit History

Rural: [O | e,

L {_map®
City Resident: [ | B Q:é \'\F\{
| Send Email Client Intake Map Paint
Reg dt: Last chq dt: Last chg fime: [ 304 PM] |

| Undo Change

| Save Record |

Exit
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The details of the hold will be in the ‘Temporary Suspension of Service’ window. You can
also go back to the ‘Case Management’ screen, then the ‘Referrals’ tab to print the Case
Manager’s notes in the ‘Comments’ field with the effective date.

To print the hold, click the ‘stop sign’, click the printer icon on the next screen. There you
can print the hold history for your client file.

Client Data & Service Requests {right-click mouse button for additional options)

|

LostHame: Fret names R T —

Homecare Services - Manual Test
& = Fundin St Ef S EnT “SCTEOUIET SSEmE— SR T rﬂ‘bl
unding n 5 . £ A A n
W T U BE g Date Date Reason  Frequency  Assigned Mo. Day pe)
Bavyada Nurses Respite 0|2 |2 (2 |0 |0 (0 |[NDP 1042008 Being provi weekly o o Assessments
Bsyada MNurses Homemaking 00 2 0 0 0 0 MOP THA42008  THS/2008 Transferres weekly 0 [u}
Bayada Nurses Respite o2 02 0 0 0 MNOP 102008 1143072008 Careplan cl weekly o o
Bsyada MNurses Homemaking 0|0|8 (0|0 |0 |0 |CCE THB/2008 12A5/2008 Careplan cl weekly a a
Suspensions
Case mgr: [CAPLLLIA, PAM = Tem) 10n of Service
it o s E Service Helds Reason Long Len: Q
77EL Homernaking 12/19/2008 | In hospital Yes - it Entry
Private pay amt: $0.00 7765 Homemaking 11/15/2006  In haspital Mo 12{15/2008
: 6686 Homemaking 10/17}2008 | In haspital No 1029/ 2001
A R SHE0 5127 Homemaking  7/17/2008 | In hospital Mo 7L7f2008
Disabled: O 5079 Homemaking 7i16/2008 | In hospital Mo FIFIZ008 - otas
Rerhaiks: \
Cliert ID: 5305
Unda Change | | Save Record | “
Exit
== T
Map Point

Reg dt: ‘ TMEUUS‘ Last chg dt: [10/31/2005| Last chg time: 3:04 Pt

Ietmesiinew

service lerminehon

‘ Undo Change || Save Record | =l
Exit

When the Case Manager reactivates the service, you will receive an e-mail notification that
the ‘Hold has been released.” Follow the same steps to the ‘Case Management’ screen and
the ‘Referrals’ tab to print the reactivation referral.

From:

To: [payada

Sent: |12ﬂ TI200812:5217 P

Subject: [Cliert hold released

Message:

[Cliert: Test, Manual - 5305
" [service: Homemaking
IHold Released: 121152008
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FUNDING TRANSFERS

When the Case Manager changes the funding, you will receive an e-mail notification.

@F_‘Eﬂl o e ,er®

from: (IR
H‘ To: [payaca

Sent: |1 2M 772008 12:54:532 PM

Subject: |N01ificati0n of referral

Message:

Cliert: Test, Manual - 5305
Service: Homemaking
Start Date: 1201572008
Lnit=: &

Frequency: weekly

S M T W T F S

0 00 & 000

- MarkasRead | | Old Mail | S m

Record: 14 ] 4 | 240 b | p1]r#] of 248

Since the subject line in the e-mail does not specify the type of referral, you will need to read
the Case Managers COMMENTS on the ‘Referrals’ tab. Proceed to the ‘Case
Management’ screen and highlight the line of service specified in the e-mail.

e (Click the blue ‘Edit Service’ button.

Client Data & Service Requests {right-click mouse button for additional options)
Last Hame: [Test First name:  [wanual M [ | ome: [ -] =
Provider: Funding: Last assess: ﬂ fiznrme =]
stortdater  [nansing =] Case Mgr: Hext assess:
Stopdate: |+ =] site: Hew client evalcomp: |1 =]
Stop reason: Client Group: Firstassessougiome [ =
Fundingamount: [ | @

Casetype:  [Unassioned I | sew: [ | Health

C | ‘ Cm_ndil\ms

B
Enifite Umts Eremuaney Shotre =
Last

Bayada Nurses Respite NDP 10#112008
Bayada Nurses Personal Care NDP 101712008

weekly  Provided .
weekly Unassigned sk

3
4

Bayadh hursss Homermaking NEP 125/2008 & |weskly  Referred
2
4

Bayarla Nurses Homemaking MNOP THARO08  7HBR2008 wEekly Dizenrolied
Bayarla Nurses Respite MNOP A0M2008  11/30/2008 wEekly Disenrolled
Bayarla Nurses Homemaking CCE THER008  12M52008 & wwEekly Disenrolled

Unit Entry

double-click an item o view it in read only or selact an ikem then click edit or delste

N . =
Reg di: | 7/1/2008| Last chg di: | 10/31/2003| Last chg ime: |  3:04 Pf —
=
Exit
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¢ C(Click the ‘referrals’ tab and review the Case Manager’s COMMENTS. There
should always be an effective date in the comments:

Case Management - Manual Test - Edit

Last Record entry date: |24 7,05 vl Provider: |Bavada Murses - Hon-DOEA:
Start date: [12i15m8 = I Service:

Provider: Stop date: 2o ~| Funding: [MDP - | Review date: o) =

Start date Care plan date: [ 201 7005 vl Unit cost: Review type: l:

Stopdate CIRTS: BCTY ~| Activity desc: |

Stop reas Service #: ’T| X |

Schedules | Careplan checklist Referrals | provider Feedback |

O

ase Motes

Case type

Connnern

Bayada Mul
Bayada Mul

Bayada Mul
Bayada Mul
Bayada Mul

———

Care

1201712008 Sent by

—_—
Pam Capallia S

E Send e-mail

Responsedate: [ | Responsebys [ |

Disposition: Feviewing -

Provider
comments:

Health
Fonditions

LInit Entry

Y, Cliert ID: 5305
=) =N

¢ Enter your comments in the ‘Provider comments’ field and click ‘Accept.” Wait for

the Case Manager to activate the referral. The start date will change.

® Proceed to print the referral as usual.

Last
Provider:
Start date
Stop date

Stop reas

Case typse

Commen

Bayada Mu

Bayada Mu
Bayada Mu
Bayada Mu
Bayada Mu

e

Care

Record entry date: |1 2 T0S - I Prouj : [Bayada Murses -
Start date: [ =] Mervice:
Stop date: [ =] Funding: Reviewdate: |/ ( =

Hon-DOEA:

O

M
Care plan date: |1 21 08 'I Unit cost: [$15.00 Review type: l: a ohes
CIRTS: AT - Activity desc: | |
Service #: 50 Pr [ | Goals
| carepian ist Referrals IPrwider Feedback |
Health
Conditions

Date ref sent: 121 702008 Sent byt Pam Capallia

ER TC MDP FUNDIMNG EFFECTIVE 1241

Comments:

Respol e: |12M9/2005 Response by: [Bavada Murses

rovider MOTICE OF FURDING Tx RECEINVED WTH EFFECTIVE DATE OF 12ME6/08
omments:
———— —

Last
Contact

Q

LInit Entry

W ClientiD: 5305

=i‘
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SERVICE TERMINATIONS

You will receive an e-mail when the Case Manager terminates the service:

P = = |V 2y
@1_8{
—

From: - (T |
To: |bayada g

Sent: |‘1 21972005 1002719 Ahd

Subject: |Disenr0||ed Cliert

Message:

Cliert: Test, Manual - 5305
Service: Respite
Encl Date: 12418/2005

record: 14 4 || 250 b | v |p#] of 252

[Exit—] back to the ‘Client’ module on the ‘Main Menu, proceed to the ‘Case
Management’ screen.

¢ Highlight the line of service for termination and click the blue ‘Edit service’ button:

Case Management - Manual Test

Provider: [Hillsbarough County & = Funding: Last assess: E (121708 =

Startdater  [oamsns =) Case Mgr: [CAPALLIS, PAM -]  Hextassess: 12772009 CES"“
Stop date: | + ¢ [IB Site: UNASSIGHED ) Hew clientevalcomp: |_/_/ =
= " Problems/
Stop reason:  |Being provided - Client Group: First assess Dt (HOM}: Iifiji - Goals
Funding amount: l:l @
Case type: [Unassioned B | SRW: l:l —
Comments: | | Conditiens

Hréts Frequeney
Bsyada Nurses Personal Care 10M 72008 weeekly Unsssigned
Bavada Nurses Homemaking 121572008 weekly Provided
Bayada Murses Homemaking THA2008 | 7HBM2005 weeekly Disenrolled
Bavyada Nurses Respite 100142008 11430/2008 weekly Disenrolled
Biayada Murses Homemaking THEOODE  12A5/2008 weekly Unit Entry

i

N___/ 2
Care Plan &) CIRTS Form = Undo Change | | Save Record |

Reg dt: [ 7112008 Last chg di: [1051:2000] Last chg time: [ 304 P

Itimrione| fovewtieemiomive
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The latest referral information will be will be on the screen, however the termination date
will be in the ‘Stop date’ field and the termination code in the ‘CIRTS’ field.

Case Management - Manual Test - Read Only

Last Record entry date: |1 20 TI0E LI Provider: [Bayadas Murses - I Hon-DOEA: [
C M
Start date: |1 niing x| Serviee:  [Respits - |

b rONIdELYy Stop date: [tznens =] Funding: NP T | Reviewdate: | / /=

Mot
unitcost: o | Reviewtyper [ ] aﬂ -

Startdate Care

Stopid ctivity desc: | |

Stop reas Problemsigaps: | | Goals
Schedules | Careplan checklist Referrals | provider Feedhack | @

SR Health

commien Daterefsent:  [12/17/2008 | Sent by Pam Capalia Ponditions

Comments:

Bayacla Mul

Baryada Mui

Bayacs Mul

Biaryacta Hul :

Bayaca Mul LInit Entry

MU Send e-mail

Response date: (12/419/2005 Response by:  [Bayada Murses
Dispostion:

Provider ey schedule will be TU W, TH - 2 hrs. Same side- Maria Tarres.
comments:

Care

Cliert I0: 5305 i
it

® Proceed to print the referral with termination date for the client’s file.

——— Manual Test

Startdate TOA GO0 Frovider: [Bayeda Nursas GrartFurding: [NOR

Stop este: [ TZ7GE0E] Servics: [Raspes Iritoost: [51800 | tenDOEA 1

Protlems Gaps

Adaress I:nmmmn Giert phone
amen, FLI06DE

Emsrgsneysantwets | T Emarganey phone

Case marager: [FAA CAPALLIA | DOB: [[0AIGASTG] SSM# [AT-10-1070 ] MedoaidH [ |
Fesidance directions: |

HWEEDED SCHEDULE

e
W]

rauaray:

| Tooakouste waek,arter dater [ |waskc |

Careplan C hecklist

PLAH OF CARE SERVICE

Fesistin Reding client

]
@
2

Sosistuith bedpan, urinal or getting to bathroom
fesistance with bahing and dressing

Suandto disnt requasts (uithin sanice mits)
Change bed finens

Change diapersihux

=

Do laundry

Ghe dient fuidsto drink 35 requestad

Playzard board games

Prepare meal arsnack =

Provide skin care

Readtalient

Report diznts condifon bhanges

RESPITE BUNDLED WITH HhK #HD PECA

Swsap, mop, vacum, dust =]

Take out garbage
SERMrackerbyAcsessible Salmons, b 10tz Pages

\ersion8.123h
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ANNUAL ASSESSMENTS

You will receive an e-mail notification when the Case Manager has completed an annual
update. The assessment dates will be in the body of the message.

