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Introduction to CAPS

What is CAPS?

The [:ommunity Accountability Flanning Submission is an Excel based reporting tool designed to assist the

Community based providers with the completion of their budgets. The CAPS forms will be used to complete
the first 2 years of the new 2011-14 Multi-Sector Service Accountability Agreements (M-SAA). The completed
budgets will be used to populate the new M-SAA’s. The new CAPS replaces the previous CAPS Budget model
used in 2008 and will provide you with the following benefits:

e There is no need to search through multiple worksheets to find the program Transfer Payment Business
Entities (TPBE’s) or Services. The navigation tools in CAPS will take you to the correct screens based on
your menu selections.

e Basic edit checks are built into the CAPS to help you if you miss entering a key element of the report.

e After selecting an initial “Set” of services that apply to your agency, the Activity screens isolate services
that are unique to your agency and allow you to complete your budgets by the Service type (Ex Case
Management) or by Service Category (Ex. FTE). You will only see the services that you need to budget.

e On the fly help is available for the major components of the reporting tool by clicking on the ” “iicons
located on many of the reporting screens.

e Historical 2011 Budgets and forecasts are loaded directly from your most recent Community Analysis
Tool (CAT) submission.

What you need before you Start

e Read this Guide and attend the LHIN hosted Webinar/Meeting to introduce the CAPS model.
e Create a new folder on your computer (CAPS 2011) and copy the following files to this new folder:

File Name Where is this file?

CAPS 2011-2013.xls WERS Information Area

e This is the new CAPS model for 2011-13
CAPS Transition File.xls WERS Information Area

e This is a new Transition file for CAPS
CAT HSP 2010 Version 01.xls Copy completed CAT HSP 2010 Version 01.xls file

from your most recent CAT reporting Folder
CAPS Description of Services 2011-2013.xls WERS Information Area

e Instructions for use are included in this file.
CAPS Narrative 2011-13.doc WERS Information Area

e Instructions for use are included in this file.

CAPS
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Initializing CAPS
CAPS will need to be prepared for use the first time you use it. This process will involve the following activities:
Activity Frequency \ Automated / User Input \
Load CAT Historical data to the new CAPS | Once Automated
Update the Identification Screen Once Automated- Values from CAT are loaded
to CAPS
Select your Agencies Services Once User Input

OPENING SCREEN OPTIONS

HEALTH SERVICE PROVIDERS
Community Accountability Planning Submission
2011-2013

This tool is designed to steamline the planning process
or Community Agencies

Select a Mode above and click on CONTINUE  below

Select a Mode

(& Planning Mode (" ReviewingMode ﬂ @

CONTINUE
2)

The functionality of this tool is dependent on your Excel Settings.
If you have used the CAT reporting tool, this model will function without futher setup.

1. The default is “Report” which you should select to complete your Budget Plan. The review mode is for

users who wish to view the CAPS report without making changes. You cannot Export your information in
“Review” mode.

2. Click here to Continue into the Budgeting options.

CAPS
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UPDATING AGENCY INFORMATION

The initial view of your IDENTIFICATION Screen as shown below will be blank. The cells will be populated from
your most recent CAT report.

The Identification screen is illustrated below. Any of the Yellow cells can be updated by the Health Service
Provider in the event that the information is not correct. The lines highlighted in RED must be completed to
export your final report to the transition file. Complete the following steps:

1. Click on “Load Historical Data from CAT” to load the historical information from the most recent CAT
report (CAT HSP 2010 Version 01.xls) to the CAPS Model. This load routine will also update this screen
with the most current ID information in CAT. Review the information and ensure that it is accurate and
complete.

2. Click on “CONTINUE” to move to the Main Menu of the report.

IDENTIFICATION

Facility No. (OHFS)
IFIS # 123456
Period 2011-2013 CAPS Planning

LHIN Name LOAD HISTGRICALJ

* Mandatory Fields
required before Export

“Service Provider Name DATA FROM
X X X CAT
*senvice Provider Legal Name All Care Health Sevices -

Semice Provider Address U

“Address 1
Address 2
“City

“Postal Code

*HSP Contact Name

*HSP Contact Position

*HSP Contact Phone Number
“HSP Contact E-mail Address CONTINUE

LHIN Name |

Your LHIM Finance & Reporting Contact 2:,

Name

Position

Local Phone Number
Toll-Free Number
Extension

CAPS
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Completing CAPS

Overview

Main Menu

— Planning Process -

' SERVICES
Selection

Step 1

i ACTIVITY
PLANS
Step 4

i FINAMNCIAL
PLANS
Step 3

— HSP ADMINISTRATION
HSP EXPORT
to l
Transition File

UPDATE
Identification
Screen

— LHIN ADMINISTERATION

: LHIMN IMPORT
From ¢
Transition File

Return

Fila will ba Saved

v IE

There are 3 components that need to be planned in the CAPS:

1. Financial Plans (LHIN & Ministry Managed programs)

2. Detailed FTE Plans (LHIN & Ministry Managed programs)- New to CAPS

3. Activity Plans (LHIN & Ministry Managed programs)

Each of the steps detailed in the above illustration are explained in more detail in the pages that follow.

CAPS
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STEP 1: Services Selection Screen

Within the Ontario Healthcare Report Standards (OHRS) chart of accounts for Service Activity there are over 160
potential services that could be offered within all of the agencies in Ontario. Rather than listing all of these

services for every agency, an interim step has been built into the new CAPS model to allow the agencies to

narrow down the services to those that are unique to their agencies. When you click on the Step 1 button from

the main menu you will be taken to the Service Selection Screen and presented with the following view.

SERVICE SELECTION SCREEN

Enter an "X" under the "LHIN" and/or "MINISTRY" columns below for each service that your agency provides.

Service Selection Menu

DISPLAY LHIN

Activity Plans

MINISTRY
Activity Plans

> >

e

LHIN MINISTRY
Enter an "X" beside the service you wish to budget Funded Funded
Services Services
Total Administration Expenses
Undistributed Accounting Centres g2~
Administration and Support Services 721" X X
COM Clinical Management 72505 { 5\
COM Medical Resources 72507 3

Overview

The individual services are listed down the left side of the screen with the OHRS MIS codes showing directly to

the right of the service. On the right side of the screen are two columns where you will indicate if you are

planning LHIN or MINISTRY managed activities. Type an “X” in the appropriate column to select that service.

