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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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Advanced Information Manager

nany

Advanced Information Manager
By

Saber Corporafion

Version 11.1.0.15 built 05/20/2008 5:43 am
Database Version 09.02.05 built 02/07/2007
AlM Path C:\OKState11%
Data Source Name OKState
Email: suppod@sabersite com  Phone: (888) 373-2090
Website: www sabersite com Fax: (803) 326-2868

Please Enter your User ID and Password.

User ID: |

Password:

Automatic Logout I

OK Close AlM

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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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
guestions 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.

ONOOAWN

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.

Making your passwords difficult to guess includes changing them periodically.
Don’t make public knowledge of the type of information you have access to.
Don’t share passwords with other people.

Don’t leave passwords in conspicuous places.

Don’t walk away from your work area with information exposed.

Keep doors locked.

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

* advanced Information Manager (AIM): User is Acting as provider: State of Oklahoma

File Edit Locate Screens | Opkions  Window  Help

R o =) Change Password K 4 EE B
Cloze S Frint Zcrec LDgDLIt,I'LDgiI'I o R Undo Cuk Capy Pagste
Ipdate Quick Find
Toolbars. ..

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.

Enter Your Password: I""'|

Werfy Cancel |
e S 1 ! you wil sce the ilsisaton below

on the left.

Enter the new password twice in the boxes below.

Passwords must be a minimum of 5 characters in

length and may not contain spaces or punctuation

marks.

Enter New Password: |

Enter New Password (verify): | Enter your new password as shown on

the right. Note again that the
QK Canceal I password is displayed in dots so make

sure you know what you typed in.
AlIM 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

SISO - Chonge Password |
passwords are not case sensitive. e
Enter the new password twice in the boxes below.
Fasswords must be a minimum of 5 characters in

length and may not contain spaces or punctuation
marks.

Enter New Password: [----.-

Enter New Password I:‘P‘Eﬂf'_l_f] [l-rlr....l

Ok Cancel I
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Enter the new password twice in the boxes below.
Passwords must be a minimum of & charactars in
length and may not contain spaces or punctuation

marks.

Enter New Password: I""" The illustration below shows

N > YU 1 so¢ 1 you

entered an authorized

3 assword and correctly
1 The Password For this User ID has been changed ko the New Password. P .
“"-r) repeated it.

The illustration below shows

what happens when you don’t

enter enough characters.

Enter the new password twice in the boxes below.
Passwords must be a minimum of & characters in
length and may not contain spaces or punctuation

marks.

Enter New Pazssword: 1....

-
Password Error E3

@ The New Password or Password (Yerify) that you entered is boo smal, Tt must be at least 5 characters. Please correct

[

this now.

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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Enter the new password twice in the boxes below.
Passwords must be a minimum of 5 characters in
length and may not contain spaces or punctuation
marks.

Enter Mew Password: F-u"-

Password Error

@ The Mew Password and Mew Password (verify) do not match, Do vou wish bo correck this?

Yes T |







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.

AIM Hosted: User is Acting as provider: AIM Training - [Mew Activity]
> Fle Edit Locate Screens Opbions Window Help

kB @8 o B = | % : £ ; g B B4 BE

Close Save Print Screen  Raport lacest | Delete Rec Lade Cat Copy Pask Guick Find  Previous MNaxt First Last
. Activity Nameiﬂﬂﬂm )

Activity Group | |
Program Group | |
Funding Source | =

Napis Group | |
Transfer[Yes >| NSIP Unit Cost|Fixed Unit Cost  =| Provider Id |AIM Training -
Start; End: Authorized. Instructor. Locationid: Unit Cost:  Units Budgeted: |
| | 2|

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 Il 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 Il 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

& Activity Quick Find

Activity Mame Activity Group Program Group Funding Napiz Group &
coti 2iduncin SO0C TransportationASCOG AL DA Caregiver Counse
conf BlgroveCHLISA A Training GRAND GATEWAY OAA-VI 07 - Congregate he
coni7dlggeda AR Training GRAND GATEWAY CAAICH 07 - Congregate Me
confTdhws AR Training GRAND GATEWAY CAL-MCT 07 - Congregate Me
helmu2 1 Aint a0KLS A, AR Training GRAND GATEWAY OAA-IIB 04 - Home Deliversc

-
1| 3
Find: || - Type af.Slean:h
i+ Actoity
oK Cancel (" Actiity Group
" Program
" Funding Source

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 Hosted: User is Acting as provider: AIM Training - [Activity Setup]

> Fle Edit Locate Screens Opbions Window Help

B @8 o B = | % - £ ; | B B4 bE
Close S Print Screen  Raport laseat | Dedete Rec Uado Cuat Copy Paste Guick Find  Previous Mt Finst Last
|Insert |
Activty Name ERTIPYENOSE
Activity Group [SOC Transportation |
Program Group |ASCOG AAA |
Funding Source | OAA-IE =]
Napis Group |Caregiver Counseling/Support Groups/Caregiver Training =l
Transfer[Yes »| NSIPT Unit f;gstlFixed Unit Cost j Provider |d |AIM Training j

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.

2
3.

4.

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

. The second is a 2-digit county code (01 thru 77) followed by a forward slash.

The third is the site or location nhame of the service followed by a forward slash.
The first three including the slashes are required for every activity name.

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

11
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Memo 2007-AIMO1C 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.

AIM Hosted: User is Acting as provider: AIM Training - [Activity Setup]

_!"-:'-_._File Edit Locate Screens Options ‘Window  Help
Elc H = @ =] i £ ot = e ] [ 04 B0

“ Cloze Zave Print Zcreen Report Inzert Delete Rec Unde Cut Copy Pazte Guick Find Previouz Mext Firzt Lazt

Activity NameIadWMIOtherfPudding Break

Activity Group |AIM Training =l
Praogram GruupIAIM Training =]
Funding SnurcelMedicaid Waiver |

Mapis GruuplADvantagefMedicaid Waiver =]
Transfer[yes ~| NSIPT | Unit Cost|Fixed j Pravider Id | Student 15 j
Cost Reimbursement |
Start: End: ar: Locationid: Unit Cost: Units Budgeted
Sroup
"/ ariable

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

e 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

e 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

12
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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.

Delete Error |

f > | This activity has participation, you must delete all service records
v assigned ta this ackivity before it can be deleted,

|

a.

o

LTI L-T0s T LI DOOUETED. ISWETTITITETIT STT. I2TETNT =

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.

13
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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.

o 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.

o Create brand new activities for Chore and archive the activities for Homemakaer..

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 Il eligible services

are reported to AoA.
AIM Hosted: User is Acting as provider: AIM Training - [Activity Setup]

> Fle Edit Locate Screens Opbions Window Help

0 & i =3 B e B . ¢ 3 4 i e =]
Close Save Print Screen  Raport laseat Didete Rec Uado Cur Copy Pacty Guick Find  Previous Nt First Last
. |Insert |
Activity Name QEEM o
Activity Group {SOC Transportation =]
Program Group |ASCOG AAA |
Funding Source [ OAA-IE =]
Mapis Group |Caregiver Counseling/Support Groups/Caregiver Training =
Transfer[Yes »| NSIPT Unit Cost|Fixed Unit Cost  =| Provider Id |AIM Training -
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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 11l 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.

AIM Hosted: User is Acting as provider: AIM Training - [Activity Setup]
% Fle Edit Locate Screens Options ‘Window Help

k B o B = » ¢ o+ = & 4 4 B M4 pi
Close

Sare Prist Zoees Repont Ingerk Diebete Rec Undo Cut Copy Paste Bick Find ~ Previous Bext First Last |

Activity Name |conG5/MNature Park Pavilion
Activity Group |Training
Program Group | 0K State Office

=
Ed
Funding Source [OAAICT =l
K

Napis Group |07 - Congregate Meals
Transfer|Yes vi :N_SI:F'? Unit Cost|Fixed Unit Cost j Provider Id | AIM Training

Start: End: Authonzed: Instructor: Locationid: Unit Cost:  Units Budgeted: |

_f‘."'_FIIB Edit Locate Screens Options  Window Help

= B o B = 5°Y of : < [ 4 b8 ‘

Claza Sawe Prist Soeen Repost Inzert Drebete Rec Undo Cut. Copy Pasts ik Fine Pravious Pext First Last

Activity Mame ftra55/Metro Get-a-ride
Activity Group [AIM Training
Pragram Group | 0K State Office
Funding Source [OAAIB
Mapis Group [10 - Transportation
Transfer[Yes =] NSIPT Unit ngtIFi:ed Unit Cost j Provider Id [AIM Training

[N | KA{ER|EN KX
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AIM Hosted: User is Acting as provider: AIM Training - [Activity Setup]

™ Flle Edit Locate Screens Options Window Help

[ B o B = % ¢ «+ B & « B B4 Pl
1 Close Bave Prist Zoreen  Repout lacsert Dichete Foec Lado Cut Copy Paste Previous Mext First Last
Activity Name jcon/85/Staff Under B0

Activity Group [AIM Training =l
Program Group |OK State Office =l
Funding Source |Local =]
Mapis Group |Ineligible Under 60 Non-OAA, |
Transfer[No > NSIPT Unit Cost|Fixed Unit Cost  ~|  Provider Id |AIM Training =]

AIM Hosted: User is Acting as provider: AIM Training - [Activity Setup]
= 7
I Fle Edt Llocate Screens Options Window Help

L B = B J 4 B L 4 4 » M M
| Cloce Fave Print Sorgen  Rapost lInzert Dichees Reo Undo Cat, Copy Pagtg Ghick Find Pravious Mot Firzt Last
Activity Name fadv/1 4/Other/Pudding Break
Activity Group [AIM Training |
Program Group Al Training |
Funding Source |Medicaid Waiver =|
Napis Group [ADvantage/Medicaid Waiver =]
Transfer|yes ~] NSIP— Unit Cost (ST | Provider jd [Student 15 =
Start: End: Authorized: Instructor: Locationid: Unit Cost:  Units Budgeted: G
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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).

% Client Quick Find |

Client 1D Last Wame First Hame Middle Marme Status Diate of Birtk

_____ 22801923

_____ Ioe eedsome Pending

ralning
[TO0-00-68835  Hones [Barbara li Jctive [1/1/1935
[TO0-00-37763  |mills lioe | fInactive [1/1/2930
[TO0-00-67945  [Mills Dan | fInactive [11/1745
[TO0-00-68833  |Phillips [Lare {4nn Jctive [12/15/1982
[TO0-00-20139  [Smith {oe [ Jsctive 3041955
[TO0-00-82385  ftest ftest ftest |Pending [11/1141811
4| | ©

Find: || - Type n_f =earch .
& Client Name{lLast First)

(1] Cancel

 Client 1D
Show Active Clients Only ™

17



Printed Documentation

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.

18



Client Screen Tour
Quick Link Buttons

A brief explanation of the other Quick Link buttons:

- Quick Link
Assessment | [ Chert Aciily || CustomScreen 1| Rosterby Client|  Watnglit |  Auhoabons | Refenal |
Histoy |  CaeMeeds | Custom Screen 2 Ownes | IncomeSc | IncomeCmnt |  Otherinfo |

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 | 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.

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

o
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[AIM Hosted: User der: AIM Training - [Client - Hitchpost, Gallup]

= B O o G g < B B4 Bl
e DR Uns  Cw Copy B OukFnd P e P L

Client Activity | Custom Screen1 | Roster by Client | Wailing List | Authorizations | Referal | £dTE (i = G EE
CaeMests | CustomScreen2 | Owners | Incame src | Incame Cont | Other nfa | R regher tame
Unigue ID: Last Name: First Name Middle Name Alt. Name DOB:  Age Gender B
[ RIT0122034 [Hitchpost [Gallup Training [ hh [D1e2Ae0s = am
Client ID Fm Status! Status Date: Reagon for Status Change
[HTo12203 | [ caregwer JActive pazzaois [
Sireet Address: 212 Stable Work Phone: [{ ) -
Alt Mailing: Home Phaone: W
Apartment Cell Phone: [l ) -
City: [Horsey Contact
State: | Oklahama =1 Zip Code: [F3555- Phone: [1550) 1122345
County [efferson | psall ¢ Rual Cell Phone: [[560) 639-4545.
E-Mail; [rbbinlikj  Urban Name: [Horacio Jones |
Directions to Home Relationship: [ Friend -
asdhsadfiusadfi; sdija; oisdj; a0jsd; 0as;do Other Information
Race [Asian =]
E(hm:i(ylm
Fefieed o Devuioe By T Add CR Clients Being Cared For
Mantal Stalus: [Orkowram - Re‘m‘:ﬂ‘;:‘p'j:rggm .
Special Eligibility: lﬁ
Spouse Information 0 ety IZ—E =
Last Mame: First Narme: I Pei@auhidey 2
[sdscsde [tfwasdvesdads  Jasdvsdvse Contact Date:| 00/00/0000 =]
DOB: Age Gender Total Expenses: |00 b
piotnoss =] 53 [Female x| ™ Transpartation Is Assisted
Contact Info:[sdscfsdsdicadfasdifafsadi | V' |5 ADvantage DOB Verification
[¥ikes oot i e of Y — LTYP— I™ 1s 2 Dummw Client | rerm———

Activity Name: Funding

1.00
01082014 100

aim - Retrieve Data: Retrisve Complete!: 0 Rows Retrieved

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
e 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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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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¥ Search Results [}
Enler the search termis} in the search box below. Click the search button and the search results will appear in the kst below,

]

'ou can search on more than a single value, use [ and ) fo group your values logether with the logic operators that you want to use. The logic operalors supported
are: AND, OR, NOT the short hand version of AND is &, the short hand version of OR ks |. Dates are entered in the format yyyyimmitd so you can search for a
yesrinonth combination by enfering Y™, A search example k2 mark & (smith | smyth) & 1946005

Check fhe fields below you want to be included in the search.

v Client ID v Actus SEN [w Last Name & First Name [v Micicle Mame: v Birth Date: [ Home Fhane
W Address 1 [ Address 2 [+ Cay ¥ County [¥ Zip Code [ \Wiork Phone [ Contact Phone

| Last Name First Mame Sireet Address Phone # Gender Dog County

You may get nothing.

e 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.

e AIM will open a new blank client screen.

Or AIM will display a list of names.

[don mills |

Search

¥ou can search on more than a single value, use ( and ) to group your values together with the logic operators that you want to use. The logic operators supported
are. AND, OR, NOT the short hand version of AND i &, the short hand version of OR is |. Dates are entered in the: format yyyyimmidd so you can search for a
yearinonth combination by enfering Y™™ MM, A search example is: mark & (smith | smyth) & 1946/05

Chesck the fields below you want to be included in the search.

[+ Client ID ¥ Achssl SSN ¢ Last Name ¥ First Name [+ Micicfle Name [+ Birth Date: [+ Home Phane
[ Address 1 fe Address 2 [ City ¥ County [ Zip Code v ‘"Wiork Phone [ Contact Phone
Last Mame First Mame Sirest Address Phone # Gendar Do8 County

1111 hun o Bianess

pale  p3/14/00

Ve et e Ave (5800 - 200 [Femalke |0

. : : 80y - e ' F.
fhalton Pon - {580). - ¢ Make [i0/i77  Roger Mills
Mills pon EE ja05) : - ' Male pS26f  Cleveland

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.

Click the Generate button o creste a new chent record
Click the Make Owreer bution to becoms an owner of the highighled record.
Chick the Cancel bution to exit this screen making no changes.

Generate I

Make Craner | Cancel

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 nhew client
record — those are an actual last name and an actual date of birth.

[AIM Hosted: User is Acting as provider: AIM Training - [Unknown]

% File Edit locate Screens Options Window Help

k B = B = % ¢ e = ¥ 4 B 4 B
Cloge Fare Frint Screen Fiepart Ingert Delete Rec Unde Cut. Copy Fast, Buick Find Previous Mext First Last
~CQuick Link
Agzezament | Client Activity | Custom Screen 1 | Roster by Client | “wiaiting List | Authorizations | Referral |
History | Care Meeds | Custom Screen 2 | Owners | Income Src | Income Crnt | Qther Info |
Unigue ID: Last Marme: First Mame Middle MNarne Alt. Marne: DOB: Age Gender:
[ Too0107598 | | | [oo/n0n000 |
Client ID [ CareRecewer  Status: Status Date:  Reason far Status Change
| - Caregiver ECWB 47252014 |
Street Address: Wyork Phone: |/550) -
Alt Mailing: Hare Phone: [Ga0) -
Apartment: Cell Phone: |( ) -
City: | Emergency Contact
State: | Oklahoma =] Zip Code I . Phaone: IEBU)—
County: psall O Rural Cell Phone: [y -
E-Mail: & Urban Mame: |
Directions to Home Relationship: [ =]
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Other Information

Race: |White 'I
Ethmcnyl 'l

|Refused to Dewulge Ethnicity T

Marital Status: |Mamed 'l

Special E\igib\lity:l -

Spouse Information #in Housshold: [ =
Last Mame: First Name Ml # of Grandchildren: I—
[ [ | Contact Date: IWDUD:[
DOE: Age — Total Expenses: |00
pomomon0 x| | | ™ Transportation |s Assisted
Contact Info I” Is ADvantage DOB Veriication

Iay contact in case of emergency: 'I I™ Is & Dummy Clint lﬁ

Caze Worker: | ~|  For a list of Other Programs
Operator, | ~| Attended click Custom Screen 2

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.

e Rural/Urban is defaulted to Urban in the example.

o State is set to Oklahoma

e Area codes are set to 580.

e Race is set to White.

o Marital Status is set to Married.

o Status is set to Active

« Status date is set to the current date.

