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Introduction

National Family Caregiver Service Program (NFCSP) - Title IlI(E) Data Management

SAMS 1.8., the software used as part of the SIMS project, has several features that relate directly to the
National Family Caregiver Service Program. The SAMS Family Caregiver Addendum discusses SAMS
setup and data entry as they relate to caregiver services reportable to the Administration on Aging (AcA).
The Addendum also explores entering service data that might be required of your department or
organization but that should not be reported to the AoA .

A0A Reporting Requirements for Family Caregiver Services

AoA reporting requires that Family Caregiver Services be broken down into "Group 1" and "Group 2"
services.

Group 1 service reporting requires an unduplicated count of consumers served. All Services are
reported for each Consumer.

Group 2 services only require an estimate of consumers served. All Services are entered for a
Consumer Group.

In SAMS, all services are mapped to the five (5) AOA service groups (see Appendix 2).

Service Group | Consumer / Consumer Group
Counseling/Support Group/Caregiver Training | Group 1 | Consumer

Respite Care Group 1 | Consumer

Supplemental Services Group 1 | Consumer

Access Assistance Group 2 | Consumer Group

Information Services Group 2 | Consumer Group

For general reporting purposes, it's always preferable to enter service deliveries through the

appropriate registered consumer. However, if no additional information about individual consumers

is known or necessary, users can enter Group 2 service information using consumer groups
(aggregate data). SAMS Data Entry (on page 4) outlines how to enter service data into both
consumer and consumer groups.
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SAMS Data Entry

Caregivers and care recipients are SAMS Consumers. Users need to create a Consumer record for both
caregivers and care recipients if they do not already exist in SAMS. Only the caregiver needs to be enrolled
into the Family Caregiver Support Program.

Once the records have been created, users establish a caregiver/care recipient relationship through

Consumer Details.

Enrolling the Caregiver

Caregivers receiving Category | services in SAMS must have an association with a care recipient. In order
for Services to be counted correctly, the Caregiver must be added to the SAMS database and enrolled in
the Family Caregiver Support Program.

To enter a new caregiver

After you successfully login to SAMS,

o2
1 Click Consumers . /2=
|
2 Click Search | to ensure that the caregiver's record does not exist in the database. The Search

functionality in SAMS searches the entire statewide database so that you do not enter duplicate
consumers by mistake.
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i % Search Consumers

= Consumer
Last name is like and
First name is like
Date of birth is
S5M
Social Sec. Last 4 Digits
Client ID like
Ak Mame is like
Mecicaid Mo, like
Mecicare Ma, lke
Area Code
Hirne PRAane
Aleernate 1D is like
Ethnic Race

General

Care Providers

Add New l

Fird

Clear

0 And i, Willie M
325184640 Anderson, Eliza
401140375 Anderson, Ann
110275732 Anderson, Maudie
S071%547 Anderson, Alma R
319042576 Anderson, Era
125245041 Anderson, Edward B
510127113 Anderson, Fannie
422242818 Anderson, Evelzna

Dezalls |

1910
032511918
04/01/1914
011041927
05071919
031971904
01/25/1924
05/10/1912
042211924

123-45-4640
123-45-0375
123-45-5739
123-45-4547
123-45-2576
123-45-5041
123457113
123-45-2818

f
Baston
Baston
Boston
Eoston
Boston
Eoston
Baston
Eoston

Primary Phone

{617) 555-5555
{617) 555-5555
(617) 555-5555
(617) 555-5555
{617) 555-5555
(617) 555-5555
{617) 555-5555
(617) 555-5555

1

Cancel

[ L |

3 If there is no match, click Cancel on the search consumer screen.

Lk Social Assistance Management System - [Consumers]

P Ele Edt View Tooks Window Help P

Bl
JRETE

Unie Distribution | & Invoices | B8 payments ‘

B
X Close Consumers | 7| Register | [ Mew | = Open X 0lere | B8 Properties & Contacts | ¢ Care Envolments | ] Servics History | ¢ Care Recipients | % Careqivers

.

Consumers > [ ewfl) v Vyapply % dear | 7 Fiter | B Find | @ Search | [§ Merge | @

Refresh ‘ S print... [ Print Preview. .. |

Roxbtry
Harwich
Amberst
Amberst
Accord
Holyoke:
Acushnet
Wedford
Newhon
Newton
Neswton
Newton
Mantucket
gD
Halifax
Newton
Berkley
Hewton
Mawion
Holyaka
Boston
Brockton
Neswton
Brainiree

Sufiok
Barnstable
Hampghire
Hampghire
Plyrouth
Harmpden

Bristal

Middlesesx
Middleses
Middlesesx
Middlesex
Middlesex
Mantucket
Migidiesay
Plyrmouth

Middlesex

Bristal

Middlesesx
Migdiesar
Hzmpdar

Plymauth
Middlesex
Morfalk

% consumers | 7| Rosters | @@ Routes | 2 Reports | cts
*+Perry, Alan Test - Guest1300008108, Kenneth ~ Mame = Previous S Mext [ Sork Current Page

Consumers - Sorted By Name
370040,

2014159, 312, Chestudiey M £2/401,/2007
1346033... 99, Agent 05/22/2007
1326039,., Aaga, Aaa A 01/01/2006
1323562.., AAAbean, Bob 09/07/2007
1325236... AasBogus, Testonly R 09/06/2007
1324047 ... Aardvark, Jason A 01/01/2006
1356574.., Aaron, Al 09/07/2007
1361765... Aaron, Amelia 09/07 /2007
1394587 ... Aaron, Amos 09/07 /2007
1394669... Aaron, Ay 09/07 /2007
1357529... Aaron, Bobby 09/07/2007
1387661... Aaron, Enis 09/07/2007
1302408... Aaron, Erica 09/07/2007
1322141,.. Aaron, Hark K 1271242006
1362086.., Aaron, Hark T 0372172007
1344161... Aaron, Max 09/07 /2007
1389167... Aaron, Ty 05/13/2007
1318700... Aarons, Aaron 09/07 /2007
1300315, Assp, Dan A 01,/01/2008
1375708... Aaspar, Dan & 11019006
1314329... Azsperitis, Trudy 11/01/2006
1385813... Abagail, OCES Adams A 04/26/2007
1365905... Abcoefg, Bibby 09/07/2007
1376969.,., &bdul, Paula L 03/26/2007
<

Date Registered Taown of Residence County of Residence | Primary Phone

-111...
(517} 555-0900
(505} 999-0093
(282} 202-0181
(603) 5487548

©17) 111-1111
(508) 9956565

(978) 555-555..

(617} 223-4774
(617} 188-1838
(508) 929-2923

(617} 5556666

RNENSOONEEEORNERESRERERERR-RD

T

‘Paue 1, 10003 of 59341 Items, 1 Selected ‘

‘ MISMANAGER. |SAMSZK,MA,SANDEO>< ‘10#194’2007 ‘ 101z AW

4 Click the New button (this will open a new consumer record) and enter as much information as
possible. As noted in the Massachusetts Family Caregiver Support Program business rules, every
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effort should be made to obtain the following Caregiver characteristics required by AoA for NAPIS

reporting.
(1)  Relationship to Care Recipient
(2 Age
(3) Gender
(4)  Ethnicity
(5)  Ethnic Race
(6)

the age 18).

| 7 General

§% Contacks
¢ Locations

e Phones
&_User Figlds

gﬁtare Enroliments (1}
f‘% Co-Pay

@ Care Managers

[ & Fund Identifiers

£ Providers

3 Caregivers

(7% Care Recipients

12 Jervice SUspension

&9 Ethnic Races /

Care Recipient Age (this is especially important when care recipients are under

Untitled - Details
=

Personal

Firsk Mame

MI

Last Mame
Suffiz

Maiden Mame
AkA Marne

Date Registered

Matikal Stakus
Gender
Birth Date
SSM
Info Relzase Authorized
Defaulk Agency
Area Code
Home Phone
# Residential Address
[+ Mailing Address
¥ NAPIS
[+ Status
¥ Insurance
Other
Characteristics

Consumer Details Last Reviewed

02{19/2007
02419/2007

e—
—

Mo

5 After entering the information on the screen shown above, click Care Enrollments title (hyperlink).

6 Check the Care Programs list. The caregiver needs to be associated with the Family Caregiver Support

Program Care Enrollment. SAMS will automatically enroll the Consumer in the NAPIS Title Il program

as a default. This Caregiver is not yet enrolled in the Family Caregiver Support Program Care

Enroliment.

