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Introduction

The WellSky Aging & Disability database application (WellSky/SAMS) is the primary client
tracking system that is used to track activities that occur between or on behalf of a customer at
aging and disability resource centers (ADRC) and tribes throughout Wisconsin. This document
provides instructions for the following staff who may enter client tracking information in
WellSky/SAMS:

ADRC specialists.

Tribal aging and disability resource specialists (tribal ADRS). and their supervisors,
Dementia care specialists (DCS).

Other ADRC staff including supervisors, receptionists, resource database staff, and
outreach staff.

Generally, all references within this document “agency” or “staft” should be interpreted to apply to
all of the above staff types.

Benefit specialists utilize a separate set of WellSky/SAMS guides.

For searching and data collection purposes, WellSky/SAMS refers to all persons as Consumers or
Callers, including customers, legal decision makers, caregivers, and other interested parties.

Account Access

Access to WellSky/SAMS is restricted to account holders authorized by the Wisconsin Department
of Health Services (DHS). Though a single system is used statewide, users may only access data
entered by staff within their local agency. If there are multiple users at the same local agency
with the same access permissions, those users will be able to view each other’s data entry and
modifications. Please note that all data you enter and modify will be visible to all other authorized
users with the same data access permissions as yours.

Notes about the Data Entry Guide

This guide is designed to provide users with the basic tools to enter data, modify records, and track
and manage their customer contacts within WellSky/SAMS. Because WellSky/SAMS is widely
used in governmental health departments and agencies throughout the country, many options and
features exist that are not applicable for use by agencies in Wisconsin. This guide demonstrates
targeted data entry actions, eliminating the capture of unnecessary and irrelevant data and focusing
on uses that are relevant to agency staff. Your ADRC or tribe might request additional information
be captured than what is described within this guide.

Within this guide you will find hyperlinks from the table of contents to key sections of the
document as well as additional hyperlinks within the document itself.

Learning Objectives

e Learn how to create and edit a Call Record.
Learn how to create and edit a Consumer Record.
Learn how to enter ADRC Outcomes.
Learn how to enter Topics.
Learn how to enter Notes.

WellSky/SAMS Navigation and Formatting Guide
ADRC, Tribal ADRS, DCS

p.1



Additional WellSky/SAMS Reference Guides and Resources

For ADRC, Tribal ADRS, and DCS

e Browser Configuration and Login Guide

o  WellSky/SAMS Data Entry Guide for Aging and Disability Resource Centers, Tribal
Aging and Disability Resource Specialists, and Dementia Care Specialists

e WellSky/SAMS Guide to Generating Reports for Aging and Disability Resource Centers,
Tribal Aging and Disability Resource Specialists, and Dementia Care Specialists

e C(Client Tracking System Requirements Technical Assistance document

e  WellSky/SAMS Online Help Guide

For Benefit Specialists

Browser Configuration and Login Guide

WellSky/SAMS Navigation and Formatting Guide for Benefit Specialists
WellSky/SAMS Data Entry and Case Tracking Guide for Benefit Specialists
WellSky/SAMS Guide to Generating Reports for Benefit Specialists
WellSky/SAMS Quick Guide

WellSky/SAMS Navigation and Formatting Guide
ADRC, Tribal ADRS, DCS

p.2


https://www.dhs.wisconsin.gov/publications/p02551g.pdf
https://www.dhs.wisconsin.gov/publications/p02551c.pdf
https://www.dhs.wisconsin.gov/publications/p02551d.pdf
https://www.dhs.wisconsin.gov/publications/p02551f.pdf
https://www.dhs.wisconsin.gov/publications/p02551b.pdf

Overview of Documenting Consumer Interactions

Staff are required to record details of interactions with individuals and organizations. The staff
person who talks to the Caller or Consumer is the individual who should enter the information
into the database. Information collected during these interactions is then used to manage
consumer interactions including providing follow-up services to consumers. Additionally, data
collected during these interactions is then reported to the state on a monthly basis. Accurate
recording of consumer contacts is critical in order to provide excellent customer service and
maintain data integrity.

There are two types of interactions you’ll document in WellSky/SAMS:

e Contacts represent a one-on-one interaction where information is exchanged between staff
and an individual who contacts the agency, or is who is contacted by agency staff. Contact
examples include an individual reporting a concern about themselves or another person, or
a call from a community-based agency or provider. A contact may occur in-person, via
telephone, virtually through video conference, or via written correspondence.

e Activities represent an outreach or marketing event, such as a group or individual
presentation performed by staff. This includes one-on-one conversations when staff reach
out to potential customers or providers for the purpose of marketing. Examples include
discussions with nursing home discharge planners about the agency, presenting at a service
organization meeting about the agency, and participation at health fairs.

