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Training Goals

Understand the difference between a Dashboard,
a Widget, and a Saved Search

Learn how to access your Dashboard

Learn how to create, modify, and add a Widget to
your Dashboard

Learn how to create and add a Saved Search to
your Dashboard

F’N pennsylvania

DEPARTMENT OF AGING



What is a Dashboard?

Dedicated space within A&D to view Widgets
* Click My Dashboard Located in Navigation bar

Administrator | My Dashboard | Consumers Calls Routes  Activities Rosters Reports More

— Does not contain any information until you add
Widgets

=& Edward Slavinsky's Dashboard Switch To... = =¥

Add widget * | Columns * | Minimized To ~ | | | Close |
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What is a Widget?

 Widgets show important tasks and other
helpful information based upon search criteria

— Activities Due

— Assessments Due

— Care Plans Expiring

— Recent Consumers Assigned
— Saved Search — Activity

— Saved Search — Consumer

— Saved Search — Service Delivery
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What is a Widget?

* Nuances of Widgets
— Not as comprehensive as reports but can be useful
— Typically created and maintained by the AAA

— Cannot be published/pushed to all users, each
user must manually add Widgets to their own
Dashboard

— Cannot pull data from assessment forms
(i.e., NAT, NAT-E, CAT, RON, etc.)
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Adding a Widget

In your Dashboard, click on the Add Widget
dropdown and select the desired Widget

Switch To... =%

Add Widget =] Columns = | Minimized To = | | | Close |

Activities Due

Assessments Due

Calls by Agent

Care Plans Expiring

Recent Consumers Assigned
Saved Search - Activity
Saved Search - Consumer

Saved Search - Service Delivery
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Adding a Widget

In your Dashboard, click on the Add Widget
dropdown and select the desired Widget

Switch To... =%

Add Widget * | Columns * | Minimized To ~ | | | Close |

Calls by Agent

Care Plans Expiring

Recent Consumers Assigned
Saved Search - Activity
Saved Search - Consumer

Saved Search - Service Delivery
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Adding a Widget

* This example shows the initial set up of the
Assessments Due Widget

== Edward Slavinsky's Dashboard Switch To... * = %

Add Widget = | Columns = | Minimized To ~ | Refresh All | Reset | Close |

_ | Assessments Due - All Care Managers (789) He =%

Care Managers -

Refresh | Open | Open Consumer = | Copy | Delete | Print * | Print Grid | Export Grid | [Format Columns|| Close |
|AII Care Managers (789) |

Crag a column header and drop it here to group by that column

Row Actions | 1D W | Active? [ Name % | Assessment Form % | Assessment Date % | Next Assessment Date ¥ -
[z - MAT Express 12-3-18 09/10/2020 03M02021 | -
g - Removed for Meeds Assessment Tool 12-3-18 03M2/2020 03M272021
S - Instruction Caregiver Assessment Tool 09/16/2020 03/16/2021
[ - mimecimame P Renart nf Nead 5.1-2018 no/11/2020 N4/2074 hd

789 records

Filters : From Last week To Next week -~ 0
F
Title From (Due Date) To (Due Date)
|Assessments Due | Last week - Mext week -

Care Managers

|(any) I=]
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Customizing a Widget

Each user can
— Add their own Title
— Change the desired From and To due dates

— Select specific Care Managers
» Supervisors can select all of their Care Managers
e Care Managers can also edit to only see themselves

Filters : From Last week To Next week

Title From (Due Date) To (Due Date)

|ﬁ.ssessments Due | Last week - Mext week

Care Managers

| (Any) | =
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Customizing a Widget

e After you update the filters of your Widget,
press Refresh

=a Edward Slavinsky's Dashboard Switch To... v = X

Add widget * | Columns ~ | Minimized To ~ | Refresh All | Reset | Close |

_ 4 Upcoming Assessments Due - All Care Managers (793)

e =
Care Managers * . . ) .
Refresh |@Open | Open Consumer * | Copy | Delete | Print * | Print Grid | Export Grid | Format Columns | Close |
|AII Care Managers (793) |
Drag a column header and drop it here to group by that column
Row Actions | ID W | Active? ¥ | Name ¥ | Assessment Form % | Assessment Date Y | Mext Assessment Date W
[ = R d f Meeds Assessment Tool 12-3-18 03/06/2020 03/06/2021 |
emovea 1or
[ - MAT Express 12-3-18 03/06/2020 03706/2021
S - Instruction NAT Express 12-3-18 03062020 03/06/2021
5 -t e - e MAT Fvnrece 12-3-18 NUNARINZ0 NAMAIN2 -
793 records
Filters : From Last week To Next week - 1
Title From (Due Date) To (Due Date)
|Upcoming Assessments Due | Last week - Mext week -