7 Click Add Care Enrollment and add the Family Caregiver Support Program Care Enrollment.

IO
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! Social Assistance Management System - [Anderson, Clara - Consumer]

@ Fle Edt Yiew Tools Window Help

1=

=1l
% Consumers | ﬁRnsters | @ Routes | | Reports | [€h Contracts | Unit Distribution | F Invaices ‘ 1 Payments |
Consumers || anderson, Clara - Consumer ‘
X Close Consumer | & seve [ save and Close | E Print Consumer [ &, Print Preview Consumer | [ Add care Enrallment ¢ Edic Care Enrallment 2

Andersan, Clara | 301267732 | 03011926 | 80

Confents Anderson, Clara - Details
] Status Date | Start date End Date
. T General |napr 2 111
5 Contacts
3 44 Lozations (1)
E8 Add Care Enrollment 1
Ba Phanes (1) Detais:
“ 3 User Fields Level of Care Federal Administration on Aging. . ok
“2-% Farnily Caregiver Support Progr:l

@ Ethnic Races

Care Program Mame  Family Caregiver Support Progr... Cancel
{3 Care Enroliments

Co-Pay Type
Add Next

Consurner Co-Pay 0.00

= @ Cere [Managers Application Date 0z/16/199
. Received Date 02/16/1992
[ Fund Idontifiers Termination Date
=k m Providers Status Active

Reason
Status Date
Start Date
End Late

|0zf18i1998
02/16199

€2 Ceregivers

= B Care Recipients

-

n

|'1 Item, 1 Selected ‘ STATEADMIN

SAMS2K_CASE_TEST | 5/6/2006

BATAM

8 Click Care Recipients.

9 Click New Care Recipient L =1,

ocial Assistance Management System - [Anderson, Clara - Consumer]

& Fle Edt Wiew Took Window Help

=l
JSIE. TS

@ Cansumers | @Rusters ‘ @Routes | % Reports | (Ch Contracks it Distribution. | % Invoices | %Pay’ments |

Consumers H-Ande‘rsdnj Clara - Consumer |

X Close Consumer | & save [ save and Cose ‘ & Print Consumer [ &, Print Preview Consumer | D Add Care Recipient ¢/ Edlit Care Recipient ‘

Andsrson, Clara | 301267722 | nao1f1926 | 80

Contents Anderson, Clara - Details

1 General

@ Cantacts
-5 Locations (1)
& Phones (1)
) User Fields

& Etnic Races

Details

Relationship To Care Recipient
Family Caregiver Program Type  Federal
Is At Risk For Abuse Or Meglect  Don't Know

<33 Care Envollments (2)

82 Care Managers

| % Fund 1dentifiers

€ Providers

€2 Caregivers

Relatinnship ToR. .

‘D Items |

| stareapwmn  samsek_cese TesT | Sfefpaos | omzem

The care recipient relationships only needs to be identified in the caregiver’s consumer record.
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10 Click the Browse J button in Care Recipient.

11 Use Search Consumers to find the Care Recipient, if they do not exist, you will need to click New. Enter

information as known and click Find.
x|

[l Consumer
Last narne is like il

Fir<t name is like

Date of birth is

55N

Sacial Sec., Last 4 Digits
Client 1D like

AKA Mame is like
Medicaid Mo, like
Medicare Mo, like

Area Code

Hrme Phns

Alternate ID1 is like
Ethnic Race
General
Care Providers

Click Here
0 Create a

Find Clear

Add Mew

Full Mame AKA Name |DOE 55h | Town | Primary Phone -

Clier

42 Sriith, Dovie 04/ i 5-5555
520693929 Smith, Linda 05/20/1969 123-45-8929 Boston (6171 555-5555
510125129 Smith, Warrere H 05/10/1912  123-45-5129  Boston (6171 555-5555
122113370 Smith, Bertha 01f22/1911  123-45-3370 Boston (6171 555-5555
401304036 Smith, Thomas 04/01/1930 1234959036 Boston (5171 555-5555
513574570 Smith, Roger 05131957 123-45-4570 Boston (6171 555-5555
414229073 Smith, Clarence 04/14/1922  123-45-9073  Boston (6171 555-5555
506187543 Smith, Brevard 05/06/1918  123-45-7843 Boston (5171 555-5555
316203771 Smith, willie 03161920 123-45-3771 Boston (6171 555-5555 LI

Details Ok I Cancel |

12 Highlight the consumer.
13 Click OK.

14 Select a Relationship to Care Recipient, Family Caregiver Program Type.

¢ Add Care Recipient x|

Details

Care Recipient Smith, Thomas K
Relationship To Care Recipient  [glEeElgs} =l
Farmily Careqiwer Program |vpe | Federal Lancel
Is Ak Risk For Abuse Or Meglect  Don't Know

Add Mext

e

15 Click OK.

16 Click Save to save the changes to the caregiver record.
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Entering Consumer Groups
Caregivers receiving Category Il services, (including access assistance or information through print
media, multimedia or group outreach,) are accounted for in SAMS through consumer groups. There

is no requirements to gather characteristics information on these caregivers however, it is
necessary to record the estimated count of consumers in such a consumer group.

To create a new consumer group

1 Click Consumers .

2 Use the list in the upper left to select Consumer Groups.

J_@l Social Assistance Management System - [Consumer Groups]
@ File Edit View Tools Window Help ;IEIEI‘
@ Consumers ‘ @Rosters | @Routes ‘ (&l Reports ‘ ECDntracts | Init Distribution ‘ glnvoices | %Payments |

Consumer Groups ‘ Smith, Thnmﬁ _\

X (lose Consumers | @P}uih’er}lpen ¥ Delete | £ Properties | % Care Envollments | [E] Service History | (& Care Recipisnts | (% Caregiiers
feonsumer Groups o B | cany - A * Wstpply % Clear | 7 Flter | B Find | #8 Search | [f Mergs | @ Refrech | e i
Consumer Groups

) Sprin Inc.
Females Over 60 springwell, Inc,

|ZItEmsJ15E\EEted‘ STATEADMIN  |SAMSZK_CASE_TEST | S/6/2006 | L3sPM

3 Click New Click

i Social Assistance Management System - [Consume New

|2 Eile Edt view Tools window Help — 1=

&P Consumers | ZE)Rosters | @ Routes | (] Reports oreomTaTI—TTrErohic Distribution | 3¢ Tnvoices | B Payments |

[| % close consumers | 2 register | 0 New [I= Open < oeice | G Propertios i coniarts | <3 Care Envalmerts | 5 Servics History | (2 cor= fecpients | G2 cereavers B
Cansumer Groups ~ | cam RI X0} ~ zapply % Clear | P Fiter | 2o Find | @ Search | [W#]Merge | % Refresh | & Prink.. [& Prink Preview.
Consumer Groups

Greater Lynn Senior
Alzheimer Coaching Services Rancho Murietta

Baypath - Brendan Framingham Congregrate Routs 49 Framingham BayPath Elder Servi... South Middlesex Legal Services

Beacon Consumer Group SeniorCare, Inc.

