CDM

CONSUMER DIRECTION MODULE

Master User Manual

Last Updated: August, 2010

Released concurrently with CDM v.1.0

All information in this manual referring to
individuals or organizations (names, addresses,
company names, telephone numbers, social
security numbers, etc.) is fictitious and used
strictly for illustration. Any reference to an
actual individual or organization is coincidental
and completely unintentional.

National Resource Center for Participant-Directed Services



CONSUMER DIRECTION MODULE: MASTER USER MANUAL

Contents

COMEEIIES eututteuentteteteeteeete et ebe s et tetebe sttt ebese st et eae et et et e sttt et eseneat et ebeue shebesent et e b eb e sttt et e s eaeatebeae et b ek ebene s et ebeaeat et ebes e et ebebene et et bese et ebebenn 1

TOEEOAUCHION 1ottt et ettt sttt et s sttt h s et seneneseaes 1
Terms of Use, Modification and RediStrIDULION ......ciiviiiieieieieriiete ettt ettt sere st b st sbeneebenserensens 1
Version and AttrIDUHON HISTOIY.....coriiiiieiiiceieenicee et sessesessaesesseseaeseasesssessssessasaesessenis 1

Working with Participants’ Non-Financial Information

Creating a New ParticIpant FIle ..ot 1
From the File SECOMN ...ttt s e a st a bbb s 1
From the Participant FOIMm ...t 1

Download a Blank Participant FOIM ... ssssss s ssssssssenans 1
Add Information to the Participant FOIM ..ottt ssese s eae e ssesennes 2
Upload the ParticiPant FOIM. . ettt e e ns 3
Finding a PartiCIPant’s FILE ..o 4
AAVANCEA SEALCH ..ottt e 4
Participant QUICK SEArCH......cviiiiiiiic e 4
Master Participant LISt SEAICH ...ttt e ese e st naesenae 5

Changing a Participant’s FIle STATUS ......cciiiiiiiiii bbb 7

Viewing a Participant’s File Status HISTOIY ..o 8

Creating a New Note in a Participant’s File ...t ssses 9

Viewing a Note in a Participant’s FIle ...t sssenans 10

Responding to a Note in a Participant’s FLE ... sssesennes 11

AsSIgNING @ SUPPOLE BIOKET .....viiiiiiiiiiiiiii bbb 12

AsSIgNING AN FIMS EALILY coovuiiiiiiiiciiii s s bbb 13

AsSIZNING @ MEAICAL PLOVIACT w...cuvuiieiieiiciicitte et st 14

Editing or Deleting a Medical PLOVIAEL .......ccuiuiiieiircieiicirieieeseieeieeieeetesseae sttt esseaes 15

AssigNINg a PartiCIPANT REP ...cucuiciieiiieiieeie ettt et s et 16

AsSIGNING @ Le@al GUALAIAN ...t et ettt eaeseae 17

Documenting @ HOME VISIE. ... enae 18

1. Update Last In-Person Monitoring DAte........cciiiiiiiiiiiiiieeececiessissssssssesss s ssssessssessssenns 18
2. BOEE VISIE INOTE ..ottt b bbbt 18
Documenting @ Phone Call..........c.oiiiiiciicicssei st ennis 20

1. Update Last Phone MONItOTINg DAL .....cccvvucuiueiniieiniieieieinieiieieeineieseieseiessesessesessesesesessesesesessesessesessssessssesnssesesenns 20



CONSUMER DIRECTION MODULE: MASTER USER MANUAL

O e L vl i s e T TSI O 1 | B\ Lo TP 20

Printing a Participant’s Fle ... bbb 22

Working with Participants’ Non-Financial Information

Creating a Participant BUd@Et........cocuiiiiiiiiiicice e 23
Creating a Participant Budget: Enter a Dollar AMOUNE ....cocuiiiiiiiiciiiiccccccce s 23
Creating a Participant Budget: Via the Assessment Module.........ccociiiiiiiniiniiicccee e 24
Creating a Participant Budget: Via the Spending Plan........cccccviiiiiiiiiiiiiiicsccceececieeeseeee e 24

Viewing and Printing a SPending PIaf........cceccieiniceiiiiiicineeeieieies et sese e sesessesessesessesessesessesesesaes 25

Creating or Editing a SPending PIAfl ....c..cccvueuieiiiriiircciieinieireesee ettt sese s st sae s ssese s sessesessnaes 26
Online SPEndiNg Plaf.....c..ccuiueeiieiiieiieneieiieieetie ettt sttt sttt sttt sttt sneaeseas 26

1. Edit this Plan (Valid for Drafted Status Only) ....cocccericeirnieeieiicereeeeenerieenesseseesessesteesesseseessessesssescsesees 26
2. Make Copy of Plan, and select Budget and/or Date RaNGE ......c.ocucviuiicieiiniiiincicerieicienieeie e sesesensenens 27
3. Create Blank Spending PIan .......cccciiiiiiiiiiiiiiiiii e s 27
Spending Plan SPreadSheet ... 28
Downloading the SPreadSheet ... 28
Filling out the SPending PLAN ..ottt s e sae s e sssesssenncs 29
Uploading/Submitting the SPending PLAfl ........cvcueveiriueieeririiriireieieeiseieeseriseiseeseiessesisesessessssesessesssesesssesessessssssessessens 30

Approving or Denying a Spending PIaf ...ttt sese e sese s ssese s nssaeses 32

Recording Participant EXPENAITULES ........couiuiiiiiiiiiiiiiiieii sttt 34
Individual Expenditure Report: Online EOtLy ..o 34
Individual Expenditure Report: Spreadsheet ENtry ... 35

Downloading the SpreadSheet ... 35
Filling out the Expenditure Report SPreadSheet....... et ssaens 35
Uploading the Expenditure Report SPLeadSheet ..ot e seaens 37
Batch EXpenditure UPLOad... ...ttt sttt st asaees 37
Downloading the Batch EXpenditure File........cciiicciccieeecteeteessieesese e see s s saessaens 37
Filling out the Batch EXpenditure File.........coiiiiiiiiiciic s sssesnaes 37
Uploading the Batch Expenditure FIle ... ssaens 38

Viewing Participant EXPEndItULES ..o ses s e ssssssssnais 40

Editing Participant EXPEndItULEs........ocviiiiiiiiiiiiiiiiciii ittt 41

Assessment Module INtrOQUCHON. ...t nais 43

Creating @ INEW ASSESSITICILE w.uvuuvuiuiiiitiiiiiiseis bbb s s bbb bbb bbb bbb bbb bbb bbb bbb 43

Viewing and Printing an ASSESSIMENL ...t bbb s sa bbb bbb e 45



CONSUMER DIRECTION MODULE: MASTER USER MANUAL

Monitoring and Oversight Tools

VIEWING @ REPOLTaiiiiiiiiiiiiiiiiiiiiii bbb bbb bbbt bbb 46
EXPOLNG 2 REPOIT ..ottt bbb bbb bbbt 47
Printing @ REPOIT .ottt s 48
Navigating Within @ REPOIT.....ccuiuiiiiiiiiiiiiiiciii s 49
Searching Within @ REPOTT ... e 50
Ad HOC REPOITNG. c.eciieiiiiiiiiiici ettt s 51
ChOOSE SEALCH CLITEIIA couveevuireieeieecieecirecieteie ettt e e sttt seeaeseeaseeacsneaen 51
SEt SEALCH OPHOMS c.cuvieienieeieeireee ettt st ea et et naeseeaeseeasseaesseaes 51
Select OULPUL COIUMMS ...ttt bbb bbb bbb bbbt 52
EXPOrting the REPOLt. ..ot 53
Saving the Report as 2 TeMPIALE ......ccuiiiiiiiiiiiiiiccc s 53

Viewing Database Records (AUdit LOE) .......ccccuviiuiiiiiiniiiiiiciiici it sssseesans 54



CONSUMER DIRECTION MODULE: MASTER USER MANUAL

Introduction

This manual walks you through most of the tasks that can be completed by a CDM user. It is recommended that you
tirst read and understand CDM Basics: Introductory Manual for Staff and Administrators before you continue
with this manual. The CDM Basics manual introduces you to the navigation and tools of the CDM.

The instructions for the tasks may be slightly different in your program, depending on any customizations made by
your program administrator. You are free to change this manual to better reflect those customizations and to share
your changes with your colleagues (please see the Terms of Use below).

Terms of Use, Modification and Redistribution

CDM support and marketing materials created by the National Resource Center for Participant-Directed Services are
licensed under a Creative Commons Attribution-Share Alike 3.0 United States License. Permissions beyond the scope
of this license can be requested by emailing cdm@bc.edu.

In plain language, this means that you ate free to use, copy, distribute, and modify the support materials, as long as the
following three conditions are met:

1. Any redistributed or modified materials retain this license
Any redistributed or modified materials include a statement crediting the original development of these
materials to the National Resource Center for Participant Directed Services

3. The Version and Attribution table (see below) must be updated to reflect your contribution to the materials

Version and Attribution History

General description of changes Primary author(s) Author contact
information
(optional)
05/2010 Original creation of manual Zak Arthur cdm@bc.edu
Edited by Buddy Rutzke
(NRCPDS)
08/2010 Updated with financial processes and new Buddy Rutzke (NRCPDS) cdm@bc.edu

enhancements released 08/2010 as CDM v 1.0.
Source code for that release is available at
www.cdm.codeplex.com
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Working with Participants’ Non-Financial
Information

Creating a New Participant File

There are two ways to create a new participant file. You can enter them online through the File section, or you can fill
out and upload a Participant Form.

From the File Section

Go to the CDM Homepage and click on the File icon. Next, click the Create File tab, which is below the File icon.
Now, enter the new participant’s personal information into the appropriate fields in all of the tabs (Personal, Program,
etc.). When finished click Save File.

| Personal [) Frogram | FMSA Admin | Support Broker | Medical Provider  Paricipant Bep | Legal Guardian | E

Status: None Selected L. Go to this tab 2. Enter the new participant’s personal information Erint File
mto the fields below

File - Personal Participy

Last Name* First Name*: |

|
Address 1 | Address 2 |
al

City™ Zip Coda: |
Telephone MNumber. [ | ] I - I Ermail Address: |
County: I Select County = Emergency Contact Mame: I

Emergency Caontact Phone: | | ] I : I Local Case Mumber: |D

- . feen 1 1w

3. Click Save File

e ClicH

Cash and Counseling Application Version

From the Participant Form

To enter a new participant into the CDM using the Participant Form, you must download a blank form, add the
participant’s information, then upload the form and verify the information is correct before saving,

Download a Blank Participant Form

To download a blank Participant Form, go to the Participant Form page, either through the QuickLinks section on
your homepage or from any section of a participant file (except the Financial section). If neither of these links is
available, you do not have permission to view the Participant Form and you must create the new participant file from
the File section.
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Broadcast Message

Reparts

EXFZ'EI"IdHUFE Batch PrDCESSiﬂg 54 [FMSA Admin] | Support Broker  Medical Provider | Participant Bep | Legal Guardian Motes  Documents
Data Load Toal

Print File
Participant Forms

Ad Hoc Reporting Participant ID: 29087

First Name*: |Aar0n

Once you click on the link, you will see the page below. Click on the Download Blank Form link. Save the blank
Participant Form somewhere on your computer.

