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a2 WellSky

Icons Used in this Manual

Tip
‘k Tips provide general recommendations on how to make it easier or more productive to
use the Harmony solution.

Caution

The Caution icon highlights areas of note or concern, where failure to use the system
properly may cause or exacerbate problems.

Note

Notes provide additional information of general interest about a specific function or
process of the Harmony solution.

Example

6/2’ Examples are provided to help you develop a better understanding of the subject area
and how the Harmony solution may be used in a specific scenario of relevance.

Page 6]92



s Well

WELLSKY Basics

WELLSKY is a web-based system that is accessed from a Web browser, specifically Internet Explorer® (IE). Your
workstation will be configured before you “go live” to allow the system and all its functionality to operate properly. If
you experience any problems during training or after “go live”, please coordinate with your System Administrator to
evaluate the issue.

Screen Stacking

In WELLSKY, you will do a lot of opening and closing of screens (windows). As you are working, you can have many
screens open and not know because they’re stacked on top of each other. There is no harm in this, but it can make
working in WELLSKY more cumbersome. Open screens can prevent you from getting to another area of the program. On
the other hand, closed screens can also prevent you from moving around.

If a screen has been closed, but should have remained open, you will see an error message similar as this:

The page at https://fwd.harmonyis.net says:

Participant record cannot be saved because the main Intake

window is closed

Participant record cannot be saved because the main Call window is closed.

Best Practices recommend that you click File > Save and Close when you are saving
records. This prevents unnecessary screens from staying open.

Logging into WELLSKY
P Your WELLSKY Application Administrator will provide you with the URL (Internet
{ ) Address) and your login credentials for both the Sandbox Environment and Live

system when appropriate.

1. Open Internet Explorer and then enter the URL for WELLSKY.
2. Atthe login, type your User ID and Password.
3. Click Login.

a. The My Work Dashboard is displayed.

7192



: e ‘ We" Human Services Welcome, Barbara Guglielmo | My Work | gy ot
Formerly Mediware Harmony 12/21/20208:44 M

File
e [ [ consumerniame ~ & ADVANCED SEARCH

MYWORK |  cAls | CONSUMERS | PROVIDERS REPORTS

CALLS CONSUMERS

| Disposition | Notes.
|

Pending 2 || Unread Alert Notes 0

| status ‘
|

Pending 2

; Inquiry Alert Notes List ‘

Unread Alert Notes 0

My Work Dashboard

Exit WELLSKY
To exit WELLSKY:

1. Inthe upper right portion of the screen, click Sign Out.

Welcome, Barbara Guglielmo | My Work
BM9/2018 T:57 AM

7]
=
D
=

Sign Out

WELLSKY Password Guidelines
When changing your password, keep the following guidelines in mind.
Typical Password Guidelines:

e Must be at least 8 characters

e Include at least 1 lower case letter (a-z)

e Include at least 1 special character (!, #, $, %, etc.)

e Cannot be reused

e  Expires after 60 days

e You are allowed 3 unsuccessful login attempts, and then you will be locked out of your account.

My Work
The My Work chapter displays an overall view of information specific to your work and tasks. Your username and role
(as configured by the system administrator) appear on top of the page in the header bar.

The My Work chapter groups data in the following sections:

= (Calls

=  Consumers

8|92
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Role

a Human Services Welcome, Barbara Guglielmo | My Work o
= Well O o S0 06 oo warer = &3

File

Quick Search

| cans [ | consumer Name ~ & ADVANCED SEARCH

MY WORK CcALLS CONSUMERS PROVIDERS REPORTS
CALLS CONSUMERS

| Disposition ‘ Notes.

Pending 2 || Unread Alert Notes 0

[se 1

Pending 2

Inquiry Alert Notes List ‘

Unread Alert Notes 0

My Work Dashboard

My Work Screen Elements
There are several parts of the MY WORK screen, as shown in the screenshot below:

File 1
Quick Search
calls [~ | consumer tame ~ G ADVANCED SEARCH
2 ‘ MY WORK CALLS CONSUMERS | PROVIDERS REPORTS
2 CALLS CONSUMERS

%Disposmun 5 ‘ Notes
Pending 2 Unread Alert Notes 0

iélmuﬁ 4 ‘
Pending 2

| quulry Alert Notes List ‘
Unread Alert Notes 0

My Work Dashboard
1 The File menu is located throughout the program. Items on the File menu vary,

depending on what you are doing. One of the more common functions you’ll use is
the File > Add Notes and File > Save and Close Notes.

2 The tabs along the top of the screen are called Chapters. A chapter is like a section of
the program. To move to another chapter, just click it. If you have the “UTILITIES”
Chapter, let your supervisor know immediately. This chapter is reserved for IT.

3 MY WORK is divided into areas for calls and consumers. You may see all or just some
of these areas.

4 Within each area are boxes that contain information. These are referred to as Panes.
Each pane includes a right facing arrow. When you click the arrow, items in the pane

5 are collapsed. This is helpful if you need more space on your screen. To expand the

items in the pane, click the now right-facing arrow.

¥ Many areas of the program allow you to collapse sections (panels). Click the down

'

arrow in the circle . When you click it, it becomes a right-facing arrow

My Work Panes
Within each Pane on the My Work homepage, numbers will be visible next to different items. These numbers represent
the number of activities that exist for that topic. For example, in the screenshot below, one can see that there are three
calls with Task Status equal to Pending PCOC Follow-Up/Close-Out.

9|92



ey WellSky Human Services

My Work  Calls  Providers  Reports ‘ e
File
CALLS TASKS
Task Status ) ‘ Links (> }
Closed 5 ‘ PCOC Counselor Materials
Closed - Intake and Screening 1
‘ My Dashboards (> ‘
Pending 3 =
‘ Waorker

Pending Initial Call with the Consumer

Pending PCOC Follow-Up/Close-Out

Reached Consumer, Scheduled Call to Discuss Options

Overall Status

Complete
Open

Pending

‘ Calls Notes List

Pending

‘ Call Alert Notes List

My Work>Calls Pane

1. To display the pending call records, click anywhere in the row, as highlighted in the screenshot above.

a8 WellSky Human Services

Welcome, Barbara Guglielmo | Task Status
3/15/2021 9:17 AM v
File
{}Filters-
Task Status E Equal To E[ |Pending PGOC Fuilcw—Up!Ciose—OmEl ANDE[ ™
call ID E i
-3 Task Status record(s) returned - now viewing 1 through 3
Prospective Prospective
Call Call Call Call Overall Call Reporter - Checked
D Date - Time | Methad Status | Priority Name Cons'::mer First | Consumer Last Task Status outTo
ame Name
: - Pending FCOC !
10198 | 0110812021 | 0% | Telephone | Open pamson. | avid Harrison Follow- i et
UpiClose-Out
: Pending PCOC =
10193 | 12121/2020 iﬂz Telephone | Open | Reutine EEE%Z“L* Laura Lawson Follow- g‘:‘sg":m’
Up/Close-Out
a:20 Pending PCOC
10192 | 12714/2020 AM Telephone | Open Jazon Vanderbilt Follow-
Up/Close-Out
First Pravious Records per page | 15

Call Task Status List Grid

Next  Last

2. Alist view page opens to show the records. You can filter the results in a list view page to help find the records

you need to work with.
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CalliD  CailDato~ Cail Time Cail Mothod Call Status. Cail Priority Reporter Namo Prospoctive Consumer First Namo Prospective Consumer Last Namo
10153 12212020 202 AM Tekeonono Pengng Routine Rodgers, Cockia L L Lawson
10152 12142020 820 AW Teseonona Punang Jasen Vangeos

Call Task Status List Grid

3. Hover over the fly-out menu at the end of a row to see more options.

Pending Ticklers

The Ticklers pane shows pending ticklers, which represent tasks that must be completed. Workers can select any task
and complete it. Once completed, the tickler is removed from the Pending Ticklers list.

Unread Notes

The Unread Notes section of My Work shows notes created by other workers and routed to you. Select the unread note
to view it. If a note is routed to a user who doesn’t have the My Work Calls sections they will not receive the note, but
the note is still visible in the call or consumer record.

Alert Notes

The Alert Notes section of the My Work Calls section shows alert notes routed by other workers. Click on the alert note
to view it. If a note is routed to a user who doesn’t have the My Work Calls section, they will not receive the note, but
the note is still visible in the consumer or provider record.

Opening a note from My Work

When a note is routed to a note recipient, the note will appear in that worker’s My Work desktop. Routing a note to
another worker is a valuable way to securely share notes relevant to consumers in WellSky Human Services. Notes will
be listed in a Notes node on the My Work desktop. A Notes pane may appear in either the Calls or Consumers sections
of your My Work desktop.

1. To open a note from My Work

2. From the My Work dashboard, navigate to the Notes node.

Notes
Draft 1

Pending 1

Notes
Unread Alert Noles 1

My Work>Notes Pane

3. Select a Notes queue. For example, select the Unread Alert Notes queue. The Notes list view page opens.
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Welcome, Alecha Adkison  Notes
/W00 308 W

File Tools

Filters
Recpent St v Equal To v Unread v AND v x
Recpent Status v 4

1 Notes recond(s) redurmned - now viewing 1 Irough 1

Consumer . Note Type Note Dote Sutyect Author
Johrson, Carol Care Team Communicaton 0B2%201% Sight dechne n Members Condtion Sims Sumanne O
«« Fast <« Previous Retewve 45 Records atatme Nt » Last »»

My Work>Note List Grid

4. Select the note from the list view grid. The Note detail page opens.

P ~| .
b WellS KY Human Services

File Tools Reports

Notes Notes Details
) Note By *
Note Deote *
Fund Code *
Program
Note Type *

Nole Sub.Type

Description

Note Details Page

Carol Johnson Notes ~
Last Updated by Admn

ot B/2/2016 10:12:19 AN

v
Care Team Communication v’
Caregiver Regular Communication v
Shght aacine in Membacs Conanon
Om 8252015 at 9:08 AM, Susanme Sims wrote: Noticed sight change

in Carol's bedavior after Day 5 of new medication for Byrosd
(Systhroid). Carol seems but abk 10 be

1. From the Notes detail page, you can read and edit the note, add an attachment, and forward it to another worker as a

note recipient.

2. WellSky Human Services includes an option in the System Setup utility that allows workers to manually mark a note as
read. When this option is active, the note will remain listed in the My Work Notes queue until you mark it as read. To
mark a note as read, select Mark as Read from the Tools menu.

3. To export the note in report format, select Note Detail from the Reports menu.

4. To close the note, select Save and Close Notes from the File menu.

Opening a tickler from My Work

Ticklers are the individual tasks that workers are prompted to complete when an event occurs. Ticklers remind users to
complete a screen, fill out a form, or perform some other action. A Ticklers pane may be found in more than one section

of My Work. You may see a Ticklers section in the Calls or Consumers sections.
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You can also open ticklers from the specific chapter. For example, you can open ticklers from the Consumers chapter.

Ticklers are associated with Workflow Wizards (WFWs).

To open a tickler from My Work

1. Click the Ticklers link in the section you are working with.
Ticklers

licklers 44

My Work>Ticklers Pane

2. The Ticklers list view page opens. If needed, use the filters to locate the tickler.

p N nae Wekcome, Alocha ASiscn
s WellSky Human Services chome. Mocha Askisc | Ticklers
wsInaTmwm
Fie
fivmes
D Creotes v GCevate Thon v 1 " WO v
anr v
¥ Agoly Mect Durps Bt
—— s
53 Thchiers recordis) returmed - sow viewnsg 1 Brough 3
Tk Name Pronsder Nare Oufs Creaey Dete O Cets Covontad Sty
A00 Womars Av(s Wy 212201 RN Pany
A Sereces Arvis Ware Q22019 RN Parey
B Arv(n Waan 8122019 WNINN @109 Coengiets
Necax! Zarvoes Agwerrent Arvy s rom 2120 aQMNI0% P
A0 womany Cormenaty Aged Cire Pachage (CACF a0 SI0M Pame
WORaWYy AGed Care Package (CACH 84102019 MM sy
Ervoiment AQOrov i Lot ey Aped Caro Package (CACP W00 MY Parvy
Nea 2 Servees Agmersent menney Aged Care Package (CACS W10201% AN % Par
Ac Wasaer PCA 012818 010" Py
Pt «Peean Reveve §  Recoos o2 we [LURTNEEERY

My Work>Ticklers List Page

To see a tickler that has a future due date, clear the Apply Alert Days Before Due option in the Filters section. Click
Search.

3. Select the tickler you want to work with from the list view grid. The page that opens will be specific to the
tickler. For example, if the tickler name indicates an enroliment letter, the mail merge page will open. If the
tickler name indicates adding a worker, the provider’s worker page might open.

4. |If the tickler is part of a Workflow Wizard, the left-hand navigation area will show the Workflow Wizard step or
steps.

5. Complete the task defined in the tickler. Select Save from the File menu when done.

Navigating the Application
This section provides a brief overview and some tips for working in the application.

Chapters

Chapters are links to different areas of WELLSKY. Authorized users can access chapters at any time by simply clicking the
desired Chapter button (or tab) across the top of the screen. Note that not all workers can see all the listed chapters.
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Your view may differ from the example below. (Remember, every Role will have different Chapters. If you have the
“UTILITIES” Chapter, let your supervisor know immediately. This chapter is reserved for IT.)

My Work Calls Providers Resources  Reports

Chapter Definition

My Work My Work displays an overall view of information specific to the logged in user.
The page provides links to information assigned only to the user along with
reporting and user management assignments for quick reference and easy access.

Calls The Calls Chapter is used to record the first reported information necessary for
initiating the screening process. All Call records can be accessed in this chapter.

Providers The Providers Chapter contains records of Providers such as Office of Healthy
Aging. Provider records may contain information such as Workers, Notes, and
Enrollments.

Resources The Resources Chapter contains Resource records. These records contain

contact information, hours, directory info and services.

Reports The Reports Chapter provides standard reports on the data contained in the
application.