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

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

e Phone numbers are incomplete or incorrect.
e 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.'

e 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.

e 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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Zip Code: Search Zip Code | Search City & State |
State: | Oklahoma City: | LAWTON
Alabama A
Alaska LEBANON
Alberta LEEDEY —]
Folbiebal i LEFLORE 1

State County City
COMAMNCHE LAWTON

Zip Code

OK COMANCHE LAWTON 73502
oK COMAMNCHE LAWTON 73505
0K COMANCHE LAWTON 73506
oK COMANCHE LAWTON 73507

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.

QEEounty, City, Zip Setup Screen
Zip Code; 73502 Search Zip Cndel Search City & State

State: | Oklahoma City: |

Alabama -
Alaska
Alberta

Arizona ,ﬂ

Aoele i imim i

State County City Zip Code
COMANCHE LAWTOMN

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.

Return Selected Cancel | ‘

28



Client Management

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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AIM Hosted: User is Acting as provider: AIM Training - [Client - Dreddie, F
™ File Edit Locate Screens  Options Help

= 8 o B Tile

| otese Save  FPrintScreen  Feport Cascade
~Quick Link L I
Agzezzment | C Arrange Ieons Secn
1 Client - Hitchpost, Gallup
History | Z Clienk - Doe, Needsome scr
Unigue ID: Last Marne: v 3 Client - Dreddie, Freddie Narm
| TODD107625 |Dreddie [Freddie

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 | 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.

Marme: |

i Delete Client! B |

Jther
W%, ‘ouhave chosen ko delete the current Client recard. Proceeding
| ! will delete other dependent records INCLUDING SLL Service,

E = Assessment{s), and Care Plan{s). &re vou sure wou want bo
cankinue?
Refus
farital
. Yes o
zial El
in Household: | =3

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.

AIM Hosted: User is Acting as provider: AIM Training - [History -, ]
B Fle Edit Locate Screens Options Window Help

P ¥ o B s of

v
Chesa Sz Print Scrcen  Pupon Inzart Dubety Posc: e Cut. Capy

List of Revisions by date

updated LAIM Tra ining

updated  AlM Training

AlMINSTT

updated  AlM Training AIMINSTT Last Mame: Doe

updated  AlM Training AlMINETT

Updated  AIM Training AMINST1 FiteiNatas. Needzale
updated  Alb Training AIMINETT Middle Name: Train
updated  AlM Training AlMINETI

updated  AIM Training AMINST viIePRL Do R cn

DR

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.

e 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.

=181 %]

0= B0

First Last

Add CGE Caring for this Client
lient | Waiting List | Authorizations | Referral | e

Caregiver MName
| Relationship of CG to CR

| Ihcome Sre | Income Crnt | Other Info

Status Date:

0270372009 7]
=

= [ CareReceiver
_ M Care Giver

Client 1D

~ [poEnz2a23

Jigabled Under B0 'I

— T Add CR | Clients Being Cared For
00000000

o - Client Name
eho | =i Relationship of CG to CR

ildren: I

e 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.

e 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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s Actbeity Quick Find

AR Trasrersg

[BET0 Agng

o idewey sbe Grand Gabersay A£STO Aging LR =
O miami S Crand Gabrway AFSTO Agng ChABCT
hmi ideweryske Grand Gabeway A#STO Agng DAL BC2
hami3diiocs grove Grand Gabsway AFSTO Aging A BC
Jl
Find: H Tepm M_Senr::h

= Acthaty

0K Cancel " Activity Group
™ Pragram

| Funding Source

Next is a list of the clients in your database.

07 - Congragats Me

104 - Home Delrvenes

104 - Hiome Delrosnsst

% Select Clients for Roster: con,/22/Deep Kettle,/ |
Client ID Last Mame First Mame Middle Mame Status Date of EI;'
[To0-01-07628 | | | Jsctive |
[T00-01-07624 | | | Jctive |
[TO0-01-07627 | | | Jsctive |
[T00-01-07601 | | | Jctive |
TOO-00-93497 og ER
00-01-07625  |Dreddie Freddie 4 ctive 11977
[HIT-01-22034  |Hitchpost [Gallup [Training Jctive [1/22/1903
[SMIF11-1738  [Smith Haohn [E Jctive [11/17/1935
|GO0-00-67740  [Smith {ohn |G Jsctive F/3/1944
*I ar
Firidl: I _TYFPECTT =earch . %Um Zolact | | | -
* Client Name(last,First) | Cliants who received this activity
0K Cancel in the following date range.
¢ Client SSN |03/3020 ¥ TO | 06/30720 |
Auto Enroll W
Deselect All L ook Back Dla-j,ra .| E3 ﬂ

Manual Enroll
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Assign clients to Rosters

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

e 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

o Set the look back days to the amount of time you want AIM to search for services
e Click the Auto Select Button
e Click OK

Un-enroll

e Click a highlighted name to remove the highlight.

« Or Change the auto enroll dates and click the Auto Select Button.
e 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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yer I Fare Maad: I lrwrrwna S | Irwrnrnm Crenk | Fitkar lefin I
S 2 Client Roster Manager x|

- Activity Highlighted - Client will be on the Roster.
- Activity NOT Highlighted - Client will NOT be on the Roster.

_ Click OK to save your changes, otherwise changes will be discarded.

L Acthoty Name Activity Is Owned By Activity Group Description  Program Group Description. = |

corinuskaspds seryives [State of Okdahoma ;EI::'[Z' D ARL Muskopes

!
chomushoney do st Stale of Okdahoma EODD Af8 Muzkoges

. csoimusimonday support grofState of Oklshomsa EODD AL Muskoges

Dies p Fork Mutrition hiuskoges

e r Type of Search
Find:
sl  Activity
oK Cancel | = Actity Group
&+ Program

" Funding Source

« 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.

o 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.

o 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.

42



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.

1 4 Waiting List Manager

Activity Highlighted - Client will be on the Waiting List.
v Activity NOT Highlighted - Client will NOT be on the Waiting List.

- Click OK to save your changes, otherwise changes will be discarded.

i Activity Matme Activity iz Owned By Activity Group Description Program Group Description i‘
T cor07BigFiveReynolds Student 15 Al Training Al Training
cgr/07 BryanBlankenzhip Studert 13 Al Training Al Training
COrESANCASBOGES Studert B At Training At Training
= cgrfasifohnston Student 11 Training Al Training
= cgre2iadaMutritons Studert 12 SORP Al Training
= -
= 4 3
= Find: || Type Df.S.earch
fo Activity

ok Cancel O Activity Group Edit Al
" Prograrm

" Funding Source

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

v Waiting List History lor doe, jane

. Advanced Information Manager (ATM): User s Acting as provider: State of Didabom

ATDAVIIETS LOGE OF LOSHIREMTML = LS

S

2|
iz
|
&
F

2|
&

S

F90000 csg/musimonday support group  GA15/22006

990002  cgr/musfrespile senives B/1.2006
FE0002 cgrmusirespile senmes 6152006
990003  nuetokminutrion counseling 6172006
GOD003 nutfokminutnion counseling BAS2006
o004 cho/mushoney da list B/15/2006

Removad

61552006
BM52006

BN52006
6152006

Reasion

Manually removed by ADMIN
hanually removed by ADMIN
Manually remaoved by ADMIN

Manually removed by ADMIN
Manually removed by ADMIN

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

There are two reports you can run that display the status of your clients currently on

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.

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

rk Phone- {A05 - e 11

;: The list below are the agencies that are tied to this client.

gl Client Status  Status Date Provider Mame Phone #
B Active [ D0/ADO/0000 g AlM Training (405) 522-45
I Actve  »|00A0O000 | Student 3 ()

at

al

0|

tivi | | 1|
AT

L Close Save Close

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

46



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.

e To access a client's existing services, open a client's screen.
o Click the Client Activity quick link button.

(If you opened this screen for the purpose of entering new service, click Cancel then
click Yes.)

™o Bkt M Brmer LA ’ Haln

W £ - L+Y . of i ; 4 B B g

(= S Poiak Sirea Pagesin [T Debitn P !.!H-a Gt ey Papiq ¢ ! Prgvieas Bt Fugt [EY.]

Enﬂ'uitjr units provided grouped by S5N 5/13/2008

Service Date  Units Updated  Actiily Name  Actvity Group  Program Group  Funding Source  MAPIS Group

. Service Insert - Other Information B

From Date: [TERIIENNS)

Tao Date; (051372008

| Ok | Cancal|

e 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.)
e Click OK.

« If there were services entered during that time you will see a display something
like this.
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Al Hosted: User is Acting as provider: AIM Training - [Activity - con/ 74/ ggeda]

I Fle Edt Locste Soeens Options Window Help

= £ 2 s ; of ; d B Bt b
| Cioza Save Print Sorcen Flzpert nzart Dokt Axc Lisde [="] Capy Paztc Ok Find Paceizar Pt Firze Last
Activity units provided grouped by 55N 5132008
et ettt ————————————————————

DOE-02-26800 51:9 eedsome

Service Date  Unils Updated  Acthily Mame  Actvity Group  Program Group  Funding Source  NAPIS Group

M| 1.00 [05M3/2008 [conf4/ggeda  [AIM Training D OALICT 7 - Congregate
ATEWAY eals
[051372008 | 1.00[05A3/2008 fra5Metro  [AIM Training  [OK State Office [OAA-IB neligible Undar
ef-gride Mion- s,
051372008 | 1.00 [05/13/2008 |hdm/21 vinitaOlK [AIM Training D DAA-1IE [14 - Home
ATEWAY plrvered Meals
Total units provided to: POE022800 | 3

« 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.

Question

i ' . No rows were retrieved, do you want to display a blank screen
where you can perform data entry?

Yes I Mo




Service Management

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.

e 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.

AL Hosted: User i Acking as provider: AIM Tr

- Fils Ect CHe  SCreens  LIDERoneG E Halp

-l

T = o S : of P ; < B B bl

1 Chupa F Pwing Sqreda Fageait (R} Dbty Ry l.h-ﬁ !::! Copy Papg dpckFied  Prgviows Bigut Fiagk Lupt

Enﬂﬂ‘tjr units provided grouped by SSN 51372008

Sanvice Date  Units Updated  Actiity Mame  Actiity Group  Program Group Funding Source  NAPIS Group

% Service Insert - Other Information El|

From Date; Im_
To Date; (051372008

| Ok | Cam:al|

Click Cancel.

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

Question m

, ' \ No rows were retrieved, do you wank to display a blank screen
' ' where you can perform data entry?

Yes I No

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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i ) < B
Copr Fadts GaichFind, Previgms Rext

AlM Hosted: User is Acting as provider: AIM Training

=]
Last

3 s
5/13/2008

cghf 2iduncin

confl BlgroveCHLISA

conT4igoeda

condiws

A Training GRAND GATEWAY Ol

A Training GRAND GATEWAY OAA-IIC1

AR Training GRAND GATEWAY OAA-ICY

AR Training GRAND GATEWAY OAA-IB

| OK l Cancel

~Type of Search
f¢ Actiaty
" Acthvity Group

" Program
" Funding Source

Senice Date  Units Updated  Activity Name  Activity Group  Program Group Funding Source  NAPIS Group
¥ Activity Quick Find

07 - Congregate ke

07 - Congregate Me

04 - Home Deliverac

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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S Fil=. Ed Locaks rEaf

B (= = % ) of . < = (i B
| Close Bave Print Screen Report Inzest Dhebete R Undo Cut Copy Paske sk Find Previows Bext First Last
Edivily units provided grouped by SSHN 5/13/2008

Service Date Units Updated  Activity Name  Activity Group  Program Group Funding Source  NAPIS Group

054132005

Senice Date:

Service Units: |1.00

oK | Cancel |

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.

AIM Hosted: User is Acting as provider: AIM Training - [Service - Unknown]
I Fie Edit Locate Screens Options Window Help

MW e B o« >y . of T 7 < 3 id BB
Cloze Fave Print Screem Repost Insank Dabete Rex Undo Cut Copy Pacte Gwick Find  Prewious Bleat Farst Lagt
Activity units provided grouped by SSN 5/13/2008
| DOE-02-2800 ﬁse iNaadsnma
Service Date  Units Updated  Activity Name  Activity Group  Program Group Funding Source  MAPIS Group
| 15/13/2008 | 1,00 {05A13/2008 |hdms21AinitaOK [AIM Training  [GRAND DAL B 4 - Horme
ATEVWAY elivered Meals
Total units provided to: [DOE-02-2600 | 1.00

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 Hosted: User is Acting as provider: AIM Training

Fie Edt Locate | Scresns Options Window Help
g IEEEEEE oo
Activity Setup . :
Roster by Activity
Roster Service Entry

Ernplyes

AIM displays the Activity Quick Find for you to choose the service that a list of clients
received. Click on your choice.

1M Hosted: User ts Acting as provider: AT Traknbng

P B o B E™ Lo . of = : < B g4 bE
L= =T Swm Prisd Soriin Plagpeoari dazon Dot s Fas U Cwt (=] Puits Friveas Hewt Fiast [ T*13
S5 Lacet M, First Mame Sex Martad Stel, Race Lints Lozl Service  Stahsy

¥ Activity Quick Find [ ]

coniT4ggeds A Troirang GRAND GATEWAY Oaa-BC1
conThins A Trairing GRAND GATEWAY Cil-BC1
e i OHLISA Al Trairang GRAND GATEWAY OAA-BB
4] |
Find: # - Type nr.s.aarch

i+ Actity

[TI ¢ [ £ hciiity Group
P m
Retrieve Data From: m r F:::i:g Source

Retieve Diata Tn:l 051322008

Screan 1 of 1

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.
e 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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Question ﬂ

. ' , No rows were retrieved, do you wank to display a blank screen
' where you can perform data entry?

Yes I Mo

e 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

e Click the Insert button in the tool bar.
« AIM will display a list of the clients in your database.
o Select the first person to receive this service and click OK.
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Enﬂ\l’ltjr units provided grouped by S5N 51372008

Semice Date  Linits Updated  Activily Mame  Actnity Group  Program Group Funding Source  NAPIS Group

. Service Insert - Other Information B

From Date;

To Date; (05132008

| Ok | Cam:al|

AIM will display the Service Date/Service Unit window.

Enter the correct date and number of units and click OK.
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Al Hosted: User is Acting as provider: AD Training - [Unknown]
7 File Edt Locate Screens Options  Window Help

1 i (3 B e T - of T y | B Bed =
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[ 300

« Aline for that client will be added to the service screen.

e 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.

e Enter the correct number of units and click OK.

« Continue until you have entered that service for all of the clients on your list.

e 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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AIM Hosted: User is Acting as provider: AIM
File Edit Locate | Options  Window  F

“ 0 i Client 3

Close Zaye GroUp Service

Ackivity Setup
Roster by Activity

Info and Referral
Employes

Merge Clients

Bssign Clienks
Mainkenance g

Begin by clicking Screens then Roster Service Entry.

" Activity Quick Find

Activity Mame Activity Grougp Program Group Funding Mapiz Group -
advf7ialpha sitef Akl Training Akl Training MO O& & Eligabl &DvantageMedicai
cosfSSiEunbesms Sunbeatm of ORC  AIM Traiming o808 e Carediver Counzelir
chof Fistoop Repair and Mares Ak Training Ak Training oA A-NIE Chare

Deep Hettles Akl Training Akl Training
hedmiSSina and pashome made banana L1 Training Al Training Home Delivered hMe:

-
1| | »
Find: || - Type nf.S.earn:h

&+ Activity

0K Cancel  Activity Group
 Program
" Funding Source

Select a roster from the list and click OK.
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5 |5er\rice Data Entry by Roster for Activity: con,/22/Deep Kettle/

Enter the date, unit, and unit cast in the boxes below and then click the "Auto Fill* buttan to populate the list.
hake corrections as necessary then when finished click the "Save" Button. Press the ENTER key to move to
the next row in the same colum.

Service Date LInits LInit Cost
I I pmoFil | sae | Cancel |
S5 Last Mame First Marme Service Date LInits Unit Cost
TOO-00-98497  Doe Needsome 06/19/2014 S |
HIT-01-22034  Hitchpost Gallup 0EM19722014 j 0.ao $.DD£
Totals: I DI $0.00

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.

& |5er\rice Data Entry by Roster for Activity: con/22/Deep Kettle,

Enter the date, unit, and unit cost in the boxes below and then click the "Auto Fill* button to populate the list.
lake caorrections as necessary then when finished click the "Save" Button. Press the ENTER key to move to
the next row in the same colum.

Semice Date Units Unit Cost
05A02014 v 2200 [ puoFil | sae | Cancel |
bt Last Mame First Marme Service Date Units Lnit Cost
v o2 0 2
HIT-01-22034  Hitchpost Gallup 05302014 j 0.00 $.DD§
Tatals: 2200 $0.00

e Set the service date to the desired date of service.

e Set Units to the most frequently occurring number of units for that period.

e Click Auto Fill.

e 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 aclient on the list did not receive service during that period, set Units to Zero
).

e 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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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.