Care Managers
|RDBERT HOPKINS |L7 x
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Customizing a Widget

* The filtered results will now appear

== Edward Slavinsky's Dashboard Switch To... = = %

Add Widget = | Columns * | Minimized To = | Refresh All | Reset | Close |

4 Upcoming Assessments Due - ROBERT HOPKINS (2) e =%
I -
Care Managers * 0 ) _ ) _

Refresh | Open | Open Consumer * | Copy | Delete | Print * | Pnnt Grid | Export Grid | Format Columns | Close |
|ROBERT HOPKINS (2)

Row Actions | D % | Active? % | Name Y | Assessment Form % | Assessment Date Y Next Assessment Date e

[y = Meeds Assessment Tool 12-3-18 03M16/2020 03M16/2021
Removed for
[ = MAT Express 12-3-18 03/17/2020 031172021

Instruction

2 records

Filters : From Last week To Next week

Title From (Due Date) To (Due Date)

|Upcnming Assessments Due | Last week - MNext week -

Care Managers
|ROBERT HOPKINS ‘[,j.- x
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Customizing a Widget

* You can press Close and this Widget will
appear the next time you open your
dashboard with the filters saved

=& Edward Slavinsky's Dashboard

Switch To... * =%

Add Widget = | Columns * | Minimized To ~ | Refresh Al | Resefl| Close |

_ 4 Upcoming Assessments Due - ROBERT HOPKINS (2) e =%
Care Managers ~ 0
Refresh | Open | Open Consumer * | Copy | Delete | Print * | Print Grid | Export Grid | Format Columns | Close |
|ROBERT HOPKINS (2)
Drag a column header and drop it here to group by that column
Row Actions | 1D % | Active? % | Name Y | Assessment Form % | Assessment Date Y | Next Assessment Date i
[ - Meeds Assessment Tool 12-3-18 03M16/2020 03M16/2021 |
- Removed for
[ = MAT Express 12-3-18 031712020 031712021
Instruction
2 records
Filters : From Last week To Next week - 0
Title From (Due Date) To (Due Date)
|Ilnrnminn Aeracemarte Mua | I zofb imaa L- - Blaswrk srasls -
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Adding an Additional Widget

* Or you may create and add another Widget by
pressing Add Widget

Switch To... = = %

= Edward Slavinsky's Dashboard
Columns ~ | Minimized To ~ | Refresh All | Reset | Close |

4 Upcoming Assessments Due - ROBERT HOPKINS (2) e =
Care Managers ~ I . . _ .
Refresh | Open | Open Consumer v | Copy | Delete | Pnnt *+ | Pnnt Gnd | Export Gnid | Format Columns | Close |

|ROBERT HOPKINS (2) |

DCrag a column header and drop it here to group by that column

Row Actions | ID % | Active? [ | Name Y | Assessment Form Y | Assessment Date ¥ | Next Assessment Date i
o - Meeds Assessment Tool 12-3-18 031652020 03M16/2021 |
Removed for
o - MAT Express 12-3-18 03172020 031772021
Instruction
2 records
Filters : From Last week To Next week > I
Title From (Due Date) To (Due Date) 1
| I lrmarmina Accocomante Dioa | I sofF vnaa L- - Blosrk soosls -
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Adding an Additional Widget

* |[n the example below we added a new
Activities Due Widget

== Edward Slavinsky's Dashboard Switch To... = = %

Add Widget = | Columns ~ | Minimized To = | Refresh All | Reset | Close |

Activities Due - All Care Managers (3855) e = Upcoming... &l

Care Managers * . . ) . ROBERT HOPKINS (2)
Refresh | Open | Open Consumer = | Copy | Delete | Print = | Print Grid | Export Grid |

|Al| Care Managers (3855) |

Format Columns | Close |
Crag a column header and drop it here to group by that column

