AIM USER MANUAL

March 1, 2013

Chapter V ACTIVITY DATA (Service Units)

Activity input in AIM consists of crediting units of service to individuals
served by the provider. There are four (4) ways to enter activity data:

[ J

e Entry by a specific client

e Entry by scanner wand using
coded rosters

[ J

Entry by a specific service (i.e., activity)

the bar-code scanner and printed bar-

Entry by keyboard using the bar-code scanner screens

PART A: Entering Activity Units from the Service Screen

Click on Screen, then
Client, then Service.

The Activity Quick Find
screen will appear.

Enter the date range for
which you plan to enter units.

Type in the Find
box the first few
letters of the
Facility providing
the service which
you will be entering
units. Scroll to, the
Funding, Activity

] Activity Quick Find

Chd -\Title IC-1 Lamar

Cha -Titke Il C1 Lamar = 60
Ch -Title 11 C1 Lazy Acres
Ch -Title Il §1 Lazy Acres = B0

b -Title Il C1 \one Star

¥ Advanced Information Manager (AIM): User is Ac

File Edit Locate BEei==i5

Options  Window  Help

3
3

Clignk Client Info
Ackivity

Info and Referral

Emploves

Maintenance L4

Activity Matme Activity Group Program Grougp Funding Mapis Group

Congregate Meals - Title Il 1 07 - Congregste Me

Congregate Meals - o7

Congregate r-.-1EeaI:5:- itle Il

Congregate Meals -

Title Il 1 Special - Congregate Me

o7

Title Il 1 Special

- Congregate Me

Congregate Meals - Title Il 1 07 - Congregste Me

(Service). <

Double-Click on
the Activity to

Find: CM|

krch

Group

begin entering |

Source

o\ | [ Cancel |

units (or Single- Retrieve Data Frong: | 07.01/2005
C|I(?k_0n the Retrieve Data To: A7/31/2005
Activity and then

Click OK.
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6. If no Activity units have been entered, for this Activity, during the

date range specified, as yet, a window will pop-up asking if you
want AIM to display a blank screen where you can start entering
units of service. (If units have previously been entered for this
service, they will display in place of the blank window.)

%]

Question

“-?f" Mo rows were retrieved, dowou want ko display a blank screen where you can perform data entry?

| fes | [ Mo ]

7.  Click “Yes”, if you get the pop-up Question, otherwise proceed to
the next step.

NOTE: The name of the Activity you selected will NOT show as yet on
the Activity Screen, so be CERTAIN that you selected the Activity you
meant to select.

8.  The Activity Screen will be displayed.

=

. Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging

E File Edit Locate Screens  Opf E Ip E
e i g B | b ) $ iz 2 4 3 14 3
Clase Swwe  PrintScreen Fepo nggrt :Rec  Unds Cut Copy Paske  GuickFind  Previous Flext Firzt Last

Insert
SEM Last Mame, First Mane Sex Marital Stat, Race Units Last Service Status

9. Click the Insert icon from
the menu bar. The Client
Quick Find screen will
appear.

10. Double-click the first client's | iz peoreiat
name for which you are e =

going to enter units.

The Service Insert
screen appears, pre-
set with today’s date

. Client Quick Find

ClientID
000-21-00334
000-21-00335
000-21-00342
000-21-00344
000-21-00337

Last Name

Service Date: 08/19/2005

Service Units: (1.00

and 1.00 Service Unit.

Lok |

[Cancell

First Name

¥ Service Insert - Other Information E|

Middle Name

me(Last,First)

h

Status o
Active
Active
Active
Active
Active

Active |

-+ttt
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Click on the
Service Date fietd—_

and enter the date
for which you are
posting units.

Click on the
Service Units field
and enter the

Service Date:

Serice Units:‘ 20.00

07312005

number of units

L oK |

[concl

you are posting.
Click OK.

13.

14. The client's name

and some demo-

Screen 1 of 1

For Technical Support Call (888) 373-2050

graphic information

will display, along with the date, number of units, and Activity name.

. Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging - [Service - Un..

Eﬁile Edit Locake Screens  Options  Window  Help

@ S B € 2 v i 2 P M
Fave Print Zcreen Report Inzert Delete Rec Undo Cut Copy Gwick Find Previous Rlext First Last

Marital Stat.

SSN Race it =

Last Mame, First Mame

Sex

. @@‘

=]

Last Service Status

000-99-00454

ABRACADABRA, ABBY Female Maried 2 or more Race

20.00

20.00/07/31/2005

Active

15. Continue steps 9 -14 until you have entered all clients (records) for that
Activity (service).

[ =
. Advanced Information Manager, (AIM): User is Acting as provider: Your Average Council on Aging - [Activity - 07... g@@

5 File Edit Locate Screens Options  Window  Help - 0 X
I+ 8 & B #B % = & B 2 P
Clase Save Print Screen Report Inzert Deleke Rec Undo Cut Copy Paske Buick Find Previaus Mext First Last
CM - Title NIC-1 Lamar
55N Last Mame, First Mame Sex Matital Stat. Race Units Last Service Status
000-99-00434 ABRACADABRA, ABBY Female Married 2 or more Race 20.00(07/312005 | Active
000-29-00458  ALASKA, EANIE Ferale Married  White 20.00/07/31/2005 | Active
000-99-00399 BELARLS, LULU Female Widowed Aftican Ametic 20.00(07/31/2005 | Active
000-99-00465  KAZAKHSTAN, MOMIE Ferale Married  White 20.00/07/31/2005 | Active
000-29-00258 OREGOM, MONIE Female Widowed African Americ 20.00/07/31/2005 | Active
000-99-00011  SLYTHERIN, LULU Female Single African Americ 20.00/07/31,/2005 | Active
120.00

-+ttt
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If you exit from the Activity Screen and then go back in, choosing the
Activity and data range for which you just entered units, the name of the
Activity will display. You can also balance from this screen, as it keeps a

running total of the units entered (see screen above).

of which are acceptable:

Rosters to record clients’ un

service.

NOTE: There are several different strategies for entering service units, all

Monthly: Using this method, you enter the total units of service a client
received for the month and you use the Last Day of the Month of
service for the date of posting. This is useful if you use Monthly Service

its of service.

Weekly: Using this method, instead of waiting until the end of the
month to enter units, you tally them up weekly by client and you use
the Last Day of each of the Weeks of service for the dates of posting.
This is useful if you use Weekly Service Rosters to record units of

Daily: Using this method, you enter exactly how many units of service
a client received on each day the client received service. This is useful
if you want daily tallies to be able to track client participation frequency.

PART B

1. Click onthe Screens
menu item, then Client,

then Client Info.

This will bring you to the
Client Quick Find screen.

-+ttt

EFFECTIVE DATE: March 1, 2013

Entering Activity Units from the Client’s Activity Screen

¥ Advanced Information Manager [AIM): User is Acting

4 File Edt Locats

m_+

Scree

B

A Options  Window  Help

Clase Save Br Ackivity 4 Service b
Info and Referral
Employes

SSN; Makenance P Iname: Wil

*_Client Quick Find

Client 1D
000-21-00334
000-21-00335

Last Mame First Mame

000-99-00484
000-99-00325
000-99-00455
000-99-00037
000-00-00009
000-99-00455
000-99-00251
000-99-00128
000-99-00463

ABRACADABRA ABNER
ACROPOLIS MANNIE
AERPLAIN JEFFERSON
ALABAMA ANNIE
ALASKA EANIE
ALBERTA DAISY
AMAZON FENA
AMERICA JUdU

Type of Search

Show Active Clisnts Only

Find: |

O Clignt S8M

Middle Name

& Client Name(Last First)

Status
Adctive

Adctive
Active
Active
Artive
Adctive
Active
Active
Adctive
Active
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2. Type in the last name of the client for whom you are entering units of
service, then scroll to find the correct client and double-click on the
name.