To: |bayada

Sent: |1 20902008 11:23:07 Ak

Subject: [Lzsessment Dates

Cliert: Test, Manual - 5305
Last Assess: 120502008
Mext Assess: 12052009

Go to ‘Client’ module on the ‘Main Menu’, enter client’s name in the search screen and
proceed to the ‘Case Management’ screen.

® Click on the green ‘Case Mgmt’ button.

Client Data & Service Requests (right-click mouse button for additional options)

Letitarss puS e ve[ ] omwes [ -] :

Famityls: [ | Relationships [ ~] s chent O <3

pepeeoll  [Rictenell (= ihk teontdan izttton RL] |
(S

[ctient D: 5305 Age: 58 ADLAADL Score: HRA Score: ] _.2.
ial Address — Status/Grouping
SS#/DOB
Address [1111 Mowhere sve ] || client Group m
Home oo | Bt [ ] || senser
e e Race/Ethnici
o Tfa. Retera | [ | i S
T, Educ
City: T
t [Tamea || Ccontact info e
SRR (8 T 1w —
Postal Code [33807 ] Ext Home Phone: (513) 222-4444 'J
T Mail Address
Wi L] Leeation et e L=l ]| <&
County: Hillzboroudh hd Mokile Phone: I:l
| _I Funding
1)
Last Changed By Pam Capallia Unit History
Rursi | OO | gk, Ea
= map” f
City Resicent: | [ ] E = e

Send Emai Client Intake Map Paint

Reg dt: [ 7/11/2008] Last chg di: [10/51/2006] Last chg time: [ 3:04 Ph] [

service termination

Save Record
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Double- click the line of service. When you get to the next screen, click on the ‘Referrals’
tab:

se Management - Katrina D Test

= Management - Katrina D Test
Provider:  [Hilshorough Courty & -] Funding: [noe -] Lastasses: 061280 ¥ Record entry date: [onano —| Provider: [Liteine -1 Hon-DOEA: [
Startdate:  [1mims Case Mgr: [CAPALLIA, PAM 7| Hextassess: lBi2r2011 Catailticlug Start date: [romsno =] Service: [Emergency aert e -]
st e Stop date: 7 =] Funding: [oF =
sopdate: [ = Hew clent euatcomp: [_1__ =] - Care plan dste:  [117nna =] Unicost: fae8 Review amtenvpe: [T =I[ =1
Stop reason: [eing provided -] Client Group:  [Reerestion Only ] Firstassess DUHOMY: [~ Goals CIRTS: Activity desc: | ]
| @ Service #: 54 : [ |
Casotype: ot | Reerrais | Prgjader Feeaack |
Comments: [ ] Condtions
CARE PLAN = Frequency: [annuaiy —1 montnunns: [ 5|
¢ m [T [w [T [ F[s [s]
R0cky Creek Vilage ADLs ACS 2212011 0 PRM Provided cﬁ;‘d e o s o o
llshorough County Aging | Case Aide CCE a0 2 monthly  Provided p
Hlisbarough Courty Aging  Case Management uBU 912008 31 RM Provided Frequency: [ormuwaty =
Hishorough Courty Aging | Chere (HC) Medicaid waiver | 7A2010 50 merthly  Provided | T
20cky Greek Vilage Consumehles 202172011 1 monthly  Provided Unit Entry

|

ieals n heels Inc. - Nor € Horme st Weals - H Wedicaid waiver 27,2011 4 weelly  Provided A
Zounty In-Home Servicas Binemeking CCE 30872011 5 weekly Provided
ces | Homemalking DR 10412010 2 weelly  Provided @ [ service oo neason Com__Cem) G
Ll b o 1es e Emercency Alert | 10{25/201€ In hosoital o
;o y 4 T Emergency Alert | 10{24/201¢ In hospital No
| e |- History i 4 Alert | 10/251201¢ In hospital o
CarePlan CIRTS Form Cliert ;5250 [ oom @D
- T T

The case manager should have entered the annual updates in their comment field:

se Management - Katrina D Test - Edit

Record entry date: [omano =] Provider: Hon-DOEA: [
Start date: [tamsma =] service:

Stop date: |- =] Funding: [nCP ~

Careplandate:  [1170r0 =] Unitcost: Review dstenype: [+ =] =]
CIRTS: Activity des: [ |

Service #:

| carepian

[11rozo10 Lynne Rowerts

[ERNMUAL UFDATE - EFFECTIWE 1140A0 - 11A0A1]

Problemsigaps: | |

Referrals | Provider Feedback |

Date ref sent: Sent by

Comments:

1| sena auma

Response date:

[11rozo10 Response ot [Lynne Roberts

Disposition:
Provider
comments:

ID: 5250

e

® Go to the printer icon of the screen and click for printable referral with effective dates:

Katrina D. Test
Hillshorough County Aging Services

st et —
Stopite: [ | Semice:  [Emerenoy et bemon] Lritecst: [@F5 ] HenooER L1
e

Adbess:  [THERD Frogress Wb Ciertphere
sy,

Fesidence drsctiors:

[FANCAPALIA ] 005: [ G24780] 55N # [TTTT0 ] wedkesian povmsacan

Schedules:
WEEDED SCHEDULE
ey Lt
[T

Careplan Checklist ———

Frecuary.Brmually

Btective Gate: [ETER0S

Tocaod zewek erterchte | W R | Gommants
Referras

Dterst s [ADEDTD ] sertty
Commerts: [ANNUAL UPDAT E- EFFECTIVE T1A0A0 - 11701
Respcree ;UGG | Resperesty: (e Rt
Bspostion:
Frovider
i

SERUrasker by scassible Souons, b
o

1ot Pages
Version 8,12

23



VERIFYING SERVICE UNITS FOR IN HOME SERVICES

In this module, you will be verifying service units and posting the units to archive which
sends the verified units to a reporting system for billing.

e From the ‘Main Menu’ screen, click on the ‘Service Units’ module.

GISERViracker’

Software for People SERVing People

Hilisborough County Aging
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¢ Click the drop down arrow and choose ‘Homecare.” See steps below:

Select service: || ;I
=R
SERViracker! Exit
SERYEtracker Service Menu
Select service: || -
Companian
N
SERViracker! Exit

SERYtracker Service Menu |

Select service: M ;l

SERVtracker! Exit




Creating Service Units

Create units by clicking the yellow ‘Create Service Units’ button:

Service Units - Homecare (Contention Management On) (Press F1 for Help)

T

Client

il [ Contention Records ]

Service .. T | U, | Provider Service Funding

Select Report: i i “
Eis] Exit

Select ‘Date Range’ option & enter begin date for the week:

\
Service Units - Homecare {Contention Management On) (Press F1 for Help)

Ir Contention Records ]

| Create Service Units | =

Create Service Units - Homecare _

X
—Service Dates
Clignt celect B Selected Dates Dates In PrePost
J THR009 dHed
() Single Date 7202009 Thu
(*) Date Range Ti3/2009  Fri
T2009  Sat
P From |1 onama =] [ 7512003 Sun
TIE2009  Mon
To [ = ECEEAE 77R009 Tue
-
—Source
) Client Intake Schedules
) Employee Homecare Scheduler
‘ Exit ‘

Select Report: 3 b —8
;I @ Exit
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Click the drop down arrow in the ‘To’ field, select end date for week:

Service Units - Homecare {Contention Management On) (Press F1 for Help)

| Create Service Units

[' Contention Reconds ]

Create Service Units - Homecare _

= —Service Dates
Client Select By Selected Dates Dates In PrePost
TH2008  Wed =
() Single Date 722008 Thu
(+) Date Range 732008 Fri
7i4/2009  Sat
From  [10Mama <] 7I52009  Sun
| 7IB2008  Maon
P To | TE2008 Tus
4 » :
rSouree 5 T W T F S
(®) Clientl 27 25 29 30 1 2 3
CiEmpny] ¢ 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
BEE)T 2B oW/ W W ‘ ot ‘
1 z 3 4 5 & 7
) Today: 1042612009

Exit

Select Report:

The dates you selected will be in the window:

Service Units - Homecare {Contention Management On) (Press F1 for Help)

| Create Service Units | I. Contention Reconds ]

Create Service Units - Homecare _
X

—Service Dates

Client Select By elected Date“ Dates In PrePost
10/19/2009 | Won THE00S  Wed -

() Single Date [+ A 10202009 | Tue 7i202009  Thu

(%) Date Range 1062172009 wed 7i32009  Fri

1062212009 | Thu 742009 Sat

From  [1onans =] [Cle 1042312009 | Fri TIS2009  Sun

TER009  Mon
e L B TA2009  Tue

—Source

(+) Cliert Intake Schedules

() Employes Homecare Scheduler

Select Report:
° . i
Click the blue ‘Create’ button. Exit the screen
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Lines of service will now appear in the window for the date range you created.

® C(lick F1 for a help screen to see options for set up & instructions:

Service Units - Homecare (Contention Management On) (Press F1 for Help)

| Create Service Units |

LR ERIFIED:

o fiters are currently applied. Doukle click here 10 editfiers,

Client | Service .. \‘l L. I Provider I lgW... | Service | Funding | Mont... | =
10/18/2009 1 Utopia Home Care [m] Personal Care MDP 10
1041842009 1 Utopia Home Care ] Personal Care  Medicai... 10
1041842009 1 Utopia Home Care [T PersonalCare  Medicai... 10
1041842009 4 Utopia Home Care [T Respie Medicai... 10
1041842003 1 Utopia Home Care [T Personal Care  Medicai... 10
1041842009 1 Utopia Home Care [T Personal Care  NDP 10
1041842009 1 Utopia Home Care [T Personal Care  NDP 10
1041842009 1 Utopia Home Care [T CompanionC.. NDP 10
1041842009 1 Utopia Home Care [T Personal Care  CCE 10

- Double-click on row to open for edit.
\._!) - To Quick Edit Units, click once in the "Units' colurmn on the row wou wank ko start in, then use the number keys and the Tab key to modify units and

maove ko the next record,

- Click on the 'Is Verified?' checkboxes to Yerify/Unverify, Once you have dlicked in the 'Is Yerified?' column vou can use the Up/Down keys and

spacebar to guickly werify units one by one.

- Use Ckrl ar Shift to Select Multiple Records.

- Hold 5hift while clicking Colurmn Headers to sort by mulkiple columns,

- Right Click on Service Units Yiew For more options, such as HidefDisplay Columns, EditfClear Filters, Delete ALL records.