Row Actions | 1D % | Active? Y | Mame B ¥ DOB Y | SSN % | Town of Residence .2

[ - Rem OVEd fO r 01/06/1933 208-26-5957 Brookville
[ - Instruction 10/05/1922 141-16-5641 Berwyn

4 1]
3855 records

Filters : From Last week To Next week = 0

V'-EV pennsylvania

DEPARTMENT OF AGING




Adding an Additional Widget

Notice that your other widget is now
minimized but remains accessible

== Edward Slavinsky's Dashboard
Add Widget * | Columns = | Minimized g

Activities Due - All Care Managers (3855) e = Upcoming...

Care Managers * . . ) . ROBERT HOPKINS (2)
Refresh | Open | Open Consumer = | Copy | Delete | Print = | Print Grid | Export Grid |

|Al| Care Managers (3855) |

Format Columns | Close |

Crag a column header and drop it here to group by that column

Row Actions | 1D % | Active? Y | Mame B ¥ DOB Y | SSN % | Town of Residence T:
[ = Removed for 01/06/1933 208-26-5957 Brookville -
[ - |nStrUCti0n 10/05/1922 141-16-5641 Berwyn .
4 I 3
3855 records
Filters : From Last week To Next week = 0
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Saved Search Widgets

e Saved Searches allow the user to create their
own customized widget based upon one of
the following topics

— Activities
— Consumers
— Service Deliveries

e Saved Searches must be created before they
are available for selection in the Dashboard
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Creating a Saved Search

Navigate to Saved Searches in the navigation
bar (usually located under More)

Edslav
ra

Administrator My Dashboard  Consumers  Calls Routes  Activities  Rosters  Reports More
Contracts

Unit Distribution
Invoices

Fayments

Saved Searches

Tools

Menu Settings
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Creating a Saved Search

e Saved Searches are set up similar to reports
— Users can customize their search criteria

— Users can save their searches as Saved Search
Definitions (similar to Report Definitions)

' saved Searches Switch To... ¥ = ¥

Sorted By Title

Row Actions | Type | Title B % | Description % | Comments %
F ISaued Searches I Activity Search Alist of activilies with attrioute and consumer demographic filters. Custom Search
Bl Saved Searches Consumer Search Alist of consumers with demographic filters. Custom Search
Ehl Saved Searches Service Delivery Search Alist of service deliveries with attribute and consumer demographic filters. Custom Search

3 Saved Searches, 1 Selected
= | Click to hide report definitions

. Saved Search Definitions

Sorted By Last Updated

Row Actions | Title % | Description % | Shared With %
| [ *®  [41-NATINATE/CAT | (AL
= 16 - Olivia Supervisory Reviews Due (A
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Creating a Service Delivery Saved Search

* The user can double-click on the Service
Delivery Search to open this Saved Search

=l

/= Saved Searches Switch To... * = %

Sorted By Title

Row Actions | Type | Title B % | Description % | Comments %
F ISaued Searches I Activity Search Alist of activilies with attrioute and consumer demographic filters. Custom Search
Saved Searches Consumer Search A list of consumers with demographic filiers. Custom Search

Saved Searches Service Delivery Search Alist of service deliveries with attribute and consumer demographic filters. Custom Search

3 Saved Searches, 1 Selected
= | Click to hide report definitions
Saved Search Definitions

Sorted By Last Updated

Add New | Open | Delete | Copy | Format Celumns | Print Grid | Refresh | Export Grid | Open Audits

Row Actions | Title % | Description % | Shared With %
| [ *®  [41-NATINATE/CAT | (AL
= 16 - Olivia Supervisory Reviews Due (A
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Creating a Service Delivery Saved Search

* |n the next window, the user will update the
search criteria so that the proper information
is displayed

-':'—'| Saved Search Definition - Service Delivery Search - Switch To... * = %

Save | Save and Close | Close | Make 5 Copy | Open Audits | Preview

0K | Expand All | Collapse All

bl (Search Results) (0/1)
bl Care Enrollment (0/12)

bl Care Providers (0/2)

bl Consumer Details (0/5)

bl Residential Location (0/5)

Pl Service Delivery (0/15)