Note: Dementia care specialists report outreach and marketing events in DCS SharePoint.
ADRC Specialists and Tribal ADRS who use WellSky/SAMS report outreach and
marketing events in WellSky/SAMS.

Note: Activities discussed throughout this document refer to marketing and outreach
interactions and are not related to the WellSky/SAMS Activities tracking section.

In order to document contacts and activities, staff work primarily with two record types:

e Call Records are the method staff use to document contacts and activities. Each of these
interactions should be detailed in a new Call Record.

e Consumer Records are used to track details about individuals, agencies, or providers who
have made contact with your agency. These details typically include contact information
as well as various demographics.

Creating Call Records

Call Records reflect contacts or interactions with customers, authorized representatives,
caregivers, customers’ family, friends, neighbors, service providers, and other interested
parties. These contacts may include telephone calls; in-person appointments at the office,
hospital or nursing home; home visits; emails; and video conferences. A Call Record is created
anytime there is an exchange of information with an individual or an organization where the
agency receives information relating to a Consumer, provides information relating to a
Consumer, or both. A Call Record is also created for any activity such as marketing and
outreach, but only one Call Record should be created on behalf of the agency, even if multiple
agency staff members participated. All Call Records must contain at least one ADRC
Outcome and one Topic.

Generally, you’ll create a Call Record for each interaction as described in the previous
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paragraph with a Caller/Consumer. Each call should be logged into the system within 1-2
business days of when the contact occurred. If necessary, utilize the Call Summary Sheet (a

printable version can be found here) to log information until it can be entered into the
WellSky/SAMS database.

A. Creating a new Call Record from within an existing Consumer Record
When creating a new Call Record, first determine if a Consumer Record already exists for
the person whom the contact is regarding (the customer or the potential customer of any

assistance provided), or the organization or event in the case of marketing and outreach
activities.

1. Determine if a Consumer Record exists.
a. Inthe Main Screen Search Bar, enter the Consumer’s name (last name, first

initial/name). You might try different potential spellings in case the name was
previously entered incorrectly.

[k | CONSUMERS CALLS REPORTS
Barkley, Charles 01/01/1950 1D: 1379982854
nsume
Phone: (608) 555-4567 Town: Xamplopolis
County: Xample Agency: Quasi Area Agancy

ADD CONSUMER ADD CONSUMER GROUP

Alternately, you may search for a Consumer by filtering your Consumers List
Screen.
b. Any matching record(s) will appear below the search bar.
e Ifno matching record appears, proceed to step I1.B.: Creating a new Call
Record from the Main Navigation Bar.
e Ifa Consumer Record exists, click on the desired record to open it, review any

notes found in the Notes Panel of the Consumer Record, and proceed to the
next step (B.1.b)

2. Open anew Call Record Data Entry Screen.
a. Inthe Consumer Record, select the Calls tab.

~ & Consumer - Barkley, Charles (1379982854)

780 Basketballl Lane xXamplopolis, WI 70127
P: (608) 555-4567

(consumer does not have any notes)

Details Activities & Referrals Assessments Care Plans Journals Service

Sorted By Start Date/Time Add New | Open |

Row Actions | Start Date/Time Y Consumer < | Caller ¥ CallType Y  Caller Type ¥ |Create U ¥V | Has Note
[ = x|12/29/2015 10:18:58 AM| Barkley, Charles Barkley, Charles Incoming (Self) Account, Tes
[ = x 10/15/2019 10:59:09 AM Barkley, Charles Barkley, Charles Incoming (Self) Holmes, Dot

Note: A list of all previous Call Records for this Consumer will appear. In the Notes
Panel of each Call Record, there will likely be notes related to that call. It is good
practice to review previous Call Records, particularly the Notes Panel of each Call
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Record, for additional background information.

b. In the Calls tab select Add New from the menu options.

~ &% Consumer - Barkley, Charles (1379982854)
789 Basketballl Lane Xamplopolis, WI 70127
P: (508) 555-4567

(consumer does not have any notes)

Details Activities & Referrals Assessments Calls Care Plans Journals Service Deliveries Service Orders

Sorted By Start Date/Time ((2dd tiew ) Open | Delete | Print ~ | Format Columns |

c. A Call Record Data Entry Screen will appear.

