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Logging On and Off of AIM 
Logging On 

Two Log on's are required 
When using the AIM database program there are two separate logons you must perform 
in order to access your data.  First you must first log onto the AIM web site and then log 
onto the AIM database.   
  
Remote Desktop 
The AIM web site is logged onto through Remote Desktop Connection which is a 
Microsoft Windows program on your computer that gives you access to the web site 
where your AIM data is stored.   Because there are a variety of Windows systems in use 
there are also a variety of Remote Desktop Connection screens users might see.  Talk 
to your local computer administrator for the specific procedures you will use.  You may 
also call the Saber Corporation at 888-373-2090 or go to the main web page for 
instructions at www.sabersite.com 
  
Your AIM Database 
Once the connection to the web site is complete you will see the logon screen for the 
AIM Database, as seen in the illustration to the left which is the second logon. 
  

http://www.sabersite.com/
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The second User ID and password is provided by the Oklahoma State Office 
  
The Automatic Logout option can be used when you want to set a time limit for a 
particular AIM session. 
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Information Security 
Protect Client Information 

PROTECTING YOUR INFORMATION 
Information security is a very serious issue that is largely overlooked by many users and 
information managers.  Two predominate reasons are that people think security is too 
time consuming and they are under the impression that no one really cares about 
stealing the information they work with. 
  

• All types of information are always wanted by somebody.  But not everyone has 
a right to information entrusted to you.  An easy way to determine whether a 
person has a right to the information entrusted to you is by asking three 
questions about him or her.  Need to know?  Need to have?  Need to see?  Can 
you answer at least one of these questions, “yes,” for every person who has 
physical access to your work area?  Anyone who can walk up to your work area 
who has neither a need to know, have, nor see the information you work with is a 
potential threat.  He/she may by your friend or even a relative.  Information 
protection is not merely an issue of who you trust.    

  
• Each AIM database user is personally responsible for the protection and 

safeguarding of information entrusted to his/her care.  If you have access to any 
kind of information, which means you have permission to see it, then you are 
entrusted.  When you are required to use a logon identification and/or password 
in order to gain access to information then you must protect the passwords as 
well.  

  
• Two principles of Information Protection/Security that should become everyday 

language for you are Denying and Granting access.  
  
Denying access 
The steps that you take to deny the wrong people access to the information entrusted to 
you will be the primary determination of whether or not your information is safe. 
 Following are some suggestions that will help you ensure your information is 
adequately protected.  This list is by no means conclusive. 

1. A password should be a combination of letters, numbers and symbols that is 
easy for you to remember but difficult for someone else to guess. 

2. Making your passwords difficult to guess includes changing them periodically.  
3. Don’t make public knowledge of the type of information you have access to.  
4. Don’t share passwords with other people.  
5. Don’t leave passwords in conspicuous places.  
6. Don’t walk away from your work area with information exposed.  
7. Keep doors locked.  
8. Secure unattended equipment.  
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9. Don’t keep things in your work area that might attract people who belong there 
(money, jewelry, personal electronics, etc).  

10. Don’t store private or confidential information on hard drives.  
11. Ensure your computer system is equipped with a secure time-out option.  
12. Keep your virus protection updated and install all computer system upgrades and 

patches that are released for security purposes. 
13. Don’t transport private or confidential information away from your immediate work 

area unless you have been authorized to do so.  
14. Implement and be able to explain the information security plan for your office.  

  
Ensuring access 
Ensuring that information remains available to the right people who need it is a huge 
part of information protection.   
  

• Two reasons people are unduly denied access to their information are computer 
system failures and weather outages.   Developing a contingency plan gives you 
alternatives to resort to during certain types of emergencies.  A contingency plan 
might include step-by-step instructions, phone numbers, points of contact, 
procedures, etc. 

  
• Forgetting passwords is another reason people are often unable to access their 

own information.  There are a number of different ways to protect passwords 
against forgetfulness.  Trusted partners, store in wallet or purse, store at home 
and using word association memory method are a few.  

  
There are also a number of irresponsible ways to remember that are just like not using 
password protection .   
  

• Leaving a sticky note on your computer screen, your calendar, the side of a 
tissue box or on a picture.   

  
• Using names, memorable dates and places for passwords make it easy for 

someone who knows you to guess your password.   
  

• Allowing your computer system to remember passwords for the purpose of 
automatic logons is risky and doing so would require you to carefully and strictly 
control electronic and physical access to your computer. 

   

Resetting Passwords 
New user accounts are created for AIM using default passwords which are usually very 
simple in order to facilitate the first-time logon.  Passwords must never be left as the 
default.  When you are logging onto AIM for the first time you need to immediately 
change your password.  If you are still using a default password now you must change it 
immediately.  
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To change your own AIM password you have to first be logged onto AIM.  Click the 
Menu item Options then click Change Password 

 
The screen below will be blank.  Enter the password you last used to log on to AIM.  As 
you can see, only dots are displayed instead of your actual password.  Click Verify. 

 
Next you will see the illustration below 
on the left.  
  
  
  
  
  
  
  
Enter your new password as shown on 
the right.  Note again that the 
password is displayed in dots so make 
sure you know what you typed in. 
  
AIM requires you to use at least five 
characters.  However, a minimum of 

eight characters is best and using a combination of letters numbers and special 
characters is highly recommended.  AIM 
passwords are not case sensitive. 
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The illustration below shows 
what you will see if you 
entered an authorized 
password and correctly 
repeated it. 
The illustration below shows 
what happens when you don’t 
enter enough characters. 

  

 
  
The next illustration shows what happens when the passwords in the two fields do not 
match.  A difference in this error message is that you can click No to tell AIM to 
disregard your changes. 
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Activity Management 
Activity Setup Screen 
The Activity Group, Program Group, Funding Source and NAPIS Group are all selected 
from drop-down list that are displayed when you click the black arrow at the left end of 
the field. 
  

 
  
The activity name describes a congregate meal served in county #55 which is 
Oklahoma County and the actual name of the site is the Nature Park Pavilion. 
  
The activity group is always going to be the name of the Provider/Project.  
  
Program group is always going to be your AAA. 
  
Funding source will correspond with the type of service being provided.  If you are 
unsure see your project director or contact your AAA planner. 
  
The NAPIS group is the taxonomy of the service you are providing.  
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In this case transfer is set to Yes because it is a Title III eligible service and all of the 
services provided under this activity will be reported to AoA.  
  
The box next to NSIP is checked because it is a Title III eligible meal all of the services 
provided under this activity will be reported for USDA reimbursement. 
  
Unit Cost is used to set the scope of a service activity Unit Cost Methods 

Setting Up Activities 
In order to access your current list of activities first click screens and then click Activity 
Setup 
  

 
  
Next you will see the Activity Quick Find which is a list of the activities that are currently 
in your database.  The first one on the list will be automatically selected (highlighted) for 
you.  
  
Activity Quick Find 
AIM will sort the list of activities by any of the options listed under Type of Search.  You 
can scroll through the list using the vertical scroll bar or you can type what you are 
looking for in the white box next to find.  Remember that when you use Find, what you 
type must correspond with the type of search you selected. 
  
Click the OK button.   
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AIM will open an activity setup screen for the existing activity seen on the next page. 
  
Insert a New Activity 
In order to create a new activity click the Insert button in the tool bar.  For new activities 
the activity name always starts out as New Activity.   
Replace it with the name of your new activity.   
  
Activity names  
Required specific format.  There are four components separated by slashes.   
  

1. The first is a three letter code that identifies the type of service followed by a 
forward slash.   

2. The second is a 2-digit county code (01 thru 77) followed by a forward slash.   
3. The third is the site or location name of the service followed by a forward slash. 

 The first three including the slashes are required for every activity name.   
4. The fourth is an optional local description that may be added to further define the 

service.   
  
  
Impact on Reports 
There are reports in AIM that are deigned to retrieve and sort information according to 
this name structure.   
  

• Missing or incorrect information or slashes will cause some reports such as the 
OKS738 will not function correctly. 

  
• It is strongly recommended that you run the OKD204 report which lists the 

activity names that are constructed incorrectly. 
  

• One of the components of the activity name that is frequently used to sort and 
organize information in reports is the site name.  Therefore, it is essential that a 
particular site name is spelled exactly the same way every time it is used in an 
activity name.   

•  
For details about the required format for the activity name refer to Information 
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Memo 2007-AIM01C which is included in this instruction.  Activity Naming 
Standard, S38 

  
Examples of Activity Setup Screens 

Unit Cost Methods 

Designate Activities as Group or Individual Services 
  
After you set up your activity click decide whether it is an individual or a group activity. 
  
 group services.  Click Screens> Activity Setup.  Open an activity you are designating as 
a group service. 
  

 
  
Click the down arrow of the Unit Cost field as shown above 
  

• Fixed, Cost Reimbursement and Variable are ways to set an activity as an 
individual service.  Examples of individual services are meals, transportation, 
outreach, etc. See Inserting Service By Activity 

  
• Group sets the activity as a group service.  Examples of group services are 

training classes, seminars, support groups, etc.  See Inserting Group Service 
  
Click the desired unit cost method so that it appears in the field and click Save. 
  
  

Deleting Activities 



Activity Management 

13 

AIM will not let you delete an activity that has services connected to it.  So if you 
accidently insert a new activity that you do not need it is okay to delete it.   
  

• Click the Delete button on the tool bar.  AIM will give you a warning message 
about what you are preparing to do. 

  
• Click Yes.  If AIM permits the delete the activity will automatically disappear and 

AIM will display the Activity Quick Find.   
  

 
  
If not you will see this message.  
  

• Click OK and no action will be taken and AIM will leave you in the current activity. 

Renaming Activities 
If you wish to correct the information on an existing activity open the activity quick find 
list.  Choose the activity you want to work with.  You can change the Name, Activity 
Group, Program Group, Funding Source, NAPIS Group, Transfer status, NSIP status 
and Unit Cost Method.  After the change click Save. 
  
!@& CAUTION:  Renaming an activity other than correcting the format is risky and 
very strongly discouraged.   
  

• The Activity Name is the identity of the activity.  When you change the activity 
name you change the identity of every service connected to that activity. 

  
• There are many times that an activity name is incorrectly formatted and must be 

corrected.  If you are unsure about formatting of a particular activity name run the 
OKD204 report and refer to Activity Naming Standard memo. 

  
• A very common problem is that users change an activity name and forget what 

they changed it from.  Then later on decide they made a mistake but can't figure 
out which activity to return to the origi9nal name.  In doing so create the illusions 
that some clients' services have been lost by the database. 
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• Other than correcting the format, when you need to reidentify an activity, instead 
of changing the name, create a new activity and have the existing archived.  In 
that way you start giving clients a correctly identified service without losing track 
of what you have already done. 

  
• Example: lets' say that you have recorded a congregate meal at site A for five 

years and site A closes.  And all the participants begin eating at site M.  If you 
change site A to site M in the activity name then all the services for the previous 
five years will appear to have been provided at site M. 

  
The same CAUTION applies to the NAPIS Group.   
  

• Example: A provider that provided nothing but chore services for five years is 
going to start providing nothing but homemaker services.  If you change the 
NAPIS group on your activities from Chore to Homemaker then there will be no 
record of chore services ever being provided. 

  
• Create brand new activities for Chore and archive the activities for Homemaker.. 

  
IMPORTANT LAST NOTE ** 
There are going to be times (just like with the activity name) that the NAPIS Group is 
wrong and needs to be corrected for an activity.  Incorrect NAPIS Groups cause 
multiples of problems when reporting service information to government agencies. 
 When it is appropriate (whether it is a wrong activity name or wrong NAPIS Group) 
make the corrections. 
  
However, when in doubt about what to create a new activity. 

Examples 
In the example above the first three letters of the activity name are tra which means that 
this is a transportation activity.  Notice that the NAPIS group corresponds with the 
name.  Also, since transportation is not a meal there is no USDA re-imbursement so the 
box next to NSIP is left blank.  Transfer is still Yes since these Title III eligible services 
are reported to AoA. 
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In the example below you see that the last part of the activity name is Staff Under 60. 
 This is an example of a service that is not Title III so that the box next to NSIP is 
unchecked even though it is a meal.  However, there are two problems.  First transfer is 
set to No.  Transfer should almost always be set to Yes.  Also, the Activity Name is 
missing the site name which is a critical piece of information for the automated s38 
report. 
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Client Quick find Introduction 
Quick Find Basics 
Click the menu item Screens then point your cursor to Client and then point your cursor 
to Client Info and click.  AIM displays a list of the people who are in your database.  The 
window that displays the list is called the Client Quick Find.  From this list you will select 
the name of the client record you wish to open.  Before we move on to opening a client 
record let’s examine a few key points about the Client Quick Find list. 
  
Display 
In the illustration to the left the list displays only the clients whose statuses are active, 
as is denoted by the check mark in the box at the far left bottom corner of the illustration 
next to the caption Show Active Clients Only.  If the box was blank the Client Quick 
Find would list all clients regardless of status.  The clients can be sorted in the list either 
alphabetically by last name then first name or by Client SSN (and what the user 
interface calls an SSN is actually the Unique ID).  Note that in the illustration a box titled 
Type of Search.  Select your preferred sorting/search method by clicking the circle next 
to either Client Name(Last,First) or Client SSN (Unique ID).  
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In the Client Quick Find there are two ways to look for names of clients.  You can use 
the vertical scroll bar to the right of the quick find window or you can use one of the Find 
functions explained below or you can use a combination of both. 
  
ID Search 
If you decide to search by SSN (Unique ID) remember to click your mouse inside the 
Find box and position your cursor to the far left side before you begin entering a Unique 
ID.  If you do not begin with the cursor against the left wall of the box, AIM may see a 
space at the beginning of the ID and fail to find the client you are searching for. 
  
Name Search 
A search was started in the Find box using the client’s last name and first name.  At the 
bottom of the quick find window is an explanation of how this search works.   The format 
is last name a comma and first name with no spaces.  Note the position of the cursor 
between the e and b.  
  
One thing to remember about the name search is that AIM will not let you type a name 
that is not on the list.  As you can see here when steb was typed the cursor did not 
advance, but instead went behind the b, because there is no name that starts with steb 
available on the list.  However, AIM advances to the name that is closest to the spelling. 
 Also note that AIM will search for clients by last name and then first name.  And as 
stated above the last and first name have to be separated by a comma with no space as 
is shown in the illustration.  
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Client Screen Tour 
Quick Link Buttons 
A brief explanation of the other Quick Link buttons: 

 
Assessment takes you directly to the current client’s assessment screen.  
Client Activity takes you to the screen to add services for the current client.  
Custom Screen is used for data fields not available elsewhere in the database. 
Roster by Client displays an Activity list for you assign a client to rosters.    
Waiting List displays an Activity list to select services clients are waiting for.  
Authorizations is where you can manage clients who receive limited services. 
Referral lets you document and manage clients referred to other agencies, 
Care Needs manage a client’s special needs that are not listed in the assessment tool. 
Owners a list of the Providers having access to the client record you have opened. 
Income Src is a general breakdown of sources of income.  
Other Info and Income Cmnt note pads for journal entries for the current client.  

Client Information 
The blue bar at the top of any screen is the title bar.  According to this title bar I am 
logged onto AIM as AIM Training and looking at the client record for Gallup Hitchpost. 
  
Basic rules to keep in mind about entering information into the client screen. 
  

1. Never enter false/incorrect information. 
2. Enter all of the information you have access to. 
3. Enter only the information that a field calls for.  Names only go into the name fields.  If it 

is not part of the person's name, don't put it in the name field.  Address information only 
goes into the address fields.  If it is not part of the address don't put it in an address field. 

4. The correct last name and correct birth date are required in order to create a brand ne 
client record. 

5. Entering false information into a government database is a federal offense. 
6. The required text format for all client information in AIM is Standard Case.  See Memo 

Standard Case required 
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Identifying Data 
The Unique ID is the current client’s unique identification number and is automatically 
assigned by the AIM program.   
  
The Client ID is made up of the first three letters of the client name and six-digit birth 
date. 
  
The first name and Alt. Name (Nick Name) are interchangeable. 
  
Status and Status Date are changed through the Owners quick link button. Change 
Status/Status Date 
  
Status Date indicates when a client's status changed. 
  
Contact Information 
Clients are contacted by mail, phone or through other personal contacts.   
  
Most of the field labels are self explanatory.   
  
Other Information 
Be sure to select both Race and Ethnicity.  You now must identify clients as either 
Hispanic or non-Hispanic.  If you check the box next to Refused To Divulge Ethnicity 
leave the Ethnicity field blank. 
. 
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Additional Data 
Case Worker/Operator are the names of people in AIM as employees 
  
Check Boxes 

• Is Dummy is there for those of you who are still using unauthorized aggregate (dummy) 
clients. 

• Transportation and advantage are bat your discretion.  
  
