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This guide was written for use with the Ryan White Information Services Enterprise (R.1.S.E., typically
referred to as RISE) software version 1.0. This guide and the RISE software described in it are
copyrighted, with all rights reserved. This guide and the RISE software may not be copied, except as
otherwise provided in your software license or as expressly permitted in writing by Health and Hospital
Corporation of Marion County.

All other trademarks and service marks are the property of their respective owners.

Copyright © 2008 by Health and Hospital Corporation of Marion County, Incorporated. All rights reserved.

UNDER NO CIRCUMSTANCES INCLUDING NEGLIGENCE, SHALL HEALTH AND HOSPITAL
CORPORATION OF MARION COUNTY (HHCORP), ITS LICENSORS OR THEIR DIRECTORS,
OFFICERS, EMPLOYEES OR AGENTS BE LIABLE FOR ANY INCIDENTAL, SPECIAL OR
CONSEQUENTIAL DAMAGES (INCLUDING DAMAGES FOR LOSS OF BUSINESS, LOSS OF
PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION AND THE LIKE)
ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE OR ITS DOCUMENTATION,
EVEN IF HHCORP OR AN HHCORP AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. SOME JURISDICTIONS DO NOT ALLOW THE LIMITATION OR
EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES SO THE ABOVE
LIMITATION OR EXCLUSION MAY NOT APPLY.

Contact

Health and Hospital Corporation of Marion County

3838 North Rural Street

Indianapolis, IN 46205-2930

Tel: (317) 221-2000

Technical Support: Scott Gardner, sgardner@hhcorp.org
Project Manager: Suzanne Leeke, sleeke@hhcorp.org

HIV Program Director: Mike Wallace, mwallace @hhcorp.org
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1. Introduction
1.1. System Description

The Marion County Health Department (MCHD) created the RISE application and
database to track eligibility and enroliment for the Ryan White Grant program and
manage payments for HIV services.

Established by the Ryan White Comprehensive AIDS Resources Emergency Act 1990
and most recently reauthorized as the Ryan White Treatment Modernization Act of 2006,
the program is administered by the Health Resources and Services Administration
HIV/AIDS Bureau. The program is named for Ryan White, the Indiana teenager whose
courageous struggle with HIV/AIDS and against AIDS-related discrimination helped
educate the nation.

The system performs the following:

Captures provider contract and budget data per grant year
Automatically determines fund source for payment

Tracks fund balance of all grant monies

Captures and reconciles payments

Aggregates invoice payments at provider level

Produces reporting for provider’s patient accounting
Captures all change history in audit tables

Captures data for Ryan White Program Data Report
Transfers provider budgets

Uses “Rules Engines” for Insert/Edit/ of services

Produces management reports

Produces a Patient Account Report to accompany check to service provider

The intended user of the system is MCHD HIV Ryan White staff who enter all client
information and services, as well as the MCHD Grants staff who make payments.

1.2. Purpose

This RISE Guide - System Administration is intended to assist the system
administrators of the RISE application in standardizing client information and configuring
and managing service provider contracts, fund sources, budgets, patient accounting and
service payments.

1.3. Revisions to this Guide

Revisions to this guide are made on an as-needed basis determined by the Program
Director, Project Manager and Software Engineer. The most current guide will be stored
in a secure location on the network. A Revision History will accompany this guide and be
stored in the same location on the network, until a more formal versioning solution may
be implemented. Users will be notified of updates via company email bulletins.

1.4. Technical Support

For any issues with your software or this guide, please contact Health and Hospital of
Marion County Technical Support at:

Tel.: (317) 221-3322
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Email: sgardner@hhcorp.org

1.5. System Information and Requirements

RISE is an Intranet web-based application that must be accessed from within the Health
and Hospital Corporation network.