AIM Hosted: User is Acting as provider: AIM Traini
File Edit Locate Screens Options Window Help

Report

Query Builder

Print Screen
Print Setup...

MNAPIS Reports

| & R
Ctrl+R iR 2
Chrl+P
Chrl+1
Service Daka

Exxit

Fril P

Assessment Data

Ale+F4

In order to enter services using the bar code scanner first open the AIM scanner
interface screen. Click File>Import>Service Data

AlM Hosted: User is Acting as provides: ATM Training - [Barcode Scanner]

I Al Edt Locate Screens Oplions Window Help

E;H_,

Suss  PriaSonss  Fupent

B -

Dhird R

Easidt

! ]
Unie on

Copr

« o Fed =]

Fagta Paurrnic LT Fem (1%}

%= Import Wizard

Wiew to perform alternate action upon.
I+ Wigw raw bar code scanner data

™ Wiew venfied bar code scanner data.

- Follow the steps below to impor bar code data
Step 10 Fedd | Bar code scanner
Step 2 [feti ]| Bar code scanner data.
Step 3 _4ocepl | Verified data,

Altemate Actions
Print | Urwvenfied data
Delete | Unvenfied data.
Werify | Modified data;

Activity Marne  Units

Serice Date: SSN

Erros
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When you see the Import Wizard Screen click the Insert button.

AlM Hosted: User is Acting as provides: ATM Training - [Barcode Scanner]

[ FAle Edt Locabe Screens Options Window Help

¢ 8 o B = | % - of I ’ = B B4 pa
s Sumy Prist Scrges  Rypem L=l Dhits Rye Whade: =} Capy Pacty w2 Pegromr LT Fiem Bust

@ fm ft wjzam  Follow the steps below to impon bar code data — - Altermate Actions
~Wiew to perform alternate action upon. —, | Step 1:__Fedd | Bar code scanner Frint | Unverified data.

% “iew raw bar code scanner data Stap 2 _Impont | Bar code scanner data. Delete | Unverified data.

™ Wiew verifiad bar code scanner data. Step 3 _Socepl | Venfied data. Werify | Modified data.
Activity Mame  Units Senice Date SEN Enmor

- 00000000 | - -

AIM is now ready for you to begin scanning.

CA00%  © 200% [ Show Rulers

- Home Delvered Me

Act Barcode: ||} IEININ W 520520
| 19) 20 21) 22| 23] 24| 25| 26] 27| 28] 29| 30| 3

118 200 29] 23] 23 241 25] 26y 27 26) 26 30/ 3
il 18] 20 21 22| 23 24| 25| 28] 27| 28] 29] 30| 3

o First Scan the Activity.

e Then press tab and key in the number of units.
o Presstab and key in the date.

e Press tab and scan the client’s unique ID.
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Zoom
Percent: [ID0 = # Custom  30% 1 E5%

Page 1 o1 Activity Roster for: AlM Training
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Start Date: July, 03 2008 Instructor:
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e 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.
o 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.

AlM Hosted: User s Acting as provider: AD Training - [Barcode Scanner]

[5 Fle Edt Locate Scresns Options Window Help

m 3] fdh = i : of i ) 4 B it ]
| [= Sy Prist Bqrian g bapirn Criberts Flui Lhda (=3 Conpy [T Pagern M Fam Lum
ﬁ Im 'r'f I*Wzard - Follow the steps below to impor bar coda data Altamate Actions
View to perform altemnate action upon. Step 1:_7..0 | Bar code scanner _Print_| Unverified data,
+ ‘igw raw bar code scanner data Step 2 _Impon_| Bar code scanner data, | _Delete | Unvernified data,
I~ Wiew verified bar code scanner data. Step 3 Accen | Verified data, Waiify |Mudiﬁed data
Activily Name Units Service Date  SSN Errar
a0E20 10.00 010172008 |DOE02-2600 |
a0E20 10.00 010172008 HT-01-2203A |
0620 10.00 010172008 [Z4N-01-01034, |
50820 | 1000 01012008 |DOED2-2800 |

mmm--—_

e 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.

e 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.

o 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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ﬁ 'fm r't w’zard -Follow the steps balow to impon bar code data -Altermate Actions —

Wiew 1o perform altemate action upon. Step 1;_F | Bar code scanner Print_| Unwverified data.

+ Wigw raw bar code scanner data Step 2 _Import | Bar code scanner data, | _Delete | Unvenfied data,
" Niew verified bar code scanner data, Step 3. _Accept | Verified data. | [Warify || Modified data,
trily Mame  Units Service Date  SEN Eimor

01012008 |DOE-02-2800 [[Adaptive Sener Anyw |Primeary key for table ‘scanner_base’ is nol uni
19.00 01012008 HIT-01-22034  [Adaptive Saiver AnywherslPimany key for table ‘scanner_basa’ i& nol o
IQIBEI'B} 1900 D1/012008 [AN01-01034 [Adapive Server Anywhere]Primary key for table ‘scanner_base™is not uni

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

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

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

ﬁ Im 'rt w,zard -Follow the steps below ta import bar code data — | - Altemate Actions

- View o perform altemate action upon. Step 1.__Fe:d | Bar code scanner. __Pont_| Unvenfied data,
% Wiew riw bar code scanner data Step 2 _Import | Bar code scanner data | Delete | Unvenfied data
T \iaw verified bar code scanner data. Step 3 _Accen I".I"Eﬁﬁed data, : arify |Huﬁ'|'ied data

Actvity Mame. Unifs Sermce Date  SSN Emaor
200 01A01/2008 P(KK 000675 i.ﬂ.-:lapwe Server Anywhere|ho pamary Key value for foreign key ‘clent_ba;

o Nonexistent client IDs often occur from the use of old activity rosters.

e You will see the message that there is no primary key value for a foreign key.

e 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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¢ Group Activity Quick Find w/Date Range

Activity Description Activity Group Program Groug Funding Mapis Group Activit -
comiSSimemariali A rearvicle A A6 Training Hl:erIE! Delivered MedStudent 2
coti drsging Service Aging Zervices Inc. Al Training oAA-IE Caregiver Respite CStudent 7
InciCarediver
cotf 4rhging =ervices,  Aging Services Inc. Al Training MR O8I Eligabl Carediver Respite CStudent &
Incicaregiver respite
cotM 2fduncin Altd Training Al Training QA JIE Caregiver Counzelir A Training ——
gpri dfnarmany Areavvide A58 At Training oAA-IE Caregiver Respite CStudent 5
-
1| | 3
Find: || - Type of .S.ean::h
& Artivity
0K Cancel " Activity Group
Retri Data F 01/01/1900 " Program
etrieve Data From: - .
J " Funding Source

Retrieve Data To: 07 0272014 j

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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¢ Group Activity Quick Find w/Date Range

Activity Description Activity Group Program Groug Funding Mapis Group Activit -
comiSshnemarizal! Areawicde 400 Al Training H-:nrnEe Delivered MegStudent 2
coti drsging Service Aging Zervices Inc. Al Training oAA-IE Caregiver Respite CStudent 7
InciCarediver
cotf 4rhging =ervices,  Aging Services Inc. Al Training MR O8I Eligabl Carediver Respite CStudent &
Incicaregiver respite
cotM 2fduncin Altd Training Al Training QA JIE Caregiver Counzelir A Training ——
gpri dfnarmany Areavvide A58 At Training oAA-IE Caregiver Respite CStudent 5

-
1| | 3
Find: || - Type of .S.ean::h _
& Artivity
0K Cancel " Activity Group
Retri Data F 01/01/1900 " Program
etrieve Data From: - .
J " Funding Source

Retrieve Data To: 07 0272014 j

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

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

e You will see a blank gray screen.
o Click the insert button.

e Next you will see a service insert confirmation screen. Click OK.

AIM Hosted: User i= Acting o8 provider: ATM Tradning - [Group Activity Entry Screen ]

O Fle Bt Locste Scresrs Ophons  Window  Melp
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w55/ CtherBread Crumb o300 [ 100 - ]| ]|
Purpose Event Comment
|
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You have entered a group service record.

e 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.

e Use Purpose and Event Comment to record specific details that are helpful for
planning similar events.

e Unlike services entered for individual client records, more than one group service
can be entered for the same day.

e 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

e Be sure to click save and then close the screen when you finish your entry for
that group activity.

o Repeat the steps for as many group services you have to enter.

Group Insertion Error

¢ Group Activity Quick Find w/Date Range
Activity Drescription Activity Group Program Group Funding Mapis Group Activit =

comiaaimemariald Areanvicle So0 AlM Training Home Delivered Medstudent 2

coti 4raging Service Aging Services Inc. Al Training oaA-IE Caregiver Respite CStudent 7
InciCaregiver
cotf 4rhging =ervices,  Aging Services Inc. Al Training MR O8I Eligabl Carediver Respite CStudent &
Incicaregiver respite
cotM 2fduncin Altd Training Al Training QA JIE Caregiver Counzelir A Training ——
gpri dfnarmany Areavvide A58 At Training oAA-IE Caregiver Respite CStudent 5

-
1| | 3
Find: | - Type of Search

I & Artivity
0K Cancel " Activity Group

" Program

Retrieve Data Frorm: (01011900 j ~ Funding S
unding Source

Retrieve Data To: 07 0272014 j
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Clicking Cancel at the Group Service list interrupts the service insert process.

e The only way to proceed with entering services is to click OK.
e If you click Cancel

e Click Close

« Start from the beginning

Inserktion Error |

Wou can nok insert an event because vou have reached an
! unexpected insertion error (no group ackivities), Please go to
Screens, Activity, Activiky Setup to create vour Ackivities,

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

e Click OK
o Click Close.
o Start from the beginning.

Delete Process

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

o Start either service by client or activity.

« Enter a date range that includes the service record you want to delete.
e Click OK.

o Click the date field of the service you want to delete.

e 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.

Inserk Error |

I-". | You have atkempted to insert a duplicate service record, Mo
k. 4 record inserted

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:

o Use a different service date
e Increase the number of units on the existing entry.
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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.

e 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.

e 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.

e 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.

e 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.

e 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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Last Name: First Mame Assessment Date:  Next Assess Date Aszessment Type Reason for Closure
[Hitchpost [Gallup [ 1omizois [ 03s02015 [03A2012 =1
Leagal Guardian | Pravider l R nent? Interiew Info Referral Source
Doctor Mame: ini
——— JAlM Trairing Bagan: 1000 Ended: 1000 st e First Name  Middle Name Relationship

Doctor Phone 12 ) - )

e Initial Contact Date Al Entry Date | [ | |

edicai
l 0/00/0000 hBMZ‘M 13:11 Home Phone l()— Cell Phore: {1 -
Medicare # Interview Date Data Entry Staff Initials
Assessor hd EU!UEI/UEIUEI Email: |
¥ Lock Assessment Answers
Assessment 1 0f2

Category Question Answer
Intake Supplemental Participates in similar program? Yes see client info screen i3
‘fes: Meal Site or Independent Sr Center
Directions to Home? es (Click the Other Info Button in Client Screen
Mo

Marital Status? Mlarried

Widowed

Single, never married

Unknawin
Residence? Private

RCF or Group Home

Mursing Home
Other
Own Multiple Dwelling (Apartment/Conda)

Rent Multiple Dwelling (Aparttment/Conda)

Household Composition? Alone
WiSpouse
WiChildren

__ WAREEfivEs

Combined Soore: 20 Category Scores || View Citeria_ |

Geneal | Medeal | Medication | dtficaion | View Graph |

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.

e 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
guestion 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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- Quick Link
bssessment | [ Cheniciily | Custom Scieen 1| RosterbyClient|  Walnglit |  Authorzatons | Refenal |
History | Care Needs | Emlmﬁcmn§ Owners ] Income Sre i Income Connt I DOther Info |

Once inside the client record click the Assessment quick link button which is located at
the upper left end.

Mo Assessments E |

i - 1 There are no assessments Far this client, if wou wauld like bo add
! ' one now please press CF

O I Cancel

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

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

Enter the date of the Assessment. <
Please Mate: All ather records based from this  [f e
assessment will reflect this Assessment Date. Wliddle M
00000000 R Doctor M
Doctor Pho
Ok Doctor Pha
Medic:

Acsessment 1 ¢

v Lock Assessment Answers

o 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.

Last Marme; First Marne Assessment Date:  Mext Assess Date:  Assessment Type Reason for Clasure
[Hitchpast [Gallup | womzme | o3siems [osazoz =
Leagal Guardian: | Provider R nent? Interview Info Referral Source
Doctor Mame: ) . -
T 11 UG Eegan.bU oo Ended: DU-UU Last Mame First Mame Middle MName Relationship
Doctor Phone 1:00 ) -
S Initial Contact Date  AlM Entry Date | | | |
[2IEED EU/UEI/UEIUEI 61214 1311
Medicare & p . Home Phone: |( ) - Cell Phone:Jl ) -
(L Interview Date Data Entry Staff Initials
Assessor = ﬁgmgmmg Ernail: |
¥ Lock Assessment Answers
Azsessment 1 of 2

Category Question Answer
Intake Supplemental Participates in similar program? Yes see client info screen Mo

Yes: Meal Site or Independent Sr Center
Directions to Home? Yes (Click the Other Info Button in Client Screen
Mo
Marital Status? Married

Widowed

Single, never married
Unknaown
Residence? Private
RCF or Group Home
Nursing Home
Other
Own Multiple Dwelling (Apartment/Condo)

Rent Multiple Dwelling (Apartment/Condo)

Household Composition? Alone
WiSpouse
W/Children

Combined Score: 20

General | Medical | Medication | Justific.ation | View Graph | Category Scores | View Criteria |

e 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:

o Open the client’'s assessment screen.
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e Click the Insert button in the tool bar.

o Enter the date of the assessment and click OK.

e Click the box next to Lock Assessment Answers to remove the check mark.

e 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.

e 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.

e When you are finished click Save and Close

At the bottom of the Assessment screen are some additional quick link buttons.

‘ General | Medical | Medication I Justification I Wiew Graph I Combined Score: 20 Category Scores | View Criteria |

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

The two buttons to the right are:

I Assessment Category Score
Mutritional Health 12.00
Activities of Daily Living (ADLAADL) =.00
Intake Supplemental 0a
Eligibility 0o
Combined Score: 20.00

Category Scores button which provides a combined score breakdown.
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| Category Question B

Ilntake Supplemental In the last 2 weeks have you had little interest/pleasure in doing " Yes

Ilntake Supplemental In the last 2 weeks have you felt down, sad or hopeless? Yes

Ilntake Supplemental Grandparent raising grandchildiren) Yes. (See client scre

llntake Supplemental Are you a primary caregiver? Yes.
ctivities of Daily Living (ADLAADL) Oressing (ADL) Some assist/supervis
ctivities of Daily Living (ADLAADL) Bathing (ADL) Can't do at all (3)
ctivities of Daily Living (ADLAADL) Transferring (ADL) Cant do at all (3)
ctivities of Daily Living (ADLAADL) Walking (ADL) Mo assistance [0)
ctivities of Daily Living (ADLAADL) Transportation (1ADL) Mo assistance [0)
ctivities of Daily Living (ADLAADL) Prepare Meals (1ADL) Mo assistance [0)
ctivities of Daily Living (ADLAADL) Light Housekeeping (1ADL) Sorme assist/supervis
ctivities of Daily Living (ADLAADL) Shopping (1ADL) Some assist/supervis

Mutritional Health lliness made change in amount or kind of food Yes (2 —

INutritinnaI Health Fewer than 2 meals/day Yes (3)

'Nutritinnal Health Eat Few Fruits or “eq. or Milk products/day Yes (2 I

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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Enter and Update a Referral

Open a client screen

From a client record click the Referral Button

H Insert First Record |

f '-I There are currently no referrals For this client, wouold wou like to I
! ' insert a referral now?

1
||||||||||||| T o

« If a message that says there is no referral Click Yes
o If there is already a referral AIM will open a referral screen. Click the Insert
button in the tool bar.

% Provider Quickfind

Frovider Marne Agency Executive
|F'anhand|e Cauncil |F'atti Feins
Fap's Chili Fixing (Mot AWM user) I
|F'rujen:t Heart |Chris Harden
|F'rujen:t Heart of EQDD |Chris Harden
|Reﬁera| Test (Mot AIM user) ITest Guy
|Respite =10 |Elean|:|r Kurtz
|Rura| Health - OEDA |Le::|na Ferry
|Rura| Health Projects, Inc. }Jarae Fuls
|SAC Mutrition Program |R|:|nda Lasiter
Find: IF"3'| - Type of Search

i+ Provider Mame

oK Cancel | | Senices Provided
" Provider Fip Code
" Provider County
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Select the Agency you are referring a client to and Click OK

y - 5
| i Select service from list below.

