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Overview

SHIP (State Health Insurance Assistance Program) programs provide free counseling to Medicare
eligible consumers and their families. Counseling includes information on Medicare, 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, and media events. Most counseling is done by volunteers with a nationwide net-
work of 12,000 counselors serving 2.5 million people per year.

SHIPs are funded through grants from the Centers for Medicare and Medicaid 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:
» Easily record all required data elements for the Client Contact and PAM reports via assessments.
= Review all data entered via summary level reports .

» 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.

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

» Individual states refer to their SHIP programs by other names. The most 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 1&R.

PAM data is collected using the PAM assessment which is located under the Tools — SHIP- PAM
Events menu.

Some numeric fields will automatically display with two decimal places and commas
(e.g. 1234 may 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.

= These assessments should not be changed by the System Admin-
istrator if batch reporting is to be used. The batch generation is coded
to look for specific question IDs and adding or deleting questions may
IMPORTANT NOTE: affect the performance of this feature.

= Changes to question prompts are permissible (e.g., Client's DOB can
be changed to Consumer's DOB).

5 ©2010 Harmony Information Systems, Inc.



Client Contact Data 6

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
from within the consumer's record or from within a call using Harmony for Aging I&R.

= Before getting started, please see "Personalizing Your Default SHIP

IMPORTANT NOTE: Reporter Settings" on page 61

Collecting Client Contact Data from a Call Record

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

= Recording data from with a call record requires Harmony for Aging
Information and Referral.

= Please contact your system administrator if your organization already

IMPORTANT NOTE: has this feature but you do not have access to it.

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

= 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. InHarmony for Aging and Adult Services, navigate to the Calls 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. Ifthe 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. Thisis the first of two opportunities to identify the caller or consumer. You will also be
able to do this when creating the assessment.

© 2010 Harmony Information Systems, Inc.
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3. Click Add New in the Assessments section. You may be prompted to save any changes that
have been made to the call; if you are prompted, click Save My Changes.

4. If you did not identify the caller or consumer in the main 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 click Search...

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

Highlight the appropriate person and click OK.

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. SelectICC.afm from the Assessment Form drop down menu on the New Assessment screen
(ICC is short for Individual Client Contact).

New Assessment &5

| oK J
Assessment Forrr{ ICC.afm - | S

| Cancel |

Show All Forms? ||
Author
Last Updated

Version

Care Program X
These data can be
Agency | Active Aging, Inc. - configured to
automatically
Provider Mew Brighton Senior Center x populate using the
. My Settings feature.
Subprovider -
Site x

Date of Assessment 9/18/2012 E|
Mext Assessment Date | 3/18/2013 EI

Assessor Name | |

Password | |

Verify Password | |

Comments |':5 |

9. Select an Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that records will be available for inclusion in export files (see "Batch
Reporting" on page 43).

© 2010 Harmony Information Systems, Inc.
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New Assessment

| L
Assessment Form ICC.afm - =

i Cancel |
Show All Forms? | | —_—
Author

Last Updated

Version
Care Program -
Agency | Active Aging, Inc. -
Provider MNew Brighton Senior Center -
Subprovider -
Site v
Date of Assessment  1/6/2013 B
Mext Assessment Date | 1/6/2014 ]
Assessor Name | |
Password | |
Verify Password | |

10. If desired or required by your organization, complete the optional data such as Care 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. Click OK to open the assessment.
12. Complete the assessment.

a. Ifyouidentified the consumer in the call record, some data, such as name, age,
address, may automatically pre-populate from the consumer's record.

Search... My Dashboard  Consumers  Calls  Routes  Activities Rosters Reports More MyUserName -
vanced

=

2| Consumer - Bivens, Dorothy (418334436)

= =X
g Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= ||assessment - ivens, Dorothy [Individual Client Contact Form] x|
% Save | Save and Close | Close | | Print - | Edit | Find Question | 4= | b | &% | #% | 32 | &% | &% | #% | Response History | Question Properties | Show Notes
| Required Questions: 9 /20 (45 %) Total Questions: 15 / 40 (37 %)
1 [ [sections + || Assessment View | Narrative
£ ||| coltapse 2l | Expand all 4 State Health Insurance Program| | -
[ client Contact Form 4 Contact Information| |
H [] State Health Insurance v ¥ s Client Identifier Used by Your Agency or State
€ Contact Informatio =
7 Topics Discussed (1
,/ &a Client's first name
Dorothy

Data linked to the
consumer record will
automatically prepopulate.

v s Client’s last name
Bivens

Client's telephone number

v &5 Client's residential street address Or PO box
515 North Walnut Street, Apt 235

v 2 Client's county of residence
Beaver
v 2 Client’s city/town of residence
HAanleoknum kg
“ i
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Any SHIP Personalization data saved under My Settings will also automatically
populate (see "Personalizing Your Default SHIP Reporter Settings" on page 61).

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More MyUserName -

Advance:
- | @ Consumer - Bivens, Dorothy (418334436) =%
o
=
:é Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= ||Assessment - Bivens, Dorathy [Individusl Client Contact Form] X |
5 Save | Save and Close | Close | | Print = | Edit | Find Question | 4= | wp | &3 | % | &% | &% | #% | # | Response History | Question Properties | Show Notes
% | required Questions: 8 /20 (45 %) Total Questions: 15 / 40 (37 %)
» Sections * Assessment View = Marrative
5
£ ||| coliapse all | Expand all - ) Event site =
() 3. Face to Face at Client's () 4. E-Mail () 5. Postal Mail or Fax
[E Client Contact Form Home or Facility
H [ State Health Insurance
3 =
£ Ceninct Informabio v %  Counselor User ID (Please enter s number between 1 and 553555)
Topics Discussed (1 585895
v What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit
0 number using leading zeroes if your code is less than 6 digits - e.0. 001234},
SHIP Personalizations, 123456
configured in My Settings,
will automatically pre- %  Whatis the counselor county location?
populate.
v 4 What is the counselor's zip code location?
20171
v 4 % == Date of Contact
9/18/2012 El
ks Is this a first or continuing contact?
(*) (Not Answered) () 1. First Contact for Issue () 2. Continuing Contacts for
| Rk | i
e ) 4

All required questions will 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 the missing data.

When a question has been answered, a green check mark will appear nexttoit.

My Dashboard  Consumers  Calls Routes  Activities Rosters Reports More MyUserName -

Advanced
= | & Consumer - Bivens, Dorothy (418334436) — %
i)
e
g‘l) Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= iAssessment - Bivens, Dorothy [Individual Client Contact Form] X |
§ Save | Save and Close | Close | | Print = | Edit | Find Question | 4= | wp | &3 | % | 32| &% | 3% | #* | Res e History | Question Properties | Show Notes
=
Required Questions: 9 / 20 (45 %) Total Questions: 15 / 40 (37 %)
w Sections ~ 0 | Assessment View Marrative
=
(= Collapse All | Expand All . EVENT Site o
. to Face at Client's () 4. E-Mail (_) 5. Postal Mail or Fax
[E] Client Contact Form Required r Facility
z Question
E [ State Health Insurance
; Contact Infi ti
g e e bt v %  Counselor User ID (Please enter a number between 1 and §99953)
Topics Discussed (i 989898
| v * What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit
I number using leading zeroes if your code is less than 6 digits - e.g. 001234},
Unanswered 123456
Question =
* What is the counselor county location?
Answered v %  What is the counselor's zip code location? 3
Question = B
20171
4 % &= Date of Contact
9/18/2012 EI
* Is this a first or continuing contact?
(=) (Not Answered) (_) 1. First Contact for Issue {_) 2. Continuing Contacts for
| R | =
. | 3
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e. a. Some questions permit multiple answers to be recorded; check as many
boxes as are applicable.

4 TopiGDiscussedi [

v Were any of the following Medicare Prescription Drug Coverage (Part D) topics discussed?
_ |
| | Eligibility/Screenin |+ Benefit Explanaticnl ||£| Plans Comparison
|[+] Plan Enrollment/ || Appeals/Grievances || Claims/billing
Disenrollment
|| Fraud and Abuse || Marketing/Sales || Quality of Care

Complaints or Issues

|+ Plan Non-Renewal

b. Some fields have additional validation. For example,

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 system will prompt the user to correct the error.

Se My Dashboard Consumers  Calls  Routes  Activities

MyUserName -
Rosters Reports  More e
Advanced

-

&> Consumer - Bivens, Dorothy (418334436)

Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
|Assessment - Bivens, Dorothy [Individual Client Contact Form] X |

Recently Opened

Save | Save and Close | Close | Reject Changes | Make a Copy | Print - | Open Audits | Edit | Find Question | 4= | = | &% | &% | 3% | 32 | 3% | # | Response Histary

e o
@ The following items need to be corrected before you can save:

Answer "State Health Insurance Program == Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?” Receiving or Applying for Df
LA

»
Q i 20 /20 (100 %) Total O i 27 / 40 (67 %)
Sections ~ 0 | Assessment View = Narrative

i orkfl

Collapse All | Expand All 4 State Health Insurance Program| |

[E Client Contact Form

woe

4 Contact Information| |

[ State Health Insurance v % &s Client Identifier Used by Your Agency or State
Contact Informatio 418334436
Topics Discussed (1 v e Client's first name
Dorothy
vl &s Client’s last name
Bivens
Client’s telephone number
v 25 Client’s residential street address or PO box
515 Morth Walnut Street, Apt 235
v 23 Client's county of residence
Beaver
Cl 5
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My Dashboard  Consumers Calls Routes Activities Rosters Reports More MyUserName -

Advanc
7| = Consumer - Bivens, Dorothy (418334436) Double-click on the error — %
S T o 5 message and the application = =
2 Details Activities & Referrals Assessments Billing Calls CarePlans File| |l automatically move to Deliveries Service Orders
= ‘{Assessmen( - Bivens, Dorothy [Individual Client Contact Farm] X | question that has an issue.
§ Save | Save and Close | Close | Reject Chan | Make a Copy | Print » | Open Audits | Edit #% | &% | #% | #% | Response History |
* |Question Praperties | Shov
The following items need to be corrected before you can sav
2 | Answer "State Health Insurance Program == Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?” Receiving or Applying for D
=il ! | s
Required Questions: 20 / 20 (100 %) Total Questions: 27 / 40 (67 %)
=
H
% | |sections ~ 0 || Assessment View Narrative
5
= | [ coliapse all | Expand Al & %  What is the dient’s monthly income? =
6 Clteat Contact Form /() (Not Answered) ) 1. Belof 150% of Federal 2. At or greater than
[E] State Health Insuranc Poverty]Level (FPL) 150% of Federal Poverty
Contact Informatio SR
() 9. Not collected
Topics Discussed (1
¥4 %  Client Assets
(Not Answered) (U 1. Belog the LIS Asset () 2. Above LIS Asset Limit
Limit E
() 9. Not Collected
v % Is the client receiving or applying for Social Security Disability or Medicare Disability?
() (Not Answered) () 1. ves ) 2. No
(L) 9. Not Collected
Search... My Dashboard  Consumers Calls Routes Activiies Rosters Reports More TAyAIssERaer =
Advanced
2 22 Consumer - Bivens, Dorothy (418334436) —i%
c
c% Details Activities & Referrals Assessments Billing Calls CarePlans File Attachments Journals Routes Service Deliveries Service Orders
= ||Assessment - Bivens, Dorothy [Individual Client Contact Form] X |
§ Save | Save and Close | Close | Reject Chan | Make a Copy | Print = | Open &udits | Edit | Find Question | 4= | wp | &3 | #* | % | &% | #® | #2 | Response History |
-4

Tools

i oriflow

ion Properties | Show Notes

The follo

g items need to be corrected bef

YOu can sav

State Health Insurance Program == Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?" Receiving or Applying for D
.l | »
Required Questions: 20 / 20 (100 %) Total Questions: 27 / 40 (67 %)
Sections ~ 0| AssessmentView Narrative
CoRaper ANC | Expand Al o %  What is the dient's monthly income? =
[ heni Comtact Eor [ (ot Answered) () 1. Below 150% of Federal (=) 2. At or greater than
[5] State Health Insurance Poverty Level (FPL) 150% of Federal Poverty
Contact Informatio Eevel (FP1)
. Not collected
Topics Discussed (1
v % Client Assets

| (ot Answered) 3

_ 1. Below the LIS Asset Q
Limit

Hover your mouse over
this red triangle to see
the error message.