BES Foxfield Taxi Fall River Eristol Elder Service. Foxfield Taxi

BPES - Caregiver BayPath Elder Servi...

braintree congregate mealsite Braintree

CAE ABCD Project Healthy City of Boston, Comm. on Affairs of the Elderly

CAE- Exercise Boston City of Boston, Comm. on Affairs of the Elderly

Canton Congregate Meal HESSCO Elder Servi... Canton HESSCO

Caregiver infaramtion and assistance

Caregiver Mewspaper Elder Services of Be... E. S.B. C

Caregiver fradio spot Elder Services of Be... E. S. B. C

CESI - Maket Ministries Congregate Meals

CGA - Brochure Distribution Caregiver Alliance

Chamber of Commerce Outreach City of Boston, Com...

Clay St Party group

Cras

COs friends club

Community Activity Participants Elder Services of Be... E. S.B. C

Doe, John Boston Springwell, Inc.

ERIN Congregate Meal test Spokane Greater Springfield .

ESBEC - Access Assistance by Month City of Boston, Com.

ESBCI - Geriatric Assessment Elder Services of Be,

ESBCI - Legal Assistance Elder Services of Be.

ESMY - Alternate Living Arrangement Elder Services of M. =1

[212 1ems. 1 selectea | MISMANAGER  [Samszk Ma sanDBox | 10/19/2007 | 10115 am
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4 Use the description field to name the consumer group.

The following distinct consumer groups should be created in SIMS at the AAA/ASAP level using the
following naming structure: Newspaper readership, TV/local cable stations viewership, radio station
audience, working caregivers, community activity participants, COA/Senior Center participants, civic
organizations membership, health fairs participants and general caregiver inquiries group.

5 Click Care Enrollment
6 Click Add Enrollment
7 Enroll Consumer Group in the Family Caregiver Support Program — Title llI(E)

) Social Assistance Management System - [Untitled - Consumer Group]

OF Ele Edt View Toos Wndow Help _|& 1||
73 Consumers | 7B Rosters | @ Routes | (] Reports | Ch Contracts | 58 Unit Distribution | & Invoices | gk Payments ‘

CONSUMEr Graups H Untitled - Consumer Group |
J % Close Comsumer Groups | [l Ssve |G Ssve and Close || [ add Core Envollment 7 Edit Cars Envolment X Delete Care Envalinent ‘

Untitled | & Print Care Enrollments
Untitled - Details
. StartDate__Encl Date

General
€ Genersl 7 NAPIS - Title III

4@ Ethpic Races EE Add care Enrollment

) User Fislds Details:
Lewel of Care Federal Administration.. oK

Farnily Caregiver Supg x|
[ Fund Tderitfiers Care Program Mame  Family Caregiver Supp... )
€ Providers Application Date 10/09,/2007 Add Nest
Received Date 10/09,/2007
Termination Date
Stats Active
Reason
Status Date 10/09/2007
Start Date 10/09/2007
End Date

1 Item, 1 Selected MISMANAGER  |SAMSZK_MA_SANDBOX | 10/9{2007 | 11:01 AM

Entering Service Orders

Service Orders are required for all Services that involve an external provider contract, sub-grantees,
or if they are required by your ASAP / AAA business practices.

This section explains how to add a Service Order if it is required.
1 Click Service Orders in the Consumer record.

[

on the toolbar.

2 Click Add Order
3 Fill in the following:
Care Program Name: Family Caregiver Support Program - Title IlI(E)
Agency: Springwell
Provider: Greater Boston Chinese Golden Age Center
Effective Date: Enter today’s date

10 1/23/2008



4 In the right hand pane of the screen, click Add Item.

5 Select a Service of Respite - Adult Day Health

6 Enter in Ordered Units field, type in 16 - please be aware that the unit types (i.e. hour,
session, day) differ based on the service, reference Appendix 2 for more information on
SAMS unit types for each service.

7 Press Apply and Close Item.

8 Press Save and Close and choose “Yes” to save the Service Order.

Order MNo.

Agency
Provider
Subprovider
Effective Date
Expiration Date
Cost

Order Items

Instructions

The Consumer Journal

Care Program Mame  Family Caregiver Support Program...

Springwell, Inc.
Greater Boston Chinese Golden Ag...

03/13/2007

50,00

0 Items
|
=

Service Order

[ Addttem  pEditTtem X Delete Ttem

ﬁwy & Close Item X Close Item

Subservice

Ordered Price Cost Delivered |Status

Reason

Service Order Item

Service Category  Respite/Day Services

Service

Fund Identifier
Subservice
Ordered Units
Unit Price
Ordered Cost
Status

Reason

Status Date

Comments

Respite - Adult Day Health

{0 Items)
16.00
§325.00
§5,200.00
Open

03/13/2007
0.00

The Consumer Journal is used for the documentation of specific caregiver information, such as the

following:

* Results of a Caregiver assessment

+ Notes regarding a Home Visit

* Telephone contacts

e Services

To add a general journal entry to a consumer

10 Click Consumer Journal in the Navigation pane.

11 Click Add Journal Entry

O

11
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12 Choose the Journal Type from the drop-down list that best describes the activity.

13 Enter a Subject of "Result of Caregiver Assessment"

J_E{‘.; Social Assistance Management System - [Keys, Edward - Consumer]

& Fle Edit Wew Tools Window Help == ll|
% Consumers ‘ @Rasters ‘ @Routes | %] Reports | [T Contracts | =22 Unit Distribution | & [nvaices | @Paymants ‘
Cansumers || Keys, Edward - Consumer
X rlose Consume: ‘ save [B4 save and Close | [ ade Jownal Entry ¢ Edit Journal Entey 24 Dlete dourmal Entry | 5 apply 3 Apply And Close 2
Keys, Edward | 821400001 | 08/211940 | £5 | 09/05/2005 - 03j04/2007 | Assigning Supervisor | <3 Journal History | &5 Print Journal Entry | 2
Carkenits Keys, Edward - Consumer Journal
Zntry Date Entry Time Journal Type Subject
] I M rog ks visit One
B
Journal Entry x
Dietails Journal Type  Progress Motes
Subject My consumer's second journal entry
Ertry Date 1002412006 . .
@ Right-click
Entry Time 0z2:19 PM
Assessments to correct
o Progress notes go hre and can be spell checked.| spelllng
“‘_g Carrections he
Add to custom dictionary her
Care Management
Add to ignore list are
= 7 ere
’_'==} Wnda Gtz ;
E_gé ire:
ers Gl Chrl43 ore
Copy. CLrl 4= hare:
= Paste Chrl+y
Delete el hire
ice Deli
Actions
¥ =
|1 Item, 1 Selected | STUDENT1 SAMS2K_SIMS_TRAIMING | 10/24/2006 | 2:21 PM v

14 Write journal entry in the text box below.

15 Right-click or select Spelling from the Tools menu to perform a spell check.

16 Click Apply and Close E
=]

17 Click Save to save the changes to the consumer.

Printing Consumer Journals

You can print a list of consumer journal entries, the details for any one journal entry, or a journal lo
journal log prints the entries you select in one report.

To print a consumer journal entry
18 Highlight the journal entry.