°I call - Barkley, Charles(1379982854) - 9/16/2020 2:07 PM Switch To... v =X

Save | Save and Close | Close | Print » | | Format Panels | Disable Timer | Pause | Search for Services | Barkley, Charles v | Barkley, Charies v | Add New v

or ADRC Outcomes Open

Topics

& JEIR]
Notes ¥
=z IERIR)
ge Growp
Related Calls Open | Print Grid | Export Grid | Format Columns | =
der [ Unkno
Disabities |2 teems H‘l:‘lx‘ Row Actions  Start Date/Time ¥ Consur ¥ | Caller ¥ Call Type ¥  Caller Type Y | Create
Format P’:;tji' = 05/06/2020 02:30:1) Barkiey, Ct Barkley, Ct Incoming (Self) Holmes,

3. Complete Start Date/Time Field (required)
If you are creating the Call Record on the date the contact occurred, there is no need to
modify this field. The Start Date/Time in the Call Record Screen will default to the
date that the record is created. Note: You are not required to note the exact time of the
call or contact, but recording the actual date of the contact is important.

If you are creating a Call Record on a date after the actual contact occurred:
a. Select Disable Timer in the Command Bar as illustrated below.

I call - (Anonymous) - 4/21/2020 10:01 AM

Save | Save and Close | Close | Print » | | Format Panels | Pause | Search for Services | Add New -

b. Click on the Start Date/Time field (or the calendar  icon to the right of the field).
c. Modify the date of contact to reflect the date the contact actually occurred.

4. Select a Call Type (required)
a. Inthe Call Type field, click on the dropdown arrow menu.
b. Select the best option from the available choices.
e Only one choice is permitted.
¢ See Client Tracking System Requirements technical assistance document for a
full list of Call Type options.

5. Verify the Caller, Caller Type, and Consumer Fields have prepopulated
accurately
Because you’re creating a new Call Record from within an existing Consumer Record,
both the Caller and Consumer fields of the Call Record will default to the name of the
Consumer whose record you opened. The Caller Type tield will default to (Self).
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What is the difference between the Caller and the Consumer within
)M a Call Record?

: For the purposes of entering a new Call Record, the Caller is the person
HOT | ith whom you’re interacting. The Consumer is the person who the
TIP contact is regarding. In either case, a Consumer Record is created in
WellSky/SAMS for both individuals.

If the Caller is someone other than the person or organization associated with the

Consumer Record you used to create the new Call Record, perform the following steps,

in order.

a. Change the Caller Type field from (Self) to the applicable selection found in the
dropdown menu of options by clicking anywhere within the field and making your
selection.

ocall - Barkley, Charles(1379982854) - 9/17/2020 10:39 AM
Save | Save and Close | Close | Print » | | Format Panels | Disable Timer | Pause | Search for Sen
OK

Start Date/Time  5/17/2020 10:39 AM

Call Type Incoming -

Caller ‘Earkley, Charles ‘ ;| x
Caller Type | (Self) -
Consumer (55} ==

11-Legal Decision Maker
Age Group 12-Caregiver
Gender 13-Relative/Friend/Meighbor/Comm Mbr

14-Agency/Service Provider

Disabiliti ) =]
sabilities 15-ADRC Contacted Consumer/Designee éuﬁj
16-ADRC Initiated Collateral Contact Format Property List

99-Other

b. Add Caller field information

Although Callers may remain anonymous, you are strongly encouraged to obtain

their contact information.

e [fthe caller chooses to remain anonymous, click on the red X located to the
right of the Caller field. The Caller field will default to Anonymous. Leave this
field in its default state and do not change to some other form of anonymous
such as “Anonymous Female.”

Start Date/Time  9/16/2020 2:21 PM
Call Type Incoming -
Caller |Bark\ey, Charles H@
Caller Type (Self) -
Consumer |Bark\ey, Charles | _Allx
Age Group -
Gender Unknown =
Disabilities |2 Ttems | ’:le
Format Property List
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If the Caller chooses to not remain anonymous, you must determine if a
Consumer Record already exists for the Caller.

1. Search for an existing record by selecting the green arrow open dialog box
next to the Caller field.
I call - (Anonymous) - 4/21/2020 10:23 AM
Save | Save and Close | Close | Print « | | Format Panels | Disable Timer | Pause | Search for Ser
Call Type Incoming -
Caller ‘(Anonymuus) l ,:II
o
Caller Type (Self) -
Consumer ‘(Anunymous} |u]
Age Group -
Gender Unknown -
Disabilities | | /?dx
Format Property List
2. A Search for Consumer window will open.
Search for Consumer x
Global Search | Advanced Search
FPlease enter search criteria in one of the following fields
| Add New |
| Clear |
Search for: |tes || search | lCanccley
Phone: | search |
Location: || search |
Search for: tes
Format Columns
Consumer Type T | Active? 7 | ID Y Name T |Date Regisiered 7 | Address T | Town of Residence ¥
I]Consumer | 1312695394 Tester, Temry 01/14/2019 123 Any St. Madison
Consumer 1301021475 Tester, Tim 01/24/2019 1313 Mockingbird Lane Qut of State
4 »
mz Consumers Displayed
3. Enter the Caller name in the Search for field.