=) 9. Not Collected

the client receiving or applying for Social Security Disability or Medicare Disability?
| (Not Answered)
Not Collected

"State Health Insurance Program
Contact Information == Is the dient
receiving or applying for Social Security

Disability or Medicare Disability?” Receiving
or Applying for Disability must be No if a
dlient is 65 or older {ICC 42)

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

My Dashboard

| Consumer - Bivens, Dorothy (418334436

Details Activities & Referrals Assessments

| Assessment - Bivens, Dorothy [Individual Client Contact Form] »

Close | s Copy | Prnint = | Edit
J 20 (45 %) 1
~ 0 Assessment View  Narrat

Search...
Advanced

-
-
(4]
| =
o
o
]
=
=
= g
Ellzave | 5ave and Close |
o
o

Required Questions: 9

w Sections
[=]
(=]
= Collapse All | Expand All

[E client Contact Form

© 2010 Harmony Information Systems, Inc.



Collecting Client Contact Data from the Consumer's Record 12

= How does the Client Contact Assessment compare to other assessments?

o Inmost respects, the Client Contact Assessment behaves in the same manner
as all other assessments in Harmony. The method 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 The Client 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 by CMS to ensure that you cap-
ture all required data and that the data meets 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, users must
answer at least one of several possible topics, but no single topic is required.

Collecting Client Contact Data from the Consumer’s Record

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

» Theinstructions 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.

P 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 the Assessments option from within the consumer’s record.

My Dashboard  Consumers  Calls  Routes  Activities Rosters  Reports  More MyUserName ~

22, Consumer - Bivens, Dorothy (418334436)

Details | Activities & Referrals Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders

| | Close | | Print + | Open Audits | Status Wizard | Merge | Add New -

Recently Opened

Basic Information Open Care Enrollments Add New

Name Dorothy Bivens
NAPIS - Title ITI

w 01/01/2005 - 12/31/2012
= Date Registered 01/01/2005 ek = *

3. Click Add New.

© 2010 Harmony Information Systems, Inc.
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Search... My Dashboard  Consumers  Calls Routes  Activities Rosters Reports More MyUserName -
Advanced
= | 4 Consumer - Bivens, Dorothy (418334436) - %
o
=
g; Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= Add New | | | | Print ~ | Format Columns | | Refresh | | |
§ Row Actions | Date of Assessment % Next Assessment Date Y | Assessor Mame Y | Last Updated % | Updated By Y | Assessment Form Y | Agency % | Provider % Care Program
=

aols

4. SelectICC.afm from the Assessment Form drop down menu on the New Assessment screen
(ICC is short for Individual Client Contact).

New Assessment &5

| oK J
Assessment For|'+ ICC.afm - | e

| Cancel |

Show All Forms? | |
Author

Last Updated | 6/22/201

Version | 2.
Care Program X -
These data can be
Agency | Active Aging, Inc. hd configured to
automatically
Provider MNew Brighton Senior Center X populate using the
. My Settings feature.
Subprovider -
Site x

Date of Assessment 9/18/2012 E
Next Assessment Date  3/18/2013 E

Assessor Name | |

Password | |

Verify Password | |

Comments |§|

5. Select an Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that records will be available for inclusion in export files (see "Batch
Reporting" on page 43).

© 2010 Harmony Information Systems, Inc.
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New Assessment

Assessment Form ICC.afm -
Show All Forms? | |
Author

Last Updated

Version
Care Program -
Agency | Active Aging, Inc. -
Provider MNew Brighton Senior Center -
Subprovider -
Site v
Date of Assessment  1/6/2013 B
Mext Assessment Date | 1/6/2014 ]
Assessor Name |
Password |
Verify Password |

| OK |

i Cancel |

6. If desired or required by your organization, complete the optional data such as Care 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.

Click OK to open the assessment.

Complete the assessment.

a. Some data, such as name, age, address, may automatically pre-populate from

the consumer's record.

My Dashboard

Consumers  Calls

Routes

Activities

Rosters

Reports  More

MyUserName -

Total Questions: 15 / 40 (37 %)

&a Client's first name
Derathy

s Client’s last name

Bivens

Client's telephone number

| Edit | Find Question | 4= | wp | &% | 3% | 42 | &% | 3% | #% | Resp

# s Client Identifier Used by Your Agency or State

&5 Client's residential street address Or PO box

515 North Walnut Street, Apt 235

@& Client's county of residence
Beaver

s Client's city/town of residence
Hrnbeknum

= | 4 consumer - Bivens, Dorothy (418334436)
H
5
2
© I
= ||assessment - Bivens, Dorothy [Individual Client Contact Form] X |
g Save | Save and Close | Close | | Print -
o
Required Questions: 9 / 20 (45 %)
1w | |sections + 0| Assessment view | Narrative
5
£ ||| coltapse 2l | Expand all 4 State Health Insurance Program| |
[ client Contact Form 4 Contact Information| |
3 [E State Health Insurance <
T Contact Informatio
H
Topics Discussed (
v
v
v
v
v
F 5

Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders

Data linked to the
consumer record will
automatically prepopulate.

onse History | Question Properties | Show Notes

© 2010 Harmony Information Systems, Inc.
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Any SHIP Personalization data saved under My Settings will also automatically
populate (see "Personalizing Your Default SHIP Reporter Settings" on page 61).

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More MyUserName -

Advan
- | @ Consumer - Bivens, Dorothy (418334436) =%
z
g Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
% ||Assessment - Bivens, Dorothy [Individual Client Contact Form] X |
5 Save | Save and Close | C | | Print = | Edit | Find Question | 4= | wp | &3 | 4% | &% | &% | &% | & | Response History | Qu n Properties | v Notes
“ | Required Questions: 9 / 20 (45 %) Total Questions: 15/ 40 (37 %)
w ||| sections + [ || Assessment View | Marrative
5
£ ||| coliapse all | Expand all i ) Event site =
() 3. Face to Face at Client's () 4. E-Mail _) 5. Postal Mail or Fax
[E Client Contact Form Hiome or Eagiity
H [ State Health Insurance
57 7
£ Ceninct Informabio v %  Counselor User ID (Please enter s number between 1 and 553555)
Topics Discussed (] 589838
v What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit
number using leading zeroes if your code is less than 6 digits - e.g. 001234).
SHIP Personalizations, 123456
configured in My Settings,
will automatically pre- %  Whatis the counselor county location?
populate.
v 4 What is the counselor's zip code location? .
20171
v 4 % == Date of Contact
9/18/2012 El
ks Is this a first or continuing contact?
(=) (Not Answered) () 1. First Contact for Issue () 2. Continuing Contacts for =
P ] R | Toiiies |
All required questions will 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 the missing data.
When a question has been answered, a green check mark will appear nexttoit.
My Dashboard  Consumers  Calls Routes  Activities Rosters Reports More MyUserName -
Advanced
= | & Consumer - Bivens, Dorothy (418334436) — %
)
g Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= |Assessment - Bivens, Dorothy [Individual Client Contact Form] X |
§ Save | Save and Close | Close | | Print = | Edit | Find Question | 4= | wp | &3 | % | 32| &% | 3% | #* | Res e History | Question Properties | Show Notes
“ | Required Questions: 9 7 20 (45 %) Total Questions: 15 / 40 (37 %)
w Sections ~ 0 | Assessment View Marrative
E Col | Expand &ll EISE e -
. to Face at Client's () 4. E-Mail (_) 5. Postal Mail or Fax
[E] Client Contact Form Required r Faility
i
2 [ State Health Insurance Qusstlar
x 7
5 Contactinforvsatio v %~ Counselor User ID (Please enter a number between 1 and 339998)

Topics Discussed (1 989898

* What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit
number using leading zeroes if your code is less than 6 digits - e.g. 001234},
123456

* What is the counselor county location?
* What is the counselor's zip code location?
20171

% &= Date of Contact
9/18/2012 EI

* Is this a first or continuing contact?

(+) (Not Answered) () 1. First Contact for Issue () 2. Continuing Contacts for
|

e. Some questions permit multiple answers to be recorded; check as many boxes
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Collecting Client Contact Data from the Consumer's Record 16

as are applicable.

F Topir_sDiscussedi [

o Were any of the following Medicare Prescription Drug Coverage (Part D) topics discussed?
. |
|| Eligibility/Screenin |+ Benefit Explanaticnl ||i| Plans Comparison
|[+] Plan Enrollment/ || Appeals/Grievances || Claims/billing
Disenrollment
|_| Fraud and Abuse || Marketing/Sales || Quality of Care

Complaints or Issues

|+ Plan Non-Renewal

f. Some fields have additional validation. For example,

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 system will
prompt the user to correct the error.

Search...

My Dashboard Consumers  Calls Routes  Activiies Rosters Reports More EfpiiSenitamte
Advanced
2 22 Consumer - Bivens, Dorothy (418334436) —i%
g. Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
% ||Assessment - Bivens, Dorothy [Individual Client Contact Form] X|

Save | Save and Close | Clos

Reject Changes | Make a Copy | Print + | Open Audits | Edit | Find Question | 4= | wp | &2 | 3 | 3% | &% | #* | % | Response History

R

— — e
@ The following items need to be corrected before you can save:

Answer "State Health Insurance Program => Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?" Receiving or Applying for |
11

3

Questi 20 /20 (100 %) Total Questi 27 /40 (67 %)
% | |sections ~ 0| AssessmentView Narrative

5

Z ||| | coliapse All | Expand All 4 State Health Insurance Program| |

[E client Contact Form

w e

4 Calllad]nfnrmaliun‘ |

[ State Health Insurance ] % & Client Identifier Used by Your Agency or State
Contact Informatio 418334436
Topics Discussed (1 v &5 Client's first name
Darothy
v s Client’s last name
Bivens
Client's telephone number
v &5 Client's residential street address or PO box
515 North Walnut Street, Apt 235
v &5 Client's county of residence
Beaver
“ 8
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Search...

My Dashboard  Consumers Calls Routes Activities Rosters Reports More MyUserName -
Advanced
3 J& | Cconsumer - Bivens, Dorothy (418334436) Double-click on the error — %
S T o 5 message and the application = =
2 Details Activities & Referrals Assessments Billing Calls Care Plans File[  \will automatically move to Deliveries Service Orders
= ‘{Assessmen( - Bivens, Dorothy [Individual Client Contact Farm] X | question that has an issue.
§ Save | Save and Close | Close | Reject Changes | Make a Copy | Print » | Open Audits | Edit #% | &% | #% | #% | Response History |
* |Question Praperties | Show Notes
The following items need to be corrected before you can sav
'S | Answer "State Health Insurance Program == Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?” Receiving or Applying for D
ST | [
Required Questions: 20 / 20 (100 %) Total Questions: 27 / 40 (67 %)
=
H
% | | Sections v 0| Assessmentview Narrative
5
= | [ coliapse all | Expand Al & %  What is the dient’s monthly income? =
6 Clteat Contact Form /() (Not Answered) ) 1. Belof 150% of Federal 2. At or greater than
[E State Health Insurance PovertyLevel (FPL) 150% of Federal Poverty
Contact Informatio SR
() 9. Not collected
Topics Discussed (1
P %  Client Assets
(Not Answered) (U 1. Beloy the LIS Asset () 2. Above LIS Asset Limit
Limit
(4) 9. Not Collected
v % Is the client receiving or applying for Social Security Disability or Medicare Disability?
() (Not Answered) (#) 1. Yes U 2. No
(L) 9. Not Collected
Search... My Dashboard  Consumers Calls Routes Activiies Rosters Reports More TAyAIssERaer =
Advanced
2 22 Consumer - Bivens, Dorothy (418334436) —i%
H
cﬂé Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= ||Assessment - Bivens, Dorothy [Individual Client Contact Form] X |
§ Save | Save and Close | Close | Reject Changes | Make a Copy | Print + | Open Audits | Edit | Find Question | 4= | wp | & | 3 | 3% | &% | % | #% | Response History |
I3

Tools

i oriflow

Question Properties | Show Notes

wing items need ta be corrected befol

State Health Insurance Program => Contact Information == Is the client receiving or applying for Social Security Disability or Medicare Disability?" Receiving or Applying for D

| v
Required Questions: 20 / 20 (100 %) Total Questions: 27 / 40 (67 %)

Sections ~ 0| AssessmentView Narrative
Eollsuesaki | Expand Al o %  What is the dient's monthly income? =
[ heni Comtact Eor /) (Not Answered) () 1. Below 150% of Federal  (2) 2. At o greater than
[E] State Health Insurancs Poverty Level (FPL) 150% of Federsl Paverty
Contact Informatio Level (FPL)

) 9. Not collected

Topics Discussed (1

v %  Client Assets

() (Mot Answered) () 1. Below the LIS Asset (@]
Limit

Hover your mouse over
this red triangle to see
the error message.

=) 9. Not Collected

the client receiving or applying for Social Security Disability or Medicare Disability?
Not Answered)
Not Collected

"State Health Insurance Program
Contact Information == Is the dient
receiving or applying for Social Security

Disability or Medicare Disability?" Receiving
or Applying for Disal must be No if a
[ E— 0 clicnt is 65 or older {ICC 42)

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

Search...

