HQ™ Basics

My Office

My Office is designed to gather together in one convenient place all the elements of the HQ™
system that apply directly and specifically to you, and with which you will be working on a regular
basis.
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Click on titles within the record navigation menu to the left or on any of the section titles for
access to the pages summarized on the My Office screen.

Relationships
Your relationships are shown as a list of individuals on the My Office screen. These are people
over whom you have responsibility or who have responsibility over you.

The list displays the top three (3) names from your entire relationship tree. Clicking on their
individual names brings up the Record Summary page for that person (if you have been granted
permissions for this access). Clicking on the relationship title or the numbers to the right of the
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section displays the hierarchical tree of relationships in which you have a place. Clicking on the
individual names will retrieve the Record Summary for that person.

Andrew Aaronson

Relationships

; Collapse All =5 Expand All
El Andrew Aaranson
Who is Andrew over?
Bl Andrew is Staff over Gail Grady
Who is Gail under?
Andrew Aaronsan is Staff over Gail
Bl Andrew is Staff over Karl Koelberg
Who is Karl under?
Andrew Aaronsan is Staff over Karl
B Andrew is Supervisor over CIiff Carlson
Who is Cliff over?
EICliff is Staff over Frank Foster
Who is Frank under?
Cliff Carlson is Staff over Frank
B Cliff is Staff over Harry Hammond
Who is Harry under?
Cliff Carlson is Staff over Harry

E Cliff is Staff over Jererny James
Who is Jeremy under?
Cliff Catlson is Staff over Jeremy
Who is Cliff under?
Andrew Aaronson is Supervisor over CIiff

Inbox

Inbox allows easy access to standard e-mail and to your secure IntraMail accounts — those
accounts that operate internally within your organization and send to/receive from other members
of your organization. It functions similarly to standard e-mail sent through Outlook™, Eudora™ or
other e-mail services, but is secured with encryption and does not pass from our server to any
external (unsecured) servers. Just as with other e-mail clients, IntraMail can have multiple
accounts and folders and be customized to suit your working preferences. The Inbox link also lets
you compose, send, receive and store standard e-mails to and from external, non-secure sources
to recipients either inside or outside of your organization.

Folders Inbox (_Composa Secure IntraMai ) ( Compese Regular Email )
»  Inbox

Drafts O ﬁ ] Subject From Sent Edit Delete

Sent e

S ﬁl Deliveries Jeremy James 54504 & ﬁl
Settings

Manage Accounts
Manage Folders
Receive External tail

Move To Folder... »| (_Move Selected ) (_Delete Selected )

Tasks

Any tasks that you have been assigned, either to yourself as a reminder or by others in the
organization, will appear listed on My Office screen and also the Tasks screen, where the full list
is stored. For more information on each of the tasks, click the underlined task name. Doing so will
take you to a pop-up of the original screen on which the task was created, as seen below.
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Task Name: Pharmacy Research Due Date; 050572004
Assignedto: Andrew Aaronson Status: (D 20%

Task Info [ Task Status " Attachments " Permissions l

#* Required

Name ¥ |Pharmacy Research

Sub Task of I 'l
Due Date IDE;‘DSQDD& Priority INDrmaI 'l

Assigned To |Aar0nson, Andrew j Assigned By Jan YWalker

Notes Locate a pharmacy with 24/7 access. -]

E
Mon Compliance
Update quality control in INone 'l
[ Update performance log
" Notify department leader
" Notify supervisor
[ Notify top-level executive

¥ Notify task owner

#* Required {_Save and Close J (_Cancel )

You may make changes to this screen and the associated screens from this pop-up. However, if
you need to initiate a new task, that is done under the Total Operations Manager.

Schedule

The Schedule section gives a snapshot view of those events slated for the current day. By
clicking on the Schedule title, the entire day is presented in planner format.

Aaronson, Andrew (HewEvent)
Today's Date: May 28, 2004 -El

<1 May 28, 2004 1»

GoTo N I B T

Novernber 2003 S M TWTF 8 S M TWTF S S M TWTF 8 July 2004
December 2003 1.2 3 1 1.2 3 4§ August 2004
January 2004 4 5 8 7 8 31 2345678 6 7 B 8 1011 12 Septemher2004
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Leoryary U Lctober LU4
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30 3
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(_Calendar Preferences
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Calendar Navigation
To view the details on any calendar item, click on its underlined name. A summary giving the
Event Time, Location, Event Type, and full Event Details will be presented. Selecting the edit icon

%. returns the original data entry page, where you may make any changes needed. Clicking the
delete icon ﬁ' removes this event from the calendar. A list of attendees for each event is also

displayed in this view. To see the full list of attendees, including their Attendee Statuses for this
event, click on an underlined attendee name.

The date displayed in the dark bar at the top of the schedule identifies the date to which the
schedule applies (it defaults to the present day). On either side of the date are arrows allowing
quick navigation to previous and future days. The Today’s Date link returns you to the present
day, if you are currently displaying a past or future schedule.

Using Calendar Preferences

The Calendar Preferences button (. €alendar Preferences ) opens a screen with options to set
display variables for your My Office schedule and the calendar view in Office Manager.

Time Zone

For events to record accurately for your location, it is important to set the Time Zone field. When
set properly, events that are scheduled in other time zones, will auto-correct for time differences
when seen on your schedule.

Calendar Opening View

The Calendar view seen in Office Manager is set in this field. Please note that it does not reset
the schedule view as seen on the My Office Schedule (Today) or the screen that is accessed
from the Schedule link. Month, Week and Day Views are available.

Typical Work Day
This field lets you customize the span of hours that will be shown on the daily schedule. The span
selected for the sample schedule page seen above is 8 AM to 5 PM.

Interval on Day View

You may set the time intervals displayed during the day with this field. The schedule may be
divided into 10, 15, 20 or 30 minute periods or into one-hour intervals. The interval selected for
the sample schedule page seen above is 30 minutes.

Adding New Events

To add a new event to the calendar, click the New Event button. Under General Information,
choose a title for your event, type in its location and select a type from the list previously created.
The editor box is a place where you can enter all details pertinent to the event.

Under Date and Time, enter the start and end dates and the time for each, then check to be sure
the time zone field is correct for your time zone, so that events will record accurately on
organization-wide calendars. There is also a box to indicate that an event lasts for a full day.

Under Repeating Events, you can identify those meetings, classes and appointments that reoccur
and place them on the schedule with a single new event submission. If there is an end to the
event recurrence, enter the ending date in the field provided below the Event Repeats box,
labeled Repeats Until.
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General Information [ Attendees " Permissions

New Event

* Required

General Information
Fill in & nare, location, and details for your event

Title * |Dismct Manager's Meeting

Location ITh\rd floar, Dayton's office

Type lm

Event Details O ¥ BB NG| Fertsyiey feesizzy B J U EE=

EFeS

siEEEANSEHE- Y

We'll be discussing quarerly updates. Also, bring your financials.
Marsha Mason from Central will be attending.

Date and Time

Fill in the date and time when this event will takie place. If time of day does not apply to this event [e.g.
Mew Years Dayl, check the all day event box

Start Date & Time & |oe/102004  [10:00am B *
End Date & Time % IDE”D,QDM IWZ'Dme ﬁ %*
Time Zone # |(GMT-05.00) Eastern Time =l

" This is an all day event.

Repeating Events
Fiil in these options to repeat your event on & regular basis.

Event Repeats The event repeats | ————— Evert Is Mot Recurring ———— %]

Repeats Until il |

Attendees

If there are no attendees selected for an event, the calendar function places the event on the
Office Manager calendar, but does not distribute it to any user's My Office schedules. To add this
event to the individual calendars seen through My Office, click the Attendees tab. If you have

already saved the event, access it again through the edit icon %. then go to Attendees.

General Information | Attendees | Permissions

Fr'iar Woods h'i ke (_ Remove All Attendess 3 [ Iew Attendee )
Name Status Remove
Aaronson, Andrew W u}
Grady, Gail I-_S_em i}
Carlson, Cliff W ]
James, Jererny Im m
Harmmond, Harry Im i}

Using the New Attendee button, you may add as many or as few attendees to the event as you
wish from a My Relationships screen and the categories available in the Source field.

Issues
Any issues that you have been assigned, either to yourself as a reminder or by others in the
organization, will appear listed on My Office screen and also the Issues screen, where the full list
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is stored. For more information on each of the issues, click the underlined issue name. Doing so
will take you to a pop-up of the original screen on which the issue was created, as seen below.

General Infermation

Permissions

Edit Issue

# Required

General Infermation
Fill in a name, description, and other details for your issue.

Name * |Playground Fight

Description # Fight over baseball egquipment with Pat Prewitt ;l

Assigned
To

Who About  oelberg, KKarl Select Wha About

Type * | Services 'l

Andrew Aaronson  Select Assigned To

Status * | Agsigned 'i
Priority #* [High j'

You may make changes to this screen and the associated screen from this pop-up. However, if
you need to initiate a new issue, that is done under the Quality Control Manager.

My Profile
Available in the navigation menu to the left and the Dashboard is the My Profile link. This is a
valuable resource for keeping your online profile and personal information up-to-date.

My Profile

Use this page to change your online information and settings. You can update vour name, password, emall settings

Personal Information
Update name, address, emall address, and contact information.

Online Profile
Change your password, password hint, and subscrption preferences.

Contact Information
Contact information about the individual

Personal Contacts
Personal Contact List

The four links displayed let you change your name, address, e-mail address, password, password
hint, e-mail subscription preferences, home and work contact information and any persons you
have listed as contacts.

Recent Records

Below the My Office links is a section that can contain up to eight (8) shortcut links to the recent
records with which you have worked. These are automatically saved in the list as you visit each
one, with the most currently visited appearing at the top as you work with the records.



HQ™ Manual
[

i
bluestep

Total Operations Management

The Total Operations Management serves as a place to set up and control some of the most
basic operational functions for the entire organization, including the creation and maintenance of
Departments, Processes, Active Tasks and Groups. These areas integrate and work together,
providing a smooth and functional basis for foundational operations.

Departments

Creating a Department

To create a new department for your organization, click the New Department button. On the
resulting screen, establish a name for the department, describe its function or position, add as
many members of the department as needed and appoint a department head. Each department
you create will be listed on the Departments screen, example below. From this screen, you can

access the department for any edits by using the edit icon %. Additionally, a roster of all
members of the department is available from the users icon i .

Departmen ts {_lew Department (%, Edit Page )

This is a list of all departments for your unit.
MHame Description Department Head Users Edit Delete
Groundskeeping Employees in regular groundskeeping, not outsource Andrew Aaronson i %
Food Serice Kitchen and Dining Room Betty Bronson R N
Therapy In-house therapist group Andrew Aaronson s % 1
Recreational Recreational guidance counselors Andrew Aaronson i %
Mursing In-house nursing supervisors Emma Eakins o %

Processes

Every organization has processes they follow in order to conduct business or to operate in the
day-to-day world. The HQ™ Processes function creates an avenue for management to purchase
custom programming structures that formalize and solidify those processes. This ensures that
that goals are met, solutions to problems are implemented and those assigned to the tasks are
not only reminded of the job at hand but accountable for its completion.

Custom Coded Processes

Processes operate from triggers that are individually programmed (as separately-purchased
custom code) specifically to meet your needs. They can be designed to coordinate, organization-
wide, an enormous variety of tasks and functions that are requisite in areas such as program
admission and discharge, resource allocation, business and financial procedures, facilities
maintenance, inventory monitoring, safety practices, certification reviews, marketing strategies,
regulatory compliance, etc.

Processes are associated with specific departments and can be assigned to the department head
or to a category of individuals in your organization. Prioritizing and setting goals or limits are
important features of Processes. Perhaps most important is the ability to send notification when
processes are not followed.
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Active Tasks

Active Tasks is an extremely useful feature that allows any user within the system (provided they
have the proper permissions) to create tasks and sub-tasks that will lead to smooth functioning of
the organization. Active Tasks are not a ‘triggered’ function (and, therefore, not custom code), but
organize and assign functions in areas such as program admission and discharge, resource
allocation, business and financial procedures, facilities maintenance, inventory monitoring, safety
practices, certification reviews, marketing strategies, regulatory compliance, etc.

All the current Active Tasks for your organization are displayed on the Active Tasks page, see
below, with the items that are assigned to the logged-in user appearing in bold type. Tasks are
listed by name and may be followed by the attachment icon # , which opens any existing
attachments.

Active Tasks (S Edrage)
This s a list of all active tasks for your unit.
Task List T Reorder
2 Collapse A1l Expand A8 ! v % pueDate  Assignedto SuI?T(::Isk Reorder Edit Delete
ElPharmacy Upagrade @ 0% 01/10/2004 Andrew Aaronson 7 :E & ﬁl
Pharmacy Research § @ 20% 05052004 Andrew Aaronson 7 & T
E Pharmacy Inventory 1 @ 0% 01/10/2004 Andrew Aaronson (] GD \ ﬁl
Code Listing v 100% 01/1072004 Andrew Aaronsen 'i¥] %% 1
El ¥ earend Review ! @ 0% 123002004 Elisabeth Eller ] t & 1
Financials ! 3 0% 12/30/2004 Bryan Butler 7 & 1
Irerttory ! T 0% 1243002004 Jeff Jerome o] “ 1
Staff Assessments ! @ 0% 12/30/2004 Betty Bronson o] “
Facilities Assessment Y@ 0% 1273002004 William Whalen ] N 1

Hide Done Tasks

Creating a New Task

To create a new task, start by clicking the New Task button at the upper right. A pop-up window
appears with a series of fields for defining and assigning the task. Establish a name for the task
and whether or not it is a sub-task of an existing task. Enter the due date and the priority. The
Assigned To field opens to a drop-down, which allows you to select anyone whose record is
contained in your organization to be the assignee. The logged in user's name automatically
appears as the person Assigned By. If there are notes for the task, they can be entered in the
Note field.

The Non-Compliance section lets you select options for reporting a failure to meet the due date.
This may be anything from a reminder to the task owner to a negative report on the owner’s
performance log to a personal notification sent to the top-level executive in your organization.
More than one option may be selected, if desired.

The Task Status tab allows you to set current status or to update a status if the task is underway.
The Attachments tab gives you the option of uploading and attaching a pertinent file to the task.
You may also click the Permissions tab and allow or restrict access to the task as necessary.

Groups

The Groups function allows you to quickly and easily create groups that fit your exact
requirements and then assign as many or as few members as needed. Additionally, you may add
Group Notes using the Service Manager module.
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Create a New Group

To create a new group, click the New Group button . On the resulting screen,
establish a name for the group, describe its function or purpose and add as many members of the
group as appropriate.

Each group you create will be listed on the Group screen and a roster of all members of the group
is available by clicking the underlined name of the group.

GI'O UpS {_Mew Group ) (%, Edit Page )
This Is a Nst of all groups for yvour unit.
Name Description Edit Delete
Autism All of our clients diagnosed with autism %, i
Speech All those needing speech therapy % 'ﬁl
Bi-Polar Bi-Polar exploratory group % 1
Handicapped All handicapped % T

Adding a Group Member

You may add members to a group as it is being created or after it is added to the Groups screen.
To add members to an existing group, click the edit icon A\ Y Whether you are editing or creating
the group, click the Add Member button .

A relationship pop-up will appear, where you may select the category of individuals you would like
to add to the group using the Source drop-down. Click on the name of a category. The
relationship tree for the chosen category will display on the page and you may click on any
underlined individual shown to add them as a group member. Do this as many times as needed
to fill the group with members. When finished, remember to click the Save button.

Staff Manager, Marketing/Inquiry Manager, Client Manager,
Relationship Manager Records

Adding Records

The Add New link (i.e. Add New Staff, Add New Client, etc.) takes you to a series of screens in
which information is entered, saved and stored in staff, inquiry, client, responsible party, care
partner or non-care partner records, depending upon the area in which you are working.
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7 Record Summary

Use this page to get a quick snapshot of this record, To edit the information on this page, use the links on the iaft

Information

» Summany
Personal Information
Certifications
Contact Infarmation
Employrent Infarmation
Goals
Irnmunizations
tedical Information
Online Profile
Performance Review
Persanal Contacts
Persanal Infa

Work with this Record

Relationships

Change Record Category
Change Unit

Remave User Account
Delete Recard

Recent Records
& taronson, Ancrew
& crady, Gai

E Draper, Darla

&7 Bronson, Betty.
& Estins, Emma

& Foster, Frank

E Dunston, David

& norris, Molan

%
bluestep

Personal Information

Medical Infermation

Mame, First Andrew
Mame, Last

Email Address

Aaronzson

noerail@bluestep. net

Medical
Conditions

Injured Achilles tendon

Certifications Online Profile
Certification Name Date Issued Date Expires Username andrew
Contact Information Performance Review
Home Phone (718) 234-4567 Date Title
Mobile Phone (718) 456-7890 07/01/2003 Promotion
Wark Phane [718) 245-B866 01/04/2003 Yearly
10/10/2002 Job Upgrade
07/01/2002 Half-year
01/04/2002 Yearly
Employment Information Personal Contacts
Employment Eull-Time Last Name First Mame Company Work Phone
Type Aaronson  Amber Bestway (B17) 234-5678
Date Hired LB Aaronson Green Belt Products  [234) 234-2345
Geals Persenal Info
Title Date Initiated Date Due Eirth Date 03/04/1956
Increasse bottorm ling (0B/08/2001 12/30/2001
Pharmacology Update 04/04/2003 07/07/2003
Immunizations
Immunization Date
Hepatitus B 040472003
hitdR 09/09/2002

Creating Relationships
The Relationships link in the record navigation menu is used to establish a relationship between
the record you are viewing and any other staff member, client, responsible party, care partner or
non-care partner within the HQ™ system. This allows you to know who is responsible for any
issues, who is affected by changes or who to contact, etc. concerning the individual shown on the

record.