Service Comment

Chili Con Artist

A soon as you think you ate it you didn't

oK

Select the Service you are referring the client for and Click OK

Your selection is entered

e 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.

e The service plan is used by the provider receiving the referral
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This client has 6 Referrals for 5 Provider(s). You are viewing Referral: 1

Client Name (last, first middle) Referred By Provider Referred-To Prowvider
Hitchpost, Gallup Training P\IM Training Fop's Chili Fixins (Mot Al user)

Referral 1 of 6 for this Provider

; Service Plan
Referred for Service Referral Date:  Tatal Units: Freguency: Start: End:
[Chili Con Artist | 05m2/2014 | [* oo ~|po/mo/m000 | jpo/0/0000 ~|
Disposition of Action Pending Disposition Action Date
[New Referral = | oemdzo14 Provider Order: |Sorted El

Sepcial Circumstances

Message Center

« The Disposition of Action Pending defaults to 'New Referral' when inserted. Itis
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.

« Aclient 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.

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

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

e Click save. You have completed a referral

Providers receiving referrals

e Run afresh referral list which is the OKC124 report.

e Open the client screen of one of the clients on the list.

e 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.

e When the receiving provider opens the referral screen and founds the specific
referral record of interest perform the following actions:
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e Select the appropriate disposition of action pending.

o 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.
o Insert areferral for a second provider
e Insert a referral for a second service for the same provider

Potential issues:

% Select service from list below.

Semce Cammeant

« 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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Open an Employee Record

Begin by opening AIM to the initial AIM screen then click Screens > click Employee

AIM Hosted: User is Acting as provider: AIM Tra

File Edit Locate |D|:|I:i|:|n5 Window  Help

“ i B Client 3
Close Zave GHOUp Service De
Ackivity Setup
Rosker by Ackivity

Roster Service Enkry
Info and Referral

Merge Clients
Assign Clients
Mainkenance k

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

AIM Hosted: User is Acting as provider: AIM Tra

File Edit Locate |D|:|I:i|:|n5 Window  Help

“ i B Client 3
Close Zave GHOUp Service De
Ackivity Setup
Rosker by Ackivity

Roster Service Enkry
Info and Referral

Merge Clients
Assign Clients
Mainkenance k

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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¢ Employee Quick Find

=EN Last Mame First Mame Lser Id
TOO-01-10045  |Aide ]
[TO0-00-27304  [Student 1 | IMSTD

Find: || Type of Search
&+ Mame

1] Cancel " S5N
= LUsger D

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

e A User is an employee who has been assigned a User ID and password in order
to access the information in the database.

o 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.

e 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.

SSM: Last Mame: First Marme: Widdle MName:  Job Title: DOB: Sex
| TOO-00-27304 [Student 1 | | f4lt Training | 091441952 |Female =|
— Contact Information
Address1: | Home Phone: I(j—
Address2:| E. Contact Phone: ||: -
City: | E. Contact Name: |
State: | Oklahoma = Zip | - User ID AIMSTDN
E-Mail |
Start Date: | 10/23/2009 Pay Grade:]  Skill Set: | ¥ I Operatar Status:
Emplayer f Owning Agency Permission M Is Assessor |'F Active
[Student 1 | |ReadfnritesDelete | M s Caze Warker " Inactive
Employee Camments Employer Comments

User Last Login Time: | 08159414 18:01:00:000
Password Created On: | DB/18/14 11:58:35:000
Password Failed Login Attermpts: I 0

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

|
il % Employee ID Entry Screen

_ Enter the new Employee's ID or
. push "Generate |ID".

| -

Search [Fenerate & Continue | Cancel |

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 Generals butlon to create & new chent recornd.
Click the Make Onwner button to becoms an owner of the highlighted record.
Click the Cancel bation to exill this screen making no changes.

Generate | Make Crwmer | Cancel

Click the Generate button.

AIM Hosted: User is Acting as provider: Student 1 - [Employee - Unknown]

2 File Edit Locate Screens  Options  Window  Help

” = B o B = % O e B o4 o« BB
Cloze Fave Print Screen Report Inzert Delete Rec Unda Cut Copy Paste Gick Find Previous Plext Firzt |
SSN: Last Mame: First Marme: Middle Mame:  Job Title: DOE: Sex:
| TO0-01-10045 | | | | | D0AD0A0000 | =]

— Contact Information

Address1:| Home F'hnne:l[ 1 -
Address2:| E. Contact Phone: |[ 1 -

City: | E. Contact Name: |
State: | | Zip: | - User D
E-hdail |
Start Date: | 00000000 Pay Grade: I— Skill Set: | I Is Operatar Status:
Employer / Ouwning Agency Permission I s Assessor |5' Active
|Student 1 =l | I 1z Case Worker " Inactive
Employes Comments Emplayer Comments

User Last Login Time: | 000000 00:00:00:000
Password Created On:l 000100 00:00:00:000

FPassword Failed Login Attempts: I

AIM will produce a new blank employee screen.

You need to complete the following.

84



Employee management

SSN: Last Mame: First Marme: Middle Mame:  Job Title: DOB: Sk
[00-01- 10045 BRE [Kaal | [Class Evaluatar [ oo/o0/moo0 | |
— Contact Information
Address1: | Home Phone: [i 3 -
Address2: | E. Contact Phone: I(]l—
City: | E. Contact Name: |
State: | | Zip | - User D
E-hail |
Start Date: Im Pay Grade: I— Skill Set: | I Is Operator Status:
Employer / Owning Agency Fermission V' |5 Assessor £+ Active
[Student 1 =l ~] T Iz Case Worker |© Inactive
Employes Comments Employver Commerts

User Last Login Time: | 00/00/00 00:00:00:000
Password Created On: | 00/00/00 00:00:00:000

Password Failed Login Atternpts: I

e 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.

o Enter the person’s job title. For example Case Worker, Cook or Planner.
o All other personal information for employee is optional.
« Look to the lower right of the employee screen. Status is already set to Active.
e 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.
e 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 wamn 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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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 AlIM, 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 ldentification screen.
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Azzeszment I Client Activity I Custom Screen 1 I Roster by Client | ' aiting List

History I Care Meeds I Cusgtom Screen 2 I Owners | |ncome Src

Expenditure (Cost) Report

—Expenditure Report Identification}
Frovider Marme AA8 Marne Fepared By Ending Date
[ - | = ~| bomomooce]
Report Range Report Manth Report Fiscal Year Last Updated
| | | | | ~| poooooon v

After you complete the entries for the Expenditure Report Identification
Click the Custom Screen 1 Button above

Make all the appropriate selections/entries in each field.

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

o 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.

o The ending date will always be the last date of the month for which expenditures
are being entered.

o Report range will always be Monthly.

e Report month is the name of the month expenditures are being entered for.

o Report Fiscal Year is the Federal Fiscal Year.

e 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.

column.

| S56C Expenditure Report Details |

- Pragram

Tl SEmice QAA Title l Expenditures {$) By Part {(Federal Funds) [

Expenditure | [ Tatal Title IIl | B Il & Il c2 i D Il E Received
Personal Services: Em .00 §.00 §.00 §.00
Homemaker: $.00 00 500 $.00 $.00
Chore: §.00 .00 §.00 §.00 §.00
Horne Delivered Meals: §.00 .00 §.00 |$.DD §.00
Adult Daycare: §.00 .00 5.00 §.00 §.00
Case Management: §.00 .00 §.00 §.00 §.00
Congregate Meals: $.00 .00 §.00 §.00 §.00
Nutrition Counseling: $.00 .00 §.00 §.00 §.00 |$.DD §.00
Agsisted Transportation: §.00 .00 §.00 §.00 §.00
Transportation: §.00 .00 §.00 §.00 §.00
Legal Assistance: §.00 00 5.00 $.00 $.00
Mutrition Education: %.00 00 500 $.00 |5.00 |5.00 $.00
Information and Assistance: §.00 .00 §.00 §.00 §.00
Outreach: §.00 00 §.00 $.00 |5.00 | 5.00 $.00
Advocacy and Representation: $.00 | .00 §.00 §.00 §.00 §.00 §.00
Education and Training: §.00 .00 §.00 §.00 §.00 §.00 §.00
Health Promotion: §.00 .00 §.00 §.00 §.00 §.00 §.00
Home Repoair: $.00 .00 §.00 $.00 §.00 §.00 §.00
Coordination of Services: $.00 .00 §.00 §.00 §.00 §.00 §.00
CG-Counsel/Suprt Grps,/CG Train: §.00 .00 $.00 $.00
CG-Respite Care: §.00 .00 5.00 §.00
CG-Supplemental Services: $.00 .00 5.00 §.00
CG-Access Assistance: §.00 .00 5.00 §.00
CG-Information Services: §.00 .00 5.00 §.00
GP-Counsel/Suprt Grps/CG Train: $.00 .00 $.00 $.00
GP-Respite Care: $.00 .00 5.00 §.00

Note the headings of each

o 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 111 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 Il is in
Red that means the Total Title Il 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 111 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 ldentification screen.

If you are making updates to you expenditure entries:

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

S
¢ Client Quick Find Ed |
Client ID Last Mame First Mame Middle Mame Status Date of EI;'
—  |F5B-C1-04931 1007 INCOG [hanthly {Active [12/31/2013_
[Fe6-C1-01285  |1007 NCOG tonthly {ctive /3042013
pa  |FaB-AD-91421 1007 NCOG |AAA Stafing Active [11/11/1811
~ |FeB-C101279 1007 NCOG tonthly {ctive 713142013
[Fe6-AD-914399 1007 NCOG |84 Stafing Active [11/11/1811
: [FE6-00-72346  |1007 NCOG [Quarterly {ctive /3042011
[Fe6-A0-91420 1007 NCOG |A8A Stafing  Active [11/11/1811
; [Fe6-C1-03100 1007 NCOG tonthly {ctive [11/30/2013
—  |FeB-CO-92855 1007 NCOG [Quarterly {Active /3042012
th 4| | _’l—l
2€ ming ~Type of Search
I & Client Mame(Last First)
oK Cancel
" Client ID
Show Active Clients Only ™

o After opening AIM, click Screens>Client>Client Info.

e On the Quick find list the DOB column corresponds with the Ending Date.
o The middle name column is the type of report (quarterly, monthly, etc).

e Click on the report for the correct ending date and click OK.

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

e Click the Client Custom 1 button.

o Enter the appropriate changes.

o Click the Save button then click the Close button.

« In the identification screen ensure that the Last Updated date is the current date
e 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

S
¢ Client Quick Find | x| |
Client ID Last Mame First Mame Middle Mame Status Date of Elﬂ
— |Fe6-C1-04931 1007 NCOG tonthly {ctive [12/31/2013_4
[Fe6-C1-01285 1007 NCOG [Manthly {Active 19/30/2013
pa |Fe6-A0-91421 1007 NCOG [2AL Staffing  JActive [11/11/1811
~ FEB-C1-01279 1007 NCOG [hanthly {Active [7/31/2013
[Fe6-40-91499 1007 NCOG [2AL Staffing  JActive [11/11/1811
: [Fe6-00-72346 1007 NCOG [Quarterly {Active /3072011
[Fe6-40-91420 1007 NCOG [2AL Staffing  JActive [11/11/1811
} [Fe6-C1-03100 1007 NCOG [hanthly {Active [11/30/2013
— |FsB-CcO92855 [1007 NCOG [Quarterly {ctive /3012012
th -
¢ Find: ~Type of Search
I # Client Mame(lLast First)
1] 4 Cancel
" Client ID
Show Active Clients Only [

Open any record. Click the Insert button inn the tool bar. Click Generate at the bottm
ofnthe search screen.
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LIL B LR

Agzezzment | Chent Auctivity | Custom Screen 1 | Roster by Chent | Wwiaiting List

Hiztory | Care Meed: | Cusztom Screen 2 | hwners | Ihzome Sio

Annual AAA Staffing Report

To be Completed Each October

— Staffing Report Identification |

Pravider Mame Abb Name Fepared By

- | = =

Select Staffing Report Last Updated Ending Date
| [00/00/0000 Q000000 (Always 30 September of the report year)

After you complete the entries for the Staffing Report Identification
Click the Custom Screen 2 Button above

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.

S56A AAA Staffing Report Details

Aas Name: | AEG_—G—_
Federal Fiscal year: |:I

AdA Staff ALS, Staff Total Providers
Total FTEs Minarity FTEs —

Tatal Murnber of Providers
CAgency ExecutiveManagerment Staff Total Murnber of Minarity Providers

Total Mumber of Rural Providers

A. Planning Functional Responsibilities |

[N —

. Paid Professional Staff by Functionality

B. Development 8. Flanning-Includes needs assessment, plan developrment, budgeting/rescource
. Administration analysis, service inventories, standards development and policy analysis.

B. Development--Includes public education, resource development, training

0. Service Delivery ; et T
and education, research and dewelopment and legislative activites.

E. Access/Care Coordination

C. Administration--Includes bidding, contract negaotiation, reporting,

F. Other reimbursement, accounting, auditing, manitaring and guality assurance.
3. Clerical/Support Staff D. Service Delivery—-Includes those activities assaciated with the direct provision
4. volunteers of a service which meets the needs of an individual older person and/or caregiver.

E. Access/Care Coordinator-Includes outreach, screening, assessment,
case management and [&R.

Cormmunity Focal Points and Senior Centers

1. Total number of focal points designated under section 306(a)(3) of the Act in operation last year
1(a). Of the total nurber of focal poin in item 1 abowe, how many were senior centers?

2. Total number of senior centers in your PSA in the past year
2(a). Of the senior centers in itermn 2 above, how many received Q&2 funds during the past Federal Fiscal year
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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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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.

e Inaccurate un-duplicated client count.

e Services entered twice.

e Inaccurate number of services.

e Confusion about which information is correct.

o Assessments entered unnecessarily.

e Thousands of useless records that the database must evaluate every time a
report is run.

Eliminating the duplicates is normally a lengthy process.

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

Adh Duplicates

Unigque Id Last Marme First Mame Birth Date Race Code Gender City Pravider List
[Tooooge49] DoE MEEDSOME 2/28/1923 Cither Iale HOWE 0802,991;
[TO0010993: DOE MEEDSOME 242841923 Other Iale HOWE falalala]

e 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.

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

e 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 itis
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.

AIM Hosted: User is Acting as provider: AIM Trai

File Edit Locate

Cptions  Window  Help

J|

e

Clase
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Client 3
Group Service

Ackivity Setup

Rosker by Ackivity
Roskter Service Entry
Info and Referral
Emploves

Bssign Clients
Mainkenance g

Click Screens>Merge Clients

¢ Merge Client Wizard Pick Client to Keep

%

Dele

Select Client

Cancel

Select the client you want to keep from the client quickfind.

Mo client selected, the client's name will appear here when one is selected.

[{ent ==

Click Select Client




Duplicate Clients

* Client Quick Find | x| |

Client 1D Last Mame First Mame Middle Mame Status Date DfEI;|

[TO0-01-07628 | | | Jactive |

[TO0-01-07627 | | | {Active |

[TO0-01-07601 | | | factive |

[TO0-01-07626 | | | i ctive |

[TO0-01-07623 | | | {Active |

[TO0-01-07624 | | | fisctive |

[TO0-01-07597 | | | | —

{Active
TOO-00-93497 Active
00-01-09355

-
1| | b

Fing: I - Type I:I.f =earch .
& Client Mame(Last,First)

1].4 Cancel

= Client ID
Show Active Clients Only I

« Click on the name of the duplicate client you intend to keep.

e Itisvery important that you go by the ID Number and not just the name to
ensure you are selecting the correct one.

e Click OK.

% Merge Client Wizard Pick Client to Keep

Select the client you want to keep from the client quickfind.

Select Client

Coe, Needsome

Cancel Mext ==
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e The screen will show the name of the client you selected but not the ID. Click
Next.

* Merge Client Wizard Pick Client to Remove

Select the client you want to remove once the merge is
completed.

Select Client

Mo client selected, the client's name will appear here when one is selected.

<< Previous Cancel [Mewt == |

e Click Select Client.

* Client Quick Find Ed |
Client ID Last Mame First Mame Middle Marme Status Date of EI;'
[To0-01-07601 | | | {Active |
[TO0-01-07626 | | | factive |
[TO0-01-07623 | | | factive |
[TO0-01-07624 | | | factive |
[T00-01-07597 | | | factive |
[TO0-00-98497  |Doe [Needsome | {Active [2/25/1923
D0-01-07625  |Dreddie Freddie Active 111977
[HIT-01-22034  |Hitchpost [Gallup [Training factive 172211903
<| i B

Eind: I - Type I:I.f =earch .
& Client Mame(Last First)

1] 4 Cancel

" Client ID
Show Active Clients Only [
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e Click on the name of the duplicate client you intend AIM to remove when the
merge process is complete.
e Click OK.

* Merge Client Wizard Pick Client to Remove

Select the client you want to remove once the merge is
completed.

Select Client

Doe, Needsome

<< Previous Cancel Mext ==

e Click Next.

o If there are no service conflicts there will be a Message stating so with the rest of
the window blank.

e Click Next.

* Merge Client Wizard - Service Conflict

There are service unit conflicts between the two selected
clients, select a resolution method below, then click next to
continue.

 Merge (sum units) conflicting service
" Keep units from first client
" Keep units from second client

~ Keep newest (last updated) units

=< Previous Cancel Mext ==

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.

e In most cases, service conflicts are the result of duplicate service entries.
Therefore | 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.

