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Overview
SHIP (State Health Insurance Assistance Program) programs provide free counseling toMedicare
eligible consumers and their families. Counseling includes information onMedicare, Medicaid, Medi-
gap, long-term care insurance, claims and billing resolution, and information and referral for public
benefit programs. Counseling services are available via phone, face-to-face sessions, public
education events, andmedia events. Most counseling is done by volunteers with a nationwide net-
work of 12,000 counselors serving 2.5million people per year. 

SHIPs are funded through grants from the Centers for Medicare andMedicaid Services (CMS). 
The grant awards require regular reporting from each state to CMS using the CMS SHIPtalk
website. Reporting data is collected using the Individual Client Contact (Client Contact), Public and
Media (PAM), and Resource Report Forms. 

Harmony for Aging and Adult Services SHIP Reporter allows users to:

n Easily record all required data elements for the Client Contact and PAM reports via assessments.

n Review all data entered via summary level reports .

n Transfer data to SHIPtalk via manual entry from printed assessments, the summary reports, or
by exporting the data to a file which can be uploaded at the SHIPtalk web portal.

NOTES:

n This guide assumes that the user has a basic understanding of using and printing
assessments and reports in Harmony for Aging and Adult Services.

n Individual states refer to their SHIP programs by other names. Themost common
variations are SHIIP (State Health Insurance Information and Assistance Pro-
gram) and HICAP (Health Insurance Counseling and Assistance Program).
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Data Collection
SHIP data is collected in Harmony for Aging and Adult Services through the use of assessments.
SHIP assessments do not behave any differently than any other assessments, but have been
designed to capture all CMS required reporting elements.

Client Contact data is collected using the Client Contact assessment which is accessed through a
specific consumer's record or through a call record using Harmony for Aging I&R.

PAM data is collected using the PAM assessment which is located under the Tools→ SHIP- PAM
Eventsmenu.

Note:
Some numeric fields will automatically display with two decimal places and commas
(e.g. 1234may be displayed as 1,234.00). This is a limitation of the display and will not
affect the data on the report. Examples of this can be seen in the “Minutes Spent” and
"Counselor Code" fields.

IMPORTANT NOTE:

n These assessments should not be changed by the SystemAdmin-
istrator if batch reporting is to be used. The batch generation is coded
to look for specific question IDs and adding or deleting questionsmay
affect the performance of this feature.

n Changes to question prompts are permissible (e.g., Client's DOB can
be changed to Consumer's DOB).
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Client Contact Data
Client Contact data is specific to a single consumer and is collected using a consumer assessment. 
The assessment behaves like all other Harmony for Aging and Adult Services assessments and
requires no special training.

Client Contact data can be collected anonymously or for a named consumer. Data entry can done
fromwithin the consumer's record or fromwithin a call using Harmony for Aging I&R.

IMPORTANT NOTE: n Before getting started, please see "Personalizing Your Default SHIP
Reporter Settings" on page 61

CollectingClientContactDatafromaCallRecord
Client contact information can be collected fromwithin a specific consumer's record or fromwithin a
call. This section details collecting data fromwithin a call record.

IMPORTANT NOTE:

n Recording data fromwith a call record requires Harmony for Aging
Information and Referral.

n Please contact your system administrator if your organization already
has this feature but you do not have access to it.

n Please contact Harmony if your organization does not currently have,
but would like to add this feature.

NOTE:
n The instructions below assume you are familiar with navigating within and com-
pleting assessments in Harmony. Please refer to the SAMS User's Guide if you
need additional information about standard assessment functionality.

To collect Client Contact data from within a call record
1. In Harmony for Aging and Adult Services, navigate to theCalls feature. Begin a call in the

usual manner.

a. Please see the Harmony for Aging I&R User's Guide for more information on Calls.

2. If the caller and/or consumer is known, identify them using the search icon. If the caller and/or
consumer is not known or they prefer to remain anonymous, leave the field(s) populated with
(Anonymous).

a. This is the first of two opportunities to identify the caller or consumer. You will also be
able to do this when creating the assessment.
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3. ClickAdd New in theAssessments section. Youmay be prompted to save any changes that
have beenmade to the call; if you are prompted, clickSave My Changes.

4. If you did not identify the caller or consumer in themain call record, you can opt to do so now
or you can leave them as (Anonymous). To identify the caller or consumer, click the radio but-
ton next to the caller or consumer and then clickSearch...

5. Search for the caller or consumer by entering their name, phone, or location and clicking the
Search button.

6. Highlight the appropriate person and clickOK.

7. Click the button next to the caller if you want to associate the assessment to the caller. Click
the button next to the consumer if you want to associate the assessment to the consumer.

8. Select ICC.afm from the Assessment Form drop downmenu on the New Assessment screen
(ICC is short for Individual Client Contact).

9. Select an Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that recordswill be available for inclusion in export files (see "Batch
Reporting" on page 43).
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10. If desired or required by your organization, complete the optional data such asCare Program,
and Provider. These data can be set to automatically pre-populate for you; please see "Per-
sonalizing Your Default SHIP Reporter Settings" on page 61 for more information.

