Technical Assistance 11/30/2015

Aging & Disability Resource Center

SAMS Agency Call Report

SAMS Agency Call Reports are used to identify information about who is calling the ADRC,
what topics are being discussed, and what the outcomes are (shown as ADRC activity) of the
calls. These reports are useful for governing board reporting, agency reporting, evaluating who
the ADRC customers are, what their needs may be, and how many interactions ADRC staff are
having.

e This report will include a total number of calls in the specific time period selected, topics
discussed during calls, the ADRC activities (ADRC outcomes reported in the call),
consumer age group, who referred the caller, and the consumer’s disability.

e When this report is run, ADRC staff workload can be viewed by selecting a specific
agent. This may be helpful in any performance reviews as well as workload management.

e With this report, comparisons can be made in the ADRC region by selecting specific
agents from a specific site.

To access this report, go to the Reports tab in the top bar of SAMS and click on Reports.
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Double click on SAMS Agency Call Report. Another way to open this report is to single click
the green plus sign on the left.

= Reports

Sorted By Title

Row Actions | Type | Tite | Description W | Comments

+ Activities & Re T Activity/Referral Mailing Labels Avery 516043abels generated based upon report of consumers associ: SAMS Report
+ Activities & Re_€onsumer Activity/Referral Report rt showing all consumer activities and referrals. SAMS Report
+ &R Encounter Data: Error-Catcher Check for Encounter call data errors Displays a list of calls which
+ R Reports Encounter Data: Generate XML D Generate XML data file for Encounter system Preview using the Crystal R
+ | & R Reports  SAMS Agency Call Report Summary Report of Calls for Agency SAMS Report
+ | & R Reports SAMS Call Follow-up Report Alisting of Call Follow-ups based on selected filters SAMS Report
+ | & R Reports SAMS Call Mailing Label Report Avery 5160 Labels generated for callers or consumers of filttered calls SAMS Report
+ | & R Reports SAMS Call Profiler Report Summary Report of Call count for selected group SAMS Report
+ | & R Reports SAMS Call Referral Report Cross Tab summary of Call Referrals SAMS Report
+ | & R Reports SAMS Call Summary Report Alisting of Calls based on selected filters SAMS Report

4 i
15 Reports, 1 Selected
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Below is a screen showing the SAMS Agency Call Report Definition with the details, report
settings, report header, and call selections that can be used to generate a report. Click the down
arrow on the left to expand details and other settings to make selections.

~— Report Settimngs {01
- Report Header [(0/1)
N Call (O 19)

A title must be specified for the report. It is best practice to have the ADRC name listed, then a
title. In order to do this function, expand the Details and add a Title. Also in this section, the
defaults will typically be shown in Shared With Provider and Shared with Organization Your
Agency, and Modifications Allowed “all.” It is optional to add a subtitle or descriptions.

Ei‘_\ Report Definition - SAMS Agency Call Report - Calls Made in 2015

save | Save and Close | Close |[Make s Copy | Open Audits | |preview|«

Comments

0K | Expand &ll | Collapge All

Title Subtitle Description
Calls Made in 2015 \// ‘ | | |

Shared With Shared with Organization Meodifications Allowed
Provider - Quasi County Aging Office - (all) -

In the Report Settings, print the parameters to view what information was requested for the
report. Select Yes, No, or Selected Only. The selected only option gives the specifics of what
was chosen in the definition.

el Report Settings (0/1)

Print Parameters
MNo -
Mo
Yes _
I

Selected COnly
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The following Report Header will provide a subheading that will be listed under the SAMS
Agency Call Report Heading in the report. This is an optional field.

-~ Report Header {1,/1)

Report Comments
|C.‘a||5 Made in 2015 |

Below are selections that can be made in the Call fields to further define the report. The only
changes made in this definition are the start dates. For the first nine months of 2015, the start
date (on or after) 1/1/2015 was selected and the start date (on or before) 9/30/2015 was selected.
Do ndt use the end dates as these will create an inaccurate report. The other fields were left in
their default settings.

Agency Provider Agent

(any) & = [ & = [y =]
Start Date (on or after) Start Date (on or before) End Date (on or after)

1/1/2015 B 9/30/2015 B Enter date :]
End Date (on or before) Call Type Caller Type

Enter date B | (Any) |Lrjv ‘ (Any)
Age Group Disability Referred By I
| (Any) |[d | (Any) |&:}' ‘ (Any) ﬁ&j
Call Priority Complete (Y/N) Topic I
| (Any) |[ﬁ (Any) - ‘ (Any) I |[fj
Activity Follow Referral I
[cany) & = [@m & = [y | e

Click the box to the right of the date. A calendar will pop up allowing a date to be selgcted.