At the bottom of the client screen you may see a list of services the client received. 
 This is for display only.  You cannot delete or change information that appears on 
here.  If you want to make changes to a client's services see Service By Client. 
  
The two white windows at the right are used for managing care giver/care receiver 
relationships.  Unless you are a designated AAA Caregiver coordinator, disregard that 
part of the screen. 
  
  

Custom Screens 
There are variations of the client screen that are designed specifically to satisfy unique 
user needs such as care giver management, meal management and transportation. 
 There is a general client screen that was also customized for all other Oklahoma Users. 
 These screens are always evolving so that the ones you see here may not depict the 
actual one that you currently use.   
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Client Management 
Insert a New Client 

Most Duplicate client records occur because users create brand new 
client records for people who are already the database.  Avoid 
duplicate client records by periodically running the SC51 or  OKD212 
Reports.  
  
INSERTING 

• First make sure you do not have the client in your Provider database by 
searching the client quick find.   

• Creating/Inserting any type of new record begins with being in the type of record 
you want to create.  In this case any client record must be open first. 

• Click the Insert button in the tool bar.  
• Before you create a new client record make sure the person you are preparing to 

enter is not already in the State database. 
  
SEARCHING THE STATE DATABASE 
The State database contains the names of all the clients that have ever belonged to any 
Provider in Oklahoma.  There are instructions on the AIM screen that explain how to 
search for a client. 
  

• Select your search criteria (First Name, Last Name, Birth Date, City, etc.)  by clicking the 
appropriate check boxes.  Uncheck all of the boxes for information you will not search 
for.  Leaving boxes checked next to information not needed for your search will result in 
listing names you do not need to review.  For example: if you are looking for someone 
named Craig and you leave County checked, you will get a list of everyone living in 
Craig county.  

• Type the specific information you want AIM to search for in the top white field just 
above the Search button.  Spelling and accuracy are critical. 

• After you have correctly entered the search information and ensured the boxes 
are appropriately checked, click the Search button. 

• One of two things will happen. 
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You may get nothing. 
  

• That means there was no one to show you.  AIM will not give a message saying 
there was nothing to display.   

• If you think this is an error then double check what you typed, verify your check 
boxes and search again.  If there is still nothing, go to the bottom of the screen 
and click the Generate button.   

• AIM will open a new blank client screen. 
  
  
Or AIM will display a list of names. 
  

 
  
You might draw one of the following conclusions and take the appropriate action. 
  
1.  One of the people on the list is the client you are looking for.  Click the row of the one 
you want to highlight it as shown above.  Then click the Make Owner button.  AIM will 
display that person’s record for you and place the client in your database. 
2.  None of the people on the list are who you are looking for.  Whether you have 
already clicked one or not, Click the Generate button.  AIM will insert a new client record 
and display the new blank client screen for you to begin entering client information. 
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3.  You have changed your mind about inserting a new client at this time.  Click the 
Cancel button and AIM will return you to the last client screen you viewed. 
  

 
  
CAUTION:  A common error is to use the same search method as in the client quick find. 
 This and the quick find have instructions on the screen of how to type in a search.  Pay 
attention to the instructions on the screens. 
  
Note: There are two check boxes where the type of data (labels) that do not match 
Oklahoma's naming convention.  The box that is labeled Client ID is actually for the 
unique ID number that AIM automatically assigns.  The box labeled Actual SSN is the 
client ID made up of the first 3 letters of the last name and 6-digit birth date. 
  
Another Word of CAUTION.  AIM updates the Search Program every three hours.  
 Let’s say that you Generate a new client, enter all of the person’s information, save it 
and then accidentally delete.  However, when you try to do a search in order to get it 
back it will not appear on the list until three hours after you save the new client.  Please 
do not generate it again.  Wait the three hours in order to avoid creating a duplicate 
client. 
  

Enter new Information 
Do not for any reason knowingly enter fraudulent information into the database. 
There are two pieces of information you must have in order to create a new client 
record – those are an actual last name and an actual date of birth.  
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Fields with text color other than black (Fucia, Blue) cannot be changed by a user in the 
client screen. 
  
The required text format for all client information in AIM is Standard Case. See memo Standard 
Case required 
  
Take note of the default settings.  A default setting is a pre-programmed value that 
automatically appears in a field when a brand new client screen is Inserted. 
  
Unique ID is automatically assigned and entered by AIM.   
  
The following defaults can be set for each user. 

• Rural/Urban is defaulted to Urban in the example. 
• State is set to Oklahoma 
• Area codes are set to 580. 
• Race is set to White. 
• Marital Status is set to Married. 
• Status is set to Active 
• Status date is set to the current date. 
• PSA is set to 1. 

PSA numbers are as follows: 1-Grand gateway, 2-EODD, 3-KEDDO, 4-SODA, 5-
COEDD, 6-TULSA, 7-LTCA-E, 8-AreaWide, 9-ASCOG, 10-SWODA, 11-OEDA. 
  
Also, notice that some of the fields are pre-formatted.   

• The date fields are formatted to ensure we enter dates with a 2-digit month, 2-
digit day and 4-digit year.  Phone has a pair of parentheses and a dash. 

• Zip Code has a dash to separate a 4-number suffix. 
• Total Expenses is et to a decimal. 

  
The content of most of the fields is self-explanatory.   
  

• You are required to enter any and all information that is provided to you about a 
client.  The only information that is to be entered into a field is the information 
that belongs in that field. 
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Fields that are common problems: 
  

• Date fields especially birth date are either unrealistically old or are future dates.  I 
suggest you use the drop down calendars. 

  
• Misspelled cities and counties and incorrect zip codes.  To ensure these fields 

are entered correctly always use the zip code utility City/County/Zip. 
  

• Phone numbers are incomplete or incorrect.   
  

• The Emergency Contact Relationship is often left blank.   
  

• Ethnicity.  The Administration on Aging, has been removed from Hispanic from 
the race list.  The only way to identify a person as Hispanic is in the ethnicity 
field.  Now, everyone we serve is identified as either Hispanic or non-Hispanic. 
 For each client select the appropriate race and then also select the appropriate 
choice for ethnicity.  And when clients refuse to give their ethnicity click the check 
box next to 'Refused to divulge ethnicity.' 

  
• The Case Worker and Operator both come directly from the Employee part of the 

database.  If a person's name does not appear on the list check their employee 
record.  See Open an Employee Record.   

  
• Status and Status Date, see Change Status/Status Date 

  
Caution: When you are inserting multiple client records ensure you click the Save 
button after you finish entering each client’s information.  
  
Tip: New clients are not automatically added to the client quick find list.  When you are 
finished inserting new clients click Options>Update Quick find.  The same holds true 
when you change a client’s ID or name.  The change may not be reflected on the quick 
find list until you use the Update Quickfind function. 
  

City/County/Zip 
The county of residence is obtained by using an automated county search window. 
Open the optional screen by clicking the Zip Code field.  
  
The county search tool can be used at any time in a client record.  Start by clicking the 
Zip Code field.  You will see a window like the one shown below. 
  
There are two search fields – Zip Code and City & State.  As you see above the state 
will already be selected for you. 
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Start a county search by city by typing the name of an Oklahoma city in the field next to 
City: the database will locate the city as you type.  You can either type the city name 
completely or type it partially and click the correct one on the list.  Click the button labled 
Search City & State.  As shown below, AIM will list the county and all of the different zip 
codes for a city.  Click the line with the right zip code and then click the button named 
Return Selected.  AIM will automatically enter the correct county, city and zip code. 
  

 
  
Start a county search by zip code by typing the client’s correct zip code in the zip code 
field.  Click the button labeled Search Zip Code.  As shown below, AIM will provide the 
county and city which should already be highlighted in blue.  Click the button named 
Return Selected.  AIM will automatically enter the correct county, city and zip code. 
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Aggregate Clients 
Authorized -- AGGSTATEOK and S38(Provider ID) 
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Existing Clients 
Updating Client Information 

• All the rules for entering new information applies to updating client information. 
See Client Information and Enter new Information 

  
• Use the client quick find list to locate the record you wish to update and open it. 

 For client quick find see Quick Find Basics 
  

• The information in any field in the client record can be changed except the 
Unique ID Number.   

  
• Most fields that you select in a client record will start with the entire field of 

information highlighted.  Use the right arrow key on the keyboard to remove the 
highlighting.   Some fields may not allow you to change one character at a time. 
 That is when your cursor hits the field the entire string of information is 
completely highlighted and will be erased with the first character key you 
press.  If you accidentally delete information in a field, use the Undo Button in the 
tool bar to restore the information. 

  
• Status and Status Date, see Change Status/Status Date 

  
• When you finish your changes press the Save button.  If after you make changes 

and click Save you want to review what was on the screen prior to your changes, 
Click the History Button.  Analyzing Histories 

  
• If you have other records to update click the quick find button in the tool bar. 

 This option can be used only when a client record is open.  If you are looking for 
a different record while one is already open, this is the preferred method.  It 
opens the record you select and closes the record you just finished with.  

  
• You can also use (Screens>Client>Client Info) while a record is already open. 

 However, unlike using the Quick Find button in the tool bar (where the new 
record is opened and the previous record closed) – both records will be open at 
the same time.  AIM will allow you to simultaneously open as many client records 
as you wish.   
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Notice that in the illustration above when you click the Window menu item AIM shows a 
list of all the windows you have open.   
  
However, with too many records open at the same time, it is easy to lose track of 
changes and you risk forgetting to save your changes.  When you click save while more 
than one record is open you will only be saving the changes in the active record (the 
record you are currently looking at).  
  
Important Tip: When you make changes to a client record then move to the next 
record without closing you must click Save to keep the changes. 
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Deleting and Restoring Clients 
Delete and Restore 
Myth: If I delete a client record from my database it gets deleted from everyone else 
too. 
Truth: Deleting a client record only affects the provider deleting it. 
  
Client records are stored by AIM in such a way that no user has the capability to permanently 
delete or remove a client from the data system except during the Merge Process which can only 
be performed by select users.  
  
When you are in the client record you want to delete, click the Delete Record button in 
the tool bar. 
  

 
  
You will first receive the Delete Client message.  This message applies only to the 
Provider that the user is logged as at the time.  When you are in AIM look at the blue 
bar at the top of the screen.  It says Acting as Provider and then gives the name of your 
provider.  For instance, if you are entering information for Pa's Chili Castle your's will 
say Acting as Provider Pa's Chili Castle.  So that when you delete a client record, that 
client and everything about that client (services, assessments, etc) will be removed from 
the Pa's Chili Castle database which is only one of many databases in the AIM system.   
 If you change your mind about deleting you may click No and no further deleting action 
will take place.  
  
Note:  Caregiver/Care receiver relationships will also remain in the system.  If you are 
deleting someone who was a caregiver you may want to remove the relationship before 
you delete the record. 
  
When you click Yes in the Delete Client message box you will see the message that the 
deletion is complete.  Click OK you will returned to the client quick find. 
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If you decide to restore a client you deleted, refer to Insert a New Client. 
  
Note: Deleting a client record does not rid you of incorrectly entered services.  For 
instance, if you enter a service for a client that was not supposed to get it, the only way to 
remove the service is by deleting in the service screen.  Deleting the client instead of the service 
will leave the incorrect service in the database.  
   
Deleting clients and the impact on reports  
There are several reports that provide numbers of units.  Some of them only report on the service 
units for clients that are currently owned by a Provider.  Others report all service units entered by 
a Provider wether a client is currently owned or not.  For example, if Joe Smith received 5 meals 
in January and then was deleted by the provider in February, those five meals will still be 
reported by the S38 because the S38 (OKS38) does not look at what clients you currently owned, 
but only the number of service units you provided.  The OKS709 on the other hand first looks at 
the clients you currently own and then counts the number of services those particular people 
received.  This anomaly is discussed again in the reports section.  
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Client History 
Analyzing Histories 
A common problem encountered by Project offices is that the information in a client 
screen is changed incorrectly and because there are so many people who can have 
access to a client’s information there is often no way to determine who made the 
change.  AIM provides a History Button in the second row of buttons on the left edge. 
  

 
  
Click the History button and AIM displays a page showing the dates changes were 
made to a client record and the user that made the change. 
  
A single click on each line will display the information saved at that date and time.  To 
check what the information was changed from, click the previous date in the list.  The 
History screen was added to AIM in July of 2010 so any changes made prior to that will 
not be listed. 
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Managing Caregivers/Care Receivers 
Relationship Process 
First, note that in the screen below the caregiver/care receiver management windows 
are to the right of the client screen.   
  

• The top window on the right is for the current client’s caregiver.  The button used 
to select the caregiver from the list is at the upper left corner of the window and is 
called AddCG.  Click that button to see the list of caregivers.  

  
  

 
  
  

• The lower window on the right is for the current client’s care receiver.  Click the 
button named AddCR to select a care receiver from the list. 

  
• As shown above, Gallup Hitchpost is receiving care from Needsome Doe. 

  
Set the Relationship 
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• Once a caregiver or care receiver is selected, use the drop down arrow in the 
same window to select the relationship.  

  
• When the relationship is no longer required, click the X to delete it.  

  
• Be sure to click the save button after changes before going on to the next client 

screen. 
  

• There is no need to have the name of the caregiver and the care receiver to be 
displayed on the right at the same time.  Once you create a relationship from 
either the care giver or care receiver then the window to the right will show the 
correct information in either client record.  Note above that Needsome Doe is 
shown as the care giver for Gallup Hitchpost.  

  
  
  
Use reports:  OKC107, OKC138, OKC144 to manage the relationships. 
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Assign clients to Rosters 
Rosters 
A roster is a list of clients with a type of service in common, or location of a service.  For 
instance a list of people who attend a particular support group would be a roster.  Or a 
list of people who eat a a particular meal site would be a roster.  You can build a roster 
(or list of names) for any service activity you have stored in AIM.  Then once a roster is 
built there are reports you can run that display the names on a particular roster.  The 
AIM database system has to be told which clients belong on what rosters.  Adding a 
client to an activity roster or removing a client from an activity roster is very easy.  If you 
make a mistake while doing it, it is very easy to fix. 
  
Rosters are built and maintained using two methods.  Build a Roster   Add to a Roster 
  
Examples of roster reports are Activity Rosters used to count how many services a 
client received.  Sign-in rosters.  And mailing labels.   
  
OKC100, OKC101, OKS700 
  
Roster reports are available in several different formats both landscape and portrait, and 
can provide additional information such as medicaid numbers, birth dates, ID Numbers, 
diet information and disabilities. 
  
  
  
  

Build a Roster 
  
Click Screens>Roster by Activity.  
  
You will see a list of the Activities in your database.  Select one Activity that you want to 
make into a roster and click OK. 
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Next is a list of the clients in your database.  
  

 
  
Manual Enroll 
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• Click on to highlight each name that belongs on that roster.   
• If you select a wrong client simply click the name to un-highlight it.   
• When you are finished with your selections click OK.   
• Clients will stay on the roster until you remove them. 

  
Date Enroll 
  

• Click the check box next to Auto Enroll.   
• Enter a date range for auto selection.   
• Click the Auto Select button.   
• AIM uses the dates you enter to find the clients who received that particular 

service during the time that you entered.   
• If the date range is too small, new clients may be excluded.  
• If the date range is too wide, inactive clients could remain.   
• This method requires recurring management.   
• The Auto Select occurs only when you click the button.   
• When you are finished with your selections click OK.  

  
Auto Enroll 
  

• AIM looks back a certain number of days to find who has received this service 
during that period of time. 

• Click the box to the left of Auto Enroll 
• Set the look back days to the amount of time you want AIM to search for services 
• Click the Auto Select Button 
• Click OK 

  
Un-enroll 

• Click a highlighted name to remove the highlight. 
• Or Change the auto enroll dates and click the Auto Select Button. 
• Or Click the Deselect All button. 
• When you are finished making changes click OK. 

  
To add an individual to more than one roster see  Add to a Roster 

Add to a Roster 
  
Open the record of the client you want to add to one or more rosters.   
  
Click the Roster by Client quick link button. 
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• The lines that are highlighted are the rosters that the client is currently a member 
of.   

  
• Remove the client from a roster by clicking the activity to remove the highlight. 

  
• Add the client to a roster by clicking on an non selected activity to highlight it. 

  
• When you are finished with your changes, click OK. 

  
• Pay close attention to the third instruction at the top.  It means that if you make a 

change and then close the window by clicking the X instead of clicking OK, 
everything will be the way it was before you opened the window.  
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Add Clients to a Waiting List 
Add and Remove 
Waiting lists are used to manage clients who want services that are scheduled to be 
available.  For instance there may be a meal site scheduled to open or a transportation 
route scheduled to begin.  Or clients may be waiting for respite assistance while there is 
no money available.   
  
To place a client on a waiting list open a client record for the person waiting for a 
service and click the Waiting List button.  
  