Relationships

Primary Relationships [i.e., Draper, Darla is Care Giver)

Relationship

Iew Primary Relationship
Edit Delete

Draper, Darla is Staff over Marple, Mary
Draper, Darla is Staff over Eoster, Frank
Draper, Darla is Staff over Hamrmond, Harry
Draper, Darla is Staff over James, Jererny

“ 0
“ @
“ @
“ O

Secondary Relationships (i.e., Draper, Darla is Care Receiver)

Relationship

Aaronson, Andrew is Supervisor over Draper, Darla

C lew Secondary Relationship Jl

Edit Delete

“

» A Primary Relationship is defined as an individual or organization over whom
the person named on this record has responsibility.

» A Secondary Relationship is defined as an individual or organization that has
responsibility over the person named on this record.

To create a new relationship, click on either the New Primary Relationship or New Secondary
Relationship button. On the resulting screen, click on one of the underlined category links in

Related Person. This will produce a pop-up displaying all the possible record choices for that
category. Select a record.

10
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New Relationship

[none]  Select a Mon-Care Partner Select a Discharged Client Select a Care Partner Select a Client
Select a Inguiry  Select a Responsible Party  Select a Staff

Related Person

Relationship Type

The screen will repaint and replace the underlined categories with the name of the selected
individual. Click on the Relationship Type drop-down and select one of the possible titles. Click
the Save button. The new relationship will be added to the Relationships page for this record and
will also be displayed on any relationship trees that include this record and/or the related person.

Changing Record Categories
If a record in the HQ™ system needs to be moved from one category to another, the Change
Record Category link will allow the move without reentering the data or loss of information.

To do this, click the Change Record Category link on the record navigation menu. The resulting
screen will show all categories that the present record is in. Click the Add Category link to see a
drop-down of all available categories to which you may add this record.

Change Record Category (hadcatezory V1

Use this form to change the categories to which a2 record belongs. Categories can be used to group similar U;;;

and to capture additional information about the record

Responsible Party

Inquiry Care Partner

- - Hon-Care Partner
Progpective Clients Client

Contact Information Discharged Client

Inguiry
Perzanal Info

Click on the appropriate category name. If there are fields of required information for the selected
category, the forms containing those fields will be presented for you to complete. Click the Save

button when done and you will be returned to the record summary.

If you click the Change Record Category link again, you will see that the new category has been
added to the screen. If there is reason to delete the previous category, such as a Client is no
longer an Inquiry, click the Remove button associated with the unneeded category. The record
summary will reappear and the named individual will have been deleted from the unwanted
category.

Changing Units
If a record in the HQ™ system needs to be moved from one unit to another, the Change Unit link
will allow the move without reentering the data or loss of information.

To do this, click the Change Unit link on the record navigation menu. The resulting screen,
example below, displays the record name, the current unit and presents a drop-down listing all
available units in your organization. Click on the new unit name, then the Save button. You may
always check an individual’s unit by clicking this link and viewing the listed unit.

Change Unit

Use this form to change the unit that this record "belongs to." This allows you to move a record when an employee changes
departments, @ member changes chapters, etc.

Record Branson, Betty
Moving From Consumer Education Association
Move To C )

CEA Mobile Education Division Unit
CEA MECF Unit Admin
CEA HNIT Division Unit
CEA Video Division Unit
CEA Audio Division Unit
CEA Technical Unit
CEA Overlapping Unit

11
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Removing User Accounts

You may delete the user account of any record, thus denying login without deleting other stored
information on the individual named in the record. This is useful whenever you must retain data
on the individual or organization, but they no longer should have access to your system, such as
in the case of a former employee.

To do this, click on the Remove User Account link in the record navii ation menu. The resulting
screen displays the account name. If it is correct, click the Delete button. A pop-up
verifier will appear prompting you to reconsider this decision, as it will block access to the system.
If you are sure you want to proceed, click the OK button.

In certain instances, you may receive the red text message “This user account cannot be
removed, because it is in use in other parts of the system.” If that message appears, a list of User
Groups appears below the text. Click on each of the underlined group names, such as Food
Service in the example below. Each link will take you to a User Group, where you can delete the

individual’s membership in the group, using the delete icon . When all memberships have been
deleted, you may return to this record summary and proceed with removing the user account.

Remove User Account

Use this page to remove a user's online account. The user's Relate information will remain intact, but the user will be unable to
access the system.

Caution: Removing a user account will block a user's access to the system.

User account to remove: Bronson, Betty

This user account cannat be removed, because it is in use in other parts of the system:

Food Service

Deleting Records
It may become necessary to entirely remove a record from the system, such as when duplicate
records appear. To do this, click on the Delete Record link on the record navigation menu.

On the resulting screen, please take note of the red warning message “Caution: Deleting this
record is permanent.” If you proceed and delete this record it will be permanently and irrevocably
gone from the system. There is no way to undo the delete. If you find you do need the record
after having deleted it, the only option is to recreate the record from the beginning again.

Delete Record

Use this page to remove a record from Relate. Deleting this record will remove all data from all forms. This operation cannot be
undone.

Caution: Deleting this record is permanent.

Record to Delete: Dunston, David

Microsoft Internet Explor x|
@ Permanently delete this record?
Ok I Cancel I

If you are certain you want to proceed, click the OK button on the pop-up verifier.

12
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In some cases, you may receive the red text message “This record cannot be deleted, because it
is in use in other parts of the system.” If that message appears, a list of User Groups appears
below the text. As described above, click on each of the underlined group names and delete the

individual’s membership in the group. When that is done, you may return to this screen and
proceed with deletion.

Select Records

The Select link (i.e. Select Staff, Select Client, etc.) under the manager icon gives you access to
a screen, which lists every member of your organization who has been designated as one of the
categories you are working with (staff, inquiry, client, responsible party, care partner, non-care
partner). The page gives you a snapshot of the records of each individual, with a Select link to
open each record summary.

wAll Staff
Search By Search For
[ Mame, First | | Starts with = fi
[T Search within current results
Select Mame. Full Email Address Date Hired Social Security Number
Select Aaronson, Andrew noemaili@bluestep net 04051991 345-67-8809
Select Bronson, Betty noemailf@bluestep. net 05/05/1999 456-78-9098
Select Carlgon, Cliff noemaili@bluestep. net 1211272002 345-57-3009
Select Dunston, David noemaili@bluestap net 104101930 345-34-3456
Select Eakins, Emma noemail@hbluestep net 08/09/2000 234-56-7830

Using a Search

If you have a long list of individuals, the Search function will be a useful timesaver in locating the
record needed.

@All Staff
Search By Search For

[Marne, First =] [Starts with =

Contains
Ends With

Sounds Like

Equals

Mot Equals

Greater Than

Less Than

Greater Than or Equals
Less Than or Equals

Nm, Lat
Social Security Mumber

The Search By field contains a drop-down list of the fields on which you may conduct the search.
In the example above, you would click on the down arrow, then on First Name, Last Name or
Social Security number. The next field contains a much longer list of possible search operators.
Select one of these options, then proceed to the Search For field.

Type an identifier (the name, partial name or number, in this case) for which you are searching

and click the Search button . The page will repaint with the records that most closely
match your search criteria.

13
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My Staff/Inquiries/Clients/Relationships

The My Staff/Inquiries/Clients/Relationships link allows you access to a relationship tree, similar
to that which is displayed in My Relationships under My Office. It contains the names of
individuals in the system over whom you have responsibility or who have responsibility over you.
You may access the record summary for any of the people listed by clicking on their underlined
name. Those whose names are not underlined are a part of your relationship tree, but are not
within the category in which you are currently working.

Quality Control Manager

Adding a New Issue

Issues is the area where you will enter any data that is necessary to define and record the issue
at hand. Click the New Issue button to access the entry screen. You will be asked to name and
describe the issue, as well as make an assignment, which will appear in the assignee’s Issues
section of My Office. Click the Select Assigned To link for a list of those staff members to which
you can assign this issue. If appropriate, you may also click the Select Who About link for a list of
clients to reference on this issue.

J General Information } Permissions

New Issue

* Required

General Information
Fill in & name, description, and other detalls for your lssue.

Name ¥ |Therapeutic Riding

Description # |lle need to update our therapeutic riding division to ‘:J
correct Jerewy Jawmes'problem. This will also benefic
Loretta Linley and Mark Musser, if thevy join the program.

=
Assigned To Emma Eakins Select Assigned To
Whe About James, Jeremy Select Who About
Type * |Therapeutic j
Status * |Reponed j
Priority * IHigh j

The Type and Status drop-downs will show all the line items that have been previously entered
on these lists. The Priority drop-down is populated with High, Medium, Low and Done selections.

As with all data entry screens, remember to click the Save button when you have
completed recording the issue. The Issue will appear in the full list of issues when you return to
the Quality Control screen.
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{_Edit Types } {_Edit Statuses ) (™, Edit Page |

Search Criteria

Search For

Type Administrative 'l Assigned To

Status Agsigned j Regarding

Priority High 'l Created By
Issues

Issue NameDescription Status

Fight over baseball
equipment with Pat
Prewitt

Assigned To Regarding Type

Playground
Fight

Andrew Koelberg,
Aaronson Karl

Conducting a Search

Andrew Aaronson j

Koelbery, Karl j

PriorityCreated By Created On

Sewices Assigned High

Andrew Aaronson j

Edit Delete

Andrew

Aaronson Ay 12,2004 % 1

The Search section allows you to find any issue that has been entered into the system through

the above screen. There are a variety of ways in which to search for the needed issues using the
issue name field or the Type, Status, Priority, Assigned To, Regarding or Created By drop-downs.
The defaults for each of these fields are blank when you open the Quality Control screen. You do
not need to fill in all of them, but at least one and only those that apply to the item you are trying
to locate or those that seem most characteristic of the issue for which you are looking.

Click the Search button and the screen will repaint with the results displayed under the Issues
title, replacing the full list of issues.

Qua li ty Control {_Edit Types ) (_Edit 5tatuses ) (%, Edit Page )
Search Criteria
Search For
Type -- Choose Type -- 'l Assigned To -- Choose Assigned To j
Status -- Choose Status - j Regarding -- Choose Regarding - j
Priority -- Choose Priority - 'l Created By -- Choose Created By j

Service Manager

The Service Manager module is presently restricted for use by Organization Administrators only.
A major revision of this portion of HQ is underway and will be released for general use by
appropriate staff members when programming and testing is complete.

The HQ™ Service Manager identifies client needs, helps establish a program to fulfill their needs,
tracks client progress and maintains service histories and reports. One of the core features is
ability to construct individualized Service Plans for each client using the fully customizable
Service Libraries. Additionally, psychologists, psychiatrists and therapists will recognize and
immediately be familiar with the layout, terms and definitions used in the behavioral health
treatment libraries from industry standard treatment planners, which can be purchased for any
organization and dovetail seamlessly into record summaries and individual service plans.
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Working with Clients

Entering clients into the HQ™ system is done through the Client Manager, then accessed for
treatment and service plan purposes through the Service Manager. For this reason, client records
seen in the Client Manager and the Service Manager contain different elements, appear different
on the screen and provide access to different types of information, most notably Approved
Services, Assessments, Service Log, Sessions, Service Plans, Prognosis, Discharge and Client
Notes. It is always possible to have a Relate™ licensee at your organization make changes to
these or to contract with BlueStep™ to add more forms, gathering additional information, or to
include more fields on existing forms, if needed.

L= The Client Manager summary contains data from forms such as, Personal Information,
Arrests and Convictions, Contact Information, Education, Medical Information, Substance Abuse
and others. See the Client Manager section for details.

Select Client

Once clients have been entered into your system, you will need to retrieve their records to add
information and review data. The Select Client link opens the All Clients screen showing every
individual who has been designated “Client” (a member of the Client record category). The page
gives you a brief listing of the records of each individual, with a Select link to access a record
summary. (See Using the Record Summary discussed in Staff Manager.)

L= The display columns seen on this page were selected at the time HQ™ was configured for
your organization. They may be changed by someone in your organization with a Relate™
license or by BlueStep™, upon request.

Using a Search

If you have a long list of clients, the Search function is a quick way to locate the record needed.
The Search By field contains a drop-down list of the fields on which you may conduct the search.
In the example below, click on the down arrow, then on either first name, last name or Social
Security number.

The next field (Starts With is the first selection) contains a much longer list of possible search
operators. Select one of these options, then proceed to the Search For field. Type an identifier
(the name, partial name or number, in this case) for which you are searching and click the Search

button (_Search J, The page will repaint with the records that most closely match your search
criteria. Click the Select link and proceed to work with the record as described in Using the
Record Summary in Staff Manager.

L= The fields available for search under Search By were selected at the time HQ™ was
configured for your organization. As above, they may be changed by an individual with a Relate™
license or by BlueStep™, upon request.

My Clients

The My Clients link allows you access to a relationship tree, similar to that which is displayed in
My Relationships under My Office. It contains the names of clients in the system over whom you
have responsibility or those who have responsibility over you. You may access the record
summary for any of the people listed by clicking on their underlined name. See Using the
Record Summary in Staff Manager.
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The relationships displayed in My Clients are for informational viewing, reference and record
summary retrieval. Making changes, additions or deletions to the people shown on your client
tree is handled through the Relationships link on your own record navigation menu or the menus
of those individuals concerned.

Service Libraries

Service Libraries

Use these ltbraries to configure the senvices that your organization provides,

Service Plans Library
Add and edit service plans such as treatment plans, education plans, or specialized service plans

Modality Library
Add and edit the available modalities for your organization

Assessment Library
Add and edit assessments

Service Items Library
Add and edit the service items your organization provides

Discharge Criteria Library
Add and edit discharge criteria used by your organization

Doctors, psychologists, psychiatrists, behavioral therapists, physical therapists, educators,
counselors, social workers, nurses or clinicians of any type will be able to interact with libraries
within the Service Library to create, customize and access a plan to help any client in your

organization.
»

>

Service Plans Library outlines all the definitions, diagnoses, goals, objectives
and interventions used by professionals at your organization to treat a client’s
problem, i.e. a Treatment Plan (for anger management, for depression, etc.), an
Education Plan (for learning disability, for physical impairment, etc.), a Physical
Therapy Plan (for autism, for injury rehabilitation, etc.). This library defines what
treatments your organization can implement for a client.

Modalities Library contains the types of treatment regimen to be used by
professionals at your organization to treat the client’s problem, i.e., Conjoint
Cognitive Psychotherapy, Hippotherapy, Individual Behavior Therapy, etc. This
library defines how your organization can implement treatments for a client.

Assessments Library defines the categories and instruments used by
professionals at your organization to assess the client’s problem and its
progress, i.e. Intake Assessment, Weekly Assessment, Group Assessment, etc.
This library defines the treatment status of a client at your organization.

Service Items Library lists those services, of any description and by any means,
that are accessible to clients by way of your organization, i.e. Therapy Session,
In-House Meals, Educational Testing, etc. This library quantifies all services
available to a client through your organization.
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» Discharge Criteria Library describes the guidelines used by the professionals
at your organization to determine if a client is qualified for discharge from your
program, i.e. Client can self-monitor medications, Injury is healed, Client
responsive to authority, etc. This library defines when treatment for a client can
be terminated by your organization.

Service Plans Library

The operation of any imported standard libraries and those that you create and structure yourself
is exactly the same. If you desire your self-created library plans to match names and terms with
industry standard treatment planners, the HQ™ functions will allow you to mimic those planners
exactly. If you desire to vary the naming conventions or apply standard treatment structure to
plans outside of the behavioral health field, the fields and functions can be designated as desired.
See Creating a Service Plan, below.

On the Service Libraries screen, click the Service Plans Library link. On the resulting screen, you
will see all the libraries that have been pre-populated in your HQ™ and any that have been
manually created. In the example below, both the Addiction and Adolescent Libraries are industry
standard planners that have been uploaded to the system.

Viewing the Plan

To view the plan, click the View link under the Plan Library column. A display of the elements of
the library will be shown. As you can see in the partial-page example below from the Adolescent
Library (showing just 15 of the 33 plan problems), the libraries are quite extensive and contain
hundreds of pages of definitions, goals, objectives and interventions, as well as diagnoses under
a separate view link. Also, please note that navigation through all of the pages on this view can
be simplified by using the record navigation menu, shown on the left.

As above, you may edit the title of a specific problem within the library by clicking the edit icon \.

To delete a problem, click on the delete icon i § To create a new service plan, see Creating a
Service Plan, below.