% Merge Client Wizard - Assessment Conflict

There are assessment conflicts between the two selected
clients, select a resolution method below, then click next to
continue.

 Keep assessments from first client
 Keep assessments from second client

 Keep newest (last updated) assessments

<< Previous Cancel [ext ==

If there are assessment conflicts you will see three choices.

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

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

e 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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“# Merge Client Wizard - Final Step

The two clients you selected are now ready to be merged.
Please click on Finish to complete this process.

<< Previous Cancel Finish

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.

' Merge Client Wizard - Final Step

Client merge complete, you have successfully merged the
clients.

Client Merge Wizard Complete |

i . 1 The client merge process has completed, when vou click on OF the
! ' Merge Client Wizard will clase also,

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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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- AIMO1C
SUBJECT: Activity Naming Standard for the Oklahoma AIM Database (rev)

Effective immediately Information Memo 2007 — AIMO1B is amended. AIMO1C
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 WORKSs 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 Carneqie 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 - 1&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 Mclntosh 72 Tulsa

21 Delaware A7 Major 73 Wagoner

22 Dewey A8 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 |
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- AIMO3A
SUBJECT: Client ID Standard Format

Effective immediately Information Memo 2007 — AIMO03 is amended as follows. AIMO3A
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- AIMO5
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
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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 - AIMO7
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 AlIM:
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 11l 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- AIMO8(A)
SUBJECT: S38 Implementation In AIM (rev)

Effective immediately Information Memo 2009 — AIMO0S8 is amended . AIMO8(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 — AIMO1C. 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 — AIMO1B

This requirement comes as a result of the NAPIS Task Force decision to automate the
s38 meal count report in the AIM database system.

110



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.

OKADOQO01 -- (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
List of Clients with Caseworkers and Assessment Dates

Run on: AlIM Training

Run By:, Instructor

From 1/1/2013 To 10/29/2013

Red is Overdue

Assessment
Caseworker Client Address Last HNext
Student B, hdm/39/ma and pas‘home made bananas
Active  Mills, Don 1 Single Lane  Adair 74330 man - 0u 3 083013
Student12, hdm/A5/ma and pas’/home made bananas
Active  Doe, Needsome One Buck Ln SDFSDFASDFE Shawnee 74804 (405) 129-3954 10/08i13 04706014
Active  Hitchpost, Gallup 212 Stahle Addington 799595 (918) A39-1212 1000313 04/0601 4

OKAOQO03 -- (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.

112



Reports

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
Monthly List of Clients and Assessment Dates
For Clients Served 2 Months Previous the Current Month
AIM Training
Home Delivered Meals
Projected
Assessment Assessment
Site MName Date Date
ma arnd pass’

Hitchpost, Gallup 04/01,/2012 09/28/2012
Mills, Dan 01/01,/2013 05,/30/2013

OKAOQ04 -- (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:

Nutrition Risk Summary By Meal Type

Run By: Instructor,

Fun on: AIM Training

Meal Type Q1 Q2 Q3 Q4 Q5 Q& Q7 [ol] Q9 Q10 High Maderate Loy
Home Delivered Meals 13 12 2 a 7 5 12 6 0 3 11 9 5
Total Clients: 13 12 2 9 7 a 12 6 1] 3 11 9 5

OKAOQ05 -- (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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Individual's Nutrition Risk By Meal Type
| Run On: AIM Training

Fun By Instructor,

Gl Q2 Q3 04 05 QF OF Q8 09 QIO Total  Risk Grade

Home Delivered Meals

Doe, Meedsome u] a u] u] a a u] u] u] u] u] L
Hitchpost, Gallup u] 3 0 0 2 u] 1 u] u] 7
Phipps, Loren 0 0 ] ] 0 0 ] 0 0 0 0 L
L i) H
Tatal Yes Far Home Delivered Meals: u] 1 0 u] 1 0 1 1 0 u] Total Type Risk: 2 u] 1

OKADOQ06 -- (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
guestions 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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Assessment Questions Not Answered

For Gallup Hitchpost, Female Age: 110

Category Question
Activities of Daily Living (ADL)
Money Mgmt:
Prepare Meals
Shopping

Medication Mgmt
Heawvy Housekeeping
Transportation
Light Housekeeping
Telephone Lse
Mutritional Health
Eat Few Fruits or “eq. or Milk products/day
Lost/Gained 10+ |bs In & mo
Mot ahways able 1o shop or cook or feed self,

OKAOQQ7 -- (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
OKAO001. OKAOO3, OKA012
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SAMPLE
Client Information and Assessment Details
AIM Training
Client 1D Name Minority Status Birth Date  Gender Last Assessment
HitD12203 Hitchpost, G: Agian, Non-Hisapnic 1/22/1003 F 10/8/2013
Married: Unknown Spouse: Case Worker: Studentlz2
Special Eligibility: # in Househald: 1 CareReceiver¥  CareGiver [
Home Phone: 9186391212
Mailing Address: 212 Stable, Contact Phone:
Addington, Ok 79999 Contact MName:
County: Jefferson Rural srea [ Contact Relationship:
| Latest Detailed Assessment Information

Intake Supplemental
Marital Status?,  Widowed
Household Composition?,  Alone
Poverty?, Below
Mutritional Health
lliness made change in amount or kind of food, Mo (00
Fewer than 2 meals/day, Yes (3)
Drink 3 or more beers or liguor or wine/fday, MNo {0}
ToothMouth makes hard to eat,  Yes (2)
Mot ahways enough money 1o buy food, Mo (0}
Eat alone mostof time,  Yes (1)
Take 2 or more prescribed or OTC drugs/day, Yes (1)
Activities of Daily Living (ADL)
Dressing, Can'tdo atall {30
Bathing, Can'tdoatall {3)
Eating, Sorme assist/supervision (2)
Transferring, Can'tdo at all {3)
Toileting, Some assist/supervision 23
Walking, Can'tdoatall (3

Instrumental Activities of Daily Living {

Shopping, Can'tDo at All
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Client Signature Date:

Aggessor Signature Date;

OKAOQ08 -- (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 OKAO0Q7 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 OKAQQ7

OKAOQQ9 -- (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 OKAOQ7 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 OKA0Q7

OKADO010 -- (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
OKAOO07 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 OKAQQ7

OKAO011 -- (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 OKAO0O7 for more specific details.

SAMPLE: For a sample see OKAQQO7

OKAO012 -- (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:
Clients Listed By Latest Assessment and Provider Responsibility

Home Delivered Meals

Name DoB Gender Address Phone

#ssassment Date: [10/08/2013
Provider: F.tudent 12

Hitchpost, Gallup 01/22/1903  Female 212 Stable Addington 79999 (918) 638-1212

Assessment Date: i 1/01/2013

Provider: IL\IM Training

Mills, Don 01/01/1745 Ilale 1 Single Lane Adair 74330 (s -
Doe, Meedsome 02/28/1923 Male  One Buck Ln Shawnes 74804 (405} 129-3954

OKAO013 -- (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
OKAO003, OKA0O7, OKE301

REVIEWED BY
Caseworkers, Project Directors, Planners

SAMPLE:
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Clients Listed By Latest Assessment and Provider Responsibility

Home Delivered Meals

Name DOB Gender Address Phone
Doe, Meedsome 02/23/1923  Male Orne Buck Ln Shawnee 74804 {405) 129-3954
2013-01-01(9999)
Hitchpost, Gallup 01/22/1903  Female 212 Stable Addington 79999 {918) 639-1212

2013-10-08(9912)
Mills, Don 01/01/1745  Male 1 Single Lane Adair 74330 {580y -
2013-01-01(9999)

OKAO016 -- (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
OKAOQ005, OKAOO7, OKA012

SAMPLE
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List of Clients and Assessment Dates
For Clients Not Served

AIM Training
Projected
Azzessment Azzessment
Marne Date Date
Dioe, Meedsorme 03,/03/2014 08/30/2014

OKAOQ017 -- (A) Assessment Data for a Single Client

PURPOSE
To list the Functional, Nutrition, ADL and IADL questions that were answered. A
Modification of the OKAQ0O7 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
OKAO001, OKAOO7, OKA012

SAMPLE

123



Printed Documentation

Data for a Single Client

Artivities of Daily Living (aDL) Bathing
Artivities of Daily Living (aDL) Toileting
Activities of Daily Living (2Dl Transferring
Additional Questions Been released from the hospital or long term care facility in last 10 days?
Does consumer live alane

High nutrition score of G+

In-hame serice determinatior s assistance reguired in arder to leave hame thamebound;?
Instrumental Activities of Daily Chores

Instrumental Activities of Daily Managing Money

Instrumental Activities of Daily Medication Management

Instrumental Activities of Daily Preparing Meals

Additional Questions
Additional Questions

Instrumental Activities of Daily Shopping
Instrumental Activities of Daily Transportation Ability
Instrumental Activities of Daily Using Telephone
Intake Supplemental
Signature Page

Directions to Home?
Attachment A completed

Care Needs
Created On Meed Activity/Senice

08/29/2013 Bed Riddin

Units  Start Date

Disability Evaluation

0872972013 Wheel Chair Chili Con Artist

OKAOQ18 -- (A) Latest Assessments

PURPOSE

AIM Training
Raute: Schedule:
SSN: Name: DOB: SEX: Status: Status Date:
000-00-14632 Dioe, Meadsaorme Train 02/28/1923 Male Artive 9192006
Spouse: E Contact Phone: (555) 555-5555
Address: One Buck Ln E Contact Name: dsskdjn
=DFSDFASDFE E Contact Relationship: bbbbbh
City: Shawnee Assessor:
State: Oklahoma Zip Code:  74804- Case Worker: Student12,
County: Pottawatomie Rural Areal " Region: & Doctor Name:
Work Phone: (405) - Consent Release: Mo Operator:
Home Phone: (405) 123-3954 Total Income:
Assessment Criteria: 10/8/2013
Category Description: Guestion: Answer:

Cantdoatall {3

Some assistrsupenision
Mo assistance (1)

Mo

Yes

Yes

Mo

Saome Assistance ar Supe
Can'tDao atAll

Can'tDao atAll

Some Assistance ar Supe
Some Assistance ar Supe
Some Assistance or Supe
Some Assistance or Supe
Yes (Click the Other Info E
fes

Provider Mame
09062012 Student 7

08/05/2013 Pop's Chili Fixing

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
OKAO003, OKAOO7Y

Latest Assessments Entered for:
AIM Training

Assasced Mesct As5essing
Marme address DOR Gender Date Assessment Provider
Hitrhpost, Gallup 212 stable, -- 79999 01/22/1903 Female 3/3/2014  g/30/2014 State of Oklshoma

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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Activity Roster for: AlM Training
Act: hdmS5/ma and pasfho Grp: AWM Training Pgm: AWM Training FS:- NAPIS: Home Delivered Meals

Name Address Phone Age
Doe, Needsome One Buck Ln Shawnee 74804 (405) 129-3954 90
Hitchpost, Gallup 212 Stable Addington 79999 918) B39-1212 110

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

Activity Roster for: AlM Training
Act: hdm/SS/ma and pas/tho Grp: Al Training Pgm: AlM Training FS:- MAPIS: Home Delivered Meals

Start Date: Instructor: act Barcode: | [T IINEIND (0D (I00A (AA 10 100
Meal Cver Under
Signature Reservation 60 60

Doe, Needsome | | | | | |

Hitchpost, Gallup I | [ | [ |

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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Activity Roster for: AlIM Training
Act: hdm#aS/ma and pasiho Grp: Al Training Pgm: Al Training FS:- MNAPIS: Horme Delivered Meals

Meal
Date: Signature Reservation

Doe, Needsome

Hitchpost, Gallup

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:
Caregivers and their Care Receivers
AlIM Training
Caregiver Name Care Receiver Name Relationship
Doe, MNeedsome Hitchpost, Gallup SonfSon-in-Law

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:
Caregivers and their Care Receivers
AIM Training
Name Address Birth Date Phone Gender
CareGiver: Doe, Meedsome One Buck Lh, Shawnee, 0K 74804 212801923 (408) 129-3954 Male
Care Receiver. Hitchpost, Gallup 217 Stable, Addington, OK 73399 12241903 (918 6391212 Femala
Relationship: Son/Son-in-Law

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

Activity Roster for: AIM Training
Act: conf22/Deep Kettled Grp: AlM Training Pgm: AlM Training F:- 0AA-NCT MAPIS: Congregate Meals

Meal
Date: Reservation Signature

Doe, Needsome

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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List of Care Receivers with no Caregiver Assigned

AIM Training
Name Address Phone
ills, Dion 1 Single Larne Adair, 0K 74330 =0y -
Fhipps, Loren 4001 Corn Drive Bartlesville, Ok 74006 -
Smith, Joe 000 Sleepy Lane Mappie, Ok 75543 (580} 537-631

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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Clients With Services For: AlM Training

From: 1/1/2013 To: 10/30/2013

Name Age Gender Address Last Served

Site: ma and nas
Horme Delivered Meals

Doe, Needsome a0 ] Orne Buck Ln Shawnee 03052013
Hitchpost, Gallup 110 F 212 Stable Addington 030142013
Mills, Don 268 ] 1 Single Lane Adair 08012013

Site: Stoon Repair an
Chare
Phipps, Loren 50 F 4001 Corn Drive Bartlesville 09/26/2013

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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Alphabetical Active Client Report for: Home Delivered Meals
AlM Training

Total Clients this Provider, 5

Name Address City, State Zip & County Home Phone DOB
Dae, Meedsame Oine Buck Ln Shawnee, Ok 74504 Pottawatomie (405 129-3954 2281923
Hitchpost, Gallup 212 Stable Addington, Ok 79993 Jefferson {18 639-12112  1/2241903
Mills, Dion 1 Single Lane Adair, OK 74330 xdf kusdb Bedy - 1141745
Phipps, Loren 4001 Carn Drive Bartlesville, Ok 74006 “Washington [ 12/15/1962
Smith, Joe 000 Sleepy Lane Mappie, OK 76543 Cotton (580)537-6319  B/30/1955

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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Alphabetic List of Clients by County and City
AIM Training

Name Address Phone Status CR CG Age
County

\ , 0K (580 - Artive O d

test, test , 0K (580) - Pending O 0O a2;
Cleveland County

Mills, Don 413 W, ALMOND LEXIMGTOM, Ok 73051 (405} 527-8597 Active O O G4
Cotton County

Srnith, Joe 000 Sleepy Lane Mappis, OF 76543 (5807 537-6319  Active O 58
Jefferson County

Hitchpost, Gallup 212 Stable Addington, Ok 79999 (918 639-1212  Active O 1o
Kay County

Srnith, Don 115 M, Pine St Longdale, Ok 73755 (580% 274-3205 Active O O 70
Mayes County

Doe, Meedsome dair, OK 74330 (580 - Inactive H O
Oklahoma County

mills, joe Oklahoma City, OK 73107 (580 - Inactive B O o7
Pottawatomie County

Doe, Meedsome Ore Buck Ln Shawnes, 0K 74804 (405) 129-3954 Artive O | a0
Washington County

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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List of High Risk Minority Clients 60 and Older Living Under Poverty

AIM Training

Last Assessment Mame Address Birth Date Gender Is Hispanic Score

hamySe/ma and pas/hiome made bananas
Asian

10/8/2013  Hitchpost, Gallup 212 Stable Addington 79999 1/22/1903  Female g 63

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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Client and Service Units List by Activity and Date
AIM Training

hdmfs5sima and pasihome made bananas
Unduplicated Count of Clients is 3

From 01012013
Ta  10/30/2013

5sh Marme Lnits Serice Date
000014582 Doe, Meedsome 3.00 35852013
HITO1 22034 Hitchpost, Gallup 1.00 a3/152013
TOODDE7944 fills, Don 1.00 a/1:2013
5.00

Bum Units Total:

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
Client Addresses by Activity
AIM Training
Name Address Phone
hdmissima and pasfhome made bananas
Doe, Meedsome One Buck Ln Shawnee 74804 [A05) 129-3954
Hitchpost, Gallup 212 Stable Addington 79993 (918) B39-1212
ills, Don 1 Single Lane Adair 74330 155807

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
ADvantage Client's Service Schedule
AIM Training
ADvantage Schedule
Name City,/Zip Birth/Age Gender Phone Begin End
Hitchpost, Gallup - 79909 01/22/1903 111 Female (918)63%-1212  00/00/0000  00/00/0000
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
List of Deleted Clients
AIM Training
From: 1/1/2013 To: 10/30/2013
Client ID Name Address Last Served
Phil21562 Fhipps, Loren 4001 Corn Drive Bartlesyille 09/26/13

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:
List of Clients Based on Every 2 Records
On Home Celivered Meals
For AIM Training
Name Address Phone
Hitchpost, Gallup 212 Stable Addington Ok 79090 (018) 639-1212
Mills, Do 1 Single Lane Adair Ok 74330 580 -

OKC119 -- (C) Waiting L.ists

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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Clients on Waiting Lists
AIM Training
Unique ID Name Home Phone  Gender Age  Date Added
dm/S5fma and pasthome made bal
Q000014682 Doe, Meedsome (405) 129-3954 kale a0 1042611
Total of 1 wating for hdm/55,/ma and pas;/home made bananas

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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Clients on Waiting Lists
Student 17

