
 Technical Assistance 11/30/2015 

1                                                                                                                        P-01162D (11/2015) 

 
SAMS Consumer Activity/Referral Report 

 
This report can be used for capturing information on follow-ups, referrals made by the ADRC 
staff, and other ADRC activities. This report can be used to see what referrals are being made 
most often or if follow-ups were due and not completed. For this particular document, the focus 
will be on obtaining a follow-up report. If activities or referrals are not provided in call records, a 
report cannot be run using the Consumer Activity/Referral Report. A separate document has 
been created to show how to enter activities so a report on follow-up can be run using the 
Consumer Activity/Referral Report. 
 
To access this report, go to the Reports tab in the top bar of SAMS and click Reports. 
 

 
 
Select the Consumer Activity/Referral Report.  
 

 
 
Click the green plus sign on the left side or double left click on the report line to open a report 
definition for this report. 
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Below is the report definition, along with a variety of criteria that can be selected to run a 
specific report, relating to consumer activities and/or referrals that have been listed in agency call 
records.   
 

 
 
Click any of the down arrows to expand the definition areas to input selections. 
 
A title must be entered in the Details section in order to run the report. It is best practice to have 
the ADRC name listed, then a title. This will make it easier to access after it is saved. The other 
fields can be left with their default settings for this report. 
 

 
 
Some parameters/selections may limit the information generated in the report. Other parameters 
may contain too much information, which could impact the amount of time the system takes to 
generate a report. 
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Next, select Report Settings and Print Parameters sections. It is best practice to select Yes or 
Selected Only for Print Parameters. This will allow the report to print with the selections 
indicated. All other settings in this part of the definition are left in their default state. 
 

 
 

Clicking on the down arrow will open the box.   
 
To add a subtitle to the report, use the Report Header and write in the Report Comments box. 
This is optional as the report will run without any comments in this section. 

 
 
In the Activity/Referral section, fill in the action. Click the yellow folder next to the action box.   
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A list of several activities can be selected. For this example, Follow Up Call was selected, then 
OK, and the action box auto fills with this activity.  
 

 
 
Next, the status dates related to the follow up will need to be completed. For September 2015, 
the Status Date (on or after) of 9/1/2015 was selected and the Status Date (on or before) of 
9/30/2015 was selected.   
 

 
 
Click the small box next to the date box. A small calendar will appear. Click a specific date. The 
date will automatically appear in the box.  
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Clicking the month heading will show all the months of the year to choose from. 
 
 

 
 
Select the month at the top of the calendar and all 12 months will appear. 
 
All other information can be left in its default setting for this report. See the example below: 
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Below is the complete definition to review all the follow-ups that are due in the month of 
September 2015. 
 

 
 
To generate the report, go to the Preview button and select the program to view the report. For 
this report, Adobe PDF was selected. 
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Below is an example of a report definition with the selections identified for each category.   
 

 
 
Note that the data used in the above examples and the following reports has been taken from a 
user-testing environment. 
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Below is a printed example of this report type using the specific information that was selected for 
the parameters. 

 

 
 

 