11. ClickOK to open the assessment.

12. Complete the assessment.

a. If you identified the consumer in the call record, some data, such as name, age,
address, may automatically pre-populate from the consumer's record.
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b. Any SHIP Personalization data saved underMy Settings will also automatically
populate (see "Personalizing Your Default SHIP Reporter Settings" on page 61).

c. All required questionswill have a red asterisk next to them.  If required data is
missing when you save the assessment, a message will be displayed prompting
you to complete themissing data.

d. When a question has been answered, a green checkmarkwill appear next to it.
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e. a. Some questions permit multiple answers to be recorded; check asmany
boxes as are applicable.

b. Some fields have additional validation. For example,

i. If the consumer is over 65 years of age, they cannot answer "Yes" to
"Is the client receiving or applying for Social Security Disability or
Medicare Disability". If "Yes" is selected and the consumer is over
65, the systemwill prompt the user to correct the error.
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5. Click Save or Save and Close to save the assessment.
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NOTES:

n How does the Client Contact Assessment compare to other assessments?
o In most respects, the Client Contact Assessment behaves in the samemanner
as all other assessments in Harmony. Themethod of accessing, creating, edit-
ing, or deleting are all standard. The navigation and "helper" features (e.g., abil-
ity to go to next question or next required question) are also standard.

o TheClient Contact Assessment is different from other assessments in that it
has special validation logic that is applied when the assessment is saved. This
logic enforces all of the validation rules required byCMS to ensure that you cap-
ture all required data and that the datameets their requirements. For example,
in an assessment that your organization creates, you can indicate if a specific
question is required or not. In the Client Contact Assessment, usersmust
answer at least one of several possible topics, but no single topic is required.

CollectingClientContactDatafromtheConsumer'sRecord
Client contact information can be collected fromwithin a specific consumer's record or fromwithin a
call. This section details collecting data fromwithin a consumer's record.

NOTE:
n The instructions below assume you are familiar with navigating within and com-
pleting assessments in Harmony. Please refer to the Harmony for Aging User's
Guide if you need additional information about standard assessment functionality.

To collect Client Contact data from within a consumer's record
1. In Harmony for Aging and Adult Services, navigate to the consumer’s record.  If the consumer

is not already in the system, add them to the system in the usual manner.

2. Select theAssessments option fromwithin the consumer’s record.

3. ClickAdd New.
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4. Select ICC.afm from the Assessment Form drop downmenu on the New Assessment screen
(ICC is short for Individual Client Contact).

5. Select an Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that recordswill be available for inclusion in export files (see "Batch
Reporting" on page 43).
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6. If desired or required by your organization, complete the optional data such asCare Program,
and Provider. These data can be set to automatically pre-populate for you; please see "Per-
sonalizing Your Default SHIP Reporter Settings" on page 61 for more information.

7. ClickOK to open the assessment.

8. Complete the assessment.

a. Some data, such as name, age, address, may automatically pre-populate from
the consumer's record.
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b. Any SHIP Personalization data saved underMy Settings will also automatically
populate (see "Personalizing Your Default SHIP Reporter Settings" on page 61).

c. All required questionswill have a red asterisk next to them.  If required data is
missing when you save the assessment, a message will be displayed prompting
you to complete themissing data.

d. When a question has been answered, a green checkmarkwill appear next to it.

e. Some questions permit multiple answers to be recorded; check asmany boxes
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as are applicable.

f. Some fields have additional validation. For example,

i. If the consumer is over 65 years of age, they cannot answer "Yes" to "Is
the client receiving or applying for Social Security Disability or Medicare
Disability". If "Yes" is selected and the consumer is over 65, the systemwill
prompt the user to correct the error.
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5. Click Save or Save and Close to save the assessment.
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NOTES:

n How does the Client Contact Assessment compare to other assessments?
o In most respects, the Client Contact Assessment behaves in the samemanner
as all other assessments in Harmony. Themethod of accessing, creating, edit-
ing, or deleting are all standard. The navigation and "helper" features (e.g., abil-
ity to go to next question or next required question) are also standard.

o TheClient Contact Assessment is different from other assessments in that it
has special validation logic that is applied when the assessment is saved. This
logic enforces all of the validation rules required byCMS to ensure that you cap-
ture all required data and that the datameets their requirements. For example,
in an assessment that your organization creates, you can indicate if a specific
question is required or not. In the Client Contact Assessment, usersmust
answer at least one of several possible topics, but no single topic is required.

RecordingServiceDeliveries
Your organizationmay ask you to record a service delivery after completing a Client Contact Assess-
ment. This is especially commonwhen an organization has been subcontracted to field SHIP ques-
tions and will need to bill the contracting organization (e.g., your state's SHIP program). This can be
easily done at the conclusion of a call or fromwithin a consumer's record.