Service Start Date (on or after) Service End Date (on or before) Agency
Enter date ® Enter date B | (Any) |[§
Provider Subprovider Service Category
|cany) & = [t & = [y |
Service Level of Care Service Program
|any) R | » [ |
Care Program Fund Identifier Place of Service
|(any) [ [EEN [=] -
Subservice Site Caregiver
|(any) [ [EEN |
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Creating a Service Delivery Saved Search

* This example shows any consumers who had a
Home Mod-Stair Glide service last month in
Montgomery County AAA

Pl Service Delivery (4/15)

Service Start Date (on or after) Service End Date (on or before) Agency
2/1/2021 i 2/28/2021 [ ‘ Montgomery County Aging and Adult Services

Provider Subprovider Service Category
| (Amy) ‘ (Any)

Level of Care Service Program
‘ Home Mod-Stair Glide ||{An3-') ‘ (Any)

Care Program Fund Identifier Place of Service
‘ (Any) | (Any) ‘ (Any)

Subservice Site Caregiver
‘ (Any) | (Amy) ‘ (Any)
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Creating a Service Delivery Saved Search

e Users can customize Saved Searches by
— Adding a title,
— Subtitle, and
— Description,
* User can also determine if this Saved Search
— |s to be shared,
— With whom it should be shared, as well as,
— Identify which fields are allowed to be modified.
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Creating a Service Delivery Saved Search

* Once users are satisfied with their Save
Search, they should press Save and Close
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Creating a Service Delivery Saved Search

* Once the Saved Searches screen appears, the
user will now find that their newly created

Saved Search is available as a Saved Search
Definition

[ Q Saved Searches

Switch To... = @1 %
Sorted By Title

Row Actions | Type | Title B % | Description % | Comments
F Saved Searches Activity Search A list of activities with attribute and consumer demographic filters. Custom Search
+ Saved Searches Consumer Search Alist of consumers with demographic filters. Custom Search

+ Saved Searches Service Delivery Search A list of service deliveries with attribute and consumer demographic filters. Custom Search

3 Saved Searches, 1 Selected
| Click to hide report definitions

. Saved Search Definitions

Sorted By Last Updated Add Mew | Open | Delete | Copy | Format Columns | Print Grid | Refresh | Export Grid | Open Audits

= = Home Mod Service Delivery Ed 5 Test
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Adding a Saved Search to Dashboard

 To add a Saved Search to a users Dashboard,
they will click on My Dashboard in the
navigation bar

Administrator | My Dashboard § Consumers Calls Routes  Activities Rosters Reports More
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Adding a Saved Search to Dashboard

In your Dashboard, click on the Add Widget

dropdown and select the desired Saved Search
Widget

Switch To... =%

Add Widget = Columns ~ | Minimized To = | | | Close |

Activities Due

Assessments Due

Calls by Agent

Care Plans Expiring

Recent Consumers Assigned
Saved Search - Activity
Saved Search - Consumer

Saved Search - Service Delivery
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Adding a Saved Search to Dashboard

* Once the Saved Search window appears, the
user will need to find the desired Saved Search
from the available listing of Saved Searches

5, saved Search - Service Delivery - (No Selection) e =3 Upcoming... &l

Saved Searches > I . ROBERT HOPKINS (2)
| Refresh | | Open Consumer v | Pant * | |

28 - Annette for Call Tracking Mol *
| Format Columns | Close |

28 - Carol for Call Tracking Mobili
28 - Elizabeth for Call Tracking M\ =
28 - Joanne for Call Tracking Mob

[2g 3 column header and drop it here to group by that column

Hlbw Actions | Client ID 3¢ | Full Name W | Address % | Town of Resic
28 - Katelynn for Call Tracking Mc
28 - Lynn for Call Tracking Mobilii
28 - Sandy Call Tracking Mobility
01 - NAT Service Delivery

01 - P5 Service Delivery

01-PCH Clients
02-Monthly LCDs completed

03 - Guardian Consumers

04 - Achieva, NN's by Monith
04 - Legal Expenses, by Month
04 - PS5, C's by Month

04 - PS, NN's by Month

06 - DONNA HICKS REPORT
06 -

NA - NHT SN
4

FL Care Management Service 0 »

-

1] 3
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Adding a Saved Search to Dashboard

* Once the desired Saved Search is located, click
on the Saved Search to see the results