L L C A i |

Select Report:

10/23/2009 Personal Care Medicaid waiver 10 1 r
10/23/2009 Utapia Home Care Personal Care Medicaid waiver 101 r
1042342003 Home Instead Senior Care - Personal Care Medicaid waiver 101 r
10/23/2009 Seniors in Service Companion Care NDP 10 5 r
10423742009 Utopia Home Care Perzonal Care CCE 10 1 O
10/23/2009 Bayvada Murses Perzonal Care MDP 101 [}
10/23/2009 Utopia Home Care Perzonal Care MDP 10 1 [m]
10/23/2009 Pro Med Healthcare Ser..  Respite Medicaid waiver 10 2 [m]
1042342009 Utopia Home Care Ferzonal Care NDP 10 1 O
1042372009 American Seniors Associ..  Personal Care CCE 101 r
10/23/2009 Utapia Horme Care Hamemaking MHDP 0 2 r
1042342009 Care First Home Care Perzonal Care CCE 101 r
10/23/2009 Utopia Home Care Perzonal Care NDP 101 r
10/23/2009 Utopia Home Care Homemaking MDP 101 r
10/23/2009 Mew Life Agency Respite Medicaid waiver 10 4 r
10/23/2009 Utapia Home Care Personal Care Medicaid waiver 101 r
10/23/2009 Utapia Home Care Personal Care Medicaid waiver 10 2 r
1042342003 Care First Home Care Personal Care Medicaid waiver 101 -
10423742009 Care First Home Care Homemaking NDP 10 2 O
1042372003 Pro Med Healthcare Ser..  Personal Care KNDOP 101 r
1042372003 Utopia Home Care Personal Care NDP 101 r =

Select Report:




You can close the ‘Provider’ column & move ‘Units’ column next to ‘Date’ column.
e Hold the shift key, and click on column you want to move:

Service Units -

| Create Service Units |

Homecare (Contention Management On) {Press F1 for Help)

Z‘ Mo fiters are currenty applied. Double click here to edit fiters.

Client | Service ... \‘I u ” Service Funding | Iant... | IsVerified?l b
10/2342 Perzonal Care CCE 10 O i
i 09 1 Perzonal Care Medicaid waiver 10 ]

0/23/2009 1 Perzonal Care Medicaid waiver 10 O
1042342009 1 Perzonal Care Medicaid waiver 10 |
10/23/2009 5 Companion Care MOP 10 O
1042342009 1 Perzonal Care CCE 10 ]
1042342009 1 Perzonal Care HDP 10 [}
1042342009 1 Perzonal Care HDP 10 ]
10/23/2009 2 Respite Medicaid waiver 10 ]
1042342009 1 Perzonal Care HDP 10 O
1042342009 1 Personal Care CCE 10 [m]
10/23/2009 2 Homemaking HDP 10 O
10/23/2009 1 Personal Care CCE 0 O
10/23/2009 1 Personal Care NDP 10 O
10/23/2009 1 Homemaking HDP 10 [m]
10/23/2009 4 Respite Medicaid waiver 10 O
10/23/2009 1 Personal Care Medicaid waiver 10 O
1042342009 2 Perzonal Care Medicaid waiver 10 ]
1042342009 1 Perzonal Care Medicaid waiver 10 O
1042342009 2 Homemaking MHDP 10 O
1042342009 1 Perzonal Care NDP 10 O
10/23/2009 1 Personal Care NDP 1 O =
A0100 ) 1 = L i 4 —

Select Report: y \
o)

® Move the ‘Is verified’ column next to ‘Units’ column:

Service Units - Homecare {Contention Management On) {Press F1 for Help})

| Create Service Units

Contention Records ]

Client # N Funding
1 O Medicai... 10
1 O Medicai.. 10
2 O Medicai.. 10
1 O Medicai.. 10
10/21/2009 4 [m] CCE 10
1042142009 4 r CCE 10
1042342009 4 r CCE 10
1042142009 1 r CCE 10
10415842009 2 [m] CCE 10
10/21/2009 2 [m] CCE 10
1042342009 2 - CCE 10
10/20/2009 3 H] Medicai... 10
104158/2009 1 r Medicai.. 10
10/21./2009 2 r Medicai... 10
10423742009 1 r Medicai... 10
10/21/2009 4 r Medicai.. 10
1 [m] Medicai... 10
1 O Medicai... 10 b
1 r Medicai... 10
2 O CCE 10
2 [m] CCE 10
T CCE 10 &

Select Report:

Servtracker will hold the column set up when you exit the database.

be set up each time you re-enter the screen.

29

Post Service Units

The filters will have to




You can click on any column header to sort data in order:
Click once to sort top to bottom. Click again to sort bottom to top.

Service Units - Homecare (Contention Management On) {Press F1 for Help)

Create Service Units M 2 Contention Records

Cliznt Service / Is | Service Funding

% Respite CCE 10
10/13/2009 [T PesonalCae  Medicai. 10
1041942009 2 Homemaking  Medicai 10
10418742009 1 Personal Care  Medicai 10
10418742009 1 Personal Care | CCE 10
10/20/2009 1 Personal Care  Medicai... 10
1042042009 2 Homemaking  CCE 10
10/20/2009 3 MW Homemaking  Medicai.. 10
10/20/2009 1 ™ W Personal Care | Medicai. 10
10/21/2009 4 I~ WHomemaking CCE 10
10/21/2009 1 [~ WFPersonal Care  CCE 10
10/21/2009 1 " W Personal Care  CCE 10
}g::i ;gggg 12 F g:‘l!;ﬁeNursmg ?;Edlca\.. Douhlle-chck on row ba open For edit, Use Ctrl or Shift bo Select Mulkiple Records. Right Click on list For mare options.
10/21/2009 3 I~ N Haomemaking  Medicai.. 10
10/21/2009 4 " Respite Medicai... 10
10/21/2009 4 Personal Care | CCE 10
1042142008 2 Homemaking  Medicai. 10 o
10/21/2009 1 Personal Care  Medicai 10
10/22/2009 1 Personal Care  Medicai 10
10/22/2009 1 [T PersonalCare | Medicai. 10

I Homemaking CCE 10 =
= 2

EEEE

Select Report:

Using the Filter Feature:

| =

Right click on the column header to bring up filter set up, click ‘Edit Filters’:

Service Units - Homecar ¢ {~antention Management On) {Press F1 for Help)

Contention Records

VINYERIFIED:

Select Report:

=

30

Client # Sendice [ Ll Service Funding ]
HidefShow Columns...  Skiled Mursing  Medicai... 10
. 5 Homemaking  Medicai... 10
fide Th=Column Personal Care  Medicai... 10
Edit Filters... Personal Care  Medicai... 10
Clear &ll Filters \F’ersonal I EE Lt
[EEE 10
Delete ALL Records Persan, CCE 10
Respite 10
Return To Defauls Fespite CCE 10
1041942009 2 [T Respie CCE
10/20/2009 3 [T Homemaking  Medicai...
1042042009 1 [T Personal Care  Medicai..
1042142009 4 [T FRespite Medicai... 10
10/21/2008 2 T Homemaking  Medicai... 10
1042342003 1 [T PersonalCare  Medicai... 10
1041942003 1 [T PersonalCare  Medicai... 10
1042242003 1 [T PersonalCare  Medicai... 10
1042242003 1 [T PersonalCare  Medicai... 10
10/419/2009 1 T Personal Care  CCE 10
1042142009 1 [T  Personal Care  CCE 10 —
1042342009 1 [T Personal Care  CCE 10
1042042009 1 [T PerzsonalCare Medicai.. 10 =
[rventrneeas] [rammentysesein]

Exit




Select the option you would like to filter by clicking the check box on the left side and going
to the drop down box on the right.
e (lick the blue ‘Apply Filters’ button:

Service Units - Homecare (Contention Management On) {Press F1 for Help

. . Filters for Service Units - Homecare
| Create Service Units | w

[ [client [= I || -1
| o fiters are currently applied. Double cick b [] [Provider [= I || -1
Client I Service ... I L i = = g
T |Fund|ng |||S _l L
09 1 O |Seruice Date |||S ;”
11/25/2003 1 =
/02008 1 | |Serulce Month |||S ;” ;l
11/13/2009 1 ] [nide I[= = || -]
114342009 2 = B
1119/2009 2 [][Service = | E]
1141042009 2 Postal Code | - -
114242009 1 D' ” _” _I
114642009 1
11/11/2009 1 =
11/26/2009 2
11/23/2009 1 T T oo = r
1142742009 1 [T Personal Care  CCE 1l
1141642009 1 [T Personal Care  CCE 1Al
1147/2009 2 [T Homemaking CCE 11
114 91 [T Personal Care  CCE 1Al
1142 9 2 I¥ Homemaking CCE 11
111842009 1 [T Personal Care  CCE 1Al
1142042009 1 [T Personal Care  CCE 1Al
11412/2009 2 [T Homemaking  CCE 11
11/411/2009 2 [T Homemaking MDP il =

Select Report: =Y sy
5[ o

Now the screen has only CCE clients in the window:

[Service Units - Homecare (Contention Management On) {Press F1 for Help)

| Create Service Units |

Service ... Is.. | Service
11/26/2009 2 [}
11/13/2009 1 C
114242009 1 I
11/23/2003 1 ]
1112/2009 2 I
114672009 1 ]

1
114472009 1 I
11/27/2003 1 O
11/419/2009 2 r 1
11/5/2009 2 [l CCE 11
11/410/2009 2 C CCE il
11/20/2009 1 O CCE 11
11/18/2003 1 ] CCE 1
1117/2009 2 O CCE il
114372009 2 O CCE 1
11/411/2009 1 C CCE il
11/24/2009 2 r CCE 1
11/30/2003 1 [l CCE 11
1141642009 1 O CCE il
114342009 1 ™ Personal CCE 11
12/1/2009 3 T Respite CCE 12 =

Exit

Select Report:
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It is possible to set up multiple filters at the same time:

Service Units - Homecare {Contention Management Dn) {Press F1 for Help)

| Create Service Units |

Clignt # Service... | |

1 -

Iters for Service Units - Homecare

[ [client

| |Prouider

11/6/2003

'_145325055'*'
7/9/2009 1
1142342008 1
1143042009 1

11/4/2009 1
714242003 1

1141642
003 1

1141842009 1

|Funding
[ [service Date

[ [service Month

[ [pide

[service = | [Personal Care

[] |Postal Code l= - I b I

1141142009 1
1142542009 1
1142042009 1
1141842003 1-

11/42/2009 1.5
1141142003 1.5
11/4/2009 1.5
1142342003 1.5
111642009 1.5
1143042003 1.5
1142542009 1.5
114942009 1.5

Perzonal Care
Personal Care
Perzonal Care
Personal Care
Personal Care
Personal Care
Personal Care
Personal Care

1O00O0 00000

-

Select Report:

Service ...