Service Plan Types Behavieral Long Term  Short Term Therapeutic -
T Propem Definiton  Goal  Objective itervention " De'ete
Assessment Categories 1-300f33 Next(m)
Service |tems Acaderic Underachievement e Wiew Wiew Wiew \\ ﬁl
Discharg:e Criteria Adaption e “Wia Wiemr Wiemr % 1
Mla‘lh Anger Management e Wien Wi Wi % ﬁ
Dagnoses Library : . ” :
[l academic Underachievement ﬁm{let.y DeficitrH . pie] i e Yy \" ﬁ
I+ Adoption D};iTLISP(AeDII—?S) yperactivity e e ey ey % 1
Ang.er EmErEeiE: Autism/Pervasive Developmental Wi Yi Wi Wi « 1
= Anidiety Disorder 1203 (=004 iy iy
Fattention Deficits Hyperactivity Disorder (ADHD] Blended Family i W View View \\ ﬁl
= Autism/sPervasive Developmental Disorder ch D 4 W Y \ y N
EBlended Family ernical Dependence vy 1204 lewy Wiewy
Chemical Dependence Conduct Disorder/Delinquency e Wiew Wiewy Wiewy % 1
Conduct Disorder/Delinquency Depression ey e Wiewy Wiewy \\ ﬁl
D'.?P"ESSiD” ; Divorce Reaction e e Wiewy Wiewy % ﬁl
leor’c:e Eeactlon Eating Disorder e Wien Wi Wi % ﬁ
* Eating Disorder )
e L U GrieflLoss Unresolved Wiew R Wiew Wiew % ﬁl
Low Self-Esteem Low Self-Esteemn lew iy Wiew Wiewy % ﬁl
thaniafHypomania Iania/Hy pomania Wiew NET Wigw Wigwr % 1

To view a Behavioral Definition, a Long-Term Goal, a Short-Term Objective or a Therapeutic
Intervention, click on the View link opposite the problem name and under the appropriate column.
To add a new problem to this list, see Adding a New Problem.
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Displayed below is the Behavioral Definition screen for Academic Underachievement from the
Adolescent Library.

UL

Academic Underachievement Behavioral Definitions el
efinition

Behavioral Definition Edit Delete

History of academic performance that is below the expected level, given the client's measured
intelligence or peformance on standardized achievernent tests.

Repeated failure to complete homework assignments on time.

FPoor arganization or study skills.

Frequent tendency to postpone doing hormesork assignments in favor of engaging in recreational
and leisure activities.

Fasitive family history of rembers having acadernic problems, failures, or disinterest.

Feelings of depression, insecurity, and low selfesteem that interfere with learning and academic
progress.

Recurrent pattern of engaging in acting-out, disruptive, and negative attention-seeking behaviors
when encountering frustration in learning.

Heightened anxiety that interferes with performance during tests.

Parents place excessive or unrealistic pressure on the client to such a degree that it negatively
affects the client's academic performance.

Decline in acadernic performance that oceurs in response to environmental stress (e g, parents’
divarce, death of loved one, relocation, or mave).

VAW AV AV S OV 4V 4V & 4V 4
g aas o a2

If you desire to customize a definition, goal, objective or intervention, click on the edit icon
opposite the desired item. On the resulting screen, the existing definition (goal, objective or
intervention) is displayed and you may edit it as desired. Remember to click the Save button
when done. To add a new definition to this list, see Adding a New Definition, below.

Viewing the Diagnhoses
Back on the Service Plans Library screen, you may also view and customize the Diagnosis
Library, just as you did the Plan Library, by clicking the View link.

The resulting page displays all of the Axis I, Axis Il, Axis Ill, Axis IV and Axis V diagnoses,
including codes, that exist in the system. If you have any standard treatment libraries added to
your system, all diagnoses will appear. If you are creating all of your own plan libraries, none will
appear until you create them. After you enter the diagnoses, all of them will become available for
use with any problem.

On the Diagnosis screen, the separate axis diagnoses are grouped by the problem to which they
apply and are displayed on the screen, twenty (20) at a time. You may jump further down in the
list of diagnoses, within each axis, using the numeric drop-down. See the drop-down box opened
under the Problem column in Axis | displayed in the illustration below.
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Service Libraries Diagn oses
Service Plan Types Axis | Clinical Disorders
todalities
Rssessment Categories Code Diagnosis Problem EditRemove

Service Items

i iteri 1-20 T of 1172 Next (B
Discharge Criteria

Adolescent Library 3 Depressive Disorder NOS et A |
»  Diagnoses Library q
300.00  Anxiety Disorder NOS
Flacademic Underachievement R rnent S 8
Long Term Goals 3152 Disorder of Written Exprassion N T
EBehavioral Definitions Ll
Short Term Objectives 309.81 Posttraumatic Stress Disorder oot \ @
Therapeutic Interventions
= adoption WE2.3 Academic Problem — \ ﬁ
Anger Management
Ay “WB1.20  Parent-Child Relational Problem Uieeigee & 1
Flattention Deficit/ Hyperactivity Disorder [ADHD) 314.01  Attention-Deficit/Hyperactivity Disorder, Combined Type Gauene % 1
FlAutism/Pervasive Developmental Disorder Underachievernent
[ Blended Family 309.0 Adjustment Disorder With Depressed Mood Adoption \ ﬁ
chemical Dependence 31281 Conduct Disarder, Child Onset Adoption % 1
Conduct‘DisorderiDeanuenc\; 312.34  Intermittent Explosive Disorder Adoption % 1
gw‘e\rpur::RDSactian 31282 Conduct Disorder, Adolescent Onset Adoption \ ﬁ
Eating Disarder 31230 Impulse-Control Disorder NOS Adoption \ ﬁl
# GrieffLoss Unresalved 31234 Intermittent Explosive Disorder Anger Management %,
Low Self-Esteem 312.8 Conduct DisorderAdolescent-Onset Type Anger Management %, 1
xa?a"r‘gw:.?ma 329 Disruptive Behavior Disorder MOS Anger Management \ ﬁl
edical Condition
Mental Retardation 3149 Adtention-Deficit/Hyperactivity Disorder NOS Anger Management \ ﬁ
E Negative Pear Influsnces YW71.02  Adolescent Antisocial Behavior Anger Management %, T
Oppositional Defiant WE1.20  Parent-Child Relational Problemn Anger Management % T
Parenting 300.01  Panic Disorder Without Agoraphobia Anxiety % 1
[ peersSibling Conflict Attention
Physical/ Emotional Abuse Wictim 31400 Attention-Deficit/Hyperactivity Disorder, Predominantly Inattentive Type  Deficit/Hyperactivity %, 1
Posttraurnatic Stress Disorder (PTSD) Disarder (ADHD)
Psychoticism
Runaweany Axis |l Personality Disorders
# School Winlence
Sexual Abuse Perpetrator Code Diagnosis Problem EditRemove
Sexual Ahl{sa Wictim m of 347 MNext (B
[ Sexual Acting Out Academic
# sexual Identify Confusion %62.89  Borderline Intellectual Functioning Underach\evement\ i
[ Social Phobias Shyness " Academic
specific Phobia EIS (Pereareliiy Do oS Underachievement A
Suicidal deation/ Attempt 799.9 Diagnosis Deferred Adoption A ]
Anger
301.70  Antisocial Personality Disorder % 1
Recent Records x:;;gemem
(None) 301.83  Borderine Personality Disorder Management \ ﬁ
301.82  Awoidant Personality Disorder Anxiety \ ﬁl
3016 Dependent Personality Disorder Anxiety \ ﬁ
Autism/Pervasive
37 Mild Mental Retardation Developmental % T
Disorder

Creating a Service Plan
If you desire to create your own or an additional library, select the New Service Plan Type button

(_ew Service Flan Type ) The screen will prompt you to name the structural elements of the plan.

& Please note that you are configuring the structure and layout of the plan on this screen, not
creating the plan-specific problems, definitions, goals, objectives and interventions.

If you desire this plan to conform in layout and structure to the industry standard, use terms such
as those displayed below. If you are creating a plan that is outside the behavioral health field,
such as a language plan, a tutoring plan or a sports-wellness plan, etc., you will have different
naming conventions that you should follow in structuring your library.
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New Service Plan Type

% Required

Plan Type Name %* |Behaviura| Health

Issue Name * |F'ru:uh|em

¥ Definitions Enabled

Definitions Name * |Eleha\fic|ral Definition

¥ Goals Enabled

Goals Name * |Lnng-Term Goals

¥ Objectives/Interventions Enabled
Ohjectives Name * |Shnrt—Term Ohbjectives

Interventions Name * |Therapeuti|:: Interventions

Please note that the terms used in the example above, Problem, Behavioral Definition, Long-
Term Goals, Short-Term Objectives and Therapeutic Interventions, conform to the standard
treatment planner format. In HQ™, they correspond to the column headers on the individual
library screens under the View link. See the Addiction Library (partial-page example below,
showing just 10 of the 37 library problems) or the Adolescent Library screen shown above.

Addiction Library New Problerm
Behavioral Long Term  Short Term Therapetic <
glatem Definition Goal Objective Intervention ERTRIeIe
1-300f37 Next(®
Adult-Child-of-an-Alcoholic Traits Al e e e % T
Anger ey 150 e e % 1
Antisocial Behavior e iy Wi i % T
Anxiety e 1= Wiew e % T
Attention-Deficit/Hyperactivity '
Disorder (ADHD) e ey ey ey % T
Attention-Deficit/Inattentive )
e e =0 e e % T
Borderline Traits e ey ey ey % 1
Childhood Trauma e 1= Wienw e % T
Dependent Traits Wiew 1= Wiew Wiew % i
Depression e iey ey ey % 1

L= For the purposes of our discussion, these columns and the resulting links will be
referred to in this guide as if they had been titled using the standard treatment planner
naming conventions.

When you are satisfied with the column names you have selected, click the Save button. The

Service Plans Library screen will repaint with the new plan added to the plan list. The Plan Library
must be created next. Click the View link associated with the new Plan Type.
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Adding a New Problem
This creates a new entry in the first column of the selected library screen (not the Service Plans
Library screen). If you have named the first column Problem, as in the standard treatment
planner, the columns and links will read ‘Problem’, ‘New Problem’, etc. If you have titled the first
column another name, such as Issue, Topic or Situation, etc., the columns and links will be seen
with the name you have designated, such as ‘Issue’, ‘New Issue’, etc. For the purposes of our
discussion, columns and links will be referred to as if they had been titled using the standard
treatment planner naming conventions.

On the screen displayed by the View link under Plan Library, click the New Problem button. Type
a problem name in the field and click the Save button. The new problem will appear on the
selected library list. Designate as many problems as needed to fill the library with which you are

working. When all problems are entered, click the Done button. The library screen will
repaint.

Behavioral Health Library New Problem
Problem Behavioral Definition Long-Term Goals Short-Term Objectives Therapeutic Interventions Edit Delete
Anxiety e = e e % 1
Depression Wiew Wiew Wiew Wiewy % 1
Bi-Palar Wi Wi Wigw iy % 1

The next step in creating this library is to enter the behavioral definitions. Click the Behavioral
Definitions View link associated with a problem.

Adding a New Definition

This creates a new entry in the second column of the selected library screen (not the Service
Plans Library screen). If you have named the second column Behavioral Definition, as in the
standard treatment planner, the columns and links will read ‘Behavioral Definition’, ‘New
Behavioral Definition’, etc. If you have titled the first column another name, such as Description or
Characteristics, eftc., the columns and links will be seen with the name you have designated, such
as ‘Description’, ‘New Description’, etc. For the purposes of our discussion, columns and links will
be referred to as if they had been titled using the standard treatment planner naming conventions.

Click the View link in the Behavioral Definitions column for the problem you wish to define
(Depression in this example). A list of all current definitions will appear, if any have been entered.
Click the link New Behavioral Definition at the upper right. Type a definition into the field on the

resulting screen and click the Save button .

The list of all definitions will reappear with the new definition added.
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Depression Behavioral Definitions bew Behavioral Definition
Behavioral Definition Edit Delete
Reduced appetite % T
Increased sleep %, i
Feelings of hopelessness, worthlessness, or inappropriate guilt %, i
Poor cancentration and indecision % i
Lack of interest in previously enjoyed activities %, i
Law energy %, i
Izalation from family and/or peers % 'ﬁl
Deteriaration in wark or academic performance %\ 'ﬁl
Moody initability % T

When you have added as many definitions as needed for this problem, click the Done button

at the bottom of the definitions screen. The screen will repaint with the library screen.
Continue by adding definitions to the other problems displayed on the screen (Anxiety and Bi-
Polar in the example above) by using the View links under the definition column associated with
each problem.

The next step in creating this library is to define the long-term goals. Click the Long-Term Goals
View link associated with a problem.

Adding a Long-Term Goal

This creates a new entry in the third column of the selected library screen (not the Service Plans
Library screen). If you have named the third column Long-Term Goals, as in the standard
treatment planner, the columns and links will read ‘Long-Term Goals’, ‘New Long-Term Goals’,
etc. If you have titled the first column another name, such as Target or Milestones, etc., the
columns and links will be seen with the name you have designated, such as ‘Target’, ‘New
Target’, etc. For the purposes of our discussion, columns and links will be referred to as if they
had been titled using the standard treatment planner naming conventions.

Click the View link in the Long-Term Goals column for the problem with which you are working
(Anxiety in this example). A list of all current goals will appear, if any have been entered. Click the
link New Long-Term Goals at the upper right. Type a goal into the field on the resulting screen

and click the Save button . The list of all goals will reappear with the new goal added.

Anxiety Long-Term Goals Mew Long-Term Goals
Long-Term Goals Edit Delete
Resalve the key izsue that is the source of the anxiety or fear \, ﬁl
Reduce the overall frequency and intensity of the anxiety response so that daily functioning is not impaired % 1
Interact with the world without excessive fear, worry, or anxiety % i
Stabilize the anxiety level while increasing the ability to function on a daily basis \, ﬁl

When you have added as many goals as needed for this problem, click the Done button .
The screen will repaint with the library screen.

Continue by adding goals to the other problems displayed on the screen (Depression and Bi-

Polar in the example above) by using the View links under the definition column associated with
each problem.
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The next step in creating this library is to define the short-term objectives. Click the Short-Term
Objectives View link associated with a problem.

Adding a Short-Term Objective

This creates a new entry in the fourth column of the selected library screen (not the Service
Plans Library screen). If you have named the fourth column Short-Term Objectives, as in the
standard treatment planner, the columns and links will read ‘Short-Term Objectives’, ‘New Short-
Term Objectives’, etc. If you have titled the first column another name, such as Events or Levels,
etc., the columns and links will be seen with the name you have designated, such as ‘Events’,
‘New Events’, etc. For the purposes of our discussion, columns and links will be referred to as if
they had been titled using the standard treatment planner naming conventions.

Click the View link in the Short-Term Objectives column for the problem with which you are
working (Bi-Polar in this example). A list of all current objectives will appear, if any have been
entered. Click the link New Short-Term Obijective at the upper right. Type an objective into the

field on the resulting screen. Click the Save button (_Save

For the time being, the Add Therapeutic Interventions section of the screen will contain no data.
After you have added Therapeutic Interventions to the library, interventions will become available
for use with the Short-Term Objectives screen. See Adding Interventions to Objectives, below.

The list of all objectives will reappear with the new objective added.

Bi-Polar Short-Term Objectives Mew Short-Term Objectives
Short-Term Objectives Edit Delete
Identify family dynamics or stressors that contribute to the emergence of behaviaral problems % 'ﬁl
Actively participate in the group therapy process % 'ﬁl
Increase the frequency of responsible and positive social behaviars % 'ﬁl
Identify and verbalize the risks involved in sexually promiscuous behavior % T
Cormply with a physician evaluation and take medication as prescribed % T

When you have added as many objectives as needed for this problem, click the Done button
d. The screen will repaint with the library screen.

Continue by adding objectives to the other problems displayed on the screen (Depression and
Anxiety in the example above) by using the View links under the definition column associated with
each problem.

The next step in creating this library is to define the therapeutic interventions. Click the
Therapeutic Interventions View link associated with a problem.

Adding a Therapeutic Intervention

This creates a new entry in the fifth column of the selected library screen (not the Service Plans
Library screen). If you have named the fifth column Therapeutic Interventions, as in the standard
treatment planner, the columns and links will read ‘Therapeutic Interventions’, ‘New Therapeutic
Interventions’, etc. If you have titled the first column another name, such as Assignments or
Mediation, eftc., the columns and links will be seen with the name you have designated, such as
‘Assignments’, ‘New Assignments’, etc. For the purposes of our discussion, columns and links will
be referred to as if they had been titled using the standard treatment planner naming conventions.

Click the View link in the Therapeutic Interventions column for the problem with which you are
working (Depression in this example). A list of all current interventions will appear, if any have
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been entered. Click the link New Therapeutic Intervention at the upper right. Type an intervention

into the field on the resulting screen and click the Save button . The list of all interventions
will reappear with the new intervention added.

Depression Therapeutic Interventions New Therapeutic Interventions

Therapeutic Interventions Edit Delete

Encourage the client's participation in socialfrecreational activities that enrich life A Y

Arrange for the administration of psychological testing to facilitate a more complete assessment of the depth of the LN
client's depression

Assess the client's level of selfunderstanding about self-defeating behaviors linked to the depression

Teach the client the connection between angry, iritable behaviors and feelings of hurt and sadness

Explore the emational pain from the client’s past that contributes to the feelings of hopelessness and low self
esteem

Azsist in identifying the cognitive messages that the client gives to himselifherself that reinforce helplessness and
hopelessness

Arrange for a prescription of antidepressant medications for the client

Monitor the client's sleep patterns and the restfulness of sleep

Vo &V A S A 4 4
g s e e e

Monitor the client's psychotropic medication compliance, effectiveness, and side effects

When you have added as many objectives as needed for this problem, click the Done button
d

. The screen will repaint with the library screen. Continue by adding interventions to the
other problems displayed on the screen (Anxiety and Bi-Polar in the example above) by using the
View links under the definition column associated with each problem.

Adding Interventions to Objectives

When each problem has had therapeutic interventions added to the library, return to the Short-
Term Objectives column. Click on the edit icon in the objective column associated with any
problem. The Add Therapeutic Interventions section of the screen will contain all of the
interventions that have been added to the library, as in the partial-view page below from the
Depression Short-Term Objectives screen. Click in each appropriate checkbox to select the
intervention(s) to be used for the specific problem.