Advanced

Recently Opened

Tools

My Dashboard

-

| Consumer - Bivens, Dorothy (418334436

Details Activities & Referrals Assessments

| Assessment - Bivens, Dorothy [Individual Client Contact Form] »

Save | Save and Close | [Close | s Copy | Prnint = | Edit

Sections

Collapse A

Required Questions: 9 f 20 (45 %) 1

~ 0 Assessment View  Narrat

| Expand All
[E client Contact Form
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Recording Service Deliveries 18

» How does the Client Contact Assessment compare to other assessments?

o Inmost respects, the Client Contact Assessment behaves in the same manner
as all other assessments in Harmony. The method 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 The Client 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 by CMS to ensure that you cap-
ture all required data and that the data meets 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, users must
answer at least one of several possible topics, but no single topic is required.

Recording Service Deliveries

Your organization may ask you to record a service delivery after completing a Client Contact Assess-
ment. This is especially common when 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 from within a consumer's record.

Recording a SHIP Service Delivery After a Call

Recording service deliveries after completing an assessment from within call is easily accomplished
using Harmony for Aging's Service Template feature.

= 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.

= This section assumes that your settings have been configured to allow you to rec-
ord service deliveries from within a call. "Adjusting Call Service Delivery Options"
on page 65

P Torecord 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 box will be displayed, prompting you to select which service deliver(ies)
you'd like to record.
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4.

B\\".&. Search.. My Dashboard  Consumers Calls Routes  Activities Rosters  Reports More LB s
Advanced

g Call - Bivens, Dorothy(418334436) - 11/20/2012 2:07 PM -
2 . A

=

g; Save || Save and Close | Close | Reject Changes | Print ~ | Open Audits | Disable Timer | Pause | Bivens, Dorothy | Search for Services | Add New ~

=

il 5 |

z Open Activities Add New | Open |

-3

Call Type |Incoming = |

o —— — ADRC Outcomes Spen
5 Caller |(Anonymous) ~

5

2

Caller Type Other -
Assessments are | History | Add New | Open | Delete | Copy |

E Consumer |Bivens, Dorothy ~

xz Individual Client Contact Form o

2 Referred By b Bivens, Dorothy = x

Age Group 76 - B0

Gender Female

Disabilities |0 Items. =l

Call Priority

Call Topics Add New | Cpen |

x

Notes @

Start Date/Time | 11/20/2012 2:07 PM B

End Date/Time | 11/20/2012 2:10 PM B
Seconds Paused 0 Referrals | Search | Add New | Cpen
Complete? Mo ,
s Related Calls Open |
Primary Payment Source x
Service Deliveries Add New | Open

Select the appropriate service deliver(ies).
Enter or edit the Date and Units.

If appropriate, check Auto-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.

Click OK.

Record Service Deliveries

Filter list to consumer's enrollment:

Sorted By Description Open | Delete | Format Columns | Print Grid | Refresh | Export Grid
Inc?| Row Actions Description Care Program Service Agency
Elder Choices - SHIP Assessment Elder Choices SHIP Assessment Beaver County Offic
I1&R - Aliquippa Seniors Inc NAPIS - Title Il Information and Assistance Beaver County Offic
I&R - Ellwood City Senior Center NAPIS - Title I Information and Assistance Beaver County Offic
MFF HCBS High Care - Case Management MFP HCBS High Care Case Management Beaver County Offic
P HCBS Low Care - Case Management MFP HCBS Low Care Case Management Beaver County Offic

\ "

m Record Daily Units  Service Date}  11/20/2012 '@ Units: 1.00

5 ServiceTemplates

[[] Auto Enrall...

~ | Preferences
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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.

f Search... My Dashboard  Consumers  Calls  Routes  Activities  Rosters Reports  More b s

Advanced

- | & Consumer - Bivens, Dorothy (418334436) =0
3}

c

gx Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders

= Sorted By Service Month/Year Add New | Open | Delete | Copy | Print ~ | Format Columns | Pnnt Gnd | Refresh | Export Grid
z | Use Service Template | New Service Template | Open Audits

5

= || Drsg & column hesder and drop it here o group by that column

. | Row Actions | Service ” Y | Type ¥ | Unit Price Y | Total Units ¥ | Service Cost [ | Service Month/Year iTd

=

(= [ ™= x SHP s C $5.25 1.00 $5.25 November, 2012

[z ™ ¥ Congregate Meals 1meal $1.00 21.00 $21.00 June, 2006

z

i_‘ [y ™= x Congregate Meals 1 meal $1.00 21.00 $21.00 August, 2006

g 7 ™ X Congregate Meals 1 meal $1.00 2100 $21.00 September, 2006

64.00 $68.25
4 Service Deliveries

= 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
then menu at the top of the screen.

Recording a Service Delivery in a Consumer's Record

Recording service deliveries after completing an assessment from within a consumer's record is

easily accomplished using Harmony for Aging's Service Template feature or by completing the Serv-
ice Delivery screen.

= 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.

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

P Torecord 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. Click Use Service Template from the menu at the top of the screen.

Vi - s UserName ~
h\\ f | Search... My Dashboard Consumers Calls Routes  Activities Rosters Reports More e EEE
Advanced

- [ 3} consumer - Adams, John L (1365306824) |_ _—
o | - ! =

= >

g; Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routed Service Deliveries Fervice Orders

= Sorted By Service Month/Year Add New | Open | DEIEtM' | Format Columns | Print Grid | Refresh | Export Grid
§ | Use Service Template | Service Template | Open Audits

o

o

Drag  column hesder and drop it here fo group by that column

Row Actions | Service T | Type | Unit Price ¢ | Total Units 7 | Service Cost ¥ | Service Month/Year Y

§7.00 200 §14.00 July, 2012

Tools

(7 = 3 Home Deliverad Meals 1 meal

4. Selectthe appropriate SHIP Service Delivery.

a. Ifyou don't see the appropriate service, uncheck Filter list to consumer's enrollment
Enter the Service Date and Units.

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

Record Service Deliveries b4

Filter list to consumer's enrallment: [ |
Sorted By Description Open | Delete | Format Columns | Print Grid | Refresh | Export Grid
Inc?| Row Actions | Description Care Program Service

Elder Choices - SHIP Assessment Elder Choices

Agency

SHIP Assessment Beaver County Offic

I1&R - Aliquippa Seniors Inc NAPIS - Title Il Information and Assistance Beaver County Offic

I&R - Ellwood City Senior Center NAPIS - Title 1l Information and Assistance Beaver County Offic

MFF HCBS High Care - Case Management MFP HCBS High Care Case Management

Beaver County Offic

|FF HCBS Low Care - Case Management MFP HCBS Low Care Case Management Beaver County Offic

5 ServiceTemplates

|| Record Daily Units Semicena+: 11/20/2012 @ Units: 1.00

[ AutoEnroll...

~  Preferences
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MyUserName ~

Search... My Dashboard  Consumers Calls Routes  Activities Rosters  Reports More
Advanced|
- | & Consumer - Adams, John L (1365306824) — %
5}
gn; Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= | Sorted By Service Month/Year Ad en | Delete | y | Print ~ | Format Columns | Print Grid | Refresh | Export Grid
E | Use te | Mew rvice Template | Open Audits
5
|| Drag a column header snd tiropit hera o group by that column
_u ||| Row Actions | Service W | Type ¥ | Unit Price ¥ | Total Units 7 | Service Cost ¥ | Service Monthrvear Y
5
2 % ™ X SHIP Assessment Assessments Completed $525 1.00 §5.25 MNovember, 2012
% ™= X Home Deliversd Meals 1 meal $7.00 2.00 $14.00 July, 2012
E3
2 (5 ™= x Home Delivered Meals 1 meal $7.00 1.00 $7.00 April, 2012
= || AR = FARER s

P Torecord 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.

Click on Service Deliveries.
Select Add New from the menu at the top of the screen.

Search... My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More i e

|Advanced|

£ | 2 Consumer - Adams, John L (1365306824) - %
@ 2 ”
2 Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals TMeq Service Deliveries Fervice Orders
= Sorted By Service Month/Year 2 m | Format Columns | Print Grid | Refresh | Export Grid
2 emplate | Mew Service Template | Open Audits
3
% | Drag a column hesder snd drop it hera o group by tht column
_u ||| Row Actions | Service T | Type ¥ | Unit Price ¢ | Total Units 7 | Service Cost ¥ | Service Monthryear v
=
s 5 ™= ¥ SHIPAssessment Assessments Completed $5.25 1.00 $5.25 Movember, 2012
7 ™ ¥ Home Delivered Meals 1 meal $7.00 2.00 $14.00 July, 2012
z
i [z ™= 3 Home Delivered Meals 1 meal §7.00 1.00 $7.00 April, 2012

4. Selectthe appropriate Care Program, Agency, Provider, and Service.

5.

If needed, edit the Service Month/Year.

6. Enter the Units.

a. Enter your units in the Units field if you want the units to be associated with a particular
service month and year, but not a particular day within the month.

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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Search... My Dashboard  Consumers Calls Routes  Activities Rosters  Reports More IS
Advanced
— | & Consumer - Adams, John L (1365306824) - %
)
=
g; Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
;‘ | Service Delivery - SHIP Assessment, 2 Units Xl
§ Save | Save and Close | Close | Add Mext | | Print - | |
o
Fpecify units by day in the calendar below:
Care Program  Elder Cheices - 01/01/2012 - 12/31/2012... v
w
=]
,E Agency Active Aging, Inc. - Decem bel‘, 20 1 2
e - mmmnﬂﬂ
x
3
% Service Category - 5
s
= Service SHIP Assessment - T T T T 1
2 3 4 5 3 7 8
Topics I(El Items) ||\__‘,_-‘j|
o ] 10 11 12 13 14 15
Service Month/Year 12/2012 1
Units 200 4 % 17 18 19 20 21 22
1
Unit:Price: 0 23 24 25 26 27 28 25
Type
30 31
Total Cost | §11
Diagnosis Code | ||""|
o Comments
Service Order No: | Orde |2J

7. Save and Close the Service Delivery.

Advanced

& Consumer - Adams, John L (1365306824)

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More

MyUserName -

o IS
H
g-) Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= Sorted By Service Month/Year Add N | Open | Delete | Copy | Print ~ | Format Columns | Print Grid | Refresh | Export Grid
§ | Use Sei emplate | Mew Service Template | Open Audits
)
™ | Drag a column hesder snd drop it hera o group by thst column
_u ||| Row Actions | Service T | Type Y | Unit Price ¥ | Total Units 7 | Service Cost Y | Service Month/Year
=]
= [z ™ X SHIPAssessment Assessments Completed $5.37 2.00 §10.74 December, 2012
7 ™ ¥ SHIP Assessment Assessments Completed $5.25 1.00 $525 November, 2012
z
§ 5 ™= X Home Delivered Meals 1 meal $7.00 2.00 §14.00 Juty, 2012
R 5 s 3 Home Deliverad Maals 1 meal 87 00 100 &7 00 Anril 2012

Public and Media Event (PAM) Data

Public and Media Event (PAM) data is not specific to an individual consumer but to a large group of
consumers. Assessments in Harmony for Aging normally must 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 PAM assessment behaves like all other Harmony for Aging and Adult Services
assessments and requires no special training.

P To collect PAM data
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1.

Click on the Tools menu located on the left side of the screen.

2. Select SHIP - PAM Events.

5.

SEIrCh...

My Dashboard Consur

Advanced

o
o
=
7]
o
&)
=
=
=
7]
u
7]
o

Tools

Warkflow

[ -eanevns |

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.

Click Add New.

Search... My Dashboard Consumers  Calls Routes  Activities  Rosters Reports  More MyUserName -

dvanced

=

|| PAM Events

| | Print = | Format Columns | | Refresh | £x |

Row Actions  Date of Assessment ¥ | Mext Assessment Date 7 | Assessor Name Y | Last Updated ¥ | Updated By Y | Assessment Form ¥ | Agency | Provider ¢ | Care Program

Recently Opened

The correct assessment, PAMEvent.afm, will automatically be selected and cannot be
changed
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New Assessment B
0K
Assessment Form FAMEvent.afm
| Cancel ]

Show All Forms? |
Author

Last Updated

Version
Care Program -
Agency Active Aging, Inc. -
Provider MNew Brighton Senior Center -
Subprovider -
Site b
Date of Assessment | 11/20/2012 |
Mext Assessment Date | 11/20/2013 =

Assessor Name | |

Password | |

Verify Password | |

@.

Comments

6. Selectan Agency. Though not required for most assessment, this data is required for SHIP
assessments and ensures that records will be available for inclusion in export files (see "Batch
Reporting" on page 43).

New Assessment 5
=i oK
Assessment Form PAMEvent.afm
Cancel |

Show All Forms? |« |
Author

Last Updated
Version

Care Program x

Agency Active Aging, Inc. x:

Provider Mew Brighton Senior Center -

Subprovider -

Site b
Date of Assessment 1/6/2013 ]
Mext Assessment Date | 1/6/2014 ]

Assessor Name | |

Password i | )|

Verify Password | |
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If desired or required by your organization, complete the optional data such as Care 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.