$-| Saved Search - Service Delivery - Home Mod Service Delivery ML =1 Upcoming... o

Saved Searches = 0 ROBERT HOPKINS (2)
Open Saved Search | Refresh | Open | Open Consumer ¥ | Copy | Delete | Print * | Print Grd |

49-TONI NHT SD .
Export Grid | Format Columns | Close |

49-Toni other county

49-Under 60 Dirag a column header and drop it here to group by that column

52 - Allied Service Delivery Row Actions | Client ID % | First Name % | Full Name W | Address T

Active RONs = -

APS RON Count

x

Cost Share
Dorsey Meredith

Removed for
Instruction

|Hc|me Mod Service Delivery |

Legal
Naomi NHT service deliveries

MNHT 02 Naomi

POPPRPRRODE
A a0 3k 3 3 g

PCC
PCC Service Delivered - AAA1D

ps
PS Investigations in FY 13-14 4 il 4
I:ﬂnnrl'c nf "Eﬂd i Maanth , 9 records
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Adding a Saved Search to Dashboard

* To edit the parameters of the Saved Search
(i.e. change date range of query) users will
click on Open Saved Search

5, saved Search - Service Delivery - Home Mod Service Delivery e = ¢ Upcoming... 5l

Saved Searches = 0 ROBERT HOPKINS (2)

en Saved Search | Efresh | Open | Open Consumer * | Copy | Delete | Print * | Print Grid |
.| mins | Close |

49-TONI NHT 5D
49-Toni other county
A49-Under 60 Drag a column header and drop it here fo group by that column

52 - Allied Service Delivery Row Actions | Client ID % | First Name ¢ | Full Name Y | Address Y
Active RONs

:

APS RON Count
Cost Share
Dorsey Meredith

Guardianship Services delivered it

Removed for
Instruction

Home Mod Service Delivery |
lcd

Legal

Naomi NHT service deliveries

PR RRRE
EEEEEEEE

NHT 02 Naomi

PCC

PCC Service Delivered - AAA19

ps

PS5 Investigations in FY 13-14 4

Rannrte nf Noad hy Manth
i 3

il 3
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Adding a Saved Search to Dashboard

* Users will then need to press Open on the
Saved Search Definition screen

D| Saved Search Definition - Service Delivery Search - Home Mod Service Delivery

| | Close | | Open Audits | Preview
Comments
EI'I.I'EI‘.I Search Definition
Title Home Mod Service Delivery
Subtitle Montgomery AAA
Description Ed S Test
Shared With Agency
Shared with Organization Montgomery County Aging and Adult Services
Maodifications Allowed Date Fields Only

Service Delivery

Service Start Date (on or after) 02/01/2021

Service End Date (on or before) 02/28/2021

Agency Montgomery County Aging and Adult Services

Service Home Mod-Stair Glide
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Adding a Saved Search to Dashboard

* This will allow the users to change the date
range as needed to keep widget beneficial

E| Saved Search Definition - Service Delivery Search - Home Mod Service Delivery

Save | Save and Close | Close | Reject Changes | Open Audits | Preview

OK | Expand All | Collapse All

Title Subtitle

|Home Mod Service Delivery | |Montgomery AAA| |
Description Shared With

| Ed 5 Test | Agency -
Shared with Organization Medifications Allowed

Montgomery County Aging and Adult Services - Date Fields Only -

bal (Search Results) (0/1)

bl Care Enrollment (0/12)

Ll Care Providers (0/2)

b2l Consumer Details (0/5)

bl Residential Location (0/5)

B Service Delivery (4/15)

Service Start Date (on or after, Service End Date (on or before
2/1/2021 B 2/28/2021 i
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Adding a Saved Search to Dashboard

* Once necessary changes have been made,
click Save and Close

m. L _ . - -
= Saved Search Definition - Service Delivery Search - Home Mod Service Delivery
Sav@l | Save and Close | fllose | Reject Changes | Open Audits | Preview

OK | Expand All | Collapse All

~

Title Subtitle
|Home Mod Service Delivery | |MontgomeryAAA |
Description Shared With
| Ed S Test | Agency -
Shared with Organization Modifications Allowed

Montgomery County Aging and Adult Services - Date Fields Only -

bl (Search Results) (0/1)

fall Care Enrollment (0/12)