Edit Depression Short-Term Objectives

Short-Term Objectives % [Implement positive self-talk to strengthen feelings ;I
of self-acceptance, self-confidence, and hope

Add Therapeutic Interventions

[ Encourage the client's participation in social/recreational activities that enrich life

[ Arrange for the administration of psychological testing to facilitate a more complete assessment of the depth of the client's depression
[T Assess the client's level of self-understanding about self-defeating behaviors linked to the depression

[ Teach the client the connection between angry, irritable behaviors and feelings of hurt and sadness

¥ Explore the emotional pain from the client's past that contributes to the feelings of hopelessness and low self-esteem

¥ Assist in identifying the cognitive messages that the client gives to himself/herself that reinforce helpl and hopel

[ Arrange for a prescription of antidepressant medications for the client

[ Monitor the client’s sleep patterns and the restfulness of sleep
"' Monitor the client's psychotropic medication compliance, effectiveness, and side effects

When all interventions have been selected, click the Save button . The Sort-Term
Objectives screen will reappear. Select the edit icons for each remaining objective on the screen
one at a time until all objectives have one or more interventions selected to achieve the desired
results.
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Modality Library

Modalities are a vitally important component in the treatment of a client. Using the Modality
Library, clinicians can offer approved treatments adapted to the needs of the client from a
comprehensive source list, one customized on the basis of your organization’s clinical strengths
and treatment preferences. The Modality Library lets you define and structure the ways in which
treatment is provided to your clients and supports the staff in building an all-inclusive plan from a
cleanly-defined range of possible options.

Modality Library

Maodality CPT Caoidle Edit Delete
Experiential Therapy 23456 “ 1
Electrocanvulsive Therapy &B780 % 1
Pharmacotherapy 78975 % 1
Supportive Psychotherapy 43243 “% 1
FPsychodynamic Psychaotherapy 287654 “ 1
Graup Therapy H57EB5 % 1
Hippotherapy AE7E4 % 1
Cognitive Behavioral Therapy 17478 “% 1
Family or Conjoint Therapy q0847 “ 1
Individual Therapy 90544 % 1

Adding Modalities

To add a new modality, click the New Modality button . On the resulting screen
enter the name of the modality you wish to add and its associated CPT code. Click the Save

button when done. The Modality Library will repaint. Add as many modalities as needed
to cover all possible modalities used by your organization’s clinicians.

Assessment Library

The Assessment Library is a critical element in gauging the effectiveness of your program and the
success and progress of your clients. The library allows you to establish and formalize
assessment techniques, providing consistency and uniformity in evaluating clients and eventually
leading to client discharge.

Assessment Library
Category Eidit Delete

Discharge Assessment
strength Assessment
Educational Assessment
Weekly Assessment
Intake Assessment

Preliminary Assessment

IS ooy
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Full Assessment
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To add a new assessment category, click on the New Category button at the upper right. On the

resulting screen enter a name for the category and click the Save button . The
Assessment Library screen will be displayed again with the new category added.

Adding New Assessment Instruments

Click the edit icon % opposite the new category. The original category screen will appear with an

added Assessments Instrument section. Click the New Instrument button and
enter the name of an assessment instrument to be associated with this category and used when
performing this assessment. Click the Save button.

New Assessment Instrument

Assessment Instrument * |Hare Psychopathy Checklist]

The Assessment Category screen will repaint, displaying the added instrument. Continue to add
as many instruments as needed. When you have entered all the appropriate instruments, click

the Save button at the bottom of the Assessment Category screen and the Assessment
Library screen will return.

Assessment Category

Category & |IntakeAssessment

Assessment Instruments
Instrument Edit Delete
20-Foint Physical Exam % T
bdillon Clinical Multiaxal Inventary % 1
Hare Psychopathy Checklist % 1
Thematic Apperception Test % T

Service Iltems Library

The Service Items Library allows you to keep a descriptive and quantified master list of all
services that are provided by your organization. These can be defined in broad or narrow terms,
divided into service or provider increments or contain multi-point definitions with as much detail as
desired to identify and specify the individual services. Clicking on the Service Items Library link on
the Service Library main screen will open the library and display all Service ltems currently
entered, example below.
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Service Items Library

Description Edit Delete

Group Therapy Session - Dr. Labrum

Assessment Session

Meals and Snacks

Supervised Group Sports - M. Olympus Outfitters
Activities Class - Bob Faorrester

Group Therapy Session - Dr. Weston

Therapy Pool Session

Billing and Record Keeping Service - Daytracker Coding and Billing Semice
Laundry Service

Housekeeping Service

Physical Therapy Session - Chris Tharnley
Behavior Modification Therapy - Or. Steinaker
Classroom Testing Sessian

Hippotherapy Session - Martindale Riding Academy

Barber and Zalon Service - Katie Converse/Great Clips

IS AT TE T EEEY
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Individual Psychotherapy Session - Drs. Spencer & Coverdale

To add a new service, click the New Service Type button (_llew Service Type ) ot the upper right.
On the Service Type screen, the Description field has room as many characters (letters,

numbers, etc.) as needed for a complete description of the service. Select a quantifier from the
Billing Unit drop-down selections: Daily, Weekly, Monthly, Hourly or Unit. Then enter the dollar

amount in the Billing Rate field. Click the Save button when done. The Service Items
Library will repaint with the new service added.

At any time, you may delete unneeded services by clicking the delete icon o opposite the service
name or modify/update the service information using the edit icon ™.

Discharge Criteria Library

To create a Discharge Criteria Library, you will need to qualify and quantify all the discharge
guidelines that could be used for any of your clients. These may be few or many, and contain
numerical standards or lengthy, multi-point descriptions, as best meets the needs of your clients
and organization. Clicking on the Discharge Criteria Library link on the Service Library main
screen will open the library and display all Discharge Criteria currently entered, example below.
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Discharge Criteria Library
Criteria Edit Delete

Able to empathize and clarify feelings of hurt

Can interact in job situation. Dresses appropriately, artives on time, is attentive, followes directions, learns job
requirements, remaing on-task, is cooperative and productive.

Stuttering completely eliminated
Stuttering partially eliminated

Anger directed appropriately

Chsessive compulsions 100% controlled
Obsessive compulsions §0% controlled
Obszessive compulsions 50% controlled
Responsive to authority

Injury 100% healed

Injury 80% healed

Able to monitor own medication. Understands doctor and pharmacy instructions. Aware of dosage intervals and
conditions. Follows instructions.

IO EEEA A
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Adding a New Criterion

To place a new discharge criterion on the library list, click the New Criteria button (_biew Criteria )
The resulting screen, seen below, displays a single line field that can contain as many characters
(letters, numbers, etc.) as you need to fully describe the criterion. Remember to click the Save

button when done. To edit any criterion appearing in the library, click on the edit icon %. , make

the necessary changes and click the Save button . The Discharge Criteria Library screen
will repaint, displaying the added criterion. Continue to add as many criteria as needed until you
have entered all the appropriate criteria.

Adding Services to a Client Record

The customized, interrelated information contained in the libraries forms the basis of treatment
planning, billing charges, progress reports, clinical notes, discharge recommendations, etc. only
when it is applied to your clients and appears in their individual Client Service record.

The Client Service Summary that is accessed under the Service Manager, seen below, contains
forms and fields that are specific to the client’s treatment and different from the Record Summary
stored in the Client Manager.

The default forms under Service Manager are Approved Services, Assessment, Sessions,
Service Plans, Service Log, Prognosis, Discharge and Client Notes. If other client service forms
have been created for your HQ™, they will appear on the list of forms contained on the record
navigation menu at the left and also in a summarized format on the main portion of the page. To
view complete information on any of these items, click on the form name in the record navigation
menu or on the section title on the main portion of the page.

le— The sections on the Service Summary page will be discussed below in the order they
appear on the record navigation menu. However, it may be more efficient and realistic for you to
work with each section in the order needed. Of necessity, the Assessments, Service Plans and
Approved Services sections need to have at least some entries before the Sessions, Prognosis,
Client Notes and Discharge sections become applicable.
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(%, Edit Page )

Approved Services

Service Log

Senice Type Date Provided Senice Type

Group Therapy 4595004 Cognitive Behavioral Therapy

Individual Psychaotherapy 41162004 Cognitive Behavioral Therapy
42352004 Cognitive Behavioral Therapy
4/30/2004 Farmily or Conjoint Therapy
72004 Family or Conjoint Therapy

Assessment Prognosis

Assessment Date Rating Completion Date

Clinical Intervew 74102004 Excellent 12/30/2004

Sessions Discharge

Date Approach Criteria

4/3/2004 Cognitive Behavioral Therapy Appetite at acceptible levels and likely to stay there

4162004 Cognitive Behavioral Therapy Able to empathize and clarify feelings of hurt

41232004 Cognitive Behavioral Therapy Anger directed appropriately

4/30/2004 Family or Conjoint Therapy Respaonsive to autharity

5772004 Family or Conjoint Therapy Ahble to monitor own medication. Understands doctor and

Service Plans

pharmacy instructions. Aware of dosage intervals and

conditions. Follows instructions.

Client Notes

Semice

Behavioral Health
Adolescent Library

Approved Services Summary
To see all approved services for the specific client with which you are working, click on the
Approved Services link in the record navigation menu or on the section title within the main
portion of the screen. The resulting screen contains a list of all services that have been approved
and includes the number of service sessions, treatments, units, etc. that have been authorized for
this client. To add new approvals for this client, click the New Service Approval button. On the
resulting screen, select a service type from the drop-down.

MNote Date

07/30,/2004 1:40P
07032004 3:16P

MNote Type  Title

General Social Development
General Social Integration

ot
L The service types seen on this list were established in the Service Items Library. If you do not
see the service type that you need for this client, go to the library and create the new type

following the instructions under Service Items Library, above.

The quantity field reflects the amount/number of this particular service that is appropriate for the
client. The approval reference field should be filled with the name of the individual prescribing or

authorizing this service type and quantity.

L= The approval reference field was designed to contain the name(s) of any of the several
people who may be involved with the client and have authority to approve the proposed service.
For instance, any therapy services would be authorized by a psychologist, psychiatrist, counselor
or other clinician. Laundry services, on the other hand, would be authorized by the staff member
in charge of verifying that such service is desired and will be paid for. Sports activities would
perhaps need authorization from a staff member, a physician or a parent, depending upon the
circumstances.
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New Service Approval

Service Type |Gr|:|up Therapy j
Cuantity |E|
Approval Reference |Dr. Davis

When done, click the Save button and the service will appear as an addition to the Approved
Services screen. If you click the Summary link on the record navigation menu, these services will
be displayed on the main portion of the page in the Approved Services section.

Assessment Summary

To see all assessments that have been performed for the specific client with which you are
working, click on the Assessments link in the record navigation menu or on the section title within
the main portion of the screen. The resulting screen contains a list of all services that have been
approved and includes the number of service sessions, treatments, units, etc. that have been
authorized for this client.

The resulting screen has three (3) general sections (History, Strengths/Weaknesses,
Assessments) and other associated screens. The data listed for each of these items may be

edited or deleted as needed, using the edit % or delete icons ﬁl .

Assessment B Print Assessment Report
History
History Note Date Edit Delete
Sacial 07 /20,2004 & 1
Strengths/Weaknesses

Strengths:

Fizing self-confidence over the last year .:J
Extremely intelligent

Fesponsive to counseling, suggestions

Considerate and thoughtful

High expectations of self

Weaknesses:

ADHD =]
Very self-focused in perceived threatening situations
High expectations of others

Assessments
Assessment Date Edit Delete
Clinical Interview 07/20/2004 % T
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Assessed History

The History section of the screen contains a listing of all history notes for this client, including the
date the note was entered. To view an entire note, click on the edit icon. The original note entry
screen will be displayed.

To add a new history note, click on the New History Note button (liewHistary biote ) Enter the
type of history. Family, social, developmental are three note type suggestions, but you may enter
any type that is useful for your organization, including medical, psychological, cognitive, etc.

Type in the text of the note and click the Save button . The type of note and date entered
will be displayed on the Assessments screen.

Assessed Strengths/Weaknesses

Any strengths and weaknesses that have been noted for this client will appear in the two memo
fields on the Assessments screen. You may enter additional comments or edit the existing
comments by simply typing in the field.

Assessments

All assessments that have been recorded for this client will appear on the lower portion of the
screen, under the Assessments heading. To view a specific assessment, click on the edit icon.
The original assessment details screen will be displayed.

To add a new assessment, click on the New Assessment button ' g Assessment J  On the

resulting screen, select an assessment category from the drop-down.

o

@ The assessment categories seen on this list were established in the Assessment Library. If
you do not see the assessment category that you need for this client, go to the library and create
the new category following the instructions under Assessments Library, above.

Select an assessment from the second drop-down.

$ The assessments seen on this list were established in the Assessment Library, as an
assessment instrument under the selected assessment category. If you do not see the instrument
that you need for this client, go to the library and create the new instrument under an appropriate
assessment category, following the instructions under Adding New Assessment Instruments,
above.
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Assessment Details

First select an assessment categony, then an assessment using the puli-down menus, Filf out the other data as
needed TF this assessment 1s a billabile ftern, click the "Billable" checkbox.

Category * |Standard Aggessments j

Assessment * ICIinicaI Interview j

Date Started ||j?,f1 072004
Date Completed Ig;m 372004

Data Source * | Patient ~|

Result/Rating IMnderatE

Treatment Phase & |DuringTreatmen1 j

Details Used 30-point interview |
Opeh to discussing issue

Billable ~
Reassess W in |3 x| |week(s) ~]

Enter the date the assessment was started and the date completed. From the Data Source drop-
down, select the type of person who supplied the information gathered in this assessment. The
choices are Patient, Family Member, Parent/Guardian, Significant Other, Spouse/Partner and
Teacher(s).

Enter a result or rating into the appropriate field, then select the treatment phase during which the
assessment was taken. The options available on the drop-down are Pre-Treatment, During
Treatment, Post-Treatment and Follow-Up.

Use the large memo field to record all details of the assessment. Check the box below the memo
if this is a billable assessment and check the second box if a reassessment is needed. Using the
numbered drop-down, select a reassessment quantifier, from 1 to 20. Select an interval from the
drop-down containing Day(s), Week(s) and Month(s).

When you are satisfied with the entries, remember to click the Save button . The
assessment will appear as an addition to the Assessment screen. If you click the Summary link
on the record navigation menu, these services will be displayed on the main portion of the page in
the Approved Services section, labeled by instrument title and date.

Sessions Summary

To see all treatment sessions that have been conducted for the specific client with which you are
working, click on the Sessions link in the record navigation menu or on the section title within the
main portion of the screen. The resulting screen contains a list of all sessions that have been
recorded and includes the approach used for each.
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SESSiOnS @ Print Sessions Summary

Date Approach Edit Delete
04/09/2004 Cognitive Behavioral Therapy % T
04/16/2004 Cognitive Behavioral Therapy %% 1
[04/23/2004 Cognitive Behavioral Therapy % 1T
04/30/2004 Family or Conjoint Therapy % 1
05/07 72004 Farily or Conjoint Therapy % 1T
0571472004 Family or Conjaint Therapy % 1

The edit and delete icons may be used to change any session data or to remove a session
entirely from the client’s record.

To add a new session to this list, click on the New Session button . On the resulting
screen, seen below, enter the date of the session and the start and end time. Select a progress
rating from the drop-down. The choices are: Significant Regression, Completed, Regression,
Some Progress and No Change.

Select a modality from the Modality drop-down.

o

ﬁ‘ The modalities seen on this list were established in the Modality Library. If you do not see the
modality that you need for this client, go to the library and create the new modality following the
instructions under Modality Library, above.

Select a service type from the Service Type drop-down.

$ The service types seen on this list were established in the Service Items Library. If you do not
see the service type that you need for this client, go to the library and create the new type
following the instructions under Service Plan Library, above.

The Provider drop-down displays all the individuals who have a relationship with this client. Select
a name from the list.

* The individuals seen on the provider drop-down list were established using the Relationships
link on the client’'s Record Summary. If you do not see the individual that you need to assign to
this client, go to the client’'s Record Summary and click the Relationships link on the record
navigation menu. Establish a secondary relationship between the client and the provider,
following the instructions under Creating Relationships in Staff Manager. Alternately, you may
go to the Record Summary of the individual you wish to make a provider and establish a primary
relationship between the provider and the client using the same instructions.

Enter any notes needed in the Diagnosis, Assessment and Plan memo fields. If this is a billable
session, click the Billable checkbox.
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Session i Print Session Report
Enter the information regarding this sesslon.
Date #* IDAIDQI?_EIM
Start Time IHQDam
End Time |12;Dme
Progress Rating Inge Progress 7|
Maodality * |Cognitive Behavioral x|
Service Type * IIndividuaI Psychathe v |
Provider | Aaronson, Andrew =)
Diagnosis Depressive Disorder NO3Z :I
[
Assessment Clinieal Interview ;I
=l
Plan Behsvioral Health :I
[
Billable Ird
Progress Notes (Add )
Intervention Lol Hekin
Encourage the client's participation in social/recreational activities that enrich life % b

Arrange for the administration of psychological testing to facilitate a more complete assessment of the depth of the o T
client's depression
Assess the client's level of self-understanding about self-defeating behaviars linked to the depression % ﬁ[

Progress Notes

All progress notes entered for this client are visible at the bottom of the screen, listed under their
intervention name. To change any note, click the associated edit icon %. . To entirely remove the
note from the client’s record, click the associated delete icon ﬁl To add a new progress note,

click the Add button .