 
  
Find the Activity that the client is waiting to receive and click it with your mouse so that 
the entire line highlights.  Click OK.   
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When the service becomes available to the client, click the Waiting List button.   
  
Select the service activity being waited for and click it to remove the highlight and click 
OK.   
  
Manage the Waiting Lists 
  

 
  
After you place a client on a waiting list you may review the waiting list history.   

• Click the Waiting List button and then click the Edit All button.   
• AIM keeps track of how long someone remains on a waiting list and when and 

why he/she was removed.   
• Reason is blank for activities where a waiting list is still open.   
• The default reason that AIM adds is the User ID of acting user.  You are able to 

edit the removed reason with what ever information you desire. 
• You can also assign a priority in this screen. 

  
At the far left edge is a column of eraser icons.   

• If there is an entry in the edit screen you do not wish to keep, click the 
appropriate eraser.  It will immediately disappear.   

• When you are sure of your decision, click the Save Button.   
• Unless you click the Save button the entries you erased will return when you 

reopen the edit screen.   
• Whenever you click an eraser, you will notice a question mark (?) at the bottom 

left corner of the screen.  After the Save button is clicked the question mark will 
be replaced by the following message: aim – Update Data: Update Complete! 

• To return to the client screen, click the Close button.   
• Any waiting status you delete will not appear on the report. 

  
There are two reports you can run that display the status of your clients currently on 
waiting lists.  OKC118, OKC119 
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Owners Button Purpose 
Owners Button 
When using a database that is shared by multiple providers it is important to know who 
you are sharing particular clients with.  It is also important for different providers to be 
able to keep a different status and status date on clients.   
  
Click the Owners quick link button to view all the owners of a client and to change the 
status and status date.    
  
Notice now that there are two providers on the list.  This is important information to 
know because when there are disputes about information in a client record or about the 
way information is displayed, the dispute can be handled between the providers without 
getting the AAA or state office involved.  
  
Change the Status and Status Date 
  

 
  
   
You can only change the Status and Status Date for yourself (the Provider you are logged on as).  
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• Click the down arrow next to the status you are changing. 
• Select the correct status from the list 
• Click the arrow next to the status date and select the correct date from the drop down 

calendar. 
• When you make a change you must click the 'Save Close' button in order for the changes 

to take effect. 
• When AIM returns to the client screen you will not immediately see the new status and 

status date.   You will have to wait until the record is closed and reopened to see the 
change in the client screen.  

   
For a list of clients with multiple owners run the OKC121   
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Funds Source and Comment Screens 
Personal Income 
The income source allows you to enter some information about a client’s finances. 
 Amounts are automatically tallied in the Total Income field.  The amount in Total 
Income can be changed only by adjusting the amounts through the Income Source 
window. 
  
The Income Comment and Other Info buttons are linked to document screens where 
you can store journal information.  Remember that if you are sharing a client with other 
providers there may be multiple people posting information in the comment documents. 
 Be courteous. 
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Service Management 
Update or Delete a Service 
Existing services often need to be updated by changing the number of units or service 
date.  And sometimes a service needs to be deleted. 
  

• To access a client's existing services, open a client's screen. 
  

• Click the Client Activity quick link button.  
  
(If you opened this screen for the purpose of entering new service, click Cancel then 
click Yes.) 
  

 
  

• In the Other Information window enter the date range of the service you need to 
update or delete. 

For example, if the services you are looking for are between January and June 2008 the 
From Date would be 01/01/2008 and the To Date would be 06/30/2008. 
  
(These dates entered here have no connection to the inserting of new services.) 
  

• Click OK.    
  

• If there were services entered during that time you will see a display something 
like this. 
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• From here you may change either a service or the number of units of service.   
  

• Do not change the number of units to zero.  If the units need to be zero, then 
delete the record. 

  
• Place you cursor in either the date or units field of the service record to delete 

then click the delete Rec button in the tool bar.  If you receive a warning click to 
accept (either Yes or OK). 

  
• After you make changes click Save.   

  
• If there are other services to change in a different date range, click Close to 

return to the client screen, click the Client Activity quick link button and repeat the 
process. 
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If the client does not have service within the specified date range (or if you clicked 
Cancel) you will see this question.  It is telling you that there are no services to show 
and is asking whether you want to add more services to this client’s record.  
  

• If you click No, AIM will return you the client screen.  If you click Yes AIM will 
advance you to a service insert screen.   

  
• If you need to continue looking for services to change in a different date range, 

click No to return to the client screen, click the Client Activity quick link button 
and repeat the process. 

  
  

Five Ways to Enter 
1. Through an individual client record.  Service By Client 
2. By clicking Screens>Client>Service.  Service By Activity 
3. By clicking Screens>Roster Service entry.  Service By Roster 
4. Through a barcode scanner.  Service By Scanner 
5. By clicking Screens>Group Service.  Group Service 
  
Note: In AIM the words Service and Activity are often used interchangeably.  
  
In each type of service entry AIM offers a query option to see a service history for a 
particular date range that the user may enter. 
  
  
  
  
  
  
  
  
  
  
  
  

Service By Client 

  
When entering services through the client record, you must first open the client record 
of the client that received the service.  This is the method you might choose when a 
client is receiving a number of different types of services. 
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Click the Client Activity quick link button.  
  
  
  
  

 
  
Click Cancel. 
  
(For instructions on searching for services see Update or Delete a Service) 
  

 
  
If you click No, AIM will return you the client screen.  So, in order to insert a service you 
must click Yes. 
AIM displays a blank service insert screen.  Click the Insert button. 
Next you will see a list of your activities.  
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Select the activity for the service you will add to the client’s record and click OK. 
Note: As you click on an activity to make a selection, one block may be black instead of 
blue.  The different colors do not affect the operation.  You can only select one activity 
at a time.  If you click more than one only the activity that has the entire line shaded is 
the one that the AIM system recognizes as selected. 
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Next AIM displays a Service Date and Service Units window.  Service date is the date 
that the service was received.  The default date for Service Date is always the current 
date.  However, you may change it to whatever you wish.  Service Units is the total 
number of a services received on or by a date.  The default number is always 1.  It too 
can be changed at this time.  When you are satisfied that the information for date and 
units is correct, click OK.   
  
Note:  Projects enter services daily, weekly and monthly.  For specific information about 
the service dates you should be using see your Project Directors.  Likewise service 
units can be entered as daily totals, weekly totals or monthly totals.  See your Project 
Directors about the method you will follow. 
  

 
  
Next AIM displays information about the service you just entered.  The top line is client 
ID, last name and first name.  The next line shows the service date and units.  Notice 
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the fields that are white.  This information can be changed/edited at any time while in 
this window.  The Updated Date will always be the date the units or service date were 
changed.   The next five fields the information appears as it does in the activity setup 
screen.  The bottom line displays the number of units currently on the screen.  It does 
not reflect the total number of services a client has received.  
  
Note: It is a good idea to periodically check this information as you enter data to verify it 
is correct.   
  
Clients often receive different types of services which are all entered at the same time. 
 If there are additional services to enter for the same client click the Insert button in the 
tool bar again.  Find the next activity and click it and click OK.  Make the appropriate 
adjustments in service date and service units and click OK.  AIM will add a line to the 
display for each service you enter.  Continue until all services for that client are enter 
then click Save and click Close. 
  
You will notice that the service information at the bottom of the client screen will display 
the services you entered with the newest service dates at the top.  See Client 
Information 
  
Tip:  If you enter a service with a service date that is older than one already in the 
database it will not be at the top of the list.  So if you just entered a service that 
you think has been lost, check the dates. 
  
If you make a mistake entering a service that cannot be corrected by changing the 
service date or the number of units, you may have to delete the service entry.  Delete 
Process or Update or Delete a Service 
  
Duplicate services see Duplicate Service Entry 
  
  
  
  

Service By Activity 

  
To enter services another way start by clicking Screens>Client>Service.  Use this 
method when there are several different clients not on a roster being given the same 
type of service.  
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AIM displays the Activity Quick Find for you to choose the service that a list of clients 
received.   Click on your choice. 
  

 
  
Notice at the bottom of the screen are two Retrieve Data fields.  For an explanation see 
Update or Delete a Service 
  
You cannot click Cancel and continue in the service insert process as in Service 
by Client.   
  

• AIM will display a system error message and disregard the entry. 
• You have to click OK whether you are searching for a service or not. 
• If there are no services to display you will receive this message. 
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• Click Yes to Insert new services. 
• If there are services in the date range they will be displayed and you will not see 

the message box.  However you are at that point ready to enter services.   
  
From the Service Insert screen, whether blank or with services displayed 
  

• Click the Insert button in the tool bar. 
• AIM will display a list of the clients in your database. 
• Select the first person to receive this service and click OK.  

  
  
  

 
  
AIM will display the Service Date/Service Unit window.   
  
Enter the correct date and number of units and click OK.   
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• A line for that client will be added to the service screen.   
• Now click the Insert button again, select the next client and click OK.   
• You will notice that the service date and number of units remained the same as 

for the previous client.   
• Enter the correct number of units and click OK.  
• Continue until you have entered that service for all of the clients on your list.   
• Click Save and click close. 

  
  
Notice the colored rectangles at the left of the screen. 
  

• In this particular view of service records AIM adds a status flag.  Green means 
that a client's status is Active. 

• Red means that status is something other than Active.   
• When you see that you are entering a service for someone who is not Active in 

the database, you need to check the client record to ensure the right person is 
getting credit for the service. 

Inserting Service By Roster 
  
Service by roster can ONLY be used for clients that are currently assigned to a roster. 
  
Note: If a new client who eats at a meal site has not been added to that roster, his/her name will 
not be on the list. 
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Begin by clicking Screens then Roster Service Entry. 
  

 
  
Select a roster from the list and click OK. 
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The list is clients that are currently assigned to a roster.  Read the directions at the top 
of the screen.  The SSN in this case is the unique ID automatically assigned by the 
system when a new client is created.  
  

 
  

• Set the service date to the desired date of service.   
• Set Units to the most frequently occurring number of units for that period.  
• Click Auto Fill.   
• The Auto Fill button will set all of the information to match the Service Date, Units 

and Cost at the top.     
• Make individual changes to units as appropriate.   
• If a client on the list did not receive service during that period, set Units to Zero 

(0).   
• Click Save. 

  
AIM enters all of the services at the same time and immediately returns you to the last 
screen you were in. 
  
Note:  You cannot update or delete service records through this process.. 
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Service By Scanner 
  
An alternative method for entering services is bar code scanning.  There are hundreds 
of different types of bar code scanners and the State Office does not recommend any 
particular one.  For scanner specification requirements, speak to the Saber Corporation 
representative.  The following instruction is strictly for the hand-held scanner that 
attaches directly to your computer via USB. 
  

 
  
In order to enter services using the bar code scanner first open the AIM scanner 
interface screen.  Click File>Import>Service Data 
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When you see the Import Wizard Screen click the Insert button. 
  

 
  
AIM is now ready for you to begin scanning. 
  

 
  

• First Scan the Activity.  
• Then press tab and key in the number of units.  
• Press tab and key in the date.  
• Press tab and scan the client’s unique ID. 
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• As soon as the client’s ID finishes scanning AIM will advance to a second line for 
another new record insert.   

• Notice that the Activity, Units and Date have been duplicated.   
• Make sure the units are correct and scan the next client’s ID.   
• Continue until every line on the activity roster for that activity has been scanned. 

  

 
  

• When you finish scanning the last record the next new record insert with no client 
ID will be disregarded by AIM.  Double check the numbers of units at this time.   

• Click the Verify button and AIM will ensure all the information you scanned is 
ready to be entered into the database.   

• After you click the Verify button you can select the option to view the verified 
data.  This view gives you additional information about each record about to be 
entered into the AIM database.   

• If you are satisfied that the information is correct click the Accept button and AIM 
will add the service entries into your database. 

  
Input Errors 
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• The two most common reasons services are rejected by AIM are duplicate 
services and client IDs that no longer exists. 

• A duplicate service occurs when there is a duplicate combination of an activity, 
service date and client ID.   

• You will see an error message saying that the Primary Key is not unique. 
  

  
  

• Nonexistent client IDs often occur from the use of old activity rosters.   
• You will see the message that there is no primary key value for a foreign key. 
• The best action for you to take is to highlight the records with errors and click 

Delete. 
  
  
Note: If you ever see error messages that say AIM cannot convert or that there is a data 
type mismatch you most likely scanned a barcode into the wrong field. 
  

Group Service 

  
Unlike other service inserts, the Group Service does not require a client record.   
  
Click Screens > Group Service. 
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Note: The dates you see above are for finding group services to update or delete.  See 
Update or Delete a Service 
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A list of Group Service activities will be displayed.   
  
CAUTION: You must click OK in order to insert a new service.  Do not click Cancel. 
 See  
Group Insertion Error 
  

• Select the group activity for which you want to enter a service into AIM and click 
OK. 

• You will see a blank gray screen.   
• Click the insert button. 
• Next you will see a service insert confirmation screen.  Click OK. 
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You have entered a group service record. 
  

• Double check the Event Date and change if necessary.  
• Enter the number of people that attended the group event under People Served.   
• The quantity will always be one. 
• Enter the county of the event and if you wish the cost and any income collected.   
• Unit($), Program Income and Check Num are optional that you use at your 

discretion. 
• Use Purpose and Event Comment to record specific details that are helpful for 

planning similar events. 
• Unlike services entered for individual client records, more than one group service 

can be entered for the same day.   
• Click the Save button 
• If you have additional events to enter whether for the same day or other days, 

remain in the screen and click the insert button and repeat the process 
• Be sure to click save and then close the screen when you finish your entry for 

that group activity.   
• Repeat the steps for as many group services you have to enter. 

Group Insertion Error 
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Clicking Cancel at the Group Service list interrupts the service insert process. 
  

• The only way to proceed with entering services is to click OK. 
• If you click Cancel 
• Click Close 
• Start from the beginning 

  

 
  
If you click Cancel and then click the Insert button in the tool bar you will see this 
error.   
  

• Click OK 
• Click Close.   
• Start from the beginning. 

Delete Process 
Service record deletes can be accomplished through either Service by Client or Service by 
Activity.   
  

• Start either service by client or activity.  
• Enter a date range that includes the service record you want to delete.   
• Click OK.   
• Click the date field of the service you want to delete.  
• Click the Delete Rec button in the tool bar.  Click Yes. 

  
Tip:  Deleting a client record does not delete the service from AIM.  Deleting a client record 
without deleting a service that needs to be removed will cause some service reports, such as the 
OKS738, to be incorrect. 

Duplicate Service Entry 
AIM does not allow duplicate service entries.  
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A duplicate occurs when you select an activity and date that was already used for a 
particular client.   
  

 
  
You will receive this message and the duplicate entry will be discarded when you click 
OK.  The only way to make a second entry of the same service for that client is: 
  

• Use a different service date 
• Increase the number of units on the existing entry. 
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Assessment Management 
Assessment Screen Tour 
  
The assessment date cannot be changed by the user.  Changes must be requested in 
writing along with the reason why. 
  
There are two primary sections of the assessment screen. 
  
The top includes information about the client, the visit and the assessment form. 
  

• The Next Assess Date is an AIM default that can be set for a user to any given 
number of days.  For example the one below is set to 180 days.   

• The assessment detail section which is under Category, Question and Answer 
can be designed to fit special needs.  The different designs are listed under 
Assessment Type.  For most users, only one type is available at this time. 

• The Reassessment box is for informational purposes only.  Checking it does not 
alert AIM in any way. 

• Provider is the name of the Provider that inserted the assessment. 
• The Lock Assessment Answers box is automatically checked when an 

assessment screen is opened.  The check must be removed in order to make 
changes to assessment answers. 

• In Red Letters is Assessment 1 of 2.  This means that you are viewing the most 
recent of two assessments on this client.  By clicking the NEXT button on the 
right end of the tool bar, AIM will move to the previous assessment.  The red 
message at the bottom of the info screen will change to Assessment 2 of 2. 

• For information on how to use the remainder of the fields in the top portion of the 
assessment screen see your AAA or State Field Representative. 
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The bottom part is the detailed assessment tool.   
  

• It contains the categories, questions and optional answers for the Functional, 
Nutrition, ADL and IADL questions that are answered on the intake form. 

• The detailed assessment tool is organized in the form of a table with three 
columns – Category, Question and Answer.  All of the answer options are 
grouped together for each question.  There are five possible answers for the 
question of Marital Status.  For Residence there 7 answers to choose from. 

  
There are also buttons at the bottom of the screen that when clicked open a note pads, 
a graph, a question score sheet and a list of questions answered.  
  
When you want to review a client’s previous assessments, open the Assessment 
screen.  AIM will take you directly to the most recent assessment.  
  
  

Initial Assessment 
The Assessment screen is used to record the results of client interviews.  Always use a 
client’s completed intake form in conjunction with this screen.  Enter only information 
provided on the form.   
  