System Requirements:

Company standard operating system and Web browser

System Information:

Architecture: .NET 2.0 Framework

Coding: Visual Studio 2005 in VB.NET

Database: SQL Server 2000 database

Authentication and designated roles: Active Directory

Scanning of documents: integrated OnBase Enterprise Content Manager

1.6. Acronyms and Abbreviations
The following acronyms and abbreviations are used throughout this guide:

Term/Acronym Definition

AMA American Medical Association

CADR/RDR Ryan White Program Data Report (originally known as the Ryan
White CARE Act Data Report)

CFDA The Catalog of Federal Domestic Assistance

CPT Code Current Procedural Terminology developed by the American
Medical Association

DOB Date of Birth

EIS Early Intervention Services (Part C)

EMA Eligible Metropolitan Area (Part A)

Fee For Service

Service Categories without a contract

HHCORP Health and Hospital Corporation

HIV Human immunodeficiency virus

HRSA US Department of Health and Human Services, Health Resources and
Services Administration (www.hrsa.org)

ICD9 International Statistical Classification of Diseases and Related Health
Problems

IDU Risk: Injection drug User (used on CADR report)

MAI Minority Aids Initiative

MCHD Marion County Health Department

02008 Health and Hospital Corporation of Marion County
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Term/Acronym Definition

MSM Risk: Men who have sex with Men (used on CADR report)

Part A The part of the Ryan White HIV/AIDS Program that provides
emergency assistance to localities (Eligible Metropolitan Areas
or EMAs and Transitional Grant Areas or TGAS)
disproportionately affected by the HIV/AIDS epidemic.

Part C The part of the Ryan White HIV/AIDS Program that supports
outpatient primary medical care and early intervention services
to PLWHA through grants to public and private non-profit
organizations. Part C also funds capacity development and
planning grants to prepare programs to provide EIS services.

PLWHA People Living with HIV/AIDS

Rx Medical prescription

R.I.S.E./RISE Ryan White Information Services Enterprise

RWG Ryan White Grant

Service Provider Doctor, Hospital, County Health Department facilities

TGA Transitional Grant Area (Part A)

Tx Treatment

TFM/TMF Transgender female-to-male (TFM)

Transgender male-to-female (TMF)
1.7. Organization of this Guide

For ease of use with the application, this guide is organized according to the

MAINTENANCE screen in RISE.

Client Information
o Demographics
o Population Indicators
Financial/Income Information
o Payment Frequency
o0 Income Verification
o Sliding Fee Scale
Insurance Information
Contact Types
Medical Information
o Disease and Immunization History
0 Lab Tests and Screenings
o Mental Health
0 Substance Abuse
0 Treatments and Treatment

Service Categories and Services
Service Provider Information

02008 Health and Hospital Corporation of Marion County
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o Contracts
0 Budgets
o CADR/RDR
Fund Sources
RISE System Variables
o Alert Variables
o0 RISE Variables
0 Business Rules

1.8. Conventions Used in this Guide
Menu choices are in bold text.
Best practice suggestions, hints and tips are denoted with a Il graphic.

All data displayed in the screenshots throughout th is Guide are fictitious. No
actual Client information is used in this Guide.
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2. Process Overview

2.1. Ryan White Grant (RWG) Process Diagram
The diagram below depicts the business workflow of Short-term Part A and Part C
contracts......
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2.2. Logging in to RISE

Various levels of security have been established to ensure strict compliance with client
confidentiality. A User is assigned to a defined role in the system. This allows the User to
have access only to the information specific to his or her role.

1. Inthe address bar of the Web browser window, type the following URL:
http://rwg/rwg2/login.aspx

2. Click the green text that says “RISE Login”.

A Login - Microsoft Internet Explorer. provided by Health And Hospital Corporation E]E]@
File  Edit  View Favorites Tools  Help H.‘

@Back - @ - d \g _;\J /__ISearch \EI_..'\'S’Favorites {_4 .' I,_".

Address |@ hitp: ffrwgfrwgz flogin, aspx v| d G0

% m home E printi help E logout

Links **

RISE Login

1%, Health and Hospital Corporation of Marion County, Inc.

@ Error on page. ‘-} Local intranet

3. Enter your network UserName and Password . Choose your Domain from the
dropdown list.

4. Click the Login button to log in to RISE.

UserMarme: |

Password: | ;

Domain |HAHPDCT ¥ |
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5. The Welcome screen displays as shown below.