On the resulting screen, see example above, select a plan from the Service Plan drop-down.
Select a problem from the Issue drop-down. Choose an objective from the Objective drop-down.
Choose an intervention from the Intervention drop-down. When completed, click the Save button
-Save

& The service plans, issues, objectives and interventions seen on these lists were established
in the Service Plan Library. If you do not see the plans, issues, objectives and interventions that
you need for this client, go to the library and create the new items following the instructions under
Service Plan Library, above.
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The Session screen will reappear, displaying the new progress note. Add as many progress
notes as needed and click the Save button at the bottom of the Session screen when you are
satisfied with the result. This session will be summarized on the Sessions list screen and the
Record Summary screen, labeled with the date of the session and the approach (modality).

Service Plans Summary

The Service Plans section of the Service Summary displays all the plans that have been selected
for the client with which you are working. To select a plan to add to this client’s treatment, click on
the Service Plans title on the record navigation menu or on the section title in the main portion of

the screen. All of the available plans from your library will be listed on the resulting screen.

Hammond, Harry Service Plans

Plan Name Edit Review/Sign
Behavioral Health Completed and Signed h Y %
Adolescent Library Mot Started %,

Addiction Library Pending Review/Signature A A

Any plans that have been selected for the client will have “Pending Review/Signature” or
“Completed and Signed” under the Status column. Any plans that have not been selected for the
client will display “Not Started” in the Status column.

*» Pending Review/Signature means that a plan has been created or in the process of
being created for the client, but has not been finalized.

» Completed and Signed means that an authorized person has reviewed the final plan
problems, definitions, goals, objectives and interventions, has approved them for
this client and signed the appropriate documents.

To start one of the plans for the client, click on the edit icon “in the Edit column opposite the
desired plan name. Or if a plan has been selected and you desire to work with it, click on its
underlined name on the Service Summary page.

In both cases the service library screen will open. In the example below, the Behavioral Health
Plan was selected for the client. All of the problems addressed by the Behavioral Health Plan are
displayed, along with links to their definitions, long-term goals, short-term objectives and
therapeutic interventions.

Hammond, Harry Behavioral Health (Techniques) (Diagnosis)  Add/Rernove Problems
Problem Behavioral Definitions Long-Term Goals Short-Term Objectives Therapeutic Interventions
Bi-Palar Echavioral Definitions Long-Term Goals Short-Terrn Objectives/Therapeudtic Interventions
Depression Eehavioral Definitions Long-Term Goals Short-Term Objectives/Therapeutic Interventions
Anxiety Behavioral Definitions Long-Term Goals Short-Term Objectives/Therapeutic Interventions
Problems

To add (or remove) a problem to this client’s list, click the Add/Remove Problems link. The
resulting screen, shown below from the Adolescent Library, displays in each of the three fields all
problems contained in the library.
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Adolescent Library Problems

Main Problems

Ot

Primary Problem |Anger Management j
Secondary Problem |Attentic|n Deficit/Hyperactivity Ij
her Problems

Library Selected

Academic Underachievernent = lended Farmily
Adoption

Anger Management

Anxiety

Attention DeficitfHyperactivity |
AutismiPervasive Development
Chemical Dependence

Conduct Disorder/Delinguency
Depression

Divorce Reaction hd|

-
-

Choose a primary problem from the first drop-down. Select a secondary problem, if necessary,
from the second drop-down. If more problems exist, highlight an item from the left Library field.

Click on the right arrow =

and the problem will be entered into the Selected field on the right. If

you want to unselect a problem from the Selected field, highlight the unwanted item and click the
left arrow 4= . The problem will move back to the Library field.

Repeat this procedure until all problems are shown. Every problem that will be addressed by your
organization or that may affect your treatment of the client should be listed in one of the three
fields Primary Problem, Secondary Problem and Selected.

When you are satisfied that all the client’s problems have been listed, click the Save button

. The library screen will repaint, as seen below in the client’'s Adolescent Library screen
and added to their service record.

Hammond, Harry Adolescent Library (Techniques ) ( Diagnosis ) Add/Rernove Problams
Problem Behavioral ) .. 1o Goals Short Term Objectives/Therapeutic Interventions
Definitions
Anger Management gsgr?i\;lionfsl Long Term GoalsShort Term Objectives/Therapeutic Interventions
Attention Deficit/Hyperactivity Disorder Echavioral o : :
(ADHD) T Long Term GoalsShort Terrn Objectives/Therapeutic Interventions
; Eehavioral - ) )
Blended Farmily o Long Term GoalsShort Terrn Objectives/Therapeutic Interventions
Definitions

Behavioral Definitions
To view, add to or modify any of the Behavioral Definitions, Long-Term Goals or Short-Term
Objectives/Therapeutic Interventions, click on the underlined link associated with the specific

problem.
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To select a behavioral definition for this specific client’s treatment plan (or to view, add or modify
a definition) click on the underlined Behavioral Definitions link. The definitions screen, seen
below, displays all of the definitions that have been selected for this client. To add a new
definition to the list for this client, click on the New Behavioral Definition link.

On the resulting screen, you may devise a new definition, enter it into the memo field and choose
whether or not this definition will also be added to the selected plan and problem in the Service
Plans Library. Alternately, you may click multiple checkboxes associated with existing definitions
to add them to the client’s definitions list. When the list is complete, click the Done button
and the definitions will be saved in the client’s library screen and added to his/her service record.

New Behavioral Definition

Behavioral Definition Poor concentration and indeciszion ;I

=

¥ Add this Behavioral Definition to Depression in the library

Select Behavioral Definitions from the Library

Reduced appetite

Increased sleep

Feelings of hopelessness, worthlessness, or inappropriate guilt
Lack of interest in previously enjoyed activities

Lowr energy

Isolation from family andfor peers

Deteriaration in wark or academic perfarmance

hoady irritability

OOROOO0O0O=

Long-Term Goals

To view, add to or modify any of the Behavioral Definitions, Long-Term Goals or Short-Term
Objectives/Therapeutic Interventions, click on the underlined link associated with the specific
problem.

To select a long-term goal for this specific client’s treatment plan (or to view, add or modify a
goal) click on the underlined Long-Term Goals link. The goals screen, seen below, displays all of
the goals that have been selected for this client. To add a new goal to the list for this client, click
on the New Long-Term Goals link.

On the resulting screen, seen below, you may devise a new goal, enter it into the memo field and
choose whether or not this goal will also be added to the selected plan and problem in the
Service Plans Library. Alternately, you may click multiple checkboxes associated with existini
goals to add them to the client’s goal list. When the list is complete, click the Done button
and the goals will be saved in the client’s library screen and added to his/her service record.
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New Long-Term Goals

Long-Term Goals Aeknowledge the depression wverbally and resolve its ;I
cauzes, leading to normalization of the ewmotional
state
[ -

¥ Add this Long-Term Goals to Depression in the library

Select Long-Term Goals from the Library

™ Interact with the world without excessive feelings of sadness, fear, or warry

¥ Elevate mood and show evidence of the usual energy, activities, and socialization level

[T Show a renewed typical interest in academic achievernent, social invalvernent, and eating patterns,
as well as occasional expressions of joy and zest for life

™ Reduce irritability and increase narmal social interaction with family and friends

Short-Term Objective/Therapeutic Interventions

To view, add to or modify any of the Behavioral Definitions, Long-Term Goals or Short-Term
Objectives/Therapeutic Interventions, click on the underlined link associated with the specific
problem.

To select a short-term objective for this specific client’s treatment plan (or to view, add or modify
an objective) click on the underlined Short-Term Objectives link. The objective screen, seen
below, displays all of the objectives that have been selected for this client. To add a new objective
to the list for this client, click on the New Short-Term Objectives link.

On the resulting screen, seen below, you may devise a new objective, enter it into the memo field
and choose whether or not this goal will also be added to the selected plan and problem in the
Service Plans Library. Additionally, there are fields for the date of entry for this objective, the
target date for completion, the number of sessions projected to achieve this objective and
whether or not it is a critical objective.

Alternately, you may click multiple checkboxes associated with existing objectives, fill in the
appropriate fields and click Save to add them to the client’s objectives list. When the list is

complete, click the Done button and the objectives will be saved in the client’s library
screen and added to his/her service record.
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New Short-Term Objectives

Short-Term Objectives

Describe an interest and participation in social and d
recreational activities

|
¥ Add this Shart-Term Objectives to Depression in the library
Entry Date: Target Date: SeSsions:
I?JQED_DEM IEIBI 1272004 I?’

[T Critical

Select Short-Term Objectives s from the Library

[ Implement positive seli-talk to strengthen feelings of selfacceptance, selfconfidence, and hope
Entry Date: Target Date: Sessions:

fsooos [ [

[T Critical

[T Asgsist the client in identifying hisfher unmet emotional needs and specifying ways to meet those needs
Entry Date: Target Date: SeSsi0ns:
I?QSQDDA

[ Critical

Teach and reinforce positive cognitive messages that facilitate the growth of the client's self-confidence and self-
acceptance

Entry Date: Target Date: SESsions:
I?QSQDDA

[T Critical

Adding Interventions to Objectives

To add an intervention to a client’s objectives, start from the Short-Term Objectives list screen,
which will display all of the client’s selected objectives and show an edit link (beside the edit icon)
associated with each objective. Click on the edit link to retrieve the Interventions screen.

On the resulting screen, seen below, you may devise a new intervention, enter it into the memo

field and choose whether or not this intervention will also be added to the selected plan and
problem in the Service Plans Library.
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New Therapeutic Interventions

Therapeutic Interventions Monitor and encourage the client's food conswunption ;l

¥ Add this Therapeutic Interventions to Depression in the library

Entry Date: Sessions: Provider:
I?’;QS;QDDJI IE IAamnsun, A reny j

Select Therapeutic Interventions from the Library

¥ Show all Therapeutic Interventions for Depression

[T Encourage the client’s participation in socialfrecreational activities that enrich life
Entry Date: Sessions: Pravider:

[Fr2ar2004 | |(Select fram List)  »|

o Arrange for the administration of psychological testing to facilitate a more complete assessment of the depth of the client's
depressian
Entry Date: Sessions: Provider:

[7r2ar2004 i |Momison, Mary =]

[T Assess the client's level of selfunderstanding about selfdefeating behaviors linked to the depression
Entry Date: Sessions: Pravider:

72372008 | | (Select from List) x|

[T Teach the client the connection between angry, iritable behaviors and feelings of hurt and sadness
Entry Date: Sessions: Provider:

72372004 | | (Select from List) =]

Additionally, there are fields for the date of entry for this intervention, the number of sessions
projected to perform this intervention and a drop-down for selecting the provider for this
intervention.

'5 The individuals seen on the provider drop-down list were established using the Relationships
link on the client’'s Record Summary. If you do not see the individual that you need to assign to
this client, go to the client’'s Record Summary and click the Relationships link on the record
navigation menu. Establish a secondary relationship between the client and the provider,
following the instructions under Staff Manager. Alternately, you may go to the Record Summary
of the individual you wish to make a provider and establish a primary relationship between the
provider and the client using the same instructions.

In the Select Therapeutic Interventions from the Library section, you may click the Show all
Therapeutic Interventions box to see all the interventions in the library that are associated with
this problem. When the screen repaints, you may make multiple selections among the existing

interventions, fill in the appropriate fields and click the Save to add them to the client’s
interventions list.

Be sure to click the checkbox next to each intervention you intend to add to the client’s plan.
Doing so will allow the entered date, session and provider to be recorded for the client. When the
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list is complete, click the Done button and the objectives will be saved in the client’s
library screen, shown below, and added to his/her service record.
Adding Techniques to a Client Plan

To add a modality to a client’s service plan, use the Techniques button on the
client’s library screen. The resulting screen, seen below, accesses the Modality Library.

Techniques
Modalities
CPT : :
Code Modality Type EditDelete
17478 Cognitive Behavioral Therapy “ 1

Modalities Notes:

CBT has worked extremely well in the past with this ﬂ
patient. He i=s open and responsive in ses=sions.

=
Recommended Level of Care
Level of Care Edit Delete
Inpatient % 11
Approaches
Approach Eidit Delete
Cognitive Restructuring N T
Insight Oriented N i

Approach Notes:

Cognitive Restructuring has accelerated the prngress.ﬂ

[~

To add a modality for this client’s treatment, click the New Modality button .On
the resulting screen, seen below, you may select any modality is part of the Modality Library for
this problem using the Modality Type drop-down.

o

'“ The modalities seen on this list were established in the Modality Library. If you do not see the
modality that you need for this client, go to the library and create the new modality following the
instructions under Modality Library, above.

The CPT code for this modality is automatically populated in the code field. Select a frequency

number (from 1 to 10) in the drop-down. Choose a modifier from the next drop-down. The choices
are Daily, Weekly, Monthly, Bi-Monthly or Quarterly. Select a provider from the drop-down.
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¢ The individuals seen on the provider drop-down list were established using the Relationships
link on the client's Record Summary. If you do not see the individual that you need to assign to
this client, go to the client's Record Summary and click the Relationships link on the record
navigation menu. Establish a secondary relationship between the client and the provider,
following the instructions under Staff Manager. Alternately, you may go to the Record Summary
of the individual you wish to make a provider and establish a primary relationship between the
provider and the client using the same instructions.

When you are satisfied with the structure of this new modality, click the Save button and you will
be returned to the Techniques screen. You may click the New Modality button again and add as
many modalities as needed.

Level of Care

To recommend a level of care appropriate for this client, click on the New Level of Care button
(_Mew Level of Care ) The resulting screen allows you to select a level from the drop-down. The
choices are Day Treatment, In-Patient, Intensive Out-Patient or Out-Patient.

Also check any modifiers for this care level from the three choices in the checkboxes below the
drop-down, Least restrictive alternative, Patient agrees with this level of care and This level of
care is available. When you are satisfied with the selections, click the Save button and the care
level will display on the Techniques screen.

Approaches
Within any given modality are several approaches that may be used with a client. To add a new

approach to the client’s treatment, click the New Approach button .

On the resulting screen, seen below, new approaches (that may be applied to any modality) are
available from the drop-down. The choices are Behavioral Techniques, Biofeedback/Relaxation
Training, Cognitive Restructuring, Confrontive, Insight Oriented, Solution-Oriented Brief Therapy,
Supportive Maintenance or Symptom Focused Education.

Click on the selected approach choice, then on the Save button. The approach will be added to
the Techniques screen.

When you are satisfied with all elements of the Techniques screen, click the Save button and the
new techniques will be saved in the client’s library screen, shown below, and added to his/her
service record.

Adding a Diagnosis to a Client Plan

Next to the Techniques button on the client’s library screen is the Diagnosis button ,
which allows you to add a diagnosis to the client’s plan and records. Click the Diagnosis button

and a screen with Axes | to V will display. Any diagnoses that have been made for this client will
be shown on the Diagnosis screen, seen below.

You may add as many Axis I, Il, Il or IV diagnoses as needed or none if certain Axes do not
apply to the client’s condition.
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Axis | Clinical Disorders

Code Diagnosis

3150 Attention Deficit - Inattentive type
31281 Conduct DisorderfAdolescent-Onset Type
Axis Il Personality Disorders

Code Diagnosis

3016 Dependent Personality Disorder

Axis Il General Medical Conditions
Code Diagnosis
There are ho Axls I Diagnoses
Axis IV Psychosocial and Environmental Problems
Diagnosis
Thete are no Axis IV Diagroses
Axis V Level of Functioning (GAF Score)

Current: Prior: Stress Severity:
|3 |4 |3 - Moderate »|

New Axis Diagnosis

Iew Axis | Diagnosis
Delete

]
]

Iew Axis | Diagnosis

Delete

llew Axis |11 Diagnosis

Delete

Iew Axis |V Diagnosis

Delete

To add a new diagnosis to any Axis (except Axis V), click on the New Axis button

(_ew Axis Diagnosis ) associated with the desired Axis. For any Axis you choose, the screen will
present the same format and functioning, seen below for an Axis | Diagnosis.

Add Axis | Diagnosis

Code |312.3

Diagnosis |Intermittent Explosive Disorder

* 7 Add this Axis | Diagnosis to |Anger Management

Select Axis | Diagnosis from the Library

" Show all Axis | Diagnosis

j in the library

& Shaw only Axis | Diagnosis for | Anger Managerent

Anxiety

[T 31381 Oppositional Defiant DAttentian Deficit’Hyperactivity Disorder (ADHD)
[T 31230 Impulse-Control DisorgAutism/Pervasive Developmental Disorder

[T 3128 Conduct Disorderé&da Elhend?d IFSmiIY ;
; : .. |Chemical Dependence
[ 3123 D|srup.t|ve Eleh:?wmr £ Conduct Disorder/Delinquency
[T 31401 Attention-Deficit/Hype Depression
[T 3148  Attention-Deficit'HypenDivarce Reaction

™ w71.02 Adolescent Antisocial|Eating Disorder

[

-

e Type

™ YB1.20 Parent-Child Relationalonel-oss Unresalved

The screen is divided into two sections. The first section allows you to devise a new diagnosis for
this client and also choose whether or not to add it to the Service Plan Library. If you do wish to
make this new diagnosis a part of the library, select a problem from the drop-down to which this

diagnosis will apply.
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Under the Select Axis Diagnosis from the Library heading, you may select an existing diagnosis
from the library to be added to the client instead of devising a new one or in addition to the new
one you have devised above.