File Menu Bar
The File menu is displayed throughout the application and is in the upper left corner of the screen. Depending on the
screen that’s open, other menus may be displayed. This is the location where you’ll go to create or add files, close and
save files and print files, among other functions.
Additional functions remain available under each option. Hovering your cursor above each File Menu bar category will
expand additional menus. Access to these is granted based on the permissions which are driven by roles. Some
examples include and are not limited to: Save, Save and Close, Print, and Add Call.

Al WellSky ey

File Tools REFD!‘[S Word Me rge
WellSky Toolbar

Functions within the File menu are consistent for most pages.
When users scroll through a page in WELLSKY, the File Menu header is frozen so that users will always be able to access
these File Menu functions no matter where the cursor is located on the page.

14 | 92
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= File — Contains the functions to add a new record or to view history changes to the data in view.
= Edit - Provides the ability to make changes to the data included in the record.
= Tools - Provides the user with additional functionality based on the page currently in view.

= Reports — Lists standard reports built into the WellSky software. Additional reports may be available to certain roles
or groups. If a user has access to the Reports Menu, click the menu and select the report and it will open in a new
window.

= Ticklers — Provides the user with a list of “ticklers” or reminders generated for a specific Call record. This menu is
only displayed at a chapter level.

=  Word Merge - Lists documents that have been uploaded to the application using the Word Merge Utility and are
available to certain roles and groups. If a user has access to the Word Merge File menu, to access the document,
click the file menu and select the document and it will open a new window.

Call Records: File Menu
As you are working within a record, you will save and close records. This is done on the File menu, located near the top
of your screen. The File menu options change, depending on what you’re doing; the screenshot below displays what the
File menu might look like.

File Tools Reports
History

Spell Check

Save Call

Save and Close Call

Save Check In and Close:Call
Save and Duplicate Call
Search for Consumer

Check In Call

Print

Close Call

Example of File menu
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The table below describes some of the File actions you’ll work with as you are creating a call record.

History Allows user view history changes to the data in view.

Save Saves changes since the last save and keeps the record open. Saving a record can be
done at any time.

Save and Close Saves changes since the last save and closes the record.
Print Allows user to print the information on the current screen.
Delete Allows user to delete the record permanently.

Close Closes the record without saving any recent changes.

, When you need to add, remove, or save files, the File menu is the place to go. An
, example in the directions could appear as: go to File > Save and Close Notes. Closing
a window by clicking on the “X” in the top right-hand corner of the window is not
recommended. Information may be lost.

Field Formats
There are a few different types of data fields within WellSky, such as text boxes, checkboxes, date fields, dropdowns
(sometimes called lookups) and search fields.

Required Fields
Required fields are always indicated by a red asterisk (*)

Last Name =

Fields that affect other fields
Sometimes choosing a value in one dropdown field will filter or change the values shown in another dropdown field on
the same page. This is indicated with a black asterisk (*) to the right of the field.

salutation [ v

Date Fields
Date fields can be populated in either of two ways. First, the user can simply type the numbers and WellSky will
automatically format the field.
E.g. for this date field, the user typed: 01012016
01/01/2016 |77

The other option is to click on the calendar icon and use the calendar display. To select a specific date, simply click on
the number after the correct month and year are chosen.

Page 16|92



Pre-formatted Fields

01/0112016] x [CE €———

o 2016 v

Su Mo Tu

3 4:| B
10)| 1) =42
17| 18;-19
24| 25 26
&L |

We

20
27

Th Fr

14

28

o J R

(& 5]

22
29

a= WellS!

Some fields are pre-formatted for certain types of data, most commonly this includes SSN and Phone fields. The user
may simply type the numbers and WellSky will automatically add the appropriate formatting such as dashes or brackets.

Multi Select Boxes

Using the Arrow Buttons

E.g. for this phone field, the user typed: 5555555555
(555)555-5555

Some areas of the application require you to select items from a list, and move them from one field to
another, using arrow buttons. If you hover over one of the arrow buttons, a tooltip is displayed that

describes what the button does. In the screenshot below, the mouse was hovering over the button to
move selected items to the right.

| am seeking information and/or assistance
regarding: (Select all that apply)

A medical condition (e.g. heart di
A physical condition or disability

A mental health condition (e.g. dg
An intellectual or developmental

A substance use disorder (e.g. al
An acuired or traumatic brain inju
Memory Loss (e.g. dementia, Alz

*
(=
»

4 Muove selected items to:right

1
= o

Example of a Multi-Select Question

Button Definitions

al
>

(]|

Move all items from the left to the right

Move selected items from the left to the right

Move selected items from the right to the left

Move all items from the right to the left

Using the Shift and Ctrl keys
If you want to select more than one item, and the items are all together, press and hold the Shift key on
your keyboard and select the first and last records in the group. Then, click the right-facing button to
move all items to either the right or left field.
If you want to select more than one item, and the items are not together, press and hold the Ctrl key on
your keyboard and click the records you want. Click the right-facing button to move the items to either
the right or left field.
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In the screenshot below, the applicant is requesting information on a mental health condition and a
substance use disorder. You could either select each item from the left side and click the right-facing
arrow to move them to the right or use your Ctrl key to select both items at the same time and then click
the right-facing arrow.

A medical condition {e.g. heart di
A physical condition or disability
An intellectual or developmental
An acuired or traumatic brain inju
Memory Loss (e.g. dementia, Alz

A mental health condiion (.9 d
4 substance use disorder (e g. a

| am seeking information and/or assistance
regarding: {Select all that apply)

Asl b |wirr

Example of a Multi-Select Question

Places
The Places feature within WellSky allows address fields to be linked together and prefill or filter the options for the
linked fields. This also prevents users from selecting incorrect combinations.

City : - Cleat

State = Clear

Zip Code [ ] cear |
Example of Address fields

Entering a zip code first, for example, will filter the other fields automatically, and if there is only one option, the other
fields will pre-fill. The fields below were all populated simply by entering a zip code of 20190.

City | Reston « | S

State Virginia = Clear

Zip Code 20190| B Clear |
Example of Address fields

List Views and Search Filters
In various areas of WellSky, records may appear in a List View screen. These screens limit the number of records
returned at one time.

Walsh, Poppy (10002)

Demographics Guardianship Status Program Enroliments Notes Documentation Diagnosis Medications Family Relations Service Providers

~ )-Filters
Active M Equal To {v Yes ANDM x

Relation IDﬂ +

EEl Ed

T Service Providers record(s) returned - now viewing 1 through 7-

Relation 1D Primary Relationship Last Name . First Name Phone Fax Number ‘Work Phone

10005 Attorney Benson George (850)333-2220 (850)333-2222 gben:
10006 Dentist Brandy Stella (850)456-4440 (850)456-4444 sbrar
10007 Doctor Denny Althea (850)727-1100 (850)787-1000 aden|
10016 Pharmacy Lopez Charles (850)877-1000 (850)877-7108

10011 Cemetery Reynolds Jane

10010 Insurance Company Smith Frank (850)554-4444

10002 Funeral Home Strong James (850)555-5555

Example of a list page
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List View screens allow you to quickly retrieve a desired record. If the desired record is not displayed on the initial list
view, you can click on one of the following buttons to scroll through the returned records:

Button Description

<< First Jumps to the first record in the list

< Previous Jumps button jumps to the previous record in the list

Jumps to the next record in the list

£
v

Last > Jumps to the last record in the list

Tip
You can also modify the number of records returned in the list view by entering the
( desired number in the “Retrieve [15] records at a time” field and then hitting the
(? Enter key or clicking on one of the record search buttons (i.e., First, Previous, Next,
Last).

You may sort the records by ascending or descending order by clicking on the
column headers in the list view.

Advanced Search

The Advanced Search function allows you to look for existing data. There are multiple options and an expanded range of
input variables for detailing your criteria to find the records you need.

To search for a Call record using the Advanced Search function, take the following steps:

A8 -~ .

sl WellSky Human Services MyWork Calls Providers Reports @i Q &
File

- Filters

Division ~ Equal To ~ PCOC v AND x

Division ~ +

196 Queue Search record(s) returned - now viewing 1 through 15

Division ‘ Call ID | Call Date v | Call Time | Call Method | Overall Status Task Status Caller Name Consumer PCOC Couwt
ﬂ PCOC 10901 | 06/08/2022 | 3:26 PM | Telephone Open Pending Initial Call with the Consumer Springtime.Sandra | Springtime, Sandra Lauro,Gina
PCOC 10900 | 06/08/2022 | 2:54 PM | Web Intake |Open Reached Consumer, Scheduled Call io Discuss Options Maxwell Maisie Lauro,Gina

Example of Advanced Search

1. Click the Magnifying Glass icon.
2. Click Advanced Search
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L e on e e & [T €

Quick Search

Calls M Call Id

m ADVANCED SEARCH

a. The Advanced Search Window will appear

3. Once you have entered your search criteria in the Filters section, click Search.
4. The system displays all items matching the search criteria you defined.

Note
You will only be able to see items that are permitted by security settings for your
User ID
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Advanced Search Window
Each filter allows you to select from the following comparison search criteria:

Equal To Returns records that match the entered criteria. For example, if <Last Name> is
entered as “equal to” a specific person’s name, the Consumer records assigned to that
Worker will be returned.

Begins With Returns records that begin with the entered criteria. For example, if <Last Name> is
entered as “begins with” ‘T’ the system will return records assigned to the Worker
having last names that start with ‘T, such as Tester and Thomas.

Ends With Returns records that end with the entered criteria. For example, if you search on <Last
Name> “ends with” ‘r’, you can retrieve records where a Consumer’s name ends in ‘r’,
such as Tester.

Not Equal To Returns records that do not match the entered criteria. For example, if a particular
name is entered for <Last Name>, the system will return a list of records except those
records for the name provided in the search criteria.

Greater Than Returns records that are dated later than the entered criteria. For example, if <DOB> is
entered as “greater than” ‘03/01/2015’, the system will return all records with a record
whose date of births are after March 1, 2015.

Less Than Returns records that are dated earlier than the entered criteria. For example, if <DOB>
is entered as “less than” ‘03/31/2015’, the system will return data for all records with a
birth date before March 31, 2015.

Contains Returns records that contain the entered criteria. For example, if <Last Name> is
entered as “contains” specific values in the person’s name, the Consumer Record(s)
assigned to that worker with those values would be returned.

Blank A record is returned where the selected field does not have a value in the field.

Non-Blank Returns records where the selected field does have a value in the field.

Boolean Logic
In addition, you can search on these filters using Boolean (and/or) logic:

e AND - Tightens your search: Records are returned only if they meet ALL the criteria you entered.

Example
Find Consumers where <DOB> is greater than (>) March 1, 2000 and <DOB> is less
than (<) June 30, 2015. This returns all reports dated between the two dates
entered.
e OR-Broadens your search: Records are returned if they meet EITHER criteria that you entered:

Example
Find records where <Last Name> equals <Jones> or <DOB> = “June 22, 1998.” The
system returns records for Jones regardless of date of birth, and also returns any
consumer records whose birth date is 06/22/2015.

Once you have entered your search criteria, click the Search button or you can tab to the Search button using your Tab

key and press Enter.

The system displays all items matching the search criteria you defined.
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Note
You will only be able to see items that are permitted by security settings for your
User ID

g Did your search return the expected results? If not, click the Reset button to clear
your criteria. Reconsider your filters and try again.

Switching Roles

Throughout the application, you may use many different Roles. Roles define a set of capabilities or permissions that you
have within WELLSKY, and each Role performs different functions. A Role change is indicated by the following symbol
and instruction:

Switch Role to PCOC Worker

When you switch roles, the following process must be followed:
1. Go to the upper-right portion of the screen, in the Profile Icon

My Work  Calls Providers  Reports ‘_ Q e

Role Setting

2. Click the Profile Icon

3. Click the down arrow and then select the Role you want to work with.
4. Click Apply
Dan Kranovich e

06/16/2022 08:10:PM

PCOC Worker

My Profile

Sign Out

Role Setting
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Note
You may not see all the roles as displayed in the dropdown list.

Using a People Search

Every time you add a person to the database as a participant, the application creates a record in the database people
table. A running history of any changes or additions made to the person’s participant record is recorded in the people
table to help you search to find that person’s record in the database.
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For example, a participant is added to the database as Cheryl Smith, but she later changes her name to Cheryl Werks.
Every time you add a person to the database as a participant, the application creates a record in the database people
table. A running history of any changes or additions made to the person’s participant record is recorded in the people
table to help you search to find that person’s record in the database.

For example, a participant is added to the database as Cheryl Smith, but she later changes her name to Cheryl Werks.
Both names are added to the same record in the people table. When you search for the last name “smith,” the search
will return information on both Cheryl Smith and Cheryl Werks because they are associated with the same person
record.

You can search for each participant (for example, caller, prospective consumer, or other contact), by clicking on the
search link. In the Caller and Prospective Consumer sections, the Search link is located in the section header. In the
Contact section, the Search link is located in the detail page that opens when you add a new record.

Note: Any information you type in the demographic fields can be used as part of the search. For example, if you type the
last name before you select the Search link, the filter will include the last name as a search criterion.

To use people search without filters
1. Click the Search link. The People Search page opens.

b WellS! Human Services Intake 1D = 10001 People Search ~
TIA22019 11 46 AN
File Type the search criteria
Search and click Search
(555)067-5308
Appty Filler % Search ' ud B - Show Fiter
Flter
Partial Contact information v Equal To v AND v x
Last Name v 4

People Search window

2. Type the search value in the Search bar and click Search. You can search based on any of the information listed
below. For example, you can search by last name or phone number to find a record.