If a Consumer Record for the Caller already exists in the database:
Select the correct Consumer Record from search results list at the

bottom of the Search for Consumer window (illustrated above).

[}
a.
b. Select OK.
c.
name will automaticall
Screen.
[}

You’ll automatically return to the Call Record Screen. The Caller’s

y populate the Caller field of the Call Record

If the search yields no existing Consumer Record, you will receive no

matching results when you complete the search. In this case, you must

add a new Consumer Reco
a. Click on the Add New
as illustrated below.

rd to the database.
button in the Search for Consumer window,

WellSky/SAMS Navigation and Formatting Guide
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Search for Consumer x
Global Search | Advanced Search | ok |
Please enter search criteria in one of the following fields [ .|
nfo
| Add New |
| clear |
Search for: [smith || Search | cancel |
(=) All Words () OR ) Exact Phrase
Phene: Search |
Location: ‘ | Search
(J Allwords () OR (%) Exact Phrase
Search for:  smith
Format Columns
Consumer Type " | Active? " | ID i Name (' | Date Registered ' | Address % | Town of Residence ' | County of Resid
Consumer 1335410702 Smith, Becky 10/01/2008 123 Main Street Madison Dane
‘ Consumer 1338657778 Smith, Pierre 06/01/2009 123 Old Maid Street Oconto Oconto
4 1 »
2 Consumers Displayed

b. A new Add Consumer screen will appear, as illustrated below.

'Add Consumer

B Basic Information

s Name M Last Nome Suffx AKANome Date Reoistered

[ | [ ] [ | 421200 m
primry Ethic Race Home Phone

DoB Ethnic Race Nationality Area Code Number Extension

eover doe |a - = ‘

:
.

Lives Alone?
Don't Know

Format Property List

Care Enrollments Add New | Open | Delete | Print Grid | Export Grid | Format Columns

[111]
b4

RowActions| Care Program V| Statu: ¥ | Start Dat ¥ | End Dat ¥ | Create Organizatio ¥
i x  [oaTitlenl ] Active 0472172020 Quasi County Aging O

ok Add Next Cancel

c. For detailed instructions on completing the new Consumer Record,
see section III: Creating Consumer Records below.

d. After completing and saving the Consumer Record, you will be
returned to the Call Record Data Entry Screen.

Complete the Age Group Field (required for individuals, not organizations)
Note: This field relates to the person identified as the Consumer in the Call Record.
o If the Date of Birth field was completed in the Consumer Record, this field will
prepopulate.
e If Date of Birth field is blank:
a. Inthe Age Group field, click on the dropdown arrow and a menu of choices
will appear.
b. Select the appropriate choice from the menu of options.
e Alternately, if you know the Consumer’s birthdate, you may edit their Consumer
Record accordingly. (See section 1V, Editing an Existing Call or Consumer

Record.)

Complete the Gender Field (required for individuals, not organizations)
Note: This field relates to the person identified as the Consumer in the Call Record.

WellSky/SAMS Navigation and Formatting Guide
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o Ifthe Gender field was completed in the Consumer Record, this field will
prepopulate.
o If the field is blank:
a. In the Gender field, click on the dropdown arrow and a menu of choices will
appear.
b. Select the appropriate choice from the menu of options.
c. The Gender field will automatically update in the Consumer Record.

8. Complete the Disabilities Field (required for individuals, not organizations)
Note: This field relates to the person identified as the Consumer in the Call Record.

During conversations, the Consumer’s disability or characteristics may be revealed.
Staff are not required to ask a person’s disability; they are encouraged to use their best
judgment and select the most appropriate option(s). This field will automatically
update if the field was completed in an earlier Call Record for the same Consumer-.

To complete the Disability Type field:
a. Click on the green arrow open dialog box field and the Select Disabilities
window will open.

Select Disabilities X

(Al Description ) '
0K
L AB E] D0-Alzheimer's/ieversible Dementia
e 01-Developmental/inteliectual Disability Select All
LEF 02-Elderly: Age 60 or Older
GH Deselect All

03-Mental Health
n
f 3 04-Physical Disability Cancel
KL b g
= 05-Substance Use Selected items

op D6-Unknown (Select exclusively.) only
QR
ST

Hide inactive
records

uv
WX

YZ

Number of selected items: 0/7

b. Check the boxes to the left of all disability types that apply.
Note: Unknown may be selected if the individual’s disability is not known. If one
or more disability types are selected, Unknown cannot be selected.

c. When all appropriate disability choices have been selected, click OK.