Service

11/6/2003
11/27/2003
114942009
11/23/2003
11/30/2003
11/4/2003

11/16/2003
11/13/2003
11/18/2003
1141142009
11/25/2003
11/20/2003
11/18/2003

114242009
11/11/2003

11/4/2003
11/23/2003
11416/2003
11/30/2003
11/25/2003

114972009

Personal Care
Personal Care
Perzonal Care
Perzonal Care
Personal Care
Personal Care
P LCare
Personal Care
Personal Care
Personal Care
Perzonal Care
Personal Care
Personal Care
Personal Care
Perzonal Care
Personal Care
Personal Care
Personal Care
Perzonal Care
Personal Care
Personal Care
Personal Care

[

oo o o o |

-

Select Report:

Exit

When you have the screen set up the way it works best for you, you can begin the

verification process.
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Verification Process

Service Units - Homecare (Contention Management On) (Press F1 for Help)

QI —

| Create Service Units | L

Service ... /
T ey

10/22/2003 2
10/22/2003 3

OMEMERITg— CCE Tor
omemaking | CCE 10
Momemaking  CCE 10

1072242003 nemaking  CCE 10
10/22/2009 fnemaking  CCE 10
10/22/200382 demaking | CCE 10
10/22/20082 emaking  CCE 10
10/22/2009 1 Hofemaking  CCE 10
10/22/2009 3 Horemaking  CCE 10
2 Horfemaking  CCE 10
2 Hor@emaking  CCE 10
1 Horfemaking  CCE 10
1 Horfemaking  CCE 10
2 Hor@emaking  CCE 10
2 Horfemaking  CCE 10
1 Holemaking  CCE 10
3 Hofemaking  CCE 10
1 emaking  CCE 10
u emaking  CCE 10
10/23/2003 nemaking  CCE 10
1072342003 mernaking  CCE 10
1072342003 CCE 10 —
10/22/2009 2 LCE 10 B
| e e g—
| [ i i Double-click on row ko open for edit, Use Cirl or Shift ko Sele

Select Report: W
<2

e Check the box if line of service is correct. If the line of service needs to be changed,
double click on it. An edit screen will pop up where you can edit the date, the service, or

the number of units:
Service Units - Homecare {Contention Management On}) (Press F1 for Help)

Create Service Units -

[ Contention Records ]

x

Client # Se =l
1( Hame: II | |
1% Date: [10r21109 x| -
10 | Units: b \
10 . [ —
4f  Unit Cost: [ma.00 |
1 Miles: | *
il
i Service: |Humemaking ;I
1 :

Aide: -

i | El
1 Donation Pledge: |$D.DD |
1
q  SRwE [ |
1
1
10 5180
1 o T T T TSI CaTE T TrarreT o
1041942003 1 ™ Personal Caie  CCE 10
1042142009 1 [T Personal Care  CCE 10 =l
1042342009 1 " Personal Care  CCE 10
1042042009 1 " Personal Caie  Medicaid waiver 10 =
aoinn 3 — o h R 3

| Verlty Selectes | |- nverty Setected | | Delete Selected |
Select Report: 3 s
| 2% |E &

To change the date, use the drop down arrow which takes you to the calendar, or you can
manually scroll over the date and enter the correct date. The units can be changed by placing
the cursor next to the unit number or sliding the cursor over the unit number. When all data
in the screen is correct, [Exit —] out of the screen. This will bring you back to the ‘Service
Window’ where you will see the line of service is automatically verified and the verification
box has a ‘check.’
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© TIP It is recommended that you use the actual time sheets to conduct the verification. It
is possible that not all of your clients will appear in the ‘Service Window.’

If this happens, you will need to ‘Append’ (pages 35-37) those missing clients in to the
‘Service Window.’ (You can skip this step if all of your clients have been verified and are

ready to be posted to archive.)

To CLEAR the filters at any time, right click on a column header, you can bring up the

screen to clear all your filters:

Service Units - Homecare (Contention Management On) (Press F1 for Help)

| Create sevie Unis | [Ssappansenica s (St

Client Service Date | L.

@

i hd et

Service

8/4/2008 1
9/17/2009 1
3/8/2009 4
3/4/2003 1
9/15/2009 1
9/14/2009 1
9/14/2003 1
9/21/2003 1
9/15/2009 4

9/23/2009 1
/ 9/2/2009 1

9/16/2008 1
3/4/2009 1
9/7/2009 1

8/7/2009 1
9/1/2009 1

Bl i e e

U ie e e e e i iy I e i |

Personal
Perzonal

Fiespite

Personal
Personal
Perzonal

Respite

HidejShow Columns. ...

Hide This Colurnn
Edit Filters...

Clear All Fiters
Dilete AL Records

Return To Defauls

Respite

Homemaking
Homemaking
Hormemaking
Perzonal Care
Personal Care
Personal Care
Personal Care
Personal Care
Perzonal Care

CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE
CCE

L0 LD L0 L0 G0 ED G0 G0 WO LD WD LD D

L4

9/18/2003 1 Personal Care
9/18/2009 1 Personal Care
9/8/2009 2 Hormemaking
Select Report: =Y
e
| =12

e [f you see an error, you can unverify by ‘un-checking’ the box. Then go back to that

line of service and double click to re-edit the line of service.

e If aline of service is in the ‘Service Window’ that was not provided (client cancelled),
single click on the line of service to highlight the line, and click the blue ‘Delete
Selected’ button. SERVtracker will then prompt you to provide a reason for the
deletion. Or you can bring up the edit screen and enter 0’ in the ‘units’ field.

e [f you prefer, you can proceed to posting to archive by each group of filtered clients.
It is easier this way because you are working with a smaller number of clients.
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APPENDING SERVICE UNITS
Appending allows you to add clients into the ‘Service Window’ whose names did not appear
in the ‘Service Window’ when you created the service units.

At the ‘Service Units — Homecare’ screen you will see the blue ‘Append’ button just above
the ‘Service Window.’

Service Units - Homecare {Copt- . iay—.. ~nt On}) {Press F1 for Help)

| Create Service Units

@

Client # Service ... Iz ... |Service Funding

10/13/2009
10/26/2009

10/5/2003
10/13/2009
10/12/2009

10/5/2003

10/7/2003
10/14/2009
10/21/2008
10/28/2009
10/26/2009
1041242009
10/21/2009

10472003

10/7/2003
10/14/2009
10/14/2009
10/21/2008
10/28/2009
10/28/2009
10/30/2009

Homemaking  Medicaid waiver
Personal Care  Medicaid waiver
Homemaking  Medicaid waiver
Personal Care | Medicaid waiver
Personal Care  Medicaid waiver
Personal Care  Medicaid waiver
Personal Care  Medicaid waiver
Fersonal Care  Medicaid waiver
Personal Care  Medicaid waiver
Personal Care | Medicaid waiver
Homemaking  Medicaid waiver
Homemaking  Medicaid waiver
Personal Care  CCE
Homeraking  CCE
Personal Care  CCE
Homemaking  CCE
Personal Care  CCE
Homeraking  CCE
Personal Care  CCE
Homemaking  CCE
Reszpite CCE
5 LCLE [ -

Ju i e e e B e e e e e el e iy i e i e i |

Select Report:

e C(lick the blue ‘Append’ button and you will see the following ‘Append Home
Care’ screen:

Service Units - Homecare (Contention Management On) {Press F1 for Help)

| Create Service Units |

Append Home Care
Client # Servicedate:| [ ; = Status: (=) Active ) All =

Client: ~|Heid|  Units: [ 1 Hold |
Schedule: - I Hold | Miles: Hold |
Aide: <[ Hod|  SRW: B

\I l
1043042009 4 [¥  Respite EEE 10
1042342009 4 [¥  Respite [EEE 10 -
Select Report:
Exit




To append client into the window, start by entering the correct service date in the
‘Service’ field. Then click the drop down arrow in the ‘Client’ field. The cursor will be
blinking in the field and you can start typing the client’s name. When you see the correct
name and it is highlighted, hit enter on your keyboard, the client’s name will appear in
the field and the cursor will automatically pop over to the ‘Units’ field. Enter the correct
number of units (service hours) in the field. Enter the type of service in the ‘Schedule’
field. When all data is correct, click the blue ‘Add to list’ button to the right of the
screen.

© TIP Terminated clients will not append into the screen unless you change the
‘Status’ button from ‘Active’ to ‘All.’

Service Units - Homecare {Contention Management On) {Press F1 for Hei 1)

Create Service Units

Clignt # Service ... Is... | Service

101442009 1 Personal Care

10/26/2008 2 Homemaking  Medicaid
10/28/2009 1 Personal Care  Medicaid Wai
104542009 1 Perzonal Care  Medicaid whi
1012/2008 2 Homemaking  Medicaid whiver

Append Home Care

Service date: |1 Qr20i09 'I Status: () Active () All

Client: o | Units: [ | Hou|
Schedule: vI Holdl Miles: :l HoIdI
Aide: ~|Hod|  smwr [ |

 Client | SeniceDl [Day| Service | Grant | Units |
10f20/2009 Tue  Personal Care

S—

-

@ ost Service Units

Select Re|

If you missed entering any of the fields, a pop up screen reminds you to go back and
complete the necessary fields, click the blue ‘Add to list’ button. You will now see the
line of service in the window:

® You are now ready to click the blue ‘Transfer’ button:
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o (Click on “Yes’ and the line of service will be transferred back to the ‘Service
Window.’

Service Units - Homecare {Conte Management On) {Press F1 for Help)

| Create Service Units |

Clisnt #

Service date: 10,2009 vl

Client: = | Hold |

Append Home Care -

Status: (*) Active ) All

Units: ﬂl

Schedule: =] Hold |

Mites: [ | Houd

Aide: = | Hola |

s [ |

. Client | Senice Dt | Day }

10/20/2009 Tue

Transfer Record

~ Service 4  Grant |

Personal Care CCE

" ) Do wou want ko transfer record(s) ko service?
5 |
@ - Exit
i TO7 T97 2009 Fespie TCE T
y 1041642009 2 I— Fiespite CLCE 10

p=

[yt -ty et |-t S|

Select Report:

G)|E)

Exit

You will now see the data you appended in the ‘Service Window’. The line of service will
automatically show that it is in the ‘verified’ status:

Service Units - Homecare (Contention Management On} (Press F1 for Help)

sttt |wm

Client #

Service ...

| Service

Funding

T LU
1041272009
104212009
10/28/2003
1043042003
1042342009
10/21,/2009
10/21/2009
10/19/2003
1041642009
10/27/2009
1041372009

10/19/2009

10/8/2003
10/21/2009

104742009
10/14/2009
10/28/2009
10/15/2003

10/2/2009

10/6/2003

10/7/2003

1 o 1 o 7

o

FEEONgr-are
Homemaking
Personal Care
Fespite
Respite
Respite
Pereonal Care
Fespite
Fespite
Respite
Homemaking
Homemaking
Homemaking

Homemaking
Parconal Care
Personal Care
Homemaking
Respite

Homemaking
Fespite

Personal Care

mmm

Select Report:

22 (]

TTETC AT WaRET
Medicaid waiver
Medicaid waiver
CCE
CCE
CCE
CCE
CCE
CCE
CCE
Medicaid waiver
Medicaid waiver
Medlc:ald walvEr

Medicaid waiver
Medicaid waiver
Medicaid waiver
Medicaid waiver
Medicaid waiver
Medicaid waiver
Medicaid waiver
Medicaid waiver

-
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POSTING SERVICE UNITS

When you have completed verifying all client service units, you are now ready to post the
units to the accounting module. Posting to archive sends the units you have verified to a
reporting system for billing. You will have the option of printing reports both before and/or
after posting to archive.

It is up to you as to how you want to proceed. The “filter’ can remain as you set it or
removed by clicking the blue ‘Clear’ button. There is a higher degree of accuracy in

archiving smaller, filtered groups.