=  First Name
= Middle name
= Last Name

= Street

= Street2

= (City

= State

= Zip Code
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= County

= Phone

= Phone Extension

=  Gender

= Race

= Ethnicity

= |dentifier Value (SSN)
=  Email Address

3. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

i Wel l‘ < Human Services Welcome, Barbara Guglelmo | People Search

% ORY  Fomerly Mediware Harmony 6282019 7:00 AM

File

search

Help

(] Apply Filter to Search | “Search | Reset MELSTTTS

Filter
Parta Contact Informaton[v/|  [EqualTo  [v/] O avolv| [ x
Last Name M Eaaito v| | Henderson aov] x
First Name V] [peginswin  [¥] |p anofv] [ x
Last Name M+

[ "scarcn | Reset | e Fiter |
Search Results for Harmony People
[+] .
Last Name Suffix First Name Middle Name 008 SN Gender Race Contact 1D Member ID Case No Person Type Date of Death Report
= | Henderson Dennis v 61977 X0CXX-2922 Male Partcipant Prior Invovement Report
Search Results for SAMS People
Type FirstName | LastName Middle Initial suffix Maide Name Aiias Date of Birth Date Of Death Gender | Ethnicity Marita Status Primary Language

® | Consumer Joseph Henderson 9n7n9e7 ™ N

& | Consumer Graciana Henderson 111980 N

@ | Consumer S Virginia Henderson 11923 N

| Consumer Mary Henderson 921/1928 N

| Consumer Wired Henderson 22811832 N

@ | Consumer Katara Henderson 41011975 F

People Search Page

Note:

If a person is selected from the SAMS grid, it will create a people record in WellSky.
G The next time a search is conducted on that person, their people record will display in

the Harmony (WellSky) grid.

4. Use the expansion icon (+) in the list view grid to view additional information.
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HAZeMm 1205 M

File

Search
Sman Help

Appty Filbar % Search . : . [ . Show Filter

Filter

Last Name v +
— —— t———

Search Results for Harmony People

e i e f T e DOB  Gender Race SN - —— Regort
= 100m Weeks ey 10119645 Femabe :‘Iill X :':‘::):"’*“"“"
Nané
Name Type Furst Name Last Nyme Muidie Nyrme s Primary? Is Active? Start Date End Dot Desplay?
Mown Chenyt Smith 32672014
Miar Chanyt Wens v v 11122019 v s

People Search Page

Note: Use the expansion grid to see all matching names. The search results initially show the person’s name that
is marked as Primary, as visible in the expansion grid.

In the example shown above, the search results show a person named “Cheryl Werks.” The expansion grid shows
another associated name, “Cheryl Smith.” This people record includes both names, but the primary name is the
one first displayed.

5. To further filter the search results, select the Apply Filter to Search option in the Search section and build your
filters in the Filter section.

6. If the results return a matching record, click to select it in the list view. A popup message will appear.

Owerwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.

Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
selected people record.
How would you like to proceed?
® Qverwrite Participant Data
O Link to Participant
() Cancel and Return to People Search Grid

5

The feature allows you to determine how you will use the matching record.

= Overwrite Participant Data — The people record will be copied into the participant record and will overwrite
any data already captured in the record. The Name, Address, and Email that are flagged as Active and Display
along with the DOB, Gender, Race, SSN, and Ethnicity, will populate the participant record. The phone
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number with the phone type of Homel, Work, Cell phone that are flagged as primary and active will also
populate the participant record. This is the default setting.

= Link to Participant -- Use this option when the caller has participant information that is not already listed in
the people record. The people record will be linked to the participant record. Data already entered into the
participant record will not be overwritten with the data from the people record, but the People ID will be
linked to the participant record and the data will be appended to the people record.

The record may contain more information than you see in the search results, but all available participant
information will be available in the saved Call record.

27 | 92



s WellSky
Overview of PCOC Process

The screening process can be completed in two ways: the self-selection method via the web online assessment form or
within the WellSky Human Services solution.

Online Self-Assessment

Role: Prospective Consumer and/or Caller on behalf of the Prospective Consumer

From the PCOC website, the prospective consumer and/or caller will click on the link to the self-assessment.

Contact Information
1. Indicate if filling out the form for self OR for another individual.

MyOptionsRI LTSS Needs Self-Assessment

If you or someone you care for is an older adult or a person living with a disability, this assessment
guestionnaire will help identify any long-term care needs and the options for services and supports in Rhode
Island that could help meet them. The results of the assessment will also tell you if you qualify for more in-
depth person-centered options counseling (PCOC) and how to connect for this important service with a long-
term services and supports (LTSS) specialists. PCOC will give you the chance to discuss your needs and goals
with a specialist trained in LTSS. If your situation requires assistance right away, please call the POINT at
(401)462-4444. If you are Medicaid eligible, living in a nursing home and would like assistance leaving, please
contact the Nursing Home Transition Program at (401)462-6393 or by email at OHHS.OCP@ohhs.ri.gov.

Required questions are marked with a red required label.

CONTACT INFORMATION

Please select one of the following options:

® Unanswered O 1am completing this form for myself. O | am completing this form for another
individual,

Online Self-Assessment Page

Self
2. When | am completing this form for myself is checked, questions will display.
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CONTACT INFORMATION

Piegse select one of the foliowing options: -
O Lrarenered | arn completing this foem for mysedf. & | am comrpleting this farm for ancthar

Inahicual.

Information for the Person

Arst Mame: rapard

EriEr resa e

e Indttal

ErEr reg TR

L35t MaME impinemd

EriEr resa TR

Diate of Birth

EriEr reg TR

Race
B Lna e 1 AslEn O Black or African American
0 American Indiznsslaccs Natve (O Native HawalanPadfic slander 0 White

(i Some Ofner Asce

| Wnat s your prefermed language?

Wousicl you [ee T have a person who speaks your prefemed language help you at no oost wien you are mntsced by the office?
& Lnanoiersr O Yes O kg

et Address

EEr TESOOTE..

e TR

aty

EEr TESOOTE..

GRS TESOOTE..

Tp Code

EriEr Fesa TR

Prefiermed Rethod of Contact
- LRy o Phone o Emaa

{0 I donotwish to De contaded
Contact Information Section: Self
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3. If  am completing this form for another individual is checked, these questions will display for the
caller to complete.

CONTACT INFORMATION

O Unanswered

O 1am compieting tnis formfor myseff.

Submitter Information

Your Rrst Name sepésed

Enter response.

Your Last Name wepaet

Enter response.

® Unanswersd
© Communtty Organization

O Relate/Rriend

© Caregver
© PhysiclanProvder

O Request to be Anorymous

O Crurch
© Police

O sef

Your Preferred Method of CONtact st

@ Unanswersd

O I donot wish to be contacted

Information for the Person

ArSt Name spieet

Enter response.

Enter response.

Last Name repieed

Enter response.

Date of Birth

Enter response.

@ Unanswersd
O Gender Non<Conforming
O Cllent Refused

© Male

O Trans Female

O Female

O Trans Maie

Race
® Unanswersd
O American Indian/Alaska Native

O Some Otner Race

O Aslan

© Native HawallanvPaafic Islander

O Black or African American

© Wnite

Enter response.

Erer response.

Enter response.

Enter response.

Enter response.

Preferred Method of Contact
@ Unanswersd

O Idonot wish to be contacted

Contact Information for Caller & Prospective Consumer
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The subsequent sections of the assessment are recording information about the Prospective Consumer.

Are you or the person you are contacting us about:

A Rhode Island resident who lives in the state maore than 1/2 a year? required

® Unanswered O Yes

i Mo

= Mo but plan on becoming a resident

A youth with an intellectual/developmental disability or a serlous, chronic and disabling condition who is turning age 19

of 217 reguired

) Yes ) Mo O Unknown

Expected to need health care services and supports for a period that s likely to last more than a month?

3 No D Yes

Have any of the following health conditions, llinesses or disabilities caused this need for services and supports: requirss

Ail / None

[ A COVID infection and treatment [ Accident or injury reguiring medical
treatment {e.g., broken limbs,

prieumonia, accident injuries)

[ An intellectual/developmental
disability (ococurring before age 18)

[ -Physical condition or disability
affecting mobility or functioning (e.g.,
para or guadraplegeic,
neuromuscular disability, etc)

[ Memory loss (alzheimer’s, demenitial [ Acquired traumatic brain injury {over

age 18)

1 A chronic medical condition (e.g.
heart disease, diaketes, cancer,
asthma, stroke, M5)

[ Substance use disorder {e.g., alcohal,
Fx abuse, illegal drugs)

[0 Serious and persistant behavioral
health condition (e.g , depression, bi-
poiar, compulsive disorders,
schizophrenia)

1 MNone

Receive any of the following care within the last month: Al / Mane

) Treatment of a wound or pressure
ulcer by a health professional

[ At home health care

0 Physical Therapy and/or occupational
therapy

[J In patient psychiatric care

[ Hospital stay of 3 days er mare

1 Daity monitoring by a skilled nurse
{LPM or REN)

O Treatment with IV medication

[ Treatment for a substance use
disorder

Experience a fall within the last month

® Unanswered (O No (O Yes

Are you or the person you are contacting us about currently living in a nursing home and would like assistance leaving

the nursing home?

® Lnanswered ) Yes o No
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HEALTH COVERAGE

Health Insurance Information: Do you or the person you are contacting us about have any of the following types of
health coverage? Please check all that apply. requirsa A1l / Mone

1 VA Health Coverage 1 Medicare [ Private or Employer Insurance
[0 HealthSource Rl Plan [ Rhody Health Partners or Rite Care [ Medicaid All Other
Plan

0 Medicaid LTSS

[ Medicaid Application Pending O Uninsured O Unknown

FINANCIAL INFORMATION

Do you or the person you are contacting us about receive any of the following? reguired &1/ None

- Social Security Disability Insurance ] Supplemental Security Income {S51) [ Veterans Administration (VA) Benefits
(55D
O Other [ Mone
[ Retirernent, Survivors and Disability [l Pension.ar Retirement Plan

Imsurance (RSDI)

Which of the following best describes the income you/the person have ona monthly basis? requiezd

w Unanswered > Lessthan $2,300 f month  Betwesn $2.300 - 3£,500/ month

v Between 34,500 - %8,500 / month 2y Ower $8.500 / month 2 Unknown

Are you or the person you are contacting us about married? If so, and tell us the combined total resources/assets of both
spouses when responding to the question below.

w Linanswered ) Yes o No

LIVING ARRANGEMENT

Which of the following best describes where you/the person live(s) now? regured

If you/the person reside(s) In a home-like setting (house, apartment, condo, etc.), which of the following best describes
who else |ives there?

W Lnansweared 2 Mo one, live alonge 2 Spouse/parmer only
O Spouse/partner and Child 2 -Sibling{s) & Adult child/ehildren
O Minor chifd/children v Cther relatives/friends
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ASSISTANCE WITH DAILY ACTIVITIES

Instructional Text

In this section, we would ke to know more about the areas of dally [ife where some type of assistance may be needed by you or the persen you are
contacting us about,

Do you/the person need help on most days with any of the
following: (Check all that apply)

Bathing (e.g., getting In and out of a shower/tub, using faucets, hair/body toweling)

0 Yes O No

Dressing (e.g., putting on/taking off clothes, socks, shoes, or stockings)

) Yes o No

Toileting (e.g., getting on or off the toilet, wiping, or changing pads)

) Yes o No

Eating (e.g., eat, drink, using utenslls, chewing/swallowing)

iy Yes O No

Grooming (e.g., brushing teeth, combing hair, shaving, cutting nails)

0 Yes T No

Managing Medications {e.g., filling prescriptions, taking pills/medicines as directed, keeping meds organized)

) Yes o No

Moving About (e.g., going from room to room or outside and back in without a walker or other assistive device)

) Yes o No

Physical transitions (e.g., getting up fram or moving between a bed, a chair/wheelchair, or toilet without help)

iy Yes O No

Housekeeping (e.g., general cleaning, dusting/vacuuming, washing dishes)

0 Yes T No

Preparing Meals (e.g., planning, cooking, serving and clean-up)

) Yes o No

Shopping {e.g., grocery, clothes, prescriptions)

Page 33|92



a2 WellSky

Laundry (e.g., using washer/dryer, folding, putting laundry away)

i Yes o No

Handling Mall (e.g., epening, reading, responding)

i Yes o No

Managing Money (e.g., keeping accounts, paying bills, handling cash)

i Yes o No

Assistive Devices Al / Mone

[ UsesaCane ) Rollator [ Uses awalker
1 Wheel-chair reliant [ Meeds assistance moving [ Other

1 Falisaris at risk of falling
4. Atthe end of the form, click Submit.

By checking this box, | hereby autharize the use or disclosure of my protected health information as described above.

® Yes (O MNo

Thank you for completing the LTSS needs assessment guestionnaire. Click "Submit" to receive the results
and find out more about contacting an LTSS specialist for person-centered options counseling. If you would
prefer not to submit the guestionnaire, click "Cancel".

5. A message will display on the screen, letting the individual know that the submission was successful. A record
number is provided for their reference. The message allows you the option to return to the RI EOHHS website
or print the information submitted.

Online Self-Assessment Page

Success!

Please keep this reference number for your records: 10667

Return to Rhode Island EOHHS = Print

Success Message
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Online Self-Assessment Submission
PCOC Supervisors will be monitoring online submissions and assigning PCOC Counselors to follow up with the
prospective consumer and/or caller.