2} Welcome to the Ryan White Grant Site! - Microsoft Internet Explorer provided by Health And Hospital Corporation E]E]L]
File Edit Wiew Favorites Tools Help ﬂ'

@Back L =P | \ﬂ \g ._I\J /.-'Search ‘zl_.:’Favorites {ﬁ |_' .,}_
Address |@ http:f frwgfRiwG2 Default, aspx V| Go  Links ™

tad

home E printi help E logout

Clignt Cli

TCkreaon Fayments Reports . 111 Admin

Cuest Home

Welcome to the Ryan White Information Services Enterprise (RISE)
Click on a tab above to get started,

@ Daone &3 Local intranet

6. Click on the Admin tab of the navigation panel to access the Admin Maintenance
screen. This screen is discussed in detail in the following section.
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3. The System Administration Screen

3.1. Overview

There are tables in the system that must be maintained to have the system run properly.
The tables need to be set up initially and then maintained on a regular and as needed
basis.

The System Administrator will use the System Administration screen to access and
maintain tables that run the system.

IMPORTANT NOTE:

It is important to note that nothing may be deleted from a table once it has been
u entered. The system does allow a show/hide checkbox to activate or inactivate a
record, but the information cannot be deleted.

If changes are made to data in a maintenance table, the new or changed data is only
available to the User after his or her screen is refreshed. For example, if the System
Administrator adds a Fund Source, the User needs to refresh their screen to be able to
see the new Fund Source in the dropdown list of choices.

System Administration

From any screen in RISE, four options are available in the top right corner of the screen.
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Home returns to Welcome screen

Print allows System Administrator to print active screen to printer of his/her
choice

Help activates online help

Logout navigates to RISE Login screen

3.2.  Navigation

The System Administration screen is organized according to the maintenance tables in
the system. Each table is represented by a clickable link.

Client Information

Contract Information

Financial/lncome Information

Insurance Information

Medical Information

Risk Information

Service Categories

Service Provider Information

Fund Source Information

Business rules/variables associated with each of the above

From any screen, the Administrator may navigate using the following:
Click on the left navigation menu bar to navigate directly to the screen he
or she needs

Click on the System Admin tab of the blue menu bar (clickable from any
screen other than the System Admin screen itself)

Click on Administration in the red title bar below the blue menu bar

Click on the word Home or Admin in the right hand corner below the red title
bar from any Administration screen

3.3. Client Info

The Client Info section includes information about the client status, enroliment types, HIV
and HIV AIDS status, HIV source verification, ethnicity, race, and population indicators.

3.3.1. Client Status

Client Status is the category used to describe the status of a Client in the RISE
system.

1. Click on the Client Stats link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add Client Status
Manage Client Status

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Client Status:

1. Type the name of the Client Status into the empty text box in the Add
Client Status panel and click on the Insert button.
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2. The Client Status then appears in the Manage Client Status panel.

IMPORTANT NOTE:

For historical purposes, other Statuses are available but set to
[l | Active Status = False. At the time of developing this Guide, the
only two Statuses that should be “Active” and appear in the
dropdown menu are Active and Inactive .

Client Status

To Edit a Client Status:
The only change that may be made to a Client Status is to make a Status
active or inactive.

1. Click on the Edit link next to the Status to be changed in the Manage
Client Status table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Client Status. If a Status
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

4, When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.
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5. When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.

Client Status EDIT

3.3.2. Inactive Reason

Inactive Reasons are those reasons a Client may be inactive. For example, the
Client may have moved, died, obtained private insurance, etc.

1. Click on the Inactive Reason link on the System Administration screen
to access the screen shown below.

2. The screen is divided into two sections:
Add Inactive Reason
Manage Inactive Reasons

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Inactive Reason:

1. Type the name of the Inactive Reason into the empty text box in the Add
Inactive Reason panel and click on the Insert button.

2. The Inactive Reason then appears in the Manage Inactive Reason panel.
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Inactive Reason

To Edit an Inactive Reason:

The only change that may be made to an Inactive Reason is to make a Reason
active or inactive.

1.

Click on the Edit link next to the Reason to be changed in the Manage
Inactive Reason table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Inactive Reason. If a
Reason should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Inactive Reason EDIT

3.3.3. Enroliment Types

Enroliment types are categories into which an enrollee might fall. For example,
the enrollee may be NEW or a RECERTIFICATION.

1. Click on the Enroliment Type link on the System Administration screen
to access the screen shown below.
2. The screen is divided into two sections:
Add Enrollment
Manage Enrollment Types

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Enrollment Type:

1. Type the name of the Enrollment Type into the empty text box in the Add
Enrolliment Type panel and click on the Insert button.