Unique ID Name Home Phone  Gender Age  Date Added Score

Waiting For. cgr/13Awatchful eyef
000001 4682 Doe, Meedsame (405) 129-3954 Male 90 10513 21

Total of 1 wating for cgr/13/watchful eye/

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

142

Clients with Multiple Owners
s For a list of Providers
For: AIM Training un the OKE301
Fun By AIM Training
Marne Address City County Gender

Doe, Needsarne Dne Buck Ln Shawnes Pattawatomie Male
| Owners: [999,99,2020,12
Hitchpost, Gallup 212 Stable Addington Jefferson Female
| Owners: [999,17,101,205
Mills, Don 413 W, ALMOMND LEXIMNGTOM Cleveland Male
| Owners: [2999,14,48
Mills, Don 1 Single Lane Adlair wof kusdh Male
| Owners: [020,106,157,9999
Smith, Don 115 M. Pine St. Longdale kay Male
[ Owners: [180,104,9999



Reports

All Clients Referred By: AIM Training
Referred Client Referred Service,/Provider Refer Date
Hitchpost, Gallup Caregiver Counseling/Support Groups/Caregiver Training/Studer 05/02/2014
Disposition: Mew Referral End Reason:
Doe, Meadsame Chili Con artist/Pop's Chili Fixing (Mot AIM user) 05/02/2014
Disposition: MNew Referral End Reason:
Doe, Meadsame Chili Con artist/Pop's Chili Fixins (Mot AIM user) 05/02/2014
Disposition: MNew Referral End Reason:

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
All Clients Referred To: AIM Training
Referred Client Referred by Service/Provider Refer Date
Coe, Meedsame Junk Food Refferal/alM Training 05/01/2014
Disposition: “erified End Reason:
Dog, Meedsome Caregiver Counseling/Support Groups/Caregiver Trainingal Trair 04/14,/2014
Disposition: “erified End Reason:
) Caregiver Counseling/Support Groups/Caregiver Training/Student 1 04/14/2014
Disposition: MNew Referral End Reason:
Smith, John Caregiver Counseling/Support Groups/Caregiver Training/Student 4 04/14,/2014

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
Unverified Clients Referred By: AIM Training
Referred Client Referred Service/Provider Refer Date
Hitchpost, Gallup Caregiver Counseling/Support Groups,/Caregiver Training/Studer 05/02/2014
Disposition: Mew Referral End Reason:
Dioe, Needsome Chili Con Artist/Pop's Chili Fixing (Mot AIM user) 0s/02/2014
Disposition: Mew Referral End Reason:
Doe, Meedsome Chili Con Artist/Pop's Chili Fixing (Mot AIM user) 05/02/2014
Disposition: Mew Referral End Reason:
Hitchpost, Gallup Chili Con Artist/Pop's Chili Fixins (Not AIM user) 0570272014
Disposition: Mew Referral End Reason:
Doe, Needsome Home Delivered Meals/Student 2 05,/02/2014

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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Referred Client

Reports

Unverified Clients Referred To: AIM Training

Birth Date Address Referred by Service/Provider Refer Date

Il

Disposition: Mew Referral
Sith, John
Disposition: Mew Referral
Srnith, John

Disposition: Mew Referral

0o,/00/0000 Caregiver Counseling/Support Groups/Caregiver T 04/14 /2014
End Reason:

11/17/1938 9730 HWY 39 EAST, LEXINGTON  Caregiver Counseling/Support Groups/Caregiver T 04/14/2014
End Reason:

05/09/1944 616 W Cherokes, Waukomis Finger Printing/Student 2 04/14/2014

End Reason:

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:
- R R i
NEEDSOME DOE GALLUP HITCHPOST
ONE BUCK LN 212 STABLE
SDFSDFASDFB ADDINGTON, OK 79998

SHAWMNEE, Ok 74804-

M

K

M
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T

L

L
"
e
oy
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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:

List of Clients Who Have No Casewoker

For: hdm/35/ma and pas/home made bananas

AN Training
Name Address Phone Age Gender
Doe, Meedsome One Buck Ln - Shawnee 74804 {405} 129-395¢4 a0 ale
Hitchpost, Gallup 212 Stable  Addington 73999 {918) 539-1212 110 Female
Mills, Don 15ingle Lane  Adair 74330 {280y - 268 Male

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:
List of Clients By City
Al Training
Name Address Zip Phone Gender Age

Adair

Mills, Don 1 Single Lane 74330 {580y - Male 268
Addington

Hitchpost, Gallup 212 Stable 79999 {918) 639-1212 Female 110
Shawnee

Doe, Meedsome Cne Buck Ln 74804 (409) 129-3954 Male an

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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List of Clients Belonging to: AIM Training

Receiving Home Delivered Meals Services

ID Mame DoB Gender Status
0000014682 Doe, Meedsome 2/28/1923 Male Artive
HITO122034  Hitchpost, Gallup 15221003 Female Artive
TOODDS7945  Mills, Don 1/1/1745 Male Active
TOODD20139  Smith, Joe 6,30,/1955 Male ArCtive

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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ADvantage Clients by Date and Activity
AIM Training

adv/77{alpha sitef

Name Address Phone
Doe, MNeedsomea One Buck Ln Shawnee, 0K 74204 (405) 129-3954
Hitchpost, Gallup 212 Stshle Addington, OK 79999 {918) A39-1212

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:
Alphabetic List of CareGivers with CR Diagnosis

AIM Training
Name Address Phone Status CG Diagnosis
Doe, Meedsome One Buck Ln Shawnee, Ok 74804 {405) 129-3954 Active B Memory Loss
Fhipps, Loren 4001 Corn Drive Bartlesville, 0K 74006 oy - Artive B Paralyzed
Mills, Dan 1 Single Lane Adair, OK 74330 (918) 433-8205 Artive B Hands Glued Together

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:
Clients Listed by Service Type with Latest Date of Service
AIM Training
Service MName Last Service
ADwantageMedicaid \Waiver
Doe, Nesdsome 07/01/2013
Hitchpost, Gallup 08/01/2013
Chore
Phipps, Laren 09,/2a6/2013
Horme Delivered Meals
Doe, MNeedsome 03/05/2013
Hitchpost, Gallup 0s/01/2013
Mills, Don 02,/01/2013

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 DOOES 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:

Alphabetic Client List with Emergency Contacts
AlIM Training

Site/Type of Service: hdm/55/ma and pas/home made bananasf Home Delivered Meals

Total Clients this Provider: 3
Name Address Home Phone DOB

E Contact and Relationship  E Phone and Cell Phone

Doe, Meedsome One Buck L Shawnee, Ol 74804 (405) 129-3954  2/28/1923
Jed Ned, Son {555) 555-5555 (333 333-31333

Hitchpost, Gallup 212 Stable  Addington, Okl 75093 [318) 6391212 1/22/1503
Horaclo Jones, X-Friend (5800 1122345 (580) 639-4545

Mills, Don 1 Single Lane  Adair, Ok 74330 [918) 433-8205  1A/745
Honey Do, Wite {405) 721-9236  (405) $30-5355

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
List of New Clients Served
3 New Clients Served by AIM Training
From: July 2013 Thru: October 2013
Today's Date:  10/31/2013
Name Address Phone
1 Mew Clients For adv/77/alpha site/
Hitchpost, Gallup 212 Stable, Addington 79999 918) 6391212
1 New Clients For cho/ 17/Stoop Repair and More,
Phipps, Laren 4001 Corn Drive, Bartlesville 74006 [
2 New Clients For hdm/55/ma and pas/home made bananas
Hitchpost, Gallup 212 Stable, Addington 79993 918) 633-1212
Mills, Dan 1 Single Lane, Adair 74330 918) 433-8205

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

List of Active Clients Their Ages and Caseworkers
AIM Training

From 1/1/2013 To 10/31/2013

Client Birth Date Age Caseworker
Mill=, Don 010171745 268 Student B,
Smith, Joe 05/30/1955 58 Student &5,
Doe, Meedsome 025281923 g0 Student12,
Hitchpost, Gallup 012201903 110 Student12,

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
Caregivers and their Care Receivers
AIM Training
Name Address Birth Date Phone Gender
CareGiver: Doe, Needsome One Buck Ln, Shawnee, OK 74804 21281923 (405) 129-3954 Male
Care Receiver Hitchpost, Gallup 212 Stahle, Addingtan, Ok 79999 12271803 (9181 6391212 Female
Relationship: Son/Son-in-Law Diagnosis: Memary Loss

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:
Clients' Birth Dates that are Probably Incorrect
AIM Training
MName Address Phone Birth Date
millz, joe Cklshora City 73107 mely - 01/01/2930
Mills, Don 1Single Lane Adair 74330 (018 433-3205 01,/01/1745

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
List of Clients with Misspelled or Erronecus Counties
Does not Include Non Oklahoma Clients
AIM Training
Last Name First Mame Address City County Zip Code
Mills Don 1 Single Lane Adair df.kusdb 74330

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:
Ensure Activities have the Correct NAPIS Group Assigned
AIM Training
Provider: AIM Training
MNAPIS Group: ADvantageMedicaid Waiver Activity Name
MOM WSIP adv/79/alpha site/
MAPIS Group: Chore Activity Name
MO MSIP cho/17 /Stocp Repair and Mare/
MNAPIS Group: Congregate Meals Activity Name
MO MWSIP con/22/Deep Kettle/
MM MSIP vol/35/pepale
MNAPIS Group: Health Promotion Activity Name
MOM MSIF i8a,/01/food/hours
MAPIS Group: Home Delivered Meals Activity Name
MO MSIP hdm,/S5/ma and pas/home made bananas
MSIP hidrn /S5y Site)
Mok NSIFP hd /74 /dewveey
MSIP b,/ 7 4 fwhashington
MAPIS Group: Mutrition Education Activity Name

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:

List of Activity Names for AIM Training
That Are Formatted Incorrectly

See INFORMATION MEMO 2007-AIMOLC in the AIM User Reference
activity Naming Standard for the Oklahoma AIM Database

MAPIS Group Activity Marme

ADwantage, Medicaid YWaiver

adv/79/alpha site/
Caregiver Counseling/Support Groups,/Car

cgt/12/duncin
Congregate Meals

wol/55/pepole
Health Pramation

hea,/74/eastside

Transportation

fra/s5Metro Get-a-ride
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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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Zip Codes in a Route
Tulsa County Senior Nutrition
Route Zip Code
advantage C.Heights
74021
Advantage Cardinal Height
74021
Advantage Cornerstone
74115
advantage Country Oaks
74066
74107
74132
Advantage Crk Frozen #1
74131
advantage Crk Frozen #2
74047
advantage Crk Frozen #3
74028
74044

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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Report Id

Alphabetical List of Reports in AIM

Report Marne

Clint Status
Consideration

Designed by Oklshoma DHS

OA017
DkADLE
CkA003
OkA014
DRADD7
OkAdLZ
DKADLS
OkADL0
CkADL1
CkA009
OkAD03
DkADO1
OkAD0Z
DADOS
OkA004
DA006

(&) Assessment Data for a Single Client

(&3 Assessment Dates for Clients not Served

(&) Assessment Dates for Recently Served Clients

(& Assessment Dates/Client Mames Multi Providers

(&) Assessment Details and Client Info

{a) Clients Grouped by Assessment Date,/Provider

(a3 Clients with Assessment Date/Provider Listed

&y Individual Azsessment Details for a Particular Provider
&3 Individual Assessment Details for a Particular Provider and Date
&) Individual Assessment Details for any Provider

fa Individual Assessment Details for Current Provider

(&) Next Assess Date For Clients/Caseworkers

(o) Mext Assess Date for Clients/Operators

(&) Nutrition Questions {per client) by Meal Type

&) Nutrition Questions Summary by Meal Type

{4 Unanswered Assessment Ouestions for a Client

Any Status
Active Only
Active Only
Active Only
Ay Status
Any Status
Ay Status
Any Status
Ary Status
Any Status
Ay Status
Active Only
Active Only
Ay Status
Any Status
Ay Status

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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Activities Where the Last Service is More than Two Years Old
AIM Training

This is a list of activities that should be archived, archived activities can be restored with 24 hours notice,

Place a check in the box next to Archive for activities you want archived or
Place a check in the box next to Do Mot Archive for activites you want to remain on your activity quick find list,

Fax the completed report 1o Aging Service 405-521-2086,

NAPIS Group Activity Name

AIM Training
Congregate Meals

994965 [ ] archive [ ] Do Mot Archive con/22/Deep Kettle/

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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List of Clients and Services with Prior Service Dates

Student 12

Total Number Of Units: 2.00

Name Date of Service Date Entered Units Activity Name
Congragate Magls
Dioe, Needsome 3/1/2013 11/05/2013 1.00 con/62/Deepkettle/
Dioe, Needsome 4/1,/2013 11/05/2013 1.00 con/62/Deepkettle/

List of Clients and Services with Prior Service Dates

Nothing to Report

Name Date of Service Date Entered Units Activity Name

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
List of Clients and Services with Future Service Dates

AIM Training

Total Number Of Units: 1.00

MName Date of Service Date Entered Units Activity Name
Congragate Maesls
Do, MNesdsorme 4/1/2015 11,/05/2013 1,00 conf22/Deep Kettle/

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

New Clients Inserted Resulting in Duplicated Client Records
AIM Training

Between: 6/1/2014 and 6/5/2014

Client Name/DOBCity AIM User Name

TOO010938%9  DOE, NEEDSONME 2/28/1923 HOWE Instructor, AIMIMSTL

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 00f 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

Adh Duplicates
Unigque Id Last Marme First Mame Birth Date Race Code Gender City Pravider List
[Tooooge49] DoE MEEDSOME 2/28/1923 Cither Iale HOWE 0802,991;
[TO0010993: DOE MEEDSOME 242841923 Cithier Male HOWE falalala]

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
Employee List with Job Ttitle
AIM Training
Mame Job Title
Instructor, AIM Training

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:

165



Printed Documentation

Title III Providers for Oklahoma

ID# Marme AAA Agency Exec
14 Aging Service, Inc., Cleveland Areawide kKathleen Wilson
17 Aging Services, Canadian Areawide Missy King
85 Areawide Health Promotions Areawide Do Hudrnan
11 AreaWwide IS4 /T Areawide Don Hudman

1018 Areawide 5564 Areawide Don Hudman
12 Logan County Aging Services Areawide Barbara Sparkm.
182 Metro Transit Areawide Mary kay Fox
12 Mobile Meals of OKC Areawide Carolyn Roslik
35 OHal Areawide Claire Dowers—h
15 Oklahoma County Mutrition Areawide Barbara Sparkm.
205 SurBearmn Areawide Traci Bartley-‘oL
101 AreaWide Ass Areavide Don Hudman
1011 AW Respite Aging Service, Inc AREAMIDE Kathleen Wilson
103 ASCOG Abth ASCOG ken Jones
1032 ASCOS Caring for SRS ASCOG ken Jones
24 ASCOG ISA ASCO0G Ken Jones
1038 ASCOG 5564 ASCO0 ken Jones
1031  ASCOG SRS w minors ASCOG kKen Jones
25 Delta Mutrition ASCOG Dan Lowrance
81 Great Plains Caregiver ASCOG Oleta Butler
87  Maddieluks ASCOIE Laura Goldring
110  COEDD AdL COEDD John Shae

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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ASD All State Quarterly Report

State of Okiahnma

From: 1/1/2014 To: 3/31/2014

Transportation HDM UoS Congregate Yolunteer All Services Minus
UoS UoS Hours HDM_& Congregate
466,613.00 (17,237 | [B459,459 | [t39,515.50 | D6, 18042 |
Transportation HDM Congregate volunteer
Undup Count Undup Count Undup Count Undup Count

b.425 | 12,081 | 4,245

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 OKNS500

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
AAA Expenditure Reports
Areawide
For Federal Fiscal Year: 2013
Program
Service Type All Funds B c1 c2 D E Income
1. Personal Care £.00 £.00 £.00 £.00 £.00 £.00 £.00
2. Homermaker +237,553.00 $164,825.00 £.00 .00 £.00 £.00 £23,464.00
3. Chore .00 .00 £.00 .00 £.00 £.00 £.00
4, Home Delivered Meals +1,037,063.00 .00 £.00 $641,367.00 £.00 .00 $119,644.00
5. Adult Daycare £.00 .00 £.00 .00 £.00 £.00 £.00
fi. Case Management £.00 £.00 +£.00 £.00 £.00 .00 .00
7. Congregate Meals £1,947,955,00 £.00 L,152,480.00 .00 £.00 £00  $182,735.00
8. Mutrition Counseling £.00 £.00 +£.00 £.00 £.00 .00 .00
9, Assisted Transportation £.00 £.00 +£.00 £.00 £.00 .00 .00
10, Transportation $442,584.00 $350,750.00 $.00 $.00 £.00 .00 $29,919.00
11, Legal Assistance $18,353.00 $15,501.00 $.00 $.00 £.00 .00 $115.00
12, Mutrition Education +£28,704.00 $.00  $12,565.00 $11,653.00 £.00 .00 $690.00
13, Information and Assistance $145,359.00 $108,651.00 $.00 $.00 £.00 .00 $6,768.00
14, Outreach $241,134.00 $1356,614.00 $£3,894.00 $11,529.00 £.00 .00 $5,698.00
17, Health Prometion $£45,936.00 £.00 £.00 $£.00 $39,089.00 £.00 £.00
15 Adwneaew D awweeeet e + nn + N + nn + nin + nn + nn + nn