Participant Form
|Jze thiz page to download and upload Excel forms far Participant [nformation,

Get Participant Form Submit Participant Form

Start tppitig the lazt name of a participant and zelect from the dropdawn Select Form ta Submit | " By
|

(Download Elank Porm)

NOTE

If you will often be creating new participant files in the CDM using the Participant Form, it
is a good idea to keep a copy of this blank form file on your computer.

Add Information to the Participant Form

Open the blank Participant File. You will see a page that corresponds to the Personal section of the participant file in
the CDM. Enter all the information you can into this page. If a field has a label that is bolded with an asterisk, this

means that it is a required field. Also, several of the fields will be dropdown menus, so it is easy to enter the correct
information quickly.

Once you have entered all of the personal information, move on to the next worksheet by clicking on the Program
Info tab at the bottom of the Excel spreadsheet. The different worksheets in this file correspond roughly to the
different tabs within the CDM participant file. Go through all of these tabs and enter all the necessary information.

Save the file.
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gh«j\ & ) ParticipantDocument.xls [Read-Only] [Compatibility Mode] - Microsoft Excel
_d l Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat
J -l A AT ap Te SEnera
=3
Paste O |E|| A ||| = - Merge & Cente | % = 3 » || _Z _Ce Insert
Clipboard ™ Font Alignment MNumber
personal Info_R... ~ \ I |
C D E F G
1 Consumer Directed Module
2 Save often! Generic Department of Testing
3 Participant Entry Form - Personal Info
4
5 Last Name:] | First Name:*| |
6
; Address 1:%| | Required fields Address 2: |
0 City:=| | ase bowced Zip Code:™| |
10
11 Telephone Number:*| | Email Address:| |
12
13 Cnunt',-':| | Emergency Contact Name:| |
14
15 Emergency Contact Number:| | Local Case Number:| |
16
17 Medicaid Number:*| | Date of Birth:*| |
18
19 Gender:*| | Language Spoken Primary:| |
20
21 Language Spoken Secondary:| | Social Security #:*| |
22
23 Local Program:| | Dropdown menu Race: | -
24 example White
25 File Status:] | Aftican American
armerican Indian
26 Click on these tabs to add or Hispanic
27 |  edit other worksheets
28
29 Hair Color:| | Service Field:| |
- Y
W4 b { Personal Info -~ Program Info Agency Info Legal Guardian Participant Representative Emplo‘,rei_ll}—l 1 ]

Upload the Participant Form

After you have completed and saved the Participant Form, return to the page in the CDM from where you
downloaded the blank form. Click Browse, locate the form that you saved and click Open, then click Submit.

Submit Participant Form

Select Form to Subrmit

Now you see the new participant file. However, the changes have not yet been saved. Verify that the uploaded
information is correct, the click Save File. If you see a confirmation message that says “File has been saved”, then
you are done. If there is required information missing or some information is not valid, you will see a user message
that will tell you which information you must check before you can save.
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Finding a Participant’s File

NOTE

Finding a participant’s file is crucial! You will often have to find a participant’s file in order

to complete many of the tasks in the CDM.

e Advanced Search
e Participant Quick Search
e Master Participant Search

Advanced Search

To conduct an Advanced Search, go to File. Each field is searchable, so you do not need to fill out each field. Also,
you do not have to fill in an entire filed; for example, you can enter “S” in the Last Name field to return all
participants with a last name beginning with “S.” Once you have entered the information you want to search by, click
Search. To clear all the fields you have entered, click Reset.

Mational Resource Center for Participant-Directed Services oD BT WU

Consumer Direction Module CDM “'\‘ — 3 0
Logout

Help

Paszword

| Create File] File Search |
L. Click on File” =
File - Search 2. Enter the First and Last WName of the
participant that you want to locate.
Last Mame: [Smith S5N: | Sl -
First Mame: [Steven Medicaid #: |
County: | El D.0E.: .n’ ,.-' W
Priram Languags: | Secondany Language: |
File Status: [ [=] Spending Plan Statuz: | =]
FSa Adrmir: | [=] Service Type: | [=]
Support Broker Agency: | (=] &] Support Braker: | =1
Fronlnuee | ast Mame: [ Frardmure: First Marne: | i
3. Click Search | Reset |
Cash and Counseling 2pplication Version Click here with bugs or feedback

Participant Quick Search

Use this box to find a participant’s file quickly. Go to the homepage. Begin typing all or part of a participant’s last
name and it will display all names that match your criteria. For example, if you enter “sm,” then all participants with a
last name beginning with “sm” will display. Scroll down to the correct name and hit View File. Your browser will

navigate to the page shown below.
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National Resource Center for Participant-Directed Services COMEUNER ARZCTES VEEUSE Pazswiard

Consumer Direction Module CDM "\‘ — 3 Q
'O TSI WEULE Logout

Help

-~

Notifications

Master Participant List

M odify Suppart Broker Agencies

Reports
b odify FR 5S4, Admin &gents P
Wodify PRS2 Admin Sgencies Alerts
Advanced Search Batch Upload

Broadcast Meszsage

Feparts

m

Pending Spending Flans
Expenditure Batch Proceszing L. Enter the last name of the

Data Load T ool / participant you want to locate.

Smith |

View File Y b

Cash and Counseling Application Version Click here with bugs or feedbadk

Locate the participant you are searching for and click View File.

[ Creare FIe[ File Dearch |

File - Search Results Files returned: 9
Smith, Adam EEE-B7-8975 589900 asmith2 Active Wiew File

Smith, Angela 123-45-6554 021345 asmith Inactive “iew File

Smith, Calvin 182-98-6532 4563597645 csrmith Active Wiew File |
Smith, Dek 417-55-6478 50000071259 dsnith Active Wiew File 1
Srith, Freddy 123-66-1032 132000 fsrnith Inactive “iew File

Smith, Joseph 123121231 32314 jsmith3 Active “iew File

Smith, Lucy 124-44-5006 23459 Ismith Special Case [View File 3. Click View File

Srnith, Stan 555-43-2343 2334 ssmith Active e File

Smith, Stewven 324-54-7777 123445 ssmith? Fe-enrolled Wiew File |

l“:ash and Counseling Application Version Click here with bugs dr feedback

Master Participant List Search

Navigate to the homepage and click on the Master Participant List.

Note: If you don’t have this table on your homepage, just use one of the other methods for locating a participant file.
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A table will open up with the names of the participants. Click View File in order to go to a participant’s file. Or, you
can click Details to quickly view a few key bits of information, such as the participant’s support broker’s name. Please
note that you may have to search through the pages in order to locate the participant, as shown below in step three.

Consumer Direction Module CDM ""- Change 3

National Resource Center for Participant-Directed Services ‘COMSUMER SRECTION WOCULE Password

Help Q Logout

Master Participant List

Mﬁdif}lS pﬁo é\rorléér.&génc':ies

Madify FMS4 Admin Agents 5 i
M adify FMSA Admin &gencies E E T
Advanced Search E : £ E
Broadcast Message L ¥ (] gozozonoz Yiew File Datails :
o , ! | Calahan, Francis | 434225 2. Click View File Wiew File | Details i
Pending Spending Flans | or Details :
Espenditure Batch Frocessing { | Carlson, Catherine | 5487956848 | ViewFie |Details i
Data Load Tool H :
| Cartion, Steve | 443234 | ViewFile |Details :
t | Carson, Cathy | 2354833673 | ViewFile |Details
1| Carter, Mangy | | Yiew File | Details
o — % : 1 1 1 : 3
Cash and Counseling Application Version Click here with bugs or feedbadk
| 1 1 1 {9
| | Carson, Cathy | 2354833879 | viewFile |Details |,
i | Carter, Mancy | | Yiew Fila |Detai|s
| Carver, Arene | 837201 | viewFile |Details ||
| | Cascio, Marie | 342118 | viewFile |Details ;
! | Charles, Oto | 3545268785 | wviewFile |Details ;
' | Churchman, Peter | 4325689 | ‘iewFile |Detils |
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Changing a Participant’s File Status

|Personal  Program | Financial | FMSA& Admin Support Broker | Medical Provider | Participant Rep  Legal Guardian | Emploves  Motes  Documents

Steven Smith (" Status: Re-snrolled Frint File
7 { AL EA et Ao - — = = 1
Emergency Contact Phone: [ | ! | - Local Caze Mumber: |E|
Medicaid Number™: [123445 Date of Birth: L I=]/ [2mo
Gender™ [Male = Language Spoken Primany: |
Language Spoken Secondary: | Social S5ecunty Number=: |324 : H 77T
Local Progran: |Select Local Program El Race: |Caucasian El
IS gel'e”t'g”te? =l L. Use the drop-down menu
elect Statuz S
Inactive to change participant's status.
Active
Clozed
[ ] New Lt = 3
Enralled
Special Case Save File 2. Click Sawve File
Cash and Counseling Apeplication Version S —" Click here with bugs or feedback

Go to the participant’s file. Scroll down to the bottom of the page. Go to the Status drop-down menu and select the
appropriate new status for the participant. When finished, click Save File.

For some file statuses, after this step you will simply see a confirmation message. For other statuses, such as Closed, a
new window will open where you will enter the reason for the status change. Choose the reason from the dropdown
menu, enter an estimated date of return (if appropriate, otherwise leave it blank), and click Save.

File - Change Status

File haz been zaved, with a change in status. Use this form to enter more details.

Mew Status: Closed

status Reason: |Mi5uae of Budget ™
Estimated Return Date: .. |/ [ ]/ 2010
Comments:

Save

NOTE

If the Status Reason pull-down menu does not include the right status change reason, be

sure to suggest to your program administrator that a new reason be added.
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Viewing a Participant’s File Status History

Consumer Direction Module CDM “t. Change 3

National Resource Center for Participant-Directed Services CONEUVER SRECTION WOCLLE Pazsward

Help Q Logout

|Personal  Program | Financial | FMS& Admin Support Broker | Medical Provider | Participant Bep  Legal Guardian | Emploves  Motes  Documents
Steven Smith  Status: Re-snrolled Print File
aenuen - | Male = LanyuaLE 3pUREN Finia. | =
Language Spoken Secondany: | Social Security Number™ 324 -[54 - [7777
Local Progran: |Select Local Pragrar E Race: |Eaucasian E
Status: =

View Status History L. Click View Status History.

Go to the participant’s file. Click View Status History. Your web browser will navigate to the page below.