Recording a SHIP Service Delivery After a Call
Recording service deliveries after completing an assessment fromwithin call is easily accomplished
using Harmony for Aging's Service Template feature.

NOTE:

n This section assumes that you are familiar with recording calls using Harmony for
Aging Information and Referral. Please see the Harmony for Aging Information
and ReferralThis section assumes that the appropriate service templates have
already been created. "Creating a Service Template" on page 63 for more infor-
mation if you need to create a service template.

n This section assumes that your settings have been configured to allow you to rec-
ord service deliveries fromwithin a call. "Adjusting Call Service DeliveryOptions"
on page 65

To record a service delivery after a call
1. Record the call in the normal manner.

2. While in the call record, complete an Client Contact Assessment.

3. Save the call. A dialog boxwill be displayed, prompting you to select which service deliver(ies)
you'd like to record.
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4. Select the appropriate service deliver(ies).

5. Enter or edit theDate andUnits.

6. If appropriate, checkAuto-Enroll. This is a feature of Harmony for Aging I&R - please see the
Harmony for Aging I&R User's Guide for more information.

7. ClickOK.
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8. Close the call record.

9. If you navigate to the consumer's record, you can see the service delivery which was created.

NOTE:
n If you are not prompted to record a service delivery or if you forget and need to add
one at a later time, open the call record and select Add New Service Delivery from
thenmenu at the top of the screen.

Recording a Service Delivery in a Consumer's Record
Recording service deliveries after completing an assessment fromwithin a consumer's record is
easily accomplished using Harmony for Aging's Service Template feature or by completing the Serv-
ice Delivery screen.

NOTE:

n This section assumes that if service templates are going to be used, they have
already been created. Please see "Creating a Service Template" on page 63 for
more information if you need to create a service template.

n The information on recording a Service Delivery by completing the Service Delivery
screen reflects theminimumnecessary steps. Please see the Harmony for Agin-
gUser's Guide for additional options.

To record a service delivery from a consumer's record using a service template
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1. Open the appropriate consumer's record and complete the assessment in the normal manner.

2. Click on Service Deliveries.

3. ClickUse Service Template from themenu at the top of the screen.

4. Select the appropriate SHIP Service Delivery.

a. If you don't see the appropriate service, uncheck Filter list to consumer's enrollment

5. Enter the Service Date andUnits.

6. If appropriate, uncheckAuto Enroll. In most cases, completion of a SHIP Assessment will not
lead to enrolling a consumer.

7. ClickOK.
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To record a service delivery from a consumer's record using the service delivery
screen
1. Open the appropriate consumer's record and complete the assessment in the normal manner.

2. Click on Service Deliveries.

3. Select Add New from themenu at the top of the screen.

4. Select the appropriate Care Program, Agency, Provider, and Service.

5. If needed, edit the Service Month/Year.

6. Enter theUnits.

a. Enter your units in the Units field if you want the units to be associated with a particular
servicemonth and year, but not a particular daywithin themonth.

b. Enter your units in the calendar on the right side of the screen if you want to specific
dates. The application will automatically sum the units in the calendar and display them
in the Units field.
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7. Save and Close the Service Delivery.

Public and Media Event (PAM) Data
Public andMedia Event (PAM) data is not specific to an individual consumer but to a large group of
consumers. Assessments in Harmony for Aging normallymust be associated with individual con-
sumers, so a special area was added to the application to allow users to record PAM data. In all
other respects, the PAMassessment behaves like all other Harmony for Aging and Adult Services
assessments and requires no special training.

To collect PAM data
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1. Click on the Toolsmenu located on the left side of the screen.

2. Select SHIP - PAM Events.

3. If you cannot see this option, either your organization is not licensed for SHIP Reporter or your
security permissions do not allow you to see it. Contact your system administrator for assis-
tance.

4. ClickAdd New.

5. The correct assessment,PAMEvent.afm, will automatically be selected and cannot be
changed
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6. Select an Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that recordswill be available for inclusion in export files (see "Batch
Reporting" on page 43).
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7. If desired or required by your organization, complete the optional data such asCare Program,
and Provider. These data can be set to automatically pre-populate for you; please see "Per-
sonalizing Your Default SHIP Reporter Settings" on page 61 for more information.

8. ClickOK to open the assessment.

9. Complete the assessment.

a. Any SHIP Personalization data saved under MySettingswill automatically pop-
ulate (see "Personalizing Your Default SHIP Reporter Settings" on page 61).

b. All required questionswill have a red asterisk next to them.  If required data is
missing when you save the assessment, a message will be displayed prompting
you to complete themissing data.

c. When a question has been answered, a green checkmarkwill appear next to it.

d. Some questions permit multiple answers to be recorded; check asmany boxes
as are applicable.

e. Some fields have additional validation. For example,

i. If the activity or event is Interactive Presentation to the Public, then the
number of people that received enrollment assistancemust be less than or
equal to the total number of people that attended the event. The system
will prompt the user to make corrections if the number of people that
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received enrollment assistance exceeds the total number of people that
attended.