9. Select ADRC Outcomes (required for both individuals and organizations)
ADRC Outcomes indicate the type of activity or action that was completed by staff.
Every contact must have at least one ADRC Outcome attached to that Call Record
to meet state reporting requirements. For a complete list of available ADRC
Outcomes including descriptions, see the Client Tracking System Requirements
technical assistance document.

Note: Tribal ADRSs and DCSs are also required to select ADRC Outcomes even
though they do not work for an ADRC.
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To add ADRC QOutcomes to a Call Record:
a. Go to the ADRC Outcomes Panel
b. Inthe ADRC Outcomes Panel Command Bar, click Open

- Call - Barkley, Charies(1379982854) - 11/13/2019 8:44 AM [

1 loun | Brivt = 1 I | Barkde; Charias = | Baklny, Charles = | Add e =

Assessments

c . A list of all possible ADRC Outcomes will display.
d. Click on the check box so that a check mark appears to the left of every ADRC
Outcome that applies to the Call Record.

ADRC Outcomes
| | 17 items || selected Ttems Only
|| Administrative (Select exclusively.) || Attempted Contact (Select exclusively.) -
|_| Behavioral Mental Health Screen |_| Community Partners (Select exclusively.)
|| Complaints/Advocacy || Customer Initiated Follow-up (Select exclusively.)
|_| Long-Term Care Functional Screen || Memory Screen
|_| Outreach/Marketing {Select exclusively.) |_| Provided Assistance with MA Application Process
|_| Provided Brief or Short-Term Service Coordination |_| Provided Disenrollment Counseling
Provided Enrollment Counseling || Provided Follow-up
rovided Information & Assistance |_| Provided Options Counseling
|| Referral to ADRC -

e. When all applicable outcomes have been selected, click OK in the Panel Command
Bar.

Note: See Client Tracking System Requirements technical assistance document for
specific information about adding the following exclusive ADRC Outcomes:
e Administrative
Attempted Contact
Community Partners
Customer Initiated Follow-up
Outreach/Marketing

10. Select Topics (required for both individuals and organizations)
Topics are subjects discussed during the contact. At least one or more 7opics must be
entered for each Call Record. For a complete list of available Topics including
descriptions, please see the Client Tracking System Requirements technical assistance
document.

To add a Topic to a Call Record:

WellSky/SAMS Navigation and Formatting Guide
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a. Inthe Call Record Screen, go to the Topics Panel.
b. Inthe Topics Panel Command Bar, click on Select Topics.

I call - Barkley, Charles(1379962854) - 11/13/2019 Bidd AM [reT——

1 1 pret | | 1 Pasa | 1 Barkiey, Chustes © | Barkiey Chares + | 484t =

nates >

Referrals

Assassmants

servica Daliverias

c. A large list of Topics will appear. Click on the check box so that a check mark
appears to the left of every Topic that applies to the contact.

I Call - Barkley, Charles(1379982854) - 11/13/2019 8:44 AM
Select Call Topics X
I Cancel | Select All | De-select All | Format Columns
Clear |_| Selected items only

Topics: 59 items
] | Topic W | Category v

- Abuse and Neglect Abuse and Neglect

@Adamive Equipment Adaptive Equipment
| Addictions Addictions
|| ADRC Complaint ADRC Complaint
|| Alzheimer's and Other Dementia Alzheimer’s and Other Dementia
|| Ancillary Services Ancillary Services
|| Animals Animals
| | Assisted Living (AFH, CBRF, RCAC) Assisted Living (AFH, CBRF, RCAC)
|| Budget Assistance Budget Assistance
|| Caregiving - Adult CG of Elder or Early Dementia Caregiving - Adult CG of Elder or Early Dementia
| | Caregiving - Elder CG of Child or Disabled Aduit Caregiving - Elder CG of Child or Disabled Adult
| | Caregiving - Non-Elder CG of Dsbid Non-Elder A1 Caregiving - Non-Elder CG of Dsbid Non-Elder Adult
|| Community &R Community I&R
|| Complaints (other) Complaints (other)
| | Education Education
| | Emergency Preparedness Emergency Preparedness
|| Employment Employment
(] End of Life End of Life
|| Food Food
| | Health Health
|| Health Promotion Health Promotion
|| Home Services Home Services
Disregard section below X
Defsult Date | 11/13/2019 ® Apply Default Planning Apply
|_| Has current need or concern
Time to apply to each Topic | . p.00 Apply || Prevention or future planning
Total Time | __,_ 0.00 Apply

d. Inthe Topics List Screen Command Bar, click OK
Note: At the bottom of the Topics List Screen, there is an additional section with
several additional fields (Default Date, Time to apply to each Topic, Total Time,
and Default Planning). Ignore these fields.
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11. Enter Call Record Notes (required for both individuals and organizations)
If the Consumer is already in the system, prior to entering notes regarding the current
contact with the Caller/Consumer, staft should view Call Record Notes from any
previous contacts the Caller/Consumer has had with the agency. Notes from previous
Call Records will appear in the Related Calls Panel of the new Call Record being
created.