Role: PCOC Supervisor

a2 WellSky

1. After logging into WellSky, click on the Calls Chapter.

My Work

Calls

WellSky Chapters

Providers

Reports

A Q6

2. Redefine the Advanced Search filter by selecting Call Method.

A WeIISky Human Services MyWork Calls Providers Reports M@ Q€
File
[~ -Filters
Division v Equal To v PCOC v AND w |
Division L
Call 1D
Call Date oristal o
Call Time s
| Type of PCOC B
E Call Method record(s) returned - now viewing 1 through 15-
Caller
Overall Status
Task Status iall ID | Call Date » | Call Time | Call Method | Overall Status Task Status Caller Name Consumer PCOC ¢
Intake Worker
Caller First Name D901 | 06/08/2022 | 3:26 PM | Telephone Open Pending Initial Call with the Consumer Springtime,Sandra | Springtime, Sandra Lauro, Gir
E??r;[frr\lLaSt Name D900 |06/08/2022 | 2:54 PM | Web Intake | Open Reached Consumer, Scheduled Call to Discuss Options Waxwell Maisie Lauro, Gir
i ame
Last Name B8998 | 06/03/2022 | 9:22 AM | Web Intake |Pending Pending Self, Susie
PCOC Counselor  hoo4 | g5/1g/0092 | 10:28AM | Web Intake | Pending Pending TestReferral. Diane H
PCOC Counselor
Checked Out By P890 |05/12/2022 | 11:38 AM | Web Intake |Pending Pending Martin,Michael R
Caller First Name
Caller Last Name pe89 | 05/10/2022 | 4:58 PM | Web Intake | Open Pending Initial Call with the Consumer Test,gordon Applicatic
PCOC 10880 | 04/27/2022 [ 1:07 PM | Web Intake |Pending Pending Jutras Elaine J
PCOC 10875 |04/14/2022 | 3:32 PM | Telephone Open Pending Initial Call with the Consumer Mays. Maolly Mays Margaret Lauro, Gir
ﬁ PCOC 10871 |04/12/2022 | 2:59 PM | Telephone |Open Pending Initial Call with the Consumer Qwerty ,Jack X Peloquin,
ﬂ PCOC 10870 | 04/06/2022 | 11:09 AM | Telephone Open Pending Initial Call with the Consumer Templeton John W Peloguin,
ﬂ PCOC 10867 | 04/01/2022 | 2:39 PM | Telephone Open Pending Initial Call with the Consumer Shoop,Aloop Shoop Aloop Marcello.
B PCOC 10862 | 04/01/2022 | 2:00 PM | Telephone | Complete Closed Marone | Sally Merone, SueEllen Peloquin,
JF] |PCOC | 10866 | 04/01/2022 | 1:59 PM | Telephone | Complete Closed Cookie,Carrie Cookie,Carmie Stabile, Lt

Calls Advanced Search Filter

3. Click on the + plus sign.
4. Select Web Intake from the dropdown list and click Search.
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File
() Filters
Division ~ | EqualTo v |PCOC v ANDw x
Call Method v EqualTo v| [webimake~| [anD~] [
Division W + |

47 Queue Search record(s) returned - now viewing 1 through 15

Division | Call ID | Call Date | Call Time | Call Method | Overall Status Task Status Caller Name Consumer
PCOC | 10900 |06/08/2022 | 2:54 PM |Web iniake |Open Reached Consumer, Scheduled Call fo Discuss Options Maxwell Maisie
PCOC | 10898 | 06/03/2022 | 922 AM |Web Iniake |Pending Pending Self Susie
PCOC 10891 | 05/19/2022 | 10:28 AM | Web Intake | Pending Pending TestReferral. Diane H
PCOC 10890 |05/12/2022 | 11:38 AM | Web Intake | Pending Pending Martin,Michael R
PCOC | 10889 |05/10/2022 | 458 PM |Web Iniake | Open Pending Initial Call with the Consumer Test.gordon
PCOC | 10880 |04/27/2022 | 1:07 PM | Web Intake |Pending Pending Jutras,Elaine J
PCOC 10836 |03/31/2022 | 11:12 AM | Web Intake | Pending Pending Stephens,Michasl W
PCOC 10827 |03/31/2022 | 9:02 AM | Web Intake | Pending Pending Pollan, Travis W
PCOC 10826 | 03/31/2022 | 850AM |Web Intake |Pending Pending Smith Betsy S
PCOC | 10825 |03/31/2022 | 8:33AM |Web Intake |Pending Pending Locke.Fred E
PCOC 10824 |03/29/2022 | 10:53 PM | Web Intake | Pending Pending Consumer Last.Consumer First Consumer Mic
all Reconra;Eesui{sﬂqj Asmamann | anao ane [iiran eiaen | nanaia FiAndinn SRRy Clainn bd
Note
e Another indicator that a record needs a PCOC Counselor assigned is the PCOC Counselor field
is blank. The filter can be modified by selecting PCOC Counselor Equal to Blank.

5. The results will display with the latest online self-assessment. Click on the record to open.
6. Select Check Out Call from File menu.
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Human Services

File  Tools Reports  Word Merge

Call ID = 10980 - Helen Ward

Last Updated by Admin
at 6/24/2022 10:59:39 AM

| sp

History
=_@. .Gk'ﬁﬂ.gﬂ‘ il

formation

on

== Initi *
Check Out Call Initial Contact
Print.

Close Call
Associated Calls
Referrals
Evenis

Track Call Status

Call Details Page

7. Click OK.

of Initial Contact *
+reree and Screening Worker *
Call Date *
Call Time
Call Method
Type of PCOC *

How did you hear about us?

In a crisis situation requiring immediate health care
assistance?

Reason for Call

Details of Call

Decision
Overall Status *

Task Status *

Comments

PCOC Counselor
PCOC Provider

fwtest.harmonyis.net says

The Record Successfully Checked Cut

Message Window

8. Click on the Participants subpage.
9. From the Participant list grid, click on a participant.

[1055AM

Weh Intake
[Imake(Sereening |
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adm WellSky

8 WellSky Human Services Call 0 = 10729 - Stell Marshall | Participants.

8/3/2021 3:50 PM
File  Add Participant

Call @Film-s

S &
Documentation

1 Participants record(s) returned - now viewing 1 through 1

Notes

Associated Calls e = Z = =

[ | LastName | FirstName | elationship to tive C | ConmetType | city | stre | ZipCode | HomePhome | WorkPhone | Email | Age | |
Events [ [lﬁww |"§i€§, ] JC()ﬁsumer 1Jar’n&sﬁvvilh JR_h_bdétsland ] j ] 1 ] [ J
Track Call Status

First  Previous Recordsperpage 15 & Next Last

Participant List Page

10. Select Search for Person from the Tools Menu.

i 110 = 10360 - een werd (Consumer) |
a8 WellSky Human Services SIS B B
at 5/24/2022 10:59:45 AM

File  Tools Reports

Search For Person
First Rame

g i
Lot ome

Click Search for Person from Tools Menu

11. The People Search window will display.

88 WellSky Human Services

8/3/2021 4:04 PM
File
©)-searct
\ )
[7] Apply Filter to Search Show Filter |
- Filter
Last Name

Begins With | Marsral | [anolv] x|
[Begms\min |'5|e||a ‘ ano|v| \i\

Last Name v+

First Name

|

Hide Filter

People Search

12. Click Search.
13. If no results return, Select Close People Search from the File menu.

14. If results return, verify that the people record in the grid is the same person. If so, click on the name in the
results grid.

Overwrite Participant Data: Data on the Consumer record will be replaced with data from the
selected people record.

Link to Participant: Empty fields on the Consumer record will be populated with data from the
selected people record and then will be appended to the selected people record.

How would you like to proceed?
® Overwrite Participant Data
O Link to Participant
O Cancel and Retum to People Search Grid

People Search
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The feature allows you to determine how you will use the matching record.

a. Overwrite Participant Data — The people record will be copied into the participant record and will
overwrite any data already captured in the record. The Name, Address, and Email that are flagged as
Active and Display along with the DOB, Gender, Race, SSN, and Ethnicity, will populate the participant
record. The phone number with the phone type of Homel, Work, Cell phone that are flagged as primary
and active will also populate the participant record. This is the default setting.

b. Link to Participant -- Use this option when the caller has participant information that is not already
listed in the people record. The people record will be linked to the participant record. Data already
entered into the participant record will not be overwritten with the data from the people record, but
the People ID will be linked to the participant record and the data will be appended to the people
record.

15. Make a selection and click OK.

16. From the Call Participant Details page, Select Save and Close (Caller, Consumer or Other Contact) from the File
menu.

17. Repeat steps 9-15 for other call participants.

18. Click on the Call Subpage.

e

-
Call

Participants
Documentation
Notes
Associated Calls
Referrals

Events

Track Call Status

19. On the Call Details page, complete the following:
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Call Information
Division
Date of Initial Contact *

Time of Initial Contact *

[pcoc v
03/31/2022
09:15 AM

I Intake and Screening Worker *

I

Call Date *

Call Time

Call Method
Type of PCOC *

How did you hear about us?

In a crisis situation requiring immediate health
care assistance?

Reason for Call

Details of Call

Decision
Overall Status *

Task Status *

Comments

1033112022
09:15AM

l
\
l
O

<

<]

PCOC Counselor
PCOC Provider

[Kranovich, Dan

2

Call Details Page

a. Intake and Screening Worker: Select the Web Intake, Worker from dropdown list.

b. PCOC Counselor: Select the worker from dropdown list.
c. PCOC Provider: Select the Agency from the dropdown list.

20. Select Save, Check In and Close Call from File menu.

Note

Assigned PCOC Counselor will see the Web Intake Submission on their Call Records grid when
9 they navigate to the Calls Chapter. Refer to section, Online Self-Assessment Record and
PCOC Process, page 52.
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Practice #1 Exercise

' Practice Exercise #1
1. Complete an online self-assessment.
2. Open the Web Intake record from the Calls Chapter.
3. Assign record to a worker.
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Add Call in WellSky

PCOC Staff will enter calls received by logging into WellSky.

Role: PCOC Worker

1. Afterlogging into WellSky, click on the Calls Chapter.

My Work  Calls Providers Reports ‘ Q e

Click Calls Chapter.

2. Select Add Call from the File menu.
3. The Add Call details page will display.

Call Information
| - | call Information

Eniry Dato® Eniry Time*
Call Date® 6/28/2021 H Start Time*
End Time*
Call Method [v] Type of PCOC*
Intake and Screenin = How did you hear about
Worker* a |Guglielmo, Barbara = i Clear | e y
Overall Status™* Open  |v|
Confidential (|

Add Call > Calls Information

1. This section captures information about the call. Fields with an asterisk * are required.

2. Select a value for the Call Method.

3. Select a value for Type of PCOC.

4. Select a value for How did you hear about us?

Note
Fields with a red asterick *: The field is required.

G Confidential/Restricted: When selected, this checkbox makes the record only available to
workers whose names are directly associated with the call. System administrators and the
supervisors of these workers are also able to open and view the record.

Caller

1. This section captures information on the caller.
2. Click Search to add the caller’s information.

a= WellSky

=
06 : 33 AM

»
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D Caller Clear

Click Search for Caller.

3. The People Search window will display.
4. Enter the name of the caller, by using the Search text box or configuring the filter by First and Last Names. Click
Search.

& We" ey, Human Services Welcome, Barbara Guglielmo | People Search
b DAY Formerly Mediware Harmony 6282018655 AM
File
)-Search
Help
] Apply Filter to Search Sl Iy | srowFiter
Filter

Fattal ontactinfomatinv] it V] 0 O[] [x

Last Name M+

[ searcn | Reser | s Fier |

People Search Window

+
5. Select a field from the dropdown down and click on the and enter the value in the text box.
6. Once filter is established, click Search.

If Results Yield a Match

7. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

Welcome, Barbara Gugheimo | People Search
6282019 7:00 AM

= Well:

Human Services

File

search

Help

[ Apply Fiter to Search [ “Search | Reset TS

Filter
Partal Contact nformation|v] |EqualTo v [u] aolv] | x
Last Name M et V| Hencerson anfv] (%
First Name v [eegmswin ] o aov] (x
LastName M+

on'] Ress
i e st
Search Results for Harmony People
Last Name. suffix First Name Middle Name 008 SsN Gender Race Contact ID Member ID Case No Person Type Date of Death Report
® | Henderson Dennis v &r1977 XHXXX-9922 Male Participant Prior Involvemen Report
Search Results for SAMS People
Type First Name Last Name Middle Inital suffix Waide Name Alias Date of Birth Date Of Death Gender Ethnicity Marital Status Primary Language

& | Consumer Joseph Henderson 9n7/1947 ™ N

& | Consumer Graciana Henderson 111980 N

® | Consumer S Virginia Henderson 11923 F N

® | Consumer Mary Henderson 921/1928 N

@ | Consumer Wiltred Henderson 20281932 N

@ | Consumer Katara Henderson 401973

People Search Page

Note:

If a person is selected from the SAMS grid, it will create a people record in WellSky.
@ The next time a search is conducted on that person, their people record will display in

the Harmony (WellSky) grid.

8. Click name in search results grid.
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Al WellSky Foman services

File

s WellSky

Welcome, Barbara Guglielme | People Search
13/21/2020 3:19 AM

Search

todgers @
| Apply Fiter 1o Search m Show Filter
Pn::r:nmmlmmmﬂ emsito [v] [ o] x
Last Namo i+
&1
| Last Name. Peopield | First ame Middle Name | Sufhx boB | Gener Race ssn Concti). | Memoerid | cCaseMo | Person type DoteofDeath | Participant Phato
N I [ s S o
Click name in search results grid.
7. A message will display.
Owverwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.
Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
:| selected people record.
| How would you like to proceed?
(® Overwrite Parficipant Data
| ) Link to Participant
() Cancel and Retum to People Search Grid
- i
T T
People Search message displays.
8. Click OK. The People Search window will close and return the user to the Add Call page.
9. The information from the individual’s People record will display in the Caller’s section.
E|Caller Search Clear

Anonymous |
Last Name [Foster Middle Initial [ ] FIrst T e raidine
Mame

Street |34 Hope Street | Copy Addrass From

Street? | |
" |Bristol = i.Illhr:tie Island = Zip |02809
v Coce

Contact Phone  [(401)289-7845

Surrogate Legal !..[-!'[.9."!‘.3. EI

Relationship to [

Prospective | Community Organization |l£

Consumer

Roneumer Ces=' . N

No

Language Spoken E_ErI;I'iEh

]

Add Caller>Caller Section

Interpreter/Translator
v O

Needed?
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If Results Do Not Yield a Match

Human Services

Formerly Mediware Harmony

s WellSky

File

s WellSky

Welcome, Barbara Guglielmo | People Search
628120197:08 AM

O seao
Holp

Il srowFiter

[ Apply Filter to Search

*)-Fitter- 1

et ot romaten|| eauato V] o wo] [x

Lasthme Y et N s mo] [x

Frstame N Emare o] e mo] [x

Last Name. M+

—— Search Results for Harmony People

T s Froivame | wadetoms | 008 | son | cewr | e Gt D Womber D Caseio e s aroean ]|

| | Reseion e |
Search Resuls for SAMS People

e Frstnams s Wt i St eide e s e ol i el O Do = iy artsis Trmrn |

[ [Rorecords o e |

10. If your search does not result in any matches, select Close People Search from File menu.

File
Print
Close People Search

File>Close People Search

11. The People Search window will close and return the user to the Add Call Details page.

12. Complete the necessary information in the section.

D Caller

Anonymous

Last Mame Middle Initial

Street
Street2

Copy Address From

First
Name

Search Clear

City

Claar

Contact Phone

Surrogate Legal
Stafus

Relationship to
Prospective
Consumer

Consumer Case
No

Interpreter/Translator

Language Spoken | Neaded?