Click OK to open the assessment.

Complete the assessment.

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

What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit
number using leading zeroes if your code is less than 6 digits - e.g. 001234)

123456

b. Allrequired questions will 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 the missing data.

c. When a question has been answered, a green check mark will appear next to it.

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

MyUserName -

My Dashboard Consumers Calls Routes  Activities Rosters Reports More

4 PAM Event

- =X
H
g Save | Save and Close | Close | Print = | | Edit | Find Question | 4= | mp | &% | 3% | &% | &% | 4% | 3% | Response History | Question Properties | Show Notes
Z | Required Questions: 3 / 11 (27 %) Total Questions: 3 / 155 (1 %)
] - Required
2 || | sections ~ 0| AssessmentView | Narrati Question
se All | Expand All
W =] PAM Event v % ° What is the State where this event occurred?
3 VA
= [=] Activity or Event .
0 chars remaining
Activi .
- Answered v %  Event Topic Facus
2 1.Inte  Question = i
at e =
2. Booth or Exhibit. 3 =
B ooth or Exhibr || Medicare Parts Aand B |+/] Plan Issues - Non- || Long-Term Care
3. Dedicated Enroll Renewal, Termination,
Employer-COBRA
4. Radio Show. Live Lol
|| Medigap - Medicare 1] Medicare Fraud and Abuse || | Medicare Prescription Drug
5. TV or Cable Shov " Supplements Coverage - PDP / MA-PD
Multf selct \otr?p Prescription Dr ] med: Advant; L) qms - gLMB— 1
St traric Ot Quéstion ; || other Prescription Drug || Medicare Advantage (] Q
Coverage - Assistance
7. Print Other Activ |_| other Medicaid |_| General SHIP Program |_| Medicare Preventive
— ) Information Services
|| Low-Income Assistance | Dual Eligible with Mental  [_| Volunteer Recruitment
Additional Presenters Tliness Mental Disability
|| Partnership Recruitment
Other Event Topic Focus
Unanswered
Question "
%  Event Target Audience
|
| | Medicare Pre-Enrollees - || Medicare Beneficiaries | | Family Members -
Age 45-64 Caregivers of Medicare -
4 13 s

e. Some fields have additional validation. For example,

i. Ifthe activity or event is Interactive Presentation to the Public, then the
number of people that received enroliment assistance must 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 enrolliment assistance exceeds the total number of people that
attended.

Search... My Dashboard  Consumers  Calls  Routes  Acti
Advanced

= | - 4 PAM Event

ties Rosters Reports  More e e

=X

|} Save and Clage | 1 | Print x| 2 | Edit | Eind Quection | de | we | Bt | 3% | 3% | 3t | 3% | 3% | Decnonce Hictony | Quiection Properties | Show Naob

re you can sav

Answer "Activity or Event == Interactive Presentation to Public. Face to Face In-Person. => Estimated Persons Provided Enroliment Assistance at the Interactive Presentation to Public.’

2

| »
Required Questions: 11 /11 (100 %) Total Questions: 14 / 155 (9 %)
E Sections ~ 0| Assessment View | Narrative
| Collapse Al | Expand All 4 Act orEvent| | -
z [El PAM Event 4 Activity Information| | =
2 2 MyUserName -
f Search... My Dashboard  Consumers Calls  Routes  Activj
Advanced Double-click on the error
message and the application
< | | 4 PAM Event Seda B e abl —x
= i will automatically move to
= 5 :
& [save 1 save and close | close | print - | ¢ | Edit | Find Question | 4= | = | 34| 3¢ | ¢ | § uestonthathasanissue.  E, oo opeiies | Show Notes
= 0 The following items need to be corrected before you can save:
£
§ | Answer "Activity or Event == Interactive Presentation to Public. Face to Face In-Person. => Estimated Persons Provided Enrollment Assistance at the Interactive Presentation to Public.’
L EE | | >
Required Questions: 11 /11 (100 %) Total Questions: 14 / 155 (9 %)
3
2 |||sections ~ 0| Assessment View | Narrative
| Collapse All | Expand All -
z [El PAM Event _ . .
£ 4 1. Interactive Presentation to Public. Face to Face In-Person.u
= [ Activity or Event - -
5 v Estimated Number of Attendees attending the Interactive Presentation to Public.
= Activity Informatiol b
1. Interactive Prest = = =
v Estimated Persons Provided Enrollment Assistance at the Interactive Presentation to Public.
2. Booth or Exhibit. 75 i =
3. Dedicated Enroll
4 2. Booth or EXmIBIE. At Health Fair, Senior Fair, or Special I:vent.L‘
4. Radio Show. Live . .
Estimated Number of Direct Interactions with Attendees at the Booth or Exhibit.
5. TV or Cable Shov
S iy MyUserName -
Search... My Dashboard  Consumers Calls Routes  Activities Rosters Reports More
Advanced
= | .4 PAM Event =0
c
5 Save | Save and Close | Close | Print + | | Edit | Find Question | 4a | mp | &% | 8% | % | & | #% | #% | Response History | Question Properties | Show Notes
= © The following items need to be © cted befere you can saw
£
B | Answer "Activity or Event => Interactive Presentation to Public. Face to Face In-Person. == Estimated Persons Provided Enrollment Assistance at the Interactive Presentation to Public.’
L || | >
Required Questions: 11 / 11 (100 %) Total Questions: 14 / 155 (9 %)
E T ~ 0| Assessment View | Narrative
| collapse All | Expand All .
z [El PAM Event
= 4 1. Interactive Presentation to Public. Face to Face In-Person.| | Hover your mouse over
i [ Act or Event . this red triangle to see
5 v Estimated Number of Attendees attending the Interactive Pré  the error message.
= Activity Informatiol =
1. Interactive Prest .
4 Hstimated Persons Provided Enrollment Assistance at the Interactive Presentation to PD
2. Booth oy BTy ——————— [t

W e 2 K| Presentation to Public. Face to Face In-

) Pt T po e ﬂhwm;t_r—
Bl U Erroliment Assistance st the Interactive
o9 M o2 ¥| Presentation to Public.” Estimated Persons
Provided Enrollment Assistance at the
Interactive Presentation to Public. cannot
PP B ccceed the number answered for Estimated
Number of Attendees attending the

Il';t:;“m"e Presentation to Public. (PAM lent Sponsored by SHIP or in Partnership.

Hstimated Number of Direct Interactions with Attendees at the Booth or Exhibit.

6. Electron|
Hstimated Persons Provided Enroliment Assistance at the Booth or Exhibit.

Presenters

[

Bstimated Mumber of Persons Reached at Dedicated Enroliment Event, regardless of Enroll
ance.

Additional Prefsd

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

= 47 MyUserName -
4 | Search... My Dashboard  Consumers Calls  Routes  Activities  Rosters Reports  More
|Advanced|
PAM Events =
3 i -
é Add Mew | Open | Delete | Print = | Format Columns | Print Grid | Refresh | Export Grid | Open Audits
%‘ Row Actions | Date of Assessment Last Updated Updated By ¥ | Assessment Form X Agency | Provider i
o
E [ ™= X 11/2012012 11/20/2012 4:10:33 PM MyUserName,  Public and Media Activity Recording Active Aging, Inc. New Brighton Senior Center
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» How does the PAM Assessment compare to other assessments?

o Inmost respects, the PAM Assessment behaves in the same manner as all
other assessments in Harmony. The method 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 PAM Assessment is different from other assessments in two ways:
= [tis not associated with an individual consumer.

= It has special validation logic that is applied when the assessment is saved.
This logic enforces all of the validation rules required by CMS to ensure that
you capture all required data and that the data meets their requirements. For
example, in an assessment that your organization creates, you can indicate if
a specific question is required or not. In the PAM Assessment, users must
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 to monitor reporting to CMS, especially when used in conjunction with reports
generated on the SHIPtalk website.

Client Contact Summary Report

The Client Contact Summary report shows aggregated Client Contact data captured in Harmony for
Aging. This data can be used to monitor the number of clients receiving SHIP services and, when
compared to reports generated from SHIPtalk, in monitoring the transfer of data from Harmony to
CMS.

Client Contact Report Characteristics

The following options are available for the Client Contact Summary Report.

Title Standard; behaves in the same way as all other reports
Subtitle Standard; behaves in the same way as all other reports
Description Standard; behaves in the same way as all other reports
Shared with Standard; behaves in the same way as all other reports
Modifications allowed Standard; behaves in the same way as all other reports
Comments Standard; behaves in the same way as all other reports

Client Contact Report Parameters
The following settings and filters are available for the Client Contact Summary Report.

Available values Notes
Report Settings
Print Parameters

This filter will not affect the data in the report and will be removed

Print Consumer Details 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

Uses the assessment date, NOT the contact or activity date
before)
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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

Running the Client Contact Summary Report

» To run the Client Contact Summary Report

1. Navigate to the reports chapter.

2. Select Assessments from the Report Types menu.

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More

=

= Reports

B =X
)
5
= T
£ ||| Row Actions | Title ¥ | Description ] Deselect Al
i
E Administrator Mailing Label Report Avery 5160 Labels generated from the administrative structure (Providers, Care Managers, etc.) ] activitisf & Referrals
Agency Summary Report Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider| | | Adminf#trative
= Agency Summary Report - New Consumers  Summary Report showing Service Delivery for New Consumers throughout an entire agency {or agencies)
a
el
Agency Summary Report (Totals Only) Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by County (| — Care Plans
| G
r Care Plan Consumer Cost SAMS Report calculating monthly service plan against deliveries. - 2ansmers
k3 || Contracts
T
X « 1l = :
s || Financial
= IRTRAER & o ER T

1 to 50 of 61 Reports

] 1 &R Reports

Report Definitions [ services
Sorted By Title Add New | | | | Format Columns | | Refresh | |

Row Actions | Title ¥ | Description ¥ | Shared With ¢ | Create User Y Last Update User ¥ | Last Updated % | Comments ¥

3. Double click on Client 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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Se, My Dashboard Consumers  Calls Routes  Activities  Rosters Reports  More
» | 1E Reports
5
& | Sorted By Title
=
E || Row Actions | Title W | Description
H
E Client Contact Summary Report SHIP Report
Consumer Reassessment Report Areport showing all consumers due for a reassessment.
2 PAM Summary Report SHIP Report
2
2
SAMS Assessment Report Alist of consumers and assessments with configuration columns and filter options
. L, SHIP Export Summary SHIP Export Summary
3
2
S[Le it
5 Reports

Report Definitions

Sorted By Title Add Mew | | | | Format Columns |

Row Actions | Title . ¥ | Description ¥ | Shared With ¥ | Create User Y | Last Update User ¥ | Last Updated

Enter a Title.

| Refresh

MyUserName -

s

Assessments - |

|
%Y | Comments ¢

If desired, enter a subtitle, description, comments, and modify the security settings.

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.

>
<

Recently Opened

Tools

workflow

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More

MyUserName ~

=, Report Definition - Client Contact Summary Report - Active Aging - Client Contact Assessments

Save | Save and Close | Close |

I
Title |Active Aging - Client Contact Assassment#l
t

Subtitle |

Description |

4 Report Preview Parameters
\ | Settings +
\ | 4 Report Fil
Assessment

Shared With (all)

Modifications Allowed | (All)

| Comments

7. Click Preview.

8. Save or print the report.

=X

7 % Assessment Agency : Active Aging, Inc.

[ % Date of Assessment (on or after) : 10/01/2012

[¥]

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

b. You can force a menu to appear at the top of the screen by clicking the Acrobat™ icon.
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Client Contact Summary Report 11/20/2012
- Active Aging - Client Contact Assessments

Number of Client Contact Forms: 1

How did the client learn about the SHIP:
Previous Contact
CMS / Medicare
Presentations
Mailings

Another Agency
Friend or Relative
Media

State Website
Other

Not Collected

oo ocococokHrOOO

Method of Contact:

Phone Call 1

Face to Face at Conseling Location or Event Site 0
Face to Face at Client’s Home or Fadlity 0

0

0

You may need to hover E-Mail
your mouse at the bottom Postal Mail or Fax
of the page to see the print
and export icons. inutes Spent with Beneficiary for All Contacts: 25

Click this icon to force the
print and export menu to
appear at the top of the
screen.

Total Mi

'F‘ e —— —
~ hitps://pilot.harmonyis.net/hfa/Reporiing/ReportPreview.aspxTemporaryReportDefinitionUuid=efa3 - Windows Internet £

& S O

SREFAESM|®[1]:e0® BB |-

Client Contact Summary Report
- Active Aging - Client Contact Assessments

Number of Client Contact Forms: 1
How did the client learn about the SHIP:

Previous Contact 0

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

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

PAM Summary Report

The PAM Summary report shows aggregated Public and Media Event data captured in Harmony for

Aging. This data can be used to monitor the number and types of events being delivered and, when

© 2010 Harmony Information Systems, Inc.