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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Number and Types of Legal Cases by AAA
Areawide AAA
A B F G H Ia Ib Ic K L

Consumer
Bankruptcy / Debtor Relief (e jo|jo|jo|2(of0ojo|0
Collection (Including /Repossession [/ Deficiency f 95 (=212 |2|0 |3 (1 (0|10
Collection Practices / Creditor Harrassment 1)1 (1 (ojo|O0jo0|0O|0O|DO
Contracts / Warranties S|4 |00 |0 |jO|OD|O|O|DO
Loans/Installment Purch, (Not Callections) 2|1 ({00 |0 fO0Dj|OojO0 (DO
Other Consurmer f Finance, F[|1 |1 |(o|jojof{o|o|joO|O
Predatary Lending Practices (Mot Mortgages) ojof{o0yojofojojo|(0|0
Public Utilities 1|1 (oo jof{o(o|ofa0
Unfair and Deceptive Sales Practices (Mot Real Pro 3|(0|jojojofojo|0jO0|O
Education
Access (Including Bilingual, Residency, Testing) ofojojo o |aofojojoj|o
Discipline (Including Expulsion and Suspension) ofofojoyojo oo (0|0
Other Education gof(o(o|ojo|jo0jo|o|0|0O
Special Education / Learning Disabilities o|jo|jo(ojofojoj|jo |00
Student Financial &id 1|1 (oo o |0jOo(o0o|0]|0O
Yocational Education of(o(o|ojo|jo0jo|o|0|O
Family
Adaption PZ o o A O O W B
Adult Guardianship / Conservatorship 2005|0106 00|01
Custody [/ Wisitation Fl1|jojo|joj1 |1 |0|0]|O
Divorce f Seperation / Annulment 251 |ojo o |5 |1|0|10
Dormestic Abuse ofofi1|o|2 |2 |0|0|0
Mame Change i|loj1joj1|o0j0|0|O
Other Farnily (0o jo|jojo0|o|0|0|0

A Counsel and Advice H: administrave Agency Decision kK Other

B: Brief Services (other than Counsel and Advice) Ia: Uncontested Court Decision L: Extensive Services

F: Megociated Settlernent {without Litigation) Ib: Contested Court Decision

G: Negaociated Settlement (with Litigation) Ic: Appeals

Oklahoma ASD Report ID: OKG405  Frinted: 06/05/2014 Page 1 of 33

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
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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

OKNS500(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
OKNS501, OKN506, OKP600, OKP610

SAMPLE
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Projected Aging Program Output Targeting Goals

AIM Training
1. Unduplicated Client Count by Type of DAA Title III Services TOTALS
A, Unduplicated Count of Persons Served in REGISTERED Services 2
B. Unduplicated Count of Persons Served in NON-REGISTETRED Services 0
C. TOTAL Unduplicated Count of Persons Served in All Services 2

Note: This is not necessarily the SUM of lines A and B, as the same individuals could be served in both groups of services.)

Clients for
2. Unduplicated Client Count by Characteristic Registered Clients for Clients for
a. Clients by Minority Status Services Other Services All Services

1. American Indian/Mative Alaskan

| 0 | 0 I 0

2. African American I 0 I O I 0

3. Asian I 1 I 0 I 1

4. Hispanic |—2 I—D |—2

5, Hawiian/Pacific Islander I—D I—D I—D

&, Nom-Minority [ o [ [ o
TOTALS B b B

B. Clients Residing in Rural Areas I 0 I 0 I 0
C. Clients in Poverty |—2 I— I—
D. Clisnts in Poverty?Minarity [ 1 [ 1 [ 1

E. Clients Who Are Female [ 1 | 0 | 1
F. Clients Wha Are Male | 1 | 1] | 1
Age Age Age Age
3. Client Profile Count 60 - 64 65 - 74 75 - B4 B85+
Tatal Clients | i | 0 | 0 | 2
Total Clients Residing in Rural Areas | 0 | 0 | 0 | 0
Tatal Clients in Poverty | 0 | i | 0 [ 2
Tatal Clients in Poverty Minor ity | 0 | i | 0 [ 1
Tatal Clients Living 4lone | 0 | 0 | D | 1
Tatal Female Clients | 0 | 0 | D | 1
Tatal Male Clients | i | 0 | 0 | 1
4. Client Impairment Count

0-2 ADL Impairrments | 0 | 0 | D | 1
3+ ADL Irnpairments | 0 | 0 | D | 2
0-2 [40L Impairments | i | 0 | 0 | 2
3+ 140L Impairments | i | 0 | D | 1

(Mote: Services with ADL/TADL evaluations are Homaker, Chore, Home Deivered Meals and Case Management)

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
Estimate Persons Served and Service Units
In Support of the RFP Process

AlM Training

From: /12014 To: 6122014

Unduplicated | Service | Clients in | Clients in Minarity Status Live Alone | 0-2ADL | 3+ADL | 0-2 IADL | 3+ 1ADL High

Fersons Units Foverty Foverty! Mutrition Risk
Minarity AlAF AS HS MM G+
Service Categories
(5
Urban Rural (2 (3 (43 (B} 6] &) (93 (10 (113
4]
ADvantage/Medicaid Waive 0 0 0 0 oo o 0 0 0 0 0 i 0 0
Chare 0 0 0 0 oo o 0 0 0 0 0 i 0 0
Congregate Meals 0 1 1 0 0 oo 1 1 0 0 1 0 1 0 0
Health Promation 0 0 0 0 oo o 0 0 0 0 0 i 0 0
Horne Delivered Meals 0 1 1 0 0 oo 1 1 0 0 1 0 1 0 0
Mutrition Education 0 0 0 0 oo o 0 0 0 0 0 i 0 0

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
Number Of Clients and Services By City
AIM Training

From: 6/1/2013 To: 11/7/2013

City Clients Services

adair 1 1.00
Addington 1 2.00
Bartlesville 1 1.00
Shawnee 1 1.00

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

173



Printed Documentation

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
Number Of Clients
By Activity and Zip Code
hdm/55/ma and pas/home made bananas
AIM Training
From: 6/1/2013 To: 11/7/2013
Name Address DOB Age  Gender
74330
Mills, Mills 1 Single Lane, Adair 1/1/1745 268 11
Total Clients Per 74330 Zip Code: 1
79999
Hitchpost, Hitchpost 212 Stable, Addington 1/22/1903 110 F
Total Clients Per 79999  Zip Code: 1

Total Unduplicated Count: 2

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
OKNS500, OKN501, OKP600, OKP610

SAMPLE

State of Oklahoma

African  American

Population Demographics of Persons Served Age 60 and Over

Powerty  Limited

Reports

Living

OKN507 (N) Volunteers and Volunteer Hours

PURPOSE

USER INSTRUCTIONS

oLty Taotal Fernals Male  American  Indian Agian  Hispanic  Poverty  Minarity  English Rural Alarne
Beaver 32 29 23 0 u] 1] 1 16 1] 0 S0 17
Cimarron a4 32 22 0 u] 1] =} 16 =] 0 S0 27
Dewey 73 44 21 0 u] u] 0 19 u] 0 70 =]
Ellis o7 ] 19 0 1 u] 0 4 u] 0 b==] 12
Harper ] 34 2l 0 u] u] 0 10 u] 0 =) 2l
Texas ] 63 a0 u] 2 a 4 37 4 1 94 43
Woods 152 a7 &5 0 u] i] 0 26 i] 0 146 &4
woodward 126 as 28 0 2 i] 0 29 i] 0 112 =18

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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Quarterly Volunteers and Volunteer Hours for SFY 2014

AIM Training

AM Training

| Volunteers With Client Records |

Unduplicated All Cumilative MNumber of
First Time Unduplicated Unduplicated Aggregate Number of
Yolunteers Yolunteers Yolunteers Yolunteers Yolunteer Hours
First Quarter ] ] 0 ] 00
Second Quarter ] ] 0 ] 00
Third Quarter ] ] 0 ] 00
Fourth Quarter ] ] 0 ] 00

OKN508(N) Client/Service Numbers by Taxonomy and
Month

PURPOSE
To see the number of clients and services by OAA Title Il 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
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Number of Clients and Units by Taxonomy

AIM Training
Taxonomy Service Date Client Count Units of Service
AT Training
AlvantageMedicaid Waiver
72013 1 1.00
8/2013 1 1.00
Total for ADvantage Medicaid Waiver o 2.00
Chore
Q/2013 1 1.00
Total for Chore: 1 1.00
Home Delivered Meals
2/2013 2 2.00
Total for Home Delivered Meals: ) .00

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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Activity - All Undup

AlM Training Fram: 01012014
Linduplicated Courdt - Tofal Linits To- 08202014
Activity Clients LInits
Student 3
cgs/Hh/sunbeam/ 1 1.00
Duplicated Sub Total For cgs: 1 clients, 1.00 units
Duplicated Count, Sum af Units far Student 3 1 1.00
AIM Training
conf22/Deep Kettle/ 1 1.00
Duplicated Sub Total For con: 1 clients, 1.00 units
hdm/SS/ma and pas/home made bananas 1 1.00
Duplicated Sub Total For hdm: 1 clients, 1.00 units
Duplicated Count, Surm af Units far Al Training 2 2.00
Unduplicated Count, Sum of Units for All: 2 3.00

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 OKNS509

OKNb511(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
Activity - All Undup (Metro Trans)
AlM Training Fror: 01/01/2014
Unduplicated Count - Taofal Unis To- DBME2014
Activity Clients Units
Student 3
cgsSoisunbeam/ 1 1.00
Duplicated Sub Total For sun: 1 clients, 1.00 units
Duplicated Count, Sum of Units far Student 3 1 1.00
AlM Training
conZ2/Deep Kettle/ 1 1.00
Duplicated Sub Total For Dee: 1 clients, 1.00 units
hdmA&Sima and pasfhome made bananas 1 1.00
Duplicated Sub Total For ma : 1 clients, 1.00 units
Duplicated Count, Sum of Units far AW Training 2 2.00
Unduplicated Count, Sum of Units for All: z 3.00

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
Activity - All Undup (W/Deleted Clients)
AIM Training ity
Unduplicated Count - Tolal Unifs '
Activity Clients LInits
AIM Training
confZ2/Deep Kettle/ 1 1.00
Duplicated Sub Total For Congregate Meals: 1 clients, 1.00 units
hdm/SSima and pasfhome made bananas 2 2.00
Duplicated Sub Total For Home Delivered Meals: 2 clients, 2.00 units
Duplicated Count, Sum of Units for Al Training 3 3.00
Unduplicated Count, Sum of Units for All: g 3.00

OKNb514(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:
Group Activity
AlM Training From: 010152014
- . To: OBAB2014
Paricipant Count - Total Units !
Activity Clients Units
Student 1
hdmi1d/mooref 1.00
Participant Caunt, Sum of Units far Student 1 0 1.00
Student 2
cgm/aS/memaoarial/ 23 1.00
Participant Count, Sum of Units for Student 2 23 1.00

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
Activity - All Undup (By NAPIS)
AlM Training From: 01012014
To: ORAR2014
Congregate Meals
Activity Clients nits
AIM Training
confZ22/Deep Kettle! 1 1.00
Duplicated Sub Total For con: 1 clients, 1.00 units
Duplicated Count, Sum of Units far AW Training 1 1.00
Unduplicated Count, Sum of Units for All: 1 1.00

OKNb516(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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Taxonomy All Undup by AAA
Run By: AIM Training
For the Period of 1/1/2014 To 6/6/2014
Taxonomy Undup Count Units Units Per Client
AIM Training
&It Training
Congregate Meals 1 1.00 1.00
Home Delivered Meals 2 2.00 1.00
Student 1
Horne Delivered Meals 1 1.00 1.00
Student 2
Home Delivered Meals 2 2.00 1.00
Student 3
Caregiver Counseling/Support Grow 1 1.00 1.00

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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Activity Report by Race with Units Above & Below Poverty
AlIM Training
Frorn: 01/01/2014
To: OBAM22014
American Aziand
African Incliznd Pacific
Wihite American  Hispanic Alazkan lzlander Cther Tatal Units
AiN Training
Below Poverty ] 1] u] n] ] u]
adw79faloha sitel e
Above Poverty u] i] u] o 1] o
Tatal Served u] i] u] o 1] o
Below Poverty ] 1] il u] ] u]
cho/17/5toon Repair and Wloref oo - mommm e oo e e e e
Above Poverty u] i] u] u] 1] u]
Tatal Served u] a u] u] 1] u]

OKN518(N) Numbers of Clients/Meals Paid by Title I11E

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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List of Supplemental Services

From: 4/1/2014 To: 6/12/2014

Service Activity Undup Clients  UoS

Aqging Service, Inc., Cleveland
Taxonormy: Home Delivered Meals
MNSIP cgmi14/Moblefb 1 43
Aqging Services, Canadian
Taxonorrny: Home Delivered Meals

MNSIP cgm/09/north/route/ 7 279
MSIP cgm,/09 /south froute,’ 1 40

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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Number of Clients by Race/Ethnicity within Zip Code: 74940

For: AIM Training

Race/Etnicity Unduplicated Clients

Cither 2
Hispanic Ethnicity: 1

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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Demographic Type

Age 55 - 59

Age 60 - 64

AQge 65 - 69

Age 70 - 74

Age 75 -79

Age B0 +

Asian
Harwwaiian,Pacific Izl
Face Missing
Oither

2 ar more Races
African American
American Indian/alas
White

Hispanic

Widowed

Single

For

Mutrition

Fy¥ 2011
Undup Count  Percentage
338 1.76 %
1392 4.55 %%
28938 9.45 %
4387 1433 %
4796 1569 %
14388 4771 %
22 0.07 %
26 0.09 %%
38 0.19 %
322 1.05 %%
88 0.29 %
1653 5.41 %%
821 2.69 %
27385 9022 %
376 1.23 %
F260 2374 %
2106 6.89 %

Two Year Comparison of Client Demographics

Total Unduplicated Count For 2011: 30575 For 2012: 33921

Fy 2012

Lndup Count

730
1913
3380
4905
2321

14979
30
ad
22

431

a4
1923
1094

0252

222
2052
2445

Reports

Percentage

2.15
5.64
10.535
14,73
15.69
44,16
.09
0.15
0.15
1.27
0.25
5.68
3.23
89,12
1.54
23.74
7.21

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 Il (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
Expenditure Comparison For 2012/2013
Differences of 10% or more either plus or minus may require explanation,
All Funds Including Match Federal Funds (OAA T III)
Service 2012 2013 % Diff 2012 2013 % Diff
3. Chore $7,127.09 $5,225.90 &7 % 5,707.27 $2,088.27 B3 %
4. Home Delivered Meals $497,614,32  $407,087.70 18 % $222,878.78  $160,228.45 2 28 %
7. Congregate Meals $1,471,028.50 $1,132,736.50 23 % $518,344.91  $274,752.29 W %
8. Mutrition Counseling $5,540,00 $2,822,00 52 % £2,780,43 $2,466.20 @2 %
10. Transpartation $36,083.50 $46,700.85 23 % $28,804.59 $31,632.40 9 %
11. Legal Assistance $11,989.01 +17,820.88 33 % $9,830.99 $13,713.53 N
12. Mutrition Education $11,215.00 $1,125.00 90 % 5,441,385 $L068.75 B0 %
13. Information and Assistance £28, 756,25 +32,002 45 15 % +22,177.59 £26,189.23 15 %
14. Cutreach $351,052.32  $268,42058 24 % $225,071.73  $149,787.76 92 %
17. Health Promotion $14,912,31 $13,598.97 9 % $12,523.24 $11,500.15 B %
16, Education and Training £0,411.83 £7,745.87 -18 % £7,550.41 £4,080.04 -4 %
18. Home Repair £4,445,95 £3103.19 30 % £3,565.60 £1,200.49 47 %

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

Provider Data Analysis General Breakdown
AIM Training

The database has a total of 8 active clients.

2 client{=) served within the last 3 months have/has only one assessment on record.
0 clientis) served within the last 3 months have/Mas service entries with zero units,
0 client{s) are/is Active whose last service was at least 2 years ago.

170 clientis) have/has no last name.,

2 client{=s) have/as unrealistically old birth dateds).

1 client(s) have/as future birth datels).

0 client{s) have/as unrealistically old service date(s).

1 client{s) have/as services with future date(s).

0 client{s) have/has unrealistically old assessment dateds).

0 clientis) have/as assessmentis) with date(s) in the future,

0 client{s) received Home Delivered Meals within the last 3 months and have/has no street address.
2 clientis) do/does not have Ethnicity set to anything.

0 clientis) served within the last 2 months arefis Inactive.

Reports

0 clientis) have/as services of either a meal or homemaker within the last 3 months and have/has no assessments,

2 clientis) are/is between age 21 and 59,

1 client(s) arefis under 21,

2 client{s) are/fis 100 or older,

2 clientis) hawe caregiver checked but have/has no care receiver relationship.

2 clientis) have/as county fields that are/is either blank or have/as misspelled county nameis),
2 clientis) live in counties that the provider A4 should not be serving.