The Undistributed and Administration lines have been preselected for you. These selections cannot be changed.

1. Main Menu: This will return you to the main working menu. After selecting the services for the first

time, return to the Main Menu to continue. You can return to this screen later if you wish to add

additional services. Links to this screen appear on both the LHIN and MINISTRY Activity Planning

screens.

2. DISPLAY Service Selections Menu: Click here as your first step. This will bring up the menu below

where you will select a Service “Area”. In the illustration below | have selected the “Case Management”

area which displays all of the services related to Case Management. You can continue to select this

option to bring up the “Area” selection menu until all of your services have an “X” next to them in the
LHIN or MINISTRY funded column.

Return to the Main menu after selecting all of your agencies services.

See the next page for the illustrations related to this option.

CAPS
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Select Budgeted Services

Select all Services that are applicable to your Organization

| Admiinistration Expenses

& Case Management ]
—nlll

Publicly Funded Schools Residential Hospice End of Life {(EOL}

Mental Health Home Care Health Promotion & Education

Primary Care Clinics/Programs In-Home Support Services Consumer,/Survivor /Family Initiatives

Information and Referral Service

Day MNMight Eek
In-Home Care \
Privakte /Home 5(%'5

SHOW ALL RVWICES

Residential Services CS5S In-Home & Community Services

Residential-Addictions CSS-ABI Services

Crisis Intervention | Private /Home School Support Services

Respite Services | Prowincial Health System Development |

CHC- COMMUNITY HEALTH CENTRES CSS Community Support Initiatives

4 »

SERVICE SELECTION SCREEN

Enter an "X" under the "LHIN" and/or "MINISTRY" columns below for each service that your agency provides,

DISPLAY LHIN ‘) MINISTRY ‘)
Service Selection Menu Activity Plans Activity Plans HELP

LHIN MINISTRY
Enter an "X" beside the service you wish to budget Funded Funded
Services Services
Case Management 72 5 09°
Case Management Case 72 509 30
Case Management - Mental Health " 7250976
Case Management Addictions - Substance Abuse L 72509 78 11
Case Management Addictions - Problem Gambling Seaervices 725097812

LHIN Activity Plans: This will take you to the detailed screen for LHIN Activity Planning. If this is your first time
going through CAPS return to the Main Menu now and go to Step 2. If you are in this area because you want to
add or change a service from a later step in the process, use this menu to return directly to the detailed LHIN
Activity Planning page.

MINISTRY Activity Plans: This will take you to the detailed screen for Ministry Activity Planning. If this is your

first time going through CAPS return to the Main Menu now and go to Step 2. If you are in this area because you
want to add or change a service from a later step in the process, use this menu to return directly to the detailed
MINISTRY Activity Planning page.

Selecting a service: Type an “X” in this area to select the service. This will affect the menus available on the

Detail Activity screens later in the process.

CAPS
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STEP 2: FTE Plans

This is new to CAPS in 2011-13 and provides greater detail around the FTE allocation within your agency. When
selecting this menu you will be presented with the form illustrated below.

TPBE Programs [5__<|
— LHIM Managed Programs — Ministry Managed Programs —
Css Css CHC
CMHP2 PALC ABI CCALC
ABI A PALC PSW
PG SH A EPC
SAP CHC SH-C5% HNSA
POMS CCALC PG SH1- CMHA
CMH LHIM TOTAL CMHP SHZ-CMHA
SAP MIN TOTAL

From this screen you can navigate to any program that is LHIN or MINISTRY funded to complete the FTE details
budget. From those screens you will be able to return to this menu at any time to plan additional programs or

return to the Main Menu before proceeding to Step 2 in the process.

The example below shows the resulting screen should the CMHP1 option be selected from the menu above.
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FTE Plans- Column Descriptions

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013
HSP NAME: All Gare Health Sevices

FTE2 - LHIN Funded FTE

Note: Tofal Compensation by Program is Carmied fo the Fint worksheet

LHIN Program FTE CMHP1- LHIN Managed
TOTAL AGENCY 201011 Comments
FTE Summary 2041 Forecast | 20112012 | 2012203 {Max 255

TPBE
Program Menu
Budget Actual Budget Target | Budget Target Dharacters}

721 FTE- Administration and Support Services Y (E\
MOS FTE 01 0.00 02 000 03 0_00_@10_00 \§J

]
UPP FTE 0.00 0.00 0.00 0.00
Total FTE 0.00 0.00 0.00 0.00
Worked hours Cost 30 30 30 30
Benefit hours Cost Bl Bl 30 3
Benefit Contributions Cost 50 50 50 50

Trog Cmagiion J\_\‘f“--m\ rw-un.l\,i-m o _,l T

1. This value represents the prior year FTE budget. The value is entered by the HSP if available. If the
historical values are not available, leave as zero (0.00).

2. This value represents the prior year forecasted FTE. The value is entered by the HSP if available. If the
historical values are not available, leave as zero (0.00).

3. Thisis the Year 1 budget that is entered based on your knowledge of the program and the employee FTE
and costs.

4. Thisis the Year 2 budget that is entered based on your knowledge of the program and the employee FTE
and costs.

5. Thisis an optional column to add comments regarding the budgeted values. Use this to clarify values for
the LHIN if necessary and as a reminder to yourself as to what is included in the individual lines.

6. Calculated values for Year 1 and Year 2 increases. Calculations are based on the loaded historical values
in #1 and # 2 above if they are available.
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FTE Plans- Row Descriptions|

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013 D
HEP NAME: All Care Health Sevices :
FTE2 - LHIN Funded FTE e
Note: Total Compensation by Program is Camed fo the Fin1 worksheet k
LHIN Program £ 5 [CMHP1-LHIN Managed f
4
( TPBE TOTAL AGENCY 201011 Comments
Program Menu FTE Summary 2010-11 Forecast 2011-2012 2012-2013 (Adfar 255 Change % Change %
Budget Actual Budget Target | Budget Target £A. ; Yr1 Yr2
721 FTE- Administration and Support Services
MOS FTE (] 0.00 0.00 0.00 0.00 0.0% 0.0% "-.
UPP FTE (1) 0.00 0.00 0.00 0.00 0.0% 0.0%| g
Total FTE 0.00 0.00 0.00 0.00 0.0% 0.0% !
Worked hours Cost 50 50 50 50 0.0% 0.0%| 3
Benefit hours Cost 50 50 50 50 0.0% 0.0%| ®
Benefit Contributions Cost [ ] 50 50 50 50 0.0% 0.0% )
Total Compensation o 50 50 50 50 0.0% 0.0%| 2%
Average Cost Per FTE 50 50 50 50 0.0% 0.0% 1\
# of Volunteers - 0 0 0 0 0.0% 0.0% {
Valunteer Hours L1 ) 0.0 0.0 0.0 0.0 0.0% 0.0% }
e
VH as % of Total FTE M 0.0% o 0.0% 0.0% 0.0%
- = FMW“’WME'—Q‘D‘“"—‘%U \.__..r-_—.u_.__."\-\‘\_’i.-# g J’