£l Care Providers (0/2)
bl Consumer Details (0/5)

Pl Residential Location (0/5)

Bl Service Delivery (4/15)

Service Start Date (on or after) Service End Date (on or before)
3/1/2021 B |3/31/2021 B
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Adding a Saved Search to Dashboard

* You can Print or Export your Saved Search
results for additional review or distribution

$| Saved Search - Service Delivery - Home Mod Service Delivery e =% Upcoming... &l

Saved Searches > 0 ROBERT HOPKINS (2)
Open Saved Searcll | Refresh @Open | Open Consumer ~ | Copy | Delete |

46 - PS Caseload - ] ) I
Print v | Print G oy id | Format Columns | Close |

47- Mevant Assessment Deliveries

49 PS CM Dirag a column header and drop it here o group by that columin

49-LCD TIF Row Actions | Client ID ' | Full Name Y | Address

49-NAT -

49-Nat E —_—

49-nhtjeff il

49-PS SERVICE DELIVERIES
49-TONI NHT 5D

Removed for
Instruction

49-Toni other county
49-Under 60

52 - Allied Service Delivery
Active RONs

APS RON Count

Cost Share

Dorsey Meredith

(RN VERR VRN VRN VPR R VR
dF 3 30 3F 3 9 dJf

Guardianship Services delivered ir

Home Mod Service Delivery 7 " N
[P v 9 records
4 I} »
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Adding a Saved Search to Dashboard

* You can Print or Export your Saved Search
results for additional review or distribution

$| Saved Search - Service Delivery - Home Mod Service Delivery e =% Upcoming... &l

Saved Searches > 0 ROBERT HOPKINS (2)
d Search | | Open Consumer * | Copy | Delete |

Print Grid |§ Export Grid | fformat Columns | Close |

Row Actions | Client ID 5 | Full Name % | Address

46 - PS Caseload

47- Nevant Assessment Deliveries
49 PS CM Drag3
49-LCD TIF

49-NAT |
49-Nat E

49-nhtjeff

49-PS SERVICE DELIVERIES
49-TONI NHT SD

49-Toni other county
49-Under 60

52 - Allied Service Delivery
Active RONs

APS RON Count

Cost Share
Dorsey Meredith

Guardianship Services delivered ir

Home Mod Service Delivery 7

Ied it
4 n 3
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Summary

 The Dashboard is an area
dedicated to post
Widgets and Saved
Searches

* Widgets and Saved
Searches are tools which
are similar to reports that
help users easily access
helpful information
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Useful Resources

o A gi n g & D i S a b i | ity U S e r G u i d e We are rerecording the existing legacy videos in a static format. This

means that you can view the legacy videos and hear the audio, but you Vv

- Ava i I a b I e i n We | | S ky PO rta | rannnt interart with them for miizzas and hande-nn everricee The

pnriinieeand N
“Application Support Resources”

* If you have any questions or

need additional assistance:

Guide May 2020

SAMS Technical Assistance _ A
RA-AISAMSTECHASSIST @pa.gov = A&D - Word Template % (pa, 1.602mb)

Companion Guide Sept2018
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	Add Widget
	dropdown and select the desired Widget
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	Adding a Widget


	•
	•
	•
	•
	•
	This example shows the initial set up of the
	Assessments Due
	Widget
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	Customizing a Widget


	•
	•
	•
	•
	•
	Each user can


	–
	–
	–
	–
	Add their own 
	Title


	–
	–
	–
	Change the desired 
	From 
	and 
	To 
	due dates


	–
	–
	–
	Select specific 
	Care Managers


	•
	•
	•
	•
	Supervisors can select 
	all of
	their Care Managers


	•
	•
	•
	Care Managers can also edit to only see themselves
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	Customizing a Widget


	•
	•
	•
	•
	•
	After you update the filters of your Widget,
	press 
	Refresh
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	Customizing a Widget


	•
	•
	•
	•
	•
	The filtered results will now appear
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	Customizing a Widget


	•
	•
	•
	•
	•
	You can press 
	Close
	and this Widget will 
	appear the next time you open your 
	dashboard with the filters saved
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	Adding an Additional Widget
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	Adding an Additional Widget