5. Click Save or Save and Close to save the assessment.
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NOTES:

n How does the PAMAssessment compare to other assessments?
o In most respects, the PAMAssessment behaves in the samemanner as all
other assessments in Harmony. Themethod of creating, editing, or deleting are
all standard. The navigation and "helper" features (e.g., ability to go to next
question or next required question) are also standard.

o The PAMAssessment is different from other assessments in two ways:

n It is not associated with an individual consumer.

n It has special validation logic that is applied when the assessment is saved.
This logic enforces all of the validation rules required byCMS to ensure that
you capture all required data and that the datameets their requirements. For
example, in an assessment that your organization creates, you can indicate if
a specific question is required or not. In the PAMAssessment, usersmust
select at least one of several possible event types, but no single type is
required.
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Reports
Reports can be used to evaluate program performance, to identify trends or "hot" topics in your
SHIP population, and tomonitor reporting to CMS, especially when used in conjunction with reports
generated on the SHIPtalk website.

Client Contact Summary Report
TheClient Contact Summary report shows aggregated Client Contact data captured in Harmony for
Aging. This data can be used tomonitor the number of clients receiving SHIP services and, when
compared to reports generated fromSHIPtalk, in monitoring the transfer of data fromHarmony to
CMS.

ClientContact ReportCharacteristics
The following options are available for theClient Contact Summary Report.

Report Characteristic Notes
Title Standard; behaves in the sameway as all other reports
Subtitle Standard; behaves in the sameway as all other reports
Description Standard; behaves in the sameway as all other reports
Shared with Standard; behaves in the sameway as all other reports
Modifications allowed Standard; behaves in the sameway as all other reports
Comments Standard; behaves in the sameway as all other reports

ClientContact ReportParameters
The following settings and filters are available for theClient Contact Summary Report.

Available values Notes
Report Settings
Print Parameters

Print Consumer Details This filter will not affect the data in the report and will be removed
in a future release. Please do not use this filter.

Report Settings
Date of Assessment (on or
after) Uses the assessment date, NOT the contact or activity date

Date of Assessment (on or
before) Uses the assessment date, NOT the contact or activity date
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Available values Notes
Assessor Name Like
Counselor User ID
Assessment Agency
Assessment Provider
Assessment Care Program
Assessment Site
Counselor Location Zip
Code
Client Location Zip
Client Location County

RunningtheClientContact SummaryReport

To run the Client Contact Summary Report
1. Navigate to the reports chapter.

2. Select Assessments from theReport Typesmenu.

3. Double click onClient Contact Summary Report to create a new report definition.

a. Alternatively, if a saved report definition already exist, double click the appropriate def-
inition.
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4. Enter a Title.

5. If desired, enter a subtitle, description, comments, andmodify the security settings.

6. Select the appropriate Parameters. In the example below, we've limited the report to a spe-
cific Agency and date range. Please see "Client Contact Report Parameters" on page 29 for a
full list of available parameters.

7. ClickPreview.

8. Save or print the report.

a. Depending on the version of Adobe Acrobat™ you have installed on your computer,
youmay need to hover over the bottom of the window to see the print/export options.

b. You can force amenu to appear at the top of the screen by clicking the Acrobat™ icon.
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Notes:

n It is critical that the SHIPtalk report and the Harmony report are both created with
the same filters if the data is to be compared.

n Please see the Harmony for AgingUser's Guide for more information on creating
and using report definitions.

PAM Summary Report
The PAMSummary report shows aggregated Public andMedia Event data captured in Harmony for
Aging. This data can be used tomonitor the number and types of events being delivered and, when
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compared to reports generated fromSHIPtalk, in monitoring the transfer of data fromHarmony to
CMS.

PAMReportCharacteristics
The following options are available for thePAM Summary Report.

Report Characteristic Notes
Title Standard; behaves in the sameway as all other reports
Subtitle Standard; behaves in the sameway as all other reports
Description Standard; behaves in the sameway as all other reports
Shared with Standard; behaves in the sameway as all other reports
Modifications allowed Standard; behaves in the sameway as all other reports
Comments Standard; behaves in the sameway as all other reports

PAMReportParameters
The following settings and filters are available for thePAM Summary Report.

Available values Notes
Report Settings
Print Parameters

Print Consumer Details This filter will not affect the data in the report and will be removed
in a future release. Please do not use this filter.

Report Settings
Date of Assessment (on or
after) Uses the assessment date, NOT the contact or activity date

Date of Assessment (on or
before) Uses the assessment date, NOT the contact or activity date

Assessor Name Like
Group/Event Name Like
Counselor User ID
Assessment Agency
Assessment Provider
Assessment Subprovider
Assessment Care Program
Assessment Site

RunningthePAMSummaryReport

To run the PAM Summary Report
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1. Navigate to the reports chapter.

2. Select Assessments from theReport Typesmenu.

3. Double click onPAM Summary Report to create a new report definition.

a. Alternatively, if a saved report definition already exist, double click the appropriate def-
inition.