19 Click Print Preview Journal Entry I@
-OR- From the File menu, select Print Preview.

12

g. The
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Print Preview ‘

Print Selection
{+ Details for selected journal entry

{7 List of jourmal enthies Cancel |

" Jourmal Log

20 Select Details for selected journal entry.
21 Click Preview. SAMS displays the Print Preview screen.

J_QL social Assistance Management System - [Keys, Edward - Journal Entry - Subject: My consumer's second journal entry]
0 File Edit Yiew Tools ‘Window Help ;Iiliﬂ
@ Consurmers | @Rnsters | @Rnutes | @ Reports ‘ Cnntracts | 222 Unik Distribution | gﬂlnvnites | @Payments ‘

Consumers | Kevys, Edward - Consumer ” Zeport Preview |

‘ X Close ‘ N 4 F b 100% b |§Print Report B—Print Sebup | & ? | Page 1 of i

Keys, Edward - Journal Enfry - Subject: My consumer's second journal entry

Keys, Edward

Date: 10/24 /2006 02:19 PM
Subject: My consumer's second journal entry
Type: Prooress Notes

Progress notes go hre and can be spell checked.

| ‘ STUDENTL |SAMSZK75[MSJRAINING |10,l’24f2006 | ZiZ6PM |

22 If you want to print the journal entry, click Print Report @ Let's skip this step and close the
screen.

23 Click Close E

Entering Service Deliveries

Service Deliveries must be documented for all caregiver services. Accurate service delivery information is
critical since data from Service Deliveries is used to generate the NAPIS report and monthly invoice back-

up.

As mentioned in previous sections, users must enroll caregivers in the Family Caregiver Support Program
and identify a Care Recipient in the Consumer Details. Once the caregiver/care recipient relationship has
been setup, users can enter services deliveries.
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Services Delivered to Caregivers

Users record services to caregivers in a similar manner to typical service deliveries to Home Care clients.
However, users must select the Care Recipient to ensure that the delivery is reported as a Title IlI(E)
service.

To record services delivered to caregivers

1 Click Consumers . @

2 Use Find or Search or scroll through the Consumers list to find the consumer you need.
3 Highlight the consumer.

4 Double-click their record.

-OR- Click Open IE on the toolbar.
5 Click Service Deliveries.

[

6 Click Add Service
7 Select the Care Program and Provider.

J_L}_; Social Assistance Management System - [Anderson, Clara - Consumer] =1a 1'

=&)X

@ Fle Edit View Tools Window Help

@ Consumers ‘ @Rnsters ‘ @Rnutes | @ Reports ‘ [} Contracts Unit Distribution | glnvmces | @Payments |
Consumers | Smith, Thomas - Consumer H Anderson, Clars - Consumer |
X Close Consumer | n Save mSave and Close | D Add Service 7 Edit Service Cupy SErvice. X Delete Service | %Find ’}J Guick Edit ‘ K((/ﬁ apply X Close :,>
Anderson, Clara | 30126772 ‘ 030171926 | 80 | é Print Service @ Print Preview Service | Mo Totals - | N7 Filter ... Vx Clear Filtsr
Conkents Anderson, Clara - Service Delivery
" |Serwc3 Provider Care Program MNa... | Service Period | Topics | Type Unit P Total Units | &
Home Delivered ... Springwell MAPIS - Title IIT March, 2006 0 1 meal $3.50 5.00
Home Deliverad ... Springwell MAPIS - Title 11T May, 2005 0 1mea $3.50 23,00
Horme Delivered ... Springwel MAPIS - Title 11T March, 2005 0 1meal $3.50 23.00 LI
Service Delivery x
Care Program Family Caregiver Suppart Program - Title (el (0Zf16]1995) =
Service Category
Service Suppottive Day Care (Full Day)
Subservice
Fund Identifier
Topics (0 Items)
Service Month 0512006
Agency Springwell, Inc,
o | Provider Mews Communities - Cambridge
Subprovider
Care
. nk Smith, Thomas { By Anderson, Clara - Federal ) ;I
Site
Place of Service
Uniks 1.00
Unit Price $30.00
Daily Unit Details (0 Items) B
Total Cost $30.00
Caregive’ Service Delivery
Diagniosis Code
Service Order {None)
‘ — =
|?Items, 1 Selected ‘ STATEADMIN SaMS2K_CASE_TEST | S5/6j2006 ‘ 1251 PM 7

8 Select the Care Recipient.
9 Enter the Units.

10 Click Apply & Close Iﬂ
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Recording Service Deliveries for Session Services

The actual date of delivery needs to be specified on service delivery records for all session services. The
specific services defined as session services in SAMS are: Caregiver Counseling, Caregiver Support
Groups, Caregiver Training & Education, and Alzheimer's/Dem. Assessment/Coaching. In order for the
session service to be calculated correctly on the NAPIS SRT, users must identify which days the session
service were actually delivered on. To identify the days of delivery, users should use the Daily Unit Details

portion of the service delivery record.

To record services delivered to caregivers

1 Click Consumers . @

2 Use Find or Search or scroll through the Consumers list to find the consumer you need.

3 Highlight the consumer.
4 Double-click their record.

-OR- Click Open IE on the toolbar.

5 Click Service Deliveries.

[

6 Click Add Service
7 Select the Care Program and Provider.

Jgi Social Assistance Management System - [Anderson, Clara - Consumer] ;lglﬂ
@ Ele Edit Wiew Tools Window Help ;Iilﬁl‘
@ Consurmers ‘ @Rclsters ‘ @Ruutes | @ Reports ‘ Cuntra:ts it Distribution | ﬁ[nvu\ces | QPayments |
Consumers | Smith, Thomas - Consumer H Anderson, Clara - Consumer |

X Close Consumer | m Lave msave and Close | [ add service ¢ Edit Service Copy Service. 2% Delete Service | @Find "}g} Guick Edit ‘ 7’(/,9 Apply X Close :,’
Anderson, Clara | 301267772 ‘ 03/01/1926 | 80 | & Print Service @Print Preview Service | No Totals 52 | 7 Fileer... W Clzar Filtzr
Corkents Anderson, Clara - Service Delivery
|Servlca Provider \Care Program Na... | Service Period | Topics | Type Total Units | &
Home Delivered ...  Springwell MAPIS - Title 11T March, 2006 0 1 meal 5.00
Home Delivered ... Springwell MAPIS - Title 11T May, 2005 0 1meal 23.00
Home Delivered ... Springwel MAPIS - Title 11T March, 2005 0 1meal 23.00 ﬂ
Service Delivery x
Care Program Family Caredgiver Suppart Program - Title (el (02f16]1995) =
Service Cakegory
Service Supportive Day Care (Full Day)
Subservice
Fund Identifier
Topics (0 Ikems)
Service Month 052006
Agency Springwell, Inc,
Provider New Communities - Cambridge
Subprovider
Caregive:
Care ient Smith, Thomas { By Anderson, Clara - Federal ) ;l
Site
Place of Service
Units 1.00
Unit Price $30.00
Daily Unit Details (0 Ttems) e
Total Cost 430,00
Caregive: Service Delivery
Diagniosis Code
Service Crder (MNone)
‘ S— =
|?Items, 1 Zelected ‘ STATEADMIN  |SAMSZK_CASE_TEST | S/6/2006 ‘ 1Z:51 PM 7

8 Select the Care Recipient.
9 Click on Daily Unit Details.
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Social Assistance Management System - [Anderson, Clara - Consumer]
& File Edt Yiew Tools Window Help =18 x]
@ Consumers | ﬁRosters ‘ @Routes | @ Reports | ﬂContracts | Unit Distribution | %Invmces | @Payments |

Consumers H Anderson, Clara - Consumer |

¥ (Close Consumer ‘ & save [ save and Close | [ Add Service &7 Edic Service BB Copy Service: 25 Delete Service | %Find {;g? Guick Edit | {;;? Apply X Close »
Anderson, Clara | 1348095339 | Unknawn | Unknawn | S} Print Service @Pr\nt Preview Service | Total on Service A | ST Filter... Vo Clear Filter