To open or create an Assessment, first open the client record of the person assessed.   
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Once inside the client record click the Assessment quick link button which is located at 
the upper left end. 
  

 
 If a client does not already have an assessment in AIM you will receive this 
message. 
  

• Click OK to continue with inserting an assessment record. 
• Click Cancel to return to the client screen. 

  

 
  

• Enter the date of the assessment and click OK. 
(Note: You cannot return to the client screen from this window.  If you chnaged your 
mind at this point you have to enter a date, click OK and delete the record.) 
  
If the client already has an assessment completed in AIM it will open directly into the 
most recent  assessment record.   
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Note: The assessment date cannot be changed by the user.  Changes must be 
requested in writing along with the reason why.  The alternative is to delete the 
assessment and re-insert. 
  
The information fields at the top are self explanatory.  See Assessment Screen Tour 
  
Begin entering assessment details by clicking the Lock Assessment Answers to remove the 
check. 
  

 
  

• To enter an intake response to AIM click the line that contains the correct response so 
that it highlights in dark blue. 

  
• All of the answer options are grouped together for each question.  There are five 

possible answers for the question of Marital Status.  For Residence there 7 
answers to choose from.  If after you select an answer, you need to change it, 
click it again to remove the highlight and then click and highlight the correct line. 
 When you are finished, click the save button in the tool bar. 

  
• When you close the assessment screen the assessment answer lock will 

automatically reactive. 
  
The AIM database can store hundreds of different assessments on each client.  In 
order to insert an additional assessment on a client that already has one you 
must: 
  

• Open the client’s assessment screen.   
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• Click the Insert button in the tool bar. 
• Enter the date of the assessment and click OK.  
• Click the box next to Lock Assessment Answers to remove the check mark.   
• The new assessment is a copy of the previous.  AIM reproduces the most recent 

assessment.  If you are not sure you are looking at the new assessment, check 
the date.  The Assessment Date is the date just entered and the Next 
Assessment date has been adjusted for an additional 6 or 12 months.   

• Since this is a reproduction of the client's most recent assessment you do not 
need to re-answer all of the questions.  Simply scroll through the detailed 
assessment screen and make the appropriate changes.  When you are finished 
click Save then Close. 

• When you are finished click Save and Close 
  
At the bottom of the Assessment screen are some additional quick link buttons. 
  

 
  
The four three buttons (General, Medical, Medication and Justification) connect you to 
note pads for journal entries.   
  
The two buttons to the right are: 
  

 
  
Category Scores button which provides a combined score breakdown. 
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View Criteria that shows a comprehensive list of the questions answered. 
  
The View Graph button connects to a bar graph that illustrates a client’s assessed 
progress over the period of years assessed.  
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Referral Management 
Enter and Update a Referral 
Open a client screen 
  
From a client record click the Referral Button 
  

 
  

• If a message that says there is no referral Click Yes 
• If there is already a referral AIM will open a referral screen.  Click the Insert 

button in the tool bar. 
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Select the Agency you are referring a client to and Click OK 
  

 
  
Select the Service you are referring the client for and Click OK 
  
Your selection is entered 
  

• The number of times and providers this client has been referred is in blue. 
• To the right of the client name are the provider making the referral and the 

provider receiving the referral. 
• Under the client name is the service being referred to and the referral date. 
• The service plan is used by the provider receiving the referral 
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• The Disposition of Action Pending defaults to 'New Referral' when inserted.  It is 
to be changed to the current action as the referral process progresses along with 
updating the Disposition Action Date.  When the referral action is complete 
changing disposition of action pending to 'Verified' closes the referral. 

• A client can have any number of referral records at a time.  When Provider Order 
is set to Sorted, the referrals are sorted by the name of the referred to provider. 

• Special circumstances is information about a client that would impact ability to 
accept service. 

• Use the message center to document conversations about the referral between 
the two providers.   

• Click save.  You have completed a referral 
  
  
Providers receiving referrals 
  

• Run a fresh referral list which is the OKC124  report. 
• Open the client screen of one of the clients on the list.   
• Click the Referral button. 
• There may be more than one referral in a client's record.  Check the referred-to 

provider to make sure it is you.  If not you can navigate through the referrals 
using the Next/Previous buttons in the tool bar.   

• When the receiving provider opens the referral screen and founds the specific 
referral record of interest perform the following actions: 
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• Select the appropriate disposition of action pending.   
• Ensure the disposition date is the current date 
• Enter total units, frequency and duration dates according to the plan of service if 

there is one   
• Enter comments to the referring Provider in message center 

  
. 
  
You can enter as many referrals for a client as you need. 

• Insert a referral for a second provider 
• Insert a referral for a second service for the same provider 

  
Potential issues: 
  

 
  

• If after you select a provider you get a screen that looks like this, it most likely 
means that there are no services registered in AIM for that provider. 

• Providers will eventually be able to enter new providers and provider services. 
 But for the time being all new entries for providers and provider services will be 
accomplished by the state office. 
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Employee management 
Open an Employee Record 
Begin by opening AIM to the initial AIM screen then click Screens > click Employee 

 
Select someone from the employee quick find list and click OK. 
  

 
Even though you cannot assign a User ID you can see that User ID's that have been 
assigned to employees under you. 
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Kool is an employee that does not access the database.  Select any record from the list 
of employees displayed and click OK. 

Users and Non-Users 
• A User is an employee who has been assigned a User ID and password in order 

to access the information in the database.   
• User employees are assigned and managed by the AIM system Administrators.   
• A Non-User is an employee who is not assigned a User ID and cannot access 

the information in the database.   
• Non-User employees can be assigned and managed by anyone who has access 

to the AIM database. 
  
  
User Employees are not covered in this instruction. 
  

  
  
  
  

  
  

  
  

Insert a New Employee 
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Non-Users 
  
In order to Insert a new employee you must have an employee record open.   
  

 
  
Click the Insert button in the tool bar. (Not Shown Here) 
  

 
  
You may type in an ID that you want to use and click Generate & Continue.  Or you can 
have AIM assign an automated number by clicking Search. 
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Click the Generate button. 
  

 
  
AIM will produce a new blank employee screen.  
  
You need to complete the following. 
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• The SSN, which is the Employee ID, is system assigned here.  You may change 
the ID if you wish but that is not necessary.     

• Near the bottom on the left side you should see that the Employer/Owning 
Agency field already shows your provider name.  The cursor is now at the SSN 
field so press tab once to advance the cursor the last name field.  

• Enter the person’s last and first name.  
• Enter the person’s job title.  For example Case Worker, Cook or Planner.    
• All other personal information for employee is optional. 
• Look to the lower right of the employee screen.  Status is already set to Active.   
• To the left of Status are three check boxes arranged vertically.  Place a check 

mark in each box that applies.  These will determine which lists the employee's 
name appears in Caseworker and Operator in the client screen and Assessor 
and Operator in the assessment screen.   

• Click the Save button. 
  
Not every job title will line up exactly with one of the three choices.  The important thing 
to consider is whether you want this person’s name to appear in the lists for 
caseworker, operator or assessor.  For instance, you may not need a Planner to be on 
one of those lists. In that case, you would leave all three boxes blank.  In our example 
screen Kool Aide is an Evaluator so the Assessor box is the only one checked. 
  
Also, some project managers like to keep track of other employees such as drivers, 
cooks, office administrators, directors, etc who do not have a need to access the 
database and who will not appear on any lists.  You may enter as many employees and 
as many types of employees as you wish.  For these employees you will leave all three 
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boxes blank so that their names do not show up on the caseworker/operator/assessor 
lists in the client and assessment screens.   
  
Note:  Only use the Employee screen for real people.  Do not use it for job 
positions or site locations. 
  
  

Delete an Employee 
Deleting Employee records is very easy and unforgiving.  Open the employee record 
you want to delete.  Click the Delete Rec button in the tool bar. 
CAUTION!!!  AIM does not warn you that you are preparing to delete an 
Employee record.  You will not get a message asking if you are sure.   
First ensure you are in the employee screen of the employee that you want to delete. 
 At the top of the employee screen where you see the row of shortcut icons, click the 
delete record icon.  The employee record showing at the time will be immediately 
deleted without any kind of warning message, and the next available employee record 
on the list will display in its place.  This is very important to remember so that someone 
does not mistakenly delete the next employee thinking that the delete did not take 
place. 
Also, Deleted Employees whose the names are case workers or operators in the client 
screen or assessors in the assessment screen will be immediately removed from those 
fields.   
Again -- If an employee’s record is deleted without first changing the name in client or 
assessment as the case worker or assessor then the deleted employee’s ID number will 
appear in its place.  You will have to go through the client records one at a time to 
correct them. 
** BIG TIP ** 
When employees leave and new people are hired in their places, instead of deleting 
and reinserting, simply change the name in the Employee Screen.  That way, if e new 
employee is taking over a previous employee's case load, the name in the case worker 
field of the client screen will automatically change to the name of the new employee. 
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S56A and C 
56 General Remarks 

S56 Expenditure and AAA Staff Reporting Automated 
  
The S56C Expenditures data sheet and S56A Staffing data sheet are now located in 
AIM.  To access the S56 screens you must use an S56 AIM log-on which is be provided 
by the state office.  
  
Each AAA will initially be given two S56C User IDs, for the Planner and Accountant and 
one S56A User ID.  Other S56 User IDs will be set up only upon request including those 
for Providers.  Accountants will be given only Read/Write permission and access only to 
the screens necessary for them to view the S56C data sheet.  There is one S56 
database for each AAA.  
  
The S56C Expenditure screens can be completed by either the AAA or by a provider. 
 However, Provider use is strictly at AAA discretion and will not be used by the State 
NAPIS Office to compile the annual expenditure report to AoA.  The S56A Staffing 
Report which is available by clicking the Custom Screen 2 button is intended to by 
completed by the AAA only. 
  
The client screen was modified to be used as S56 identification sheets so messages 
boxes and title bars will still refer to clients.  Once logged onto AIM, click 
Screens>Client>Client Info.  The client quick find list will appear with a list of the existing 
S56 records.  To create a new S56, open any record on the list.  Since we are using a 
modified client screen, the process for generating a new S56 is the same as generating 
a new client record.  Click the Insert button in the tool bar then Click the Generate 
button at the bottom of the next screen.  AIM will open a Blank S56C/A screen as 
shown in figure 1.  

S56C Expenditures 
Procedures for entering new S56C Expenditure data. 
  
Log onto the S56C database.  Click Screens>Client Info.   Click on any record on the list 
and click OK.  In order to open a new S56C you must be in one of these screens. 
  
Click the Insert button in the tool bar then click Generate at the bottom of the next 
screen. 
  
You now have a new blank S56C Identification screen.   
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Make all the appropriate selections/entries in each field.  
  

• Select your office from the Provider Name List.  If you are at a AAA office use the 
appropriate AAA Provider name.   

• Select the appropriate AAA from the AAA list.  This may seem to be redundant. 
 However, since the S56C is designed to allow Providers to use it, it is important 
to select the correct information for both fields so that when the state office 
reviews them we know that it was not a provider that forgot to enter their name.   

• Prepared by is the title of the person entering the data for the S56C.   
• The ending date will always be the last date of the month for which expenditures 

are being  entered.   
• Report range will always be Monthly.   
• Report month is the name of the month expenditures are being entered for.   
• Report Fiscal Year is the Federal Fiscal Year.  
• Last Updated is the date that the record was last changed.  Initially it should be 

the date you created a new S56C.    
• When the Identification fields are correct, click the save button in the tool bar 

then click the quick link button labeled Custom Screen 1. 
  
Note: The quick link buttons which appear in other client records are still available but 
are of no use to you here except the Custom Screen buttons to move to the detailed 
data screens and the Other Info journal for any comments you need to make in 
reference to the preparation of the S56C or S56A.  
  
 Enter your monthly expenditure/cost details. 
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Here is where you enter you Expenditure information for a month.  Note the headings of each 
column. 
  

• Total Service Expenditure is all money spent on a particular service for the month 
regardless of the source (federal, state, local, earned, private grants, etc). 

  
• Total Title III is an automatic calculation that adds/sums the amounts enter under B, C1, 

C2, D, and E.  The Sum of B, C1, C2, D and E must always be equal to or less than the 
amount in Total Service Expenditure.  If the calculated amount under Total Title III is in 
Red that means the Total Title III is greater that the Total Service Expenditure.  You 
need to find the error in your entry and correct it. 

  
• B, C1, C2, D, and E are the OAA Title III federal funds broken down by part.  Notice that 

some of the fields are not available for data entry.  If you need to have a particular 
expenditure field opened nup for data entry contact SUOA.   

  
• Total Service Expenditure, B, C1, C2, D and E are fields where you enter money that is a 

Debit to your account.  That is the money that you spent.  Adversely, Program Income 
Received is where you enter money that is a credit to your account.  This is money that a 
Particular Program earned.  Or money that was given as a gift or donation in the name of 
a particular service program. 
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• When you finish entering your information, click the Save button, then the Close 
button in the tool bar to close the detailed data sheet.  Then click the Close 
button in the Identification screen.  

  
If you are making updates to you expenditure entries:  
  

• Do not Insert a new screen.   
• Open the same sheet you were already working in.   

  

 
  

• After opening AIM, click Screens>Client>Client Info.   
• On the Quick find list the DOB column corresponds with the Ending Date.   
• The middle name column is the type of report (quarterly, monthly, etc).   
• Click on the report for the correct ending date and click OK.   

  
Use the Identification page to verify you are in the right S56C.   
  

• Click the Client Custom 1 button.   
• Enter the appropriate changes.   
• Click the Save button then click the Close button.   
• In the identification screen ensure that the Last Updated date is the current date 
• Click Save and then click Close. 
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S56A Staffing Info 
When you are ready to enter data the staffing report logon to the S56A database. 
  
Click Screens>Client Info 
  

 
  
Open any record.  Click the Insert button inn the tool bar.  Click Generate at the bottm 
ofnthe search screen. 
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First select your AAA from the list provided when you click the down arrow next to the 
AAA Name field.  Next select the Federal Fiscal Year from the list provided when you 
click the down arrow next to the Federal Fiscal Year field.   
  
Click Save.  Then click the Custom Screen 2 Quick Link button. 
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The fields for the FTEs are for full-time positions only.  Direct service provision are for 
those services that the AAA has been approved to provide directly to the consumer. 
 Use the down arrow next to each one to select either Yes or No.  Please do not leave 
any blank.  
  
Under Total Providers, Neither the number of Minority providers nor the number of Rural 
providers can exceed the Total Number of Providers in the top field.  Under Community 
Focal Points and Senior Centers, the number next to 1(a) cannot exceed the number 
next to 1.  The number next to 2(a) cannot exceed the number next to 2.  When a 
number you enter is too high it will show in red.   
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Duplicate Clients 
Resolving Duplicate Records 
  
A duplicate client record occurs when a particular person's information (name, address, 
phone, birth date Gender, etc) is inserted into the database more than once.  Duplicate 
records create a number of different problems in the database.  
  

• Inaccurate un-duplicated client count. 
• Services entered twice. 
• Inaccurate number of services. 
• Confusion about which information is correct. 
• Assessments entered unnecessarily. 
• Thousands of useless records that the database must evaluate every time a 

report is run. 
  
Eliminating the duplicates is normally a lengthy process. 
  

• Resolving duplicate client records begins with identification.  Open AIM and run 
an OKD212 report.  This is Oklahoma’s version of the SC51.  

  

 
  

• The report shows the unique ID number, name, DOB, race, gender and city. 
 Having the ID number is critical because it is the only way to definitely 
distinguish between the two.  To the right of each duplicate client is a list of 
Provider IDs for the providers that are owners of each client.  If you are not 
familiar with your Providers’ IDs, run the OKE301 report for a list of providers. 

• Compare each pair of names on the report to the each of the client screens in the 
database to decide which one is the duplicate and needs to be removed and 
which one needs to be kept.  

• Ensure that providers who are current owners of clients you intend to remove are 
promptly notified.   

• Mark each client on the OKD212 report show which one to keep and which one 
to delete/remove.    

  
CAUTION: A common problem here is that if a client record in use is removed 
there is no way for the using provider to know that it happened unless someone 
informs them.  Rosters and reports could appear incorrect.  And since the 
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merging process leaves no trace of the removed client it can be very difficult to 
get the losing provider the correct information after the merge.  Therefore it is 
essential to contact affected providers before the action takes place so that they 
can make the appropriate adjustments in their databases in advance.  You may, if 
you wish, have the owning providers assist you in the reviewing process.  
  
  
Critical: The ID number is the only way you have to positively distinguish 
between the two names.   
  
After all the pairs of names on the report have been checked and marked, it is 
ready for you to use the report to perform the merging process.  
  