By default, all the diagnoses for the selected Axis that are in the library will be listed. If you wish
to limit the choices displayed on the screen to only those related to a specific problem, click the
second radio button & and choose a problem from the drop-down, seen opened above. When
the screen repaints, you will be able to select from all the diagnoses for this problem that exist in
the library by using the associated checkboxes.

When you are satisfied with all selections on the Add New Diagnosis screen, click the Save
button and the new diagnoses will be saved in the client’'s Diagnosis screen and added to his/her
service record.

As mentioned, every Axis Diagnosis screen functions in the same way, but with data specific to
the Axis with which you are working, with the exception of the Axis V Level of Functioning score.

New GAF Score

A new Level of Functioning (GAF Score) can be entered directly on the Diagnosis screen, without
the use of a ‘new’ button. The Level of Functioning section will retain the last score that was
entered in the Prior field, but allow you to type in a new score in the Current field and make a new
selection from the Stress Severity field.

When you are satisfied with all elements of the Diagnosis screen, including Axis V, click the Save

button and the new diagnoses will be saved in the client’s library screen and added to
his/her service record.

Plan Review and Signature
When you have finished the process of selecting or creating all elements of the service plan for
the specific client, the appropriate staff member, clinician, parent, etc. will need to review and sign

the plan. From the client’s Service Plans screen, click the edit icon %, under the Review/Sign
column.

On the resulting screen, an entire plan within the Adolescent Library has been devised for the
client. By selecting the Printer Friendly Version link, the appropriate individuals can read and sign
the paper document. The paper version should be read, signed and filed in accordance with your
organization’s procedures.
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Hammond, Harry Adolescent Library Etinter Friendly Version

Primary Problem: Anxiety
Behavioral Definition

o Excessive anxiety, worry, or fear that markedly exceeds the normal level for the client's stage of develapment.
o Hypemigilance, such as feeling canstantly on edge, concentration dificulties, trouble falling or staying asleep, and a general state of iritability
« Excessive anxiety or worry due to parent's threat of abandonment, overuse of guilt, denial of autonomy and statug, friction between parents, or interference with physical activity

Long Term Goal

« Stahilize the anxiety level while increasing the ability to function on a daily basis.
o Resolve the key issue that is the source of the anxiety or fear.

Short Term Objective
o ldentify areas of conflict that precipitate anxiety
Entry Date: 07/29/2004 Target Date: 08/01/2004 Sessions: 2 Critical?: false

Therapeutic Intervention
o Assist the client in working toward resolution (e.g., using problem solving, assertiveness, acceptance, cognitive restructuring) of key past and present conflicts

Entry Date: 07/29/2004 Sessions: 0 Provider: Aaranson, Andres
o Ask the client to develop a list of key past and present conflicts within the family and with peers that trigger worry, Process this list with the therapist
Entry Date: 07/29/2004 Sessions: 2 Provider: Aaronson, Andres
o Implement positive self-talk to reduce or eliminate anxiety
Entry Date: 07/29/2004 Target Date: 08102004 Sessions: 4 Critical?: false

Therapeutic Intervention
@ Help the client develop reality-hased cognitive messages that will increase self-confidence in coping with fears and anxieties

Entry Date: 07/23/2004 Sessions: 4 Provider. Aaronson, Andrew
« Implement appropriate relaxation activities to decrease the level of anxiety
Entry Date: 07/29/2004 Target Date: 08/30/2004 Sessions: 0 Critical?: false

Therapeutic Intervention
o Teach deep muscle relaxation, deep breathing, and positive imagery as anxiety coping skills

Entry Date: 07/23/2004 Sessions: 1 Provider: Aaronson, Andrew
o Complete a medication evaluation
Entry Date: 07/29/2004 Target Date: 07/30/2004 Sessions: 1 Critical?: false

Therapeutic Intervention
o Refer the client to a psychiatrist for a medication consultation; confer with the peychiatrist before and upon the completion of the evaluation

Entry Date: 07/29/2004 Sessions: 1 Provider: Aaranson, Andres

Secondary Problem: Attention Deficit/Hyperactivity Disorder (ADHD)
Behavioral Definition

& Low self-esteem and poor social skills:

s Gives impression that he/she is not listening well

o Susceptibility to distraction by extraneous stimuli and intemal thoughts

« Poor organizational skills as demonstrated by forgetfulness, inattention to details, and losing things necessary for tasks

Long Term Goal
« Sustain attention and concentration for consistently longer periods of time.
o Improve selfesteem.
« Regularly take medication as prescribed to decrease impulsivity, hyperactivity, and distractibility
o Develop positive social skills to help maintain lasting peer fiiendships
Short Term Objective

Complete psychological testing to confirm the diagnosis of ADHD and/or rule out emotional factors.
Entry Date: 07/29/2004 Target Date: 08/05/2004 Sessions: 1 Critical?: false
Therapeutic Intervention

o Arange for psychological testing to confirm the presence of ADHD and/or rule out emotional prablems that may be contributing to the client's inattentiveness, impulsivity, and hyperactivity, give feedback to the client and
hisfher parents regarding the testing results.

Entry Date: 07/23/2004 Sessions: 1 Provider: Aaronson, Andrew
o ldentify and implement effective problem-solving strategies.
Entry Date: 07/29/2004 Target Date: 08/30/2004 Sessions: 2 Critical?: false

Therapeutic Intervention
o Utilize role playing and modeling to teach the client how to implement effective problem-soling techniques in his/her daily life {or assign the "Stop, Think and Act” exercise in the Brief Adolescent Therapy Homework
Planner by Jongsma, Petersan, and Mclnnis).

Entry Date: 07/23/2004 Sessions: 2 Provider: Aaronson, Andrew
o Teach the client effective problerm-solving skills (. 0., identifying the problem, brainstorming alternative solutions, selecting an option, implementing a course of action, and evaluating).
Entry Date: 07/23/2004 Sessions: 1 Provider: Aaronson, Andrew
o Take prescribed medication as directed by the physician
Entry Date: 07/29/2004 Target Date: 07/30/2004 Sessions: 1 Critical?: false

Therapeutic Intervention
o Manitor the client for peychaotropic medication prescription compliance, side effects, and effectiveness; consult with the prescribing physician at regular intervals

Entry Date: 07/29/2004 Sessions: 1 Provider: Aaranson, Andres
< Arrange for a medication evaluation for the client
Entry Date: 07/29/2004 Sessions: 1 Provider: Aaronson, Andres
o Delay instant gratification in favor of achieving meaningful long-term goals.
Entry Date: 07/29/2004 Target Date: 08/30/2004 Sessions: 3 Critical?: falze

Therapeutic Intervention
o Teach the client mediational and self-control strategiss (e.g., "stop, loak, listen, and think”) to delay the need for instant gratification and inhibit impulses to achieve mare meaningful, longer-term goals

Entry Date: 07/23/2004 Sessions: 4 Provider. Aaranson, Andrew
Add a Signature on File
Signature Date Type
Aaronson, Andrew 07/10/2004 On File

This illustration is a reduced-size facsimile of a plan page after signature. The printer-friendly
version is standard type size, usually consisting of several readable pages. The screen version is
standard screen font size and scrolls the entire document length, as needed.
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For the purposes of online record keeping and reporting, the signing individual should also select
the Add a Signature on File link. This link produces a screen where the signing individual enters
his name, the date of the signature, the client’s file number and clicks the Save button. As many
signatures as needed may be appended to this document.

Answers4 Digital Signature

Enter the "Signature On File" infarmation to sign this document,

| verify that | have received and filed a signed copy of this document far the person named belaw.

Signer * |s‘3«ar|:|nsnn, Andresy v |
Date Signed % ||:|;-f,r1 5004
File Number |1;-r;-f5|:|4

& Please be aware that by entering your name and the date, you (as the signing individual)
are making a binding statement that you have received, signed and filed a legal copy of the
treatment plan. Please regard this action as seriously as you would signing your name to any
document.

Service Log Summary

The Service Log keeps an automated record of all treatment sessions that have been entered
under the Sessions section. In the future, a billing module will operate from this section. At that
time, the Service Log will display in one place all billable services and functions, including
sessions, meals, housekeeping, etc. and any outsourced services your client receives.

Prognosis Summary

The Prognosis section allows you to enter a general prognosis and target date for this client and
edit it at any time. Clicking on the Prognosis title in the record navigation menu or the section
header brings the Prognosis screen into view.

Edit Prognosis

Pregnosis Rating * |(3.;..;..j -
Frojected Sessions IQD
Projected End Date |1EGDEDD4

Critical Objectives Achieved % |4|:| o

Select a rating from the drop-down. The choices are Excellent, Good, Fair, Guarded or Poor.
Enter the number of estimated sessions and the end date envisioned for reaching the desired
level of recovery. Looking at only the critical objectives that have been outlined for the client,
enter the percentage of those that have been achieved at the present time. You will be able to
update this number as progress is made.

When you are satisfied with all elements of the Prognosis screen, click the Save button and the
prognoses will be saved in the client’s service record.
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Discharge Summary

For any client being served by your organization, the goal is eventual discharge from your
program in an improved state. To see details of discharge criteria that have been selected for this
client, click on the Discharge title in the record navigation menu or on the Discharge section
header. A screen displaying all criteria and details will be displayed. You may change or remove
any selected criteria by using the edit % or delete icons ﬁl associated with the criteria.

To create or add new discharge criteria for this client, click the New Discharge Criteria button.
The resulting screen, seen below, is divided into two sections. The first section allows you to
devise a new discharge criterion for this client and also choose whether or not to add it to the
Discharge Criteria Library.

New Discharge Criteria

Criteria Appetite at acceptible levels and likely to stay ;I
there

¥ Add this discharge criteria ta the likrary

Select Discharge Criteria from the Library

[T Able to monitor own medication. Understands doctor and pharmacy instructions. Aware of dosage intervals and conditions. Follows instructions.
[ Injury 80% healed

™ Injury 100% healed

™' Responsive to authority

[T Obsessive compulsions 0% controlled

[T Obsessive compulsions 80% controlled

[T Ohsessive compulsions 100% contralled

[T Anger directed appropriately

[T Stuttering partially eliminated

[T Stuttering cormpletely eliminated

[T Can interact in job situation. Dresses appropriately, artives on time, is attentive, follows directions, learns job reguirements, remains on-task, is cooperative
[T Able to empathize and clarify feelings of hurt

Under the Select Discharge Criteria from the Library heading, you may select an existing
discharge criterion from the library to be added to the client instead of devising a new one or in
addition to the new one you have devised above. Select any desired criteria by clicking one or
more of the associated checkboxes.

When you are satisfied with all selections on the New Discharge Criteria screen, click the Save
button and the new criteria will be saved in the client’'s Discharge Criteria screen. When
the Discharge Criteria screen is complete, click the Save button and the data will be added to
his/her service record.

Client Notes Summary
Any client notes may be added to the notes summary, even if the information has been recorded
elsewhere in the treatment plan. Regular notes or DAP notes may be added at any time.

To see all notes that have been added to the specific client with which you are working, click on
the Client Notes link in the record navigation menu or on the section title within the main portion
of the screen. The resulting screen contains a list of all notes that have been recorded, listed by

date and note type. You may change or remove a note using the edit % or delete icons ﬁl .
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&7 Client Notes
Note Date Note Type Title Created By Edit Delete
07,/30/2004 1:40PM General Social Developrment Jan Walker %\ ﬁl
07,/03/2004 3:16PM General Social Integration Jan Walker %‘ ﬁl

To create a new note, click on the New Entry button . On the resulting screen, the
date, time and creator of the note will be pre-populated in the correct fields. Select the Note Type
from the drop-down, add a Title and type in the text of your note. Alternately, there is an active
DAP Notes link at the bottom of the page, if Data Assessment Plan (DAP) notes are preferred.
The name of the person creating the note (whoever is logged in) is automatically appended to the
note.

{Z7 Client Notes

#* Required
Note Date * |DB/03/2004 3:16PM
Note Type %* I vl
DARP
Admissions
Services
General
Title #* |Social Integration
Note % |Harrv has settled in well with the other clients in his age ;I
group. He is dewveloping friendly relationships with four in
the group.
[
Created By Jan Walker
DAP Motes

If a DAP note is preferred, click the DAP Notes link at the bottom of the page. On the resulting
screen, the date, time and creator of the note will be pre-populated in the correct fields. Select the
Note Type from the drop-down, add a Title and type in the text for the Data, Assessment and
Plan fields. The name of the person creating the note (whoever is logged in) is automatically
appended to the note. If a regular client note is preferred, click on the Reqgular Client Notes link at
the bottom of the page. See example of DAP notes under Group Notes below.

Group Notes

Generally, the individuals who have been organized into groups have some or many things in
common. Keeping notes about common issues is important, however, storing a repeated note in
the record of each individual member of the group is cumbersome and time-consuming. The
Group Notes function allows you to store the same note to each record in the group with a single
click on the Save button.

To create a note, start from the Group Notes screen, seen below. This screen contains the
names of all groups that have previously been created. You may view the existing members of
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each group (who will have this note attached to their records) by clicking on the members icon ﬁgﬁ
(To create a group and add members to it see Create a New Group and Adding Group
Members in Total Operations Management.) Click the underlined name of the group to which
you wish to add a note.

Group Notes (5 Edit Page )
Using the Group Motes screen the user can add a note to a group and the syster adds the note to each of the individuals in that
group. Select a group to add a note.

Name Description Members
Autism All of our clients diagnosed with Autism i
Speech All those needing speech therapy !
Bi-Folar Bi-Fuolar exploratory group i
Handicapped All handicapped ifa

The note entry screen will appear, as in the regular notes example in Client Notes above. The
date, time and creator of the note will be pre-populated in the correct fields. You select the Note
Type from the drop-down, add a Title and type in the text of your note. Alternately, there is an
active DAP Notes link at the bottom of the page, if Data Assessment Plan (DAP) notes are
preferred. The name of the person creating the note (whoever is logged in) is automatically
appended to the note.

The DAP (Data Assessment Plan) Notes link takes you to a similar page with more extensive
formatting that contains elements related to the Service Plan libraries, as seen below.

The Note Date field is pre-populated with the date and time of the note. A Note Type, either DAP,
Admissions, Services or General, can be selected from the drop-down. Enter a title for the note.
There are three large memo areas designed for:

» Data - Problem/diagnosis, social/family history, subjective findings, objective
findings and description of session content and process

» Assessment - Intervention results, therapist hypotheses, interpretation of client
behavior, diagnostic impressions and goals

* Plan - review or revision of treatment plan
The name of the note creator (whoever is logged in) is automatically appended to the note and a

link, Regular Client Notes, is provided to return to the regular notes screen, if needed. As always,
remember to click the Save button when done.
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(&7 Group Notes for Speech

Enter a note to be added to each group member

#* Reguired

Note Date * [ I6A0B/2004 5:41PM

Note Type * |D,&,p vl

Title * |Sucia|izati0n

Data In the last three weeks, intense socialization between the 3 members of the ;|
group has created an interdependence and an ability to suppart each other.
Self-help technigues are being shared and monitored by others in the group.

Assessment Private client interviews and clinician observation. =]

Plan The senice plans far all clients in this group will be updated to include an extra =l
group therapy session each week, preferably to replace one individual therapy
session.

Created By Andrew Aaronson

Regular Client Motes

Office Manager

Clicking the Office Manager link retrieves a page with thumbnails of the calendar and files, side
by side, as seen below.

Amy

@ Scheduling Calendar sofzi..  [5 Shared Files Eof§
" Update Mews June 2004 (Update Mews June 2004.doc)

Troubleshooting Guide (Troubleshooting Guide. daoc)

HC FAQs 2004 (HQ FAGQs 2004 doc)

General Intro & FAQs 2004 (General Intro & FAQS

June 2004
S M T W T F 5
1 2 3 4 5
. 7 8 §ag10-11 12
13 14 15 16 17 18 19
20 02 22 23 24 25 26

57 25 29 A0 2004.doc
G 2405 User Set-up Process (4403 User Set-up
s Process. doc)
Events occurring within the next 90 days. @,

0B/10/2004 10:004M MDT Eriar Woods hike
06/11,/2004 All day -- Therapists Convention
06/16/2004 3:00AM MDT Weekly Staff
08172004 11:004M MOT |n-service Training
06/19/2004 12:00PM MDT Company Picnic
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Scheduling Calendar

The event calendar stored in the Office Manager contains all the events that have been entered
by and for every person, organization-wide. This allows for a central scheduling individual, one
who has all the information necessary to conveniently coordinate meetings and make
appointments for individuals or groups.

The pagelet lists the next five (5) events for all schedules. To see the full calendar, as below, click
on the Scheduling Calendar title or on the numbers to the right of the title.