2. The Enrollment Type then appears in the Manage Enrollment Types
panel.
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Enrollment Types

To Edit an Enrollment Type:

The only change that may be made to an Enrollment Type is to make a Type
active or inactive.

1.

Click on the Edit link next to the Type to be changed in the Manage
Enrollment Types table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Enrollment Type. If a
Type should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Enrollment Types EDIT

3.3.4. HIV Status

HIV Status is the category used to describe the medical status of a Client who
has been diagnosed with HIV.

1. Click on the HIV Status link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add HIV Status
Manage HIV Status

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an HIV Status:

1. Type the name of the HIV Status into the empty text box in the Add HIV
Status panel and click on the Insert button.

2. The HIV Status then appears in the Manage HIV Status panel.
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HIV Status

To Edit an HIV Status:

The only change that may be made to an HIV Status is to make a Status active
or inactive.

1.

Click on the Edit link next to the Status to be changed in the Manage
HIV Status table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an HIV Status. If a Status
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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HIV Status EDIT

3.3.5. HIV AIDS Status

HIV AIDS Status is the category used to describe the medical status of a Client
who has been diagnosed with AIDS.

1. Click on the HIV Status link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add HIV AIDS Status
Manage HIV AIDS Status

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an HIV AIDS Status:

1. Type the name of the HIV AIDS Status into the empty text box in the Add
HIV AIDS Status panel and click on the Insert button.

2. The HIV AIDS Status then appears in the Manage HIV AIDS Status
panel.
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HIV AIDS Status

To Edit an HIV AIDS Status:
The only change that may be made to an HIV AIDS Status is to make a Status
active or inactive.

1. Click on the Edit link next to the AIDS Status to be changed in the
Manage HIV AIDS Status table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an HIV AIDS Status. If a
Status should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

4, When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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HIV AIDS Status EDIT

3.3.6. HIV Source Verification

HIV Source Verifications are official methods that were used to verify the
client’s HIV status, such as western blot, physician certification, etc.

1. Click on the HIV Source Verification link on the System Administration
screen to access the screen shown below. Or, navigate to the screen
using the left navigation bar if more convenient.

2. The screen is divided into two sections:
Add HIV Source Verification method
Manage HIV Source Verification method

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an HIV Source:

1. Type the name of the HIV Source Verification method into the empty text
box in the Add HIV Source Verification panel and click on the Insert
button.

2. The HIV Source Verification method then appears in the Manage HIV
Source Verification panel.
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HIV Source Verification

To Edit an HIV Source Verification method:
The only change that may be made to an HIV Source Verification method is to
make a Type active or inactive.

1. Click on the Edit link next to the Source to be changed in the Manage
HIV Source Verification table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an HIV Source. If a
Source should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

4, When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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HIV Source Verification EDIT

3.3.7. Ethnicity

Ethnicities are cultural groupings of human beings, such as Cuban, Hispanic,
Puerto Rican, etc.

1. Click on the Ethnicity link on the System Administration screen to
access the screen shown below. Or, navigate to the screen using the left
navigation bar if more convenient.

2. The screen is divided into two sections:
Add Ethnicity
Manage Ethnicity

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Ethnicity:

1. Type the name of the Ethnicity into the empty text box in the Add
Ethnicity panel and click on the Insert button.

2. The Ethnicity then appears in the Manage Ethnicity panel.
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Ethnicity

To Edit an Ethnicity method:

The only change that may be made to an Ethnicity is to make an Ethnicity
active or inactive.

1.

Click on the Edit link next to the Ethnicity to be changed in the Manage
Ethnicity table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Ethnicity. If an Ethnicity
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Ethnicity EDIT

3.3.8. Race

Races are groups of human beings related by common descent or heredity.
1. Click on the Race link on the System Administration screen to access the
screen shown below.
2. The screen is divided into two sections:
Add Race
Manage Race

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Race:

1. Type the Race details into the Add Race panel and click on the Insert
button.

Race Code: a custom acronym for the name of a race
Race: the name of the race

2. The Race then appears in the Manage Race panel.
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Race

To Edit a Race:
The only change that may be made to a Race is to make a Race active or
inactive.