33 Harmony for Aging and Adult Servicesv. 3.0.x User's Guide

compared to reports generated from SHIPtalk, in monitoring the transfer of data from Harmony to
CMS.

PAMReport Characteristics

The following options are available for the PAM Summary Report.

Title Standard; behaves in the same way as all other reports
Subtitle Standard; behaves in the same way as all other reports
Description Standard; behaves in the same way as all other reports
Shared with Standard; behaves in the same way as all other reports
Modifications allowed Standard; behaves in the same way as all other reports
Comments Standard; behaves in the same way as all other reports

PAMReport Parameters
The following settings and filters are available for the PAM Summary Report.

Available values Notes
Report Settings
Print Parameters

This filter will not affect the data in the report and will be removed

Print Consumer Details in a future release. Please do not use this filter.

Report Settings

Date of Assessment (on or
after)

Date of Assessment (on or
before)

Uses the assessment date, NOT the contact or activity date

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

Running the PAM Summary Report

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

2. Select Assessments from the Report Types menu.

My Dashboard  Consumers  Calls  Routes  Activities Rosters  Reports  More ERVUISER T
i PDM_DEMO 3.1.0.50323
Advanced
e [ Reports
g
5 | Sorted By Title Report Types - |
= .
£ | Row Actions | Title ¥ | Description |_| Deselect all
= e
E + Administrator Mailing Label Report Avery 5180 Labels generated from the administrative structure (Providers, Care Managers, etc.) ] Activities & Referrals
-+ Agency Summary Report Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider) Administrative
§ + Agency Summary Report - New Consumers Summary Report showing Service Delivery for New Consumers throughout an entire agency (or agencies)
= =
+ Agency Summary Report (Totals Only) Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by County { ) Lare Plans
. LG
2 + Care Plan Consumer Cost SAMS Report calculating monthly service plan against deliveries . Smsnamer
B |_| Contracts
Ll 4 ]
2 [ Financial
= IRTRARER = o ER T

1 to 50 of 61 Reports
Report Definitions

Sorted By Title Add New | Open | Delete | Copy | Format Columns | Print Grid | Refresh | Ex

Row Actions | Title ¥ | Description ¥ | Shared With ¥ | Create User ¥ | Last Update User ' | Last Updated E: &

3. Double clickon PAM Summary Report to create a new report definition.

|| I &R Reports
L_| Services

id | Open Audits

¥ | Comments

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

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More HPHSE e
i PDM_DEMO 3.1.0.50323
- | /Z Reports
% A it
8| sorted By Title ssessments - |
T; Row Actions | Title iz % | Description
o
E + Client Contact Summary Report SHIF Report
+ Consumer Reassessment Report Areport showing all consumers due for a reassessment.
é_ PAM Summary Report SHIP Report
+ SAMS Assessment Report Alist of consumers and assessments with configuration columns and filter options.
- 2 SHIP Export Summary SHIP Export Summary
3
2
SilLe it
5 Reports
Report Definitions
Sorted By Title Add MNew | | | | Format Columns | | Refresh | |
Row Actions | Title : ¥ | Description ¥ | Shared With 3 | Create User Y Last Update User ¥ | Last Updated % | comments ¥

. Enter aTitle.

. Select the appropriate Parameters.

N O o &~

. Click Preview.
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MyUserName ~
PDM_DEMO 3.1.0.50323

Search... My Dashboard Consumers Calls Routes  Activiies Rosters Reports More

Advanced

[E, Report Definition - PAM Summary Report - Active Aging - PAM Events

=

Save | Save and Close | Close |

Recently Opened

| Title |Active Aging - PAM Events

4 Report Preview Parameters

Subtitle | Report Settings +

4 Report Filters

Tools

Description “

essment 4

Shared With (All) he
=r ® Date of Assessment (on or after) : 10/01/2012
z Modifications Allowed (All) -
% & ® Assessment Agency : Active Aging, Inc.
5
= Comments lzJ

8. Save or print the report.

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

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

PAM Summary Report 12
- Active Aging - PAM Events.
Section 1 - Type of Activity Section 2 - Topic Focus Section 3 - Target Audience
Activity or Event Totals Events and Activities Covered Totals Audience Type Totals
1 Interactive Presentation to Public (Face to 1 Medicare Parts A & B [} Medicare Pre-Enroliees [Age 45-84 1]
Face In-Person): - Plan Issues - Non-Renewal, Termination, 1 Medicare Beneficiaries: 1
Est. # of attendees 3 &
; Employer-COBRA: Family Members (Caregivers of Medioars [
Est. # enroliment assistance: 45| Long-Term Care o 2
Beneficiaries):
2 Booth or Exhibit {(Health Fair, Senior Fair, o Medigap - Medicare Supplements: 1 Low-Income: o
Special Event) Medicare Fraud & Abuse 1 Hispanic. Latino. or Spanish Origin: 0
Est. # direct interactions: 0|
Medicare Prescription Drug Coverage: a ‘White. Non-Hispanic: ]
Est. # enroliment assistance: 0|
Other Prescription Drug Coverage - 0 Black. African-American: [
3 Dedicated Enrollment Event (Sponsorship L] A B
= SpuEn e American Indian or Alaska Native: o
by SHIP or in Partnership ) Rbedicrs Adhesniige 1
Est # reached 0 F Asian Indian: o
QME - SLME - QL [} %
Est. # receiving enrcliment assistance by fype: o Chinese: 0
Other Medicaid: o
All: [l Filipino: o
General SHIF Program information: 1]
Medicaid Part D: 0| Japanese: o
Medicars Prevention Services: [}
LIS: bl Korean: o
Low-Income Assistance: [
MSP: [l Vietnamese: o
o Dusal Eligible with Mental lliness/Mental 0 . i
Other Medicaid Program: D Disabiliy: Mative Hawaiian: 0
4 Radio Show - Live or Taped (not PSA or Ad) | Volunteer Recruitment: 0 Guamanian or Chamorra: o
Est. # reached 0 Other Topics: 0 Samean: 0
5§ TV or Cable Show - Live or Taped {not PSA 9 Partnership Recruitment: o Other Asian: o
orhd) Other Pacific Islander: o
Est # reached 0
Some Other Race-Ethnicity: o
6 Electronic or Other Activity (PSA, 0 )
Electronic Ads, Crawls, Video/eb Conf, Disabled: h
Web Chat) Rural: o
L 0 Employer-Related Groups: ]
7 Print Activity (Newspaper, Newslatter, ) Mental Health Professionals: o
pamphiets, Fliers, Posters, Targeted R
Mailings; B .
0s) You may need to hover Click this icon to force the o
2 Total# ofad YOUF mouse at the bottom print and export menu to ;
of the page to see the print appear at the top of the B
and export icons. screen.
Total
{rounded to the nearest hour)

= https//pilot.harmon) 's.netfhlameportingf_R,Emerev[emaspx?Tempqmﬁ&rtDeﬁnhiorMuid:aﬂ - Windows Internet B>

) R 2
FREEEEE] ST Toais | sign |
PAM Summary Report 20
- Active Aging - PAM Events.
Section 1 - Type of Activity Section 2 - Topic Focus Section 3 - Target Audience
Activity or Event Totals Events and Activities Covered Totals Audience Type Totals
1 Intaractiue Bracantsfion tn Biblie Sans n 1 Medinars Parts AR B o Madicare Pra-Frimileas (Ans 4564 0
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= ltis critical that the SHIPtalk report and the Harmony report are both created with
the same filters if the data is to be compared.

= 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 as well
as those that have not been exported. This data is useful to agency staff as a means of ensuring that
all recorded data has been submitted and as monitoring tool for both state and agency staff.

SHIP Export Report Characteristics

The following options are available for the SHIP Export Summary Report.

Title Standard; behaves in the same way as all other reports
Subtitle Standard; behaves in the same way as all other reports
Description Standard; behaves in the same way as all other reports
Shared with Standard; behaves in the same way as all other reports
Modifications allowed Standard; behaves in the same way as all other reports
Comments Standard; behaves in the same way as all other reports

SHIP Export Report Filters

The following settings and filters are available for the SHIP Export Summary Report.

Available values Notes
Report Settings
Print Parameters

This filter will not affect the data in the report and will be removed

Assessment Type 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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Running the SHIP Export Summary Report
P To run the SHIP Export Summary Report

1.
2.

Navigate to the reports chapter.

Select Assessments from the Report Types menu.

Search..

MyUserName -~

My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More

= [ Reports =%

=

g‘ Sorted By Title

% Row Actions | Title Y | Description L] Deselect Al

E Administrator Mailing Label Report Avery 5180 Labels generated from the administrative structure (Providers, Care Managers, etc.) ] Activitieh & Referrals
Agency Summary Report Summary Report showing Service Delivery throughout an entire agency (or agencies) grouped by Provider] | | Adminftrative

E Agency Summary Report - New Consumers Summary Report showing Service Delivery for New Consumers throughout an entire agency {or agencies)|] || Assessments

a Agency Summary Report (Totals Only) Totals only report showing Service Delivery throughout an entire agency (or agencies) grouped by County ( i Eack o

5 Care Plan Consumer Cost SAMS Report calculating monthly service plan against deliveries. Al fonsimers

2 ] contracts

=K 4 [] Financial

= | IR o o - LA 1 to 50 of 61 Reports

Report Definitions
Sorted By Title

Row Actions | Title

[] 1 &R Reports

[] services

Add New | | | | Format Columns | | Refresh | |

<

¥ | Description ¥ | Shared With 3¢ | Create User Y Last Update User ¥ | Last Updated % | Comments Y

3. Double clickon SHIP Export Summary Report to create a new report definition.

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

inition.
iy MyUserName -
My Dashboard Consumers Calls  Routes  Activities Rosters Reports  More

Advanced| PDM_DEMO 3.1.0.51583
= | /2 Reports %
b

g

2| sorted By Title Assessments - |
= i

% | Row Actions | Title ¥ | Description

T

g

& Consumer Reassessment Report Arteport showing all consumers due for a reassessment.

PAM Summary Report SHIP Report =

n

5 SAMS Assessment Report Alist of consumers and assessments with configuration columns and filter options.

(el

SHIP Export Summary SHIP Export Summary =

x 4 il S

§ 5 Reports

£ | Report Definitions

Sorted By Title Add New | | | | Format Columns | | Refresh | |
Row Actions | Title . 7 | Description ¥ | Shared With ¥ | Create User W | Last Update User ¥ | Last Updated Y | Comments Y

Enter a Title.

If desired, enter a subtitle, description, comments, and modify the security settings.

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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g My Dashbeard  Consumers  Calls  Routes  Activities  Resters  Reperts  More L AESE RN B

- PDM_DEMO 3.1.0.51583
Advanced o

= | . Report Definition - SHIP Export Summary - Active Aging - SHIP Client Contact Exports -

3

c

g’.’ Save | Save and Close | Close | Open 4 \

o : - Ll L

§ Title |Active Aging - SHIP Client Contact Exports I

- ort Preview Parameters

Subtitle | \ | i s

£ Description | \N £ % Assessment Type : 1CC

)

2

Shared with | (all} - 4 [Report Filters
4 As: t

5| Modifications Allowed |(all) = sessment &

§ = ¥ Assessment Agency : Active Aging, Inc.

et -

= Comments ‘?

7. Click Preview.
8. Save or print the report.

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

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

SHIP Export Summary GRS
- Active Aging - SHIP Client Contact Exports
Not Exported

Active Aging, Inc. Records Not Exported: 1

Grand Total Records Exported:
Grand Total Records Not Exported: 1

You may need to hover
your mouse at the bottom
of the page to see the print
and export icons.

Click this icon to force the
print and export menu to
appear at the top of the

screen.

171 | e ol | h

e - https://pilot harmonyis.net/hfa/Reporting/ReportPreview.aspx?TemporaryReportDefinitionUuid=239b - Windows Internet

EReNEA =T ln|.-.::.+mm-|@®|m- | ]

SHIP Export Summary
- Active Aging - SHIP Client Contact Exports

& S DD

Not Exported
Active Aging, Inc. Records Not Exported:

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

= 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 data must be submitted to CMS on a quarterly basis. Federal reporting
dates are 1/31, 4/30, 7/31, and 10/31, but state SHIP directors may 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 two methods.