3. The Client Screen for that client will display.
4. Click on the Client Actiyvity Quick Link button.

¥ Advanced Information Manager {AIM): User is Acting as provider: Your Average Council on Aging - [Client - ABR... g@@|
E File Edit Locake Screens Options  wWingddw  Help -9 x

- 8w & B 4 % v 4 B @®m £ 4 »r 4

Claze ZTave Print Screen Rieport Inzert Dielete Rec Undo Cut Copy Pstc Sick Find Previous Rlext Firzt Lazt
Quick Link K .
Assessmeni Client A.Ctl"i'lt_l,l |Eustom Screen ] [Hustel by Elienl] [ Waiting List ] [ Authorizations ] [ Retenal ]
[ Income Src ] [ Incomme Crint ] [ Other Info ]

5. The “Activity units provided grouped by SSN/Unique Identifying

Number” screen will appear with a “Service Insert —Other Information”
windO\)&/ on top.
~as - - - . '\'\:’T? (..:; : .-!'_f-".':'ﬁ .. gf@j@

S A e g it oy i
- hAdvanced Infor lANac Jser is Acting as provider:
.
B m & B # % o & i) < » 14 b
Cloze Fave Print Scregn Report Inzert Dl Rec Unda Cut Copy Pazte Pravious Mext Firzt Lazt

Activity units provided grouped hy SSN 8/18/2006

service Date Units Updated  Activity Name  Actraty Group  Program Group Funding Source  NAPIS Group

¥ Sarvice Insert - Other Information

Fram Date: IEi.-'[I'I.-'L-I_II_I |

To Date: (08/202005 |

e

6. Enter the date range for which you are posting units of service for this
client and Click OK.

—+t+ e\ /25

EFFECTIVE DATE: March 1, 2013 ACTIVITY DATA



AIM USER MANUAL

March 2013

7. The Activities that have been posted for the client and date range
specified (or a blank screen if no units exist) will display.

=

E File Edit Locate Screenms Optig E
e [ g B
Cloge Save Print Sereen Repart Inzert

Activity units provided grouped/by SSN

. Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging - [Activity - CM... g@@

- 8 X

3 k3 i) PE] 4 4 14 ]
(214 Unde Cue Copy Pazte Cluizk Find Previous Mzt Firzt Lazt

8/20/2005

000-95-00011 | SLYTHERIM LU

Senice Date Units Upbated  Activity Mame  Activity Graup

Prograrn Group  Funding S

ource  MAPIS Group

07/31/2005 20.00) 08£0/2005 | CH - Title 1C-1 | Congregate Title 11 C1 07 - Congregate
Lamar Meals - 2102 hieals
Total units provided tu:/ 000-29-00011 20

/

10.

11.

12.

13.

14.

14.
15.

Click Inse{t to begin entering units for this client.
The Activity Quick Find scree

* * Activity Quick Find

Wi" appear- -:.n-‘-pmemw:,.r -:..:. .zrm Nap‘scm‘" M ]
Type in the Fi n d bOX the fi rSt CMiTrHEHIU Lamar = 60 CungregaleMealsi Title Il &1 Special D?iCDngregeAeMe
feW Ietters Of the FaCiIity O -Thig Il C1 Lazy Acres < 60 Congregate Meals - Tithe Il C1 Special 07 - Congregate Me
providing the SerVice for WhiCh Ch -Title Il C1 Lone Star Congregate Meals - Title 1 07 - Congregate Me
you will be entering units. Scroll | i
to Funding, Activity (Service). | e S
Double-Click on the Activity to O

. . . . O Funding Source
begin entering units (or Single- g

Click on the Activity and then
Click OK.

A Service Insert window will pop-
up.

Double-click on the “Service
Date” field to highlight it, then Type Senice Units: 2[00

the Date for which you are posting
units.