™

Add Caller>Caller Section

"':Z'rp

Code

B ! Clear
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Prospective Consumer

13. To add a prospective consumer, click Add.

IZI Consumer

To add a prospective consumer, click Add.

Add New Consumer Information
Primary ¥

Caller is Consumer

Last Name*

Address Type [ [v]
Sireet
Street2

City

Contact Phone®
Gender*
Date of Birth

Age Estimated

Surrogate Legal Status
Legal Status

Narital Status*
Language Spoken

Consumer Case No

Add Call>Prospective Consumer

Add

I

Edit

i Clear

Delete

Middie Initial

s WellSky

Name*

Copy Address From

State

Email Address

Race

Interpreter/Transiator
Meeded?

Zi
v | Clear nge*

[»] Ethnicity

Age at
Call

14. If the prospective consumer is also the caller, check Caller is Prospective Consumer.

15. If not, follow steps 8-17.

16. When complete, select Save and Close Consumer from the File menu.
17. A message will display. Click OK.

Message from webpage

| The participant was saved successfully.

Participant saved successfully.

E;ﬁ'
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If the consumer is new to the system, you can use the Copy Address From. When
selected, a new window will appear with the address of other persons related to the
call (Caller, Other Contact). Select an address from the grid. The window will close
and the address will appear for the prospective consumer.

Reason for Call
1. Enter reason for call in the Details of Call textbox.
2. Iftheindividual is experiencing a crisis, check the box for In a crisis situation requiring immediate health care
assistance?
D Reason For Call

Details of Call

In a crisis situation requiring
immediate health cara
assistance?

Contacts

1. To record additional persons, click Add.

B Contacts

To record additional persons, click Add.

>
o
o
=
—
5
®
©

2. Enterthe necessary information.
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Well

Welcome,

! Contact
& Guglielmao,
&8 WellSky |
sl WellSky Human Services Barbara
2015/2021 12:28
PR
File
Spell Check - Save Contact - Save and Close Contact - Close Contact
Add New Contact Information Search Clear
Middie First

Last Name Niihe R
Address Type =
Street Copy Address From
Street2

1 T, Zip i
Ci = State -

v = Code
Email

Contact Phone Address
Relationship to =
Prospeciive Consumer [v]
Case No I—

Add Call>New Contact

3. When complete, select Save and Close Contact from the File menu.

Decision

1. No changes are needed in the Decision section.

|3 Decision
Task Stafus* Pending Initial Call with the Consumer w
Comments
A
PCOC Counselor® |Guglleimo, Barbara | o | clear |
Division [pcac v

Add Call>Decision

To continue working with the call record:
2. When complete, Select Save, Close and Edit Call from the File menu.

To submit the call record and work on it in the future:
3. When complete, Select Save, Check In and Close Call from the File menu.

Note

Do not use the browser window close button (X) to close records. Unsaved changes
will be lost and cannot be retrieved.
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If continuing to work with the call record:
The Call Details page will display.

File Tools

| cal
Participanis
Documentation
Notes
Associated Calls
Referrals
Events

Track Call Status

Call Details page

o

am WellS

File menu options from the Add Call page

Save — This option saves any changes to the Call form since the last save. This can be
completed at any time while working with the Call form and will not close the Call
form.

Save and Close — This option saves any changes to the Call form since the last save
and closes it. The Call record is still checked out to the Worker, so no other workers
can modify the record until it is checked back in.

Save, Close, and Check-In — This option saves any changes to the Call form since the

last save, closes it, and checks in the record. If another worker needs to edit the
record, they can check it out.

® Save, Close, and Edit — This option saves any changes to the Call form since the last
save, closes the form, and opens the record in edit mode.

Sky Human Services

o

Reports Word Merge

Call Information

Date of Initial Contact =
Time of Initial Contact *
Intake and Screening Worker *
Call Date *

Call Time

Call Method

Call Type *

How did you hear about us?
Decision

Overall Status *

Task Status *

Comments

PCOC Counselor

call ID = 10192 - Jason Vanderbilt | Call

Last Updated by bguglielmo
at 3/7/2021 $:40:22 PM

12/14/2020
[0820 Am

[Guglielmo, Barbara V|
1211412020
08:20 AM

Telephone v

|Information N

Hospital Referral L

Open e

|F‘ending PCOC Follow-Up/Close-Out W

|Guglielmo, Barbara w|

For multiple prospective consumers (caller is reporting on their parents), go to page 52.
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Practice #2 Exercise

' Practice Exercise #2
1. Add a Call record.
2. Complete a People Search for Call Participants.
3. Save Call record.
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Online Self-Assessment Record and PCOC Process
Online Self-Assessment records are available in the Calls Chapter. To access the record:

1. Click on the Calls Chapter.

My Work Calls  Providers Reports ‘ Q e

2. Select a record with a Call Method = Web Intake from the Call List Grid.

‘ We"Sky Human Services My Work  Calls  Providers  Reports ! Q e
File

o) i

‘Divisinn v | ‘EqualTD v| ‘PCOC v‘ ‘AND v| | x |

®

~——196 Queue Search record(s) returned - now viewing 1 through 15

Division | CalllD | CallDate~ | Call Time | CallMethod | Overall Status Task Status Caller Name coc e Out By
a PCOC 10901 06/08/2022 326 PM Telephone Open Pending Initial Call with the Consumer ime.Sandra & Sandra Lauro,Gina Guglieimo,Barbara
PCoC 10900 06/08/2022 2:54 PM Web Intake Open Reached Consumer, Scheduled Call to Discuss Options. MaxwellMaisie Laure,Gina Lauro.Gina
PCOC 10898 06/03/2022 922 AM Web Intake Pending Pending Self,Susie Lauro,Gina

Call List Grid page

e The last column of the grid, Checked Out By, lets you know if another worker has the record
checked out. If that is the case, you will be able to open the record to view only.

3. The Call Details page will display.
4. Select Check Out Call from File menu.
5. A People Search will need to be completed on the participants. Click OK.

C Rhode lslsnd Sandbox - Google Chrame - [m]

@ fwtestharmonyis.net/RiSandbox/Pages/Harmony.aspx?Chapterl D=2788&ViewType=SubPageView8PagelD=40023&ChapterEntitylD= 10667 &EntitylD=10667&CallingChapter=Inquiry8

fwtest.harmonyis.net says

A people search was not executed for the following:
Russell, Charles, Edward

Mavigate to the Participants record and execute 3 people search to
determine if the person is already known to your agency.

~

Loading please wait

Message to do a People Search
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6. Click on the Participants subpage.
7. From the Participants list page, click on a participant record.
ﬂ WEHSKY Human Services Call ID = 10667 - Charles Russell | Participants

7/18/2021 11:55 AM
File Add Participant

g Filters

|| [Lasthiame ~ [*

! 1 Participants record(s) returned - now viewing 1 through 1

Notes

Associated Calls ‘ | LestName | Firsthame | Relationship to Prospective Consumer [ contactype [ City [ State | zpcode | HomePhone |  work Phone [ Emai ‘ Age |
EE | | Russen |charies | consumer | Biock Island | Rnoge 1stand | 02808 | | | le3s |
venl

First Previous Recordsperpage 15 | MNext Last
Track Call Status

Participants List Page

8. From the Participants Details page, Select Search for Person from the Tools menu.
288 WellSky Human Services I i

at 7/18/2021 12:02:01 PM

File Tools Reports

Upload Bhoto
| Search For Person

Cupy Address From Consumer Charles
Middle Initial Edward
Last Name Russell
Address Type /W
Street 123 Comn Neck Road

Select Search for Person from Tools Menu

9. The People Search window will display. The search results display in two list view grid. The first grid identifies
people that are in the WellSky database. The second grid identifies people that are in the SAMS database. Click

Search.
A WE"SK}' Human Services Call ID = 10667 - Charles Russell | People Search
7/18/2021 11:55 AM
File
- ~Search
©

] Apply Fitter to Search w SEESW | Show Filter

~ Fiter
Last Name ~ | Begins With ~| | Russell AND v x
Peogle ID v |EquaiTo v 11290 AND v *
First Name ~ | | Begins With ~ | | Charles ANDw | | %
Middle Name v Begins With v Edward AND » x
DOB v EquaTe v oness | ANDw | | %
Racs v | |EqualTo ~ | | American IndianfAlaska Native v  |aNDw| |[x
Partial Confact Information » | | EqualTo O AND v ®
Phane v | |EqualTo wv| | (4012448424 AND v x
Address Type ~v| | EqualTo ~|  |Unknown v AND v *
Street v |EqualTo ~ | | 123 Com Neck Road AND w x
City v | |EqualTo ~ | | Blocklsiand ANDw | | x
State v Equal To v Rhode Istand ~ AND v ®
Zip Code v~ |EqualTo v | | 02808 ANDV | | %
Last Name v+

People Search Page

If Results Yield No Match
9. If no records return, Click Close People Search from File menu.
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File

_. (7]
T

() Apply Filler lo Search

a2 WellSky

Call ID = 10667 - Charles Russell
7/18/2021 12:00 PM

People Search

~-Filter
Last Name v Begins With ~  Russell ANDv | x
Peapie ID v EquaTe v 11290 ANDY (%
First Name v Begins With v Charles ANDw x
Middle Name v Begins With v Edward AND v E
DOB v EquaTe v oness | ANDY (%
Race ~. Equal To v American Indian/Alaska Native AND v x
Partial Contact Information v | EquaiTo v o ANDY %
Phane v EqualTo v | @on2448444 ANDY (%
Address Type v Equai To NP Unknown v AND W x
Street v EquaTo ~ | 123 Com Neck Road ANDw %
City v  EquaTo v | Blocklistand ANDY (%
State v |EquaTo v Rhode Island ~ ANDV I x
Zip Cede b Equal To B 02806 AND v *®
Last Name v 4+
Search Results for Harmony People
[ | astwame | Peopiein | FirstName Middle Name | sumx [ 0oB [ Gender | mace | ssw | contsctin Member ID CaseNo | PersonType Date of Deatn Participant Photo

People Search Page

10. Select Save and Close Consumer (or Caller) from File menu.

If Results Yield a Match

10. The search results display in two list view grid. The first grid identifies people that are in the WellSky database.
The second grid identifies people that are in the SAMS database.

Human Services
Formerly Mediware Harmony

s WellSky

File

Welcome, Barbara Guglielmo
612872019 7:00 AM

People Search

) Search
Help

(] Apply Filtr to Search | “searcn | Reset
- Filter
Partal Contact inomation[v| EquaiTo  [] o Aoy (x
Last Name M |ewato [¥] [ Hendgerson Aoy (x
First Name M [penswin ] [o aolv| [x
LastName EJ +
Search Results for Harmony People
| tasthame | sumix |  FistName [ MiddleName | poB | sSN Gender | Race |  Contactid |  Memberid | CaseNo |  PesonType |  DateofDeath | Report
® | Henderson | Dennis v [smner | xoocxce22 | maie | | [ | Partcipant | | Pior nvolvement Report
Search Results for SAMS People
Type | Firsthame Last Name Widdle Intial suffix Maide Name Alias Date of Birth Date Of Death Gender Ethnicity Marital Status Primary Language
| Consumer Josesh Henderson an7ieat M N
& | Consumer Graciana Henderson 1111880 £ N
® | Consumer S Virginia Henderson 11923 £ N
@ | Consumer Mary Henderson 211928 £ N
| Consumer Witred Henderson 2281932 N
® | Consumer Katara Henderson anoners £

People Search Page
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Note:

If a person is selected from the SAMS grid, it will create a people record in WellSky.
G The next time a search is conducted on that person, their people record will display in

the Harmony (WellSky) grid.

11. Click name in search results grid.

2

£ We”(')“' Vv Human Services Welcome, Barbara Guglieimo | People Search
N OKRY  Fomery Mediware Harmony 12/21/2020 9119 A1

File
)-Search

rodgers (7]
[ Apply Filter to Search Bl Gy show Fiter

Filter
atal Contat omatonl | it V][] 0[] |
Last Name ¥+

Search Results for Harmony People

Last Name People ID First Name Middle Name suffix DOB Gender Race ssN ContactID Member ID Case No Person Type Date of Death Participant Photo
Rodgers. 10099 Julia 8131949 Female White 454511554 Participant
Rodgers 10100 Patrick L 2481979 Male White 565-05-0505 Participant
Rodgers. 10174 Sharlene Female Black or African American Participant

A=A

® | Rodgers 10470 Cecilia L 121161975 Female White Participant

Click name in search results grid.

18. A message will display.

Overwrite Participant Data: Data on the Caller record will be replaced
with data from the selected people record.

Link to Participant: Empty fields on the Caller record will be populated
with data from the selected people record and then will be appended to the
selected people record.

How would you like to proceed?
® QOverwrite Parficipant Data
) Link to Participant
() Cancel and Return to People Search Grid

‘I

People Search mesrgagé displays. I

19. If only partial information was provided from the web form and the existing record is more comprehensive,
select Overwrite Participant Data.

20. If the information provided from the web form is different than the information in the existing record, select
Link to Participant.