4. Enter a Title.

5. If desired, enter a subtitle, description, comments, andmodify the security settings.

6. Select the appropriate Parameters.

7. ClickPreview.
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8. Save or print the report.

a. Depending on the version of Adobe Acrobat™ you have installed on your computer,
youmay need to hover over the bottom of the window to see the print/export options.

b. You can force amenu to appear at the top of the screen by clicking the Acrobat™ icon.
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Note:

n It is critical that the SHIPtalk report and the Harmony report are both created with
the same filters if the data is to be compared.

n Please see the Harmony for AgingUser's Guide for more information on creating
and using report definitions.

SHIP Export Summary Report
The SHIP Export Summary report allows users to see both records that have been exported aswell
as those that have not been exported. This data is useful to agency staff as ameans of ensuring that
all recorded data has been submitted and asmonitoring tool for both state and agency staff.

SHIPExportReportCharacteristics
The following options are available for theSHIP Export Summary Report.

Report Characteristic Notes
Title Standard; behaves in the sameway as all other reports
Subtitle Standard; behaves in the sameway as all other reports
Description Standard; behaves in the sameway as all other reports
Shared with Standard; behaves in the sameway as all other reports
Modifications allowed Standard; behaves in the sameway as all other reports
Comments Standard; behaves in the sameway as all other reports

SHIPExportReportFilters
The following settings and filters are available for theSHIP Export Summary Report.

Available values Notes
Report Settings
Print Parameters

Assessment Type This filter will not affect the data in the report and will be removed
in a future release. Please do not use this filter.

Report Settings
Session Date (on or after) Uses the assessment date, NOT the contact or activity date
Session Date (on or before) Uses the assessment date, NOT the contact or activity date
Assessment Agency
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RunningtheSHIPExportSummaryReport
To run the SHIP Export Summary Report
1. Navigate to the reports chapter.

2. Select Assessments from theReport Typesmenu.

3. Double click onSHIP Export Summary Report to create a new report definition.

a. Alternatively, if a saved report definition already exists, double click the appropriate def-
inition.

4. Enter a Title.

5. If desired, enter a subtitle, description, comments, andmodify the security settings.

6. Select the appropriate Parameters. In the example below, we've limited the report to a spe-
cific Agency and date range. Please see "SHIP Export Report Filters" on page 36 for a full list
of available parameters.
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7. ClickPreview.

8. Save or print the report.

a. Depending on the version of Adobe Acrobat™ you have installed on your computer,
youmay need to hover over the bottom of the window to see the print/export options.

b. You can force amenu to appear at the top of the screen by clicking the Acrobat™ icon.

Notes:

n It is critical that the SHIPtalk report and the Harmony report are both created with
the same filters if the data is to be compared.

n Please see the Harmony for AgingUser's Guide for more information on creating
and using report definitions.
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Data Reporting
Client Contact and PAM datamust be submitted to CMS on a quarterly basis. Federal reporting
dates are 1/31, 4/30, 7/31, and 10/31, but state SHIP directorsmay ask agencies and other organ-
izations that provide SHIP counseling to submit earlier so that state SHIP staff has the opportunity to
review the data. Reporting data to CMS can be done using one of twomethods.

1. Print the saved assessment(s) andmanually report the data using the SHIPtalk web portal.

2. Export the saved assessment(s) and upload the file using the SHIPtalk web portal.
Individual reporting via manual entry is preferable when only a few records need to be added or
when corrections or deletions of previously entered data need to bemade.

Batch reporting via export and upload is preferable when a large number of records needs to be
reported.

Individual Reporting
When only a few activities or contacts need to be reported to CMS, themost efficient methodmay be
to print the assessment(s) and key data directly into the the SHIPtalk web portal.

To report individual contacts
1. Navigate to the appropriate assessment in the consumer's record (Client Contact), the call rec-

ord (Client Contact) or the PAM Activity area (PAM).

2. Print the assessment.

a. Highlight the assessment

b. Right-click.

c. Select Print and then select the appropriate format (Adobe© PDF is recommended)
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d. The Print Assessment dialog boxwill be displayed. Select the appropriate options and
clickPreview.
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3. Use the printed copy to transfer the data to CMS.

a. Login to SHIPtalk.

b. Enter the data through the web portal.

Note:
Aswith all assessments, the Client Contact and PAMassessments can
be configured, during printing, to include signature lines. Please refer to
the Harmony for Aging User'sManual, which is available online under the
Helpmenu option, for information on adding and removing signatures.
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Batch Reporting
When large numbers of records or contacts need to be reported to CMS (for example, the quarterly
reports for an agency), batch reporting is the preferredmethod. An export is generated which auto-
matically validates that all required data is present and in the correct format to be processed by
CMS. Any errors that are detected can be easily corrected prior to completing the export. Once com-
plete, the file is uploaded through the SHIPtalk web portal.

CreatinganExport
Selecting Assessments for Export
The first step in creating an export file for submission to CMS is identifying the appropriate assess-
ments.