Scheduﬁng Calendar (_New Event ) (_Edit Event Typss ) (_Edit Attendss Statuses ) (%, Edit Page )
Today's Date: June 09, 2004 L=
<1 June 2004 i»
Sun Mon Tue Wed Thu Fri Sat

30 31 1 2 3 4 5[

“u5:008m MOT |

lvisekly Statt g

3 7 3 ~9 10 1 12|

“uBo0ammoT  |[SEroooamMmoT | day - |

[Wizekly Staft Friar Vwoods hike  |Therapists ﬂ

Convertion &

13 14 15 18 7 18 1813

“uTa00am MDT | B 1:004M MDT B Z00PM MDT ||

[Whizekly Staft In-zervice Training (Company Picnic g

20 21 22 23 24 25 26|«

“ug:00am MOT “u5:008m MOT “u4:00PM MDT >

DFT Board hieeting [Wizekly Staft Raindance Phone H

Conference &

pid 28 29 30 1 2 3z

“u@a00am MDT | % 1:004M MDT |

[vvzekly Stafi In-gervice Training g

Sun Mon Tue Wed Thu Fri Sat

Go To GoTo
Decernber 2003 S MTWT F g S MTWT F S August 2004
1

January 2004 123 September 2004
Eebruary 2004 2 3 4 5 8 7 & wEE g 1 Dctober 2004

March 2004 9 10 11 12 13 14 15 12 13 14 15 16 17 November 2004
—A il 2004 18 17 18 18 20 21 22 18 18 20 21 22 23 24 DiecemberZDDA
Apr U8 23 24 25 26 27 28 29 25 26 27 28 29 30 A —_——
30 3
(6o ) |06m9/2004 * (_GoToday )

(__Calendar Preferences )

Shared Files

The Shared Files pagelet displays the five (5) most recently posted documents by title and
document name. To directly access the document, click on the underlined title/name. To view the
complete list of files, click on the Shared Files section title or the numbers to the right of it. To
view any jpeg images or gif graphics contained in Shared Files in a slide show format, click on the

magnifier icon Q, at the bottom of the list (also see Slideshow, below).

[ shared Files 5:0fi this
Qstrich egg photo (Ostrich?. jpg)

Armenian cared vase (vasel jpog)

Lpdate Mews June 2004 (Update Mews June 2004 doc)
Troubleshooting Guide (Troubleshooting Guide. doc)

HO FALQs 2004 (HO FAQSs 2004, doc)

Q,
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Working with Shared Files

On the main Shared Files page, you will find a list and description of every file that has been
uploaded through HQ™ for your organization, which also includes the size of the file, the name of
the person who posted it and the date it was uploaded. These files can be accessed, edited,
deleted, locked or unlocked, organized into folders and rearranged to meet your organization’s
information needs.

Shared Files (Add File ) {_Add Muttiple Files ) (_New Folder ) ( %, Edit Page )
2 Collapse All S5 Expand All
Description Size Posted By Modified  Slides Versions Lock Reorder Edit Delete
(- Root Falder Q, i
Bl 4@l Contracts Q, i % 0
dl %ﬁ: Business Partner 140 KB Andrew Aaronson 07/08/2004 @, i’ % 1
] Subcontractor.doc Subcontractar 51 KB Andrew Aatonson 07/08/2004 @, i’ % T
El @l Images Q&s @ \ ﬁl
(] OstrichZ jpg Eﬁ;{';h e 7 KB Andrew Aaronson 07/08/2004 Q, & % T
(] waseljpy VAanS"neenlan cared 45 1B Andrew Aaronson 07/08/2004 Q, & % T
€0 Winijewel boxjog MMEwe ROSE 5 1@y andrew Aaronson 07082004 @, e & T
@ ek Bude - TR ik BUde a9 kg andrew Aaronson 070872004 @, (1 off & T
@ £105 Jeor Sety ’SSEF’,?DS;:; Sl 51 KB Andrew Aaronson 07082004 @, (] & T
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Instructions for accessing Shared Files via Web Folders (WWebDAN).

File Navigation

Each folder, if it contains any documents or subfolders, has an expand icon [®l next to it. Clicking
it will display all the documents or folders within that folder and change the expand icon to a

collapse icon [=]. To close the folder, click the collapse icon. If you wish to expand or collapse all
folders on the page, click either the Expand All or Collapse All tabs 2 collapse All = Expand All

You may access any document, graphic or file contained on the Shared Files tree, by clicking on

its underlined name. To open the slideshow, click on the magnifier icon O% (see Slideshow,
below). To work with document version control, if you have purchased this option, click on the

version icon (] to the right of the posted date. The locked and unlocked icons ﬁ ﬁj allow you to
perform file locking or unlocking functions, if you have been granted the proper permissions. You
may reorder any file or folder on the Shared Files tree using the two reorder icons t (see
File and Folder Reordering, below). To edit the original File Upload page for any given
document, click the edit icon A Y opposite the document’s name. If you wish to entirely delete the
document, click the delete icon ﬁ'

Locking and Unlocking Files

The locking/unlocking feature of Shared Files exists to prevent several users from making
multiple file/folder changes simultaneously, some of which would override or supersede others,
without regard to the permission status of the user or the importance of the edits.
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Locked folders or files are designated on the Shared Files screen by the locked icon @; unlocked
folders or files are designated by the unlocked icon ﬁj seen opposite the file or folder name.

The lock function of Shared Files operates under a series of universal rules from the WebDAV
protocol (not designed by BlueStep), which all WebDAV-compliant systems must follow. These
can be stated as a series of conditions, as described in BlueStep terminology.

Different locking interfaces are employed by every WebDAV compliant software application. All
Microsoft Office 2000™ (and later) products lock a file when they open it and unlock it by closing.
In WebDrive™ | locking and unlocking is controlled through a tab on the Properties dialog box,
after locking has been specifically enabled. Other clients/programs/processes support some form
of locking and unlocking, but the interface and its functioning is controlled by the structure of the
program and its specific configuration on your computer, not by BlueStep.

Locking Files

A fully locked (Primary or Secondary Lock) file or versioned file is restricted in regards to adding
content, editing, deleting, renaming, moving location and changing permissions. A versioned file
can be locked by anyone with at least Author permissions. Non-versioned files require Editor
permissions of the locking individual. A fully locked file results in other types of locks being
activated on other file(s) in the hierarchy. A Dependent-on-Child lock is created for the folders in a
direct line above the subject file back to the root level of the hierarchy. However, files and folders
that are not in a direct line back to the root, but may be contained within folders that are direct
line, remain unlocked.

Locking Folders

Any locking of folders must be done by users with at least Author permissions. A fully locked
folder results in other types of locks being activated on other folder(s) in the hierarchy. A
Dependent-on-Child lock is created for the folders in a direct line above the subject folder back to
the root level of the hierarchy. However, files and folders that are not in a direct line back to the
root, but may be contained within folders that are direct line, remain unlocked.

Folders may be locked either recursively or non-recursively. For a Recursive Lock, a Secondary
Lock is created for all sub-folders and sub-files below the subject resource, flowing down through
all levels of the hierarchy. For a Non-Recursive Lock, a Dependent-on-Parent Lock is created for
all files and folders on the level immediately below the subject resource, but not for any
hierarchical levels below the immediate level.

Unlocking Files and Folders

If you are the lock owner for the lock on any given resource, you may unlock the resource
whenever and from wherever (from Shared Files, Web Folders, WebDrive, etc.) desired. You will
always be able to go to BlueStep™ Shared Files and unlock it from there, in case the other
processes have operated or closed abnormally. Users with Editor permissions may override
locks, no matter who owns the lock.

L If at any time you receive an on-screen message stating that a particular function cannot
be performed with a file/folder in a Web Folder or if a Web Folder function fails to operate, go
directly to the website version of Shared Files where the file/folder is contained and check 1) the
locked/unlocked status of the item and 2) the permissions associated with that specific item.

Following the on-screen instructions and information, as well as requesting that an administrator

from your organization edit the permissions, will usually resolve any restrictions you have
encountered.
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Shared Files Manage Lock Screen

The Manage Lock screen is accessed from the lock/unlock icons @ ﬁ] in BlueStep’s Shared Files
page and the Manage Lock link on the Version Directory. The Manage Lock screen is divided into
two basic areas, Locks Affecting This Folder and Available Actions.

The Locks Affecting This Folder section is informational in nature. You may see what locks, if
any, apply to what file or folder functions and who owns the lock.

The Available Actions section lists varying checkboxes that you may use to work with the lock. If
you are not the lock owner, there may be no actions available to you, in which case, you would
need to contact the lock owner for assistance in making file or folder changes.

The Manage Lock screen can display many, many variations for each file/folder within the Shared
Files system. This makes for an almost unlimited number of possible informational combinations
on the screen. You will need to carefully read the screen for information concerning what is
locked and what actions you can take.

By going to the Root Folder in Shared Files, you can see all the locks throughout the Shared Files
system. There are dozens of possible locking configurations, depending upon the number of
files/folders and the factors listed below.

* The type of resource being locked — folder, file or versioned file
» The person who currently owns the specific lock on this resource

» The process (BlueStep™ Shared Files web interface, Microsoft Office™, Web
Folders, WebDrive, etc.) being used at the time of locking

» The permission level of the person working with the resource
* The type of lock that is applied to this resource

WebDAV and Web Folders

WebDAV support is integrated into many of the latest operating systems on current computer
systems and networks. When files and folders are stored on a remote server, such as those in
BlueStep’s Shared Files modules, the WebDAV protocol allows users of Windows, Mac or UNIX
computers to access these items with the same ease as accessing the desktop on the user’s own
computer. Microsoft’s client WebDAV support is called Web Folders. BlueStep™ has also
adopted this name for clarity and ease of identification.

Web Folders may only be used with operating systems and programs that have WebDAV
support. These include Windows™ 98/2000/NT/ME/XP and Microsoft Office 2000™ (including
later versions). Mac OS X™, Goliath™ for Mac OS 8.1, WebDrive™, Adobe GoLive™,
Macromedia Dreamweaver™ and many others also support WebDAV.

Web Folder Functions
Web Folders provide several distinct advantages and valuable benefits, including:

Drag-and-Drop functionality between user’s computer and online shared files
Multiple uploads and downloads of files and folders

File and folder locking to prevent simultaneous updates by multiple users

Easy availability and integration with the user’s desktop

Same online username/password for Web Folder access as for BlueStep access

|
[
|
|
|
m No need to use a browser for direct access of online files*
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* There are some advanced file and folder functions within HQ™ that only BlueStep sites support.
You will still need to use a browser to perform these functions.

In HQ™, any file may be posted though an online browse-and-upload procedure. Using
WebDAV, any file or folder may be added to Shared Files, accessed, moved, edited and deleted
using a drag-and-drop method (or other standard keyboard cut-and-paste technique). You may
use either method (browser-based or desktop) at any time to perform these functions - using one
does not preclude using the other when it is more convenient to do so.

Creating Web Folders

Users of BlueStep™ products may have access to one or many Shared Files, depending upon
the number of Teams, Connect™ sites or HQ™ systems available through their organizations.
For each Shared File you would like to have available on your desktop, you will need to create a
Web Folder. Once a folder is created for a specific Shared File page, you need never do so
again. The Web Folders will be available on your desktop (or other area in your file system) and
continue to reflect the current state of the online Shared Files unless you disconnect the folders.

At the bottom of each Shared Files page in BlueStep™, you will see a link Instructions for
Accessing via Web Folders (WebDAV). Open this link and find the instructions that apply to the
system you are using. Instructions are included for Windows 2000, XP, 98, NT, Mac OS X, Mac
OS 8.1 or Dreamweaver.

Any operating system may be configured in a variety of ways on any given computer. We have
made every effort to offer instructions that are specific, yet point you in the correct direction
should your OS vary from the usual set up. The important item in the instructions is the link
(beginning with “http...). Please be sure to copy-and-paste or type it into the appropriate field
exactly as shown, excluding quotation marks.

Using Web Folders

Once you have created a desktop Web Folder (instructions include adding a folder shortcut to
your desktop in most cases, but you may place it anywhere desired in your file system), you may
open it and use any of several methods to add, delete or move files, including drag-and-drop, Ctrl
C/Ctrl V, etc. Any actions that you take in the desktop folders will also occur within the Team™,
Connect™ or HQ™ Shared Files pages.

As noted above, there are some advanced file and folder functions within Team™, Connect™
and HQ™ that only BlueStep sites support. You will still need to access the Shared Files pages
online in order to perform these functions. They include: setting file and folder permissions and
overriding a file lock. Most WebDAV clients (Windows, GoLive, etc.) will also not allow you to
create a slideshow or use advanced locking capabilities. You will need to explore the capabilities
of your specific WebDAYV client and its configuration to determine which features are available to
you, as they are not exclusive to BlueStep and not controlled by our Web Folders interface.

Securing Web Folders

As with all BlueStep™ products, security is one of the prime concerns. All permissions and locks
available on the standard Shared Files pages are in force in the Web Folders. For instance,
online Shared Files that you do not have permission to edit will still be unavailable for editing
when contained in the Web Folder. Any folders that are locked in Shared Files will still be locked
in the Web Folder. Conversely, any permissions you have been granted to the files/folders in
Shared Files will also be fully granted in Web Folders.

L If at any time you receive an on-screen message stating that you may not perform a
particular function with a file/folder in a Web Folder or if a Web Folder function fails to operate, go
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directly to the website version of Shared Files where the file/folder is contained and check 1) the
locked/unlocked status of the item and 2) the permissions associated with that specific item.

Following the on-screen instructions and information, as well as requesting that an administrator
from your organization edit the permissions, will usually resolve any restrictions you have
encountered.

File Moving

You may wish to move a file from one folder to another. This is accomplished either through Web
Folders, as described above in WevDAV and Web Folders, or the Shared Files screen through
online functions.

On the Shared Files screen, start by clicking the edit icon % associated with the file. In the
resulting pop-up window, click the drop-down for File Location. All folders in the Shared Files
system will appear and you can select the new location for the file. Click the Save button when
you are satisfied with the selection.

In some cases, you may receive the error message @ Duplicate name: . Please
choose another name or location for this file. This is caused by attempting to move a file into a
folder containing an existing file of the same name. To correct this, either change the name of the
folder or move it to another folder where there will be no naming conflict.

File and Folder Reordering

You may change the order in which files and folders appear on the Shared Files tree. Any
document that you post will become the last file in its selected folder. Any folder you create will
become the last folder in the root folder or the last sub-folder within an existing folder. You can
move folders into any order and move their contents into any order by using the two reorder icons

@l Ml

The reorder files icon will appear to the right of all folders on your Shared Files tree. Click it
for a pop-up window displaying any documents/graphics that are in that folder, along with the
movement function keys. If there are no files inside this folder, the pop-up will be blank. In that
case, either there is nothing in the folder at all or the folder only contains other folders.

/3 Order - Microsoft Internet Explorer =10] x|

-

Order T

AA05 User Set-up Process
Introductory Chapter

HO FAQs 2004
Troubleshaaoting Guide
Update News June 2004

Mave to Taop
Wove Up 3
howve Up
Wove Down

Mowve Down 3

Move to Bottorm

Alphabetize

EIETIEICA T

To select multiple items click-and-drag or press Ctrl while clicking.

-
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The reorder folder icon will appear to the right of all folders on your Shared Files tree. Click
it for a pop-up that contains the list of all folders, along with the movement function keys. If there
are no folders inside this folder, the pop-up will be empty. In this case, either there is nothing in
the folder at all or the folder only contains files.

o

ﬁ‘ The reorder folder function is particularly useful in the case of the icon associated with the
root folder. Using it will reorder the main folders in your system to a format that is meaningful to
you and your organization.

Editing Files

The edit icon % may be used to edit any file, assuming you have the correct permissions to
perform that function for the specific file. The edit icon opens a pop-up window very similar to the
New File screen, on which you can rename the file, change its location (to the root folder or any
other existing folder) or provide a different file description. See the example below and also see
Adding Files, below, for comparison.

Le— Editing files from the edit icon does not allow you to change the content of the file. To
edit content, open the file and save it to a local drive on your computer. Open it from the local
drive and make any editing changes desired.

In some cases, you may receive the error message # Duplicate name: . Please
choose another name or location for this file. This is caused by one of two (2) operations:

» Attempting to rename a file of the same name as an existing file in the current
folder

» Attempting to move a file into a folder containing an existing file of the same
name

To correct this, either change the name of the file or move it to another folder where there will be
no naming conflict.

New Files and Folders

New files and folders may be added to HQ™ Shared Files through either the Web Folders
application, as discussed above, or the Shared Files screen through online functions.

The Shared Files page always contains a root folder, created when HQ™ was configured for your
organization. Any other files and folders that appear on the page have been added to the root by
administrators or by users in the organization who have the proper permissions. Whether you are
an administrator who is initially creating the folders/files for the Shared Files page or a user
adding new files to an existing Shared Files tree, the same process is used to build and populate
Shared Files.

Adding Folders

To effectively store files, it is most likely you will want to sort them into folders. Organization
Administrators or those who are familiar with your organization and its data storage needs are
usually the best qualified to decided which folders are needed and in what order they should
appear.

To add a folder, click the New Folder button on the upper right. On the New Folder
screen, enter a title for the folder as desired. The Folder Destination drop-down allows you to
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select any of the folders that exist in your Shared Files tree as a destination for the new folder. If
there have been no other folders created, only the Root Folder will show in the drop-down. If you
want the new folder to be one of the major folders in the system, select Root Folder as its

destination. If you want it to be a sub-folder of an existing folder, click on the appropriate folder
name.

J General Information ] Permissions

New Folder

# Required

General Information
Enter the name of the new falder.

‘1 Folder Name * |New Falder LY
Folder Destination ¥ |——Rom Folder-- =]
#* Required Sales Tearn Folder

Client Implementation

Client Proposals -
Proposal Templates
Completed Proposals

Client Contracts
Contract Templates
Completed Contracts

Client Licenses
License Templates -

When done, click Save. The new folder will appear on the Shared Files tree at the bottom of the
root folder or the bottom of the selected destination folder. You may reorder the folders now or at

any time in the future using the reorder icons (see File and Folder Reordering, above).
You may also at any time rename the folder or move its destination to the root or another folder
by clicking the edit icon %:. that appears opposite the folder name. To delete the folder entirely
and all its contents, click the delete icon ﬁ' associated with it.