1. Print the saved assessment(s) and manually 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 be made.

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, the most efficient method may 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. Printthe 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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MyUserName -~

MyDash Calls Routes  Activities Rosters Reports More

Advanced

- Consumer - Bivens, Dorothy (418334436}| - %
o
C
g; Details Activ_-:s‘s:ﬁ‘e'w Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
s oA New | Open | Delete | Copy | Print » | Format Columns | Print Grid | Refresh | Export Grid | Compare | History |
gj Open Audits
= || Row Actions | Date of Asses: “[fefText Assessment Date Y | Assessor Nan ¥ | Lasi Updated ' | Updated By ¥  Assessment Form W | Agency
]
[ ™= x 09/18/2012 U* B n;dd i 117202012 12:14:39 PM MyUserName,  Individual Client Contact Form Active Aging
o — ew
E (=3 4 1172002012 2:10:57 PM MyUserName, Individual Client Contact Form Active Aging
pen
e 11126/2012 10:26:02 AM Claassen, Betsy Individual Client Contact Form Aging Servii
x .
E History
S
2 Delete
Copy
Refresh Crystal Viewer
Open Audits Microsoft Excel
Format Columns Microsoft Excel data
Print Grid Microsoft Word
Export Grid Text
XML
iy MyUserName -
My Dashboard  Consume Routes  Activities Rosters  Reports  More .
Advanced /
- | % call - Bivens, Dorothy(418334436) {4‘1}’20}2012 2:07 PM i
o
c
g; | = oce | Close = | Print + | Open Audits | Bivens, Dorothy | Search for Services | Add New -
gt
t -
5| Details Open ADRC Outcomes tdpen
o
o Call Type Incoming
Caller (Anenymous) > i - - o o
o Assessments History | Add New | Open | Delete | Copy | Print
o Caller Type Other
o
= Consumer Bivens, Dorothy Individual Client Contact Fprm s o x
= =
Age Group 76 - 80 Bivens, Dorothy Add New |
E Gender Female Open !
g Start Date/Time 11/20/2012 2:07:38 PM Notes History |;§«
End Date/Time 11/20/2012 2:10:12 PM I
Delete
Seconds Paused 0
Co)
Complete? Mo pid
Print Adobe PDF
Service Deliveries Refresh Crystal Viewer ¥ | Open
Open Audits Microsoft Excel |
SHIP A t | =
Microsoft Excel data |
Microsoft Word
Text
XML

56.86 mh /517 ifems
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MyUserName -
My Dashbeard Consumers Calls Routes  Activities Rosters Reports More

-;dvan.csd
= (g [ PAM Events | =5
g & Add New | Open | Delete | Print » | Format Columns | Print Gnd | Refresh | Export Grid | Open Audits
TE‘ Row Actions of Assessment Y | Last Updated Y Updated By 7 | Assessment Form ¥ | Agency Y | Provider Y
E | [ ™= x 112002012 11]2014012 £ e E:;d ";I‘ei'v':‘""“"“" ! Public and Media Activity Recording Active Aging, Inc. New Brighton Senior Center
[ ™= X 11/26/20 11/26/2012 10 ;y Public and Media Activity Recording Aging Services, It New Brighton Senior Center
Lg Open i
ﬁ Compare
History
z Delete |
2 Print  |m—st [ Adobe POF |
= Refresh Crystal Viewer
Open Audits Microsoft Excel
Format Columns Microsoft Excel data
Print Grid Microsoft Word

Export Grid Text
XML

d. The Print Assessment dialog box will be displayed. Select the appropriate options and
click Preview.

Print Assessment &3

Style

| Standard layout without responses

Standard layout with responses |

|
Two column layouy without responses

Two column layout

Reassessment
- Settings
|| show answered questions only EEEEEE
|| show notes vy
E| Show assessment narrative R

ISignatures...-I l Cancel

Preview
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PAM Event

11/20/2012

Activity or Event
Activity Information

Start Date of Public or Media Event
10/05/2012

End Date of Public or Media Event
10/07/2012

Event or Group Name
Aging in Place Conference

[ Click this icon to force the

print and export menu to

appear at the top of the
screen.

You may need to hover
your mouse at the bottom
of the page to see the
print and export icons.

What is the Agency cO8

A i d o your af i ? #5e enter a 6 digit number
using leading zeroes if your code is less than 6 digits - e.g. 001234)

Al

RR2B8E|» ®[1)m| @@ | & | [

Tools Sign Comment

PAM Event il
f/
11/20/2012
&

Activity or Event
Activity Information

Start Date of Public or Media Event
10/05/2012

End Date of Public or Media Event
10/07/2012

Event or Group Name
Aging in Place Conference

MIPPA Event?
[] 1. usonly
[] 2. msp only
[] 3. Both LIS and Msp

What is the Agency code that was granted to your agency by NPR? (Please enter a 6 digit number

3. Use the printed copy to transfer the data to CMS.

a. Loginto SHIPtalk.
b. Enter the data through the web portal.

As with all assessments, the Client Contact and PAM assessments can
be configured, during printing, to include signature lines. Please refer to
the Harmony for Aging User's Manual, which is available online under the
Help menu 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 preferred method. 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.

Creating an Export
Selecting Assessments for Export

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

P To select assessments to be included in an export

1. Click on the Tools menu located on the left side of the screen.
2. Select SHIP - Exports.

M

I
=1
£
[

Tools

Recently Opened

Tools

W orkflow

[sir_epor ]

3. Click Add New.

© 2010 Harmony Information Systems, Inc.
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My Dashboard ~ Consumers  Calls  Routes  Activities Rosters Reports More Hirtectitaies B>

Advanced
- | | SHIP Exports e
Elll = g
= — - - ’
gt Sorted By Export Type | ete | Format Columns | | Refresh | |
‘_: Row Actions ExportID Y Expor\‘.ﬂ'pe ¥ Agency Y | Description ¥  StartDate Y | End Date Y | Submit Date ¥ Submitted Successfully % | Created ¥ | Created |
:
o

Tools

4. The Generate Export screen will be presented. It has 3 menu options and filters used to iden-
tify the records to be included in the export. The available menu 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 the Generate Export Screen without creating an export file.

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

My Dashboard Consumers Calls Routes A

Advanced

5 “» Generate Export
Z Search | Clear all Filters | Close
e
=
o Type | Client Contacts -
o
o
Rgency -
= Description
2
Note: The start and end date apply to the Assessment dste, not the event/contact date.
E Start Date ]
=
"; End Date ]
2

Itis not possible to create and export that contains both Client Contact and
PAM data.

6. Selectan Agency and enter a Description.

My Dashboard Consumers  Calls  Routes A

Advanced
— “» Generate Export
:
= Search | Clear All Filters | Close
=
=
o Type Client Contacts >
=
Agency Aging Services, Inc. -
é‘ Description sample Client Contact Export
i
MNote: The start and end date apply to the Assessment date, not the eventycontact date.
§ Start Date ®
=
'E End Date B
=
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7. Enter the date range of assessments to be included in the export.

My Dashboard Consumers  Calls  Routes  Act

Advanced

Recently Opened

Tools

_\T} Generate Export

Search | Clear All Filters | Close

Type Client Contacts -
Agency Aging Services, Inc. i
Description

|Samp|e Client Contact Export

Note: The start and end date apply to the Assessment date, not the event/contact date.

Start Date 10/1/2012 2

W o rkflow

End Date 1/31/2013 L

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. Click Search.

9. Anew list view or grid of records matching the specified criteria will appear at the bottom of the
screen. The available menu 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.

Run Validation Rules - Applies business rules that ensure that each record meets
CMS requirements.

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

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

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

sy MyUserN, -
My Dashbeard  Consumers  Calls  Routes  Activities  Resters  Reperts  More e
Advanced
2, # Generate Export -
g
2| seard Clear A Iter: Clos
& | Search | Clear All Filters | Close
=
@ Type Client Contacts o
&
Agency Aging Services, Inc. -
Description

Sample Client Contact Export

Tools

Note: The start and end date apply to the Assessment date, not the event/contact date.

3 Start Date 10/1/2012 E
:g End Date 1/31/2013 2
=
IOper' | Run Validation Rules | Generate Export | Print Grid | Export Grid | Format Columns
Row Actions | Status Y |ID T | Name o Assessment Date Y | Validation Errors Y
(= Pending Validation 588588888 (Anonymous) 01/22/2013
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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 they meet all CMS requirements.

» Tovalidate assessments

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

2. Theinitial status of each record is "Pending Validation". This indicates that the records have
not yet been checked to make sure that they meet all CMS requirements.

S

Recently Opened

Toals

W/ orikflow

My Dashboard Consumers Calls Routes  Activities

_'# Generate Export

Search | Clear All Filters | Close

Type Client Contacts )
Agency Aging Services, Inc. n

Description | 5ample Client Contact Export |

Note: The start and end date apply to the Assessment date, not the event/contact date.

Start Date 10/1/2012 a
End Date 1/31/2013 2
Open | Run Validation Rules | Generate Export | Print Grid | Export Grid | Format Columns
Row Actiond Status iy | ID Y | Name N Assessment Date % Validation Errors
= Pending Validation 888888388 (Anonymous) 01/22/2013
= Pending Validation 227372859 Peyton, Gerald 01/09/2013
= Pending Validation 311141268 Allen, H. O 01/09/2013
= Pending Validation 418334436 Bivens, Dorothy 11/26/2012
= Pending Validation 418334436 Bivens, Dorothy 11/20/2012
(=] Pending Validation 314141341 Christian, Ova  11/14/2012
= Pending Validation 329245585 Bahasiak, Ruth 10/10/2012
= Pending Validation 418334436 Bivens, Dorothy 10/10/2012
8 Items

3. Click Run Validation Rules.
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Consumers

Calls

Routes  Activities Rosters Reports  More HAPDSCERnE S

Advanced
- | /¥ Generate Export s
-
= Search | Clear All Filters | Clos
=
i
z Type Client Contacts
o
Agency Aging Services, Inc.
§ Description Sample Client Contact Export
fil
Note: The start and end date apply to the Assessment date, not the event/contact date.
x Start Date 10/1/2012 @
3
T
z End Date 1/31/2013 =
=
dation Rules ||Generate Export | Print Grid | Export Grid | Format Columns
Row Actions | Status Y | ID W | Name it Assessment Date Y Validation Errors b
(= Pending Validation 5883883388 (Anonymous) 01/22/2013 |
= Pending Validation 227372859 Peyton, Gerald 01/09/2013
= Pending Validation 311141258 Allen, H. O 01/09/2013
= Pending Validation 418334436 Bivens, Dorothy 11/26/2012
= Pending Validation 418334436 Bivens, Dorothy 11/20/2012
= Pending Validation 314141341 Christian, Ova  11/14/2012
= Pending Validation 329245565 Bahasiak, Ruth 10/10/2012
[ Pending Validation 418334436 Bivens, Dorothy 10/10/2012
8 Items

a. A message will appear if any errors were found.
b. Click OK.

1.

Validation Complete

2 item(s) failed the validation rules, press OK to review and correct

errors.

| oK

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

a. "Pass"indicates that a record has met 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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My Dashboard  Consumers Calls  Routes  Activities Rosters Reports  More HAPDSCERnE S

Advance:
- | % Generate Export s
S | Search | Clear All Filters | Close
=
=
z Type Client Contacts -
o
Agency Aging Services, Inc. -
§ Description Sample Client Contact Export
fil
Note: The start and end date apply to the Assessment date, not the event/contact date.
x Start Date 10/1/2012 @
3
T
z End Date 1/31/2013 =
=
Open | Run Validation Rules | Generate Export | Print Grid | Export Grid | Format Columns
Row Actiorf | Status Y | ID W | Name it Assessment Date Y Validation Errors b
(= Pass 5883883388 (Anonymous) 01/22/2013
= Pass 227372859 Peyton, Gerald 01/09/2013
= Pass 311141258 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
= Pass 418334436 Bivens, Dorothy 11/20/2012
=Y Fail 314141341 Christian, Ova  11/14/2012 4D;I)a| Eligibility must be No if a client is 65 or older (ICC
B Fail 320245565 Bahasiak Ruth 10/0/2012 E:;J)al Eligibility must be Mo if a client is 65 or older (ICC
=] Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items

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.

P 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).

You can quickly group all failed records together by clicking on the Status col-
umn header.
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My Dashboard  Consumers Calls  Routes  Activities Rosters Reports  More HAPDSCERnE S
Advanced
- | % Generate Export s
S | Search | Clear All Filters | Close
=
=
z Type Client Contacts -
o
Agency Aging Services, Inc. -
§ Description |Samp\e Client Contact Export
fil
Note: The start and end date apply to the Assessment date, not the event/contact date.
x Start Date 10/1/2012 @
3
T
z End Date 1/31/2013 =
=
Open | Run Validation Rules | Generate Export | Print Grid | Export Grid | Format Columns
Row Actions | Status Y | ID W | Name it Assessment Date Y Validation Errors b
(= Pass 5883883388 (Anonymous) 01/22/2013
Pass 227372859 Peyton, Gerald 01/09/2013
(5] Pass 311141258 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
= Pass 418334436 Bivens, Dorothy 11/20/2012
B Fail 314141341 Christian, Ova  11/14/2012 stl)al Eligibility must be No if a client is 65 or older (ICC |
=] Fail 320245565 Bahasiak, Ruth 10/10/2012 43y
=] Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items

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 require more extensive assistance; these are clearly indicated and ask you

to contact your system administrator.