File Status History for Smith, Steven

n4/z0/2010 Fe-enrolled Dther 01,0100

04/20/2010 Admitted to NF 01/01/0001 Save Cancel

If your user role has the correct permissions, you can also edit the participant’s File Status from here by clicking on
Edit. If you opt to change the participant’s file status from here, your browser will navigate to the page below. If you
do not need to edit the participant’s file, click Close.

To change the participant’s file status, click on the drop-down menu. When you are finished, click Close.
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Creating a New Note in a Participant’s File

From the participant’s file, go to the Notes section and click Add Note. Your Web browser will navigate to the page
shown below.

Consumer Direction Module CDM ‘_' 3 0
" Changs Patsword Help Logea

Hatonsd Resgurcs Camter fior Pamcipant-Drecied Sarvicas

TR PR

Steven Smith  Stams: None Selectsd Fill-in fields Prie Filg
Subject: | Support Broker question regarding Mr. Smith -
ME: I would like to know x, ¥, and & about Mr. Smich'"s records in your files, o
Flease advise. Thank you.
Fred Jones =

the Subject and Note felds

((Type: Appeal * }— Indicate Trpe of message. Enter the appropriate information into

Check vour recipient(s) box, scroll to the bottom of the page and click Save Note I

Cash a=d Counsaing Applcaten Version Chcii hare with bugs & feedback
r,

Fill-in the Subject and Note fields, just as you would with an e-mail. Using the drop-down box, indicate the Type of
message. Check the box in front of the recipient(s) that you want to Send Notifications To. Finally, don’t forget to
scroll down to the bottom of the page and click Save Note.
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Viewing a Note in a Participant’s File
g P

Go to the participant’s file. Next, click on the Notes tab. Find the correct note and click View.

Consumer Direction Module GDM &. Change s Q

Haticnsl Rescurce Center for Paticipant-Diencted Seevices s v s

Steven Smuth  Status: Re-snralisd Pt File

File - Notes L. Click on View,

m:gf;u';me oboutMe. Smiths | o Adrin 416/2010 | Genaral Awailable | Open| | View | Respond
Cash and Counssling Applicstion Vaniicn Click hers with Dugs or fesdbac
L "

You will now see the text of the original note and any responses that have been made. You can also respond to a note
by clicking Respond, or navigate back to the list by clicking Back to List.
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Responding to a Note in a Participant’s File

Go to the participant’s file. Next, click on the Notes tab. Notes regarding the participant will be stored here. Now,
click Respond.

Steven Smith  Status: Re-snrolied jalidd

File - Notas Click on Retpond
| Add Mot

E::::mid““ ubout Wi, Smill's immm mmumfﬁenmm _Amlabm| Open | Ve

Type your response in the Response field. Next, check the user role that you want to Send Notification To. Your

web browser will navigate to the page below.

Steven Smith  Statms Pe-smroiled Ferd Fie
File - Respond to This Note Type vous response in the Responte feld

Subject Pleace schvics about M. Seth's s stabun
From: Stats Adwn  Dates 471672010 20651 PM

Send Notibication To: 7] -
[ ¢ ;_.-Pm'l Check the agencies that vou want to
LIFMSA Admn send the note response to

Indicate the Case Note Status and the Resolution Type. Finally, click Save Response.

[T support Broker Admin
[ Participant Rep
7L egal Guardian :
-nl ~__ Indicate the Case Note Status and Resolution
Case Note Stamus: Open  ~ Trpe using the drop down menn
Reschtion Type. None -

Click Save Response
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Assigning a Support Broker

Prerequisites: participant file must already be created and the support broker must be added as a user in the CDM.

Go to the participant’s file > Support Broker tab.

Thomas Able  Status Actzve i Erint File
File - Support Broker I—: Select the apencr and click Go I— Select dre support broxer and click Go
[Agenq.- | Famady Bymatance Conler  » |] [S., opof Broker | Bgand, Bemaed V|]
Agency Infarmation support Braker Inlo
Mamg: Family Assisiancs Contar Frgt Mama: Bemard
Fudt Mama: Julivg Last Mama: Boaland
Last Name. Erang Address 1) 432 Tuhp D
Address 1 21 Cantre Streat Address 2
Address 2 City. Fleasanballe
City. Newtown Stmta: PA
Smta: FPA Zip Code: 19258
Zip Code: 19501 Telephone #1: 6172263456
Telephona & 6175695055 Telephane #2
Fax# TODOD Feo # 61755965878
Ernad Acldress: TODO Emal Address: bholanddnetcom
I—— Click Save File
Cash mnd Coareneingg Bppdosticsn W esnsion bk

From the Agency pull-down menu, select the agency of the support broker. If the support broker does not work for
an agency, choose “None Selected.” Once you have selected the agency, click Go. The contact information for the
agency you selected will be displayed below the Agency pull-down menu.

Next, from the Support Broker pull-down menu, which now displays the names of all the support brokers working
for the agency you selected. Find the name of the support broker you want to assign to this participant and then click
Go. The support broker’s contact information is now displayed below the Support Broker pull-down menu.

Click Save File. The support broker will now have access to appropriate parts of this participant’s file and will receive
alerts and notifications about this participant.
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Assigning an FMS Entity

Go to the participant’s file > FMSA Admin tab.

| Personal | Program § FMSA Admin )| Suppon Broker | Medicsl Previder | Paricipant Fieg |

Stames: None Selected 1. Go to thus tab

File - FMSA Admin

(F!riﬂﬁx#.drnm [Select FMSA =] l.'-o_]

Save Fie | 3. Click Save File

Faal aag i ™= i e Ay

From the FMSA Admin pull-down menu, select the FMSA administrator. Once you have selected the administrator,
click Go. The contact information for the administrator you selected will be displayed below the FMSA Admin pull-

down menu.

Click Save File. The FMSA administrator will now have access to appropriate parts of this participant’s file and will
receive alerts and notifications about this participant.
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Assigning a Medical Provider

Go to the participant’s file > Medical Provider tab.

Consumer Direction Module CDM 7y 3
“" Change Pazsword Help QLogout

National Resource Center for Participant-Directed Services

CORSUMES COR FET N AL

| Personal | Program | FSA Admin | Support Broker ( Medical Provider ) Faricipant Bep | Legal Guardian | Employee | Documents

Status: None Selected I— 1. Go to this tab Brint File

File - Medical Provider

Farticipant does not wet hawe
a hMedical Provider.

2. If the participant does not have a Mledical ( ’ Add Medical Provider ])
Provider, or if you want to change providers, |
click Add Medical Provider

Cash and Counseling Application Version Click here with bugs or feedback
A

To add a new medical provider, or to edit a provider’s personal information, click Add Medical Provider.

Status Mone Selscted I_ 3. Enter provides's contact dxfonmation i the appropaate felds and select "Specalr” Print Fits
Saate | e | y
el el Fo I
Spacaly. [Gensenl =
Mudical (oenss Moo | Langeage |Engish |=
Specakit [ K203 Code. [Be 1CO0-3 Wi Via notvahia [=)]
’

Last Doctor vise =1+ =] [0
-

| Update Medical Providas | | Cancal |
L— 4 ek pelate Medical Provider

Fill in the fields as appropriate and select the provider’s Specialty. When finished, click Update Medical Provider.
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Editing or Deleting a Medical Provider

Go to the participant’s file > Medical Provider tab.

| Personal | Program | FMSA Admin | Support Broker [ Medicel Provider | Padicipant Fia Guardian loves | Docu
Stams; Nons Selected Erint Filg
File - Medical Provider 1. To edit a provider's infommation, click Edit

| General Edit Dialeta |

[ Ada Medcal Provide

Medical Provider added. Clsck 'Save File' 1o add thes Provder to the file permanenty.

2. To delete a provider, click Delete

3. Click Save File

| SaveFie

To update and or edit a provider’s personal information, click Edit. To delete a provider, click Delete. When
finished, click Save File.
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Assigning a Participant Rep

Go to the participant’s file > Participant Rep tab.

—— y
| Personal | Program | FMSA Admin | Support Broker | Medicel Provider (” Participent Rep [) Legal Guardien | Emplor
2 Enter Participant Rep's personal infommation

Suims: None Selecied s the Falds below a3 appioprate _l 1. Go to this tab Eninl Filg
Filg - Parsonal | i Pasticipant 10 0
Last Hame*: [ First Hame* I
Address 1 i Address 2 I
City™ F Zip Code I
Telephone Mumber, | | | [ ¢ [ Email Addiess |
Caurhy FSEIE.U County =] Emargency Comact Name |
Fraamanms Cantact Phnas | i -T | nirwd Cmza Mumhar fa

m— 3. Click Save File

Caak ssd O oy Aok g = Bare oode

Enter the participant representative’s information into the fields. When finished, click Save File.
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Assigning a Legal Guardian

Go to the participant’s file > Legal Guardian tab.

| Pars gram | FMEA Admin Broker  Medical Prowder  Pari Legal Guardian
Staruy; None Selected 1. Go to this tab Erinit File
File - Legal Guardian < Enter the legal g:u.:l.rd:.ufs personal mformaton
T T i the Gelds below as appropoate
Has Legal Guardian?
Last Nama™: | Frst Mame |
Address 1 | Address 2 |
City: | Staie |
2o Code: | Telephone Number || I
[ SaveFie | Click Save File
Cash and Counsaing ppheation Yermion e —

Fill in the personal information of the legal guardian. When finished, click Save File.
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Documenting a Home Visit

1. Update Last In-Person Monitoring Date

Go to the participant’s file > Program tab. Change the date fields for Last In-Person Monitoring Date. Click Save.

| Personal [ Program

Financial | FMS54 | Service Advisor

Medical Provider  Participant Fepresentative | Legal Guardian | Emploves | M

Cleveland Amory

File - Program
Mext Assessment Due

Date of Enrallment

Source of Enrollment

Diate of Lagt Assessment

Frior Care Agency:

Status: Active

-~ Aug 2011

o EEE I R I

Print File  Forrr

Mext In-persan konitaring Due: asap

Disenrallment Date: [ w |/ [ s |/ 200

: I Select Enrollment Source v

Last Phone Monitoring: [.. |/ [ s ]/ [2010

o N SR R P

Date of Last Plan of Care: [ s [/ [ s ]/ {2010
(Last In-Persan Monitaring Date: .. |/ [.. » |/ [2m0 )

(_saveFie

2. Enter Visit Note
Go to the participant’s file > Notes tab. Click Add Note.

2 Click Add Mote

Flease advice about Mr. Smih's

1
filey status State Admin

AAERZ00 | General

iﬂ.\rmlah':e- Open .VIE"W Hespundl

The screen will refresh. Fill in the Subject and Note fields as appropriate. From the Type dropdown menu, select

Monitoring Visit. Check the boxes next to the user roles that should receive notifications about this phone
monitoring. Next, scroll down and click Save Note.