Conkerks Anderson, Clara - Service Delivery

1 Siervice | |Provider Care Program Narme Service Pt

E =

— Service Delivery x
Care Program Family Caregiver Suppart Program - Title IIie) (01/18/2008) - Active 1=

o Service Category FCSP

2 Service Caregiver Counseling

Subservice
Fund Identifier

G Topics (0 Iherns)
Service Month o01/2008
Agency Franklin County Home Care Corporation
Provider Franklin County Home Care Corporation
Subprovider
Caregiver
Care Recipient Smith 111, Paul Bradley 1 ( By Anderson, Clara - Federal )
Site
Flace of Service
Units 1.00
unj

(0 Items)
- | Cost £0.00

Caregiver Sel ¥
Diagnosis Code
Service Order (Mone) -

10 When the Calendar shows up, enter the unit(s) on the day(s) the service was actually delivered on.

Assistance Management System - [Anderson, Clara - Consumer]
& File Edt Yiew Tools Window Help _ = x|
¢ Consumers | B Rosters ‘ {8 Routes | (%] Reports | [Ch Contracts | Uit Distribution | % Invaices | B Payments |

Consumets H Anderson, Clara - Consumer |

X Close Consumer ‘ Save msave and Close | [ add service ¢ Edit Service Cony Service £ Delete Service | %Fmd %}' Guick Edit | ?ﬂ' Apply X Close ’.’
Anderson, Clara | 1348095339 | Unknown | Unknover | & Print Service @.Pr\nt Preview Service | Tokal on Service = | N7 Fiker... W Clear Filter

Contents Anderson, Clara - Service Delivery

] Service - Pravider Care Program Name

a = Service | 2l January 2008 | x
Care Program Farmily Caregiver Support Program - Title [Ty @ [ S0 Men  Tue Wed  Thu Fri 3at =
Service Category FCSP
Service Caregiver Counseling
Subservice
Fund Identifier
) Topics (0 Items)
Service Month 01/2008
Agency Franklin County Home Care Corporation
Frovider Franklin County Home Care Corporation
Subprovider
Caregiver
= Care Recipient Sith 111, Paul Bradley 1 ( By Anderson, Clara - Fec
Site
Place of Service
Units 2.00
Unit Price £0.00
g @ Items) |
n Total Cost £0.00
Caregiver Service Delvery
Diagnosis Code
Service Order (Mone) |
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11 Click OK.
12 Apply & Close Iﬁ‘

Recording Data for Consumer Groups
To record services to a group of consumers

1 Click Consumers . ]@

2 Use the list in the upper left to select Consumer Groups.
3 Use Find or Search or scroll through the list to find the consumer group you need.

1} Social Assistance Management System - [Consumer Groups] =] | x|
@-Eile Edit Yiew Tools Window Help =5 jl|
@ Consumers ‘ @Rusters | @Rnutes ‘ @ Repaorts ‘ @Cuntracts ‘ ;’?%Unit'D\stnbutiun'l glnvuices ‘ Ig@lﬂa‘}_ﬁw’\eﬂts ‘
Consumer Groups ‘ Smith, Thnm{co_m"}
¥ (Clase Cansumers | @n}uﬂﬁl')pen_ ¥ Dolete | [ Properties | ¢ Care Envolimenks | (5] Service Histary | (7 Care fecpients | (D Caregivers
Consumer Groups = ¥ |-(A\I) (Al v apply T Clear ‘ T Fiker | %9 Find ‘ ﬁsaarch-‘ [4f] Merge | % Refresh | Shprint... 2

Consumer Groups

E £ |

|2ItEms;‘l Se_\a(tad‘ STATEADMIN  |SAMS2K_CASE_TEST | 5[6/2006 | 1:33PM

4

4 Highlight the consumer group.
5 Double-click their record.

-OR- Click Open IE on the toolbar.
6 Click Service Deliveries.

7 Click Add Service O
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Beacon Consumer Group - Service Delivery

Service
Service Delivery x
Care Program Family Caregiver Support Program - Tithe III{e) (05/06/2006) =
Service Category  Information and Assistance
Service Information and Assistance
Subservice
Fund Identifier
Topics (0 Items)
Service Month 05/2006
Agency Springyyg
Provider Enter Consumers Served
Subprovider & Total Units for
Site NAPIS Reporting
Place of Service
Consurners Served 25
Total Units 25.00
Units/Consumer 100000000
Unit Price: $0.00
(0 Items) (-
40,00
Service Order {Mane)
Comments
E

8 Select the Care Program, Service, and Provider.

9 Enter the number of Consumers Served and the Total Units. (note: please review MFCSP Business
Rules document to ensure you are not duplicating estimated count).

10 Click Apply and Close El to save the service delivery.
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Reporting in SAMS

Agency Summary Report - a summary of services provided by an agency. Displays
services and subservices - groups by Provider by default.

In SAMS,
1 Click on Reports
2 Click on Services (left-hand Category Pane)
3 Click on Agency Summary Report (right-hand upper pane)
4 Filling out the following fields:

e Title — name the report starting with your agency’s prefix.

Service Delivery Start Date (on or after)

Service Delivery End Date (on or before)

Agency

Service Program = Family Caregiver Support Program — Title IlI(E)
5 Click Print Preview to view the report

Report definitions can be saved, so that the next month you can click on the same report and just
change the service delivery start and end dates.
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1 Social Assistance Management System - [Untitled - SAMS Agency Summary Report]

Ef Ele Edit Yew Tooks sWindow Help

Unit Distribution | % Irwoices | B3 paymerts ‘

(% Consumers | FF Rosters | @ Routes | (B reports | g cortracts |

Reports ” Untitled - SAMS Agency Summary Report |

‘ X Close Report | [l Save Report [§ 5ave and Close Repart Save Report As ... | W Clear Al Fikers | &5 Print Repart [ Prinker Setup || [ Print Previow | 47 Refresh Report

Untitled - SAMS Agency Summary Report

Report Title Springwell - FCSP Agency Surmmary Report

Comments

Description This report can be run to see all the Family Caregiver Services delivered during a period of time.
Report

c

Report Header
Consumer Details
Consumer Status
NAPIS

Residential Lacation

B HEE

© Service Delivery
Service Start Date {on or after) 08/01/2007
08/31/2007

Service End Date (on or before)

Agency Springwell, Inc
Provider (any)

Provider Role (any)
Subprovider (any)

Level of Care (&)

Service Prograrm Farnily Caregiver Support Prograrm - Title )
Care Program (any)

Care Program/Services (any)

Service Categary (any)

Service (any)

Fund Identifier (any)

Place of Service (any)
Subservice (any)

Sitg (any)
Caregiver (any)

Advanced Filters

MISMANAGER  |SAMS2K_MA_SANDEOK | 10§10/2007

9137 &M

MFCSP Characteristics Quality Control Report - The MFCSP Characteristics Quality
Control report is a tool to assist agencies’ monthly to identify and view Massachusetts FCSP records which
do not contain defined caregiver relationships or are missing NAPIS required data. This will alert users to
records requiring the relationship or data be changed or added.
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1_[,!; Social Assistance Management System - [Reports]
(% Fle Edit Yiew Took Window Help =&lx]
¢F Consumers | | Rosters | (@ Routes | (% Reparts | [Ch Contracts

Unit Distribution | ﬁ’lnvoicas ‘ @Payments |

Reports |

I X Close Reports | [ Mew Report | @ Open Report Definition, 2% Delete Report Definition | %Flnd ST Filter B Clear Filters