After reviewing any previous notes, to add notes for the current contact with the

Caller/Consumer:

a. Click on the white space in the Notes Panel of the new Call Record and enter all
pertinent information about the contact.

Notes

Enter pertinent notes related to the call here

Note: For contacts with community partner organizations, the name of the person at
the community partner organization with whom the interaction occurred should be
noted here.

See guidelines for entering notes in the Call Record Notes section of the Client
Tracking Systems Requirements technical Assistance document.

B. Creating a new Call Record from the Main Navigation Bar
1. Open a new Call Record
a. Go to the Main Navigation Bar.
b. Click on Calls.

CONSUMERS CALLS REPORTS

c. Select New Call from the dropdown list.

Select... X

Calls

CANCEL

d. A blank Call Record Data Entry Screen will open.
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* Call - (Anonymous) - 3/16/2021 2:17 PM e

ADRC Outcomes

G Setest Topies |

Notes -4

Related Calls

Row Actions Start Date/Time ¥ Consur ¥ Caller ¥ CallType ¥ CallerType ¥ Create ¥ HasNc 'V

=X

Activities

e. The remaining steps will follow the process described in section I1.A.3. above.

Note: When creating a new Call Record using the New Call selection on the Main
Screen Command Bar, the Caller and Consumer fields will default to
“Anonymous”. Although both Callers and Consumers may remain anonymous, you
are encouraged to obtain as much information as possible about the
Caller/Consumer. In order to populate the Caller and Consumer fields, you’ll select
the green arrow dialog box (shown below) as described in section IL.A.5. above.

| call - (Anonymous) - 4/21/2020 10:23 AM
Save | Save and Close | Close | Print « | | Format Panels | Disable Timer | Pause | Search for Sery
Call Type Incoming -
Caller ‘(Anonymuus) | vl
Caller Type (=elf) -
Consumer ‘(Anunvmous} “_il
Age Group -
Gender Unknown -
Disabilities | || :|x|
Format P’-'.‘D_E't'_v'_Lli'.

lll. Creating Consumer Records

A. Open an Add Consumer Data Entry Screen
This can be accomplished in two ways:

e During the process of creating a new Call Record as described in section 11
OR

e By clicking the circular icon with a plus sign in the Consumers List Screen.

©

C b %9 8

With either method, the new Consumer Data Entry Screen looks like this:
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Add Consumer

B Basic Information

First Name MI_ LastName Suffix AK.A Name Date Registered
H | I_I | | \—I | | le21/2020 ®
er

Primary Ethnic Race Home Phone
poes Ethnic Race Nationality
Entor dote |

Email Address

:
.
Lives Alone?

Don't Know -

Care Enrollments Add New | Open | Delete | Print Grid | Export Grid | Format Columns | = 45

Row Actions | Care Program ¥ | Statu: ¥ Start Dat ¥ | End Dat V¥ | Create Organizatio ¥
| o = [o3Titelll | Active  04121/2020 Quasi County Aging O |

B. Complete the data fields in the Add Consumer Screen.

Use the following guidelines:

e [fyou are creating a Consumer Record for someone who is in need of assistance or
services, complete all fields in the Consumer Record to the best of your ability. As much as
possible, be sure to enter information in the fields required for reporting including:

First Name/Last Name

Gender

Date of Birth

Ethnic Races

Phone: Home and Mobile

E-mail Address

Address: Home and Mailing

In Poverty
o Lives Alone
Please refer to the Client Tracking System Requirements technical assistance document for
detailed information on required fields.

e Ifyou are creating a Consumer Record for a Caller who is calling for information or
assistance on behalf of someone else, enter in the Consumer Record, the person’s first and
last name, phone numbers, home and mailing addresses (if different), e-mail address, and
any other required field information they are willing to provide.

O O O O O O O O

Special note: When adding a Consumer who might be considered dangerous or a
frequent Caller with repetitious questions, agencies may consider adding an asterisk (*)
after the Consumer’s last name and adding notes describing the situation in the Consumer
Record Notes Panel. This practice is optional, and its use should be determined at the local
level. For additional information, refer to Client Tracking System Requirements technical
assistance document. Also see section IV, Editing an Existing Call or Consumer Record for
instructions on adding this information to an existing Call or Consumer Record.

C. Save the Consumer Record
1. After completing all fields to the best of your ability, click OK in the lower right corner of the
screen.
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IV.