21. The People Search window will close and return you to the Participant Details page.

22. Select Save and Close Consumer (or Caller) from File menu.

Intake and Screening Tool

1. Click on Documentation to open the screening tool.
2. Select the Intake and Screening Tool from the list view grid.
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Call ID = 10667 - Charles Russell _Documentation

a8 WellSky Human Services

7/18/2021 3:35 PM

File
&l ) Filters
Participant v +
Participants

ot

41 Documentation record(s) returned - now viewing 1 through 1

Notes

Associated Calls

Track Call Status

Documentation list page

Document Date Document Name Document By Status Participant
07/16/2021 Intake & Screening Tool Application, Harmony Pending
First Previous Recordsperpage 15 | Next Last
3. The Intake and Screening Tool will display.
Call ID = 10667 - Charles Russell | Documentation

a WeIISky Human Services

File

Last Updated by Admin
at 7/16/2021 8:40:06 AM

Intake & Screening Tool

Call Documentation

Document Date * [o7r6r2021 |

Doc. By = | Application, Harmony

Doc Name * | Intake & Screening Tool

status *

Participant | v

O

Show Consumer

Intake & Screening Tool

4. Select a participant from the Participant dropdown list.
5. Review the information provided.
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ONSUMER STATUS

a2 WellSky

Are you or the person you are contacting us about:
A Rhode Island resident who lives in the state more than 1/2 a year?*

A youth with an intellectualidevelopmental disability or a serious, chronic and
disabling condition who is turning age 19 or 217

Expected to need health care services and supports for a period that is likely to last
more than a month?

Have any of the following health conditions, ilinesses or disabilities caused this need
for services and supports:®

Receive any of the following care within the last month:

Experience a fall within the last month

Are you or the person you are contacting us about currently living in a

| Yes

No ~

ACOVID infection and treatment e
Accident or injury requiring medical treatment .

A chronic medical condition (e.g. heart diseas:
An intellectual/developmental disability (occur
Physical condition or disability affecting mobili
Substance use disorder (e.g., alcohol, Rx abu
S i ot holi sioral i

Treatment of a wound or pressure ulcerbyat
Daily monitoring by a skilled nurse (LPN or RF,
Physical Therapy and/or accupational therapy !
In patient psychiatric care

Treatment with IV medication

Hospital stay of 3 days or more

Traatment fnr a suhstance nsa disordar

: Memaory loss (alzheimer's. dementia) =

’ i

=7

=
cand ad =] Y
» || Athome health care A

,

>

4 i
- :- il w

ing home
and would like assistance leaving the nursing home?

EALTH COVERAGE

Health Insurance Information: Do you or the person you are contacting us about have
any of the following types of health coverage? Please check all that apply.”

INANCIAL INFORMATION

VA Health Coverage

Medicare =
Private or Employer Insurance

HealthSource Rl Plan

Rhody Health Partners or Rite Care Plan
Medicaid All Other -

Medicaid Annlicatinn Pandina

|A iv ivv‘

.

| [Medicaid LTSS

e

‘

Do you or the person you are contacting us about receive any of the following?*

Which of the following best describes the income you/the person have on a

Supplemental Sscurity Income {SSI)

Veterans Administration (VA) Benefits =
Other

None

Retirement, Survivers and Disability Insurance
Pension or Retirement Plan -

-

IA..IL |v |v

Social Security Disability Insurance (SSD1)

o

basis?*

Are you or the person you are contacting us about married? IT so, and tell us the

fols d total resources, of both sp when responding to the g

Intake & Screening Tool

[ Between $2,300 - 54,500 / month |
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What are the total financial assets/resources of the consumer {cash, checking,

savings, CD, bonds, etc.) ? (IF SINGLE)* [Between $4,000 - §10,000 v |

IVING ARRANGEMENT
Which of the following best describes where you/the person live(s) now?* | Living with Family/Friends A |

If youlthe person reside(s) in a home-like setting (house, apartment, condo, etc.),

which of the following best describes who else lives there? | Other refatives/friends v |

ASSISTANCE WITH DAILY ACTIVITIES

In this section, we would like to know more about the areas of daily life where some type of assistance may be needed by you or the person you are contacting us about.

a Hide Text

Do youithe person need help on most days with any of the following: (Check ali that apply)

Bathing (e.g., getting in and out of a shower/tub, using faucets, hair/body toweling) O

Dressing (e.g., putting on/taking off clothes, socks. shoes, or stockings) O

Toileting {e.g., getting on or off the toilet, wiping, or changing pads) O

Eating (e.g., eat, drink, using utensils, chewing/swallowing)

Grooming (e.g., brushing teeth, combing hair, shaving, cutting nails) (]

Managing Medications (e.g., filling prescriptions, taking pillsimedicines as directed, 0O

keeping meds organized)

Moving About {e.g., going frem room to roem or outside and back in without a walker

or other assistive device)

Physical transitions (e.g., getting up from or moving between a bed, a chairiwheelchair, 0

or toilet without help)

Housekeeping (e.g., general cleaning, dusting/vacuuming, washing dishes) O

Preparing Meals {e.g., planning, cooking, serving and clean-up)

Shopping (e.g., grocery, clothes, prescriptions) O

Laundry (e.g., using washeridryer, folding, putting laundry away) (]

Handling Mail (e.g., opening, reading, responding) O

Managing Money (e.g., keeping accounts, paying bills, handling cash) J
Uses a Cane T | + | [Needs assistance moving
Rollator X

o ) Uses a walker | 3

Assistive Devices Wheel-chair raliant T
Other 4
Falls nris at risk of fallinn '

Intake and Screening Tool

6. Scroll to the Intake and Screening Response Results Section to review the scoring.
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PCOC Recommended | Yag |
High Priority

Living Situation | Mo |

Youth (IDD or Other Disability) Who is Turning 12 or 21 | No |

Health Status & Cognition

Behavioral Health | Mo |
COoVID | No |
Substance Use | Mo |
Physical Disability | No |
Intellectual or Developmental Disability | No |
Acquired or Traumatic Brain Injury | No |
Memory Loss i Yes |

Medicaid LT55 Financial Eligibility

Already Receiving Medicaid LTSS i Yes |
Eligible or Almost Certainly Eligible | No |
% e M+
Might be eligible | Yes |
Most likely ineligible | No |
Referrals
Referral to NHTP | Yes |
Referral to OSCIL ' No |

By checking this box, | hereby authorize the use or disclosure of my protected health
information as described above.

Intake and Screening Tool > Intake and Screening Response Results

7. Select Save and Close Documentation from the File menu.
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8. Skip to page 61 to continue with the PCOC Tool.

Call Record and PCOC Process
Call records are available in the Calls Chapter. To access the record:

1. Click on the Calls Chapter.

My Work  Calls Providers  Reports . O\ e

2. Select a record from the Call List Grid.

AWeIISky Human Services MyWork Calls Providers Reports @i QO @
File

~) Filters

Division v Equal To v PCoC ~ AND v x

Division v +

——196 Queue Search record(s) returned - now viewing 1 through 15

Division | Call ID | Call Date » | Call Time | Call Method | Overall Status Task Status Caller Name C PCOC C Checked Qut By
JF] |pcoc | 10901 |06/08/2022 | 3:26 PM | Telephone | Open Pending Initial Call with the Consumer springtime, Sandra | Springtime,Sandra | Lauro,Gina Guglieimo Barbara

PCOC | 10900 | 06/08/2022 | 2:54 PM | Web Intake |Open Reached Consumer, Scheduled Call to Discuss Options Maxwell, Maisie Lauro,Gina Lauro,Gina

PCOC 10898 | 06/03/2022 | 9:22 AM | Web Intake | Pending Pending Selsusie Lauro,Gina

PCoOC 10891 | 05/19/2022 | 10:28 AM | Web Intake | Pending Pending TestReferral Diane H Lauro,Gina

Call List Grid page

6 The last column of the grid, Checked Out By, lets you know if another worker has the record
checked out. If that is the case, you will be able to open the record to view only.

3. The Call Details page will display.
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a8 WellSky Human Services o e ek eIl

at 6/2/2021 12:02:49 PM

File Tools Reports Word Merge

Call Information
Participants Division
Date of Initial Contact *
Documentation i . )
: ' Time of Initial Contact *
Motes Intake and Screening Worker *

Associated Calls Call Date *
Call Time

Events

Call Method

Track Call Status | oeoe s

How did you hear about us? In
In a crisis situation requiring =
immediate health care assistance?
Reason for Call

Details of Call

u = i
Overall Status *

Task Status *

Comments

PCOC Counselor

Call Details page

4. Select Check Out Call from the File menu.

File Tools Word Merge

File menu
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To navigate a call record, there are subpages on the left side of the page.

Call This page contains call and decision information.

Participants This page contains information on the Caller, Consumer and Contacts.

Documentation This page contains the intake & screening tool and the PCOC tool.

Notes This page contains notes and attachments.

Associated Calls This page allows the worker the ability to search and link other call records.

Referrals This page allows the worker the ability to search and link resources to the call
record.

Events Triggered Workflow Wizards appear, allowing the worker to see all events that
have been triggered in the record.

Track Call Status This page displays the status changes of the Call.

Call Participants

1. Click on Participants subpage.
2. The Participant List page will display.

File  Add Participant

cal
Partcipants
Documentation

Notes

Associated Calls Last Name

First Name Relationship to Prosective Consumer Contact Type city state Zip Code Home Phone Work Phone Email Age

Referrals

David Caller

David Consumer Riverside Rnode lsland 02915

Events

Track Call Status

Call Participants List page

First  Previous Recordsperpage| 15 | Next Last

3. Select the Consumer from the grid.
4. The Participant details page will display.
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File Tools

Consumer Details page

5. If necessary, add/edit information on the participant.
6. Select Save and Close Consumer from the File menu.

Reports

Consumer
Primary

First Name
Middle Initial
Last Name
Address Type
Street

Street 2

City
State

Zip Code

Home Phone
Work Phone
Work Extension
Mobile Phone
Email

Race

Ethnicity
Gender

DoB

Age

Caregiver Legal Status

Legal Status
Marital Status

Languages Spoken

Interpreter/Translator Needed?

Military Veteran

o

Rebecca

Early

123 Schooner
| Apt. 33
| Tiverton
| Rhode Island
| 02878
<

| (401)278-9955

s WellSky

Call ID = 10610 - Rebecca Early
Last Updated by bguglielmo
at 6/28/2021 6:40:35 AM

| White

[Non-Hispanic/Non-Lating |

|Female

o

10/24/1952
667 |

| Others

[Unknown

[Never Married

|English

)

7. Follow steps 3-6 to view the Caller or Other Contacts information.

Intake and Screening Tool

10. Click on Documentation to open the screening tool.

11. Select Add Documentation from the File menu.
12. The Documentation page will display.
13. Select Intake and Screening Tool from Please Select Type dropdown list.

Consumer
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Intake & Screening Tool
Call Documentation
Document Date *

Doc. By *
Doc Name *
Status *
Participant

Show Consumer

Start Time

End Time

(o301 |
!_'Guglielmn‘ Barbara

| Intake & Screening Tool

a2 WellSky

Open % f

|Gerard, Sally (Consumer) » |

&
4 |4
!!

ONSUMER STATUS

Are you or the person you are contacting us about:
A Rhode Island resident who lives in the state more than 1/2 a year?®

A youth with an intellectual/developmental disability or a serious, chronic and
disabling condition who is turning age 19 or 21%*

Expected to need health care services and supports for a period that is likely to last
more than a menth?

Have any of the following health conditions, illnesses or disabilities caused this need

for services and supports:*

Receive any of the following care within the last month:

Experience a fall within the last month

Are you or the person you are contacting us about currently living in a nursing home
and would like assistance leaving the nursing home?

Intake & Screening Tool page

14. Complete the form.

Note

[Yes v |

Yes ~

A COVID infection and treatment A
Accident or injury requiring medical traatment

A chronic medical condition (e.g. heart diseas
An intellectualidevelopmental disability {occur
Physical condition or disability affecting mobili
Serious and persistent behavioral health cond

Substance use disorder (e.g., alcohol, Rxabu

UMemnne Inss {alzhaimer's dementia

Treatment of @ wound or pressure ulcerbyal
Athome health care

Daily monitoring by a skilled nurse (LPN or Rt
Physical Therapy andfor occupational therapy
In patient psychiatric care .
Treatment with IV medication

Hosnital stav af 3 dave or mora

w v
i

S

- v

e = e

If the field has a red asterisk (*), the field is required and must be populated in order

to save the tool.

15. At the bottom of the tool is a section, Intake & Screening Response Results.
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a2 WellSky

PCOC Recommended
High Priority
Crisis Situation
Living Situation
Youth (IDD or Other Disability) Who is Turning 19 or 21

Health Status & Cognition
Behavioral Health

COVID

Substance Use

Physical Disability

Intellectual or Developmental Disability
Acquired or Traumatic Brain Injury

Memory Loss

Medicaid LTSS Financial Eligibility
Already Receiving Medicaid LTSS

Eligible or Almost Certainly Eligible
Might be eligible

Most likely ineligible

Referrals
Referral to NHTP

Referral to OSCIL

By checking this box, | hereby authorize the use or disclosure of my protected health

information as described above.
Intake & Screening Response Results

' No

'No

Ol

16. If certain criteria are met, the value of the question will change from No to Yes. This information will help guide

how you work with the Consumer.

17. Scroll to the top and select a value for the Status.
18. Select Save and Close Documentation from the File menu.
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Practice #3 Exercise
' Practice Exercise #3

1. Review the participants records.
2. Complete the Intake & Screening Tool.
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Referrals Subpage

s WellSky

Before working on the PCOC Tool, PCOC Counselor’s may find it helpful to research useful resources for the Consumer.
Using the Referrals subpage, the PCOC Counselor can search for and associate resources to the Call record.

Click on Referrals

Select Search Referrals from the File Menu
Using the Search Filter, set a search criterion
Select Search

Vs W e

a8 WellSky Human Services

File
©
O Apply Filter in Search W Show Filter
Filters
Save Filter previously saved filter found v Search Filter Save As Default W Delete
Agency Name ~ Begins With v YMCA AND v
Resource Type v +

To review additional information about the Resources Services, click the + Button

Resource
Search

Call ID = 10831 - test test
6/16/2022 4:32 PM

S—— ;; - r'i E—

22 Resource Search record(s) returned - now viewing 1 through 15

(=
Resource Type Agency Name . Address Information Phone Number Agency County Save Referral )
= | Resource YMCA Bayside Family 70 West Street Barrington RI 02806 (401)245-2444 Bristol (] v
Include’ | Service Service Code Start Date Service Fee Unit Type Cost

] Child Care Centers PH-1250.1400 05/13/2022 Primary Services Units $0.00
O Extended Child Care PH-1250.1800 05/13/2022 Primary Services Units $0.00
O Y Facilities PS-8800.9650 05/13/2022 Primary Services Units $0.00

| Resource ‘ 'YMCA Bayside Family | 70 West Street Barrington Rl 02806 | (401)245-2444 ‘ Bristol (] ‘ v v

6. If you would like to save the Referral to the Call record, select the Checkbox next to the Resource

7.
8.