Service - Reports

Report Title Description Comments 2]
Agency Summary Report - Ne... Summary Repart showing Service D...  SAMS Report
Agency Summary Report (Cro... Summary Repart showing Service D...  Developed by ECEA Reports Committee
Agency Summary Report (Tot., Totals only report showing Service D... SAMS Report
Compact Route Sheet (Daily) SaMS Report for printing daily comp...  SAMS Repart
Compact Route Sheet (weekly) Sams Report for printing weekly co...  SAMS Report
Consumer Contact And Phone... & report of consumer contact phane ... SAMS Report
Consumer Contact Custorm Re... Test - Listing of consumer contacts a... Version 3 updated on 10/10/07 - Reports created by Report Committee, To be L.,
Consumer Quarterly Repart & report detailing consumer counts b... SAMS Repart
Consumer Services List Report & listing of all clients receiving a spe... SAMS Report
Co-Pay Custom Report Test - a repaort to show co-pays wih ... Version 3 updated on 10/10/07 - Reports created by Report Committee, To be ..,
EOEA Billing Validation Report  Custorm SIMS report for EQEA Displays consurners, by level of care with service deliveries lacking sufficient ser...
Contracts HDM Meal Donation Letter A report by service period for Meal D... Export results to POF and print locally,

.. |Report to do a g an th eport 1o do & quality < on the
A breakdown of service delivery by ... SAMS Report
A report of all consumers showing re... SAMS Report

i
) Multi Service Report

MAPIS Consumer Listing

Care Plans

Report Definitions

Te b Lstipsauser

Eiling

|29 Items, 1 Selected | MISMAMAGER.  |SAMSZK_MA_SANDBOX | 10/18/2007 | 11:31 AM

Reporting to EOEA

Agency Reporting Process:

Task Who's Responsible

1 | Caregiver characteristic data, FCSP enrollment, service orders/deliveries | Caregiver Staff/Fiscal
entered into SAMS.

2 | Run MFCSP Characteristics Quality report assuring all required data is Caregiver Staff
entered in SAMS.

3 | Go back into caregiver records to input any missing data. Caregiver Staff

4 | Run Monthly Napis SRT report and export sections I.E, L.F, IL.B, and Il.C | AAA planner
on to local laptop in excel format.

5 | Information gathered from NAPIS SRT report used to populate MAFCSP | Caregiver Staff
data report.

6 | Complete additional expenditure data and caregiver invoice submission Fiscal
forms

7 | Monthly invoice back-up report sent electronically to EOEA Fiscal

Running Agencies’ Monthly NAPIS SRT report

The following section outlines the process for running & exporting the caregiver sections of a NAPIS report
from AgingNetwork.com to the local machine for the purposes of collection and submitting a caregiver
expenditure data to EOEA.

21 1/23/2008



1. AAA Planner will run the NAPIS SRT for the month that you are invoicing EOEA for (refer to NAPIS
SRT training manual for more detail on this step).
2. Click on the Report icon from the toolbar

. Reparts @ Mapping | '}@ Options

72 Ikems, 1 Selecte| JLEMIHAMN Executive Office of Elder Affairs (Stake Unit) |5:MapisSETYNAPISSRT. mdb |D~M52I<_E 4

Select the Report that you have just run in step 1.
Go to Print Report. From the Toolbar

Choose Section I.E. in the report.

6. Choose Export Active Shegt from Toolbar

*“ NAPIS SRT: SAMS Edition - [Executive Dffice of El.er Affairs [9,1,/2006-9/30,/2006] - Print]

ok~ w

[ Fle Edt Yiew Report Todls Window Help =8 x|
Repaorts @ Mapping | 5@ Options

é Print Selected Sheets ~ ‘ & Export Active Sheet H 53% - |

4= Previous = Next | S Expand Al cExport Active Sheet| Select Al [ Desslect Al

Executive Office of Elder Affairs [9/1,/2006-9/30,/2006] - Print

ection T
ﬁ Section LA {Required)
D Section LB
[# Total Registered Clients (Clusters 1 and 2)
@ Congregate Meals BECTION L Bideriy Cllente nd Careglwers
Mutrition Counseling E Bummary o amot o 050 TCIrMOlwrs Brung Saeny indlugualcorado nal Famil: CamgiwrBupport Aooram - T -8
[# assisted Transportation LB AL S e b,
= Section L.C gl ver hararkrica s 20 gl ver ge othe Camglier
[ Total Cluster 1 Clients [ T—— ] EEE L L) G 1
Chore Tirdbors - $407 7] g 7] G B
Case Management e : O E O T
Personal Care 0 d d 4 o
Homne Delivered Meals 2 | | 7 C
[& Homemaker . : : : g
[ adul Day Care/Health K o 4 4 :
- [ section LD 7 7| 0 7 c
v W] [H Tokal Cluster 1 Clienks 5 3 3 7 B
[ chare - - - - -
@ Case Management : : : : :
@ Fersonal Care ©] <l <l | v
[F Home Delivered Meals : : : 0 :
[& Homemaker K o o 4 :
[Z Adult Day Care/Health i . . ; ]
X D D D 7] T
[ section L.F o 7 ; 3 :
= [ Section It L 0 Kl K .
2 ﬁ Section ILA {Required) Febrare Uiy G Q Q 4 D
S m Section ILB {Required}
; D Section IL.C
- m Section IL.D {Required) = :;"S.."nﬂﬂ'éf S Rint "Tﬁ'l;ﬁ
= [ section IL.E
= [ Section I
ﬁ Section IILA (Required)
ﬁ Section IIL.B {Required)
- ¥ [} Section IILC (Required) ﬂ

| | JLEMIHAMN |E><ecut|ve Office of Elder Affairs {State Unit) |S:'LNaplsSRT\NAPISSRT.mdb | SAMSZE_SIMS

7. Specify the format you wish to export the data to
a.  Choosing for your Format — MS Excel 97-2000
b. Destination is Disk File
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c. Select OK
Export

Eaormat;

b5 Ewxcel 37-2000

L4
\_IE

Destination: Cancel

L]

=2 Digk file

8. Export options
a.  Column width based on objects in the “Whole Report”
b. Export Page Headers and Page Footers “Once Per Report”

c. Select OK

Excel Format Options |
Column width
% Column width bazed on objacts in the ; IWh-:nIe Repaort j
" Constant column width (in pointz] |3E'-|:I

Export page headers and page footers ; e Per Bepart

[T Create page breaks for each page Page range
¥ Al pages

[T Corvert date values ta stings .
Erari: Te:
I™ Show Gridlines Fom: [0 I o
Ok I Cancel |

9. Export to the local users C: drive, which is the Network V: (We already have documentation on using the V:
drive as the local C: which we can use here.)
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Select Export File

Save i

by Documents
=

tdy Computer

2 Cf on 'Client' [+

-] & et E-

=2 My Recent Documents

Desktop
by Documents

Q ky Computer
2 A% on Client' [A:)
= Laocal Disk [C:]
2=} CD Dirive (D)
% WTPublict on 'Sgl01* [F:]

&2 SynergyShared on roathSynerged’ [S:)
&2 SharedFilest on 'sql01' (T:)

&2 D% on Client' [U:]
2R on Clent' [:f
&2 ¥Drive on oot [+
&2 SDrive on oot [£2]
g by Metwark, Places

i E3

les

entexport, xls
evalidate, xls

_—

s2kconsy
sec2e do
seC Je.xl:
seckionie,
seckioniet

wvailability_Reporting, xls

2

=l

[ BACKUP
[ COMPASS taalz for an.com
[ DavE
[ Jazon Queries
File name: |Seu:t||:|nIE.:-:Is
Saveastype:  |MS Excel 97-2000 Workbook[" ]