Note: It is possible the following window will appear. Select Yes to continue, and research the
issue at a later time in order to determine if duplicates exist.

Potential Match X

There are 7 potential matches to the consumer you are trying to register,
are you sure you want to continue?

| Yes 1 Mo

Recommendations to Avoid Creating Duplicate Consumer Records:

Ask the Caller (or Consumer) to spell their first and last names so they are accurate in the
system.

Check for alternative spellings in case the name in an existing record was misspelled

Be aware of names with Junior or Senior designations.

Search for an existing Consumer Record each time you add a new contact.

Clear out duplicates in your database in a timely manner by contacting the individuals
listed in the Client Tracking System Requirements Technical Assistance document.

VVVYVY V¥V

Editing Existing Call and Consumer Records

After you’ve created and saved a Call or Consumer Record, you might need to a return to an
existing record to change or add information. Editing a record may involve changing or adding
Property List information located on the left side of the Record Screen (the section that starts
with Basic Information in a Consumer Record — Details Screen and the section that starts with
Details in a Call Record Screen). You might also wish to change or add information in one or
more of the Panels, typically located to the right of the Call Record and Consumer Record —
Details Screens.

A. Editing Call Details and Consumer Basic Information Sections
1. Open a Call Record or a Consumer Record. (The editing process is the same for both.)
2. In the upper left corner of the Record Screen, click Open.
e In the Call Record Screen, it looks like this:
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SNk w

*| call - Barkley, Charles(1379982854) - 10/15/2019 10:59 AM

| | Close | | Print v | Open Audits | Form

Dperl| Details

Start Date/Time  10/15/2019 10:59:09 AM

Call Type Incoming

Caller Type (Self)

Dizabilities 02-Elderly: Age 60 or Older
Caller Barkley, Charles

Consumer Barkley, Charles

e In the Consumer Record — Details Screen, it looks like this:

~ & Consumer - Amith, Beatrice (1300072541)

Details  Act
| | Close | | Print v | Open Au
Basic Information
Name Beatrice Amith
AKLA Name
Date Registered 07/01/2014
Gender Female
DoB 05/01/1946
Active Yes

Email Address
Age 73
NAPIS

Ethnic Race/Nationality Mon-Minonty (White, non-Hispanic)

Lives Alone? Yes

A screen with editable fields will open.

Go to the field you wish to edit and add the new information.

Click OK in the upper left of your Edit Screen to save your changes.

Click Save or Save and Close to save your changes in the Call or Consumer Record.

M If a data field is missing from your display, you may need to “activate”
: the field by clicking on Format Property List located in the lower
HOT . o qeer . o
right of the “edit” screen (see below) and selecting any missing field
TIP . :
you wish to view on your Record Screen.

0K | Expand All |

M Basic Information

bl NAPIS

Format Property i
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B. Editing Information Contained in Panels
Panels are sub-records located within a Consumer or Call Record that contain specific
categorical information such as phone numbers, addresses, recent calls, etc. They are typically
located on the right side of a Record Screen. To edit information contained in a Panel:

Open a Call Record or a Consumer Record. (The editing process is the same for both.)

1.
2.
3.

4,

N

Go to the Panel you wish to edit.

In the Panel Command Bar, select the appropriate action based on the information you

wish to add or change.

Add or change the desired information within the Panel Record.
Click OK to save your changes in the Panel Record.
Click Save or Save and Close to save your changes in the Call or Consumer Record.

M If a panel is missing from your display, you may need to “activate”
HOT the panel by clicking on Add New in the Call or Consumer Record
TIP Command Bar and selecting the desired panel to add to the record.

Printing Records

If you want to print an individual Consumer or Call Record, you can print from within the
Record or from the List Screen.
A. Click on the Print dropdown command located on the Command Bar of each of the

screens, as illustrated below.

Add Mew | Open | Delete' Print = 'For'net Columns | Print Grid | Refresh | Export Grid |

B. Select the format for printing. (Adobe PDF is used most frequently.)

Pnnt * | Format Columns | Pnnt Gnid | Refres
Adobe PDF|
Crystal Viewer

Microsoft Excel 2003
Microsoft Excel 2003 data
Microsoft Excel 2007
Microsoft Word

Text

XML

C. An options window will display, as illustrated below, allowing you to choose which
information you would like to includ in the printout. The available options will vary
depending on the type of record or list you’re printing.

WellSky/SAMS Navigation and Formatting Guide
ADRC, Tribal ADRS, DCS

p.17



VL.

Print Call X

) Print
Consumer Details
. Cancel
Caller Details |+
Topics [ I Select All |
Activities [y  |Deselect Allj | §8
u
Consumer Assessments |+

Caller Assessments | |

Related Consumer Calls |+

After selecting the items to include, click on the Print button and your printout will begin.