To select assessments to be included in an export
1. Click on the Toolsmenu located on the left side of the screen.

2. Select SHIP - Exports.

3. ClickAdd New.
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4. TheGenerate Export screen will be presented. It has 3menu options and filters used to iden-
tify the records to be included in the export. The availablemenu options are:

a. Search - Finds all records that meet the specified criteria and which have not been pre-
viously included in an export.

b. Clear All Filters - Deletes all specified criteria.
c. Close - Closes theGenerate Export Screen without creating an export file.

5. Select the Type of export you wish to create.

Note: It is not possible to create and export that contains both Client Contact and
PAM data.

6.  Select anAgency and enter aDescription.
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7. Enter the date range of assessments to be included in the export.

Note: The date used in selecting records is the Assessment Date (found on the Edit
Assessment screen), NOT the contact or activity date (inside the assessment).

8. ClickSearch.

9. A new list view or grid of recordsmatching the specified criteria will appear at the bottom of the
screen. The availablemenu options are:

a. Open - Opens the highlighted assessment. Assessments can also be opened by click-
ing on the folder icon in the Row Actions column.

b. Run Validation Rules - Applies business rules that ensure that each recordmeets
CMS requirements.

c. Generate Export - Creates an export file containing all records that have passed the
validation rules.

d. Print Grid - Prints the list view or grid of records.

e. Export Grid - Exports the list view or grid of records to a comma-delimited (.csv) file.

f. Format Columns - Allows a user to customize the columns that appear and the order
they appear in.
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Checking Assessments for Errors
Before assessments are included in an export file, business or validation rules need to be applied to
ensure that theymeet all CMS requirements.

To validate assessments
1. Start an export using the steps found in "Selecting Assessments for Export" on page 43.

2. The initial status of each record is "Pending Validation". This indicates that the records have
not yet been checked tomake sure that theymeet all CMS requirements.

3.  ClickRun Validation Rules.
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a. A message will appear if any errors were found.

b. ClickOK.

1. You will be returned to the grid. The status of each record will have been updated.

a. "Pass" indicates that a record hasmet all CMS requirements and is ready to be
included in an export file.

b. "Fail" indicates that a record has not met all CMS requirements and cannot be included
in an export file until those errors have been corrected.
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Correcting Assessment Errors
SHIP assessments are designed to ensure that all required data is entered and is in the correct for-
mat during data entry. However, as a "safety check" the validation rules are applied again when an
export is being created. Assessments that do not meet CMS requirements can be quickly and easily
corrected and revalidated.

To correct and revalidate assessment errors
1. Start an export and validate the results as described in "Selecting Assessments for Export" on

page 43 and "Checking Assessments for Errors" on page 46.

2. Records that have errors will have a status of "Fail". Locate the failed record(s).

Note: You can quickly group all failed records together by clicking on the Status col-
umn header.
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3. The problem(s) or error(s) with the assessment as listed in the Validation Errors column.

a. Most errors are self-explanatory and can be easily corrected. However, there are a few
errors that requiremore extensive assistance; these are clearly indicated and ask you
to contact your system administrator.

4. After reading the error description, open the problematic assessment by clicking on the folder
icon in theRow Actions column.
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a. The assessment will automatically open.

5. Locate and correct the error.

6. ClickSave and Close.
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7. The assessment will close and you will be returned to theGenerate Export screen.

a. The status of the assessment will have automatically been changed to "Pending Val-
idation".

8. ClickRun Validation Rules.

a. If all errors have been corrected, the record's status will change to "Pass".

b. If any errors remain, the record's status will return to "Fail" and the errors will be
described in the "Validation Errors" column.

9. Repeat the process for each failed assessment record.

Note: You can correct and revalidate each assessment individually OR you can cor-
rect all assessments and then revalidate the entire export batch.Whichmethod
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you use has no affect on the final export; use whichever best fits your needs and
business processes.

10. Once you have corrected the errors, you can create an export file (see "Generating an Export
File" on page 52).

Generating an Export File
Records that havemet all CMS requirements can be included in an export file.

To generate an export file
1. Start an export and validate the results as described in "Selecting Assessments for Export" on

page 43 and "Checking Assessments for Errors" on page 46.

2. ClickGenerate Export.

3.  If any records have a status of "Failed", a message will appear.

a. ClickOK to create an export file that does not include the failed records. These records
can be corrected and included in another export.

b. ClickCancel to return to the results grid without creating an export file. See "Correcting
Assessment Errors" on page 48 for information on how to correct assessment errors.
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4. If all records have passed or if you have opted to create an export that excludes failed records,
you will be prompted to save the export file. ClickOK.

5. A standard dialog window for saving a file will open. Browse to the appropriate location and
save the file.

6. ClickOK.   

IMPORTANT NOTE: Do not change the file name. The CMS SHIPtalk site requires that
the name of the file have a very specific format.
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7. The export file will save and you will be returned to themain SHIP Exports Screen.