-~

Save I
Cancel |
F

10. Select Directory on local machine to save the spreadsheet — Title llle Invoices as an example below.

Select Export File

by Documents

tdy Computer

2]
Save in: IE C% on 'Client' [+:] j = 5 Eo-

_Samskemp PCOR =] july e ine
] @ |
|_1Books 3 Program Files Ma_Silo_,
|_1Database Conversions [JProjects sZkconsy
- DISCovER (0 5ams secZe do
|_J Documents and Settings [dsuPPORT sec Je.xl
|1 DRIVERS A Temp sectionie.
D F44716b3566 1 6F 35586 14343Fd Title ITIe Invoices sectioniet
| Farpaint [ VALUEADD
11386 [vs
|1 TEMTOOLS [(dvsz
D icons D WaF
|_ 1 Inetpub CAWINDOWS
|1 Jason (0 weThmT
1 Mississippi bshe sZkclientexport, xls
1My Music eneainvoicevalidate, xls

ol | i
File name: ISE::tin:unIE.:-:Is j Open I
Saveastyps  |MS Excel 37-2000 Workbook[".xs) | Cancel |

g
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11. Name the file by using naming convention specified here in file name field

Select Export File

Save i IaTitIeIIIelnvaices - = [ ﬁ ,

File name: EiF'Fi July e sl j

Save as ype: I b5 Excel 97-2000 wWiorkbook [ =lz] j

Save

Cancel

It

12.
13.
14.
15.
16.
17.

Save the file to your hard drive by choosing Save from the dialog box above.

Go to the C: drive and directory specified on local machine

Open the file that was just created. Copy and paste into the invoice spreadsheet.
Repeat steps 5-14 choosing NAPIS report section I.F.

Repeat steps 5-14 choosing NAPIS report section I1.B.

Repeat steps 5-14 choosing NAPIS report section I1.C.
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Appendix 1 — Caregiver Contracts

The contract's manager at each agency should setup a SAMS Contract with the Agency listed as the Provider (i.e.
Agency = Coastline Elderly Services, Inc; Provider = Coastline Elderly Services, Inc.). The following caregiver services
should be listed in the agencies contract:

Click on New Contract

Campership/After School Program
Caregiver Counseling

Caregiver Support Group

Caregiver Training & Education
Information & Assistance

Multimedia Outreach

Outreach

Print Media Outreach

Respite Service/Scholarships/Subsidies
Supplemental Service Scholarships/Subsidies
Add others as needed

1 Social Assistance Management System - [Service Contracts]

le Edt View Tools Window Help =& x|
@ Consumers | @Rusters Qﬂuutes | @ Reports | @Cmtracts
Service Contracts /

X Close Contract(| [ Mew Contract aOpan Contract < Delete Contrack | Renew Contrack | E&' Properties |

[it: Distribution | glnvuices | %Payments

Service Cantracts i

Service Contracts

\Provider | Contract Date _ Effective Date |End Date | Contract dentfier ______________________[ToislCost s
... |Suburban Home. .. |0gjni/zone | 09/oifz006 151/2007

. Home Instead Se... 10j01j2006  10/01/2006  05/30/2007
Elder Services of... Brien Center - Pi... 10j01/2006 1070172006 09/30,/2007
Elder Services of... E 5. B C. 10/012006 10/01/2006 09/302007
Elder Services of... Premier Home He,.. 10j01/2006 10/01/2006 09/30/2007
Elder Services of... ‘Waterworks Lau,,, 10/01/2006 10/01/2006 09/30/2007
Elder Services of.., Molari Health Car,.. 10j01/2006 1070112006 09/30/2007
Elder Services of... ‘Willamstawn Co,..  10j01/2006 10/01 12006 09/30/2007
Elder Services of ... Rosewood Asst. ... 10/01}2006 1000102006 09/50/2093
Elder Services of... Flynn's Pharmacy  10/01/2006 1000172006 09/30{2007
Elder Services of... Lifeline Systems 10401 f2006 100012006 09/30/2007
Elder Services of... Jewish Federatio... 10j01/2006 10/01/2006 09/30,/2007
Elder Services of... Morth Adams Co... 10j01/2006 1070172006 09/30,/2007
Elder Services of... Brien Center - M,.. 10j01/2006 1070172006 09/30/2007
Elder Services of.., Rainbow Taxi 10/01)2006 10/01/2006 09/30/2007
Elder Services of... ‘Wmstown Counci,.. 10/01/2006 10/01/2006 09/30/2007
Elder Services of... 5, Berk Elderly Tr... 10j01/2006 1070112006 09/30/2007
Elder Services of... Berkshire Commu,.. 10/01/2006 10/01 12006 09/30/2007
Elder Services of... Hillcrest Commons | 10012006 10/01 (2006 09/30/2007
Elder Services of... County Ambulance 10012006 1000172006 09/30{2007
Elder Services of... Organization For... | 10/01}2006 100012006 09/30/2007
Elder Services of... Morth Adams Co... 10j01/2006 10/01/2006 09/30,/2007
Elder Services of... Berkshire ¥, M. &, 10j01/2006 1070172006 09/30,/2007
Elder Services of... Fairview Commons  10/01/2006 1070172006 09/30/2007
Elder Services of.., Gobel & Hollister 10/01)2006 10/01/2006 09/30/2007
Elder Services of... GentivaHealth 5., 10j01/2006 10/01/2006 09/30/2007
Elder Services of.., Taxico 10/01)2006 1070112006 09/30/2007
Elder Services of.., Pittsfield Council ... 10j01/2006 10/01 12006 09/30/2007
Elder Services of... County Ambulan... | 10§01}2006 10/01 (2006 09/30/2007
Elder Services of... Adams Councl O... 10/01/2006 1000172006 09/30{2007
Elder Services of... C.H. A R.W.3. 10/04/2006  10/01f2006  09}30/2007
Elder Services of... Morth St Cain-op... 10j01/2006 10/01/2006 09/30,/2007
Flder Servicas oF Link Talife 11 P00 AN 0 natEnienng LI

|6?1 Items, 1 Selected | |CONTRACTSMANAGER |SAMSZK_MA_SANDEOX ‘ 1/15j2007 | 10:57 AM

J: 2} Startl Q @ @ @ @ € @ MetaFrame Presentatio, I Ii—l Inbiox - Microsoft Qutlook | 5 Region 3 - Request ko a,., “@ Social Assistance Ma... ‘ < EJ@ —1)! 10:48 AM
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This is the new contract screen. You must begin to fill in the fields below.

J_ﬂl Social Assistance Management System - [Untitled - Service Contract]
File Edt Yiew Tools “Window Help _Iﬂlil
@ Consumers | @Rusters | @Ruutes | @ Reports | @Ccmtracts | Lniit: Distribation | ﬁ’lnvuicas | %Payments |

Service Contracts || Untitled - Service Contract |

X Close Contract | Save m Save and Close

Unknawn | Unknown | Unknown ‘ Unknown | & Print Contract @ Prink Preview Contract

Contract Details

Agency

Provider

Contract Date
Effective Date
End Drate
Contract Identifier

Motes

[ |

| |CONTRACTSMANF\GER |SF\MSZK_MA_SF\NDEOX | 1f15{z007 | 10:56 AM

wstartl 6 @ ® E » @ MetaFrame Prese... Inbo - Microsoft. .. | 3 Region 3 - Reque. .. ”@ Social Assistan... Documnentd - Micr. .. | | « m@ @! 10:49 AM
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This screen is an example of the new contracts fields filled in before saving. Notice that you will need to fill in the
Description Field. Agency and Provider were filled in from a pull down box with limited choices. The contract dates
should be the date you want the contract to start, the effective date is the same. The End Date should be a couple of
years out but needs to be filled in. Once you are done with this you add items to the contract by clicking on ITEMS on
the left panel.