In some cases, you may receive the error message # Duplicate name: . Please
choose another name or location for this folder. This is caused by one of four (4) operations:

» Attempting to create a folder using the same name as an existing folder in the
current folder

» Attempting to create a folder using the same name as an existing file

» Attempting to rename a folder the same name as an existing folder in the
current folder

» Attempting to move a folder into the current folder, which contains an existing
folder of the same name

To correct this, either change the name of the folder or move it to another folder where there will
be no naming conflict.

Adding Files

Once any necessary folders have been created, you may upload files to store in them. Any files
you wish to add to Shared Files must exist somewhere on your computer, on a CD in your CD
drive, on a floppy disk inserted in your floppy drive or accessible through network connections.
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Click the Add File button at the upper right of the Shared Files screen. On the New File
screen, seen below, click the Browse button. This will open a pop-up window displaying files,
folders, drives and networks on your computer, allowing you to navigate to the file you wish to
upload. If the file does not exceed 20 megabytes, click on the file name, which will place it in the
File to Upload field. If you choose to have the file known by a different name in Shared Files from
the original name in the source, type the new name into the Rename To field.

The File Location drop-down displays a list of all folders in your Shared files tree. You may select
any folder to contain the document or select Root Folder if the document is to be outside the
created folders. In either event, the file will upload as the last item in the selected folder or the
Root Folder. Enter a description in the File Description field, if desired.

If you have purchased the Version Control option, you may select to enable versioning at this
point or return to this screen later to enable versioning (see Document Versioning, for details).

In some cases, you may receive the error message @ Duplicate name: . Please
choose another name or location for this file. This is caused by one of three (3) operations:

*» Attempting to upload a file that already exists under this name in the current
folder

» Attempting to rename a file the same name as an existing file in the current
folder

» Attempting to move a file into a folder containing an existing file of the e
name

To correct this, either change the name of the file or move it to another file where there will be no
naming conflict. Also note that folders may not be named the same as an existing file name.

File Permissions

By default, file security is inherited from the permissions set on the Shared Files screen or from
higher in the organization structure. If you desire to set security for this specific file separate from
other files, click the Permissions tab. On the resulting screen you may choose from any of five (5)
permissions settings using the radio buttons.
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[ General Informmion] Permissions

Permissions

Use this page to control the level of access to content and functionality. Think in terms of publishing an article in a newspaper:
"Readers" can view content, "Participants" can respond to the content, "Authors" can create new content, and "Editors" can
modifiy or remove all the content in the newspaper.

{_Add Group ) (_Add Usar )

Mo Access Reader Participant Author Editor Remove
R R o O o ® o a
L Everyone o . ™
Y HQ Licensees s s e @ & o
L Registered Users @ 8 O & 8 i
O Unit Admins o O © e @ N
Legend
& Default Permission 55 Owerridden Permission ® Resetto Defaut Tl Remove
o New Permission T Cannot Remove

Additionally, using the Add Group and/or Add User buttons allow you to provide specific access to
this document for people and groups other than those listed, such as All Staff, Everyone, HQ
Licensees, etc., as seen above. Remember to click the Save button when done. Also see
Permissions in Administrative Options.

Click the Upload button at the bottom of the screen. The maximum upload size for any
file is 20 MB. Please be patient. Large files could take several minutes to complete, particularly if
being pulled from a floppy disk or through a network connection.

A Please click the Upload button only once. Clicking it more than once may result in locking
your computer or crashing your system, depending upon the size of the file and the programs
concurrently running.

When loaded, you may reorder the files using the reorder icons (see File and Folder
Reordering, above). You may also at any time rename the file or move its destination to the root

or another folder by clicking the edit icon % that appears opposite the document name. To
delete the file entirely, click the delete icon ﬁl associated with it.

Multiple File Upload

If you have several files to upload at once, the Add Multiple Files button or the

multiple files link Add Multiple Files will speed the process. The button is available on the upper
right of the Shared Files screen. The button and link are both seen on the File Upload screen.

This screen functions similarly to the individual File Upload screen (see Adding Files, above),
allowing you to browse your computer for the needed file, select a location and add a description.
However, there is no function to enable version control for any of these files at this time. After the
files have been uploaded, you may reenter the files individually from the Shared Files screen.
Using the edit icon, enter the Edit File screen, then click [~ Enable Version Control. See
Document Versioning, above.
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Multiple File Upload

Select the files to upload and type in a description. Large files could take several minutes to complete. After your upload is
finished, the next page will appear.

Files to upload
{(max upload is 20 MB for all files) Location Description

|C:\Documems and Settings\iwalkerl  Browse... | fanuals j |Getting Started, Chapter 1

|C:\DocumemsandSettings‘gwalker\l Browse... | tanuals j |Graphics

|C:\D0cuments and Settings\jwalker] Browse.. |R00t Faolder J |Cheat Sheet

4

|C:\D0cumentsandSettings\jwalker\l Browse... | Contractsj |F'ricing

IC:\Documents and Settingsywalker]  Browse... |R00t Faolder j IF'artners

L

Browse... IRuot Falder J

Browse... IRuot Falder j

Browse... IRuot Folder J

4

RRRERRRES

| |
| |
| Browse.. |Root Folder =| |
| |
| |

Browse... IRuot Folder j

As you are selecting the files you need (up to ten (10) at a timei verifi that the megabyte total
does not exceed 20 MB. If it does not, click the Upload button at the bottom of the
screen. Please be patient. Large files could take several minutes to complete, particularly if being
pulled from a floppy disk or through a network connection.

A Please click the Upload button only once. Clicking it more than that may result in locking
your computer or crashing your system, depending upon the size of the file and the programs
concurrently running.

When loaded, you may reorder any individually files using the reorder icons (see File and
Folder Reordering, above). You may also at any time rename the files or move the destination

to the root or another folder by clicking the edit icon % that appears opposite each file name. As
above, you may also enable version control from the Edit File screen. To delete a file entirely,

click the delete icon ﬁl associated with it.

Security Manager

The Security Manager area contains functions that are not visible to every user, but play a crucial
role in customizing and securing your HQ™ application.

Styles
The Styles page controls items that appear in the space between the dashboard and the main
navigation bar and to the right of the HQ Management logo and title.

62



HQ™ Manual
[

%
bluestep

Q

HQ Home
y' HQ Management System
|

The HQ logo and HQ Home titles on the left are unaffected by styles, but you may add graphics
and text to the dark blue area to the right using the editor box.

UL LI My Office  Tom  Stephanie  Quincy Sarah Amy Molly Carl Rachel Sam

The dark blue title/logo space is 47 pixels high. While you may add logos and text that are higher
than that, doing so will create unattractive edge distortions in the beige block containing the HQ
Home title.

Styles
#* Required
Appearance
Title/Logo Area  Inhetited
& Custom
%* D‘ ¥ @,nm@ Fort Style ¥ FontSizeY| B =——
CEEEAMCEE -2 EFoB
Utah Rangers
Loge | Inherited - j B Media Library
HQ lcon I Inherited - 'I

Using the editor box allows flexibility in placement of a logo, however you may also insert a logo
using the Logo field, which anchors the logo to the right end of the title/logo space. Any graphic
images that are entered in the Media Library will be available on the Logo field drop-down. By

clicking the media library link  Media Librar you can open the library directly and upload any
new images that you need. See Media Library, below.

The HQ Icon field applies to the HQ Home page, which displays the nine virtual managers. In
cases where the default icon for each virtual manager has been individually set to Inherited and
you would like them all to be an identical icon, this field provides icon selection from a drop-down.

HQ Administrators

The original person shown as the administrator for your HQ™ was designated at the time HQ™
was created for your organization. Additional people can be added and/or the original
administrator removed using the HQ Administrators page.
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Primary
Admin Name Email Remove

@ Andrew Aaronson noemailf@bluestep. net

" Betty Bronson noemailfbluestep. net ﬁl

" Chris Cook noemailfbluestep. net ﬁl

= Darla Draper noemailfbluestep. net ﬁl

To add a person to the list of administrators, click the Add User button . Alist of all
users will appear in a pop-up window. Scroll to the individual you wish to add and click on the
select link Select. The HQ Administrators screen will reappear with the selected individual added
to the list. You may do this as often as needed, just be sure to click the Save button when done.

If you want to change the Primary Admin, click on the radio button ™ opposite the name of the
new person you wish to designate as the primary. To remove an individual, click on the delete

icon ﬁl associated with their name. The Primary Admin does not have a delete icon. If you need
to delete the current Primary Admin, select another Primary Admin, click the radio button and

then click save . The HQ Administration screen will appear. Click the Manage button

, which will re-list the administrators, this time with a delete icon available for the
original Primary Admin. Click it and click Save once more.

& At virtually every level of Connect™, Relate™, Team™ and HQ™, the administrator has the
option of restricting or allowing use of data or any functions/features at multiple points. Please
heed the warnings concerning edit and deletion powers granted to administrators, and the serious
consequences they can have to your HQ™ and its data when in the hands of unknowledgeable
individuals.

Media Library

The Media Library is designed specifically for graphical images, audio and video files. Nearly any
graphic, audio and video file will be supported in the Media Library, depending upon the current
support inherent in the version of Internet Explorer™ (or other browser) that you or your
organization are using. Presently gif, jpeg, png, pdf, Flash, avi, mpeg, midi, wave, mp3, zip, exe
(for downloads) and others are storable and supported on the pages.

To add one of these types of files to the Media Library, click on the Media Library title under
Security manager or on the link ® Media Librar wherever it is displayed throughout HQ™.
The current contents of the library will display in a pop-up window. Click the Add Files button on

the upper right for a File Upload screen. If more than one file needs to be added, click the Add
Multiple Files button or Add Multiple Files link.
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% Media Library
File Upload =
Select the file to upload and type in a description. Large files could take several minutes to complete. After your
upload is finished, the next page will appear.
File to upload * || Browse... | Add Multiple Files
(Max upload is 10MB)
Description * |
* Required
=
& B e

Click the Browse button. This will open a pop-up window displaying files, folders, drives and
networks on your computer, allowing you to navigate to the file you wish to upload.

The Media Library has a 20 megabyte upload limit. If the file does not exceed that limit (or if the
total of all files to be added with the Add Multiple Files function does not exceed 20 MB), click on
the file name, which will place that name in the File to Upload field. The Description field will be
automatically filled, but you may change the description entry, if desired. Click the Upload button
and be patient. Uploading may take several minutes. When done, the Media Library screen will
reappear.

& Please click the Upload button only once. Clicking it more than once may result in locking
your computer or crashing your system, depending upon the size of the file.

To view a slideshow presentation of all the Media Library files, click one of the slideshow
magnifier icons O% . To edit the title or description of the file, click the edit icon % To delete the
file, click on the delete icon ﬁ'

Once content is uploaded to the Media Library, it is available for use any place that you see a

media library link ® Media Library or from the insert picture icon &
the editor box.

3] contained in the header of

Administrative Options

There are several options and operations that are available to HQ™ administrators. If you have
the correct permissions and licenses, these options and operations are accessible through an

Edit Page button (% Edit Page ) that will appear to you at the upper right of various screens
throughout the system. When you click the Edit Page button on a specific screen, a pop-up
window appears containing General Information, Styles and Permissions tabs. Any work that you
do on these screens will apply to the page on which you accessed the Edit Page button and to no
others.

Edit Page - General Information
Using this screen, you may re-title the page and add an italicized hint to the Manager link on the
HQ™ home page. You may decide to hide this page from navigation by clicking the ‘Do not show’
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box. From the Location field, you can open a drop-down, which allows you to move the page
location within the list of managers, which changes the order as seen on the home page.

The Introduction section contains a BlueStep™ Editor box. Using the Editor gives you the ability
to add text, links, graphics, fonts and tables, etc. to the page in much the same way that Microsoft
Word™ or Corel WordPerfect™ programs are used to format documents.

Edit Page - Styles
The Styles screen controls items that appear in the space between the dashboard and the main
navigation bar to the right of the HQ Management logo and title.

Since all BlueStep™ products operate in a hierarchical fashion, the styles selections placed here
will not be seen other places in the system. Any work that you do on these screens will apply to
the page on which you accessed the Edit Page button and to no others. Other than that
distinction, the Edit Page — Styles operates in precisely the same way as Styles under the
Security Manager.

Edit Page - Permissions

The HQ Administrator has the option of restricting or allowing use of data or any functions/
features at multiple points. Anything from a single field to the entire system may be included or
excluded for entire groups or individual users through the various Permissions screens.

By selecting the Permissions tab on a specific page, your Permissions settings affect that page
only. Any choices that you make on these screens will apply to the page on which you accessed
the Edit Page button and to no others. You may set permissions on the main screens of My
Office, Total Operations Management, Quality Control Manager, Service Manager and Office
Manager and many subsequent screens throughout the system.

The Permissions levels are defined as:

No Access — no admission of any sort to the item

Reader — permission to view contents only

Participant — permission to respond to content

Author — permission to create and add content

Editor — full permission to add, edit and delete content in any way

YYr¥yvyy

To activate any of these levels for a selected individual or group, click the radio button in the
appropriate column. Individual users may be added by clicking the Add Users button .
A list of all users presently in the system will appear, allowing you to search, then click Select to
add the needed individual. To add a group of users, click the Add Group button LA
list of the security groups that have been configured for your HQ™ will appear. Click on the
required group to add them to the permissions page. Once the users and groups have been
added, you may adjust their permissions in any way desired.
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General Information | Permissions

Permissions

Use this page to control the Jevel of access to content and functionality. Think in terms of publishing an article In a newspaper:
"Readers" can view content, "Farticipants” can respond to the content, "Authors” can create new content, and "Editors” can
modifiy or remove all the content in the newspaper.

Add Group

Mo Access Reader Participant Author Editor Remove
& al Staff s o O @ o o
Y Everyone ® e ™
Y HQ Licensees o o o ® o ™
o Registered Users ® o L9/ o 9 o
Y Unit Admins e e e & c o
Legend
W Dofault Permission 7 Owveridden Permission & Reset to Defawt [l Remove
o New Permission T Cannat Remove

Since permissions in all BlueStep™ products function hierarchically, the permissions granted at
the top level of the organization will flow down the organization until they are overridden by
selections made on a Permissions screen.

Edit Page — Shared Files

The HQ Administrator has the option of configuring the Shared Files page to display in a graphic
(Icon) format rather than the default (List) format. However, all of the functionality remains the e,
the page is simply displayed in a different layout. The illustrations seen in the Shared Files
section under Office Manager are from the standard Shared Files (List) format.

Turning on the Icon Format

If you have been designated an HQ Administrator, the Edit Page button will be visible to you on
the upper right of the Shared Files screen. When clicked, the General Information screen will
appear just as it does in the above discussion (see Edit Page — General Information), with the
addition of two (2) options available only on Shared Files.
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J General Information " Styles H Permissions

Edit Shared Files

# Required

General Information

Page Title * IShared Files ™ Da not show in site navigation.

~  HO Home Hint I n
Location I Amy H
Introduction O | b B vy ry @| Fort Style¥ FortSize¥ | B F U | EE = | S i=E &

AN PEE— % Z¥ 0B

View Type IL' 1 v|
L

¥ Show Posted By

Posted By

You may choose to have the names of the persons who have posted documents displayed or
hidden by using the checkbox. An unchecked Show Posted By box eliminates the Posted By
column on the List view and the Posted By line in the Icon view.

View Type
You also have the option of selecting the List view or the Icon view from the View Type drop-
down, which alters the layout of the main Shared Files page.

The Icon view defaults to display each folder in the root folder as a graphic, with the function
icons (slideshow, lock, reorder, edit and delete) seen below. Any files that exist in the root folder
have the slideshow, version, lock, edit and delete function icons shown below. To view the
contents of a different folder, click the View drop-down. In the example below, Contracts and
Images are also available to view.

If you mouse over any document within any folder, the information shown on the Shared Files List

view (file name, file size, name of the posting individual, last date the file was modified and file
description) becomes available, as shown in the small yellow box below.
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{_Add File ) (_Add Multiple Files J {_New Folder ) (%, Edit Page )

SharEd Files Q‘ if] View: IRoot Falder 'I

‘Hoot Folder ™

Contracts |
Images
[y

File: HG Quick Guide 2004, doc
Size: 8.9 KB

. |Posted By: Andrew &
HO Qi Mﬂziﬁiedfmfga};“gm NN Satup General Intro & FAGS

2004 pescription: HG Quick Guide 2004 | doc 2004.doc

QaFNT Q A&\ Q o & 1

=]
pag

Contracts i a5

QdElSNT QdEENg

Troubleshooting Update Mews June
Guide. doc 2004.doc

QD Qdd~d

Instructions for accessing Shared Files wia Web Folders (VebhDAN.

The Icon view is particularly valuable if you have many images stored in a Shared Files folder.
Nearly any graphic, audio or video file will be supported in Shared Files, depending upon the
current support inherent in the version of Internet Explorer™ (or other browser) that you or your
organization are using. Presently gif, jpeg, png, pdf, Flash, avi, mpeg, midi, wave, mp3, zip, exe
(for downloads) and others are storable and supported on the pages. These will appear as
thumbnail images, rather than icons, when the folder in which they are contained is opened, and
include the function icons, slideshow, lock, edit and delete.

{_AddFile ) {_Add Multiple Files ) {_Mew Folder ) (%, Edit Page )

ImagES Q, df “ @ View:l Images 'I

hlini jewel box jpg

QdND

Instructions for accessing Shared Files via Web Folders MebDssy,
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