***Only verified units can be posted.*** Unverified units will remain in the ‘Service Window.’

¢ From the ‘Service Units — Homecare’ — screen, click the yellow ‘Post Service
Units’ button at the bottom right of the ‘Service Window.’

Service Units - Homecare {Contention Management On) (Press F1 for Help)

| Create Service Units |

LinWERIFIED:

Service ... Is.. | Serice Funding

10/19/2003
1042642009
10/5/2009
1041342003
10/12/2003
104542009
104742009
1041442009
1042142008
10/28/2003
1042642003
1041242009
1042142009
104742009
104742003
1041442003
1041442009
1042142009
10/28/2009
1042542003
1043042003
10, 9| 4

Homemaking  Medicaid waiver
Personal Care  Medicaid waiver
Homemaking  Medicaid waiver
Personal Care  Medicaid waiver
Personal Care  Medicaid waiver
Pergonal Care | Medicaid waiver
Personal Care  Medicaid waiver
Persanal Care  Medicaid waiver
Personal Care  Medicaid waiver
Personal Care | Medicaid waiver
Homemaking  Medicaid waiver
Homemaking  Medicaid waiver
Personal Care  CCE
Homemaking  CCE

Personal Care  CCE
Homemaking

Personal Care

Hormemaking

Personal Care

Homemaking

Fespite

Fespite

JEu i e e i RN e e e e e e e i e (s e e i

e —
-

Post Service Units

Select Report:

If there is a filter activated, you will see the ‘Filtered Posting’ screen:

Filtered Posting X

! E There is currently a fiter selecked, Cnby filtered records will be posted
*

¢ Click ‘OK’ and proceed to the next screen.
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You may see the following screen:

SERYtracker E

i WARMNING! There is currently no Service Date Fileer applied.
iy () This means that the selected period will be applied to all dates of service being posted.

¢ (Click ‘OK’

The ‘Post Service Units’ screen pops up:

Post Service Units
Accounting Period to PostTo:
F“ Continue ... 1
—=
[

Exit

¢ C(Click the blue ‘Continue’ button if the accounting period is correct. To check, click the
drop down arrow, and the date range will appear to indicate the correct accounting period.

Post Service Units

Accounting Period to PostTo: gl - I

- 33 30172009 - 953052003
F* Continue g2

=
[ 3] |

Exit

** Important ** It is possible that there is more than one accounting period in the ‘Accounting Period
to Post To’ if you have multiple months in the ‘Service Window.” There is a date range in the drop
down box field. This will automatically include all verified service units from the ‘Service Window’
within this date range. These will be archived if you do not change the dates using the drop down
arrows. You can limit what you want to post by selecting the date range. For example, all of your clients
will be in the ‘Service Window’ for the dates you originally created and verified, however you may
wish to post by the day. You can do this by entering the same date in both drop down boxes.

¢ In the ‘Accounting Period to Post To’ field, click the drop down arrow and select
the correct accounting period based on the dates you have selected.

You must be sure that you want to post these service units before proceeding to the next step.
You can [Exit—] out of the screen if you are not ready to post yet.

® When you are sure you have entered the correct date range, click the blue ‘Continue’
button. The next screen you will see tells you the number of units that you have posted.
Only the records you verified will transfer to archive.
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The following screen pops up to tell you the number of units you have posted:

e (Click ‘OK’ to return to the ‘Service Window’

SER¥tracker

i:') 2 out of 2 units successfully transferred,

Mote: IF not all records were transferred, please ensure that the
untransferred records are vetified and kry posting again.

You will be brought back to the ‘Service Window’ and the window should now be emptied
of all client names with the exception of those you did not verify or those in contention.

Service Units - Homecare {Contention Management On) {Press F1 for Help) I

| Create Service Units | [ ARy

Clignt Is.. | Service Funding

Select Report:

40



SERVICE UNITS IN CONTENTION

If you exceed the referred service units for the month, the following screen will pop up:

Service Units - Homecare (Contention Management On) (Press F1 for Help)

Append Home Care

Cliett # Service date: |1 0/3009 'I

[ _crmeseves e | —

Status: (s Active ) All

Client: <[ Hoia|  Units: Hod |

Schedule: Homemaking - I HoIdI Miles: I:I HoIdI

Aide: ~|hod|  sme [ ]

~— Clent. ¥ SanicaDt

Authorized units For:I have been exceeded,
Click O to Cankinue else Cancel,

Davl _ Samrvica E  Grapi R lpils 2

SER¥tracker

~ Add tolist

Cancel |

Exit

1043042009 4 [7
10/23/2009 4 cd

Respite CCE 10
Respite CCE 10

-

| Verify Selecied | |- Unverity Selected | |- Delste Selected |

Select Report: 5
| %2

| Post Service Units |

=]

Exit

¢ C(Click the ‘OK’ button and you will see the next screen:
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Service Units - Homecare {Contention Management On} (Press F1 for Help)

Append Home Care

Clignt # Service date: |1 073008« Status: (&) Active () All
Client: |—|—;| Hold | Unite: ’T‘ﬂl
Schedule: W Holdl Miles: |—| ﬂl
Aide: [ -]Hed| smw: [ |

enter a reason why m

has exceeded authorized
units,

s

10/30/2009 4 [v  Respite
1042372009 4 [¥  Respite -

Exit

Select Report:

¢ Type in the reason that the service was provided and click the ‘OK” button.

If you provided service for the referred amount of service hours, please feel free to comment
that the hours did not exceed the referred amount of service hours for the week.

The SERVtracker database will not allow you to post to archive, service units that are in
contention. When service units go into ‘Contention,” they will have to be reviewed and
approved by the Fiscal section of the Department of Aging Services.

When this happens, please call the Department of Aging Services for assistance:

CONTACTS:

Diana DeMorales ......... 272-6642

Deborah Heckaman ............ 272-5692

Catherine Rivera ( Medwaiver )...276-2230
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PRINTING REPORTS

Depending on what you may need for hard copies, reports may be printed in the ‘Service
Units’ module or the ‘Reports’ module.

WSERViracier

Hillshorough County Aging

~ Welcome Bayada Nurses!

Printing Reports from the ‘Service Units’ module:

You may want to print reports before posting to archive while they are still in the ‘Service
Window.’
¢ To print records in the ‘Service Window,’ select the ‘Service Units’ module and
proceed to the ‘Service Units - Homecare’ screen. Go to the drop down arrow in the
‘Select Report’ ficld.

| Craata Seriice Units |

Clignt Servi.. / Is ... |Sarvice Funding g
9/30/2009 1 I Personal Care  CCE )
9/30/2009 2 T Homemaking  Medicaid ... g
9/30/2009 1 [T Personal Care  Medicaid 3
9/30/2009 4 I  Homemaking CCE g | |
9/30/2009 3 T Homemsking  Medicaid ... 9
9/30/2009 1 T Skiled Mursing  Medicaid ... g
9/30/2009 1 IC  PersonalCare  MNDP g
9/30/2009 4 [T PersonalCare  CCE g
9/30/2009 4 I Respite Medicaid 3
1041./2009 1 I”  PersonalCare  Medicaid 10
104142009 1 I Personal Care  Medicaid ... 10
104142009 1 I"  PemsonalCare  Medicaid ... 10
10/2/2009 1 I"  Personal Care  CCE 1
10/2/2009 1 [T PersonalCare  Medicaid ... 10
10/2/2009 1 [T PersonalCare  MDP 0
10/3/2003 1 T Personal Care  Medicaid 10
10/5/2009 1 ™ Personal Care  CCE 10
10/5/2009 1 "  PersonalCare  Medicaid ... 10
10/5/2009 2 T Homemaking  Medicaid ... 10
10/8/2009 1 [T PermsonalCare  NDP 10
10/8/2009 1 [T Personal Care  Medicaid ... 10
10/6/2009 1 " Personal Cae  Medicaid 10 =

- 4 4 " L PR 4

Exit

e Select an option from the drop down field, click on the printer icon.
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Go to the upper left corner of the screen, click ‘file’ — ‘print’

i
% SERVtracker « lient - [RptVerifiedHc : Report]
e Fie eae

e g

Hillshorough County Office on Aging
In-Home Services

Records - Verified
Fuiriea 1 12872008

Servios
Werfied  Hame aick ate servios sant uits Apperdsd

es
Testhanual

1027008 Respie nNoP 2 Ho
10772008 Rezpies DR 2 Ne
10772008 Homemaling coe E No.
1072008 Respite NoP 2 He
10114500 Raspita DR 2 Ho
10A5200  Homemaking cee s Ho.
Virarzone  Respi NoP 2 No.
115577008 Homemaking cce s 3
1125200 Homemaking cee ] Ve

Total Uras per Cliert £

Tokal Urit= 3l Certs: 52

=il Saluton s, e Tafl Fages
\ersion 8 1233

Page: 1] «| EI T |

Ready nur

#start| | [z SERVEracker Client - I...

If you prefer to see the service units in a calendar format, click on the calendar icon.
]

[service Units - Homecare {Contention Management On) {Press F1 for Help)
Craata Seriice Units

Clignt Servi.. / Is ... |Sarvice Funding g
9/30/2009 1 I Personal Care  CCE )
9/30/2009 2 T Homemaking  Medicaid ... g
9/30/2009 1 [T Personal Care  Medicaid 3
9/30/2009 4 I  Homemaking CCE g | |
9/30/2009 3 T Homemsking  Medicaid ... 9
9/30/2009 1 T Skiled Mursing  Medicaid ... g
9/30/2009 1 IC  PersonalCare  MNDP g
9/30/2009 4 [T PersonalCare  CCE g
9/30/2009 4 I Respite Medicaid 3
1041./2009 1 I”  PersonalCare  Medicaid 10
104142009 1 I Personal Care  Medicaid ... 10
104142009 1 I"  PemsonalCare  Medicaid ... 10
10/2/2009 1 I"  Personal Care  CCE 1
10/2/2009 1 [T PersonalCare  Medicaid ... 10
10/2/2009 1 [T PersonalCare  MDP 0
10/3/2003 1 T Personal Care  Medicaid 10
10/5/2009 1 ™ Personal Care  CCE 10
10/5/2009 1 "  PersonalCare  Medicaid ... 10
10/5/2009 2 T Homemaking  Medicaid ... 10
10/8/2009 1 [T PermsonalCare  NDP 10
10/8/2009 1 [T Personal Care  Medicaid ... 10
10/6/2009 1 " Personal Cae  Medicaid 10 =

T aoc s 4 " L PR 4

Select Report: = b
| =& =
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The following screen shows the calendar format and is printable.

® (lick on the printer icon:

ERVtracker Client [_[51=]

Edt Windows Help

Service Units Calendar Review

Provider Is “Faith Home Health"

October 2003

Wed

1 2

300 Units | 3.00 Units 1.00 Unit
7 8 9

E00 Units | 500 Units | 12.00 Units | 3.00 Units | 3.00 Units 1.00 Unit
T2 18 14 15 16

£.00 Units 5.00 Units 13.00 Units 3.00 Units 5.00 Units 1.00 Unit
Qi 20 21 2 23

8.00 Units 5.00 Units 16.00 Units 3.00 Units 7.00 Units 1.00 Unit o

Bomtotnan . . - - & o e

Select Report: 6.00 Units 6.00 Units 168.00 Units 3.00 Units 1000 Units. 1.00 Unit

Provider Is "Faith Home Health'|

You've Got Maill UM

& start| ||l serveracker Client

¢ Go to the upper left corner of the screen, click ‘file’ — ‘print’
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Printing Reports from the ‘Reports’ Module:

¢ From the ‘Main Menu’ screen select the ‘Reports’ module.