1. The FTE screen is divided into 2 parts: Administration and Support Services and Direct Services. Within
each section there are the following requirements for completion:
FTE: The FTE is planned by program and subdivided by MOS and UPP FTE. In the top section enter the
values for each of these categories in the blue cells. Historical data is not loaded for FTE. Ifitis
available, enter it here.
Hours Cost: Enter the “Worked”, “Benefit” and “Benefit Contribution” costs for each program here in
Dollars (S). The amounts entered will be automatically transferred to the Financial screens by program.
Volunteers: Enter the # of volunteers and their Hours in this section in the blue cells. This information is
not used by the Financial Screens.

Plan each of the items above for the Administration and Direct Services sections for each program that receives
funding from the LHIN or Ministry.

2. This will take you to a consolidated summary of the TOTAL Agency FTE. This summary will include any
Ministry Managed program funding FTE funding that you have budgeted.

3. This will return the user to the TPBE program selection screen so that you can budget other Programs
FTE.
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After completing your program FTE budget (CMHP1 for this example) you can return to the TPBE Program
selection screen. On this screen the program button that you just completed is highlighted in a darker colour

along with the “Total” for the LHIN or Ministry Managed. As you complete other programs, the other buttons
will also be highlighted. This feature will let the HSP and LHIN see at a glance which programs have been

budgeted.

TPBE Programs

— LHIM Managed Programs — Ministry Managed Programs —

Css Css CHC

CMHP2 PALC ABI CCALC

ABI AO PALC PSW

PG SH .10} EPC

SAP CHC SH-CSS HMSA
POMS CCAC PG SH1- CMHA
CMH CMHP SH2-CMHA
SAP MIM TOTAL

]

Return to the TPBE menu once you have completed an individual program budget to select additional

programs.

Return to the Main Menu to continue to Step 3 once all of the FTE budgets are complete.

CAPS
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STEP 3: Financial Plans|

When selecting this menu you will be presented with the same TPBE selection screen that was in the FTE

Planning step.

TPBE Programs

3

— LHIMN Managed Programs — Ministry Managed Programs —
Css Css CHC
CMHPZ PALC ABL CCAC
ABL AD PALC PSYY
PG SH AD EPC
SAP CHC SH-C5% HMSA
POMS CCAC PG SH1- CMHA
CHMH LHIM TOTAL CMHP SHZ-CMHA
SAP MIM TOTAL

From this screen you can navigate to any program that is LHIN or MINISTRY funded to complete the financial
details budget. From those screens you will be able to return to this menu at any time to plan additional
programs or return to the Main Menu before proceeding to Step 3 in the process.

The example below shows the resulting screen should the CMHP1 option be selected from the menu above.
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Financial Plans- Column Descriptions

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013

HSP NAME: All Care Health Sevices

M @

Worksheet Fin2: LHIN Managed Funding &’

LHIN Program u CMHP1- LHIN Managed

Revenue & Expenses "'BE l 2010-11

Pmsram Menu 2010-11 Forecast 2011-2012 2012-2013 Comments Change % Change %
Budget Actual Budget Target | Budget Target | /Mar 255 Sharacters) Yrd Yr2

REVENUE (1) 2) (3) (4) (5) (6)
Funding - Local Health Integrated Metworks (LHIM) (Allocation) 0 0 0 0 0.0% 0.0%
Funding - Provincial MOHLTC (Allocation) 0 0 i 0 0.0% 0.0%
Funding - MOHLTC Other funding envelopes 0 0 i 0 0.0% 0.0%
Funding - LHINs One Time 0 0 0 0 0.0% 0.0%] -,
Funding - MOHLTC One Time 0 0 0 0 0.0% 0.0%
Paymaster Flow ThroughTransferred from Ling 51 below) 0 0 0 0 0.0% 0.0%
Senice Recipient Revenue 0 0 0 0 0.0% 0.0%

Subtotal Revenue LHIN/MOHLTC 0 0 0 0 0.0% 0.
Recoveries from Externalintemal Sources 0 0 0 0 0.0% 0.0%]["
Donations 0 0 0 0 0.0% 0.0%
Other Funding Sources and Other Revenue 0 0 i 0 0.0% 0.0%

Subtotal Other Revenues 0 0 0 0] 0.0% 0.

TOTAL REVENUE- Fund Type 2 0 0 0 0 0.0% 0.

A ey o e o Y Ny = & o

This value represents the prior year adjusted budget as stated in the most recent CAT report. This value
is automatically loaded (Page 7 above). No action or data entry is required from the provider.

This value represents the prior year forecasted actual as stated in the most recent CAT report. This value
is automatically loaded (Page 7 above). No action or data entry is required from the provider.

This is the Year 1 budget. Enter your LHIN/MINISTRY revenue based on the planning target
communicated to your agency. Complete the remaining Revenue and Expense elements that apply to
your agency. The Total Revenues must Balance with the Total Expenses to pass the final edit check.
Record the Administration Expenses that are included in your Fund Type 2 expenses from line 43.
Paymaster agreements can be completed at the bottom of this screen with the values transferred
automatically to Row 18. NOTE: Salary and Benefit values are transferred automatically from planning
values entered at Step 2 (FTE). No entry is required on the salary and benefit lines of the Finance
screens.

This is the Year 2 budget. The details are as stated in # 3 above.