CONSUMER DIRECTION MODULE: MASTER USER MANUAL

| Personal | Program | Financial | FMS& | Service &dvizor | Medical Provider  Participant Fepresentative | Legal Guardian | Emploves |( Motes

Cleveland Amory  Statug: Active Frint File  Forms

Enter a d_@m| |

subject an

the text of

the note

(Type: | Maonitaring “isit

(Send Notifications To: O Participant
CFMSA Agent
CFMSA
[ 3ervice Adwisor
[ A dwvisement Agency
[ State Office
O Participant Eepresentative
[ Guest
[ State Admin

\ [Tegal Cuardian )

VD\Set “Type" to "Monitoring Visit

Save [ SaveMote 1) cancel |
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Documenting a Phone Call

1. Update Last Phone Monitoring Date
Go to the participant’s file > Program tab. Update the date fields for Last Phone Monitoring. Click Save.

| Personal |(Prngrarrﬂ| Financial | FMS& | Service Advisor  Medical Provider  Participant Representative | Legal Guardian | Emplopes | Mo

Cleveland Amory  Status: Active Frint File  Form

File - Program

Mext Agsessment Due: Aug 2011 Mext In-person Manitaring Due:

asap
Date of Enrollment: [May. s]/ [1 %]/ |2008 Disenraliment Date: [ |/ [ s [/ {2010

Source of Enrollment: |Se|eci Enrallment Source (Last Phone Monitaring: [.. s[4 [ %]/ |2m0 )
Frior Cara Agency: | Date of Last Plan of Care: .. |/ [ |/ |2010

2. Enter Phone Call Note
Go to the participant’s file > Notes tab. Click Add Note.

Steven Smdth  Status Re.erecllsd 1. Click on the Moles tab. Pk Fibe

! ] 1
State Admin AN D | General ;-“'.'U'ﬂﬂﬂtl':E' Open | View F'.B'S.pl:lnd|

Flease advice about Mr. Smith's
e slalus

The screen will refresh. Fill in the Subject and Note fields as appropriate. From the Type dropdown menu, select
Phone Monitoring. Check the boxes next to the user roles that should receive notifications about this phone
monitoring. Next, scroll down and click Save Note.
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| Perzonal | Program | Financial | FM5& | Service Advisor | Medical Provider  Participant Fepresentative | Legal Guardian | Emplopes |( Nules;

Cleweland Amoty  Status: Active Frint File  Forms
Entera _6_) \
subject and UbJECt| |
the text of
the note
Type: i Phone Monitorin iv o
_ _(Ype E : I}\Set "Type" to "Phone Maonitoring”

(Send MNotfications To: O Participant A

OFMSA Agent

CIFMSA

Ol 3ervice Adwizor

[ A dwisement Agency

[ State Office
Ol Participant Representative
O Guest
[ State & dmin
\ [1Legal Guardian )
([ Sae Mot Dl rancal |
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Printing a Participant’s File

There are three ways to print a participant’s file. The first step in all of these methods is to go to the participant’s file.

| Perzonal | Progiam | Financial | FMSe | Service ddvizor | Medical Provider | Participant B epresentative | Legal Guardian | Employes | Motes | Documents | Assessments

Totda Aglione  Status: Active Frrint File

File - Personal Participant ID: 30425 =
Last Mame: IAg”DnE First Mame: ITDnia
Address 1: |53 Cimmonswille Address 2 |
City™: |J0hnst0n Zip Code: |2919

Hair Color: v MAID Mo

Copyright 2009, All Rights Reserved. Rhode Island Department of Hurman
Services

Application ersion

Crested by MRCPDS
A

The first way is to click on Print File, located just below the Employee tab.

The second way is to download the Participant Form. To do this, click on the Forms link. This will bring you the
Participant Form page. In the Get Participant Form box, enter the participant’s last name then click Get Form. This
will enable you to download a spreadsheet with most of the participant’s information.

NOTE

The Print File and Forms links will always appear in the same location in the patticipant
file, whether you are in the FMSA Admin tab, Support Broker tab, or Medical Provider tab,

etc.

If you do not see the Forms link, then you do not have permission to use this feature.

The third way is to click on Print at the bottom of the page. This link is available from anywhere within the CDM.
Clicking on it will open a new window. This window is a print-friendly version of the CDM. From this window, you
can print directly from your browser, but you must print each tab within the participant file separately.
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Working with Participants’ Financial
Information

Creating a Participant Budget

There are several ways to enter a budget for a participant, depending on how the budget amount is calculated in your
program:

e If the budget amount is calculated before it is entered into the CDM, go to Creating a Participant Budget:
Enter a Dollar Amount.

e If the budget amount is calculated using the CDM’s assessment module, go to Creating a Participant Budget:
Via the Assessment Module.

e If the budget amount is calculated at the same time that a spending plan is created, then go to Creating a
Participant Budget: Via the Spending Plan.

Creating a Participant Budget: Enter a Dollar Amount

Start from: Participant’s file > Financial tab > Budget sub-tab.

Ferzonal (Financial | FM3& Admin | Support Broker  Medical Provider | Participant Rep | Legal Guardian Motez  Documents
YWiew Spending Spending Get Spending Wiew Expenditure Submit E xpenditure Get Expenditure . . .
Flan l Plats | Plan Beparts Reparts | Beparts [ History [ Affimations

Budget for Able, Thomas

Effective Date Expiration Date Budget Period Budget Amount Action Delete

8/1/2009 | 7/31/2010 Monthly §1.200.00 | Edit
7/1/2008 | 12/31/2008 Yearly $10,000.00 | Edit
3/1/2008 | B/30/2008 Yearly $10,000.00 | Edit

Add Budget |— Click here ta enter a budget amaount

Application Yersion
A s

Click on the Add Budget button. A new screen will appear. Enter the required information and click Insert. New
spending plans for this participant can now be created using this budget.

Budget for Able. Thomas
Effective Date: | .. ~|/ [ «|/|z010 Expiration Date:: [.. |/ [. ~|/[2010
Budget Amount*: I Budget Period™: |Dai|y v
[ 5 )
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Creating a Participant Budget: Via the Assessment Module

After creating an assessment within the assessment module, when you click Save, the Calculated Budget Amount is
automatically forwarded to the program administrator for approval. Once the program administrator approves that
assessment and budget, then a spending plan can be created.

Refer to the assessment module instructions for more details.

Creating a Participant Budget: Via the Spending Plan

Prerequisite: Administrators must check the box for the setting Spending Plan Download without Budget in
order to use this method. That setting is located in Admin > Application Settings > State Customization.

If the budget is developed at the same time as the spending plan, simply follow the instructions for downloading a
spending plan (Participant File > Financial > Get Spending Plan) and check the box labeled “Let me enter budget on
spreadsheet” before clicking Download.

Awailable Spending Flans: |Ei|enk v

Use Budget: |Nene

( Let Me Enter Budget on Spreadsheet)

Eftective Date Range: | Mew Date Range

Effective Dates™> |..  ~|/ [ «|/[z010 = I e I R P

When you open the spending plan spreadsheet, you will be able to edit the budget information at the top right that is
normally not editable. Follow the directions for completing the spending plan and be sure to enter the appropriate
information into the budget cells before uploading the spending plan.

—————\

Budget Amount: 0.00

Budget Effective Date: 10172012
Budget End Date: 10172013
Spending Plan Start Date: 10172012
Spending Plan End Date: 10172013
Days in Spending Plan: 67
Spending Plan Version 1

24
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Viewing and Printing a Spending Plan

Go to the participant’s file > Financial tab > View Spending Plans sub-tab.

| Personal | Prooram | (Financial | FMS4 | Service Advisor | Medical Provider  Participant Representative | eqal Guardian | Employes | Notes | Dod

Yiew Spending | Subrmit Spending Get Spending | Wiga b anthly Subrnit kanthly | Get Maonthly
Plans Flan Flan Statement Statement Statement

| Budget

List of Spending Plans for Armstrong, David

gamnasentn na/03s2010 08,/03/2011 Approved | Andersan, John Comments 1 Edit

You will see a table summarizing every spending plan ever drafted for this participant. Click View. The “Spending
Plan Details” table will expand. At the top of the table is the budget and spending plan summary information. Within
the table, each spending plan category is displayed, along with the category subtotal and a Details button. Click the
Details button to view each line item within any spending plan category.

Spending plan and budget summary information —I

(_Eurrent Statuz: Owemidden Start Date: 9/1/2009 Approved Date of Plar: 8/18/2003  Budget Effective Date: 9/1/2009 Total Budget &mount for Period: $1 ,DDD.DD)

S e Twseree

Direct Hire Services faz22.41

Emergency Back-Up Plan for Personal Care $1.00

l Savings for Purchases $100.00

Financial Management Services Monthly Fee $50.00
Support Broker Monthly Fee \ $25.00)
Click to view category details Category subtotals Balance in plan

To print, click the Print link at the bottom of the page. A new window will open that is more print-friendly. Click
Expand for all the categories you want to display in the printed version. Then, print your browser window. This is
usually done by going into the File menu and clicking Print, or you can press Cttl + P.

| auppuu LrIurnRel IIII.IIIlIIIr rec

Application Yersion  Licensing Info | Prirt I Copyright 2003, All Right= Resq

Created by NRCPDS
1
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Creating or Editing a Spending Plan

If you will have internet access while you are creating the spending plan, then follow the instructions for the online
spending plan. If you will not have internet access, such as if you will be bringing a laptop into the participant’s home,
then follow the instructions for the spending plan spreadsheet.

NOTE

Information within a spending plan can only be edited by submitting a new plan with
changes made in order to replace the old one.

However, if you have administrative permission, you can edit the start date, end date, or
status of a spending plan. To do this, go to the participant’s file > Financial tab > View

Spending Plans sub-tab. Make your changes, then click Save.

Online Spending Plan

Go to the participant’s file and then click on the Financial tab then the Submit Spending Plan tab. On the bottom
half of the page is “Option 2: Create Online”. In that area, click Edit Online.

| Perzonal | Program | Financial Service Sdvisor | Medical Provider  Parhicipant Beprezentative Le

Submit Spending
Plan

Wiew Spending

| Get Spending | Wiew banthly 5
Plans

| Budaet Plan Statement

Spending Plans for Amory, Cleveland

Option 1: Upload File:

Upload Spending Flan I Browse...

Cornrments:

[Dption 2: Create Online

Edit Online ]

A new window will open with three options:

1. Edit this Plan (Valid for Drafted Status only)

Choose this option if you have already started a spending plan and saved it, but did not submit it. You must
also select the spending plan that you started from the Select Spending Plan dropdown menu. This option
will only work if the spending plan you select shows “drafted” in parentheses.

NOTE

If you want to edit a spending plan that has already been submitted, then you must make
a copy of the submitted spending plan, make your changes, then resubmit the new
version.