 
  

• Click Screens>Merge Clients 

 
• Click Select Client 
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• Click on the name of the duplicate client you intend to keep.   
• It is very important that you go by the ID Number and not just the name to 

ensure you are selecting the correct one.   
• Click OK.  
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• The screen will show the name of the client you selected but not the ID.  Click 
Next.  

 
• Click Select Client.  
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• Click on the name of the duplicate client you intend AIM to remove when the 
merge process is complete.  

• Click OK.  

 
• Click Next.  
• If there are no service conflicts there will be a Message stating so with the rest of 

the window blank.   
• Click Next. 

 
If there are service conflicts you will see this screen.   
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• A service conflict is when both client records were given the same service on the 
same date.  You have four choices for dealing with the conflicts.  You choose the 
one that will leave the most accurate information in the database.   

  
• In most cases, service conflicts are the result of duplicate service entries. 

 Therefore I recommend that you always use the third choice (Keep the units 
from the second client) which is the client you are keeping.  When you click the 
one you want to use, click Next. 

  
If there are no assessment conflicts, this screen will be blank.   
Click Next.   

 
  
If there are assessment conflicts you will see three choices.   
  

• An assessment conflict is when both clients records were given the same 
assessment date.   

• I strongly recommend that you physically look at both assessment records to 
ensure you are keeping the most current one.   

• However, a fairly good rule-of-thumb is to keep the most recently updated 
assessment by clicking the third choice.  When you click the one you want to 
use, click Next. 
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The next screen tells you that AIM is ready to complete the merge process for the two 
clients selected.  This is your last opportunity to make changes or to cancel the process. 
 If you feel you have made a mistake the best thing to do is Cancel and start all over. 
 However, you may also use the Previous buttons to return to an earlier screen.   If you 
are satisfied with your selections, click Finish.  
  

 
  
AIM will show a completion message box.   
Click OK and AIM will perform an Update Quick Find operation. 
  
Repeat the steps to perform the next merge. 
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To help you track the source of duplicate clients being inserted each month the OKD211 
is available to you in the database.  Enter a date range for the most recent full month 
and AIM will list new clients inserted that month which are duplicates of existing ones 
along the name of the AIM user who entered it. 
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Memos of Record 
Current Memos 
Activity Naming Standard 
Employee User ID 
Client ID Standard Format 
Standard Case required 
Aggregate Client 
 Ineligible Clients and Services 
S38 

Activity Naming Standard 

OITU INFORMATION MEMO 2007- AIM01C 
  
SUBJECT:  Activity Naming Standard for the Oklahoma AIM Database (rev) 
  
Effective immediately Information Memo 2007 – AIM01B is amended.  AIM01C 
supersedes all others of the same subject.  The purpose of this revision is to make 
activity names more distinctive in order to meet the demand for new reports.  Changes 
are indicated in underlined italics. 
  
Activity names assigned to services and service locations stored in the Oklahoma AIM 
database system will be formatted as follows: 
  
The 3-character service category code 
Followed by a forward slash 
Followed by the numeric 2-character county code of the service location 
Followed by a second forward slash 
Followed by the site name when available 
Followed by a third forward slash 
Followed by other locally determined HOW DOES IT WORKs of the service as desired 
  
For example, an activity name for congregate meals served to volunteers under 60 in 
Tipton would look something like this – con/41/Carnegy/Locally determined HOW 
DOES IT WORK 
This activity is for congregate meals being served in county 41 witch is Lincoln County 
at the Carnegie site.  The HOW DOES IT WORK after the third slash should further 
describe the site with additional information.  Carnegie can also be abbreviated such as 
car. 
  
The 3-character service category codes are as follows. 
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a&r - Advocacy & Representation       atr - Assisted Transportation   
adc - Adult Day Care                            adv – Advantage     
cho – Chore   cmt - Case management     
cos - Coordination of Services e&t - Education & Training     
hea - Health Promotion             hms – Homemaker 
hrp - Home Repair    i&a - I&A     
las - Legal Assistance                          led - Legal Education     
med - Medication Management ned - Nutrition Education     
ncs - Nutrition Counseling out - Out Reach   
pcr - Personal Care      trp – Transportation   
vol – Volunteer/Volunteer Hours 
  
Meal Sites 
con – Congregate Meals       cu6 – Congregate Pariciapnts under 60 
gu6 – Congregate Guests Under 60  su6 – Congregate Staff Under 60 
vu6 – Congregate volunteers Under 60  oth – contract meals other than advantage 
hdm – Home Delivered Meals               hu6 – Home Delivered Meal Participants 
Under 60 
cgm -- Home Delivered Meals (Supplemental Service) 
  
Non Unit Activities 
pre – number of meals prepared in a month 
pur – number of meals purchased in a month 
day – number of days in a month meals were served 
  
Caregiver 
cga - Assistance    cgc - Individual Counseling      cgt - Training 
cgg - Support Group  cgi - Information about services  
cgr - Respite     cgs - Supplemental services 
  
Grandparents 
gpa - Assistance    gpc - Individual Counseling      gpt - Training 
gpg - Support Group  gpi - Information about services  
gpr - Respite     gps - Supplemental services 
  
The numeric 2-character county codes are listed below. 
  
01 Adair   27 Grant   53 Nowata 
02 Alfalfa   28 Greer   54 Okfuskee 
03 Atoka   29 Harmon   55 Oklahoma 
04 Beaver   30 Harper   56 Okmulgee 
05 Beckham   31 Haskell   57 Osage 
06 Blaine   32 Hughes   58 Ottawa 
07 Bryan   33 Jackson   59 Pawnee 
08 Caddo   34 Jefferson   60 Payne 
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09 Canadian   35 Johnston   61 Pittsburg 
10 Carter   36 Kay   62 Pontotoc 
11 Cherokee   37 Kingfisher   63 Pottawatomie 
12 Choctaw   38 Kiowa   64 Pushmataha 
13 Cimarron   39 Latimer   65 Roger Mills 
14 Cleveland   40 LeFlore   66 Rogers 
15 Coal   41 Lincoln   67 Seminole 
16 Comanche   42 Logan   68 Sequoyah 
17 Cotton   43 Love   69 Stephens 
18 Craig   44 McClain   70 Texas 
19 Creek   45 McCurtain   71 Tillman 
20 Custer   46 McIntosh   72 Tulsa 
21 Delaware   47 Major   73 Wagoner 
22 Dewey   48 Marshall   74 Washington 
23 Ellis   49 Mayes   75 Washita 
24 Garfield   50 Murray   76 Woods 
25 Garvin   51 Muskogee   77 Woodward 
26 Grady   52 Noble       

  
The content of the locally determined HOW DOES IT WORK is left up to the discretion 
of the project director. 
  
This change comes as a result of the NAPIS Task Force’s continuing resolution to 
standardize activity names for Oklahoma.  Providers have been using a variety of 
format methods to name activities which inhibited effective reporting.  

Employee User ID 
  
OITU INFORMATION MEMO 2007- AIM02 
  
SUBJECT:  Employee User ID Standard Format 
  
Effective immediately employees’ user IDs will be assigned according to the following 
format for  employees whose records are stored in the Oklahoma AIM database system.  
  
The User ID is made up of the alphabetical character that matches the PSA # followed 
by the Provider ID and then a serialized number.  For example if this employee’s PSA is 
8 and Provider is Metro Transit the first assigned User ID will begin with the letter H 
followed by 18 and then a serial number such as 001.  Additional User IDs would be 
H18002, H18003 and so on.  User IDs are unique and may not be duplicated  (See 
Attachment 1 for alphabetic conversions.)  
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Note:  You may see some employee IDs that begin AAA.  These are special IDs 
assigned only by the State Office to AAA staff members who require access to several 
different databases. 
  
Remember:  You will assign User ID’s to only those employees who will be using 
the AIM database. 
  
This change comes as a result of the Oklahoma AIM Databases being consolidated 
onto a website.  When users where on individual standalone unconnected databases 
they were each able to use the same user logon ID in order to log onto the AIM 
database system.  In the consolidated environment user IDs cannot be shared.  The 
above format facilitates management and reporting. 
  

Attachment 1: PSA Table 

AAA   PSA# Corresponding Letter 

Grand gateway  1  A 
EODD    2  B 
KEDDO   3  C 
SODA   4  D 
COEDD   5  E 
INCOG   6  F 
NODA   7  G 
Areawide   8  H 
ASCOG   9  I 
SWODA   10  J 
OEDA   11  K 
  
Attachment 2: Provider ID Table 
  
Run the OKE301 for a current list of providers and provider IDs 

Client ID Standard Format 

  
OITU INFORMATION MEMO 2007- AIM03A 
  
SUBJECT:  Client ID Standard Format 
  
Effective immediately Information Memo 2007 – AIM03 is amended as follows.  AIM03A 
supercedes all others of the same subject. 
  
Clients’ social security numbers will no longer be used as client IDs in the Oklahoma 
AIM database system.  The only authorized format for client IDs in AIM is as follows: 
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The first three letters of the client’s last name (in UPPER Case Format) followed by the 
client’s 6-digit birth date.  A 6-digit date is the 2-digit month followed by the 2-digit date 
of the month followed by the 2-digit year.    For example, John Smith born 03/04/1909 
will have an ID of SMI030409.  Do not enter additional dashes, slashes, spaces or 
special characters. 
  
The standardized format of the client ID comes as a result of the NAPIS Task Force 
resolution to standardize client IDs for Oklahoma.  Providers have been using a variety 
of format methods to assign client IDs as a result of numerous elderly clients refusing to 
divulge their social security numbers.  This practice caused considerable duplication 
and inaccurate reporting. 
  

Standard Case required 

  
OITU INFORMATION MEMO 2007- AIM04 
  
SUBJECT:  Standard Case is required For Data Entry 
  
Effectively immediately all text data entered into the Oklahoma AIM database system 
will be entered in standard case format.  
  
For example, only the first letter of a name or word will be upper case and the rest of 
that name or word will be lower case.  
  
This change comes as a result of the NAPIS Task Force proposing a resolution to end a 
conflict between providers sharing client records.  Some providers where entering data 
in standard case while others entered data in upper case which made reporting and 
sorting information ineffective. 

Aggregate Client 

OITU INFORMATION MEMO 2007- AIM05 
  
SUBJECT:  Aggregate Client Standard for the Oklahoma AIM Database 
  
Effective immediately, all aggregate services will be assigned to a single aggregate 
client.  The client ID is AGGSTATEOK.  The name is Aggregate Client, Entire State. 
(The only exception to the above rule will be services that fall into the categories of 
Caregiver/Grandparent counseling, groups and training which are activities assigned to 
NAPIS Groups 101 or 201). 
  
The Oklahoma NAPIS Task Force determined that the management of aggregated 
services will be most effective and efficient when assigned to a single aggregate client 



Printed Documentation 

108 

on the database.  The use of a single aggregate client by all users in the state will 
reduce clutter in the database and facilitate and simplify reports. 
  
The State Office will work with each project to transfer existing aggregate services to 
AGGSTATEOK.  However, as of this date all non-client specific services are required to 
be assigned to AGGSTATEOK, (with the exception of Caregiver/Grandparent group 
activities). 
  
Note: If AGGSTATEOK is not on your client quick find list, open any client record, click 
Insert, type AGGSTATEOK click accept and then click OK at the box that tells you the 
client already exists and AIM will provide you access to the record for your use. 
  
The only exception is the aggregate client used for the OKS738 (S38).  See S38 
  

Ineligible Clients and Services 

  
OITU INFORMATION MEMO 2008 - AIM07 
  
SUBJECT:  Ineligible Clients and Services 
  
Effective Immediately AIM users who choose to enter and store ineligible clients and 
ineligible services into the AIM database are responsible for ensuring that appropriate 
measures are taken so that ineligible clients/services are not included in state and 
federal reports. 
Projects will meet the following minimum recommendations in reference to storing 
ineligible clients and services in AIM: 
1. Create and use activities that will clearly distinguish between eligible services and 
ineligible services.  
2. Ensure that only clients who are eligible to receive Title III funded services are 
associated with eligible activities in the database 
3. Set up Activities according to the following: 

Transfer must be set to No 
NSIP must be unchecked 
NAPIS Group must be one of the ineligible categories: 

Advantage/LTCA 
CDBG 
Ineligible Meal Under 60 Non-OAA 
Ineligible Services 

This requirement comes as a result of the NAPIS Task Force resolution to reduce 
intermingling of eligible and ineligible services on state and federal reports. 

S38 
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OITU INFORMATION MEMO 2009- AIM08(A) 
  
SUBJECT:  S38 Implementation In AIM (rev) 
  
Effective immediately Information Memo 2009 – AIM08 is amended .  AIM08(A) 
supersedes all others of the same subject.  Changes are indicated in underline italics. 
  
The following instructions apply only to Nutrition Projects.   There are two sections to 
this memo.  Section 1 is for State Office action.  Section 2 is for Nutrition Project action. 
 Sections 1 and 2 will be required to be accomplished NLT 01/01/2010. 
  
In order to automate the s38 the following actions will have to be performed on the AIM 
database. 
  
Section 1. One additional dummy client record will be created by the state office for 
each provider that reports meals on an s38.  It will be used to store the number of meals 
prepared and purchased and the average number of days per month meals are served. 
  
The first and last name will be S38 plus PROVIDER NAME.  The Client ID will be S38 
plus Provider name abbreviated.  Please do not change the Names and IDs once they 
have been created. 
  
Section 2. There will be nine additional types of activities created by providers.  The 
format for activity names is as per instructions in IM 2007 – AIM01C.  The site name 
must appear directly after the second slash of the activity name and be followed by a 
third forward slash. 
  
Nutrition Projects will add 3 activities for each nutrition site using the following prefixes. 
pre – number of meals prepared in a month 
pur – number of meals purchased in a month 
day – number of days in a month meals were served 
The following setup criteria applies to the above three types of activities (pre, pur, day) 
- Transfer set to No 
- Funding set to No Funding Necessary 
- NAPIS Group set to Not a Taxonomy 
- NSIP Unchecked 
All other parts of activity setup are the same as a normal activity 
  
Nutrition Projects will add or modify 2 activities for each nutrition site using the following 
prefixes. 
cu6 – congregate participants under 60 
vu6 – volunteers under 60 
The following setup criteria applies to the above two activities (cu6, vu6) 
- Transfer set to Yes 
- NAPIS Group set to Congregate Meals 
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- NSIP will be checked 
All other parts of activity setup are the same as a normal activity 
  
Nutrition Projects will add or modify 1 activity for each nutrition site using the following 
prefix. 
hu6 – home delivered participants under 60 
The following setup criteria applies to the above activity (hu6) 
- Transfer set to yes 
- NAPIS Group set to Home Delivered Meals 
- NSIP will be checked 
All other parts of activity setup are the same as a normal activity 
  
Nutrition Projects will add or modify 3 activities for each nutrition site using the following 
prefixes. 
gu6 – guests under 60 
su6 – staff under 60 
oth – contract meals other than advantage 
The following setup criteria applies to the above three activities (gu6, su6, oth) 
- Transfer set to yes 
- NAPIS Group set to Ineligible Meals Under 60 Non OAA 
- NSIP will be unchecked 
All other parts of activity setup are the same as a normal activity 
  
The last part of the activity name must include the site name. 
  
For those projects that already use a similar activity such as guest or staff under 60, do 
not add new ones.  Change the names of the existing activities. 
  
This memo supplements Info Memo 2007 – AIM01B 
  
This requirement comes as a result of the NAPIS Task Force decision to automate the 
s38 meal count report in the AIM database system. 
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Reports 
How To Read Report Descriptions 
  
Report descriptions are divided into seven major areas -- Identification, Purpose, User 
instructions, How it works, Who should review it, Related reports and a Sample. 
  
Identification gives the report ID and title as it appears in the Reports Quick Find List.   
  
PURPOSE  
Is a brief statement about why the report is available for use. 
  
THE USER INSTRUCTIONS  
Explains the information that has to be entered such as dates, client names, provider 
names, activities, etc.  It also includes instructuoins if there is special handling or 
interpretation. 
  
HOW DOES IT WORK 
Explains what AIM does to produce the information. 
  
REVIEWED BY 
Lists the Job Titles of the people who should who should be using the report to manage 
and make decisions. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Provides hyper links to similar reports or reports that cane help explain the output. 
  
SAMPLE 
A scanned image of the report. 
  
  
  

OKA001 -- (A) Next Assess Date For Clients/Caseworkers 
  
PURPOSE 
For caseworkers to manage clients' assessment requirements 
  
THE USER INSTRUCTIONS 
Enter a date range which indicates a period of service.  Then select the name of a 
service activity from a list.   
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HOW DOES IT WORK 
AIM will find the clients who received a particular service during the given date range. 
 Assessment dates are highlighted in Red as overdue when they are older than the date 
the report was run.  It is sorted by case worker and then by client name.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 

 

OKA003 -- (A) Assessment Dates and Client Names 
PURPOSE: 
To show when clients are due their next assessment. 
  