This is an optional column to add comments regarding the budgeted values. Use this to clarify values for
the LHIN if necessary and as a reminder to yourself as to what is included in the individual lines.
Calculated values for Year 1 and Year 2 increases. Calculations are based on the loaded historical values
in #1 and # 2 above.
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Financial Plans- Fund Type 2 Row Details

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013
HSP NAME: All Care Health Sevices

Worksheet Fin2: LHIN Managed Funding

LHIN Program
Revenue & Expenses (‘ Wi

Program Menu

AT

CMHP1- LHIN Managed
2010-11

2010-11 Forecast 2011-2012 2012-2013
Budget Actual Budget Target | Budget Target B

e

REVENUE
Funding - Local Health Integrated Networks (LHIN) {(Allocation)
Funding - Provincial MOHLTC {Allocation)
Funding - MOHLTC Other funding envelopes { 1\\
Funding - LHINs One Time
Funding — MOHLTC One Time
Pay ter Flow Through /7rass e S belowi
Senice Recipient Revenue
Subtotal Revenue LHIN/MOHLTC
Recoveries from External/Internal Sources
Donations
Other Funding Sources and Other Revenue
Subtotal Other Rev
TOTAL REVENUE- Fund Type 2
EXPENSES
Compensation
Salaries and Wages (Worked + Benefit + Purchased)
Benefit Contributions
Employee Future Benefit Compensation
Murse Practitioner Remuneration
Medical Staff Remuneration
Sessional Fees
Service Costs
Med/Surgical Supplies and Drugs
Supplies and Sundry Expenses (excl. Med/Surg Supplies & Drugs)
Community One Time Expense
Equipment Expenses
Armortization on Major Equip and Software License and Fees
Contracted Out Expense
Buildings and Grounds Expenses
Building Amortization
TOTAL EXPENSES Fund Type 2
NET SURPLUS/(DEFICIT) FROM OPERATIONS -
Amortization - Grants/Donations Revenue (4)

SURPI FICIT Including Amortization of Gran!

=

olololoo|lalololo|lo|lo|lo|lao
srelele neislelelaisle]

/

N
Pt

(

EEEEEEEEE E ==

&DDDDDDDDDDQD == EEEE e EEEEEEE ===

=
-+

== ===
===l == =]

4

(

TN A R | iR

== EEE EEEEE ==
= = = = = = = = = = = =

“\ '~4_’ -

1. Enter your LHIN or MINISTRY planned revenues for Year 1 & Year 2 in this section. The Paymaster line is
populated from detail that you enter below. Do not enter the paymaster amount(s) directly in this
section.

Enter other Revenue items here.

3. Enter all expenses in this section. The Salaries and Benefit Contributions are automatically transferred
from the FTE planning screen that you completed in step 2 above.

4. Enter the Amortization grants amounts here.
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Financial Plans- Fund Type 1&3 Row Details

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013
HSP NAME: All Care Health Sevices

Worksheet Fin2: LHIN Managed Funding

\-\"“w""‘-‘

LHIN Program CMHP1- LHIN Managed
Revenue & Expenses (‘ ::::"m — | 2010-11
2010-11 Forecast 2011-2012 2012-2013
Budget Actual Budget Target | Budget Targe
| [REVENUE st N
B VT NS e — o R e S X S
ASUL,_ ore T i a e e R AEDT T D O e
FUND TYPE 3-OTHER -~ o s
Total Revenue (Type 3) { 5\ 0 0 0 [
Total Expenses (Type 3) 4 0 0 0 b
NET SURPLUS/DEFICIT) FUND TYPE 3 0 0 0
FUND TYPE 1 - HOSPITAL 3
Total Revenue (Type 1) { é\ 0 0 0
Total Expenses (Type 1) = 0 0 0 4
NET SURPLUS/DEFICIT) FUND TYPE 1 0 0 0 *
ALL FUND TYPES \
Total Revenue (All Funds) 0 0 0 {0
Total Expenses (All Funds) 0 0 0 '
NET SURPLUS/DEFICIT) ALL FUND TYPES 0 0 0 b
Total Administration Expenses Allocated to the TPBEs >
Undistributed Accounting Centres 0 0 0 &
Administration and Support Senvices { 7-\ 0 0 0 F |
Management Clinical Senices L/ 0 0 0 [
Medical Resources 0 0 0 [
Total Administrative & Undistributed Expenses f
[Included in fund type 2 expenses abowe] 0 0 0
PAYMASTER AGREEMENTS w
0 0 0 LN
0 0 0 9
( 8 ) 0 0 0 P
0 0 0 y
0 0 0
0 0 0
| Total Paymaster/Flow Through
Tegoalalets qu{e'»g.*.-‘-.M___"""'\_____ T B DAL P o O

5. Plan the total Revenue and Expenses for Fund Type 3 for your agency.

6. If you are part of a Hospital, plan the total Revenue and Expenses for the Hospital funding not included
in the Fund type 2 amounts for your agency.

7. Enter Administration expenses that are included in the expense lines (#3 above)

8. Enter all Paymaster arrangements here (Maximum of 6). Use the comments column to provide the
details of each arrangement.

Return to the TPBE menu once you have completed an individual program budget to select additional
programs.

Return to the Main Menu to continue to Step 4 once all of the financial budgets are complete.

GAPS Page 17
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STEP 4: Activity Plans

The Activity Plans in CAPS are not completed by program (TPBE). In step 1 of the process above you selected the
services that your agency delivers across all TPBE’s. In the screens that follow below you will see how those
selections affect the menus and outcomes of your choices on the Activity Planning screens. When you click on
Step 4 in the process you will be presented with the following form:

Select the LHIN or MINISTRY Managed activity form that you wish to complete.

Activity Plans

X)

LHIN
Activity Detail

MINISTRY
Activity Detail

In the examples and illustrations that follow below it assumes you are completing LHIN Funded Activities.
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ctivity Plans- Selecting a service vie

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013
HSP MAME: All Care Health Sevices

m LHIN Service Summary | DISPLAY
Service Selection Menu

Worksheet Act3d: LHIN Activity Detail
Functional/Accounting Centre Service Service Category =3

Seleck a Service ( 1 ! - Select the Service Category | -

1. This menu will list all of the services (Only those services) selected at Step 1 in the planning process. The

following example assumes | have selected 3 additional services (Administration is preselected for you).
The additional services below are:

a. CSSIH COM — Case Management

b. CSSIH COM — Transportation — Client

c. CSSIH COM — Day Services

Select a Service ‘ - ‘

Select a Service -
Shiow HSP Selected Services

Show &l Services

Undistributed Accounting Centres

Administration and Suppork Services

255 IH COM - Case Management

35 IH COM - Transportation - Client

255 IH COM - Day Services bt

In addition to the services there are 2 additional selections that appear in the list regardless of the
choices on the Service Selection screen at Step 1:
d. Show HSP Selected Services: This will list all of the services selected at Step 1 and display the

service categories (ex FTE, Visits Face to Face, ect) that are mandatory reporting in MIS for that
service. This is the view you should use to complete your Activities budget.
e. Show All Services: This will show the entire list of services and services categories (Over 160).