% Service Insert - Other Information EI

senice Date: (0773172005

[ 824 l [Cancell

Double-click on the “Service

Units” field to highlight it, then type in the number of units for the
activity you are posting.

Click OK.

To enter another activity, click on the Insert icon again and follow
steps 7-14 above until all activities for this client have been posted.

-+ttt
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PART C: Entering Activity Units from the Bar Code Scanner Screens

r

1. Click on the File menu item, 4 Advanced Information Manager (AIM): Use
then Import, then Bar Code W Edit Locate Screens  Options  Window  Help
Scanner. =

Report Chel+R n  Feper

Quety Builder
Print Screen Chrl4+P
Prink Setup,.. keI

Imnpork L4 Bar Code Scanner

Export L4

2. The Import Bar Code Scanner
window will appear.

3. Click AIM Activity Service

Data.

Import Bar Code Scanner Data

The following screens guide vou through the process of imparting bar code
scanner data Select the radio button for the desired type of import data.

Exxit Alt+F4

4. Click “Next.”

The Import Wizar
screen will appear.

5. Click on the Insert () &AM Azsessment Data
icon. (#) &M Activity Service Data
6. A blank row will appear
across the screen
under all columns.
| Mest> | [ cCancel |

=

- - .1
% Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging - [Barcode Sca... E|E|E|
=

E File Edit Locate Screems Options Window  Help - O X

w8 Bl 48 p = 3 4 » 4 b
Close Zave  Print Screen Fieport A Undo Cut Copy Previous Mext First Last

i . Inzerk

EEEEEE .

’mport W‘Z“ L) Follgw the steps below to import bar code data Alternate Actions
Yiew to perfarm alternate action upan. Step 1:[_Read | Bar code scanner. Unverified data.
(2 igwr rawe har code scanner data Step 2:[mport | Bar code scanner data. Unverified data.
O wiew verified bar code scanner data. Step\3: “erified data. Maodified data.

Activity Mame  Lnits Service Date 55N Errar

T-m |

7. Click in the first field under the column headed Activity.

V-7
EFFECTIVE DATE: March 1, 2013 ACTIVITY DATA
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Wil 12/2/04 - 6e/S04
Activity Roster for; Your Average Coun

Act: Ch-Lazy Acres Grp: Congregate Meals - 2 Pgm; FSo- Title Il C1 NAPIS; 07

Start Date: Februsny, 01 2004 Instructon:

00 pat]  Sun|

T LT T T T 55
u at U

ABRACADABRA, RUPERT 000-53-00205 . l l_. l _4_-

[T DI Mnn[ Tuel Wedl Thu] Fr|| Satl Sun|

BUMBLE. ABEY 000-39.00358 - = e e e

IIlIlIIIIII]I[IIIIIIIlII Sunl 3

IIIIIIIIIII]I[IIIIIIIII Sunl 2

BUMBLE, MOMNBE (09000400 R,

A0 Sunl 5

CARROTTOR. NEIIS, DO0-55- 00180

10 Sunl 4

DOORIGHT. EBENEETER CO0.95-00094 . e e e

| M [ Sunl

HOOBAY, LWL DO0-S- 0048 o sssmssssmsmamses e e m A m e m e

IIIIIIIIIII]I[IIIIIIIII Sun| 1

JEEPERS. I 000 553-001 .

IIIIIIIIIII]I[IIIIIIIII Sunl 1

LOVELORIL VEWUS 000-33.004 35

10 . Sun| 1

FACROEOLY, BIFERT, DO0-S0-001ES | i rmrmrmre e manamsm o o T THE S & m m s mn mm

Note: the scanner does not need to touch the bar code. The laser
beam should be positioned so that it covers the entire bar code to be

On your Activity Roster, position the scanner over the bar code for

scanned.
9. Pull the trigger on the scanner. The scanner will beep twice, and
the activity code will appear under the Activity.
10. <TAB>to the
uU n itS ” field in the 3 Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging - [Barcode Scanner]
[ Fle Edt Locsts Scresns Options Window Help
AI M WindOW- é%:c E\ﬂc Prir % R@ ﬁ! Dcl%ﬂcc U‘::o i&t E&; Pn.:w: Ntxl IF::! L::IK
[{Tat EEEE M ollow the steps below to impart bar code data ternate Actions
11 " Typ €ea O for the ‘iew t\gerform alternate action upon FSltlep 1h.I Bar ED[;JE Ssanﬂedr : TJnvenﬁed data
number of units And | Siigeseiimer | Ssless e e lim

<TAB> over to the

Activity Narme

Error

Unk Semce Date SEN

Service Date.