USER INSTRUCTIONS 
Select a Provider Name from the provider quick find list to determine which Provider's 
assessments will be displayed.  Then select a NAPIS Group (Taxonomy) from a list for 
the type of service that clients on the list received.  
  
HOW DOES IT WORK: 
The report automatically includes only clients who received service in the previous two 
months.  Assessment dates are highlighted in Red as overdue when they are older than 
the date the report was run.  It is sorted by site and then by client name.   
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REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 

 

OKA004 -- (A) Nutrition Question Summary by Meal Type 
  
PURPOSE 
Show the number of clients answering yes to each nutrition question and the number of 
clients in each risk category for each meal type.. 
  
USER INSTRUCTIONS 
Enter a date range which is the period of meal service.  Then select the name of a 
Provider from a list (that provided the services). 
  
HOW DOES IT WORK: 
AIM finds the most recent assessment for each client where nutrition questions were 
answered and counts the number of yes responses on each question for Home 
Delivered and Congregate meals. Total Clients is the total unduplicated client count for 
each question and risk.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
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RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
  

 
  

OKA005 -- (A) Nutrition Questions (per client) by Meal 
Type 
  
PURPOSE 
Show the clients' answers to each nutrition question and nutrition risk assigned for each 
meal type.. 
  
USER INSTRUCTIONS  
Select a provider name from a list for meal provided of the report.  Then enter a date 
range for the period of time meals were provided. 
  
HOW DOES IT WORK 
Under the Report title the name of the user running the report followed by the name of 
the provider whose clients' assessments were used to collect the nutrition answers. 
 Under meal type will be either home delivered or congregate meals or both.  The 
number is the number is the score recorded for the way the question was answered. 
 Values above zero were answered yes.  Total is the number of all yes responses for 
each question.  Risk grade is set according to established nutrition risk rating scale.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKA006 -- (A) Unanswered Assessment Questions for a 
Client 
  
PURPOSE 
To list the Functional, Nutrition, ADL and IADL questions for which answers were not 
entered into the database on an assessment. 
  
USER INSTRUCTIONS  
Select the name of the provider that entered the assessment from a list followed by the 
name of the client whose assessment is being viewed, also selected from a list. 
  
HOW DOES IT WORK 
The information is grouped by question category.  Categories and unanswered 
questions appear on the report in the same sequence they are on the AIM assessment 
screen.  Reviewers will compare this report to the most recent intake form to ensure that 
all available information is entered into the database.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
: 
SAMPLE 
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OKA007 -- (A) Assessment Details and Client Info 
  
PURPOSE 
To review a client's latest assessment results 
  
USER INSTRUCTIONS 
Select a client name from the client quick find list.  
  
HOW DOES IT WORK 
AIM displays the client's most recent assessment entered by the current Provider.  Use 
this in conjunction with service and referral reports to evaluate how well a client is being 
taken care of.  Reviewers will run this report on clients with overdue assessments.  Field 
Reps typically use this report to prepare for site visits. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKA001. OKA003, OKA012 
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SAMPLE 
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OKA008 -- (A) Individual Assessment Details for Current 
Provider 
  
PURPOSE 
To review a client's latest assessment results 
  
USER INSTRUCTIONS 
Select a client name from the client quick find list.  Then select a Provider from the 
Provider quick find list. 
  
HOW DOES IT WORK 
AIM displays the client's most recent assessment entered by the selected Provider. 
 See the OKA007 for more specific details. 
  
REVIEWED BY 
Caseworkers, Project Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Service and Assessment reports 
  
SAMPLE See sample for OKA007 
  

OKA009 -- (A) Individual Assessment Details for any 
Provider 
  
PURPOSE 
To review a client's latest assessment results 
  
USER INSTRUCTIONS 
Select a client name from the client quick find list.  
  
HOW DOES IT WORK 
AIM displays the client's most recent assessment regardless of which Provider entered 
it.  See the OKA007 for more specific details. 
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REVIEWED BY 
Caseworkers, Project Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Service and Assessment reports 
  
SAMPLE:  For sample see OKA007 
  

OKA010 -- (A) Individual Assessment Details for a 
Particular Provider 
  
PURPOSE 
To review a client's latest assessment results 
  
USER INSTRUCTIONS 
Select a client name from the client quick find list.  Then select a Provider from the 
Provider quick find list. 
  
HOW DOES IT WORK 
AIM displays the client's most recent assessment for the selected Provider.  See the 
OKA007 for more specific details. 
  
  
REVIEWED BY 
Caseworkers, Project Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: For sample see OKA007 
  

OKA011 -- (A) Individual Assessment Details For a 
Particular Provider and Date 
  
PURPOSE 
To review a client's latest assessment results 
  
USER INSTRUCTIONS  
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Select a client name selected from the client quick find list for the client whose 
assessment information will be displayed.  Then  select a Provider name from the 
provider quick find list.  Then enter the Assessment Date of the particular assessment to 
view.   
  
HOW DOES IT WORK 
AIM displays the client's most recent assessment of the Provider selected and date 
entered.  It will be helpful to know ahead of time which Provider's assessment and 
which date you want to view.   If you select a provider or date that has no assessment 
for the client you selected AIM will not display any information. 
  
REVIEWED BY 
Caseworkers, Project Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
See the OKA007 for more specific details. 
  
  
SAMPLE: For a sample see OKA007 
  

OKA012 -- (A) Clients Grouped by Assessment 
Date/Provider 
  
PURPOSE: 
to get a clients' contact information based on the latest assessment date.  The name of 
the responsible Provider is available in case there are questions about the assessment. 
  
USER INSTRUCTIONS a date range for an assessment period to be searched, a 
NAPIS Group (type of Service that clients received) select from a list, and a AAA which 
is the primary service area of the providers being displayed also selected from a list. 
  
HOW DOES IT WORK 
Under the report title is the NAPIS Group.  Client information is grouped and sorted by 
assessment dates and provider names.   
  
RELATED REPORTS AND TYPES OF REPORTS 
The OKA007 and similar reports, and the OKA003. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
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SAMPLE: 

 

OKA013 -- (A) Clients with Assessment Date/Provider 
Listed 
  
PURPOSE 
to get a clients' contact information based on the latest assessment date.   
  
USER INSTRUCTIONS a date range for assessment period to be searched, a NAPIS 
Group (type of Service that clients received) select from a list, and a AAA which is the 
primary service area of the providers being displayed also selected from a list. 
  
  
HOW DOES IT WORK 
The second line under the name is the date of the last assessment and the ID number 
of the Provider that entered the assessment.  It is sorted by client name.   
  
RELATED REPORTS AND TYPES OF REPORTS 
OKA003, OKA007, OKE301 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
SAMPLE: 
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OKA016 -- (A) Assessment Dates for Clients not Served 
PURPOSE: 
To show when clients are due their next assessment. 
  
USER INSTRUCTIONS 
Select a Provider Name from the provider quick find list to determine which Provider's 
assessments will be displayed.   
  
HOW DOES IT WORK: 
The report automatically includes only clients who received service in the previous two 
months.  Assessment dates are highlighted in Red as overdue when they are older than 
the date the report was run.  It is sorted by site and then by client name.  Field Reps 
typically use this report to prepare for site visits. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKA005, OKA007, OKA012 
  
SAMPLE 
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OKA017 -- (A) Assessment Data for a Single Client 
  
PURPOSE 
To list the Functional, Nutrition, ADL and IADL questions that were answered.  A 
Modification of the OKA007 to include Route and Schedule information. 
  
USER INSTRUCTIONS A client name by selecting from the client quick find. 
  
HOW DOES IT WORK 
Just under the tile is the meal route and delivery schedule.  Personal information is 
limited.  Will include Care Needs information if entered into the database.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners,  
  
RELATED REPORTS AND TYPES OF REPORTS 
OKA001, OKA007, OKA012 
  
SAMPLE 
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OKA018 -- (A) Latest Assessments 
PURPOSE 
Used to get a list of clients assessed by a provider other than the service provider 
USER INSTRUCTIONS 
Enter a date range for a period of assessment.  Select the name of the Provider that is 
providing the service. 
HOW DOES IT WORK 
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AIM lists the clients that have an assessment entered during the given date range and 
that have a service from the selected Provider.  The Provider at the right end of the line 
entered the assessment.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKA003, OKA007 

 

OKC100 -- (C) Clients And Addresses For A Roster 
  
PURPOSE 
To list the names and addresses of clients on a particular roster. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.   Then select one or more 
activity name(s) from the activity quick find list. 
  
HOW DOES IT WORK 
The report operates exactly like the other activity rosters.   When more than one activity 
is selected it is grouped and sorted by activity name and then sorted by client name. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKC101-- (C) Sign In Sheet 
  
PURPOSE 
A participant sign-in roster primarily for meal sites. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Then select one or more 
activity names from the activity quick find list.   
  
HOW DOES IT WORK   
Operates exactly like other activity rosters.   
  
REVIEWED BY 
Caseworkers, Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Activity rosters OKS700 
  
SAMPLE 

 

OKC102 -- (C) Sign In Sheet (Weekly Legal Size) 
  
PURPOSE 
A participant sign-in roster for meal sites. 
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USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Then select an activity name 
selected from the activity quick find list.  
  
HOW DOES IT WORK 
Prints on Legal size paper.  See the OKC101 for more specific details. 
  
REVIEWED BY 
Caseworkers, Project Directors 
  
  
  
SAMPLE: OKC101 
  

OKC103 -- (C) Sign In Sheet (Weekly) (No Age) 
  
PURPOSE 
Participant sign-in roster for meal sites. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list. Then select an activity name selected 
from the activity quick find list.    
  
HOW DOES IT WORK 
Operates exactly like other activity rosters.   
  
REVIEWED BY 
Caseworkers, Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Activity rosters OKS700 
  
SAMPLE 
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OKC104 -- (C) Caregivers with Care Receivers List 
  
PURPOSE 
To review the relationship between a care giver and care receiver. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.    
  
HOW DOES IT WORK 
AIM lists Caregivers that belong to a particular Provider and sorts them by Caregiver 
name.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Service and Assessment Reports 
  
SAMPLE:  

 

OKC105 -- (C) Caregivers with Care Receivers W/Addresses 
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PURPOSE 
To view the residential addresses of Caregivers and their Care Receivers. 
  
USER INSTRUCTIONS 
Select a provider name selected from the provider quick find list 
  
HOW DOES IT WORK 
AIM locates Caregivers for the Provider selected.  Each record is three lines.  First 
caregiver information, then care receiver information then the relationship.   
  
REVIEWED BY 
Caseworkers, Project Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Service and Assessment reports 
  
  
SAMPLE: 

 

OKC106 -- (C) Sign-In Sheet No Age (Reversed 103) 
PURPOSE 
Provide a sign-in sheet for meal participants 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list. Then select an activity name 
selected from the activity quick find list.    
  
HOW IT WORKS 
Operates exactly like activity rosters and other sign-in sheets.  Field Reps typically use 
this report to prepare for site visits. 
  
REVIEWED BY 
Caseworkers, Project Directors 
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RELATED REPORTS AND TYPES OF REPORTS 
Activity rosters OKS700 
  
SAMPLE 

 

OKC107 -- (C) Care Receivers W/O Caregivers 
  
PURPOSE 
To identify clients that either need to be removed from the care receiver list or assigned 
to a care giver. 
  
USER INSTRUCTIONS 
Select a provider name select from the provider quick find.  Open each associated client 
record and either assign a caregiver and relationship or remove the check from the 
Care Receiver box.  Although anyone can run this report, only a designated caregiver 
coordinator can take the appropriate action in the database. 
  
HOW DOES IT WORK 
Aim finds client records that have Care Receiver checked that do not have an assigned 
caregiver.  The report is sorted by client name.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Service and Assessment reports 
  
SAMPLE 
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OKC108 -- (C) Clients With Services 
  
PURPOSE 
To review the services clients have received. 
  
USER INSTRUCTIONS 
  
Enter a date range which is the period of service. 
  
HOW DOES IT WORK 
AIM lists Site Name, Service Type and client name in that order.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Assessment reports, Activity Rosters 
  
SAMPLE 
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OKC109 -- (C) Clients by Provider and Service (Active) 
  
PURPOSE 
  
USER INSTRUCTIONS 
Se;lect a provider name from the provider quick find list.  Enter a date range for the 
period service.  Select a NAPIS group (Taxonomy) the list which is the type of service 
for which you want people selected. 
  
HOW DOES IT WORK 
The total clients is the number of people listed on the report.  The list is sorted by client 
name and only for clients with an Active status. 
  
REVIEWED BY 
Caseworkers, Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKC110 -- (C) Clients by County and City 
  
PURPOSE 
To review the county of residence 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  When county or address 
information is incorrect, open the the approprite client record and make corrections. 
  
HOW DOES IT WORK 
AIM finds clients that received service from the selected Provider.  No county indicates 
the county field is blank for a client's record.  The list is sorted by county name then 
client name.  
Field Reps typically use this report to prepare for site visits. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKC111 -- (C) Minority Clients Over 60 In Poverty 
  
PURPOSE 
  
USER INSTRUCTIONS 
  
Enter a date range for a period of service.  Select a provider name from the provider 
quick find list.  Select an activity name from the activity quick find list.   
  
HOW DOES IT WORK 
AIM finds 60 year old clients living under poverty that received the service selected, 
from the provider selected during the time entered and lists them by activity and race.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Assessment Reports 
  
  
SAMPLE 
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OKC112 -- (C) Clients by Service Activity and Service Date 
(W/Deletes) 
  
PURPOSE 
To ensure that the names and units of a completed activity roster were correctly entered 
into AIM 
  
USER INSTRUCTIONS 
Select an activity name from the activity quick find list.  Enter a date range for the period 
of service.  Compare the list to the associated activity roster to find clients on the roster 
that are not in this report or to find clients non this report that are not on the roster. 
 When there are discrepancies between the C112 and an activity roster, open a client's 
service record to make corrections. 
  
HOW DOES IT WORK 
Aim finds the clients that have service entries for the service selected and dates 
entered.  The list includes clients that have been deleted by the Provider.   
  
REVIEWED BY 
Site Directors, Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Activity rosters, OKS738, OKN509 and related reports 
  
SAMPLE 
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OKC113 -- (C) Clients and Addresses by Activity 
PURPOSE 
To list clients and their street addresses that received a particular service. 
USER INSTRUCTIONS 
Select one or more activities from a list.  Enter dates for the service date range.   
  
HOW DOES IT WORK 
Aim finds clients that received the service selected during the period of time entered. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE 

 

OKC114 
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INFORMATION USER INSTRUCTIONS 

OKC115 -- (C) ADvantage Client's Service Schedule 
PURPOSE 
To view the begin and end dates of clients' ADvantage service schedules 
  
USER INSTRUCTIONS 
Enter dates and select a Provider from the list. 
  
HOW DOES IT WORK 
AIM searches clients that have the Advantage box checked and provides each client's 
 Advantage program schedule. 
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 

OKC116 
INFORMATION USER INSTRUCTIONS 

OKC117 -- (C) Clients Deleted by a Provider  
  
PURPOSE 
To view a list of clients deleted by a Provider who received service during a certain 
period of time. 
  
USER INSTRUCTIONS 
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A provider name selected from the provider quick find list.  If wile running other list 
reports yuo believe someone is missing, run the 117. 
  
HOW DOES IT WORK 
AIM checks for clients with a service from the Provider selected that no longer belong to 
the Provider selected.. 
  
REVIEWED BY 
Caseworkers, Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKS738, OKC112, Activity Rosters, Assessment reports 
  
SAMPLE 

 

OKC118 -- (C) Sample List of Clients 
  
PURPOSE 
To view a sample list of clients for a particular service 
  
USER INSTRUCTIONS 
  
Select a Provider name from the provider quick find list.  Select a NAPIS Group 
(Taxonomy) from a list.  Enter dates for the period of service.  Enter a number for AIM to 
use to select every Nth client 
  
HOW DOES IT WORK 
AIM produces a list of the clients that appeared every Nth time in a list according to the 
Provider selected and the type of service and date range for that service.  For example, 
if the Nth number is 8 then AIM will display every 8th client of the list.   
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
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RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE: 

 

OKC119 -- (C) Waiting Lists 
  
PURPOSE 
To view service activities that are waiting lists and the clients assigned to them. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list. 
  
HOW DOES IT WORK 
AIM searches for service activities that have clients identified as waiting.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKC120 -- (C) Waiting Lists W/ADL Score 
  
PURPOSE 
To view service activities that are waiting lists and the clients assigned to them. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Use Score (Which nis ADL 
score) to help determine a client's waiting priority. 
  
HOW DOES IT WORK 
AIM searches for service activities that have clients identified as waiting.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKC121 -- (C) Multiple Owner Clients 
  
PURPOSE 
For a Provider to see what other Providers own their clients 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Run the OKE301 to get a list of 
Provider names to match the provider ID numbers on this report.   
  