Use this option to find individual services that were not selected at step 1. To add Services you
MUST go back to Step 1 in the planning process and select the service from the form. Entering
Service activity directly from this view will cause the Edit check to fail and you will be unable to
upload your finished budget to WERS.
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ctivity Plans- Selecting a Service Categor

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013

HSP MAME: All Care Health Sevices

Service Selection Menu

Worksheet Act3d: LHIN Activity Detail

Functional/Accounting Centre Service

Service Category

Select a Service - |

Select the Service Category I b ‘

2. This menu will list all of the service categories as illustrated below:

Select the Service Category

Select the Service ¢ _akeqory

Full-time equivalents (FTE)

Hours of Care In-House and Conkracted Cuk
Resident Days

attendance Days Face-to-Face
Group Sessions

Meal Delivered-Combined

Total Cost For Functional Centre
Cosk Per Service

Cost Per individual Served

A

Wisits Face-to-face, Telephone In-House, Contracked
Mok Uniguely Identified Service Recipient Interactions

Individuals Served by Functional Centre ar as Oappr:

Selecting one of these options (Example: FTE) will display all of the FTE’s for the HSP Selected services.
This is just an additional view to allow you to complete your budgets by Service Category rather than the
larger Selected Services list. If you make a selection and there are no lines showing, this is an indication
that the selected category is not mandatory reporting in MIS for the services you have selected in Step1.

CAPS
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thivity Plans- Completing the Budgets

The Activity Planning form(s) have the same column elements as you had in the FTE and Financial Planning
screens. The prior year budgets and forecasts are loaded directly from the most recent CAT report for the
current year.

In the illustration below | have displayed only those services as selected at Step 1 in the budgeting process. Each
service is listed along with the Service Category that is required MIS reporting for each service. Each of the
yellow lines must be completed for 2011-2012 Budget Target and 2012-2013 Budget Target.

COMMUNITY ANNUAL PLANNING SUBMISSION 2011-2013

HSP NAME: All Care Health Sevices '
m LHIN Service Summary | DISPLAY '
. i Service Selection Menu ;

Worksheet Act3d: LHIN Activity Detail
Functional/Accounting Centre Service Service Category m LHIN MANAGED ACTIVITY BUDGETS (All TPBE's) ‘

2010-11
Show HSP Selected Services hd Select the Service Categary - 2010-11 Forecast 2011-2012 2012-2013 Comments I
Budget Actual Budget Target | Budget Target {Afax 255 Charavterst

Administration and Undistributed Expenses

g o . Full-time equivalents (FTE)
?:'1’:'"'5""““" ZrdiSuppenienice 5 310,350",380%, 390" (Earned Hours) 0.00 0.00 0.00 0.00

divided by 1950=FTE

?;Ti”‘s"am" andSupponetices Total Cost for Functional Centre $0 50 $0 $0

C58 In-Home and Community Services (CSS IH COM)

CSS IH COM - Case Management Fulltime equivalents (FTE)

1258209 $ 3107,350",380",390" (Earned Hours) 0.00 0.00 0.00 0.00
S 450%, 451+, 455* divided by 1950= FTE

CSS IH COM - Case Management Visits Face-to-face, Telephone In-House,

7258200 g @ Contracted Out 0 0 0 0

S 450%, 457%, 455*‘_@ S 450%, 451%, 448, 449
- m'm'“"‘?.wmmﬁf-‘-\_r'd**SW«WFCWML%W--’\ "‘\.p » i r ' B T Y

\ Avn ooy 4 Ayt

1. Thisis the functional central # in MIS
2. Thisis the secondary code in MIS

The yellow lines are where MIS requires data for each service.

CAPS
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Using the Administration Menus in CAPS

Administration Menu Overview

The Administration menu selections are displayed on the right side of the main menu as illustrated below:

ey e b — HSP ADMINISTRATION ————
Wt g o ]
- —— 7 HSP EXPORT f -
Transition File
-
ELE UPDATE
ey Identification
Screen
- TN S
1
gy — LHIN ADMINISTRATION
- " gt - LHIN IMPORT -
10 Wt From
sy & Transition File
Return
File will ba Saved
4| | 3

1. HSP EXPORT:
This button is for use by the Health Service Provider only. When you have completed all of your
budgets, click here to export the budgeted values to the CAPS Transition File for upload to WERS.
Before exporting the data, the model will complete a series of Edit checks the take you to a screen
where the results are displayed. You must correct the failed edit checks before the Export routine will
function properly.

2. UPDATE ID:
This will take you back to the Identification screen should you wish to update or change any of the
information that was entered there by CAT.

3. LHIN IMPORT:
This button is for use by the LHIN only. The LHIN will use this button to import information from the
completed Transition file that is downloaded from WERS.
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Edit Checks

A number of Edit Checks have been added to the new CAPS model as detailed below. The Edit Checks will be
run when you Export your data to the Transition file. Any failed edit checks must be corrected before the Export

routine will function properly.

Administrative Expenses are planned for each budgeted TPBE (LHIN and MINISTRY Managed Funds)
Where there are Expenses showing on Row 43 in any of the finance forms, there must be an Administration
amount entered on Row 61. The value in Row 61 is included in the Total Expenses on Row 43.

The HSP Identification Screen is complete
On the Identification screen there are a number of mandatory information cells highlighted in yellow. Return to
the HSP Identification screen from the Main Menu.

All expenses are allocated to the programs on the Activity Screens (LHIN and MINISTRY Managed Funds)

For each TPBE on the Finance screen (Row 43) the total expenses must be allocated to the Services on the
respective activity screens. If the Total Expenses from row 43 on the finance screens do not balance with the
total Cost for the Functional Centre services on the Activity screen, this edit check will fail.

All Programs Fund Type 2 are Planned with a Zero Surplus/Deficit (LHIN and MINISTRY Managed Funds)
The Total Revenue and Total Expenses for Fund type 2 must balance exactly to zero as shown on row 46 on the
financial screens.