EFFECTIVE DATE: March 1, 2013

ACTIVITY DATA
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12. Type in the Service
Date for which you

rovious

are posting units.
And TAB over to the
SSN/UIN.

YWiew to perform alwgnate action upon.
(21 iew raw bar codeNsganner data

O iew verified bar code danner data.

Follow the steps below to import bar code data

Step 1:(_Read | Bar code scanner. Unwverified data.
Step 2:(Import | Bar code scanner data. Univerified data.
Step 3 Verified data Modified data

Altemate Actions

Activity Mame  Units

Position the scanner

over the bar code for

13.

Servichdlate  SEN

|

Errar

the “SISN/UIN” field.

Wheek 104 -2 6504

Act: Ch-

Activity Roster for: Your Average Council on Aging
zy Acres Grp: Congregate Meals - 2 Pgm: FS:- Title 1l C1 NAPIS: 07 - Congregate heals

Start Date] February, 01 2004 IS tructon:

Act Barcode: ||I[|MININ NN 210038

TN T
ABRACADABRA, LULY Q003200001 o nimnnns
(00 A
ABRACARAGRA, RUPERT 000-33-00205,
10
BUMELE, ABBY D00-20-00084 o icrcrcccm s

10 T A

| IR F EOGHORNI 0SS AR

5

P

....................................

14.

Pull the trigger on the scanner. When accepted by the program,

the scanner will beep twice, and the client's SSN/UIN will appear
under the SSN/UIN column in the AIM window.

units. (See Below.)

NOTE: It is more efficient to type a “0” for the number for the units (or
the most common number of units) and scan all the SSN/UINs with the
same number of service units. Then, after the units have been imported,
go to the Services Screen, and change the unit numbers to the correct

15.

At the same time the SSN/UIN appears under the SSN/UIN column,

a new row will automatically be inserted with the Activity Code,
Number of Units, and Service Date as the row immediately above.

-+ttt

EFFECTIVE DATE: March 1, 2013
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16. Continue in this manner until all items on the Activity Roster have
been entered.

% Advanced Information Manager (AIM): User is Acting as provider: Your Average Council on Aging - [Barcode Sca... E‘@|E|
@_ File Edit Locate Screens Options Window Help g X

B M & EBE # % v 4 B 4 » 4

Clase Tave Print Screen Frport Insere Delete Rec Undo Cut Copy Paste Previous Mlext First Last

Import Wizard

Fallow the steps below to impart bar code data Alternate Actions
“iew to perform altemnate action upan. Step 1:[ Read | Bar code scanner. Unwverified data.
(&%iew raw har code scanner data Step 2:[Import | Bar code scanner data, Unverified data.
O %iew verified bar code scanner data. Step 3 Verified data. Wadified data.
Activity Name  Lnits Service Date  SSH Errar
210040 &.00 02/06/2004 [I00-98-00011 |
210040 4.00 0206/2004 [I00-93-00205 |
210040 3.00 02/06/2004 [I00-93-00005 |

210040 m 02062004 (S

17. Click on the Verify Button.

18. One by one, the rows will disappear, leaving only the rows that have
errors (if any).

19. Use the chart below to correct errors.

Error Condition Interpretation...

says...

no primary key value for Activity code is wrong in the Activity Name column. Check
foreign key ‘activity’ in the Activity number against the Activity number in the

table ‘scanner’ SC39 report.

no primary key value for The SSN/UIN for the client is incorrect. There is no such
foreign key ‘client’ in table | SSN for any client in the database. Check the SSN/UIN for
‘scanner’ that client in the AIM Client Screen and correct it.

primary key value for table | That particular Activity for that particular client on that
‘scanner’ is not unique particular date has ALREADY been entered. Either you
scanned the same bar-code twice, or if you have lots of
these messages, the service units you are entering are the
already in the system.