IMPORTANT NOTE:

n Current export functionality only accommodates the reporting of
new contacts and/or activities. Once a contact/activity is reported
to CMS (either through the use of an earlier export or by keying
in through the SHIPtalk web portal), any changes, corrections,
or deletionsmust be done through the SHIPtalk web portal.

SubmittinganExport toCMS/SHIPtalk
The final step in reporting to CMS is to upload the file(s) using the SHIPtalk web portal.

Note:

The following information describes the use of a non-Harmony product and is provided
as an informational courtesy only. Harmony is not responsible for changes in pro-
cedure, process, or functionality on this website. All questions and support issues
related to this website should be submitted to the appropriate person at each
state/agency or directly to SHIPtalk; Harmony does not provide support for this web-
site.

To submit an export to SHIPtalk
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1. Login to SHIPtalk.

2. Select the "Upload" tab.

3.

4. Browse for the appropriate file.

5. Click "Validate".

a. If the file passes validation, a new "Process" button will appear. Click this to complete
the upload.

6. a. If the file does not pass validation, a list of errors will be displayed. These errors can be
downloaded using the "Download invalid records" link.
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Note: If a file does not pass validation, none of the records in the file will be uploaded.

7. Logout of SHIPtalk

CompletinganExport
Once an export has been successfully uploaded to SHIPtalk, the user must update the status in Har-
mony for Aging and Adult Services so that those records aremarked as having been successfully
reported. Marking an exported asSubmitted Successfully will permanently exclude the records from
being included in other exports.

To complete an export
1. In Harmony for Aging and Adult Services, navigate to the SHIP Exports screen.

2. Highlight the appropriate export.

3. Mark the export asSubmitted Successfully by right clicking and selectingMark Submitted or
by selectingMark Submitted from themenu options.
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4. You will be returned to the grid, the export will bemarked asSubmitted Successfully, and the
Submit Date will be populated.

Reviewing,Editing,andDeletingExports
When appropriate, you can review,edit, and/or delete the contents of an export file.

Reviewing Exports
Once an export has been created, you can review the contents at anytime. You can see the list of
assessments that were included in the file, open the assessments directly fromwithin the export, and
save a fresh copy of the original export file.

Export Contents

To see a list of the assessment included in an export
1. Navigate to the SHIP Exports screen.

2. Highlight the appropriate export.
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3. Open the export by clicking on the folder icon in theRow Actions column.

4. The export will open.

5.  At the top of the screen, a read-only copy of the original export criteria will be displayed. There
are also twomenu items.

a. Close - Closes the export screen.
b. Save Export Locally - Allows the user to save a copy of the original export file (see

"Saving a Copy of the Export" on page 58)

6. At the bottom of the screen will be a grid or list view that lists all of the assessments included in
the export. There are also 4menu items.

a. Open - Opens the highlighted assessment. Assessments can also be opened by click-
ing on the folder icon in theRow Actions column.

b. Print Grid - Prints the list view or grid of records.

c. Export Grid - Exports the list view or grid of records to a comma-delimited (.csv) file.

d. Format Columns - Allows a user to customize the columns that appear and the order
they appear in.

7. Assessments can be opened by clicking on the folder icon in theRow Actions column.

IMPORTANT NOTE:

Assessments opened fromwithin an export batch are editable. How-
ever, changesmade to assessments will NOT automatically be
update the existing export file. To update the existing file, see "Edit-
ing Exports" on page 59

Saving a Copy of the Export

You can easily create a copy of the original export file. This is useful if you need to resubmit the file to
SHIPtalk or when troubleshooting technical issues.

To save a copy of the original export file
1. Navigate to the SHIP Exports screen.

2. Highlight the appropriate export.

3. Open the export by clicking on the folder icon in theRow Actions column.

4. The export will open.

5. ClickSave Export Locally.
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6. You will be prompted to save the file.

7. ClickOK.

8. A standard dialog window for saving a file will open. Browse to the appropriate location and
save the file.

9. ClickOK.   

IMPORTANT NOTE: Do not change the file name. The CMS SHIPtalk site requires that
the name of the file have a very specific format.

10. You will be returned to the export screen.

Editing Exports
Occasionally youmay create an export only to realized that the data in one or more of the assess-
ments needs to be changed (e.g., you selected an incorrect topic or left out a presenter). As long as
the export has not beenmarked as successfully submitted, you canmake the appropriate changes
and create an updated batch.

To edit an export
1. Delete the export that contains the assessments that need to be updated (see "Deleting

Exports" on page 60).

2. Locate and edit the appropriate assessments.

3. Create a new assessment (see "Creating an Export" on page 43)

Note: Youmay find it easier to link directly to the assessment fromwithin the existing batch,
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make your edits/corrections, and then to delete the batch. It does not matter whether
you delete and then edit or edit and then delete. However, no changeswill bemade to
the actual export file until the batch is deleted and recreated.