All Programs Fund Type 3 are not planned as a Deficit
(LHIN and MINISTRY Managed Funds)

The Total Revenue and Total Expenses for Fund type 2 must net to a value equal to or greater than $0 as shown
on row 50 on the financial screens.

All Programs Fund Type 1 are not planned as a Deficit

(LHIN and MINISTRY Managed Funds)

The Total Revenue and Total Expenses for Fund type 1 must net to a value equal to or greater than $0 as shown
on row 54 on the financial screens.

The FTE Detail screens must be completed for all budgeted TPBE’s from the financial screens

(LHIN and MINISTRY Managed Funds)

Where a § value is entered in the FTE screen the program will check to see that there is a corresponding value
entered for FTE (<>0). If you don’t enter a $ value on the FTE screen, the Finance screen will not have any salary
expense.

CAPS
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Detailed Description of Services- Completion Instructions

The Detailed Description of Services and Narrative files are separate from the main CAPS forms. Each
of these forms should be uploaded to the Narrative section in WERS.

OVERVIEW:
Ensure that the Description of Services model and the CAPS are saved in the same folder on your Computer.
Only the Description of services should be open in Excel when you begin.

1. On the opening screen, click on “Import Services from CAPS” to begin. This will load the services that
you selected when completing CAPS.

2. When the process is complete, click on “CONTINUE".

Schedule "A"

Detailed Descripition of
Services

Import Services from CAPS o

CONTINUE 2]
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Note: The “Catchment Areas” as described below are determined and populated by the LHIN.

A. AGENCY NAME
This is populated directly from CAPS

B1: SERVICES PROVIDED — With LHIN Funding

e The list of services in this section is populated automatically from the CAPS import step above.
¢ Identify the catchment area (Type “X") for services provided within LHIN funded geographic

boundaries.

¢ |dentify the catchment area (Type “X”) for services provided in other LHIN geographic

boundaries.

B2: SERVICES PROVIDED — With Funding From OTHER Sources

Note: Do not include any services identified in section B1 that are funded by the LHIN where the

HSP is contributing funding to the service.

Provide a Service Description for each service provided with LHIN funding.

¢ Identify the catchment area (Type “X") for services provided within LHIN funded geographic

boundaries.

o |dentify the catchment area (Type “X”) for services provided in other LHIN geographic

boundaries.

o When complete, click on the “View Selected” button to hide the empty rows in Section B2

DETAILED DESCRIPTION OF SERVICES

A: Agency Name

B1: Services Provided - With LHIN Funding

) Catchment Area Served
View Selected Within LHIN

Other LHIN Areas

Service > 2 |slelellelels]2 I
B
B2: Services Provided - With Funding from Other Sources
Catchment Area Served
Within LHIN Other LHIN Areas
Service Description >lelz2lelz]2]z]22]2 I
I )
4, " - . e’ b - -
| I S \r*' .‘“u,\‘ '\J"x‘ - J ST R .-\“_"J-"\h&*,"“ o . -\."'\__\J wad L 'r‘“
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C: CLIENT POPULATION
o Describe the characteristics of the specific client population served and the needs the services
are intended to address (for example — adults 16 years of age and older with a physical
disability).
Identify cultural communities served and the languages provided by the HSP.
Describe the local Francophone community served by the HSP.
Describe the local Aboriginal communities served by the HSP.
Describe the expected client outcomes.

The space available to enter this information has been limited to the visible area of the text box.

D: GEOGRAPHY SERVED

o |dentify the overall catchment area served by the HSP (i.e. counties, municipalities, townships,
etc.)

o |dentify the location of sites where services are provided.
e |dentify hours/days of operation by service by site.

The space available to enter this information has been limited to the visible area of the text box

DETAILED DESCRIPTION OF SERVICES
el

A: Agency Name

C: Client Population

Enter Here

D: Geography Served

Enter Here

h ’.h e A ot ittt At P o Al P P PRI X
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Service Plan Narrative- Completion Instructions

The Community Accountability Planning Submission (CAPS) Narrative should be:

No more than three (3) pages in length

Completed in point form

Letter size paper

Arial 11pt font

Do not include attachments or any other documents with the submission.

Do not include any comments that conflict with the terms of the agreement (i.e. balanced
budget)

A S S

The CAPS Service Plan Narrative should provide information for the 2011/12 and 2012/13 fiscal years
and must include the following components:

A: Agency Name

+ Enter the full legal name of the HSP

B: Overview
This section must include a snapshot of the HSP including:

+ Key messages to the LHIN such as:
B quality improvement activities
F internal evaluations or reviews planned or underway
E communication strategies planned or underway
E any other notable activity of which the LHIN should be aware

C: Advancement of the Integrated Health Services Plan (IHSP)

Each HSP must:

Cl: IHSP
+ Describe how the organization’s strategic and operating plans contribute to specific LHIN
IHSP priorities and improve coordination of care/services in the local health system.

CAPS
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C2: Community Engagement Results — 2009/11
<+ Describe how the organization met its obligations under sections 16(6) of the LHSIA,
specifically regarding community engagement:

B Describe who was engaged in the organization's planning activities i.e. staff and
volunteers, members of the community and other health service providers.

I Describe how these stakeholders were engaged in service planning activities, i.e.
meetings, surveys, etc.

F Describe how the results of community engagement were used in informing the
decisions of the organization.

L

Describe how the HSP’'s Community Engagement activities addressed the health needs of
the local Francophone communities.

+ Describe how the HSP’s Community Engagement activities addressed the health needs of
the local Aboriginal communities.

C3: Community Engagement Planned — 2011/13
+ Describe how the organization plans to meet its obligations under sections 16(6) of the
LHSIA, specifically regarding community engagement:

I List the objectives of the planned community engagement activities
I Describe the planned activities of the organization that require community engagement.

+ Describe how the HSP’s Community Engagement activities will address the health needs of
the local Francophone communities.

+ Describe how the HSP’'s Community Engagement activities address the health needs of the
Aboriginal communities.

C4: Integration Results —2009/11
+ Describe how the organization met its obligations under section 24 of the LHSIA regarding
integration of services:

F Describe what integration activities the organization was involved in.

I Describe who was involved in the integration activities.