-+t |\ 10
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20.

After Correcting the rows you can correct, Delete the rows that
remain by pressing Delete Unverified data.

. Advanced Information Manager, (AIM): User is Acting as provider: Your, Average Council on Aging - [Barcode Scanner]

EFile Edit Locate Screens Options  Window  Help

- B =3 E L= Y L) & e 4 [ 2 4 4
Close Save Print Screen Report Insert Dielete Rec Unda Cut Copy Paste Frovious Mext First, Last
T :
"mport wjzard Follow the steps below to import bar code data Alternate Actions
“iew to perfarm alternate action upan. Step 1:[_Read | Bar code scanner. Unverified data.
(&) view raw bar code scanner data Step 2:[mport | Bar code scanner data. Unverified data.
O View verified bar code scanner data. Step 3; Verified data. Modified data.
Activity Name  LUnits Serice Date SSN Errar
210040 10.00 11/10/2004 [I00-33-00037 [ primary key for table 'scanner’ is not unigue
21. Click on the “View verified bar code scanner data” radio button.

3 Advanced Information Managez (AIM): User is Acting as

provider: Your, Average Council on Aging - [Barcode Scanner]

@_File Edit Locate Screens Opfions  Window  Help

) View verified bar code scanner data.

B w8 /B # % 9 ; 4 » 14 g
Claze Fave Print Fergn Rzpart Inzzrk Dizlets Rec Unda Cut Copy Pazke Previcuz Plaxt Firzt Lazt
Eakes go/ i
"m rt w"zard Fallow the steps below to import Baxgode data Alternate Actions
“iew to pgffarm alternate action upon. Step 1 Bar code scanner. verified data.
O Wiew raw bar code scanner data Step 2 Bar code scanner data. Werified data.

Step 3:[Accent | Verified data.

MModified data.

35N Last First Marme Units  Service Date  Description  Activity Group Prograrm Funding Sourc
000-93-0020BC00KMARK.  |RUPERT 4.000206/2004  JCh-Lamar Congregate Meglamar Title Il C1
000-29-0001 SLYTHERIMN LULL | 5.DDP2IEIEI2004 Ch-Lamar Congregate hMealamar Title Nl C1
000-99-0003 AERPLAIM JEFFERSON | 3.DD|11I1DI2004 Cht-Lamar Congregate Mealamar Title Ml C1

DO NOT make any changes from this screen. If you see mistakes

on this page, make a note of them and correct the information from

Follow the steps below to impart bar code data

Step 1. Bar code scanner.
Step 2 Bar code scanner data.

|~ Step™s: (Azzent) Verfied data,

22.

the Service Screen.
23. Click Accept Verified

data. \
24.

Again, one by one the rows will disappear.

EFFECTIVE DATE: March 1, 2013

ACTIVITY DATA
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25. From here, you can either click Close to close the Import Service

Unit function or you can click “View raw bar code scanner data”
to and repeat steps 5 — 26.

NOTE: If you don’'t have a bar-code scanner, but you're quick with a
number key-pad, you can follow the instructions above, but in place of
SCANNING a BAR CODE, you will TYPE the BAR-CODE (the number
appears beside the Activity Code and the Client’'s ID/SSN). Once you
have all the information typed in the FIRST line you inserted, simply tap
the ENTER KEY on your keyboard and the information will automatically
fill in for the next row and be ready for you to TYPE then next client

ID/SSN!

-+ o ]2
EFFECTIVE DATE: March 1, 2013 ACTIVITY DATA