26
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2. Make Copy of Plan, and select Budget and/or Date Range
Choose this option if you want to work from a copy of a spending plan that was previously submitted. This is
helpful if you want to submit a new version of a spending plan that has already been submitted, or if the
participant’s next spending plan will be similar to their previous one.

Once you select this option, new fields will appear. The Budget dropdown menu lists all available approved
budgets for this participant. Choose the budget that covers the period for which you want to create a
spending plan.

The Spending Plan Date Range is the period during which the spending plan, if approved, will be valid.
Enter the beginning and end date, and be sure that the spending plan date range falls within the budget date
range. For example, if the budget has a start date of July 1, 2010, then the spending plan start date must be
July 1, 2010 or later.

3. Create Blank Spending Plan
Choose this option if you want to start fresh with a blank spending plan. If you select this option, you will be
required to choose a budget and set the spending plan date range, just like in Option 2.

Spending Plan Selection

select Spending Plan: | |

Option 1 =" O Edit this Plan [Walid far Dirafted Status only)
Option 2

O Make Copy of Plan, and select Budget and/or Date B ange
Dptuﬂ < ==—(®) Create Blark Spending FPlan

IF copring to new plan, or creating a brand new one, zelect items below.

Budget: | $1.200.00 Monthly 7/1/2010-6/28/2011 + |
spending Plan Date Eange: | |t0 |
[ Get Spending Flan ]

Now that you have chosen one of the three options, click Get Spending Plan. The Spending Plan Details table will
expand. Each spending plan category is displayed next to a blue plus sign. Click the plus sign in order to expand the
details for that category. You can enter information into any white field. The pale blue fields will calculate
automatically as you enter information.

When you are done entering information for one category, you can click the plus sign next to the category title again
to collapse those details. Then, click on the plus sign of the next category to begin entering those details.
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Spending Plan Selection

Spending Plan Details

Edit information in white fields

N\ .
+|Waiver Services // \ Total: $2426.08
- Hourly axes per Total A ﬁours pe? rEmpllcn,re'a i RS F'e'Tc-taI E:n:;stthis1
Semwice or Support Description  Start Date End [rate Senice Code rate Hour Hourly Cos| ek E aytoll T ?:uidrii? Budget Period
1 |Personal care attendant|71/2010  [6/30/2011 |jnakercompaniond|  8.50 084 5 944 15 || 0.00 257 $/2426.0
1 | § oo s 000 5 0.00 1] 5 0.00
1 | § oo s 000 5 0.00 1] 5 0.00
2 5 oo s 000 § 0.00 1] F 0.00
2 5 oo s 000 F 0.00 1] F 0.00
)
4 |Participant Delegated Goods and Services / Total: $0.00
Shaded fields auto-calculate
4+ |Regular Purchases of ltems/Goois and cannot be edited Total: $0.00
. Click these buttons to expand/collapse
+|Savings for Purchases spending plan categories Spending plan Total: $0.00
category subtotals =——
d; Support Broker Fee ’ Total: $0.00
| S

_ Spending Plan Total: F 242608
Summary totals
i Budget Amount: £ 120000
l Save ] l Save and Submit

_________________________________________________________________________________________________________________________________________________

NOTE

If your spending plans include service or item codes and the administrator has enabled
drop-down menus to be used in those fields, then the codes will auto-complete. Just
start typing the code and the rest will

While you are working, be sure to click Save often. This will save your work, so if you are timed-out by the CDM or
are unable to do all the work on this spending plan at once, you will not lose everything you have entered. This will
save the spending plan with a “Drafted” status. When you want to edit it, follow the directions for Option 1: Edit this
Plan when you first open the online spending plan window.

The final step in creating an online spending plan is to click Save and Submit. This will save the spending plan and
notify the program administrator that it is ready to be approved. Once you submit the spending plan, you will be
unable to edit it (although you can copy it to create a new one).

Remember, until you click Save and Submit, the spending plan is not complete and will not be approved or denied.

Spending Plan Spreadsheet

There are three steps to creating a spending plan using the spreadsheet. You will download and save the spending plan
spreadsheet, enter the information into the spending plan, then upload the spending plan into the CDM.

Downloading the Spreadsheet

Go to the participant’s file > Financial tab > Get Spending Plan sub-tab.
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| Personal | PIDJJam Financial ] Fi5& [FMS4 Admin) | SuelfortBroker Medical Provider F‘articieantHeE LeEaIGuardian | WD}IBB | Motes  Documents
— —
Wiews Spending Submit Spending Get Spending “Wiew bonthly Submit Maorthly Get Monthly . .
| Budgst Plang | Plan l Flan | Statement | Statement | Statement [ Histony | Affimations
From the Available Spending Plans dropdown menu, choose which spending plan you want to open. If you want to

start from scratch, select Blank. If you want to copy a previously submitted spending plan, choose that spending plan
from the dropdown menu.

Available Spending Flans: | Blank e

From the Use Budget dropdown menu, select the approved budget from which you want to create a spending plan.

Lze Budget: |$1,2IZIIZI.EIEI banthly 70201 0-6/25/2011 »

If you are copying a previously submitted spending plan, you can choose to either enter a new date range or to use the
date range of the spending plan that you are copying. Make this selection in the Effective Date Range dropdown
menu.

Eftective Date Range: | Mew Date Range

Designate the beginning and end dates of the spending plan. Remember that the spending plan effective dates must
fall within the dates of the budget that you chose from the Use Budget dropdown menu.

Effective Dates™ | V|-"'|... v|=’|2l:|1lil to | Vl-"l|... V|=’|2III1EI

Finally, click Download. A download dialog box will appear. Name the file, and choose where to save it. It is a good
idea to have a standard naming format and a folder where you save spending plans.

NOTE

If you copied an existing spending plan and chose to use the same effective dates, you
will receive a user message telling you that another version of the spending plan exists,
so this plan will have a different version number if you submit it. Click Confirm to

continue.

Filling out the Spending Plan

Now that you have downloaded the spending plan spreadsheet, it is time to open it and to fill it out. As you are
working, remember to save the file often.

At the top of the spending plan you will find the contact information of the participant and his or her fiscal
management services provider, the support broker name, and the budget and spending plan dates and amounts. This
information is for your reference only and usually cannot be edited. In some programs, you will be able to edit the
budget and spending plan summary information.0
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A B & D E F G H
1 ' DOH Region Il FEAMame  ACME Services LLC
2 FEA Address 4400 N. Broad St. Philadelphia, PA 19104
3 FEAPhone  (111)222-4444
4
5 Participant Name Aaron Abner
6 Participant Address 123 M. Beech St. Budget Amount: "53.250.00
7 Anytown, New Mexico 19234 Budget Effective Date: 6/1/2010
8 Budget End Date: 5/31720M
9 Medicaid Mumber: 234567890
10 Participant File Status: Active Spending Plan Start Date: 6/1/2010
1 Spending Plan End Date: 12/31/2010
12 Support Broker Name: Penny Pinkerton Days in Spending Plan: 214
13 Spending Plan Yersion 3

Below the summary information, there is a table for each spending plan category. Enter spending plan information
into the white cells in these tables. Do not enter any information into the shaded cells. The shaded cells automatically
calculate, so any changes made to these cells will not be saved and might generate an error message.

The last cell in each row shows the cost of each line item. At the bottom right of each spending plan category table,
the subtotal for the spending plan category is displayed. These values update automatically as you fill out the
spreadsheet.

Cost of each
Spending plan category il LEs
Waiver Services 0 =l .
[ ™ Total
Service or Support Taxes per Hourly Total Cost this
Description Start Date End Date Service Code Hourly rate Hour Cost Budget Period
Perzonal azzistance 06/01/2010]  12/31/2010] 99508 - homemaker/compan £9.25 1.01 210.28 34711.08
S0.00 $0.00 20.00
S0.00 20.00 $0.00
S0.00 20.00 20.00
S0.00 $0.00 20.00
Total Waiver Service $4711.08
or edit inforn . ‘./L e
e rednite e ategory subtotal
Ne Wite cells

The last table in the spreadsheet is the spending plan summary. Here you will see the subtotals for each category, the
total cost of the spending plan, and the amount remaining (which is calculated by subtracting the spending plan total
cost from the approved budget amount). Make sure that the Amount Remaining is a positive number, or else the
spending plan total cost exceeds the approved budget amount, and the spending plan will be denied.

sSummary of Epending Plan
Waiver Services 54711.08
Participant Delegated Goodz and Services 50.00
Regular Purchazes of temz/Goods 524.00
Sawings for Purchazes 50.00
Support Broker Fee 30.00
Total Cost: 24735.08
Amount Remaining™: -21435.08

Once you have completed all of the spending plan categories, save and close the spreadsheet.

Uploading/Submitting the Spending Plan

After you complete and saved the spending plan, return to the CDM and go to the participant’s file > Financial tab
> Submit Spending Plan sub-tab. The top half of the page will be labeled “Option 1: Upload File”. In this section,
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click Browse. A dialog box will open. Locate the spreadsheet file you saved and click Open. In the Comments box,
add any comments if you have them. Finally, click Submit. The program administrator will now be notified that the
spending plan needs to be reviewed.

| Perzonal | Program | \Financial ) FHSA [FHS4& Admin] | Support Broker  Medical Provider | Participant Rep |

Wiew Spending Submit S5pending [ Get Spending | iew bonthiy Sub
Planz Plan Plan Staternent 5

| Budget

Spending Plans for Amory. Cleveland

Option 1: Upload File:

Upload Spending Plan | L Browse... I

Cormments:

Option 2: Create Online

Edit Online
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Approving or Denying a Spending Plan
After a spending plan is submitted, the person or people responsible for approving them will receive a notification. It
is also a good idea for that user role to have the “Pending Spending Plans” table on their homepage.

|-|

Spending Plan Submitted for Approval | Andrews, Ashley | 087142010 | View File

Go to the participant’s file, then click the Financial tab, then the View Spending Plan sub-tab. Locate the spending
plan with the status of “Submitted” and click View.

08/14/2010 | 09/01/2010 | 08/31/2011 Anderson, John | Comments | 1 Edit

The “Spending Plan Details” table will expand and display the spending plan categories and subtotals. Click on the
Details button in any category to view each line item in the spending plan.

Spending Plan Details

Cumerdt Statur: Submitted  Start Date: 37172008 (wnwuﬁni &wmmammm Total Budgel Amount for Period: $2.000.00
Dietails || Direct Hire Services $253.97
Details || Emergency Back-Up Plan for Personal Care 122500
Details || Other Purchased Services $0.00
Datailz || Regular Purchases of lems/Goods 744,00

l Dietails || Savings for Purchases £82.00
[
Approve
((Sstect Denial Reason.. %))

Review all the spending plan details to ensure that it conforms to program policies.