I Describe the results the integration activities had on increasing service capacity and/or
reducing costs.
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C5: Integration Planned Activity — 2011/13
<+ Describe how the organization will meet its obligations under section 24 of the LHSIA
regarding integration of services:

B List the objectives of the planned integration activities that will impact on increasing
service capacity and/or reducing costs.

F Describe the planned integration activities of the organization, including both direct
service and indirect (i.e. back office/admin) activities.

D: Situation Analysis

Each HSP must provide:

+ Prudent business assumptions and rationale regarding, volumes, overall expenses and
revenues.

+ A description of significant budgetary and operational risks (no more than two), that are
affecting the HSP’s ability to meet client care, operational objectives, and financial
objectives.

% An outline of the realistic mitigation strategies to manage each of the identified risk(s).

+ Identify how the HSP will strive to improve services over the term of the agreement and
adapt to the changing needs of the consumer.
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SERVICE PLAN
NARRATIVE

Click Here to view detailed instructions for completing the Narrative

B: Agency Name

Enter here.

B: Overview

Enter here.

C: Advancement of the Integrated Health Services Plan (IHSP)

C1: IHSP
IHSP Priority HSP Contribution
Enter here. Enter here.

C2: Community Engagement Results — 2009/11

Enter here.

C3: Community Engagement Planned — 2011/13

Enter here:

C4: Integration Results — 2009/11

Enter here:

C5: Integration Planned Activity — 20011/13

Enter here:

D: Situation Analysis

Enter here:

CAPS
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Appendices

IAppendix A- Preliminary Setup Instructions- Excel Versions 2003, 2007, & 2010|

\Setting up Excel 2003 to use Macros:

All users in the LHIN who will be responsible for the quarterly reporting analysis must complete the following
instructions in Excel before opening the CAT.

Setting up Excel Version 2003 to run Macros

EI Microsoft Excel - Book1

E] pile Edit View  Inserk -o Tools | Data  Window  Help
(1 5% =l Saveas.. | 4 BF Pages Brotection * I - GZ) Paste Special... < g -~ - | = -4] Z] | A 100% - = < !
Arial =0 B @ | Macro s | b Macros... alk+Fa TR, O N !
b= =9
A1 - A~ Add-Ins... @  Record Mew Macro. ..

A | E | I | Customize. .. ( 3)| 5 | I i I [ I
1 1 -
> DDHOES #*  wisual Basic Edikor Alk+F11 ]
= # Chart Labels * | @ Micrasoft Script Editor  Alt+Shift+F11
4 Unprotect sheet

i Unprotect workboolk,

= x
8

= =2

el | Trusted Publishers |

7 wery High. Only macros installed in trusted locations will be allowed
to run. All other signed and unsigned macros are disabled.

£ High. Only signed macros From trusted sources will be allowed ko
run, Unsigned macros are automatically disabled.

= Medium, ¥ou can choose whether or nok ko run pokentially unsafe
macros.

@ % Lows fnot recommended). ¥ou are not protected From potentially
unsafe macros. Use this setting only if ¥ou have virus scanning

software installed, or you have checked the safety of all documents
wOU open.

EXCEL EXCEL
VERSION VERSION

2003 o 2003

Open a blank Excel Worksheet
Click on Tools

Click on Macro

Click on Security

Click on Low

66060

Click on OK

Close Excel Completely
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Setting up Excel 2007 to use Macros:

All users in the LHIN who will be responsible for the quarterly reporting analysis must complete the following

Steps in Excel 2007 before opening the CAT.

Setting up Excel Version 2007 to run Macros- Part 1 of 2

’ =" P, =
M view Add-Ins Acrobat
[t 5 1 ) Recent Documents i g
| §|‘§}--| (S Wrap Text Ge
|| = £E|| Ed Merge & Center - ||| §
| Alignment [
les | H 1

@ [[23 Excel options | | ¢ Exit Excel |

2]

“Popular —
[ s W L% Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save ¥ show Mini Toolbar on selection

[+ Enable Live Preview (i

ishow Developer tab n the Ribbon: e @

Custamize ¥ Always use ClearType

Add-Ins Color scheme: Blue "I

Trust Center ScreenTip style: I Show feature descriptions in ScreenTips vI

Rasources Create lists for use in sorts and fill sequences; Edit Custom Lists...

When creating new workbooks

@[ 1 _cne

&

Open a blank Excel Worksheet

Click on the Office Button 6})

Click on Excel Options

Click on Show Developer tab in the Ribbon

Click on OK

®eeO
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(0 EHdRE92-c-9a@ald )~ Book2 - Mic

Page Layout Formulas Data Review V|(5)| Developer | Add-Ins Acrobat

Visual

(CAPS)

Setting up Excel Version 2007 to run Macros- Part 2 of 2

Home Insert

| Record Macro 'v_a-,-_. < %0 Properties EE Map Properties [ Import
=2 e B4 9
==1 E Use Relative References = (}i"]\u"iew Code ?_gﬂ Expansion Packs Lff,! Export

Macros

Insert Design Source

Basic A Macro Security 6 - Mode F Run Dialog <"’; Refresh Data

Code Controls XML
| N268 HE £
A B D E F G H I J K L %]

1

2 Trust Center 211

3 Trusted Publish

" rusted Publishers — ings

Trusted Locations . . .

5 For macras in documents not in a trusted location:

6 Add-ins ' Disable all macros without notification

7 [ Drisable all macros with notification

g
D
10
11
12
13
14
15
16
17
18
13
20
21
22
23
24
25
26
27
28
29
30
31
32

33
34
35

ActiveX Settings

- Macro Settings :|
Message Bar
External Content

Privacy Options

¢ Disable all macros except digitally signed macros

( 8 } = Enable all macros (not recommended; potentially dangerous code can runj

Developer Macro Settings

[ Trust access to the WEBA project object model

@ [ or | cance

F

CIICI{ on Developer
CIICI{ on A Macro Security

CIICI{ QN | Macro Settings :I

Click on Enable all macros

@@

Click on OK

Close Excel Completely
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Setting up Excel 2010 to use Macros:

All users in the LHIN who will be responsible for the quarterly reporting analysis must complete the following
steps in Excel 2010 before opening the CAT.