MyUserName -

My Dashboard  Consumers Calls  Routes  Activities Rosters Reports  More
Advanced
» | % Generate Export o
S | Search | Clear All Filters | Close
i
=
o Type Client Contacts -
&
Agency Aging Services, Inc. -
% Description |sample Client Contact Export
fil
Note: The start and end date apply to the Assessment date, not the event/contact date.
x Start Date 10/1/2012 @
3
b End Date 1/31/2013 =
=
Open | Run Validation Rules | Generate Export | P | Export Grid | Format Columns
Row Actions | Status Y | ID W | Name it Assessment Date ¥ Validation Errors b
(= Pass 836888888 (Anonymous)  01/22/2013
= Pass 227372859 Peyton, Gerald 01/09/2013
= Pass 311141258 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
= Pass 418334436 Bivens, Dorothy 11/20/2012
=Y Eail 314141341 Christian, Ova 1111412012 | E;l:lell Eligibility must be No if a client is 65 or older (ICC |
=] Fail 329245565 Bahasiak, Ruth 10/10/2012 43
= Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items

4. After reading the error description, open the problematic assessment by clicking on the folder

icon in the Row Actions column.
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MyUserName -

My Dashboard  Consumers Calls  Routes  Activities Rosters Reports  More
Advanced
- | % Generate Export s
S | Search | Clear All Fi | Close
=
=
z Type Client Contacts -
o
Agency Aging Services, Inc. -
§ Description Sample Client Contact Export
2
Note: The start and end date apply to the Assessment date, not the event/contact date.
x Start Date 10/1/2012 @
s
T
z End Date 1/31/2013 =
=
Open | Run Validation Rules | Generate Export | Print | Export Grid | Format Columns
Row Actions | Status Y | ID W | Name it Assessment Date Y Validation Errors b
(= Pass 5883883388 (Anonymous) 01/22/2013
= Pass 227372859 Peyton, Gerald 01/09/2013
= Pass 311141258 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
= Pass 418334436 Bivens, Dorothy 11/20/2012
Fail 314141341 Christian, Ova  11/14/2012 4D;I)a| Eligibility must be No if a client is 65 or older (ICC
B Fail 320245565 Bahasiak Ruth 10/0/2012 E:;J)al Eligibility must be Mo if a client is 65 or older (ICC
=] Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items
a. The assessment will automatically open.
My Dashboard  Consumers  Calls Routes  Activities Rosters  Reports More TP HSERNeS
Advanced
- . | Assessment - Christian, Ova [Individual Client Contact Form] -3
= A
c
g; il | Close | c anges | Print = | Open Audits | Edit | Find Question | 4= | mp | 3% | 3% | 3% | &2 | 3* | #* | Response History | Question Properties |
=
E
2 | Required Questions: 20 / 20 (100 %) Total Questions: 27 / 40 (67 %)
@
(3
Sections ~ 0 | Assessment View = Narrative
w || [ coltlapse All | Expand Al () (Not Answered) (+) 1. Below the LIS Asset () 2. Above LIS Asset Limit -
B Limit
2 -
2 [E Client Contact Form O 9. Not Collected ‘
[£] State Health Insurance
z Contact Informatio
= v * Is the client receiving or applying for Social Security Disability or Medicare Disability?
‘g Topics Discussed {1
= (_) (Not Answered) () 1. Yes (2 2. No
() 8. Not Collected |
v * Is the client dual eligible with mental illness and mental disability?
() (Not Answered) (2) 1. Yes 2. No

9. Not Collected

4 Topics Discussed| |

5. Locate and correct the error.
6. Click Save and Close.
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My Dashbeard  Consumers Calls  Routes  Activities Rosters Reports  More

Advanced

MyUserName -

. | Assessment - Christian, Ova [Individual Client Contact Form]

=X

=
)
g Save] | Save and Close || Close | Reject Changes | Print - | Open Audits | Edit | Find Question | 4= | wp | 34 | 4% | 82 | &% | #% | % | Response History | Question Properties |
= w T
g Required Questions: 20 / 20 (1 Total Questions: 27 / 40 (67 %)
- Sections - 0| Assessment Narrative
m Collapse All | Expand All Limit
E [E Client Contact Form 599 Hok: Collected
[E] State Health Insurance
z Contact Informatio v ¥ Is the client ving or applying for Social Security Disability or Medicare Disability?
E Topics Discussed (1 () (Not Answered) (1. Yes (=) 2. No
= i) 9. Not Collected

Is the client dual eligible with mental iliness and mentarsigability
() (Not Answered)

) 1. ves
‘ 9. Not Collected

4 Topics Discussed| |

7. The assessment will close and you will be returned to the Generate Export screen.

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

. . "
idation".
iy MyUserName -
My Dashbeard  Consumers Calls  Routes  Activities Rosters Reports  More
Advanced
- | % Generate Export — %
ol =
c
g’-) Search | Clear All Filters | Close
2o
i
] Type Client Contacts -
&
Agency Aging Services, Inc. -
§ Description Sample Client Contact Export
fid
Note: The start and end date apply to the Assessment date, not the event/contact date.
5 Start Date 10/1/2012 2
T
b End Date 1/31/2013 @
=
Open | Run Validation Rules | Generate Export | Print Grnid | Export Grid | Format Columns
Row Actions | Status Y |ID Y | Name ¥ | Assessment Date U Validation Errors e
I = Pass 888888388 (Anonymous) 01/22/2013
[*=] Pass 2273723859 Peyton, Gerald 01/09/2013
= Pass 311141258 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
= Pass 418334436 Bivens, Dorothy 11/20/2012
= Pending Validation 314141341 Christian, Ova  11/14/2012
) Fail 320245565 Bahasiak Ruth 10/10/2012 Dual Eligibility must be No if a client is 65 or older {(ICC
= Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items

8. Click Run Validation Rules.

a. Ifallerrors 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.

You can correct and revalidate each assessment individually OR you can cor-
rect all assessments and then revalidate the entire export batch. Which method
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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 have met all CMS requirements can be included in an export file.

P To generate an export file

1.

2.

3.

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.

Click Generate Export.

My Dashboard  Consumers  Calls Routes  Activiies Rosters  Reports More HIPESSRNe
Advanced
o | ¥ Generate Export o
& | Search | Clear All Filters | Close
s
E Type Client Contacts -
&
Agency Aging Services, Inc. M
é Description |Samp\e Client Contact Export |
s
Note: The start and end date apply to the Assessment date, not the event/contact date.
z Start Date 10/1/2012 2
2 End Date 1/31/2013 =
=
Open | Run Validation Rules Print Grid | Export Grid | Format Columns
Row Actions | Status Y |ID T | Name n Assessment Date Y | Validation Errors Y
(= Pass 588588888 (Anonymous) 01/22/2013
(= Pass 227372859 Peylon, Gerald 01/09/2013
=] Pass 311141268 Allen, H. O 01/09/2013
= Pass 418334436 Bivens, Dorothy 11/26/2012
(= Pass 418334436 Bivens, Dorothy 11/20/2012
= Pass 314141341 Christian, Ova  11/14/2012
B Eail 329245665 Bahasiak Ruth 10/10/2012 E;I)al Eligibility must be No if a client is 65 or older (ICC
= Pass 418334436 Bivens, Dorothy 10/10/2012
8 Items

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

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

b. Click Cancel 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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Confirm Generation Records

1 records have a status of "Fail”. Click OK to create an export that does
not include these records.

4. Ifall 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. Click OK.

- — =
File Download - Security Warning p— u

l; Do you want to save CC_01222013 130654 tt?

I! QK II Cancel

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

6. Click OK.

| @ Save As

» SHIP EXPORT TESTING

I Organize = Mew folder @ |
9 Eavorites 7; Mame Date mad‘\rfiecr:
18 Downloads || PAM_01072013 103337 bt 1/7/2013 103
B Desktop || CC_01062013 15133004 1/6/2013 4:18
% Recent Places Bl | cc_o1062013 151201 0t 1/6/2013 3:12
[ €C_12312012 1055590t 1/3/2013 4:01
i Libraries [ PAM 01032013 155412, 1/3/2013 3:53 | &
[5 Documents || PAM_D1032013 1552356 1/3/2013 3:52
o Music || PAM_01032013 100059 ¢t 1/3/2013 100
&) Pictures [ PAM_01022013 170755 ¢ 1/2/2013 5:08
B Videos || PAM_01022013 170240 bt 1/2/2013 5:02
|| PAM_01022013 165559 bt 1/2/2013 4:56 —
18 Computer [ cc12312012 134501 ¢ 12/31/2012 14
a 05 (C) ‘ L DARA 171017 1240+t | 12021 (A A T
- |4 n {2
File naml: CC_01222013.130654.6¢ | =
Save as type: {bctflls et V]
~ Hide Folders | [ save || canca |
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 the main SHIP Exports Screen.

| Information

File CC_01222013_120654.txt saved successfully.

| ok
& MyUserName -
g My Dashboard Consumers  Calls  Routes  Activities Rosters Reports More
|advanced|

< |-# SHIP Exports Al
E’ Sorted By Expart Type Add New | Open | Delete | Format Columns | Print Grid | Refresh | Export Grid | Mark Submitted
o
= ||| Row Actions | Export ID Y | Export Typte ¥ | Agency Y | Description % StartDate ¥  EndDate Y | Submit Date ¥ | Submitted Successfully ¢ | ltems
g = % -] ICC Aging Services, Inc. Sample Client Contact Export 10/01/2012 01/31/2013 B T I

||

= Current export functionality only accommodates the reporting of

new contacts and/or activities. Once a contact/activity is reported
IMPORTANT NOTE: to CMS (either through the use of an earlier export or by keying
in through the SHIPtalk web portal), any changes, corrections,
or deletions must be done through the SHIPtalk web portal.

Submitting an Export to CMS/ SHIPtalk

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

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.

P To submit an export to SHIPtalk
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1. Loginto SHIPtalk.

The National SHIP
Resource Center

1/

s

Find a SHIP Find a Counselor REGISTER

Enter User Name and Password

What is SHIPtalk?

| Log ©n Usemnarme (email)

i The State Health Insurance Assistance Program, or SHIP. is a national program that offers one-

_/J on-one counseling and assistance to people with Medicare and their families.

GO>> | Forgot password?

2. Selectthe "Upload" tab.

The National SHIP
Resource Center

I/

state health insurance

ship S

NPRReports

‘ Search Users

Use the search feature to find Users by their first name, last name or both. The results are filtered based on your
role and search criteria.

User List
Add a New User
3.
4. Browse for the appropriate file.
5. Click "Validate".
a. Ifthe file passes validation, a new "Process" button will appear. Click this to complete
the upload.

6. a. Ifthefile 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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2 Advanced Search
The National SHIP § :

Resource Center |

state bealth insurance |

amp aasistance programs

SHIPProfile NPRReports

Upload CC or Pam File

Uplead CC or Pam data file for processing. Files will be uploaded, validated and processed.

View recent activities

P —%

([ Browse.. ) »
bR -

m If a file does not pass validation, none of the records in the file will be uploaded.
7. Logout of SHIPtalk

Completing an Export

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 are marked as having been successfully

reported. Marking an exported as Submitted Successfully will permanently exclude the records from
being included in other exports.

P To complete an export

In Harmony for Aging and Adult Services, navigate to the SHIP Exports screen.
2. Highlight the appropriate export.

Y, My Dashboard Consumers Calls Routes  Activities Rosters Reports More Myllseriame ~
Advanced

¥ SHIP Exports

al X

Surted By Expart Type Add New | Open | Delete | Format Columns | Print Grid | Refresh | Export Grid | Mark Submitted

Row Actions | ExportID ¥ Expori"l'ypl? Agency
= = 6 ICC

W | Description % StartDate ¥ | EndDate Y | Submit Date ¥ | Submitied Successfully ¢ | ltems

Aging Services, Inc. Sample Client Contact Export 10/01/2012 01/31/2013

Recently Opened

T

I = = i IcC Aging Services, Inc. Client Contacts for 1/22/13 0172212013 0172212013

1

3. Mark the export as Submitted Successfully by right clicking and selecting Mark Submitted or
by selecting Mark Submitted from the menu options.
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My Dashboard Consumers  Calls Routes  Activities Rosters Reports More Myllseriame ~
Agdvance:
- || 1= SHIP Exports %
A=
c 5 = . =
“—_!‘,I‘ Sorted By EXparE Ve ] Add New | Open | Delete | Format Columns | Print Grid | Refresh | Export Grid | Mark Submitted
T;‘ Row Actions | ExportID Y | Export Type 7 | Agency W | Description % StartDate ¥ | EndDate Y | Submit Date ¥ | Submitied Successfully 7 | ltems
§ = * 6 IcC Aging Services, Inc. Sample Client Contact Export 10/01/2012 01/31/2013 7
=
= ® F ICC Aging Services, Inc. Client Contacts for 1/22/13 01/22/2013 01/22/2013 1
" Add New
-]
2 Open
Delete
£ Refresh
T
%
z
Format Columns
Print Grid
Export Grid
Confirm

Are you sure you want to mark submitted "SHIP Export - 7 Client
Contacts for 1/22/13"?