If the spending plan is satisfactory, enter an “Approved Date of Plan” at the top and click Approve. This will trigger a
notification telling the appropriate people (usually the support broker, FMS, and the participant) that the spending
plan was approved and that the participant can begin paying for the items and services designated in the plan. The
“Current Status” in the top left of the table will also display “approved”.
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If the spending plan is unsatisfactory, choose an option from the Select Denial Reason dropdown menu and click
Reject. This will trigger a notification telling the appropriate people (usually the support broker and participant) that
the spending plan needs modification.
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Recording Participant Expenditures

There are three ways to record participant expenditures within the CDM. You can submit expenditure reports by
individual either via your browser or a spreadsheet, or you can enter more than one participant’s expenditures into the
batch expenditure spreadsheet.

Individual Expenditure Report: Online Entry

To record expenditures for one person directly through your browser, go to the participant’s file, then click the
Financial tab then the Submit Expenditure Report sub-tab. Click the Edit Online button.

Submit Expenditure

| Perzonal | P[DEIEII‘I‘I |{Financial ) FR5A Admin | Support Broker  Medical Provider | PalticipantHepﬁ Legal Guardian | Em
Reports ﬁ

B Wigw Spending |Suhm|i:t.|§r|?ending | Get Spending | YWiew Expenditure |

Plans Flan Reports

Submit Expenditure Reports
Option 1: Upload File

Uplead File Option: | Standard Upload ~

Upload Expenditure Reports I Browse...

( Edit Online I

A new window will open. From the Select Spending Plan dropdown menu, choose the spending plan that covers
the dates of the expenditutres you are recording. There is no need to change the date range. Click Show Payments.

Option 2: Create Online

Consumer Direction Module CDM & 3 o
Logout

Mational Resource Center for Participant-Directed Services T T T T * Chatge Pagsward

Expenditure Report for Able, Thomas

@elect Spending Plan: | 08/01,/2009 - 07/31/2010 V)
Date Range: [8/1/2009 to |7/32010

Show Payments

A table will expand showing each spending plan category and the total amount of payments, if any, that have been
entered in this date range. Click on any of the blue plus signs to view each line item that has been recorded in that
category in the time period you chose above.

To record a new expenditure, expand the correct category. At the bottom of the category, click on the Add Row
dropdown menu. This menu contains the items that were approved in that category in the participant’s spending plan.
Choose the item that corresponds to the expenditure you are recording. Click Add.

A new row will be created and will import the spending plan data for the item that you chose from the Add Row
dropdown menu. O, if you chose <Blank> from that menu, the row will not have any data.

In the new row, enter the needed information, or edit the information that was imported from the spending plan if
necessary.
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Repeat these steps with all of the expenditures. Be sure to click Save often. When you are done, click Save a final time
and close the window.

(+ Services}— Click the plus sign to expand a category (Total: $270.00
Type?[?en:ciieption Date of Payment Employes e H;:;::;Wage * Actual Hours Paid (I H.rc-:;[:rsw.age * Senice Cofe Total Cost
18 |Home Care 943042009 Sarah Able 2 1218 2000 s 13.50 112235 -Houss 270{a0
§ 1218 § 112235 - Houss 0j00
v | Add ]\

"~ Select a "Blank" or an item from the spending
for Personal Care

plan and click Add Total: &
4 Participant Delegated Goods and Services Total &
Category
+ Regular Purchases of ltems/Goods subtotals Total §
+ Savings for Purchases Total: $21.00
S_aave often and_ Total Payments this Period: Foza00
right before exiting Total Budgeted Amount: £ 14397.48

=

Individual Expenditure Report: Spreadsheet Entty
There are three steps to recording expenditures using the spreadsheet. You will download and save the expenditure

report spreadsheet, enter the information into the expenditure report, then upload the spreadsheet into the CDM.

Downloading the Spreadsheet

Go to the participant’s file > Financial tab > Get Expenditure Reports sub-tab. From the Approved Spending

Plans dropdown menu, choose the spending plan that covers the dates for which you will be recording expenditures.
Click Download.

| Personal | Program |(I-:inancia-|')| Fi54 Admin | Support Broker  Medical Provider | Participant Fep | Legal Guardian | Employes | Motes  Docun

| Budget Wiew Spending Submit Spending | Get Spending | Wiew Expenditure Submit Expenditure | [Eet Expenditunﬂ

Flahsz Plan Flan Reportz Reportz Heports

Download Expenditure Reports

(Appruved Spending Plans: | 8/1/2009 - 7/31;2010 v)

A download dialog box will appear. Name the file, and choose where to save it. It is a good idea to have a standard
naming format and a folder where you save expenditure reports.

Filling out the Expenditure Report Spreadsheet

Now that you have downloaded the expenditure report spreadsheet, it is time to open it and to fill it out. As you are
working, remember to save the file often.
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At the top of the expenditure report, you will find the contact information of the participant and his or her fiscal
management services provider, the support broker name, and the budget and spending plan dates and amounts. This
information is for your reference only and cannot be edited.

DOH Region V FEAMName  Consumer Services, Inc.
FEA Address 811 Middletown Rd. Downingtown, PA 19532
FEA Phone
Participant Name Thomas Able
Participant Address 432 M. Panther St. Budget Amount: $1.200.00
Philadelphia, Massachuse 19123 Budget Effective Date: 8/1/2009
Budget End Date: 743172010
Medicaid Mumber: 543211089
Participant File Status: Active Spending Plan Start Date: 8/1/2009
Spending Plan End Date: 7/31/2010
Support Broker Mame: Bernard Boland Days in Spending Plan: 365
Spending Plan Version 3

Below the summary information, there is a table for each spending plan category. These tables will include
information imported from the spending plan. This imported information is only for your reference, so that you know
what was approved in the spending plan. It will not be saved as an expenditure line item when you upload, unless you
enter a “Date of Payment”.

Record each expenditure in the correct category table. You must enter a “Date of Payment” for each expenditure line
item, or that line item will not be saved. Only enter information into the unshaded cells in these tables. Do not enter
any information into the shaded cells. The shaded cells automatically calculate, so any changes made to these cells will
not be saved and might generate an error message.

The last cell in each row shows the total cost of the recorded expenditure. At the bottom right of each category table,
the subtotal for that category is displayed. These values update automatically as you fill out the spreadsheet.

Services
Hourly
Date of Wage + | Actual Hours|Actual Hourly Wage
Service Type/Description Payment ||Employee Taxes Paid + Taxes Service Code Line item Total Cost
Home Care 51218 112235 - Housekesping | subtotal S| $0.0
50.0
50.0
50.0
] ] (Tctal Services: 50.00)
Every expenditure must include a Date of =
Payment, or it will not be saved to the CDM. /
Subtotal of expenditures
in category

The last table in the spreadsheet includes the subtotals of expenditures recorded for each category and the total
expenditures recorded in this report.

64 Summary

65 Services 5890.00
66 Amount paid for Emergency Backup Plan 50.00
67 Participant Delegated Goods and Services 512400
65 Regular Purchases of ltems/Goods $35.00
59 Savings for Purchases 350.00
70 Financial Management Services Fee $50.00
71 Support Broker Fee $75.00
72 Worker's Compensation 370.00
73 Total Paid this Period: 5129400
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Once you have completed entering all expenditures, save and close the spreadsheet.

Uploading the Expenditure Report Spreadsheet

NOTE

Never include an expenditure payment record in more than expenditure report
spreadsheet upload. It is always best to start a new report by downloading a new, blank
expenditure report spreadsheet from a participant’s file. You are able to upload more
than one spreadsheet for any date range if some expenditures are entered later than

others or if the spreadsheet does not have enough lines.

After you complete and save the expenditure report, return to the CDM and go to the participant’s file > Financial
tab > Submit Expenditure Report sub-tab. The top half of the page is labeled “Option 1: Upload File”. In this
section, click Browse. A dialog box will open. Locate the spreadsheet file you saved and click Open. Click Submit.

Batch Expenditure Upload

The batch expenditure upload enables you to record expenditures for many participants using a single spreadsheet.
This process involves three steps: downloading the spreadsheet, filling it out, and uploading it.

Downloading the Batch Expenditure File

From the Quick Links section of your homepage, click on the Expenditure Batch Processing link. A new page will
load. The top half of this page is the area from which you will download the blank expenditure file. First, choose the
date range that encompasses the expenditures you will be recording. Click Download.

Download Spending Plans to batch file

i Ty
Date Range: [Ju_ |/ [16 »|/ [2010

to

laug. |/ [16 »|/ [2010

Download
L. .

Upload monthly expenditures from batch file:

I Browse..,

A download dialog box will open. Name the file, and choose where to save it. It is a good idea to have a standard
naming format and a folder where you save expenditure reports.

Filling out the Batch Expenditure File

Now that you have downloaded the batch expenditure spreadsheet, it is time to open it and to fill it out. As you are
working, remember to save the file often.
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The file you see now displays every line item from every approved spending plan that is or was active during the date
range you designated during the download process. The numbers from the spending plan are imported into this
spreadsheet, but no line item will be saved into the CDM unless you enter a “Date of Payment”.

D H J K L I M o] E Q

1
Expenditure Service lype/ Estim. Hourly Actual Hours Actual Hourly

2 Participant Type Start Date End Date |Date of Payment] Description Employee Wage + Taxes Paid Wage + Taxes  Service Code
3 |Daniel Feline [Sewices] 7/14/2006 8/16/2011 Cleaning 17511.10 i H
4 Daniel Feling Senices TM4/2006 8/16/2011 Cooking 27515 54
5 |Daniel Feline Emergency Back-l 7/14/2006 8/16/2011
6 |Dolores Deerfield 97172006 3/16/2011 Personal Care 1:511.10
7 |Dolores Deerfield 9/1/2006 8/16/2011 Housekeeping 2°59.99
8 |Dolores Deerfield 9/1/2006 8/16/2011 Food Preparation 3:59.99
9 |Dolores Deerfield 9/1/2006 8/16/2011 Transportation 558777
10 |Dolores Deerfield Participant Delega  9/1/2006 8/16/2011 L I
11 |Dolores Deerfield Emergency Back-l  9/1/2006 8/16/2011 ! ) .
12 Dolares Deerfield Regular Purchases  9/1/2006 8/16/2011 Columns for expenditures in "Services Category.
13 Dolores Deerfield Savings for Purcha  9/1/2006 8/16/2011 For other categories, scroll right Line itern totals
14 Dolores Deerfield Financial Manager  9/1/2006 8/16/2011 displayed in last
15 Dolores Deerfield Support Broker Fe  9/1/2006 8/16/2011 column %

16 |Dolores Deerfield Worker's Compens  9/1/2006 8/16/2011

Each spending plan category has its own range of columns in the batch expenditure file. You may need to scroll to the
right to find the unshaded cells within the columns for the line item category of the expenditure you are recording. Do
not enter information into shaded cells, as this will not be saved to the CDM and may generate an error.