M Want to see a history of all Call
HOT Record Notes for a specific client?
TIP See the steps below.

To view and print Notes from a Call Record including Notes from all related Calls:

1. Open the desired Consumer Record. (It will default to the Consumer Record-Details
Screen.)

2. Select Calls from the Consumer Record Navigation Bar to open the Consumer Record-
Calls Screen.

3. Click on the dropdown arrow next to Print on the Consumer Record-Calls Screen
Command Bar.

4. Select Adobe PDF (or your preferred output option).

5. Select all options you wish to print by clicking on the check box for each preferred
option.

6. Select Print.

Creating Activity Records (optional)

Creating an Activity Record as a reminder to complete a future task is optional. You can create an
Activity Record as a reminder to follow up with a customer, a reminder to check on the status of an
application, or a reminder to complete other customer-related tasks. Optional Activity Records can be
created within a related Call Record, within the Consumer Record — Activities Screen, or from your
main Activities List Screen.

Note: More than one Activity Record may be created for the same customer. For example, you might
create a required Activity Record related to a disability application, and an optional Activity Record to
document a separate future action.

Optional Activity Records may be created in one of several ways:
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From the Activities Panel of a Call Record

- ) P

T | L L - B o ks, T

b x  [SSUSSDI Concunent Appicaton | 001-SSD1 andior S50 - el Apphication  InProgeess 08302014

From the Activities & Referrals Tab of a Consumer Record. The record created with this method
will be prepopulated with the customer’s name. Select Add New in the menu of this tab to create a
new Activity Record.

~ &% consumer - Ruth, George (1305797454)
714 Home Run Lane Madison, WI 53713 5/1/1¢
P: (E08) 123-5876

(consumer dees not have any notes)
Delailsl Activities & Referrals Iﬁ\ssessments Calls
Sorted By Start Date o

Row Actions Start Date ¥ Create Date Time W Subject ¥ Action

From the main Activities List Screen that displays when clicking on Activities in the Main
Navigation Bar. Select the orange circle with the plus sign to create a new Activity Record.

CONSUMERS CALLS ACTIVITIES REPORTS

The following fields will be useful for creating Activity Records for the purpose of scheduling a follow-
up action:

Follow-up Date — Select the date you plan to complete your follow-up action

Consumer — To populate the Consumer field, click on the icon with the green arrow and a pop-up
window will open. Search for the Consumer that’s associated with the Activity and double-click to
add the Consumer to the Activity Record. (Note that the Consumer name will be prepopulated when
creating the Activity Record from within the Consumer Record-Activities & Referral tab.)

Subject — Enter the purpose of your follow-up action.

Action — Select the most appropriate choice from the drop-down menu. For optional follow-up
activities, the best choice will usually be Follow-up Call to Client.

Status — Select either Not Started or In Progress when the follow-up Activity has not yet been
completed. Select Complete after the Activity has been completed.

Date Completed — Enter the date the Activity was completed.

To avoid confusion, it is recommended you hide unnecessary fields from view. Refer to the
“WellSky/SAMS Navigation and Formatting Guide” instructions for more information on formatting
your Activity Record Screen, Consumer Record-Activities tab, main list of Activity Records, and any
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Activities panels (such as the panel located within a Call Record).

Use the main list of Activity Records to track your upcoming or completed Activities. To do this, you’ll
use sorting and filtering options as described in the “WellSky/SAMS Navigation and Formatting
Guide” to produce a meaningful list based on the results you’re looking for. Here are some helpful hints
for setting up your list of Activity Records:

o Be sure that all fields that are displayed in your individual Activity Records are also displayed in
your main Activities list. Also be sure that the Create User column is displayed on your main
Activities list as this field identifies the staff person that created the record.

e To view only Activity Records that are assigned to a specific staff member, in the Create User
column, use the filtering option of Contains and enter the staff member’s name in the space next to
the applied filter icon. (Note, if someone other than the staff member that created the Activity
Record is assigned to complete the follow-up action, an alternate method is to enter the assigned
staff members name anywhere within the Subject field of the Activity Record. The Subject column
on the main Activities list can be used to filter records to achieve the desired result.)

o To view only Activity Records that are not yet completed, in the Status column, use the filtering
option Does not contain and type “Completed” in the space next to the applied filter icon.

e To view only Activity Records within a specified date range, in the Follow-Up Date column, use
the filtering option Between and enter the applicable Start and End dates in the space provided.

e To sort your Activity Records in ascending order, click anywhere in the Follow-Up Date header
row cell. You’ll see an upward pointing arrow to the right of the field name. To sort in descending
order, click anywhere in the header row cell again so that you see a downward pointing arrow to
the right of the field name.
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