QISERViracker®

Software for People SERVing People

Hillsborough County Aging

You will see the following ‘Print Services’ screen:

Print Services

W SERVtracker®

Hillshorough County Aging

Report

Select service: || -1

| s o |
Select report: ;l

Convert text ... Conventional
[ upper case

| contrue " |

Exit
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An example of a report you may want to print would be the units that you have posted to
archive.

¢ Go to the top drop down field ‘Select service’ and choose ‘General.’

¢ Go to the lower drop down field ‘Select report’ and choose ‘Accumulative
Monthly.’

o  (Click the blue ‘Continue’ button in the lower left corner.

Print Services

WSERV :

Hillshorough County Aging

Report explanation |
Client list with services provided by
@uice: [cenersi D s of manth.
= r 10 1
elect report: | LaeuBEE oy | @
—
Ret
by {* Service
) Member,
() Volunteer Convert text ... Conventional
[ upper case
ac lee
ROLUTING
.
1 i i i 3
; |Th§’ are 61 reports available for this service | SaL :;.

Exit
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Next, you will see the following ‘Print Query’ screen:

Date from: [11/01/08 ~| Dateto: [1251m05 =

Select County:  [IETEgaReR |

_ [Select Provider: | [Select Funding: |

¥ [Bayada Murses ﬁ
[Select Service: |
[0 Hide Social Security #
=y |Rapur(: Accumnulative Monthhe ::.
=] Exit

e Select the date range in the ‘Date from:” and ‘Date to:’ fields at the top of the screen.
You can use the calendar in the drop down or manually enter the dates. It is suggested
that you enter the 1* of the month and the last day of the month.

e Select ‘Hillsborough’ in the ‘Select County:’ field.
® You should see your vendor name in the ‘Select Provider’ field.

Datefrom: [110108 >| Datete: [1amms  >|

|
Select County:  [Hilsborough -

[Select Funding: |

[Select Provider:

| [Gelect Service: |
Hormecare

[ Hide Social Security #

5 = S v
) ) ‘Repun. Accumulative Monthiy :..
Exit

)
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e Select the service in the ‘Select Service:’ field. A ‘Sub Service:’ field will open
below the ‘Select Service:” You will be given the option of selecting all services by
clicking the blue ‘All’ button or selecting individually by clicking and highlighting.

e Select the funding in the ‘Select Funding:’ field. You will be given the option of
selecting all funding sources by clicking the blue ‘All’ button or selecting
individually by clicking and highlighting.

* When all fields have been appropriately selected, click on the printer icon in the
bottom left corner of the screen.

|

Date from: |11m1m3 v[ Date to: |12:31m3 vl

Select County: |Hi||3b0r0ugh ;l

|Selec1 Funding: |
] |CCE ;I
L5P I

hiledicaid maiver
~None
] |, [ o |
Select Service:

pm—
|Selec1 Sub-Service: |
Corpanion Care Y - f

Personal Care f " 1
Fespite =2

[J Hide Social Security #

Select Provider:

Bayada Murses

N
L |I§port: Accumulative Monthly K
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If the ‘SERVtracker Missing Information’ screen pops up, it is because a selection has
not been entered in one or more of the fields. It will specify the field with missing data.

¢ C(Click ‘OK’ and go back to complete your selections. This will take you back to
the previous screen. When all fields are entered, click the printer icon again.

e

I Date from: |1 10108 >| Datete: |1 203108 =
Seleet County:

Select Provider:

5 [Select Service:
1
L]

[Select Sub-Service: |

[setect Funding: |

CGCE =
Lsp oo

Wedicaid waiver
L [

Corpanion Care SER¥tracker Missing Information [ <]
Pestrsilcae '2 Please enter the Following beFore continuing:
Respie List B Criteria
[ Hide Social Security #
| |
=1 |Repnrt: Accumulative Monthiy ﬂ.
Q;é Exit

The following report can be viewed and/or printed. Depending on how you filtered and made
your selections, there may be multiple pages in the report. In the lower left corner of the screen,
you will see arrows <« and P> for scrolling through multiple pages. A summary page will be at
the end of the report. All pages will print.

¢ Go to the upper left corner of the screen, click ‘file’ — ‘print’

~[rptaccumulative : Report] o senvaiftech et -8 x B
_8 x
Service Units for Homecare for period between 11/1/2008 and 12/31/2008 Hillsborough County
Prited: 12031/2008 10:51:48 AW
Social Securty 4 2 (3 4 (51 6 (7 8 (810 (41 12 (48 14 (45 16 (47 18 [48 20 (21 22 (28 24 (25 26 (21 28 (28] 30 (31 Totrs
Funding
00691500 [§99] 400 [§80] 0 [539] 10 998000 589! 00o [50] .00 631090 (699! 000 664 0.00 6501 000 668 0.00 8] 0.0 691 000 06800 (6601 710
nop.
00 475 /040 000 [0 000 |00 140 808,030 (060, 000|000 0.00 00800 000,000 008 000 (050 0.00 |00, 0.00 1068 0.0 000, 010 0.0 000 [0 2075
1 012pages
Report3893
s

If you review your archived reports and find an error, please call Quality Assurance.
(see Table of Contents page) Corrections will be made so that you will have accurate
invoice summaries. 50



NOTIFICATIONS TO CASE MANAGERS

There are times when there are changes regarding the clients you service. Your aide may
report back to you that the client is going in the hospital or has changed their phone
number.

All notifications should be sent to the Case Manager via SERVtracker e-mail.
If written reports are required, such as an incident report, these should be faxed (in

follow-up to the e-mail notification and phone call to the Case Manager) to the
Hillsborough County Aging Services Quality Assurance Department at 272-5125.

When you are in the ‘Case Management’ screen, you can click on ‘SERVtracker Mail’
at the top of the screen:

il SERVEracker Client 2 p ~ servinfitech net BEy 0 |

File Edit Activity Case MNotes Health Cond Last Contact Problems/Goals  Seffice  SERVtracker Mal indows  Help

Client Data & Service Requests (right-click mouse button for additional options)
Last Hame: [Test First name:  [Manual ME[ | Title: [ -] :
Provider: Funding: Lostessessy [l [11nams =] @
Startdate:  [nansins v Case Mgr: Hext assess: CeNolez
stopdater | =] Site: Hewelientevalcomp: [_/_i_ =]
Stop reason: Client Group: FirstassessDU(OME [ =

Fundingamount: [ |
Casetype:  [dnassigred -] sRw: [ | Health

Conditions

Problems/

Comments: | |

@

Service EndDate At Erequency Staee U=

Bayada Nurses Respite 10#i2008 Last
Bayada Nurses Homemaking 7HBI2008
Bayada Nurses Personal Care 10712008

Bayada Nurses Homemaking THAZ008  THER008

weekly  Provided
weekly  Provided

weekly  Unassigned
weekly  Disenrolled

4
8 Contact
4
2

Unit Entry

=
Reg di: | 7/11/2003| Last chg di: | 10/31/2005| Last chg fime: | 304 P
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3 i1° M M 3 Y £
¢ On the ‘Send Mail’ screen, click on the drop down arrow in the ‘To:’ field.
Last Hame: |Test First name:  [Marual M |_| Title: -1
Case Management - Manual Test
Provider: Hillzborough Courty A = Funding: MDF - Last assess: E I11f13,r[|3 vl
Stop date; |/ /| Site ; |
St = — " From: |Bayada MNurses Probisms/
op reason: 8 o
Subject: | |
Case type: |Unass|gr|ed Health
Comments: | Message: | Conditions
=
=
=
Bayada Murses Respite Proevided CLESI
Bayada Nurses Homemaking weeekly Provided ontact
Bayada Nurses Perzonal Care weeekly Unagsigned
Bayada Nurses Homemaking weekly Disenroled
Care Plan E ;a CIRTS Form E ;a Cliert ID: 5305 ‘ Unda Changs ‘ | Save Record |
Reg dt:
| Undo Cl | | Save Record |
[ ]

Select the Case Manager and their supervisor by clicking on their names and then

click the blue ‘Done’ button.

Ser’ ht

ice Requests (ri

Case Management - Manual Test

Provider: [Hillshorough Courty 2 - |1 IRE= A |
Startdates  [ownone = L 11132008 Cate ot
Stop date: |+ ;[ Ncomp: |/ ¢ |=
Administrator -~ Problams/
Stop reason: [Being provided - Clie [ i Bainars pegHome: [ o+ = Goals
Adrisna Madariags
Agatha ¥oakum
Case type: [urassigned Althes Mendoza Health
Comments: | American Seniors Associstion | Conditions
Amy Carrier ==
Ay Willisms
Ay Wilson-Mokinney
Bayada Murses Respite Angela iy weeekly Provided
Bayada Murses Hamemaking Cucielo, Ciarci T weaskly Provided
Bavada Murses Personal Care weekly Unassigned
Bayada Murses Homemaking weeekly Dizenrolled

Unit Entry

5 5
S oy e B Gl GEs [ nvocrange || save Recoru |
Reg di: [ 7/11/2003] Last chg di: [10/31/2008] Last chg time: [ 504 Pu] |
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The Case Manager and supervisor names will appear in the ‘To:’ field:

Client Data & Service Requests {right-click mouse button for additional options)

mi: [ | Title:

Case Management - Test

Start date: D4mamng = = — - [ Casr.es
Stop dates |/ /| L foomp: |_
st : c b o
op reason:  Being provide: ie . ’W G057
Subject: [Manusl Test] ] @

Case type: IUnassigned i
Cornments: Message: Conditions

Lagt assess:

Irits | ~Erequency

Bayada Murses Perzonal Care wveekly Urassigned Lasl
Beyada hurses Homemaking weekly Provided Conlact
Bayada Nurses Homemaking weekly Dizenrolled

Bayada MNurses Respite weekly Disenrollec

Bavada Murses Homemaking m wveekly Dizenrolled Unit Entry
Bavyada hurses Respite weekly Disenralled

Care Plan E:é CIRTS Form @ Client [0 5305

i

o Change H Save Record |

Reg dt: [ 741:200] Last chg dt: [ 12200] Last chg fime: | 10:44 i

w W ‘ Undo Change H Save Record |

. ways enter the name of the client in the ‘Subject:’ field:

Case Management - Test

Provider: Hilzborough County & = Funding: MDP = Last assess:
Start date: 04,0508 vl 2 Case Motes

Stopdate: ET -

From:  [Bayads Hurses

st : o
Op reason: Eing provice: ie Tor Goals

Subject: |Manual Test| @

Casetype:  [Unassigned Heaith

[amendoza; poonti;

Comments: Message: ]  condiions
=
=

e Erequenny - . W=

Bayada Murses Perzonal Care weekly Unassigned CLas{

Bayada Nurses Homemaking weekly Provided ontact

Bayada MNurses Homemaking weekly Disenrolled

Bayada Murses Respite weekly Dizenrollec

Bayada Murses Homermaking m wweekly Disenrolied Unit Entry

Bayads Murses Respite weekly Disenralied

Care Plan Q CIRTS Form @ Client I0: 5305 ‘ Undo Change || Save Record | Ex?