For each expenditure, locate the correct participant and line item. Enter a “Date of Payment” and scroll to the right
until you come to the unshaded columns in that row. Enter the expenditure details. If the details were already
imported from the spending plan, double check them and edit them to reflect actual expenses if needed.

The last column of the spreadsheet contains the totals for each line item recorded. These are the most important
figures to check. They do not update based on the other line item information you enter.

Once you have completed entering all expenditures, save and close the spreadsheet.

Uploading the Batch Expenditure File

After you complete and save the expenditure batch file, return to the same page of the CDM from where you
downloaded the batch expenditure file. Under “Upload monthly expenditures batch file”, click Browse. Locate the
file, click Open, then click Upload.

Download Spending Plans to batch file

Date Range: [Ju._w|/ [16 »[/ [z010

to

lfug. v |7 [16 »|/ [2010

Upload monthly expenditures from batch file:

IC:RDDcuments ard Set” Browse...

T —
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The CDM will check the spreadsheet data in several ways. If it finds something that may be an error, it will return an
error message. Most of these messages will include a line and column number. Go back to the spreadsheet and view
that cell to make sure that it contains the correct type of data (e.g. a decimal instead of text). Make the necessaty

changes, save the file, and then upload it into the CDM again.

Once you have fixed any data entry errors, you will see a table displaying all the information that the CDM took from
the spreadsheet. Double check this information. Be sure that all the expenditures you want to enter are there, and that
there are none you did not mean to enter. Especially make sure the last column displays the cotrect total amount.

If the data in the table are correct, click Commit Changes. Otherwise, click Upload New File to make changes to

the spreadsheet and upload it again.

Batch File Successfully Uploaded
Please review the items, and zelect Commit to zave to databasze, or select Cancel to remove your changes.
ID | Participant | Medicaid | Item | Expenditure Start End Date of Service Employee | Estim. | Actual | Actual | Service | Back-up | Emplc
Name i # Type Date Date Service | TypefDescription Hourly | Hours | Hourlp | Code | Provider #
Wage | Paid Wage
+ +
Taxes Taxes
TA14/2006 | 8AE/2007 | 7A30/2010
121 | Daniel Felino | 777654 14 Services 120000 | 120000 | 120000 | Cleaning 1 111 25 11.12
Ahd Ak bl
741442006 | 8AE/20M7 | FA30/2010
122 | Daniel Felino | 777654 15 Services 12:00:00 12:00:00 12:00:00 Coaking 2 1854 (10 185
Ak Ak B
< b4
Cormmit Changes Cancel Changes Upload Mew File




CONSUMER DIRECTION MODULE: MASTER USER MANUAL

Viewing Participant Expenditures

Go to the participant’s file > Financial tab > View Expenditure Reports sub-tab.

All of the participant’s previously approved spending plans are listed in the Available Spending Plans dropdown
menu. From this menu, choose the spending plan that you want to compare expenditures against.

Set the Date Range fields to the range that contains the expenditures you want to view. If you want to view all
expenditures that were recorded under the spending plan you chose, ignore the date range fields and just check the
box below. Click Go.

In the image below, the search will return expenditures that had a date of payment in June of 2010 and that were
approved under the spending plan that ends on 07/31/2010.

FrSa Sdmin | Support Broker  Medical Provider

Yigw Spending Subrit Spending et Spending | Yiew Expenditure

| Budget

Planz Plan Plan Reports

View Expenditure Reports for Able. Thomas Compare to spending

- plan
@vailable Spending Plans: I 8/1/2009 - 73172010 VJ/
(Date Range:lJun_~ |/ [1_w]/ [2010 to [un_ ]/ [30 %]/ [200
Set date range r. check here to show all activity against the spending plan.

A table will display with each spending plan category. The total spending during the selected period for each category
is displayed on the right side of the table. Click Details to view each expenditure recorded for any category.

View Expenditure Reports for Able. Thomas
Total expenditures recorded

during selected date range

Available Spending Plans: I 8/1/2009 - 7/31/2010 v Budget Armourt $1,200.00 Morthly
Date Bange:l.. |/ [ ]/ |00 to L. ]/ [ |/ fzon0 ending Plan Amount $1.199.79
¥ Or, check here to show all activity against the spending plan. Total Spending: $8,DBB.¢@

Services $5,872.40
[] Savings for Purchases $2,196.00

Total spending by category during
selected date range

Click to view line items in each category
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Editing Participant Expenditures

Got to the participant’s file > Financial tab > Submit Expenditure Report sub-tab. Click the Edit Online button.

| Personal | Frogiam |(Financial )| FMSA Admin | Support Broker  Medical Pravider | Participant Bep | Legal Guardian | E

i
| B Wigw Spending | Submit 5pending | Get Spending | Wigw Expenditure | Submit Expenditureﬁ
Hogs Planz Plan Flan Reports Reports

Submit Expenditure Reports
Option 1: Upload File

Upload File Option: | Standard Upload b

Upload Expenditure Reports I Browse...

( Edit Online I

A new window will open. From the Select Spending Plan dropdown menu, choose the spending plan that covers
the dates of the expenditures you want to edit. If you want to view only expenditures from a particular date range
within the spending plan date range, then you can change the Date Range start or end dates. Click Show Payments.

Consumer Direction Module CDM P -
Mational Resource Center for Participant-Directed Services H u’ O Logout

ARG NS R FCTCH AT ¥ Change Pazzward

Option 2: Create Online

Expenditure Report for Able. Thomas

@elect Spending Plan: | 08/01/2003 - 07/31/2010 V)
Date Range: [8/1/2009 to | 74312010

' Show Payments '

A table will expand showing each spending plan category and the total amount of payments, if any, that have been
entered in this date range. Find the category that contains the expenditure you want to edit and click on the blue plus

sign. The category will expand to show all of the category expenditures that have been entered during the date range
selected.

. Services , Expand category Locate and edit expenditure Total: $510.00
Senricrla . Date of Payment Employes (=i, (e Wege & Actual Hours Paid Cenel ey iEga & Senice Code Total Cost
EESQEEEE!'“'“ T3xes Taxes
13 ||Home Care 973072009 sarah Able $ 1218 2000 s 1380 (112235 -Houss 270.00
18 ||Home Care 10/16/2009  |Sarah Able § 1218 21 % 13580 [112235-Houss 283.50
18 NHome Care 104312009 |Sarah Able 2 1218 19 % 135 112235 - Housg 256.50
Add Row: | <Blank> v | Add |

Find the expenditure to be edited. If there are multiple expenditures that are similar, the easiest way to identify the
correct expenditure is by the “Date of Payment”.

Repeat this step with any other expenditures that need to be edited. Finally, click Save and close the window.
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NOTE

The CDM database logs all the changes made to participant files, so even though the
participant file will only display the updated expenditure, administrators do have records
of edited expenditures.
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Assessment Module Introduction

Using the assessment module, you can generate a budget based on the participant’s functional characteristics and the
level and frequency of assistance needed with any activity of daily living (ADL) and instrumental activity of daily living
(IADL). The program administrator can configure the formulas that determine the effect that each piece of
assessment information will have on the budget. The assessment instructions are applicable only in programs that use
the assessment module.

Creating a New Assessment

Go to the participant’s file > Assessments tab. A table will display any previous assessments created for this
participant. Click New Assessment at the bottom of the page.

| Persomal | Program | Financial | FMSe | Service Advisor  Medical Provider Hegz[sti:ri?aatri]\tfe | Legal Guardian | Emplovee | Motez | Documents |(.ﬂ?\sse:ntTnl::J
Terrance Alewife
Assessments
Aszzezzment Date Completed By D ate Modified
8/3/2010 12:00:00 &M Jénderzon 8372010 1:16:03 PM

I e Assessment |

A new assessment will appear. Enter the date.

If the participant has no previous assessment, then all the fields will be blank. If the participant has a previous
assessment, then the information from the most recent assessment will be copied into this new one. It is vital that you
double check every detail of the assessment to make sure that old information is either still valid or has been updated.

Fill out the assessment according to your program’s policies and procedures. Check the box next to each functional
characteristic of the participant. Then, enter the details for each ADL and IADL. To do this, click on the plus sign in
the first column of the ADL and IADL tables. Enter the details regarding each activity. For each ADL or IADL the
participant does not need help with, set the Level of Assistance dropdown menu to “Not Applicable”.
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Category ADLS / Click to show ADLIADL details
fnmplete Activity Activity
,{ Budget
= Bawel $0.00
3 "y R
£ Dl e LRI Level of &zzistance: | Minimum v Times per Day: |2
Days per Week: |7
Comments;
e
= M E ating $37.20
| b1 Grooming $11.90 Fill out details far every ADLAADL If no assistance is needed,
set "Level of Assistance" to "Not Applicable"
= W W bility $0.00 PP
e i Shower $9.92
e [ Skin Care $0.00
] Sponge Bath $0.00 - .
Submit only when completely
\Z) M | Transfers $0.00 finished with assessment
Save often! —([ save “[[ Submit l Cancel ] [ “iaw Printable Copy

Be sure to click Save often as you work. For security, the CDM is set to automatically log you out if you are inactive
for a certain amount of time. Saving often will ensure that you don’t lose your work if this happens.

When you have completed entering all the assessment details, click Submit. This will save your work, lock the
assessment so it cannot be edited, and send a notification to the administrator to let them know that the assessment
has been done and the budget is ready to be approved or denied.
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Monitoring and Oversight Tools

Viewing and Printing an Assessment

Go to the participant’s file > Assessments tab. A table will display any previous assessments created for this
participant. Locate the assessment you want to view, then click on that assessment’s date.

| Persomal | Program | Financial | FMSA | Service Advisor  Medical Provider Heg‘:[sti:ril?:{i]\ae | Legal Guardian | Employes | Motes | Documents |W
Terrance Alewife
Assessments
Aszzeszment Date Completed By D ate Modified
t 8/3/2010 12:00:00 AM ! Janderzon 84372010 1:16:09 Pr

MNew Agssessment

~ Click to view assessment

The window will display the assessment. To view the details of any of the recorded ADLs or IADLs, click the plus
sign in the first column of those tables.

Categoy ADLS Click to view ADLIADL details
%plete Activity Activity
’,‘/ Budget
] Biowel F0.00
= h i
E Dressing 3114 Level af &zsistance: | Minimum A Times per Day: |2
Days per wWeek: |7
Comments: pue to his old shoulder injury, Hr. lwory
needs help putting on and taking off his
shirts.
= E ating $37.20
e} Graoming $11.90
\5) il M obility 0,00

To print the assessment, click View Printable Copy at the bottom of the page. The page will refresh with a print-
triendly version of the assessment. Scroll to the bottom and click Print. The print dialog box for your browser will

open.