HOW DOES IT WORK 
AIM finds the clients that belong to the provider selected and under each name lists the 
Provider ID numbers of each provider that own that client including the provider running 
the report.   
  
REVIEWED BY 
Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKE301 
  
SAMPLE: 
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OKC123 -- (C) All Clients Referred by a Provider 
PURPOSE 
For a Provider to see a list of referrals they made to other providers. 
USER INSTRUCTIONS 
Select a Provider from the list 
HOW DOES IT WORK 
AIM lists all referrals made by the provider selected regardless of referral status.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKC124 -- (C) All Clients Referred to a Provider 
PURPOSE 
For a Provider to see a list of referrals received from other providers. 
USER INSTRUCTIONS 
Select a Provider from the list. 
HOW DOES IT WORK 
AIM lists all the referrals made to the provider selected regardless of referral status.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 

OKC125 -- (C) Unverified Clients Referred by a Provider 
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PURPOSE 
For a Provider to see a list of referrals they made to other providers. 
USER INSTRUCTIONS 
Select a Provider from the list. 
HOW DOES IT WORK 
AIM lists only the unverified referrals made by the provider selected.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 

 
  

OKC126 -- (C) Unverified Clients Referred to a Provider  
PURPOSE 
For a Provider to see a list of referrals received from other providers. 
USER INSTRUCTIONS 
Select a Provider from the list 
HOW DOES IT WORK 
AIM lists only the unverified referrals made to the provider selected.  
  
REVIEWED BY 
Caseworkers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
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SAMPLE 

 
  
  

OKC131 -- (C) Mailing Labels By Roster 
  
PURPOSE 
To make mailing labels for clients receiving a particular service. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select an activity name from 
the activity quick find list. 
  
HOW DOES IT WORK 
Operates exactly like the OKC100.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKC132  (C) Clients Without Caseworkers 
PURPOSE 
To view a list of clients who do not currently have a case worker entered 
  
USER INSTRUCTIONS 
Select a Provider name from the provider quick find list.  Select an activity name 
selected from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients when one of two conditions exist: the Case Worker field is blank, or the 
information in the case worker field has no matching Employee record.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKC133(C) Clients By City and Activity 
  
PURPOSE 
To list clients with service by their city of residence. 
  
USER INSTRUCTIONS 
  
Select a Provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list.  Enter dates for a period of service. 
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HOW DOES IT WORK 
  
AIM searches for clients that belong to the Provider selected that received service from 
the activities selected during the dates entered.. 
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKC`134(C) Clients by Provider and Taxonomy 
PURPOSE 
To list clients that received a particular service. 
  
INFORMATION THE USER MUST ENTER 
  
Select a Provider name from the provider quick find list.  Select a NAPIS group from the 
NAPIS group quick find list.  Enter dates for the period of service. 
  
HOW DOES IT WORK 
  
AIM searches for clients that belong to the selected provider and received the service 
selected during the dates entered.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKC135(C) ADvantage Clients by Date and Activity 
  
PURPOSE 
To see a list of ADvantage clients that received service from a particular activity. 
  
USER INSTRUCTIONS 
Select a Provider name from the provider quick find list.  Select an advantage activity 
name from the activity quick find list.  Enter dates for a period of service. 
  
HOW DOES IT WORK 
  
AIM looks only at the activity name, not the Advantage check box.  The user must select 
an activity that begins with adv to get the correct in formation.   
  
REVIEWED BY 
Caseworkers, Project Directors, Planners 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKC138(C) Caregivers With Care Receiver's Diagnosis 
  
PURPOSE 
To view the primary diagnosis of a caregiver's care receiver. 
  
USER INSTRUCTIONS 
  
Select a Provider name from the provider quick find list. 
  
HOW DOES IT WORK 
AIM displays a list of clients for a provider.  Although anyone can run this report, if a 
non-caregiver provider is selected the correct information will not be displayed.   
  
REVIEWED BY 
Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKC139(C) Clients with Latest Service Date 
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PURPOSE 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a Provider name from the provider quick find 
list. 
Use this report to nhelp analyze incorrect information in the OKS738 or OKN509. 
  
HOW DOES IT WORK 
AIM displays all the types of services a provider recorded and selects clients that 
received those services during the entered date range.  The same clients may appear 
under more than one type of service.   
  
REVIEWED BY 
Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKC140 -- (C) Clients with Emergency Contact Info 
  
PURPOSE 
To access the emergency contacts for a list of clients. 
  
USER INSTRUCTIONS 
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Four arguments 
Three argument windows 
Select a Provider name from the provider quick find list.  Enter dates for a period of 
service.  Select an activity name from the activity quick find list. 
  
HOW DO0ES IT WORK 
AIM searches for clients that belong to the selected provider who received the selected 
service during the date rage entered.  Each record has two rows.  The second row in 
bold is the emergency contact. 
  
REVIEWED BY 
Case workers, Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
  

 

OKC141 -- (C) New Clients for a Provider 
  
PURPOSE 
To view a list of clients served for the first time during a particular period. 
  
USER INSTRUCTIONS 
Enter dates for the period of service for which you want to check for new clients.  Select 
a Provider name from the provider quick find list 
  
HOW DOES IT WORK 
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AIM searches for clients that belong to the selected provider and have received service 
within the entered date range.  AIM then looks for the same clients prior to that date 
range and lists everyone that it does not find. 
  
REVIEWED BY 
Case workers, Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  
  

 

OKC143 (C) Clients: their Age and Caseworker 
  
PURPOSE 
To view clients and their case workers. 
  
USER INSTRUCTIONS 
Enter dates for the period of service. 
  
HOW DOES IT WORK 
AIM searches for clients that belong to the current provider who have case workers 
assigned. 
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REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  
  

 

OKC144(C) Caregivers/Care Receivers: Address/Diagnosis 
  
PURPOSE 
To view care givers who have a care receiver relationship in AIM, their addresses and 
the care receiver's primary diagnosis. 
  
USER INSTRUCTIONS 
Select a Provider name from the provider quick find list. 
  
HOW DOES IT WORK 
AIM searches for care givers that have a care receiver relations entered to the database 
by the selected provider. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
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SAMPLE 
  
  

 

OKD200 (D) Erroneous Birth Dates on Clients 
  
PURPOSE 
To find birth dates that need to be corrected. 
  
USER INSTRUCTIONS 
Select a Provider name from the provider quick find list. 
Open the record of a client on the list, find the person's correct birth date and enter it 
into AIM. 
  
HOW DOES IT WORK 
AIM compares birth dates two ways.  It determines if the birth date is future of the 
current date or of it is older than the year 1850.   
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKD202 (D) Counties Entered Wrong in Client Records 
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PURPOSE 
To find client records where the county of residence is not an Oklahoma county. 
  
USER INSTRUCTIONS 
Select a Provider name from the provider quick find list.  Find the record of a client on 
the list and use the automated tool to correct the county.  Access the tool by clicking the 
zip code field. 
  
HOW DOES IT WORK 
AIM compares the information in each client's county field to a list of counties stored in 
AIM.  Any one that does not match exactly is added to the report. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  
  

 

OKD203(D) NAPIS Groups and Associated Activities 
  
PURPOSE 
To ensure that your service activities are assigned to the proper NAPIS Group. 
  
USER INSTRUCTIONS 
Check the each activity under each NAPIS Group by comparing the NAPIS group to the 
first three letters of the activity name.  If you are not sure whether they match check the 
memo on Activity Naming, Activity Naming Standard.  NSIP should only be for activities 
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under home delivered meals with the first three letters either hdm, hu6 or cgm and for 
congregate meals with the first three letters either con, cu6 or vu6. 
  
HOW DOES IT WORK 
AIM lists all NAPIS Groups and activities for the provider and does not perform an auto-
check for errors.  Archived activities are not included. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 

 

OKD204 (D) Incorrectly Formatted Activity Names for a 
Provider 
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PURPOSE 
To find activity names that need to be corrected. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Examine each activity on the 
list to determine the error or errors and annotate the correction next to each activity. 
 Open the Activity Setup in AIM and correct the appropriate activity names.  Filke the 
report with the corrections in case there is a problem in the futrue with the correct you 
made in AIM.  If you are unclear about what the error is review the memo on Activity 
Naming Standard.  Activity Naming Standard 
HOW DOES IT WORK 
AIM looks at the positions of slashes, checks the three-letter service code prefix, checks 
the county number.  If AIM finds just one of those things wrong the activity is added to 
the report.  Note: AIM does not tell you what the specific error is. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKD205 (D) Zip Codes in Routes 
  
PURPOSE 
To see the group of residential zip codes that are in meal or transportation routes. 
  
USER INSTRUCTIONS 
Select a provider name from a list.  Enter a set of dates for the service date range. 
  
HOW DOES IT WORK 
AIM searches for client records with route information for the current provider, then lists 
the routes and groups associated residential zip codes under each. 
  
REVIEWED BY 
Project Directors 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE: 
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OKD206 (D) Reports in AIM 
  
PURPOSE 
To see a list of custom reports stored in AIM 
  
USER INSTRUCTIONS 
None 
  
HOW DOES IT WORK 
AIM stores a manually updated list of reports and displays them sorted by report name. 
 Since the list is updated manually, it does not always contain all of those listed in the 
report quick find. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKD208(D) Service Activities with Service dates 2 Years or 
Older 
  
PURPOSE 
To identify discontinued activities that need to be archived 
  
USER INSTRUCTIONS 
After running the report, use the check boxes next to the activity names to annotate the 
option for archiving then FAX the marked sheets to the Oklahoma State Office. 
  
HOW DOES IT WORK 
AIM looks at the most recent service for each activity in your database.  If the service is 
more than two years old the activity will be added to the report.  Activities that have 
never had a service will not be on the list.   
  
REVIEWED BY 
Project Directors, Planners 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKD209(D) Service Dates Prior to Dates Entered 
  
  
PURPOSE 
To see if services are being entered within the required time limit.  
  
USER INSTRUCTIONS 
Select a Provider Name from the provider quick find list.  Then select a type of service 
from a NAPIS Group list.  Then enter a date range which is the presumed period of 
service being reported on.  Find the service in AIM and either correct the date or be 
prepared to explain why someone waited so long to enter the service into the database. 
  
HOW DOES IT WORK 
AIM finds services where the date range correlates to the dates that services were 
entered into the database.  Then it finds service dates that are a month or more older 
than the from date. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKD210 (D) Service Dates Future to Date Entered 
  
PURPOSE 
To find services where the service date had not yet occurred 
  
USER INSTRUCTIONS 
Select a Provider Name from the provider quick find list.  Then select a type of service 
from a NAPIS Group list.  Then enter a date range which is the presumed period of 
service being reported on.  Find the service in AIM and either correct the date or delete 
the service from the database 
  
HOW DOES IT WORK 
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AIM compares the service date to the date of entry and lists services for dates that had 
not yet occurred at the time the service was entered into AIM.  Note:  Don't be confused 
if you see a service on the report where the service date has already passed.  AIM does 
not compare the service date to the current date, only to the Entered date. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 

 

OKD211 -- (D) New Client Entries that are Duplicates 
PURPOSE 
To see newly inserted client records that may be duplicates 
  
USER INSTRUCTIONS 
Enter dates for the period of new client inserts 
  
HOW DOES IT WORK 
AIM uses the dates entered to find new clients inserted during that time then compares 
them to the current list of known duplicates. 
  
REVIEWED BY 
Project Directors, Merge Administrators, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKD212 
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SAMPLE 

 

OKD212 -- (D) Duplicate Clients 
PURPOSE 
To get a list of clients that may be duplicates 
  
USER INSTRUCTIONS 
See Resolving Duplicate Records 
  
HOW DOES IT WORK 
AIM assembles a list o0f potential duplicate clients by comparing name, birth date, race, 
gender and city.  Then each client record is compared to the owners list. 
  
REVIEWED BY 
Merge Administrators, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKD211, OKE301 
  
SAMPLE 
  

 

OKE300(E) Employees and Titles 
  
  
PURPOSE 
To ensure a provider's list of employees in AIM are current and correct. 
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USER INSTRUCTIONS 
Select a Provider name from the provider quick find list.   
  
HOW DOES IT WORK 
The employee name displayed will be only for the Provider selected. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 

 

OKE301(E) Provider's Names and ID Numbers 
  
PURPOSE 
To find a provider name when only the provider ID number is available. 
AIM has certain reports the include a provider ID number without the provider name. 
  
USER INSTRUCTIONS 
Nothing to enter.   
  
HOW DOES IT WORK 
AIM lists all current Providers and sort them alphabetically by AAA and then by provider 
name. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE: 
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OKG401(G) Key Indicators (STO Only) 
  
  
  
PURPOSE 
To see service numbers for a certain period of time. 
  
USER INSTRUCTIONS 
Enter dates for the period of . 
  
HOW DOES IT WORK 
AIM adds the units of service in each category for the date range entered. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKG403(G) Number of Clients by Age/Demograpic (STO 
Only) 
  
PURPOSE 
  
USER INSTRUCTIONS 
Enter dates for a period of service. 
  
HOW DOES IT WORK 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE OKN500 
  
  

OKG404(G) Expenditures by AAA, Annual (STO Only) 
  
PURPOSE 
To view each AAA's annual expenditures for a certain federal fiscal year. 
  
USER INSTRUCTIONS 
Enter the first date of a federal fiscal year, i.e. 10/1/2013 or 10/1/2014.  
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HOW DOES IT WORK 
AIM lists the expenditures reported by each AAA for the fiscal year entered. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 

OKG405 (G) Legal Stats of Closed Cases 
  
PURPOSE 
To view the types of legal cases for each AAA 
  
USER INSTRUCTIONS 
None 
  
HOW DOES IT WORK 
AIM looks at the case information stored on each client and displays all that is available. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKG406(G) Legal Stats of Closed Cases All State 
  
PURPOSE 
To view the types of legal cases for the entire state at once 
  
USER INSTRUCTIONS 
None 



Printed Documentation 

170 

  
HOW DOES IT WORK 
AIM looks at the case information stored on each client and displays all that is available. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE  OKG405 
  
  

OKN500(N) Numbers of Clients by Age/Demographics 
  
  
PURPOSE 
To see the numbers of clients in certain categories. 
  
USER INSTRUCTIONS 
Select a provider name selected from the provider quick find list.  Enter dates for a 
period of service. 
  
HOW DOES IT WORK 
AIM counts the number of individual clients (unduplicated count) for the selected 
provider and date range entered on each category in the report. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKN501, OKN506, OKP600, OKP610 
  
SAMPLE 
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OKN501(N) Estimated Clients and Units Breakdown/ RFP 
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PURPOSE 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
  
Aim counts the number of individual clients and sums the services in each category for 
the date range entered and the provider selected. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKN500, OKN506, OKP600, OKP610 
  
SAMPLE 

 
  

OKN502(N) Number of Clients By City for a Provider 
  
  
PURPOSE 
To see the number of clients and services for cities within a provider's area of service. 
  
USER INSTRUCTIONS 
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Select a provider name from the provider quick find list.  Enter dates for a period of 
service. 
  
HOW DOES IT WORK 
Aim counts individual clients and sums services on each city listed for the selected 
provider and date range entered.  The report was originally designed for a caregiver 
coordinator. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  
  

 

OKN505 (N) Number of Clients By County 
  
PURPOSE 
  
  
USER INSTRUCTIONS 
Select an activity name from the activity quick find list.  Select a provider from the 
provider quick find list.  Enter dates for a period of service. 
  
HOW DOES IT WORK 
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AIM counts individual clients for the selected provider, selected activity and date range 
entered and groups the results by zip code. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 

OKN506 (N) Population Demographics (Area Plan) 
  
  
PURPOSE 
To see the number of clients in demographic categories. 
  
USER INSTRUCTIONS 
Select a AAA name selected from a list.  Enter dates for a period of service. 
  
HOW DOES IT WORK 
AIM counts the individual clients in each category for the AAA selected and date range 
entered. 
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RELATED REPORTS AND TYPES OF REPORTS 
OKN500, OKN501, OKP600, OKP610 
  
SAMPLE 

 
  
  

OKN507 (N) Volunteers and Volunteer Hours 
  
PURPOSE 
  
USER INSTRUCTIONS 
Enter a 4-digit state fiscal year.  Select a provider name from the provider quick find list. 
  
HOW DOES IT WORK 
AIM counts volunteers and volunteer hours by quarter of a given state fiscal year.  All 
counts are taken directly from the activities that begin with vol and are associated withe 
the Volunteers and volunteer hours NAPIS groups. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE: 
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OKN508(N) Client/Service Numbers by Taxonomy and 
Month 
  
  
PURPOSE 
To see the number of clients and services by OAA Title III taxonomy and service date. 
  