Select Save and Close Resource Search from the File Menu
A list of saved resources will appear on the Referrals tab

Once all resources have been added, users can run the Resources List report and provide resource information to the

consumer.

N WellSky Human Services

Call ID = 10831 - test test [_Referrals

6/16/2022 5:26 PM

File Reports
[ Resource List I
Call "
Agency v +
Participants
earch || Reset
Documentation
3 Referrals record(s) returned - now viewing 1 through 3
Notes
5
Associated Calls D
Referral Date/Time Agency a Worker
J 6/6/2022 5:29:40 PM 134 Collaborative Kranovich, Dan
Events 6/6/2022 5:29:40 PM 267 Veazie Street Kranovich, Dan
6/16/2022 4:34:40 PM YMCA Bayside Family Kranovich, Dan
Track Call Status
First ~ Previous Recordsperpage 15 | Next Last
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A report window will display where you can do any of the following:

[POF

]

[Save to Note] immmem——

= hrmny_InR Resource List

i WellSky

s WellSky

Resource List

[YmcA Bayside Family

IWebsite: http://wwwymcagreaterprovidence.org

Agency Type:

Agency AKA:

Contact Address

70 West Street,
Barrington, RI 02806

Email :

Mailing Address

70 West Street,
Barrington, RI 02806

Correspondence Address

Phone Number

Phone [@01)245-2444

Mailing Phone |(401)245-2444

lMour:: Monday

[Tuesday

[Wednesday | Thursday

[Friday [Saturday [Sunday

05:15-22:00  [05:15
l [ ‘

-2200 [05:15-2200 |05:15-2200 |05:15-2200 [06:00- 1800 [06:00- 1800 ]

[267 Veazie Street

lWebs‘na: www.smithhillcdc.org

Agency Type:

Agency AKA:

Contact Address
267 Veazie Street
Providence, R1 02904

Email :

Mailing Address

267 Veazie Street
Providence, RI 02904

Correspondence Address

Phone Number

Phone (401)521-0159

1. Print by clicking on the printer icon

2. Download the report to your computer by clicking on the down facing arrow
3. Click on Save to Note. This will attach the report to a note.

Another option is to click on the down facing arrow in the resources search result grid and a menu will display.

Open Citation.

3 Referrals record(s) returned - now viewing 1 through 3

Select

[+]

Referral Date/Time

Agency .

Worker

6/21/2022 4:11:22 PM

134 Collaborative

Guglielmo, Barbara

6/21/2022 4:11:50 FM

267 Veazie Street

Guglielmo, Barbara

Go To Rasource

6/21/2022 4:12:45 PM

YMCA Bayside Family

Guglielmo, Barbara

| Open Citation

A report window will display that provides the same options as the Resource List report.

! F
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PCOC Tool

vk wnN e

PCOC Tool

Call Documentation
Document Date *

Doc. By *
Doc Name =
Status *
Participant

Show Consumer

Documentation>PCOC Tool

a8 Wellsky

s WellSky

Resource Citation

|ch Bayside Family

Agency Type
Agency AKA:

Contact Address

70 West Street,
Barrington, Rl 02806

Email :

Mailing Address

70 West Street,
Barrington, Rl 02806

Correspondence Address

Phone Number

Phone |(401)245-2444

Mailing Phone |(401)245-2444

Hours: Monday Tuesday

|Wednesday | Thursday | Friday | saturday

Sunday

05:15-22:00 [05:15-22:00 |05:15-22:00 05:15-22:00  (05:15 - 22:00

06:00 - 18:00 | 06:00 - 18:00

Description

Agency Conditions

Special Conditions:

Language:

Accessibility:

Payment Options

[Age/Gender Resirictions

|Accepts Males:  Yes

|Minimum Age: &

Click on Documentation to open the screening tool.
Select Add Documentation from the File menu.

The Documentation page will display.

Select PCOC Tool from Please Select Type dropdown list.
Select the Consumer for the Participant field.

6. Select Copy Shared Response from File menu.

Maximum Age: 12

Accepts Females: Yes
Minimum Age: 5

071132021 |8
Gugliglmo, Barbara
PCOC Tool

[ ~T

Maximum Age:

-

12
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File  Word Merge

Select Copy Share Response from File menu

a2 WellSky

7. Documents with Shared Response window will display. Select the Intake & Screening Tool in the grid.

a8 WellSky Human Services

Call ID = 10198 - David Harrison

3/15/2021 7:42 AM

Documents
with Shared

File

) Fiters

eSS

— Shared ‘viewing 1 through

[ [ Document Name. Review | Review Date | Status. I

‘ ‘Ima&e&scleen‘ng’rcnl — ‘ 0172512021 ‘ Guglielmo, Barbara ‘Psﬂd’ng ‘
Firt  Previous Recordsperpage| 15 | Next  Last

Document with Shared Responses List Grid

8. The response results from the Intake & Screening Tool will appear at the top of the form.
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NTAKE & SCREENING RESPONSE RESULTS

PCOC Recommended | No | &
High Priority
Crisis Situation | No &
Living Situation | No | &
Youth (IDD or Other Disability) Who is Turning 19 or 21 | No | &
Health Status & Cognition
Behavioral Health | No &
COVID | No | @
Substance Use | Mo | &
Physical Disability | No | &
Intellectual or Developmental Disability | No | &
Acquired or Traumatic Brain Injury | No | &
Memory Loss | Mo | &
Medicaid LTSS Financial Eligibility
Already Receiving Medicaid LTSS | No | &
Eligible or Almost Certainly Eligible |N0 | &
Might be eligible | Yes &
Most likely ineligible | Yes &

Intake & Screening Response Results

9. Complete the form.

10. Scroll to the top and enter a value for the Status field.

11. Select Save Documentation from the File menu.

12. The toolbar will now display Word Merge. Select PCOC Action Plan from the Word Merge menu.

File | Word Merge

PCOC Tool

Click Word Merge from toolbar.

13. The Word Merge Editor window will display with the PCOC Action Plan.
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‘ We||Sky Hiirran Sarvices Call ID = 10198 - David Harrison PcO](’:IaA:l:tion

3/23/2021 12:23 P
File

Preview (read-only)
This s a preview of your merge document and s not editable.
Generate Merge Document
Clik the "Dpen Document” bution 1o apen the Merge
Document for editing

Save to Note:

I no changes have been made 1o the Merge Document, click
"Save lo Note". The current word mergs template wil be
uplosded ta & note record with the merge fieids populated

Your PCOC Action Plan:

Consumer background/preferences: Recently moved into a long term care faciiity

Upload and Save to Note

If changes were made fa the Merge Document, click “Uplosd Goal: Default Goal Number 1 - Goal is to....
and Save to Note” 1o select the saved file and upload that
document Lo a note record. Den't ferget to delele the saved
document after || have attached it to the note record. Action StepSZ
Default Action Step 1a.
— Default Action Step 1b.
Default Action Step 1c.
Default Action Step 1d.
Service Options:
Default Service Option 1a.Default Service Option 1b.Default Service Option 1c.
5 Do you want to save PCOC Action Plan.docx (144 KB) from fwtest.harmonyis.net? Save ¥ Cancel x
one

®100% v

PCOC Action Plan Word Merge Letter

If printing to share with consumer:

14. Click on the print icon and follow prompts to print.

If saving to a note:

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing.

Open Document

Save to Note

If no changes have been made to the Merge Document, click

“Save to Note". The current word merge template will be

uploaded to a note record with the merge fields populated.
Save to Note

Upload and Save to Note

If changes were made to the Merge Document, click "Upload
and Save to Note” to select the saved file and upload that
document 1o a note record. Don't forget to delete the saved
document after you have attached it to the note record

Upload and Save fo Note

15. Click on Save to Note.

Message from webpage *

Document was successfully saved to Mote with MotelD=10376.

o —

Message was successfully saved to Note.

16. Click OK.
17. The Notes Details page will display.
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Call 10 = 10198 - David Harrison | Note | 5y, oy

Last Updated by bguglisime
at 3(15/2021 7:25:27 AM

18.
19.
20.
21.

22.
23.
24.
25.
26.

File  Tools Reports

| Note Notes Details
Note By * Guglielmo, Barbars
Note Date * oaiszozt |0
Participant [ v
Note Type *
Note New Text
Status *
Date Completed
Attachments
‘Add Attachment
Document Description
PCOG Agtion Plan.paf Ward Tempizte: PCOC fction Flan
Notes Recipients
Add Note Recipient m
Name Date Sent Date Read Status

Note Details Page

The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.

Select the Consumer for the Participant field.
Change the Note Type from Other to PCOC Action Plan.

a= Well
s Well

Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text

box.

Under the Document sub-header, you will see the attached document.
Change Status from Pending to Complete.

Select Save and Close Note from the File menu.

You will be returned to the PCOC Tool form.

Select Save and Close Documentation from the File menu.

Practice Exercise #4

/

Practice Exercise #4
1. Search for Referrals.
2. Complete the PCOC Tool.
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PCOC Referral Form
1. Click on the Calls Subpage.

a8 WellSky Human Services

File Tools

a2 WellSky

a2 WellSky

Call ID = 10198 - David Harrisen | Call
Last Updated by bguglielmo

at 3/7/2021 9:40:51 PM

Participants
Documentation

Notes

Call Time

Associated Calls
Call Method
Call Type *
How did you hear about us?

Referrals

Events

1/08/2021
[Information v

| Community Outreach Worker ™|

Select PCOC Referral Form from the Word Merge menu.

2. Select PCOC Referral Form from the Word Merge menu.

a8 WellSky Human Services

File

Call ID = 10198 - David Harrison
3/23/2021 12:05 PM

PCOC Referral
Form

Generate Merge Document
Click the "Open Document” buttonto /A
open the Merge Document for editing.

Open Document

Save to Note

If no changes have been made to the
Merge Document, click "Save to Note".
The current word merge template will
be uploaded to a note record with the
merge fields populated.

Save to Note

Upload and Save to Note
If changes were made to the Merge
Document, click "Upload and Save to

Note" to select the save¢flaas

Done

PCOC Referral Form

If printing to share with consumer:

Do you want to save PCOC Referral Form.docx (172 KB) from fwtest.harmonyis.net?

Preview (read-only)
This is a preview of your merge document and is not editable.

Be 06

DHS Referral Form

‘This form is used to refer clients to Independent Provider (IP), Personal Choice, Shared Living. Office of Healthy Aging. Medicaid Preventive
inferagency

(RIPIN) and other and comnunity programs
Section

ick here to enter text.

Today’

Name of Referrer (LTSS SCW): Click here to enter text Phone # Click here to enter text.

Referral to:
O Office of Healthy Aging
O Independent Provider
O Shared Living
O Personal Choice
O Medicaid Preventive (RIPIN)
O Other: Click to Specify
Section IT: Client Information
Please check all that apply
Client was found Eligible for Preliminary review and is pending Ful eligibility Screening

3. Click on the print icon and follow prompts to print.

If saving to a note:

#150% v
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Generate Merge Document
Click the "Open Document” button to epen the Merge
Document for editing

Open Document

Save to Note
If na changes have been made to the Merge Document, click
“Save to Note". The current word merge template will be
uploaded to a note record with the merge fields populated.

Upload and Save to Note
If changes were made to the Merge Document, click "Upload
and Save to Note" to select the saved file and upload that
document to a note record. Don't forget to delete the saved
document after you have atiached it to the note record

4. Click on Save to Note.

5. Click OK.

Message from webpage

| Document was successfully saved to Mote with MotelD=10376.

Message was successfully saved to Note.

6. The Notes Details page will display.

a
s WellSky Human Services

File  Tools  Reports

| Note

Note By *

Note Date *
Participant
Note Type*

Note

Status *

Date Completed

Attachments

Add Attachment

Document

PCOC Referral Form paf

o oo N

Notes Details.

Guglelmo, Barbara
03232021 |7
[Harison, David (Consumen) /|

[PCOC Refermral Form Y]

New Text

[Pending V7|

Description

Word Template: PCOC Referral Form

Note Details Page

sl WellSky

sl WellSky

Pt

Category

Call 1D = 10198 - David Harrison | Note A\
Last Updated by bougiieimo
at 3/23/2021 3:39:25 PM

Action

Remove v

The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.
Select the Consumer for the Participant field.
Change the Note Type from Other to PCOC Referral Form.

10. Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text

box.

11. Under the Document sub-header, you will see the attached document.

12. Change Status from Pending to Complete.
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13. Select Save and Close Note from the File menu.
14. You will be returned to the PCOC Tool form.
15. Select Save and Close Documentation from the File menu.

Word Merge Documents
During the PCOC process, counselors may correspond with consumers using letters.

1. Return to the Call details page.
2. Select a letter from the Word Merge menu.

adm WellSky

File Tools Reports

Participants

Documentation

Motes

Associated Calls

Events

Track Call Status

Word Merge file options

3. The Word Merge Editor window will open with the chosen letter displayed.
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a8 WellSky Human Services A o ™" | Hemen Start
Session (Send
Brochure)

File

Preview (read-only)
This is a preview of your merge document and is not editable.

T

William Brower
2 Prospect Street
East Greenwich, Rhode Island 02818

Date: April 6, 2021

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing

Open Document

Save to Note

If no changes have been made 1o the Merge Document, click

"Save lo Note". The current word merge template will be

uploaded 1o a note record with the merge fields populated.
Re: Introduction to Person-Centered Options Counseling

Dear William Brower,
Upload and Save to Note

If changes were made to the Merge Document, elick "Upload
and Save to Note” to select the saved file and upload that
document to a note record. Don't forget to delete the saved
document after you have attached it to the note record

Upload and Save fo Note

I am a person-centered options counselor with Rhode Island Office of Healthy Aging.
Rhode Island’s person-centered options counseling (PCOG) program is a free, shori-
term services to help people better understand their choices for long-term care given
their own unigue needs. For your information, | have included a copy of the PCOC
brochure which tells you how PCOC works in more detail.