—

45

—t




CONSUMER DIRECTION MODULE: MASTER USER MANUAL

Viewing a Report

Go to the Forms/Reports area.

Consumer Direction Module CDM ‘“'~.. Change 3 Q
Help Logout

Mational Resource Center for Participant-Directed Services O BTN WC O

e Password
1. Click Forms,/Reports AEEON

Armount of Monthly Budget B2 2N 200 Wiew
Enrallment Packet Litied i AM g
ST 7{25/2006 11:20:24
482005 Appeal Tracking Report A T g
Business Regquirements 11:01:04 ey TR
A Azgessments By Due Date FfM’f = e —
1472010 ;
Tax Form Facket btk Wiew Assessments Past Due By 30 ar Maore | 8/3/2006 12:00; '
31507 P i
Days At
Farticipant Representative Fermission Form Lizeed]d Wiewy 170000
2:45:54 Fhd Biatch Monthly Staternent Report iy Wie
e e dfa00a i = 2
2. Click View on the type of assessment
that you want to examine (ie. by Due
Date or Past Due).
\‘Cash and Counseling Application Wersion Click here with bugs or fE—E—dbED(lJ

Locate the desired report and click View.

If the report requires more information, such as a date range, you will see a page like the one below. Enter any
information needed and click Run Report.

PersonalChoice
State of Rhode Island Department of Human Services 3 Select -appmptiate month and }"Eﬂr

Fepon Farameter(s) Inquiry for: Demographic Characteristics of
Participants 4. Click Run Report

elect a Repoart Date: .-' 2010 ]

@5?3 W 4 » M 1/1 w] Main Report ~ ¢ # 100% n&-ﬁ/

The report will open in a new window. From here, you can browse or search the data in the report, or print or export
it (see below).
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Exporting a Report

Open any report. From the “Business Objects” toolbar, click on the export icon, which looks like a disk.

FParticipants
Report will show current data as of the date selected below.
Select a Report D ate: [17[<] 2010
s Click on the Export icon
Lﬁ)'j" 2 1/1 L Main Report # 100% v o ecmoeh
Demeographic Characteristics of Cash & Counseling Participants
Cumulative through 5M17/2010
Age Group of Participant Male Female Total
: Ho. % Ho. % Ho. Y
(in years)
Children
Less than 3 i - % & - o B - g
3 to Less than 5 - - % - - % - - %
5to Less than 12 1 12.50% 1 &.33% 2 10.00%

A new window opens with export options. From the dropdown menu, choose the format into which you want to
export. Your options include crystal reports (.rpt), PDF, Word (.doc), MS Excel (xls), or rich text (.rtf).

Select the page range you want to export, and then click OK. The report will then be exported into the format you
selected.

NOTE

You can get a free Crystal Report viewer from the SAP via the following link:
http://www.businessobjects.com/forms/crystalreports /viewer/
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Printing a Report

Open any report. From the “Business Objects” toolbar, click on the print icon.

Participants

Select a Report Date: . J2010

e Click on the Print Icon
Iﬁgl =3 I‘E‘E 4 4 F b 141 ..!j Main Report » i 1o00% - ludi:;aw

Demeographic Characteristics of Cash & Counseling Participants
Cumulative through 5M17/2010

Age Group of Participant Male Female Total
Ho. % No. % HNo. %
(in years}
Children
Less than 3 - - % - - % i - %
3to Less than & - - % e - % " - 95
5to Less than 12 1 12.50% 1 8.33% 2 10.00%

A new window will open with print options. Choose the page range that you want to print and click OK. A PDF file
will open. In the top left corner of the window with the PDF open, click the print icon.

The standard print dialog box will open. Adjust settings as needed and click OK.
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Navigating within a Report
In reports with multiple pages, you can navigate to a different page by clicking on one of the arrows in the “Business

Objects” toolbar. Or, in the text box to the right of the page numbers, you can enter a page number and then click on
the icon to the right of this text box to go directly to that page.

Report Farameter(s) Inquiry for: Master Participant List

TUse these arrows to Or, enter a page number in this bozs,

Master Participant List

change pages then click the icon on the right

Service Advisor Agency:

Service Advisor:
Participant Name Soclal Securty = Medicand = FMSA Status
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Searching within a Report

Open any report . From the “Business Objects” toolbar, find the binoculars icon. The text box to the left of this icon
is the search box. Enter a term that you want to find, such as a participant’s name, then click on the binoculars icon.
If the search term you entered is somewhere in the report, the page where it is located will display with the search
term highlighted. If the search term is not anywhere in the report, then the search box will say End of Search.

Main Report \.r: * [lEnd of Search l IH 100% v -r"'ai .
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Ad Hoc Reporting

Click Ad Hoc Reporting in the Quick Links section of your homepage (if the link is not there, then you do not have
the level of permission needed to access this tool). The ad hoc reporting search criteria table displays.

Choose Search Criteria

The first step is to determine which participants will be included in the report. Start by choosing your first criterion
and the comparison option, then enter the criterion input. The criterion input field has an auto-complete feature that
can help you avoid typos. Click Add to save the critetion.

Here is an example of how to enter a search criterion that will return all female participants. The criterion type is set
to “Gender”, the comparison option is set to “Equals”, and the user has entered “f”, so the option “Female” has
appeared above the field. Click Add.

Add Criterion
Fernale
(Gender VIEquaIS V{f ] Add
I |

T
Criterion type

Comparison Criterion input with
options auto-complete

You can add as many criteria as you like. Below is an example of input criteria that will return all participants that are
female, have an active file status, and have a budget that is greater than $1,000.

Search Criteria
Femowe
AND Femowe
AND Femowe

Add Criterion
Gender % | | Contains Arld

The Remove button will delete the search criterion in that row.

Set Search Options

The search options box is on the right of the “Search Criteria” table. Each option is explained here:

¢ Load a Saved Report Template: If any report templates have previously been saved, you can select them
from this dropdown menu. If you select a template and click Go, the search criteria, output columns and
search options from the template will load.

¢ Query Type: Choose “And” if you want the report to display participants that satisfy all search criteria.
Choose “Or” if you want the report to display participants that meet any of the search criteria.

e Sort By: This setting determines the order in which the report results are displayed.

e Effective Date: Values for same search criteria may change over time. One example is the “support broker
agency”. Since a participant could be served by different agencies at different times, you need to tell the CDM
which date to consider. In the example shown in the image below, the Effective Date is set to 08/01,/2009,
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so the report would show participants that were being served by “Helping Hands LLC” on that day. The

following search criteria are modified by the “Effective Date™:
O Spending Plan Amount

File Status ID

File Status

FMSA

Has Representative

Has Legal Guardian

Support Broker First Name

Support Broker Last Name

O Support Broker Agency

OO0O0O0OO0O0O0

¢ Date Range for Payments: If you are using “Payments” as a search criterion, this range determines which
payments are included in the search. In the example in the image below, the date range is set to 01/01/2009 —
12/31/2009, so the report would display participants that had more than $5,000 in expenditures recorded in

the year 2009.
Search Criteria clickto hideishow
Search Criteria I(Opticlns h
| || || H Femove ] \ Load a Saved Repor Template: l_vl Go J
AND| | | || H Remove ] r_Qruery Sort By
ype
AND| || || H Remaove ]
A?d ér) | Date Created V|
-

Add Criterion

|Date Created v| |GreaterThan v| |_,:’_,f_ | [ Add ] |E-Df;|t3l:1we )

Date Range for Payments ]

14/2009 1o |12/31/2009 |

Output Columns

Select Output Columns

Now that you have chosen which participants will be included in the report, click the Output Columns button to
choose which information from those participants’ files will be displayed. A popup window will appear with a list of
columns that can be displayed. You can select any of these columns one-by-one, or you can choose Display All
Columns. Click Save. The popup window will disappear.
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Select Columns to Display
2elect which columns to include inwour results, then click Sawve. If
nothing is selected, then all columns will be displayed.
Lt
Firzt M arme
Lazt Mame
Farticipant 1d
Medicaid Murmber
S5M
Emergency Contact Mame
Option 1 Select
Emergency Contact Mumber individual columns
Date Created
Date Last Modified
Local Caze Mumber
Crate Of Birth ) -
Option 2: Select all columns 3
(D Dizplay Al Columnz
I Save | Cancel

Finally, click Search. The “Search Results” table will expand and display the report you have built.

Exporting the Report

To analyze the data, print the report, or save and send the report, click the Export button. A download dialog box
will appear. Open or save the file. The information is now available in an Excel spreadsheet.

Saving the Report as a Template

If there is a report that you will run more than once, you may want to save it as a template. Once you have created
and run the report, click the Save Selections into a Report Template. When prompted, enter a descriptive name for
the report and click Save Report. The CDM will now remember the search criteria, search options, and output
columns for this report.

Next time you want to run this report, go to the “Search Options” pull-down menu, locate your report, and click Go.
Review all the report settings and make any necessary changes and click Search to run the report.
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Viewing Database Records (Audit Log)

This tool enables administrators to view any changes that have been made to the CDM database. From the Quick
Links table on your homepage, click Ad Hoc Reporting > Audit Log tab.

From the Table Name dropdown menu, choose the database table you want to view. Set the Date Range and click
Search.

| AdHoc Report | (Audit Log)
Audit Search Select dat|abase table to view Set date range
(Cabie e | Paricipant v)) (Date Fnge. BN/2010 1o 6312010 ]][ Search )| Expor |

A table will display below with every record that was changed during the date range you chose. The “Changed By”
column gives the user ID of the person that changed the value. The “Date” shows when the change was made. Every
column includes the title of the database field, the old value, and the new value. If a field was changed during the date
range, the title, old and new values will be in bold.

Person that made change Scrollto see more
and when change was made : : . .
g Changed fields are in bold infarmation
Summary of Changes Made Column Yalue Details
FieldID [ Changed By Date | | | Column16 DId¥aluel6 NewValuel6 | - olumnl7
S
LY
an4a7 Janderzon 0gM7/2010 kLastAssessmenlDale Jul 27 2010 12:004M | Aug 17 2010 1:42Pl¢D LastPhanghd onitaringD ate
30487 stateadmin 03/03/2010 LasthszessmentD ate Jul 27 2010120084 Jul 27 2010 120040 LaztPhongtaonitoringD ate
0487 stateadmin 03./03/2010 LastA itDate | Jul 27 2010 12:09PH | Jul 27 2010 12:IJIJAM) LastPhongtanitoringD ate
29000 zlzanb 02/03/2010 LasttzzessmentD ate Feb 13 2007 12:0040 Feb 13 2007 12004k LastPhongtdonitoningD ate
29000 slzanb 02032010 LastdzzessmentD ate Feb 13 2007 12:00&0 Feb 13 2007 120024 LastPhongtdonitoringD ate
v
\ J -
X < >

Click Export at the top right to export the date to an Excel spreadsheet for printing, analysis, saving and sharing.
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