Req di: [ 7/1/200] Last chg di: [ /27003 Last chy time: [ 10:44 ant

Pttt [pmbtiostosind| [ UndoGhenga [ Seve Record |
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e Enter your message in the ‘Message’ field with as much detail as necessary for
the Case Manager. You can continue typing and the message will scroll as you
type. Make sure to ‘cc:’ the supervisor at bottom of message.

Client Data & Service Requests {right-click mouse button for additional options)

Lagt Hame: [Testclient Firet name:  |Lynne MI: Title: - I
Case Management - Lynne Testclient

Provider: Hillzborough Courdy & - Funding: Last agsess: 4200108 vl

Stop date: | S I Site 1 B | L) I
e © ' T From: ‘Lynna Roberts | come: |_/_\_ T
S : |Bei ided Cli it (HDM): Erotiems/
R o Provide Dl [emendoze;perts, ==l Soele
Subjeet: |test client | @
Case type: |Unass|gr|ed Haa_ilm
Comments: |c|\ent created for testing new mar  Message: | Cnnd_;:lons
. Wendoza,] =
[&ide not able to service client today . Neighbor V==
Bayada Murses Personal Care renorted that client \was take 19,Tampa Ceneral weekly Referred Last
vesterday. Thank you, Kirby Contact
Bayaca Nurses Homemaking 3 = wreekly Referred
cc: Philip Conti
Bayada Murses Respite Referred Q
—
Unit Entry

5

5
Care Plan E’Ba CIRTS Form E’la Client ID: 5535 | Undo Change | | Save Record | Ex?
Reg dt: | 1222422008| Last chg di: | 12/232005| Last chg fime: | 12:05 Phi] |8

[r~Showpending | |- About s clent | | undo Change

| Save Recond |
Exit

¢ C(Click the blue ‘Send Message’ button and you will see the following message:
¢ (lick ‘OK.’

The Case Manager is automatically notified that there is ‘New Mail’ and will generate a
referral if necessary, such as putting the client on hold or making changes to the client’s
information. You, in turn will receive e-mail notification of a referral by seeing ‘New Mail’
on the ‘Main Menu’ screen.

Client Data & Service Requests (right-click mouse button for additional options)
Last Hame: [Testcient First name:  [Lynne ME: [ | Title: -1

ase Management - Lynne Testclient

Provider: Funding: roP -] Lastassess: fomine =
: | Cos o L e
Start date: 12001 08 Send Mail [12¢1/2009 e
. | e S | \L
Eipide i From: |Lyrvr|e Roberts \ leomp: | /[
) 5 : Problems
Stop reason: [Being provided -] cie [ | pecomy [ <] Goals
Subject: [ ] @
Casetype:  [Unassigned o
[ciet created for testing nevs mar  Message: Cm‘\q-kl\ms
=

Biayach hurses Fersonal Care weekly | Referred

Biayads hurses Hometmaking weekly
SER¥tracker [ <]

Biayach hurses Rezpte weekly
E 1) ourmall was sent succassfully.

Unit Entry

=t =t £l

Care Plan | (23 CIRTS Form 3 Slebe Exit
Reg di: | 12/24/2008| Last chg dt: |12:23:2003| Last chg time: | 12:05 P
oy | oo | B

Exit
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VERIFYING SERVICE UNITS FOR OTHER SERVICES

Included in Other Services are the Emergency Alert Response, Consumable and Durable
Medical Supplies, and Pest Control. In this module, you will be verifying service units and
the “archiving” or sending the service units to a reporting system for billing.

e Starting at the ‘Main Menu’ screen, click on the ‘Service Units’ module:

QSERViracker®

Software for People SERVing People

Hillsborough County Aging
Welcome Grace Pest!

¢ In the following screen, click the drop down arrow and select ‘Other Services.’

SER¥tracker Service Menu

Select service:

il
SERViracker! ;|
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You will now see the ‘Other Services — authorized unit monitor off” screen:

Other Services - authorized unit monitor off I

\ Service date: |01.r27m9 vl Cost: I:l

Service: [ ]| comments: Hold |
Dbl-click on client name to open for edit
Client . | Senice Dt | Day | Funding | Units |  Proviger |  Senica | Comments.
5
3
R
v
1
c
E Select Report: r'-_\
alefclofelelalnlifofxlcm[nlofelafrls]tlulv]wlx]v[=] Al | =152
e B
] 2k

Exit

You have the option of bringing client names into the ‘Service Window’ either individually
or ‘multiple’ groups of clients.

1. Individual Clients: To add clients to the ‘Service Window’ individually, click the drop
down arrows in each field and make the appropriate selections. Click on the green ‘Apply’
button. The client’s name will transfer to the ‘Service Window.” Enter the correct number
of units taking in to consideration clients who did not receive a full month of service.
Continue this process until your list of clients is complete.

To see, and/or print a report of clients in the ‘Service Window’ before you post to archive,
select a report in the ‘Select Report:’ drop down field. Click the printer icon.

Other Services - authorized unit monitor on

Client select: |(2) Active () Al || Muliple entry
Service date: Im Cost; l:l
Client name: @ Units: Hold
Service: :ﬂl Comments: ﬂl

[Faom |

Dbl-clich on client name to open for edit
- Client 1 SeniceDt. | Day. | Funding... | Units. | Provider.. | Sanica.. | Commenis.
12/23/2009  wWed CCE 30 Lifeline Emergency &ler

/ Select Report: |\,

alelclolelrlalwl i fuoleliminlolelelrlslrlulv]w]x]v]z] Al \_ '|{\:é
———

r— [oeiete Lt |

You can post the verified units to the archive syste
entered your full list of clients.

° Click the blue ‘To Archive’ button’
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You will see the following pop up message when there are no filters selected:
¢ C(Click ‘OK’ to proceed.

Other Services - authorized unit monitor on

Client select: |(*) Active (0 &ll _
Service date: |1 22509 'I _

Cost:

Client name: vI HoIdI Units: 1 Hald

Service:

- I Hald | Comments:

=

Filter by ...

) Glient
1) Date

(") Funding
) Provider
") Honth
) Service

Dibl-click on client name to open for edit

Emergency Alel

1202372009 wed CCE an Lifeline

Non-Filtered Posting

mOo=—=s2mw

! ‘: There is currently MO filer selected, ALL records will be posted
.

alelclolele]alu]i].

*#% It is important to post units to the correct ‘Accounting Period.” If you had multiple
months in the ‘Service Window’ then you should ‘Exit’ the screen and return to the window
and filter the units by the month. ***

e Select the appropriate ‘Accounting Period’ according to the dates you are posting.

Other Services - authorized unit monitor on

Client select; |(¥) Active (2 Al

Service date: |1 212309 vl Cost: |:|
Client name: <1 Hotd | Ninite 1 i |

Archive Service Records

Service: 7 Hold I

Post date from: 712008 ~ | Post date to: | 12725372009 «

ma==32min

Accounting period to post to: @ - I -
7H 12003 - 7/51/2003 Ehitegh e
Dbl-clich on client name to open for edil | 80172008 - /3172008 ") Client
- T | 94 12009 - 9/30/2009 ) Date
120232008 1 10112009 - 10/31/2009 ) Funding
111 2009 - 1173002009 ) Provider
i R Q|| ) Honth
W\

Select Report: ‘I-,_\
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e (Click the blue ‘Continue’ button:

Other Services - authorized unit monitor on

Client select: |(%) Active () Al M _
Service date: |1 zz3ma ) Cost: |:| _
1 H,

Client name: w1 Hnid | tinites

id |

Archive Service Records e
Service: -

Post date from: 72009 ~ | Post date to: | 12023720090 -

Accounting period to post to:

=

Filter by ...
") Client

Dbl-click on client name to open for edil [

alelelolelelalal ool mlulolrlaolels]z]ulw]wlx]]z] AL | -]

r History ] |'DP.EEIEALL-|

The following screen will pop up to let you know how many units you posted:

Other Services - authorized unit monitor on

Client name: +lhnid | ninite: 1 Heid |
Archive Service Records

Service: Hald |
Post date from: 7i72008 - | Post dateto; | 1272372009 ~

Accounting period to post to:

Filter by ...

) Client

|| Date
") Funding
{3 Provider
") Honth
) Serce

SER¥tracker

-
A1 J 30 units successfully transferred.

Select Report: i

Ale e (BIelr [olnils [ RN lm] |

r Delete ALL ]

© TIP If a client was terminated, you will have to change the client status button from
‘Active’ to ‘All’ before the client’s name will appear in the drop down list.
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2. Multiple Clients: If you want to select several clients or your entire client list to enter

into the ‘Service Window,’ click the blue ‘Multiple entry’ button.

Other Services - authorized unit monitor off I

Client select: |(8) Active () 21

Service date: Im,mrag "I

Cost:

Client name: | -IHoIdl Units:

Service:

- I Hold | Comments:

E=

Dbl-click on client name to open for edit

Filter by ...
) Glient

) Date

ma=—=2mu

) Funding
) Provider
1 Honth
) Service

Select Report:

alelclolelelolulilolelilmin]olrlolrls]ru]wlw]lx]r]z]

ALL

=
| =152

Clicking the ‘Multiple entry’ button brings up the following screen with the current date:

*#% If you are processing units for the entire month, enter the last day of the month and
change the number of units to the equivalent number of days in the month. **%*

Other Services - authorized unit monitor o

Servi
Clien " g %
Select multiple records to enter service units 0 recordis) selecked
Servi | Llignt o Prowidi ! ST YN T Y W—
Lifeline Emergency Alert Responge CCE [= || Pimsie i |
Lifeline Emergency Alert Response MDP T l:
Lifeline Emergency Alert Response CCE e i
Lifeline Emergency Alert Response Medicaid waiver Funding: l:
Lifeline Emergency Alert Response Medicaid waiver I re—— 1
Lifeline Emergency Alert Response Medicaid waiver L |
Lifeline Emergency Alert Response Medicaid waiver
5 i e 8 | 4 Salast all ‘|
E Lifeline Emergency Alert Response Medicaid waiver | |
R Lifeline Emergency Alert Response Medicaid waiver r o — i
v Lifeline Emergency Alert Response MDP L |
| Lifeline Emergency Alert Response CCE r - n
C Lifeline Emergency Alert Response Medicaid waiver = \oply |
3 Lifeline Emergency Alert Responsze Medicaid waiver = :1-.
= L4 Exit

[ Delete-ALL |

All your client names will be in the window, however the names have been blocked out in
this manual to be in compliance with HIPAA regulations.
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In the ‘Multiple entry’ screen you will be choosing the client names that you want to
transfer back to the ‘Service Window’ in the previous ‘Other Services — authorized unit
monitor off’ screen.

In this screen you will see a filter which allows you to refine your choice of clients by service
or funding.