	•
	•
	•
	•
	•
	Or you may create and add another Widget by 
	pressing 
	Add Widget
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	•
	•
	•
	•
	•
	In the example below we added a new 
	Activities Due 
	Widget
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	Adding an Additional Widget


	•
	•
	•
	•
	•
	Notice 
	that your other widget is now 
	minimized but remains accessible
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	Saved Search Widgets


	•
	•
	•
	•
	•
	Saved Searches allow the user to create their 
	own customized widget based upon one of 
	the following topics


	–
	–
	–
	–
	Activities


	–
	–
	–
	Consumers


	–
	–
	–
	Service Deliveries



	•
	•
	•
	Saved Searches must be created before they 
	are available for selection in the Dashboard





	Creating a Saved Search
	Creating a Saved Search
	Creating a Saved Search
	Creating a Saved Search


	•
	•
	•
	•
	•
	Navigate to 
	Saved Searches
	in the navigation 
	bar (usually located under 
	More
	)
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	Creating a Saved Search
	Creating a Saved Search
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	Creating a Saved Search


	•
	•
	•
	•
	•
	Saved Searches are set up 
	similar to
	reports


	–
	–
	–
	–
	Users can customize their search criteria


	–
	–
	–
	Users can save their searches as Saved Search 
	Definitions (
	similar to
	Report Definitions)





	Figure

	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	The user can double
	-
	click on the 
	Service 
	Delivery Search
	to open this Saved Search
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	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	In the next window, the user will update the 
	search criteria so that the proper information 
	is displayed
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	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	This example shows any consumers who had a 
	Home Mod
	-
	Stair Glide service last month in 
	Montgomery County AAA
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	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	Users can customize Saved Searches by


	–
	–
	–
	–
	Adding a title, 


	–
	–
	–
	Subtitle, and


	–
	–
	–
	Description, 



	•
	•
	•
	User can also determine if this Saved Search


	–
	–
	–
	–
	Is to be shared,


	–
	–
	–
	With whom it should be shared, as well as,


	–
	–
	–
	Identify which fields 
	are allowed to
	be modified.
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	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	Once users are satisfied with their Save 
	Search, they should press 
	Save and Close
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	Creating a Service Delivery Saved Search
	Creating a Service Delivery Saved Search


	•
	•
	•
	•
	•
	Once the Saved Searches screen appears, the 
	user will now find that their newly created 
	Saved Search is available as a Saved Search 
	Definition
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	To add a Saved Search to a users Dashboard, 
	they will click on 
	My Dashboard
	in the 
	navigation bar 
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	Adding a Saved Search to Dashboard
	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	In your Dashboard, click on the 
	Add Widget
	dropdown and select the desired Saved Search 
	Widget
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	Once the Saved Search window appears, the 
	user will need to find the desired Saved Search 
	from the available listing of Saved Searches
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	Adding a Saved Search to Dashboard
	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	Once the desired Saved Search is located, click 
	on the Saved Search to see the results
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	Adding a Saved Search to Dashboard
	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	To edit the parameters of the Saved Search 
	(
	i.e.
	change date range of query) users will 
	click on 
	Open Saved Search
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	Adding a Saved Search to Dashboard
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	Users will then need to press 
	Open 
	on the 
	Saved Search Definition screen
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	This will allow the users to change the date 
	range as needed to keep widget beneficial
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	Once necessary changes have been made, 
	click 
	Save and Close
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	Adding a Saved Search to Dashboard


	•
	•
	•
	•
	•
	You can Print or Export your Saved Search 
	results for additional review or distribution
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	•
	•
	•
	•
	•
	You can Print or Export your Saved Search 
	results for additional review or distribution
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	•
	•
	•
	•
	•
	The Dashboard is an area 
	dedicated to post 
	Widgets and Saved 
	Searches


	•
	•
	•
	Widgets and Saved 
	Searches are tools which 
	are 
	similar to
	reports that 
	help users easily access 
	helpful information
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	•
	•
	•
	•
	•
	Aging & Disability User Guide


	–
	–
	–
	–
	Available in WellSky Portal 
	under the section
	“Application Support Resources”




	•
	•
	•
	•
	If you have any questions or 
	need additional assistance:



	SAMS Technical Assistance
	SAMS Technical Assistance

	P
	Link
	Span
	RA
	-
	AISAMSTECHASSIST@pa.gov
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