USER INSTRUCTIONS 
Three arguments 
Two argument windows 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
AIM counts individual clients and services for the selected provider and date range 
entered and groups the numbers by taxonomy and service date. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  
  



Reports 

177 

 

OKN509 (N) Client/Service Numbers (Owned Clients Only) 
  
  
PURPOSE 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
AIM counts individual clients and services for each activity of a selected provider and 
date range entered and groups and subtotals them by the first three letters of  the 
activity name. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKN510(N) Client/Service Numbers (Archived Only) 
  
  
PURPOSE 
To see numbers of clients and units for service activities that are no longer in use. 
 (Historical) 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
AIM counts individual clients and services for each archived activity of a selected 
provider and date range entered and groups and subtotals them by the first three letters 
of  the activity name. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE  OKN509 
  

OKN511(N) Client/Service Numbers (Metro Trans) 
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PURPOSE 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
AIM counts individual clients and services for each activity of a selected provider and 
date range entered and groups and subtotals them by the first three letters of  the 
activity name. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 
  
  

OKN513(N) Client/Service Numbers (Includes Deleted 
Clients) 
  
  
PURPOSE 
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USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
AIM counts individual clients and services for each activity of a selected provider and 
date range entered and groups and subtotals them by the first three letters of  the 
activity name. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE 
  

 
  
  

OKN514(N) Group Services With Est Clients 
  
  
PURPOSE 
To see the client and service numbers of group activities. 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list. 
  
HOW DOES IT WORK 
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Aim adds the number of estimated clients and units of services of each activity of each 
provider for the selected AAA and date range entered and groups them by the first three 
letters of the activity names.  Must be run by either a AAA or state office. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKS713 
  
SAMPLE: 

 

OKN515(N) Numbers of Clients/Services by NAPIS Group 
  
PURPOSE 
To see the numbers of clients and services for a particular NAPIS group. 
  
USER INSTRUCTIONS 
Enter dates for the period of service.  Select a provider name from the provider quick 
find list.  Select a NAPIS Group (Taxonomy) selected from the NAPIS Group quick find 
list. 
  
HOW DOES IT WORK 
AIM counts clients and services of a selected provider and select NAPIS group for the 
date range entered. 
  
  
RELATED REPORTS AND TYPES OF REPORTS 
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
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SAMPLE 
  

 
  

OKN516(N) Client/Service Numbers by Taxonomy (AAA 
Only) 
  
  
PURPOSE 
For AAA staff to see numbers of clients and services by taxonomy for each of their own 
providers. 
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a AAA from the provider quick find list. 
  
HOW DOES IT WORK 
AIM counts the clients and services by taxonomy from a AAA's providers.  The AAA 
must be selected from the provider list in order to get output. 
  
REVIEWED BY 
Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKN517 (N) Number of Clients by Race/Poverty/Activity 
with Units 
  
  
PURPOSE 
  
  
USER INSTRUCTIONS 
Enter dates for a period of service.  Select a provider name from the provider quick find 
list 
  
HOW DOES IT WORK 
  
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKN518(N) Numbers of Clients/Meals Paid by Title IIIE 
  
  
PURPOSE 
To see a list of supplemental meal services with numbers of clients and meals. 
  
USER INSTRUCTIONS 
Enter dates for a period of service. 
  
HOW DOES IT WORK 
AIM displays the number of meals for supplemental meal service activity grouped by 
provider for the current AAA. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKN519 (N) Number of Clients by Race/Ethnicity 
  
  
PURPOSE 
To see the number of clients in each race. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Enter a 5-digit number for a zip 
code. 
  
HOW DOES IT WORK 
AIM counts the number of clients in each race/ethnicity for the zip code entered. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKP600 (P) Care Giver Demographic Two-Year 
Comparison 
  
  
PURPOSE 
Intended to support RFP responses and building Area Plans.  To review the difference 
in demographics between two consecutive years.   
  
USER INSTRUCTIONS 
Enter dates for first period of service.  Enter dates for second period of service.  Select 
a provider name from the provider quick find list. 
  
HOW DOES IT WORK 
AIM actually runs two reports.  It counts the number of clients in each demographic 
category for each date range and then displays them side-by-side. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKP610, OKN506, OKN501, OKN500 
  
SAMPLE 
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OKP602 (P) Fed Fiscal Yr Expenditure Comparison by 
AAA 
  
  
PURPOSE 
Compare the money spent on services for two con secutive years. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Enter a 4-digit number for the 
first year.  Enter a 4-digit number for the second year.   
  
HOW DOES IT WORK 
AIM compiles totals of Match and Title III (Federal) expenditures by taxonomy and 
calculates the percentage differences between the two entered years.   AIM can only 
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access information for years that have completed NAPIS reports.  The 4-digit numbers 
are federal fiscal years. 
  
REVIEWED BY 
Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 
  
  

OKP603(P) Data Analysis on a Provider 
  
  
PURPOSE 
To prepare for a site visit. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list. 
  
HOW DOES IT WORK 
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AIM provides numbers on each statement/question for the selected provider. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKS712,  
SAMPLE 
  

 
  
  

OKP604 (P) S56A Staffing Report 
  
PURPOSE 
To view a AAA's staffing numbers for a particular fiscal year. 
  
USER INSTRUCTIONS 
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Enter a 4-digit number for the federal fiscal year.  Select as s56A Provider from the 
provider quick find list. 
  
HOW DOES IT WORK 
AIM searches for the s56A report according to the federal fiscal year entered and the 
prover selected.  If the fiscal year in the s56A screen is blank or incorrect the report will 
not function properly.   
  
REVIEWED BY 
Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 
  
  

OKP605 (P) S56C Expenditures Report 
  
  
PURPOSE 
To view a Provider's month's expenditure entry. 
  
USER INSTRUCTIONS 
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Select a report from the quick find list (First Name shows the AAA name, Middle Name 
shows whether the report is Quarterly or Monthly and DOB is the ending date of the 
report). 
Select the name of the S56C provider from the provider quick find list. 
  
HOW DOES IT WORK 
AIM reproduces the image of an S56C screen for the report selected from the quick 
find.  In addition, the report includes columns for units entered and unit cost for the 
month. 
  
REVIEWED BY 
Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 
  
  

OKP606 (P) Zip Codes that are Incorrect 
  
PURPOSE 
To see a list of clients that have non-Oklahoma zip codes in their records. 
  
USER INSTRUCTIONS 
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Select a provider name from the provider quick find list 
  
HOW DOES IT WORK 
For the provider selected AIM compares the clients' zip codes to a list of known 
Oklahoma zip codes. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
  

 

OKP607 (P) Compare Expenditures Between Two AAAs 
  
PURPOSE 
To see a comparison of all expenditures between two AAAs for a particular federal fiscal 
year. 
  
USER INSTRUCTIONS 
Enter a 4-digit number for the federal fiscal year. 
Select the first AAA name from the list. 
Select the second AAA name from the AAA list. 
  
HOW DOES IT WORK 
AIM can only report on years that have completed NAPIS reports.   
  
REVIEWED BY 
Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKP608 (P) Compare AAA Expenditures for a Service 
  
PURPOSE 
To compare spending on a particular type of service among all AAAs 
  
USER INSTRUCTIONS 
Select a NAPIS Group (Taxonomy) selected from the NAPIS Group quick find list. 
 Enter a 4-digit number for a federal fiscal year. 
  
HOW DOES IT WORK 
AIM lists all AAAs' expenditures for the NAPIS Group selected.  AIM can only display for 
years that a NAPIS report has been completed. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKP609(P) Compare Provider Units for a Service 
  
PURPOSE 
To compare units of a particular type of service among all the Providers that recorded 
services for it. 
  
USER INSTRUCTIONS 
Select a NAPIS Group (Taxonomy) from the NAPIS Group quick find list.  Enter dates 
for a period of service.   
  
HOW DOES IT WORK 
For the NAPIS Group selected and the date range entered, AIM lists all providers with 
each one's numbers of clients and units. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE 
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OKP610(P) Population Demographics by County/Service 
  
PURPOSE 
To collect numbers in preparation for preparing RFPs and Area Plans 
  
USER INSTRUCTIONS 
Log onto the database as a AAA.  Select your AAA from the list.  Enter a 4-digit number 
for the state fiscal year. 
  
HOW DOES IT WORK 
AIM looks for the demographic information for counties in your PSA.  The report can 
only provide information two months after a completed fiscal year.   
  
REVIEWED BY 
Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKP600, OKN506, OKN501, OKN500 
  
SAMPLE 
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OKP611(P) Two Year Unit Comparison/Fed Fiscal Yrs 
  
PURPOSE 
To compare two consecutive years of clients and units served. 
  
USER INSTRUCTIONS 
Select a AAA name selected from the provider quick find list.  Enter a 4-digit number for 
 first fiscal year to compare.  Enter a 4-digit number for the second fiscal year to 
compare. 
  
HOW DOES IT WORK 
AIM displays numbers of clients and units for the two years entered and compares the 
numbers with a percentage of variance for each type of service for the selected AAA. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKP605 
  
SAMPLE 
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OKP612 (P) Assessments with Future Dates  
  
PURPOSE 
To view a list of assessments with dates that have not yet occurred. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Open and delete each 
assessment with a future date.  Re-enter with the correct date if necessary. 
  
HOW DOES IT WORK 
For the provider selected AIM lists each assessment where the assessment date future 
to the current date. 
  
REVIEWED BY 
Project Directors, Planners 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
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SAMPLE 
  

 

OKP613 -- (P) S56C Spending Report Status 
PURPOSE 
To determine whether AAAs have initiated all their required expenditure reports.  It does 
not necessarily indicate that the detailed expenditure screen is properly completed. 
  
USER INSTRUCTIONS 
Select a provider from the provider quick find list. 
  
HOW DOES IT WORK 
You must be logged onto the S56 database in AIM.  AIM lists all instances of 
expenditure records identified as monthly or quarterly and where at least one total 
expenditure has been entered for the provider selected.   
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
S56C OKP605 
  
SAMPLE 
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OKP614 -- (P) Annual Unit and Cost Analysis 
PURPOSE 
To evaluate whether the units and expenditures entered for a service are reasonable 
and correct. 
  
USER INSTRUCTIONS 
Enter a 4-digit number for the fiscal year.  Select a provider from the list. 
  
HOW DOES IT WORK 
For type of service AIM calculates the number of client, service units, total expenditures 
and unit cost for the selected provider and fiscal year entered.  Field Reps typically use 
this report to prepare for site visits. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
s56c OKP605 
  
SAMPLE 
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OKS700(S) Meal Roster, Monthly-Landscape w/o ssn 
  
PURPOSE 
Provide a tool for service sites to record and track clients' services. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Sign in rosters OKC101, OKC102, OKC103, OKC106 
  
SAMPLE 
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OKS701(S) Meal Roster, Monthly-Landscape with DOB 
PURPOSE 
Provide a tool for service sites to record and track clients' services. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters and includes the birth 
date next to each name.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Sign in rosters OKC101, OKC102, OKC103, OKC106 
  
SAMPLE 

 

OKS702(S) Meal Roster, Monthly-Landscape (medicaid) 
PURPOSE 
Provide a tool for service sites to record and track clients' services. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters.  Instead of Unique ID, 
the Medicaid number is included.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Sign in rosters OKC101, OKC102, OKC103, OKC106 
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SAMPLE 

 

OKS703 -- (S) Meal Roster, Monthly-Landscape (Mobile 
Meals) 
PURPOSE 
Provide a tool for service sites to record and track clients' services. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Sign in Rosters OKC101, OKC102, OKC103, OKC106 
  
SAMPLE 
  

OKS704(S) Meal Roster, Monthly-Landscape (no names) 
PURPOSE 
Provide a tool for service sites to record and track clients' services when participants are 
not already on a roster. 
  
USER INSTRUCTIONS 
Select a provider name from the provider quick find list.  Select one or more activity 
names from the activity quick find list. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters to produce a blank 
meal service sheet where names can be written in.   
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REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
Sign in rosters OKC101, OKC102, OKC103, OKC106 
  
SAMPLE 

 

OKS707(S) Service Activities with Late Entry Dates 
PURPOSE 
To see when services are being entered after the data entry deadline date.   
  
USER INSTRUCTIONS 
Enter dates for the period of service.  Select a provider name from the provider quick 
find list.  Run it on the service month. 
  
HOW DOES IT WORK 
This is strictly a monthly report for a month that services have been entered.  Using a 
date range other than the first and last days of a month may result in erroneous 
information.  Field Reps typically use this report to prepare for site visits. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
  
  
SAMPLE 
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OKS709 -- ADvantage Meal Roster Monthly Landscape w/o 
ssn 
PURPOSE 
Provide a tool for service sites to record and track clients' services. 
  
USER INSTRUCTIONS 
Select a provider from the provider quick find.  Select one or more activity names from 
the activity quick find. 
  
HOW DOES IT WORK 
AIM lists clients' names of service activities that are also rosters.   
  
REVIEWED BY 
Project Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
sign in rosters OKC101, OKC102, OKC103, OKC106 
  
SAMPLE 
  

 

OKS712(S) Clients Not Lately Served 
PURPOSE 
To review a list of clients that have not been served since a particular date and consider 
them for deletion. 
  
USER INSTRUCTIONS 
Enter a date to mark the period of service.  Select a provider name from the provider 
quick find list.  Since care receivers often do not receive services, open the client of 
each one being consider for deletion to ensure that there is nno care giver/care receiver 
relationship. 
  
HOW DOES IT WORK 
By entering 09/01/2013 you will see a list of people who were served on or before that 
date but not since then.   
  
REVIEWED BY 
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Project Directors 
SAMPLE 

 

OKS713(S) Group Services with Est Clients 
PURPOSE 
To review the number of Group Services entered for a particular time period.  The group 
service report should be used in conjunction with the OKN509. 
  
USER INSTRUCTIONS 
Select one or more provider name from the provider quick find list.  Enter dates for the 
period of service.  
  
HOW DOES IT WORK 
AIM lists the number of attendees for each event entered and groups them by Provider. 
 Field Reps typically use this report to prepare for site visits. 
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
  
RELATED REPORTS AND TYPES OF REPORTS 
OKN514 
  
SAMPLE 
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OKS720(S) Client's Service List by County 
PURPOSE 
To review a list of clients of a particular service by county of residence. 
  
USER INSTRUCTIONS 
Select a AAA name from the AAA quick find list.  Enter dates for the period of service. 
HOW DOES IT WORK 
AIM finds clients with services in the entered date range for the AAA selected and 
groups them by county.  An issue with this report is that since most clients receive more 
that one type of service, this list is very long and difficult to manage.   
  
REVIEWED BY 
Project Directors 
RELATED REPORTS AND TYPES OF REPORTS 
  
SAMPLE 
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OKS738(S) Meal Numbers (S38 Monthly) 
PURPOSE 
To determine that the correct number of each type of meal was entered into the 
database. 
  
USER INSTRUCTIONS 
Enter dates for the period of service. 
A provider name selected from the provider quick find list is the Provider that entered 
the meals 
HOW DOES IT WORK 
Understanding how the 738 works requires understanding where some of the 
information comes from.  Days served and meals purchased and prepared are entered 
into a dummy client name S38(Provider Name) see S38.  The rows of information are 
grouped by county and sorted by site.  And the meals served columns are directly 
related to the first three letters of the activity name.  Therefore, is is absolutely essential 
for activity names to be formatted correctly.  See Activity Naming Standard.  AIM counts 
meals in each column for each site.  So, it is also essential for the site name to be 
spelled the same for each activity it is used in.  The Other Meals column includes any 
type of non-title III meal entered into AIM.  And HDM Participants 60+ include meals for 
activities that begin with cgm.   
  
REVIEWED BY 
Project Directors, Planners, AAA Directors 
Field Reps typically use this report to prepare for site visits. 
  
RELATED REPORTS AND TYPES OF REPORTS 
Activity Rosters, OKC142, OKC117, OKC112 
SAMPLE 
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Glossary 
A 

Activity:  
Activity Group:  
Activity Name:  
Activity Roster:  
ADL:  
AIM:  
Assessment:  
Assessment Button:  
Assessment Date:  
Assessment Lock:  

B 
Barcode:  

C 
Care Receiver:  
Caregiver:  
Caregiver Relationship:  
Client:  
Client ID:  

D 
Delete Rec:  

E 
Ethnicity:  

F 
Field:  
Funding Sour:  
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G 
Group Service:  

H 
History:  

I 
IADL:  
Import:  
Import Wizard:  
Information Memo:  
Insert:  

M 
Menu:  

N 
NAPIS:  
NAPIS Group:  
NSIP:  

P 
Password:  
Poverty:  
Program Group:  
Provider:  

Q 
Query Builder:  
Quick Find:  
Quick Link:  

R 
Reassessment Date:  
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Record:  
Referral:  
Remote Desktop:  

S 
Scanner:  
Service:  
Standard Case:  

T 
Tool Bar:  

U 
Unique ID:  
User ID:  

W 
Waiting List:  





 

213 

Index 
C 
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