Other Services Multiple Entry

Service Date: [01/2709 ¥| Units: 1 Comments: | — |
Select multiple records to enter Service units

Client ! Provider 1

0 record(s) selected
Service 1 Funding

Grace Pest Caontral

Pest Control Maintenance

CCE

Grace Pest Contral
Grace Pest Contral
Grace Pest Contral
Grace Pest Contral
Grace Pest Contral
Grace Pest Contral

Pest Control Maintenance
Pest Control Maintenance
Pest Control Maintenance
Pest Control Maintenance
Pest Control Maintenance
Pest Control Maintenance

Medicaid waiver
MDP
hedicaid waiver
MDP
CCE
hedicaid waiver

L1

Funding: =

Grace Pest Control Pest Control Maintenance | Medicaid waiver [— Select all l

Grace Pest Control Pest Control Maintenance  NDP [— Desclootal l

Grace Pest Control Pest Control Maintenance | Medicaid waiver

Grace Pest Control Pest Control Mairtenance | Medicaid waiver

Grace Pest Contral Pest Control Maintenance CCE r Apply l

Grace Pest Control Pest Control Maintenance CCE - :‘\‘.
1 Ll_l E;it

If you only want specific client names to transfer from the ‘Other Services Multiple Entry’
screen, you have a choice of two different ways to select specific names:

1. Click on each individual name that you want to transfer. The name will be highlighted in
black. When you have completed your selections, click the green ‘Apply’ button. Only the

names highlighted will transfer.

2. Or, if you click on the blue ‘Select all’ button, all names will be highlighted in black,
then you can ‘de-select’ clients by clicking on the names you do not want to transfer.

TOTAL UHITS

Other Services - authorized unit monitor on

Client select: | Active () a1 | [ Multiple entry - |

Other Services Multiple Entry

Servi
Service Date: 1272309 x| Units: 1 Comments: | |
Cli
ren Select multiple records to enter service units 520 record(s) selected
Servi
provider: [ ]
Funding: [ -]
Db
. Clear filters
S Select all
3
R Deselsct all ]
v
: Appl
c Y 1
3
A

F’ Import schedules 1

[ contenton Records—| |, | [oetete ALL |

60



The names you have ‘de-selected’ will now have a white background:

Other Services Multiple Entry [

Service Date: |D1J‘2T.ﬂ39 'I Units: Comments: |

Select multiple records to enter =ervice units 78 record(s) selected

Clignt Frovider Service I-’unding -

: - - Povider. [ -]
sendee: [ 7]
Fuding: [ ]

y ! Clear filters |
intenance
artrol Maintenance d it |r Select al |
. |r Deselact &l

L

Medicaid waiver
i Apply 1

Exit

-
=N

e C(Click the green ‘Apply’ button, and all the clients who are highlighted in this
window will transfer back to the ‘Service Window.’

Clients On Long Hold

Clients’ names that are on ‘long hold’ will pop up individually. If the client did not receive

service for the entire month, click the ‘No’ button.

If the client received service in the month, even if only a limited number of days, click the
‘Yes’ button to transfer the name back to the ‘Service Window.’

Other Services - authorized unit monitor on

Client select: |@ Active (3 Al | |' Multiple entry I| TOTAL UHITS
] Other Services Multiple Entry
Servi
Service Date: I1 212809 'I Units: Comments: | |
Cli
= Select multiple records to enter service units 110 recordis) selected
Servi Client FProvider b Service Funding
21 provider
Service: __Emergency A~
Funding: |CCE -
Db
’ Clear filters
5 [— Select all ]
E
ﬁ SERYtracker ( Deselect all ]
1 4
c 2 iz on a long hold fior this date. Apply ]
E et nt to append the record anyway? =
4 »
& Wes I Mo I
o
F“ Import schedules 1 _ | |- Toarehi
—
F* Contention Records- 1 | Histe | | Delete ALL- | [ 3]
. : . . Exit




Editing A Line Of Service
Clients’ names will now be transferred back to the ‘Service Window’ and you will be able to
edit the line of service to reflect the correct number of days the client received service.

Other Services - authorized unit monitor on I

Client select: (&) Active () Al @W}
Service date: |1 2/28109 vI Cost: I:l

Client name: | ] Hold | units: 1 | Hold
Service: | <] Hold| Comments: Hold I
m Filter by ...
Dbl-click on client name to open for edit ) Client
[ Client | SaenicaDt. | Day | Funding.. f Umta | Povidar . Senaca. | Commenis....|| ) Date
ia 12/28/2009  Mon | CCE Lifeline Emergency Alel « || ) Funding
5 12/28/2008  Mon  CCE 1 Lifeline Etmergency Alel ) Provider
E 127282009  Mon  CCE 1 Lifeline Emergency Aler e ") Month
ﬁ 1202802008 Mon CCE 1 Lifeline Etmergency Alel ) Service
| 1202852009 Mon  CCE 1 Lifeline Emergency Llel
C 12028/2003  Mon  CCE 1 Lifeline Emergency Alel
E 1202852009 Mon CiCE 1 Lifeline Emergency Llel :
12/28/2009 CCE 1 Emergency Alei ¥ | Select Report: (-_.\
IGIHIIIJIKILIMIHIDIPIGIRISITIUIVIWI}{IYIZI -

® Double click on the line of service that needs to be edited and you will see the
following screen:

Other Services - authorized unit monitor on I

Client select: (s} Active () &l M
Service date: I1 212609 l‘.'!

& Other Services

Client name:
Service: |: Hames i | 7~ 908 | ﬂ
Service Date: |12/25109 - Units: |28| ‘, |
Service: Emergency Alert Respons -
| R 2 —I _Filter by ...
Dblefick on clientname 1 S7O¥ €002 | | ) Client
i . Comments: ) Date
" Funding
i ) Provider
R () Honth
v ) Service
1 [ S]]
& G003 Exit
E TR T = T TrTEmrTe T LETIC et

1

D[252009 | Mon Emergency Aler Select Report:

|H|I|J|K|L|M|H|D|P|D|R|S|T|U|V|W|}{|Y|Z| AL "I

[ History | | Delete ALL |

¢ Place your cursor in the ‘Units’ field and enter the correct number of units.
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Before posting to archive, you can filter the client list in the ‘Service Window.” You can
also review and/or print reports. When you make a selection, a drop down field will appear
below the filter box. Make your selection in the drop down field and when finished, click the

blue ‘Clear’ button to return to the full list.

Other Services - authorized unit monitor off

Client select: (%) &ctive (Al - Multiple entry
Service date: |01 12Ting v I Cost: I:l

TOTAL UHITS

=)

mo==3muwn

Filter by ...
Dbl-clich on client name to open for edit ) Glient
i | SeniceDt_ | Day | Funding | Units | Prowider_ |"_ Senica__ |- Com () Date
10272003 Tue CCE 1 Grace Pest Cor Pest Control Ma 4 || (%) Funding
112712009 Tue CCE 1 Grace Pest Cor Pest Cortrol Ma ) Provider
1272003 Tue CCE 1 Grace Pest Cor Pest Control Ma ) Honth
1 r2T00a Tue CCE 1 Grace Pest Cor Pest Cortrol Ma ) Service
1272003 Tue CCE 1 Grace Pest Cor Pest Control Ma
172772009 | Tue  CCE 1 Grace Pest Cor Pest Cortrol Int
1272003 Tue CCE 1 Grace Pest Cor Pest Cortrol Ma
/2742009 CCE 1 Grace Pest Cor Pest Control Init ~ | Select Report:
G|H|IIJIKILIMlNIDIPIQIR'SITIUIVI\I’U"XIYIZI AL |[2ccumuative ~

,

e | [ o | | o o
| Histary | “BeRtEAT E;j“.

To print reports before they are archived, select the report and click the printer icon.

Posting To Archive

Other Services - authorized unit monitor off

Client select: (%) &ctive (Al - Multiple entry
Service date: |01 12Ting v I Cost: I:l

TOTAL UHITS

=)

Dbl-clich on client name to open for edit

Filter by ...
) Glient

| senicabt | Day | Funding. | Units | Prowider | Sanica |

- Commenis.

) Date

1272003 Tue CCE Grace Pest Cor Pest Control Ma
1 r2T00e Tue CCE Grace Pest Cor Pest Cortrol Ma
1272003 Tue CCE Grace Pest Cor Pest Control Ma
1 r2T00a Tue CCE Grace Pest Cor Pest Cortrol Ma
1272003 Tue CCE Grace Pest Cor Pest Control Ma
102712009 Tue |CCE Grace Pest Cor Pest Cortrol Init
Tue Grace Past Cor Pest Control Ma

mo==3muwn

(*} Funding
) Provider
1 Honth
) Service

Select Report:

Dm

=l
Exit

o  (Click the blue ‘To Archive’ button.
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The following screen pops up if you have not filtered the list:

Other Services - authorized unit monitor on

Client select: (%) Active (1 Al
Service date: Im Cost: I:I

Client name: ’ﬁ HoIdI Units: IIIM

Service: ’ﬁ Holdl Comments: ﬂl

1242852009 Emergency
12425852009 1 Lifeline Emergency Alel
1212652008 fion (CCF 1 | ifrline Frmernrney Lle
Non-Filtered Posting

mao==3mtuwn

¢ (Click ‘OK’

Other Services - authorized unit monitor on I

Client select: [(2h Active () Al

Service date: |1 242809 vl Cost: I:l

Client name: v LHod | 1inites 1 Heid |
) Archive Service Records [E—
Service: -

Post date from: 7Mi2009 - | Post date tox | 120252009 ~

Accounting period to post to: 36 -

gorTT
Emergency Alel
Emert =]
Emergency Alel
Emergency Alel
roency Ale ~ | SelectReport: |\

[v |zl AL ||—_|Q;é

mG == 2min

1
1
1
1
2R2852009 1

fon | CCE Lifgli
Gl Julelclm]n]olrlelr]d
J

o (Click the blue ‘Continue’ button.
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e Select the appropriate ‘Accounting Period.’\

Other Services - authorized unit monitor on

Client select: |(=) Active () &l

Service date: |1 2128109 vl Cost: l:l

Client name: vl Hnd ] inite 1 ueid |
Archive Service Records

Service: -

[ o |

Accounting period to post to:

Filter by ...
) Client

’ A Date

t ") Funding
1202652009t ) Provider
120282009 |k £ Month

Mon | CCE 1 Lifeling ) Service

Mon 1 Lifeling

CCE 1 Lifeline

12/28/2009 |Mon |CCE 1 Lifeline Emergency Ale
1 2028/2009 1

T

fon | CCE Lifeline
lolul i lalelilmlnlolelelalstlulvlw]«]]=z] ALL | leﬁ

r History | |- Delete ALL |

Emergency Alel ~ | Select Report: |\

E

The following screen pops up to tell you how many units you have posted:

Other Services - authorized unit monitor on

Client select: |(*) Active () &1l |
Service date: I1 2eIE0g vl Cost: I:I
1

Client name: v THatd | 1inite: e |
Archive Service Records | —
Service: & Hald I

Post date from: 772008 - | Post date to: | 127258/2008 -
Accounting period to post to:

=

Dbl-clich on ¢l name to open for edi &

\ o
SER ¥tracker =]

=]}

.
.\_l:) 35 units successfully transferred.

Select Report:

To print reports after they have been archived, you must go back to the ‘Main Menu’ screen
and select the ‘Reports Module.” Follow instructions on page 46 — 50.

If you review your archived reports and find an error, please call Quality Assurance.
(see Table of Contents page) Corrections will be made so that you will have accurate
invoice summaries.
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