- EI

Agency
| (Any)

Start Date (on or after)
|1/1/2015 8

4 January - 2015 3

Sun Mon Tue Wed Thu Fri Sat
28 29 30 3 [1] 2 3
4 5 6 7 8 El 10
11 12 13 14 15 16 17
21 22 23 24 —
25 26 27 28 2% 30 31 —

6|1 2 3 4 5 & 7
1=

[ T T T - U T T
=
=]
=
o
]
=1

To run a report for a specific ADRC staff person, open the folder by agent and select the person
from the list. Select any staff associated with your ADRC. If the agent is selected as Any, all
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staff associated with the ADRC will be selected. To view calls for a specific site, select
agents/staff from that particular site.

e e s *  Note staff associated with the ADRC
(All) O | Descripton B will appear in a report. SAMS users
%8 | ] A.cny | = Lok | who work foy a different ADRC will

L | 'O aver,Amy T not show up in the report.
@ || AbelL, Amy
[ij || Abrahamson , Mancy [w
ﬁ || Account, Bug Testing Cancel
M || Account, Reporting || Selected items
| or | [] Account, Test Dfﬂ‘.-’ -
[ﬂj [] Acevedo, Michelle L 'r";:oen'j":'zt"’e
[ij || Adamski, Diana
M [[] Adamski, Quasi Diana
[ﬂj || admin,
[ij || Administrator Marathon County ,

|| ADS Program Caregivers ,

|_| Aeschliman, Rensa

Below is the full definition of the report with all of the above selections.
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Aging & Disability Resource Center

..1 Report Definition - SAMS Agency Call Report - Calls Made in 2015

Save | Save and Close | Close | Make & Copy | Open Audits | |Preview |«

OK | Expand All | Collapse All

~

Title Subtitle Description
|Ca|\s Made in 2015 | | | |

Shared With Shared with Organization Modifications Allowed
Provider ¥ | Quasi County Aging Office - (ally -

M Report Settings (1/1)
Print Parameters
Selected Only -

~ Report Header (1/1)

Report Comments
|Oa|\s Made in 2015 |

Nl call (2/19)

Agency Provider Agent
| (any) |B | (Any) ‘B | (Any) |[P3
Start Date (on or after) Start Date (on or before) End Date {on or after)

1/1/2015 i} 9/30/2015 ::] Enter date B

End Date (on or before) Call Type Caller Type

Enter date & | (any) ‘[B | (any) |[B
Age Group Disability Referred By
| (any) |[B' | (Any) ‘[B | (Any) |[I_ﬁ
Call Pricrity Complate (Y/N) Topic
| (Any) |[B' (Any) - | (Any) |ﬂ_ﬁf
Activity Follow Referral
|any) |5 = |ty i« [tany) |i
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Save | Save and Close | Close | Ma 5 | Op = | Preview -
Adobe PDF
Comments ;

| Crystal Viewe

Microsoft Exgel

Microsoft Word
OK - Collapse All
| | €ollap=e Text

~ D . ]

Below is the actual report that was generated from the above report definition, starting with the
parameters. Note that the data contained in this document has been taken from a user testing
environment.

SAMS Agency Call Report

Galls Made in 2015
Report Comments:
Calls Made in 2015
Parameters List:
Report:
Print Parameters: Selected Only
Call:
Call Start Date (on or after): 1f1/2015
Call Start Date (on or before): 5/30/2015
Restricted View:
Match Option: (all)

Provider: Quasi County Aging Office
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Aging & Disability Resource Center

Technical Assistance

11/30/2015

SAMS Agency Call Report
- Calls Made in 2015

93/201¢

Call Priority:

No. of Calls | Call Priority

Urgent: Nesds assistance/action within approx. 48 hours

5 | Total

Who made contact (Caller Type):

Mo. of Calls | Caller Type

13 | (Se¥)

7 | 02-Caregiver

1 | 03-Relative/Guardian/Friend /Meighbor/Community member

1 | 05-ADRC Contacted Consumer or Designes

22 | Total

Topic Categories discussed during call:

Mo. of Calls | Topic Category

1 | Financial Assistance

1 | Food

1 | Housing

1 | Legal Services

2 | Public Banefits

1 | Unmet Neads

4 | Total

ADRC Activity:

MNo. of Calls | ADRC Activity

4 | 01-Provided Information & Assistance

2 | 02-Provided options counseling

3 | 03-Provided follow-up

1 | 05-Referred to economic suppart

1 | 06-Provided assistance with Medicaid application process

1 | 07-Referred for financial-related needs other than economic support

11-Provided enrollment consultation

[

7 | Total

Consumer Age Group:

Mo. of Calls | Consumer Age Group
5]118-53
10 | &0 - 150
15 | Total
Wisconsin
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Referred By:

MNo. of Callz | Referred By

Assisted Living

Economic Suppaort

Friend/Family

Hospital

1
1
2
2 | Homie Health Agency
1
i

Total

Disability:

Mo. of Calls | Disability

1 | 01-Developmental Disability

& | D2-Elderly

3 | 03-Mental Health

7 | 04-Physical Disahility

10 | Total

Monthly Total

Mo. of Calls Total Minutes Month

2 | February, 2015
13 | May, 2015

135 | June, 2015

66 | Juby, 2015

46 | August, 2015

18 | September, 2015
22 280 | Total

[NE RN -0 IS S

To save the generated report, save the report definition by going to the top row and clicking
Save. The report will be saved with the title provided in the details, which is also viewed in the
Y{epor‘[ definition heading. See below:

L

pa— Y~
\;j Report Definition - SAMS Agency Call Report - Calls Made in 2015

Save | Save and Close | Close | | | Preview =

To locate a saved report, go to Reports, single click on the type of report being located. This will
open another box below that will state Report Definitions. The saved report can be found here.
Note that agencies that used their ADRC name first may be able to find their specific reports
quicker.
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Aging & Disability Resource Center

2 Reports

Sorted By Titl=

Fow Actions  Type % Tite : %W Description % Comments
+ Activitizs & Ry Consumer Activity/Referral Mailing Labels Awery 5150 labels generated based upon report of consumers associi SAMS Report
+ Activities & Rs Consumer Activity'Referral Report A report showing all consumer activities and refemals. SAMS Report
+ | & R Reponts Encounter Data: Ermor-Catcher Check for Encounter c3ll dats ermors Displays a list of calls which are missing d
+ | & R Repons Encounter Dats: Generate XML Data Generate XML data file for Encounter system Preview using the Crystal Reports viewsr.
+ | & R Reports  SAMS Agency Call Report ‘Summary Report of Calls for Agency SAMS Report
+ | & R Reponts SAMS Call Follow-up Repont A listing of Call Follow-ups bassd on selected filters SAMS Report
+ | & R Reports  SAMS Call Mailing Label Repont Awery 5160 Labels generated for callers or consumers of fitered calls SAMS Report
+ | & R Reports  SAMS Call Profiler Report ‘Summary Report of Call count for selected growp SAMS Report
+ | & R Repons SAMS Call Referral Report Cross Tab summary of Call Referrals SAMS Report
+ | & R Reports SAMS Call Summary Report A listing of Calls based on selected filters SAMS Report
+ | & R Repons SAMS Call Topic Repart A listing of Call Topics based on selected filters SAMS Report
+ | & R Repons SAMS | & R Provider Repont Alisting of | & R Providers based on selected filters SAMS Report
+ | & R Reports SAMS | & R Provider Report with MA_ID filger A listing of | & R Providers filtered by specified MA_ID
+ | & R Reports SAMS Provider Directory Listing Report Provider Directory Listing SAMS Report
+ | & R Reports  SAMS SART Report Summary Report of ADRC data SAMS Report

15 Reports, 1 Selected
= Click ta hide repart definitions
Repaort Definitions
Sorted By Title
Row Actions  Title - W | Description %  Shared With §  Create User W LastUpdate User W Last Updated W Comments T
= x 2-012011 First quarter 20° Provider Test Account Test Account 41312011 4:59:12 PM
3-02201 Second quarter Prowvider Test Account Test Account 41312011 5:27:43 PM
4 - Test resst Full year Provider Test Account Test Account 4/3/2011 5:58:02 PM  Here be comme
ADRC Contacts of GLMW [ Fran Geier Julie Johannes T2212015 1:38:48 PM
ADRC of the Morthwoods - ECY Repo [ Carrie Krostz Carrie Krostz 22802015 8:15:13 AM  Change the Sta

= x

Additional tips for running these reports

e Parameters with short time periods or a narrow focus will run quicker, for instance
reporting on one month vs. an entire year.

e Be sure to print parameters to view exactly what the report should contain.

e In the parameters, never use an end date. Always use start date (on or after) and start
date (on or before). For instance, when generating a report for calls made in 2015,
choose start date (on or after) 1/1/2015 and start date (on or before) 9/30/2015.

e ADRCs will be able to see all the agents (ADRC staff) and ADRC reports in the system,
but will only be able to open and view reports of their specific ADRC agents.

e When saving a report, use the ADRC name first, then the name of the report. This helps
to find reports associated with the ADRC more quickly.
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