0 Activity name(s) are/is constructed incorrectly,

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
AAA Staffing Profile For FFY 2013
FTE Type Total FTEs Minority FTEs Total Providers
S30a Azastaff Exec: 1 a 5563 Tot Prov: =
556a Aaastaff Planning: 2 a =553 Tot Min Prav: 0
S56a Aaastaff Development: a 0 SEEa Tot Bural Proy: 7
5563 Aaastaff Admin: 1 a
5563 Asastaff Serv Del: 3 0 Focal Points,/ Senior Centers
S56a Aaastaff Access Coord: 1 1 Focal Points: 55
S56a Aaastaff Other: a o Total Senior Centers: 31
S30a Aaastaff Clerical: a a
5563 Aaastaff Yolunteers: a a Senior Centers in PSA: 31
DA% Senior Centers: 17

OKPG605 (P) S56C Expenditures Report

PURPOSE
To view a Provider's month's expenditure entry.

USER INSTRUCTIONS
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Reports

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

S56C Expenditures Report for the Period Ending: 7/31/2013
Last Updated: 00/00/0000

Type of Report: Monthly Provider: SS56C
Report Period: July 2013 AAA:
Fed Fiscal Year: 2014 Prepared By: Accountant SS56C
Total Service Cost Per OAA Title III Expenditures {$) By Part (Federal Funds) Program
Taxonomy Expenditure Units Unit Total T-III B c1 c2 D E Income
Personal Care |—$DD £.00 IW IW $.C
Homemaker [ $25,079.07 1741.49 $144  $21,317.21 [ $21,317.21 [ sm 5L
chore [ £00 soo [ &00 [ sm [ e
Home Delivered Meals [ $108,409.31  22196.00 $4.88  $88,00L.05 [#a8,001.05 $.00 [az7me
Adult Day Care |—$DD $.00 IW IW liist
Case Management |—$DD £.00 IW IW liist
Congregate Meals [ §125,271,31 1055400  $11.87  $99,275.95 [ #2755 [ sm [esa7sc
Mutrition Courseling [ #850,00 17.00 $50, $722.50 | so0[  $722.50| 500 $.00 [ e
Assisted Transporation |—$DD $.00 IW IW liist
Transportation [ §17,256.13 696,00 248 $10377.27 [ $10,377.27 [ sm EEE
Legal Assistarice | §4,498.12 142,75 $3162  $3,823.40 [ g3E23a0 [ sm [ e
Mutrition Education [ £1.100.00 946,00 £1.16 go35.00 | ool #9350l .00l £.00 [ &c

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

Incorrect Zip Codes
AIM Training

Name Address County Zip Phone DOB

Dreddie, Freddie 444 Sharp Edge Lane Stone Cleveland 82188 (580 - 01/01/1977
Hitchpost, Gallup 212 Stahle - Jefferson 79999 (918) 639-1212  01,/22/1903

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

192



Reports

Compare Expenditures of - ~r71 " ", AAAand *~77 AAA for FY2012
AAA Description With Match B C1 c2 D E

1. Personal Care $.00 $.00 £.00 $.00 £.00 £.0C
R 1. Personal Care $.00 $£.00 $£.00 $£.00 $.00 $.0C
PR 2. Homemaker £222,686,00 $155,870.00 £.00 £.00 £.00 £.00
PL2Th 2. Homemaker $.00 $.00 £.00 $.00 £.00 £.0C
. i 3. Chore $.00 $.00 £.00 $.00 £.00 £.0C
S 3. Chore £7,127.09 £5,707.27 £.00 £.00 £.00 £.00

4, Home Delivered Meals $1,141,854.00 £.00 $£.00 $728,861.00 £.00 £.0C

4, Home Delivered Meals £497,614.32 .00 £.00 £222,878.78 £.00 £.0C

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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Compare AAA Expenditures on 11. Legal Assistance for FY2012

A4 with Match B c1 cz D E

Areawide $85,931.00  $73,016.00 £.00 £.00 £.00 £.00
SO0 £40,605.05  $42,268.02 £.00 £.00 £.00 £.00
INCOG $40,216.27  $41,468.25 £.00 £.00 £.00 £.00
Grand Gateway $46,213.95  $39,281.89 £.00 $.00 £.00 £.00
ECDD $31,501.35  $24,145.00 £.00 £.00 £.00 £.00
CEDA $28,738.40  $19,665.092 £.00 £.00 £.00 £.00
SIMODA $26,377.46  $21,753.85 £.00 £.00 £.00 £.00
NODA £24,5964.41  $14,500.66 £.00 £.00 £.00 £.00
COEDD $20,928.90  $15,458.19 £.00 $.00 £.00 £.00
KEDDO $16,416.21  $15,590,32 £.00 £.00 £.00 £.00
ASCOG $11,999.01  $9,930.99 £.00 £.00 £.00 £.00

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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Provider Service Comparison
Legal Assistance
From: 9/1/2013 To: 9/30/2013

Provider Units Clients AbA
Areswide Legal Svs,/Ed 186.95 122 Areswide
INCOG Legal Svs/Ed 138.40 129 IMCOG
ECOD Leqgal Svs/Ed 108.35 a1 ECDD
SODA Legal Swe/Ed 00.52 26 SODA
SWODA Legal Svs/Ed 61,23 23 SWODA
Grand Gateway Legal Svs/Ed 54,05 36 Grand Gateway
MODA Legal Svs/Ed 35.60 20 MODA,
CEDA Legal Svs,/Ed 289,41 11 CEDA,
COECD Legal Svs,/Ed 26.10 22 COEDD
KEDDOD Legal Sws/Ed 25.30 15 KEDDO
ASCOG Legal Svs,/Ed 23.20 28 ASCOG

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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Population Demographics of Persons Served Age 60 and Over

OKP611(P) Two Year Unit Comparison/Fed Fiscal Yrs

PURPOSE
To compare two consecutive years of clients and units served.

USER INSTRUCTIONS

ASCOG AAA
For SFY 2012
African American Poverty  Limited Living
County/Service Taotal Fernale Male  American  Indian Asian  Hispanic  Poverty  Minority  English Rural Alone GPRG
Caddo
SR Information Services O 0 0 0 0 0 0 0 0 0 u] 0 0
SR.C Respite Care 2 il 2 il 1 il il il il il 2 il il
Transportation 7 5] 1 u] u] u] u] 4 u] u] =] 5] u]
Comanche
Caregiver Access Assistar 5 3 2 1 u] u] u] u] u] u] u} u] u]
Caregiver Counseling/Sup 0 0 0 0 0 0 0 0 0 0 u] 0 0
Caregiver Information Se O ] ] ] ] ] ] ] ] ] a ] ]
Caregiver Respite Care 30 21 9 o] ] ] ] ] ] ] u] 1 ]

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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Reports

Two Year Service Unit and Client Count Comparison
For Federal Fiscal Years

Unduplicated Clients

OKP612 (P) Assessments with Future Dates

PURPOSE

To view a list of assessments with dates that have not yet occurred.

USER INSTRUCTIONS

Service Type Variance 2011 2012 2011 2012
Aszisted Transportation 100%; 35100 00 3 ]
Caregiver Counseling/Support Groups/Caren 0F,45% 10.00 282.00 1 4
Caregiver Information Services 100% a0 1.00 0 1
Caregiver Respite Care 94.56% 213.00 3,912.07 122 103
Chare B83.64% 2.00 55.00 9 2]
Congregate Meals 2,47% 231,669.00 238,034.00 2,172 2,081
Coordination of Services 43,200, Q,757.25 5,533.00 8 15
Education or Training 10%% 0.00 10.00 3 =
Health Prormotion 70,87 % 298.00 60.00 1 1z
Home Delivered Meals .54 % 126,886.00 126,075.00 1,028 az2
Home Repair 22.22% 14.00 15.00 14 18
Information and  Assistance B4.27% 14.00 89.00 2 17
Mt itinn Crnnselinn e A.nn 4.0n0 3 4

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

Assessments With Dates That Have Not Yet Occured

AIM Training
MName Street Address Incorrect Assess Date
Hitchpost, Gallup 212 Stable Horsey 79999 10/01/2018

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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S56C Expenditure Report Status
gl s56C
Marme Report Type End Date  Last Updated Quarter Month

Accourntant S5aC Quarterly 12/31/2010 11/29/2011 Ot - Dec
Accourntant S5aC Quarterly 3/31/2011 11/29/2011 Jan - Mar
Accountant S5aC Quarterly B/30,/2011 11/29/2011 Apr - Jun
Accountant SEaEC Quarterly 0/30/2011 11/29/2011 Jul - Sep
Arcountant SEAC Quarterly 12/31/2011  4/19/2012 ot - Dec
Accountant T SEAC Quarterly 33152012 Bf11/2012 Jan - Mar
Accountant 1 S56C Quarterly 6/20/2012  1/18/2013 Apr - Jun
Accountant | "1 SEAC Quarterly 9/30/2012 1/18/2013 Jul - Sep
Accountant . S5aC Quarterly 12/31/2012 7/22/2013 Ot - Dec
Accountant « S5aC Quarterly 3/31/2013 Ff23/2013 Jan - Mar
Accountant . SEaEC Quarterly 6/30/2013  B8/9/2013 July
Accountant o © SEAC Manthly 712013 1141542012 July
Acemmtant - ZEAT BAmEHA (=l B Ta s R 1rf2 PN Mo st

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
s56¢c OKP605

SAMPLE
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Unit and Cost Analysis on for FFY 2012
Estimated
Unduplicated Group Group Individual
Service Type Clients Attendance Units Units All Funds Cost Per Unit
1. Personal Care u] u] .00 $£.00 $£.00
2. Homemaker u] u] .00 $£.00 $£.00
3. Chore 3 u] u] 589,00 $7,127.09 $80.08
5. Adult Daycare u] u] .00 $£.00 $£.00
6. Case Management u] u] .00 $£.00 $£.00
8. Mutrition Counseling 19 u] u] 25.00 $5,940.00 $237.60
9. Assisted Transportation u] u] .00 $£.00 $£.00
10, Transportation 147 u] u] 28,916.00 $36,083.59 $1.25
11, Legal Assistance 159 u] u] 591.44 $11,989.01 $20.27
12, Mutrition Education 2,288 u] u] 8,8583.00 $11,215.00 $1.26
13, Information and Assistance 256 u] u] 408.00 $28,756.28 £70.42
14, Outreach 1,732 u] u] 1,874.00 $351,052.32 $157.33
17. Health Promotion 55 u] u] 385.00 $14,912.31 $38.73
15, Advocacy Representation u] u] .00 $£.00 $£.00
16, Education and Training 12 u] u] 32928.00 $9,411.83 $23.65
18. Home Repair g u] u] 11.00 $4,445.95 $404.18
19, Coordination of Service 5 u] u] 2,909.00 $£70,576.01 $£24.26
20, Counseling/Support Groups/Training CG 11 u] u] 29.00 $2,062.69 £71.16
21. Respite Care C& 56 u] u] 1,987.50 $25,422.17 $12.79
22, Supplemental Services CG u] u] .00 $£.00 $£.00

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

Activity Roster for: AIM Training
Act: hdmiS5/ma and pas/ho Grp: AlM Training Pgm: AIM Training FS:- MNAPIS: Home Delivered Weals

Start Date: Movernber, 25 2013 Instructor: Act Barcode: [N 292233
T Ty 102 30 4 &8 Bl 718190 100 111 121 130 14 15 18] 17 18] 18] 20 21| 22| 23| 24| 25 28 27| 28] 29|
Doe, Heedsome

T2 31 41 &) 6l 71 8] 9 100 11 12] 13] 14 18] 16] 17 18] 19] 200 21| 22| 23| 24| 25 26 27| 28 29|
Hitchpost, Gallup
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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

Activity Roster for: AlM Training
Act: hdrBsima and pastho Grp: AIM Training Pgm: AlM Training FS:- NAPIS: Home Delivered Meals

Start Date: MNovemnber, 25 2013 Instructor: Act Barcode: |[ININININIINNN 992233
I )20 3 4 8] Bl T8 9 100 M) A2 13 14] 18] 16| 17| 18] 18] 200 21| 22) 23| 24| 25| 26] 27| 28] 29|
Doe, Heedsome DOB: 2/28M923

21 3 41 8 6l 7| 8 9 100 1) 121 13 14] 15 16] 17| 18] 19 200 21| 22| 23] 24| 25| 26| 27| 28] 29|
Hitchpost, Gallup DOB: 122011903

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
Activity Roster for: AIM Training
Act: hdrm/S5/ma and pas/ho Grp: AIM Training Pgm: Al Training FS:- MAPIS: Home Delivered Meals

Start Date: Movember, 25 2013 Instructor: Act Barcode: ||[INHENNNINNAIIN 992233
123456789 1020 3 4 &) & 78 9 100 1 12 13 14] 18] 16| 17| 18] 19 200 21| 22| 23| 24| 25| 26 27| 28] 29 301 N
Doe, Hee O OMe il
987654321 121 3 41 51 6] 7 8] 9 10] 1] 12| 13] 14] 15 16] 17 18] 19] 2001 21| 22| 23| 24| 25| 26| 27| 28 29] 301 #

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

Activity Roster for: AIM Training
Act: hdm/E/ma and pasfho Grp: AlM Training Pgm: AIM Training FS:- NAPIS: Home Delivered Meals

Start Date: Novernber, 25 2013 Instructor: Act Barcode: |||[IIHINIHMNIAIN 992233
1 20 3] 4] 5 6 7 8 9 100 1| 12| 13 14 5] 16| 17| 18] 19] 200 21| 22| 23] 24| 25] 26| 27| 28] 29] 30|

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

List of Services and Entry Dates by Provider

From: 10/1/2013 To: 10/31/2013
Rum by AIM Training

Fun on: AIM Training

Activity Date Served Date Entered Units

Home Delivered Meals
hidm/55/ma and pas/ome made banan. 10/15/13 1125413 1.00
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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

ADvantage Activity Roster for: AIM Training
Act: adw/79/alpha sited Grp: Al Training Pgm: Al Training FS:- NON OAL-Nl Eligable NAPIS: ADvantage/Medicaid Yyai

Start Date: June, 11 2014 Instructor: Act Barcode: |[IIMNNININN 96122
(NN A1 2 3 4 & 8] 7| 8 & 1a] 1| A2 13 14] 15 18 17| 18] 18] 200 24| 22| 23| 24| 25 26 27| 28 28] 30] 3
Doe, Heedsome

1 2] 3| 4] & 8] 7] & @ 10| 11 12 13| 14] 18] 16 17| 18] 18] 20] 21| 22| 23| 24| 25 26] 27| 28 28] 30] 3

Hitchpost, Gallup

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
Clients with Service Older than 9/1/2013
AIM Training
Most Recent
Mame tddress Gender Birth Date Status Service
Aggregate, For Training Male 11/11/1811  Active 8/1/2013

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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Group Services and Dates

Activity Service Date Attendees # Events
AIM Training
Caregiver Counseling/Support Groups/fCaregiv
cgt/12/duncin 04/01,/2013 350 1
cgt/12/duncin 09/26/20132 a3 1
£gg,/95,/CentralOHAL/REACH 09/26/2013 5 1
cgt/12/duncin 09/26,2013 214 1
cgq/55/5unbeam/CaregiverSupport 10/28/2013 35 1
Caregiver Respite Care
cgr/3s5ANCAPrince 09/01/2013 138 1
Health Promaotion
hea/74 /eastside 07/01/2012 178 1

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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Client's Services Listed by County
AIM Training
Name # Services Service List
pefferson
Hitchpost, Gallup 2 SRC Supplemental Services,Home Delivered Meals

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 11l 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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Project Name: AIM Training

538 Number of Meals Served Report

Average Mumber of Days Served Per Month:

1

208

Agency Narme: STATE OWHED Eligible Meals Served This Month: 1,00
Month & Year: SEP 2013

Eligible Meals Served To Date (Same as NAPIS): 3.00

Congregate HCr
~ TotalMeals Total Meals Participants Walun Tatal Participants Total Total  Guest  Staff  Other

County/Site prepared  Purchased 60+ 60- 60 Cong £0+ 60-  HDM MSIP 60- 60~ Meals  All Meak
Oklahoma
m3a ang pas/ 0o .00 .00 .00 .an .00 1.00 .00 1.00 1.00 .00 .00 .ao
County Total: .00 .00 .00 0o .00 .ao 1.00 .00 1.00 1.00 .00 .00 .00
Grand Total: .00 .00 .00 .00 .00 .00 1.00 .00 1.00 1.00 .00 .00 .ao



Glossary

Activity:

Activity Group:
Activity Name:
Activity Roster:
ADL:

AlIM:

Assessment:
Assessment Button:
Assessment Date:
Assessment Lock:

Barcode:

Care Receiver:
Caregiver:

Caregiver Relationship:
Client:

Client ID:

Delete Rec:
Ethnicity:

Field:
Funding Sour:
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Group Service:

History:

IADL:

Import:

Import Wizard:
Information Memo:
Insert:

Menu:

NAPIS:
NAPIS Group:
NSIP:

Password:
Poverty:
Program Group:
Provider:

Query Builder:
Quick Find:
Quick Link:

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:
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