HEdR&EDL -5 Book3 - Microsoft Excel

1 £ Insert Page Layout Formulas Data Review View  Acrobat

H Save
B save s Excel Options
=
7 Open General ] : :
& ’% Customize the Ribban,
Lj Close Formulas
Choose commands from: ) Customize the Ribban: i)
Info Frocting |P0pu|arC0mmands b |MainTabs W
Save
M il A chart Types. Al Main Tabs
e i Borders '+ B [#]Home
New Kt @ Calculate Now Clipboard
U E Center Fant
) Customize Ribban 3 ,\f“! Conditional Formatting » [l Alignment
Print F \i| Connedtions B Number
cess Toolbar R Styles
Save & Send 1] Cell
Il Editing
v i 5 @ [ Insert
Help Tylst Center A | Size @ Minse
3 Delete Cells...  [V] Page Layout
B Adons- ' Delete Sheet Colu ® [/ Formulas
i J = Delete Sheet Rows
] Options [l E-mail E]
2 < Fill Color
B bt = Filter E
Font
A Font Color ¥ [ [V] Acrabat
Font Size = Background Removal
E Format Cells...
o/ Format Painter
ﬁ Freeze Panes 4
A" Increase Font Size
j‘“ Insert Cells...
Je Insert Fundtion..,
J{ Insert Sheet Columns
=]
4@ Insert Sheet Rows [ New Tab I lﬂewGraup] [ Rename.. J
- Macros
@ Merge & Center Customizations: i-
éz Tllame Manager 7 Import/Bxport |
@ [ 0K ] ’ Cancel ]
—
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m_Home Insert Page Layout Formulas Drata Review WView Developer*ﬁhﬁn— 6
P B3 Record Macro — |'v§f M’ % Properties E = Map Properties  [Ef Import I
== e ={%} % [ ﬂ

il

[TTT]

ﬁ Use Relative References Q_;;View Code fig Expansion Packs <_f,' Export
Visual Macros _ Add-Ins  COM Insert Design . Source .. Document
Basic ,ﬂ Macro Security ? Add-Ins - Mode #l Run Dialog ¥4 Refresh Data Panel
Code Add-Ins Controls XML Modify
¥39 - 5|
A B C D E F G H I J K L

1
2

Trust Center

Trusted Publishers

Macro Settings

Trusted Locations
(:) Disable all macros without notification
Trusted Documents (:) Disable all macros with notification

Add-ins (:) Disable all macros except digitally signed macros

@ Enable all macros (not recommended; potentially dangerous code can run) g
ActiveX Settings

Matro Settings Developer Macro Settings

Protected View |:| Trust access to the WVBA project object model
Message Bar
External Content
File Block Settings

Privacy Options

@ [ ok ][ cance
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ppendix B - CAT Process Flo

UPLOAD
from HSP

|| WERS

CAPS Transition File.xls
Data Only

—
o
0
=
=
| B
o
4
L)

DOWNLOAD
to LHIN

CAT Transition Flat
File.xls
Data Only

HSP to LHIN Process Flow
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Kppendix C- Key Contacts

LHIN

Contact Name

Email

Phone

Central

Cheuk, Winston

Winston.Cheuk@!lhins.on.ca

(866) 392-5446 x233

Central East

Hunter, Nancy

Nancy.Hunter@lhins.on.ca

(866) 804-5446 x231

Van de Klippe, Emily

Emily.VandeKlippe@Ihins.ON.CA

(866) 804-5446 x213

Wyers, Lindsay

Lindsay.Wyers@I|hins.ON.CA

(866) 804-5446 x232

Central West

Buchert, Michael

Michael.Buchert@|hins.ON.CA

866-370-5446 x206

Champlain

Lachowsky, Nadia

Nadia.Lachowsky@1Ihins.on.ca

866-902-5446 x2047

Partington, Eric

Eric.Partington@Ihins.on.ca

866-902-5446 x2027

Erie St. Clair

Harper, Stephanie

Stephanie.Harper@Ihins.ON.CA

866-231-5446 x219

Keeler, Brad

Brad.Keeler@lhins.ON.CA

866-231-5446 x206

Hamilton Niagara Haldimand
Brant

Ciccarelli, Patricia

Patricia.Ciccarelli@|hins.ON.CA

866-363-5446 x4236

Lawrence, Shannon

Shannon.Lawrence@lhins.ON.CA

866-363-5446 x4227

Mississauga Halton

Semple, Mirella

Mirella.Semple@Ihins.on.ca

(905) 337-4894

Paulette , Zulianello,

Paulette.Zulianello@lhins.on.ca

(905) 337-5954

North East

Lajeunesse, Barry

Barry.Lajeunesse@|lhins.on.ca

866-906-5446 x204

North Simcoe Muskoka

Philip.Feng@lhins.on.ca

Chambers, Scott

Feng, Philip 866-903-5446 x223

Huizer, Lynn Lynn.Huizer@Ihins.on.ca 866-903-5446 x231
North West Ball, Byron Byron.Ball@lhins.on.ca (807) 472-4187
South East Giajnorio, Rick Rick.Giajnorio@Ihins.ON.CA 866-831-5446 x223

Tooley, Darryl Darryl.Tooley@lhins.ON.CA 866-831-5446 x2211
South West Scott.Chambers@Ihins.ON.CA

(519) 640-2578

Ridley, Carolyn

Carolyn.Ridley@Ihins.ON.CA

(519) 640-2581

Salisbury, Laura

Laura.Salisbury@lhins.ON.CA

(519) 640-2575

Toronto Central

Del Rizzo, Nello

Nello.DelRizzo@lhins.on.ca

866-383-5446 x224

Pajaro, Tessie

Tessie.Pajaro@lhins.on.ca

866-383-5446 x254

Waterloo Wellington

Alexander, Ted

Ted.Alexander@Ihins.on.ca

866-306-5446 x231

Gerber, Susan

Susan.Gerber@Ihins.on.ca

866-306-5446 x218
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QUICK SETUP GUIDE to complete “CAPS Planning 2011-2013.xls”

1. Create a CAPS folder on your computer and copy/download the following files to this new folder:

File Name Where is this file?

CAPS 2011-2013.xls WERS Information Area

CAPS Transition File.xls WERS Information Area

CAT HSP 2010 Version 01.xls Copy the CAT HSP 2010 Version 01.xIs file from
your most recent quarterly submission for the
current fiscal year

1. Follow this guide starting on Page 5 to Page 21.

2. When your CAPS report is complete:
a. Return to the Main menu and Select HSP Export to Transition file.
b. Close the CAPS File and open WERS.
c. Upload the CAPS Transition File.xls to WERS.
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