IMPORTANT NOTE:
Once a file has beenmarked as successfully submitted, it cannot be
deleted and, therefore, its contents cannot be edited as described above.
In this scenario, edits will need to bemade directly in SHIPtalk.

Deleting Exports
To delete an export
1. Navigate to the SHIP Exports screen.

2. Highlight the appropriate export.

3. Highlight the batch to be deleted.

4. Click on the red X icon in theRow Actions column.

5. The batch will be deleted and removed from the grid.

IMPORTANT NOTE:

n It is not possible to delete a batch that has beenmarked as suc-
cessfully submitted to CMS.

n The ability to delete a batch is controlled by your security. If you
don't see this option, contact your system administrator.

n Deleting a batch that has not yet beenmarked as successfully
submitted to CMS will allow the assessments associated with
the deleted batch to be available for inclusion in a subsequent
batch.
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SHIP Reporter Configuration
This section of the User's Guide contains information about configuration that is either specific to or
affect SHIP Reporter. Some of this informationmay also be included in other guides.

Personalizing Your Default SHIP
Reporter Settings
SHIP reporting requirements include some SHIP specific data, such as your SHIP Counselor ID,
your zip code, and the SHIP AgencyCode assigned to your agency byCMS. These values can be
stored in Harmony and used to automatically populate the appropriate assessment questions so that
you do not have to key in the data with every contact.

To personalize your SHIP Settings
1. Click on the down arrow next to your user ID in the upper right corner of the screen.

2. SelectMy Settings from themenu that is displayed.

3. SHIP specific data is located at the bottom of theDefault Settings section.
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4. Enter the 6 digit Agency Code assigned to your agency byCMS. If the code is less than 6 dig-
its, please use zeros at the front of the number (e.g., code 1234 would be entered as 001234).

5. Enter theCounselor User ID assigned to you byCMS. Unlike the agency code, this number
does not need to be exactly 6 digits (e.g., counselor user ID 4567 would be entered as 4567).

6. Enter your Counselor Zip Code.
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7. If desired, select a default agency and provider. Though not required by SHIP, setting default
values can speed up data entry if these data are required by your organization.

8. ClickSave and Close to save your personalizations.

Creating a Service Template
Service templates are useful when you frequently record the same service delivery and the only
things that change from consumer to consumer are the units and dates. Each template is essentially
a service delivery record that is completely pre-populated except for the consumer (and the system
fills that in when you create the service delivery), the date(s) of service, and the units; thismeans that
you can create a service delivery record with a couple of clicks of themouse instead of entering 6 or
more pieces of data.

NOTE: n If the appropriate service template(s) have already been set-up, you should skip
this section.

To create a service template
1. This is a one time set-up task andmay have already been performed by your system admin-

istrator.

2. If the appropriate service template has not been set-up, you can create one.

3. Open a consumer and navigate to the Service Deliveries section of their record.

a. It doesn't matter which consumer you select - you will use their record just to create the
template and will be deleting the service delivery once the template is complete.

4. ClickAdd New.



Creating aService Template 64

© 2010 Harmony Information Systems, Inc.

5. Record a service delivery that has all of the characteristics of the service delivery for which you
wish to create a template .

a. In the following example, we're creating a service delivery for that records the fact that a
worker at New Brighton Senior Center, who provides services for Active Aging, Inc.,
under the Elder Choices care program, has completed a SHIP Assessment.

6. Save and Close the service delivery.

7. The screen will refresh to show the service delivery list view.

8. Highlight the service delivery you just created and then select New Service Template from the
menu at the top of the screen.

9. A dialog boxwill be displayed.

a. The application will suggest a description, but you can edit it if desired.

b. If you want to be able to create service deliveries when assessments are created from
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with a call record, check the Is Call Default? box.

10. Delete the service delivery you created.

11. Confirm the service template has been created by attempting to use it (see "Recording a
SHIP Service Delivery After a Call" on page 18 and/or "Recording a Service Delivery in a Con-
sumer's Record" on page 20for more information).

Adjusting Call Service Delivery
Options

To adjust your Call Service Delivery Options
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1. Navigate toMy Settings.

2. Scroll down to the I & R Settings section.

3. Set theCall Service Delivery Option to determine how services should be delivered when a
call is saved. Options include:

a. Never: Thismeans that when a call is saved, the user will never be able to record a serv-
ice delivery at the same time.

b. To enrolled consumers (or consumer group when anonymous): Thismeans than when
a call is saved, the user will be able to record a service delivery for the consumer, if they
are a registered consumer. If the consumer is anonymous, a service delivery can be
recorded for a Consumer Group.

c. ToConsumer GroupOnly: Thismeans that when a call is saved, all units of service will
be delivered to the Consumer Group and not to the specific consumer.

4. Set theDisplay Service Template List when saving call. If set to Yes, then a user will be able
to pick from a list of service templateswhen recording the resulting service delivery.
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NOTE:
n If these sections are disabled and editing is not allowed, then your SAMS
administrator has disabled them. Please contact your administrator for more
information.
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