Once an export is submitted, it cannot be undone and the export cannot
be modified.

| Yes || Mo

4. You will be returned to the grid, the export will be marked as Submitted Successfully, and the
Submit Date will be populated.

My Dashboard Consumers  Calls Routes  Activities Rosters  Reports More Myllseriame ~

Advanced |
= ER SHIP Exports 1%
= 5 P
g‘) Sorted By Export Type . Add New | Open | | Format Columns | Print Grid | Refresh | Export Grid |
T;‘ Row Actions | ExportID Y | Export Type 7 | Agency W | Description ¥ StartDate ¥ | EndDate Y | Submit Date ¥ | Submitied Successfully 7 | ltems
§ = x 6 IcC Aging Services, Inc. Sample Client Contact Export 10/01/2012 01/31/2013 7
=3

= F ICC Aging Services, Inc. Client Contacts for 1/22/13 01/22/2013 0172212013 0172212013 : 1

Reviewing, Editing, and Deleting Exports
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 from within the export, and
save a fresh copy of the original export file.

Export Contents

P 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 the Row Actions column.

4. The export will open.

7.

At the top of the screen, a read-only copy of the original export criteria will be displayed. There
are also two menu 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)

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 4 menu items.

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

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

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

IMPORTANT NOTE:

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.

P To save a copy of the original export file

o > 0o =

Navigate to the SHIP Exports screen.

Highlight the appropriate export.

Open the export by clicking on the folder icon in the Row Actions column.
The export will open.

Click Save Export Locally.
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My Dashboard  Consumers  Calls  Routes  Activiies Rosters  Reports  More RESECERTER

Advanced|

_-; SHIP Export - Sample Client Contact Export — %

Export Type Client Contacts

Recently Opened

Agency | Aging Services, Inc.

Description amp

Tools

Start Date  10/1/2012 a8

End Date 1/31/2013

i orflow

Submit Date

| Print Grid | Export Grid | Format Columns

Row Actions | ID ¥ | Name hTE Assessment Date Y
i 288888888 (Anonymous)  01/22/2013
311141268 Allen, H. O 01/09/2013
227372859 Peyton, Gerald 01/09/2013
418334436 Bivens, Dorothy 11/26/2012
418334436 Bivens, Dorothy 11/20/2012
314141341 Christian, Ova  11/14/2012

PRERE DR

418334436 Bivens, Dorothy 10/10/2012

7 Items

6. You willbe prompted to save the file.

7. Click OK.
8. A standard dialog window for saving a file will open. Browse to the appropriate location and
save thefile.
9. Click OK.
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 you may 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 been marked as successfully submitted, you can make the appropriate changes
and create an updated batch.

P To edit an export
1. Delete the export that contains the assessments that need to be updated (see "Deleting
Exports" on page 60).
Locate and edit the appropriate assessments.

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

m You may find it easier to link directly to the assessment from within the existing batch,
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60

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 changes will be made to
the actual export file until the batch is deleted and recreated.

Once afile has been marked as successfully submitted, it cannot be
IMPORTANT NOTE: |deleted and, therefore, its contents cannot be edited as described above.
In this scenario, edits will need to be made directly in SHIPtalk.
Deleting Exports

P To delete an export

w0 D~

Navigate to the SHIP Exports screen.
Highlight the appropriate export.
Highlight the batch to be deleted.

Click on the red X icon in the Row Actions column.

i My Dashboard ~ Consumers Calls  Routes  Activities Rosters Reports  More il is s
vanced

Y
o

¥ SHIP Exports

Sorted By Export Type
Row Actions | ExportID Y | Export 'Aryp( W | Agency Y | Description

Recently Opened

al X
Add New | Open | Delete | Format Columns | Print Grid | Refresh | Export Grid | Mark Submitted

Y StartDate ¥ | EndDate ' | Submit Date Y | Submitted Successfully ¢ | ltems
6 ICC Aging Services, Inc. Sample Client Contact Export 10/01/2012 01/31/2013

7

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

IMPORTANT NOTE: don't see this option, contact your system administrator.

= [tis not possible to delete a batch that has been marked as suc-
cessfully submitted to CMS.

= The ability to delete a batch is controlled by your security. If you

= Deleting a batch that has not yet been marked 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 information may 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 Agency Code assigned to your agency by CMS. 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.

P To personalize your SHIP Settings

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

My Dashboard

™

itly Opened | &

Consumers  Calls Routes  Activities Rosters Claims More MsterNameEI

2. Select My Settings from the menu that is displayed.

5 MyUserName -
My Dashboard Consumers Calls  Routes  Activities Rosters  Claims More

I e seies |

T

ecently Opened o

3. SHIP specific data is located at the bottom of the Default Settings section.
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Advanced
* My Settings
| |

Recently Opened

Default Settings

Agency

Tools

Provider

Care Manager

Workflow

Care Program

State

County

Area Code

Service Delivery Month

Info Release Authorized

arcyiver @

Rows per Page 50 (=

My Dashboard Consumers  Calls  Routes  Activities Rosters  Claims  More MyUserName -~

| Default Settings | HFM Administrator | Reset My Settings

e N W 7
- Robert Basket 98 Southern Pine Rd.
Roster HighLight Color ‘ | N -

[l R

‘(8 Items)

|7 %

Use Current Month

No b

SHIP - Agency Code

SHIP - Counselor User ID

SHIP- Counselor Zip Code

Module -

4. Enter the 6 digit Agency Code assigned to your agency by CMS. 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).

LING MUCISOSE SULTI ILTu L 18] -

SHIP - Agency Code (123456

SHIP - Counselor User ID

SHIP- Counselor Zip Code

Bl e ol m

5. Enter the Counselor User ID assigned to you by CMS. 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).

v —— R

SHIP - Agency Code 123456

SHIP - Counselor User ID |0gogog

SHIP- Counselor Zip Code

Mrdula

6. Enter your Counselor Zip Code.

ANEIAF PV LT L E B e [T1%) -

SHIP - Agency Code 123456
SHIP - Counselor User ID ggogag
SHIP- Counselor Zip Code |20171

Meadula
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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.

Default Settings

Agency | Aging Services, Inc. -

Provider | Mew Brighton Senior Center = x |

Care Manager

8. Click Save 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; this means that

you can create a service delivery record with a couple of clicks of the mouse instead of entering 6 or
more pieces of data.

= Ifthe appropriate service template(s) have already been set-up, you should skip
this section.

P To create a service template
1. Thisis a one time set-up task and may have already been performed by your system admin-
istrator.
If the appropriate service template has not been set-up, you can create one.
Open a consumer and navigate to the Service Deliveries section of their record.

a. ltdoesn'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. Click Add New.

Search... My Dashboard  Consumers Calls Routes Activities Rosters Reports More FIVHISEERSEE:

Advanced

e’ k‘.onsumer - Ambrose, Jessie (503162667) r_\k =g
Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals R te% Service Deliveries ISeNice Orders

Sorted By Service Month/Year e TEETE T Copy | Print > [ Format Columns | Print Grid | Refresh | Export Grid

Recently Opened

emplate | New Service Template | Open Audits

Drag  column hesder and drop it here in group by that column

||| Row Actions | Service T | Type Y | Unit Price 7 | Total Units Y | Service Cost ¢ | Service Month/Year kT
E [ ™= X Home Delivered Meals 1 meal §7.00 2.00 $14.00 July, 2012

[ ™= ¥ Home Delivered Meals 1 meal $7.00 2.00 §14.00 February, 2012
u_%_ [ ™ ¥ Home Delivered Meals 1 meal 57.00 15.00 $105.00 May, 2011
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5. Record a service delivery that has all of the characteristics of the service delivery for which you
wish to create a template .

a. Inthe 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.

SEarch... My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More sl T
Advanced
— | & Consumer - Ambrose, Jessie (503162667) =i
o
=
g; Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= |Service Delivery - SHIP Assessment, 1 Units X |
§ Savg | Save and Close ase | Add Mext | | Print ~ | |
=
Specify units by day in the calendar below:
Care Program | Elder Choices - 01/01/2005 - (No End Date)... -
s
2 Agency Active Aging, Inc. - November, 2012
e - mmmﬂﬂﬂ
z
5
5 Service Category - i 5 %
5
= Service |SHIP Assessment T
4 5 [ 7 8 9 10
Topics |(D Items) “‘;'
_ 11 12 13 14 15 16 17|
Service Month/Year 11/2012
Units 1.00 18 19 20 21 22 23 24
Unit Price $5.37 25 26 27 28 29 30
Type
Total Cost | &
Diagnosis Code [I=:]
o Comments
Service Order No: | Orde on |2‘

Save and Close the service delivery.
The screen will refresh to show the service delivery list view.

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

Search... My Dashboard Consumers  Calls  Routes  Activities  Rosters Reports  More g (2 T

Advanced
2 22 Consumer - Ambrose, Jessie (503162667) =i
g Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= Sorted By Service Month/Year Add New | Open | Delete | Copy | Print ~ | Format Columns | Print Grid | Refresh | Export Grid
3 | Use Serv emplate ||Mew Service Template || Open Audits
E: Diag a column header and drop it here to group by that column
= Row Actions | Service Y Type Y Unit Price ¥ | Total Units SerwceTusl Y Senvice MonthrYear Y
(= 5 = x SHIF'Assusmeﬂl Assessments Completed @5137 I.pl] $5.37 November, 2012

s ™ x Home Deliversd Meals 1 meal $7.00 2.00 $14.00 July, 2012
é % ™= ¥ Home Delivered Meals 1 meal $7.00 2.00 §14.00 February, 2012

9. Adialog box will be displayed.

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

b. If youwantto 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.

Add Service Template £

Description | Elder Cheoices - SHIP Assessment

1s Call Default ||

\ | 0K ||| cancel |

10. Delete the service delivery you created.

MyUserName -

Search... My Dashboard Consumers  Calls Routes  Activities  Rosters Reports  More
Advanced|
o | & Consumer - Ambrose, Jessie (503162667) - %
= (I
c
g‘.) Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders
= | Ssorted By Service Month/Year Add New | Open | Delete | Copy | Print » | Format Columns | Print Grid | Refresh | Export Grid
z | Use Service Template | New Service Template | Open Audits
5
= || Drsg a column header snd irop it here 0 group by that column
_a ||| Row Actions | Service Y | Type Y | Unit Price ¢ | Total Units % | Service Cost % | Senvice Month/Year X
5
(= g - HIP Assessment Assessments Completed $5.37 1.00 $5.37 November, 2012
s ™ x Home Deliversd Meals 1 meal $7.00 2.00 $14.00 July, 2012
z
2 5 ™= ¥ Home Delivered Meals 1 meal $7.00 2.00 §14.00 February, 2012
= | " P i TE cans
Delete

Are you sure you want to delete "Service Delivery - SHIP Assessment,
1.00 Units"™?

| | ves ]|| No |

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.

2.
3.

Navigate to My Settings.

i Activities Rosters Reports More g LESRCITLE

[ v serings | |

Scrolldown to the | & R Settings section.

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

a. Never: This means 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): This means than when
a call is saved, the user will be able to record a service delivery for the consumer, if they
are aregistered consumer. If the consumer is anonymous, a service delivery can be
recorded for a Consumer Group.

c. To Consumer Group Only: This means that when a call is saved, all units of service will
be delivered to the Consumer Group and not to the specific consumer.

Set the Display Service Template List when saving call. If set to Yes, then a user will be able
to pick from a list of service templates when recording the resulting service delivery.

o MyUserN: -
My Dashboard Consumers  Calls Routes  Activities  Rosters Reports  More dadlio- Tl

B
D

* My Settings

| | | Default Settings | Reset My Settings

SHIP - Agency Code | 123456

Recently Opened

SHIP - Counselor User ID | 0gagog

SHIP - Counselor Zip Code 0171

Tools

Module

Care Plan Settings

Workflaw

Service Plan Schedule Type

Default Duration (Monthly) 12 (=

Assessment Settings

Required Question Prompt? | Yes
Default Reassessment Date (Months) 122
Medication List Mumber Taken Default? g.ooo

Update Consumer Record? Most Recent only

I&R Settings
call letion Option =
call Summary Print n v

Call Service Delivery Option

To enrolled consumers (or consumer group when anonymous) -

Display Service template list when saving call yes
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» Ifthese 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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