12; Social Assistance Management System - [Untitled - Service Contract]
Fle Edit Yiew Tools Window Help —1& x|
@ ConsUmers | @Rosters | @Rnutes | @ Reports | ﬁContracts Unit Distribution | ﬁ’lnvoices | %Paymants |

Service Contracks || Coastline Elderly Services, Inc. - Contract Details |

¥ (Close Contract | Save E‘Save and Close

Unknown ‘ Unknawn | Unknown | Unknown | & Print Contract [& Prink Preview Contract

Cantents Coastline Elderly Services, Inc. - Contract Details

Description Coastline Elderly Services, Inc.
Agency Coastline Elderly Services, Inc.
Provider Coastline Elderly Services, Inc.
10/01/2007
10,01/2007
no/30/2008)] I
ontract [dentifier
MNotes
E
[ /|

MISMANAGER  |SAMSZK_MA_SANDEOX | 10/4f2007 ‘ 3152 PM
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This is the screen display that appears once you lick on ITEMS on the left and Add Contract Item on the top bar

Jt Social Assistance Management System - [Coastline Elderly Services, Inc. - Service Contract]
File Edit Yiew Tools Window Help =1} 5||
@ Consumers | @Rosters | @Routes | H@ Reports | ECDntracts |

Service Contracts || Coastline Elderly Services, Inc. - Service

Unit Distribution | E’Invoices | %Payments

X (Close Contrack | Save H Save and Closem] Add Contract Itemw Edit Contrack Ttem  #% Delete Contrack Tkem Expand Al Collapse Al | f;p' Apply and Close -

Unknown | Coastline Elderly Services, Inc, | Coastling anract | 10/01 /2007 - 09/30/2008 | @ Print Contract @ Print Preview Contrack

derly Services, Inc,

Contents

Coastline Elderly Services, Inc. - Contract Items

R Open Orcer ... | Open Order .

Linits Rermain...

Contract Ikem

Service

Fund Identifier

Subservices (0 Items)
Subproviders

Unit Price $£0.00
Billing ID

Enfarce Limits Mo

Maximum Units
Contract Item Cost (Maximum)

Ordered Units {(MNEwe)
Ordered Cost (MNew)
Delivered Units (MNew)
Delivered Cost (New)
Comments
E
0 Items MISMANAGER  ISAMSZK MA SANDBEOX | 100442007 | HO6PM
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Begin to fill in the fields to add a service. Enter in Caregiver Counseling. If you do not see the caregiver services listed
in the drop down, please contact SIMS Support to have them added Click on Add Contract Item if you have more
services to add. . If not, click Save and Close and you will be brought back to the main contracts screen. Click on
REFRESH and then Search for the contract that you just added.

12; Social Assistance Management System - [Coastline Elderly Services, Inc. - Service Contract]
File Edt Yiew Tools ‘Window Help _Iﬁ'lil
7% Consumers | 7E] Rosters | @y Routes | (% Reports | (T} Contracts | it Distribution | % Invoices | T Payments |

Service Contracts || Coastline Elderly Services, Inc. - Service Contrack ‘

.

* Close Contract | Save [gd Save and Close | ) add contract Ttem | ¢ Edit Contract Item 2% Delete Contract Tkem Expand Al Collapse Al | 575' Apply and Close

.
Unknaown | Coastline Elderly Services, Inc. | Coastline Elderly Services, 544 Contract[zom | 10{01f2007 - 09}30/2005 | % Print Contract @l Print Preview Contrack

Cantents Coastline Elderly Services, Inc. - Contract Items

| [Subservice _|Fund Identifier Open Order .. | Open Order ...

Units Remain...

Contract Ikem

Line Item Identifier
Caregiver Counseling j
Fund Identifier

Subservices (0 Items)
Subproviders (0 Subproviders)
Unit Price $0.00

Billing ID

Enforce Limits Mo

Maximum Units
Contract Item Cost (Maxirmurm)

Crdered Units (e
Ordered Cost (e
Delivered Units (e
Delivered Cost (MNew)
Comments
[ rems [ MISMANAGFR  [SAMS7K MA SANDROI | 1nfaiznny | amapw

You will be prompted to apply the changes, click Yes.
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Social Assistance Management System - [Coastline Elderly Services, Inc. - Service Contract]

Eile Edt Wiew Tools ‘Window Help

@ Consumers | @Rnsters | @Rnutes | H@ Reports | @CDntracts |

Service Contracks || Coastline Elderl

Unit Distribution | %Invoicas | %Payments |

v Services, Inc. - Service Contrack ‘

* Close Contract | [E save [§ save and Close | [ add contract Item | . Edit Gontract Item 2% Delete Contract Tiem Expand All Collapse Al | gﬁ' Apply and Close

Contents

B Caregiver

, fNDne)

Coastline Elderly Services, Inc. - Contract Items

| Fund icentifier Open Order .| Open Order ... | Units Remain. .

Counseling

Unknaown | Coastline Elderly Services, Inc. | Coastline Eldetly Services, Inc. | 10/01 /2007 | 10{01f2007 - 09302005 | é Print Cantract & Print Preview Contrack

Daollars Rerms

Contract Item

Subservices

Comments

Line Item Identifier

Fund Idertifier

Caregiver Support Group

[0l Contract Ttem nfirm Save [x]

$0.00 & ‘Wiould you like to apply changes made ko this conkract item?

Ho | Cancel |

Subproviders {0 Suk

Unit Price

Billing ID

Enforce Limits Mo Yes
Faximum Units

Confract Item Cost (Maximurm)

Ordered Units (Mew)

Crdered Cost (e

Delivered Units (Mew)

Delivered Cost (e

[ |

|D Items |

Bstart| & & © ]

‘ MISMAMNAGER. |SF\MSZK_MA_SF\NDEOX| 10f4f2007 | 402 P

» |Z| Inbox - Microsoft O... | E 3 Microsoft Office. .. v| @ MetaFrame Presert. .. | @ Social Assistance M... | @ SAMS Administratar. .. | « m@ 3158 PM
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Social Assistance Management System - [Coastline Elderly Services, Inc. - Service Contract]
File Edt Wiew Tools ‘Window Help =lEx]
@ Consumers | @Rnsters | @Rnutes | @ Reports | @Contracts |

Service Contracks || Coastline Elderly Services, Inc. - Service Contrack ‘

Unit Distribution | %Invoicas | %Payments

X Close Contrack | [E save [§ save and Close | [ add contract Ttem ¢ Edit Contract Item 2% Delete Contract Ttem Expand All Collapse All |

Unknown | Coastline Elderly Services, Inc. | Coastline Elderly Services, Inc. | 10/01 /2007 | 10f01f2007 - 09}30/20058 | & Print Contract & Print Preview Contrack

Contents Coastline Elderly Services, Inc. - Contract Items

B Caregiver Counseling
(Mone) $0.00
[=l Caregiver Support Group

Dollars Rema...

(Mone) $0.00
= Caregiver Training & Education
(Mone) $0.00
= Information and Assistance
(hone) $0.00
=l Dutreach
(Mone) $0.00
= Supplemental Service Scholarships/ Subsidies

(Mone) $0.00

0 Items MISMAMAGER  |SAMSZK_MA_SANDBORX | 10/4{2007 405 PM
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Appendix 2 - Massachusetts Family Caregiver Support Program —
Service List
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