If you would like to participate in a PCOC session, | would be more than happy to
talk with you over the phone about your long-term needs, goals, and options at
(401)555-5555. | am available M-F from 8:30 am to 3:30 pm.

Sincerely,

Barbara Guglielmo
Implementation Consuitant

Rhode Island Office of Healthy Aging
(401)555-5555

‘ Do you want ta save 1. Unable to Reach to Start Session (Send Brochure).docx (145 K8) from fwtestharmonyis.net? Sove |v|| cancel | x

®100% -

Word Merge Editor window

If printing to share with consumer:

Word Merge Toolbar

1. Click on the print icon and follow prompts to print.
If saving to a note:

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing.

Open Document

Save to Note

If no changes have been made to the Merge Document, click
"Save to Note". The current word merge template will be
uploaded to a note record with the merge fields populated.

Upload and Save to Note

If changes were made to the Merge Document, click "Upload
and Save to Note” to select the saved file and upload that
document 1o a note record. Don't forget to delete the saved
document after you have attached it to the note record.

Word Merge options

2. Click on Save to Note.

Mezszage from webpage x

Document was successfully saved to Mote with MotelD=10376.

Message was successfully saved to Note.
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3. Click OK.
4. The Notes Details page will display.

Call 1D = 10198 - David Harri Mot g
28 WellSky Human Services TR et i B il <o ]

at 3/15/2021 7:25:27 AM

File Tools Reports

— | = e

Note By *
Note Date *

Participant

Note Type*

Note Mew Text

“Append Text in Nots

Status ® Pending ¥
Date Completed |

Attachments

Add Attachment

Document Description Category Astion

PCOC Action Plan.pdf Word Template: PCOC Action Plan Remove:

Notes Recipients
- [E— |

Name Date Sent Date Read Status Date Signed

Note Details Page
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9.
10.
11.

Follow
1.

vk wnN

s WellSky

File Tools

Notes Details
Note By *
Hote Date *
Participant
Note Type *

Survey Mailed Date *

O 0N

s Well

The Note By and Note Date fields will be pre-populated with User’s name and Note creation Date.

Select the Consumer for the Participant field.

Change the Note Type from Other to the type of letter attached.

Enter Note details in the Note textbox. Click Append Text to Note. The note will transfer to the greyed-out text
box.

Under the Document sub-header, you will see the attached document.

Change Status from Pending to Complete.

Select Save and Close Note from the File menu.

Up Note
Click on Notes subpage.
Select Add Note from File menu.
The Notes Details page will display.
The Notes By and Note Date fields will be pre-populated with User’s name and Note creation Date.
Select the Consumer for the Participant field.

Human Services Call ID = 10901 - Note

6/21/2022 12:17 PM

Guglielmo, Barbara v

06212022 |2

| =

[Close Out v]
5z

Select Close Out for Note Type.

Survey Mailed Date field will display.

Enter Note details in the Note textbox.

Change Status from Pending to Complete.
Select Save and Close Note from the File menu.

Practice Exercise #5

%

Practice Exercise #5
1. Execute a Word Merge Letter.
2. Add a Referral.

Decision & Check in Call
This section is used to document where in the process a counselor and consumer are in the workflow.

If Overal
While th

| Status Open:
e Overall Status of the Call record is Open, PCOC Counselors will track their progress using the Task Status
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Pending Initial Call with the Consumer

Reached Consumer, Scheduled Call to Discuss Options
Unable to Reach Consumer, Pending First Follow-up Call
Unable to Reach Consumer, Pending Second Follow-up Call
Pending Initial PCOC Session

Pending PCOC Close-Out

Pending PCOC Follow-Up

If uninterested or unavailable:
1. Click on the Calls details page.
Under the Decision section, change the Overall Status to equal Complete.
Change Task Status to equal Closed.
Select the activities completed for What activities did you complete?, if applicable.
Enter notes in the Comments field, if applicable.
Select a value(s) for Resolution.
Select Save, Check in and Close Call from File menu.

NoukwnN

If Information & Referral:
1. Click on the Calls details page.
Under the Decision section, change the Overall Status to equal Complete.
Change Task Status to equal Closed.
For What activities did you complete?, select Information and Referral.
Enter notes in the Comments field, if applicable.
Select a value(s) for Resolution.
Select Save, Check in and Close Call from File menu.

NoukwnN

If Application Assistance:

1. Click on the Calls details page.
Under the Decision section, change the Overall Status to equal Complete.
Change Task Status to equal Closed.
For What activities did you complete?, select Application Assistance.
Enter notes in the Comments field, if applicable.

vk wnN
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s Well

Select a value(s) for Resolution.
Select Save, Check in and Close Call from File menu.

If Opt Out:

8.
9.

10.
11.
12.
13.
14,

Click on the Calls details page.

Under the Decision section, change the Overall Status to equal Complete.

Change Task Status to equal Closed.

Select the activities completed for What activities did you complete?, if applicable.
Enter notes in the Comments field, if applicable.

Select Opt Out for Resolution.

Select Save, Check in and Close Call from File menu.

If PCOC was Completed:

1.

2
3.
4.
5
6

Click on Calls details page.

Under the Decision section, change the Task Status to equal Closed
Select the activities completed for What activities did you complete?
Enter notes in the Comments field, if applicable.

Select a HCBS or Institutional referral option(s) or Other for Resolution
Select Save, Check in and Close Call from File menu.
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Unlocking a Call Record

There may be circumstances where a counselor will need to unlock a call record (Prospective Consumer opt
out/changed mind, Counselor able to contact Prospective Consumer, etc.)

1. Click on the Calls Chapter.

MY WORK l CALLS J CONSUMERS PROVIDERS REPORTS

WellSky Chapters

2. Select a record from the Call List Grid.

Role

20 WellSky  Hurigiserieagisiems | Queue Search | g0y o e

File

Quick Search

Galls [¥]| [ Gonsumer Name | @& © ADVANCED SEARCH
MY WORK { ] CONSUMERS| PROVIDERS RESOURCES ‘ REPORTS
(= )-Filters ;
|| overal status M Equal To M |Complete| v ANDEI *
cal ID v [+

-2 Queue Search record(s) returned - now viewing 1 through 2

Call 1D | Call Date « | Call Time | Call Method | Overall Status Task Status Caller Name Prospective Consumer | Checked Out By
10244 | 0311572021 | 213 PM | Fax Complete Closed - Follow-up Completed Madeup, Random Chevalier Noah
10257 | 03/18/2021 | 110 PM | Telephone Complete Closed - Follow-up Completed |Bufterfingers ,Chrispy M | Caramelio, Yolanda R Phaneuf, Christine

==First <Previous Relrieve 15 Recordsatatime HNext= Last==

w8520 About
Call List Page

3. The Call Details page will display.
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A48 WellSky Human Services Rl =R el G LGl
&t E/28/2021 10:23:35 AM

File Tools Reports Word Merge

| Dateof Initial Contact*

Time of Initial Contact®
Associated Gatls Call Dats *

— | CotTime

Call Mathod

T]IIE -'d'-f'l' co : :"I

How did you hear about us?

In a crisis situation requiring immediate
‘health care assistance?

e e U

Events

Track Call Status

What actvites did you complete?

Resolution Date

Call Details Page

4. Select Check Out Call from the File menu.

File  Tools

Word Merge

Select Check Out Call from File menu
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5. A message will display. Click OK.

Message from webpage

|  The Record Successfully Checked Out

oK

Message from webpage

6. Select Reverse Disposition from the File menu.

a8 WellSky Human Services

@ Tonl.s

Reports  Word Merge

a2 WellSky

Call ID = 10612 - Sally Gerard | Call |
Lest Updabed By bouglielims

at /82021 1:10:24 PM

Participants
Docymentation
Notzs
Associated Calis
Events

Track Call Status

Call Details Page

7. The record is now editable

Call Information

Diivision

Date of Initial Contact*

Time of Initial Contact *

Intake and Screening Worker *
Cail Date *

Call Time

Call Method

Type of PCOC *

How did you hear about us?

In a crisis situation requiring immediate
health care assistance?®
Reason for Call

Datails of Call

Overall Status

Task Status*

Comments

PCOC Counselor

[Incoming Call to The Paint

[Hospitsl Referal

H

| Closed - Intzke and Screening v

Suglielmao, Barbars W

. You are now able to document your work with the Prospective Consumer.
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Associating Call Records

1. From the Call Details page, select Save and Duplicate Call from the File menu.

a2 WellSky Human Services o8 s R

at 7/7/2021 12:07:55 PM

File Tools Reports Word Merge

0710712021 |
| 12:05PM |
[Kranovich, Dan V|
oro7i02

| 12:05 PM

|Other Referral to DHS v
How did you hear about us? | v|
In a crisis situation requiring ]
immediate health care assistance?
Reason for Call
ot
Details of Call
(v
Decision
Owverall Status * Open sl
Task Status * |Pending Initial Call with the Consumer b
P
Comments
v
PCOC Counselor |Kranm_iich, Dan A

Call Details Page

2. A message will display. Click OK.
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Message from webpage >

o Are you sure you want to duplicate this record?

|

Message Dialog Box

3. Another message will display. Click OK.

Message from webpage >

| Call record was duplicated and saved as well as its Participant
records,

Message Dialog Box

4. The new Call record displays.
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File Tools Reports Word Merge

s WellSky

Call ID = 10643 i call

Last Updated by bguglielmo
at 7/8/2021 1:12:27 PM

lﬁ i Call Information
|

Division PCOC b

Participanis =

Date of Initial Contact * | 07/08/2021
Documentation E e T

Time of Initial Contact * | 01:12 PM
Motes Intake and Screening Worker = | Guglielmo, Barbara |
Associated calls  Call Date* [07/0712021

Call Time | 12:05 PM
Evenis

cat Mot
Tk cal i Type of PCOC * | Other Referral to DHS

How did you hear about us? |

In a crisis sifuation requiring ]
immediate healih care assistance?

Reason for Call

Details of Call

Decision

Overall Status * Pending V|
Task Status *
Comments

PCOC Counselor

Call Details page

5. Click on the Participants Subpage.

6. The Prospective Consumer from the original call record is set to a Contact as seen below on the Participant List

page.
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‘ WEIISky Human Services call ID = 10346 = Participants

4/6/2021 4:35 PM

File Add Participant

() Filters

Last Name EI +

Call

Documentation
-2 Participants record(s) returned - now viewing 1 through 2

Notes

: Last First Relationship to Prosective Contact . Zip Home Work "
Assogiated Cals | MName | Name | Consumer . Type Clly 1. lStiﬂe | Code Phone Phone | Email
S—— | Sargent | Thelma Contact | Providence Ei‘;nade 02901

N s L el s AT TR b o b _a
= P Rhode

Eicii Sargent | Denise Caller Providence lsland 02901
Track Call Slatus First ~ Previous Records perpage 45 Next  Last

Call Participant List page

7. Select Consumer Participant from the Add Participant menu.

Add Participant

Consumer Participant

Add Participant File menu

8. The Consumer Details page will display.
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File Tools

A= WellSk

Call ID = 10610 - Rebecca Early
6/28/2021 B:18 AM

L Ce

Upload Photo

-Search For Person

Primary

Consu

First Mame

Middle Initial

Last Name

Address Type

Street

Street 2 | :

City : Y ce |
State | e Clear
Zip Code | | B [ Clear |
Home Phone ' '

Work Phone

Work Extension

Maobile Phone

Email

Race

Ethnicity

Gender

ooB

Age

Caregiver Legal Status

Legal Status

Marital Status

Languages Spoken

Interpreter/Translator Needed?

Military Veteran

Relationship to Consumer 'Sél'f

Case No

Prospective Consumer Details page

9. Select Search for Person from the Tools menu.
10. The People Search window will display.
11. Search for the person (Refer to page 21).

12. Complete the information on the Prospective Consumer details page.
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‘WEHSky Human Services R g B

at 6/28/2021 7:42:24 &AM

File Tools Reports

]
| Rebecca |
: |
| Early |
Street | 123 Schooner |
Street 2 | Apt.33 |
o L—
X I >
tins | Rhode Island | =
X >
Zip Code e |
L4 >
Home Phone |
Work Phone . |
Work Extension 1
Mobile Phone | (401)278-9955 |
Email |
Race [ White b
Ethnicity [Non-Hispanic/Non-Latino V|
Gender |Female v
o @
Caregiver Legal Status [Others V|
Legal Status [Unknown V|
Marital Status [Never Married v
Languages Spoken | English Vl
Interpreter/Translator Needed? |
Military Veteran | v

Prospective Consumer Details page

13. Select Save and Close Consumer from the File menu.
14. Click on the Associated Calls subpage.
15. The list page will show the original Call record.
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‘ we"Sky Human Services Call ID = 10346 - Franklin Sargent Associated

4/6/2021 4:47 PM Calls
File Tools

Call [ s Filters———
Participants y
-1 Associated Calls record(s) returned - now viewing 1 through 1
Documentation
ki Call ID Call Date Call Time Type of PCOC Overall Status Duplicate
10345 04/06/2021 4:27 PM Incoming Call to The Point Open Yes
First  Previous Records perpage 45 @ Mext Last

Referrals ) -

Events

Track Cail Status

Associated Calls List page
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Practice Exercise #6

L/

Practice Quiz

%

Practice Exercise #6
1. Update the Decision section of a Call record.

Quiz #1
. True or False: My Work Chapter is where you add a Call record.
. What role is used to Add a record?

. What page would you navigate to execute a Word Merge letter?
. Where would you find the Intake & Screening Tool?

. What is a People Search?

. What is My Work?

No oo b WwWwN PR

. True or False: Marital Status of Consumer is recorded on the PCOC Tool.

A Well
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Training Notes
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