1. Click on the Edit link next to the Race to be changed in the Manage
Race table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Race. If a Race should
not be displayed, click the checkbox to remove the check and make the
status False. To reactivate, simply check the box again to replace the
checkmark.

4, When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Race EDIT

3.3.9. Population Indicators

Population Indicators are custom groupings of human beings used for
statistical reporting.

1. Click on the Population Indicators link on the System Administration
screen to access the screen shown below.

2. The screen is divided into two sections:

Add Population Indicators
Manage Population Indicators

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Population Indicator:

1. Type the name of the Population Indicator into the into the empty text
box in the Add Population Indicators panel and click on the Insert button.

2. The Population Indicator then appears in the Manage Population
Indicators panel.
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Population Indicators

To Edit a Population Indicator:
The only change that may be made to a Population Indicator is to make a
Population Indicator active or inactive.

1. Click on the Edit link next to the Indicator to be changed in the Manage
Population Indicator table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Population Indicator. If
an Indicator should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

4, When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Client Information screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Population Indicators EDIT

3.4. Contact Info
The Contact Info section includes information about contact types.

3.4.1. Contact Types

The list of contact types serves two purposes in the application. It is the list of
types of people the client provides as emergency contacts, such as his or her
mother, friend, sister, etc. It is also the list of types of people contributing
financially to the client’s household income, such as boss/paycheck,
mother/loans or monetary gifts, etc. NOTE: This list is discussed in detail in
the RISE Guide - Client Information

1. Click on the Contact Types link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add Contact Types
Manage Contact Types

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Contact Type:

1. Type the name of the Contact Type into the into the empty text box in
the Add Contact Type panel and click on the Insert button.

2. The Contact Type then appears in the Manage Contact Types panel.
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Contact Types

To Edit a Contact Type:

The only change that may be made to a Contact Type is to make a Contact
Type active or inactive.

1.

Click on the Edit link next to the Type to be changed in the Manage
Contact Types table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Contact Type. If a Type
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Contact Types EDIT

3.5. Financial/lIncome

The Financial/lncome section includes information about pay frequency types, income
verification methods and sliding fee scales.

3.5.1. Pay Frequency

Pay frequencies are increments of time in which a client could be paid, such as
Weekly, Bi-Weekly, Monthly, etc.

1. Click on the Pay Frequency link on the System Administration screen to
access the screen shown below.

2. The screen is divided into two sections:

Add Pay Frequency
Manage Pay Frequency

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Pay Frequency:

1. Type the Pay Frequency into the empty text box in the Add Pay
Frequency panel and click on the Insert button.

2. The Pay Frequency then appears in the Manage Pay Frequency panel.
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Pay Frequency

To Edit a Pay Frequency:

The only change that may be made to a Pay Frequency is to make a Pay
Frequency active or inactive.

1.

Click on the Edit link next to the Frequency to be changed in the Manage
Pay Frequency table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Pay Frequency. If a
Frequency should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Financial/Income Information screens
using the left navigation bar or navigate to other Administration screens
by using the clickable Administration link on the left of the menu bar. If
finished with the application, use the clickable Logout link in the top
right-hand corner of the screen.
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Pay Frequency EDIT

3.5.2. Income Verification

Income verification describes methods used to verify the client’'s income, such
as W-2s, paycheck stubs, etc.

1. Click on the Income Verification link on the System Administration
screen to access the screen shown below.

2. The screen is divided into two sections:
Add Income Verification method
Manage Income Verification method

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Income Verification method:

1. Type the Income Verification method into the empty text box in the Add
Income Verification panel and click on the Insert button.

2. The Income Verification method then appears in the Manage Income
Verification panel.
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Income Verification

To Edit an Income Verification method:

The only change that may be made to an Income Verification method is to
make an Income Verification method active or inactive.

1.

Click on the Edit link next to the Income Verification to be changed in the
Manage Income Verification table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Income Verification
method. If a method should not be displayed, click the checkbox to
remove the check and make the status False. To reactivate, simply
check the box again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Financial/Income Information screens
using the left navigation bar or navigate to other Administration screens
by using the clickable Administration link on the left of the menu bar. If
finished with the application, use the clickable Logout link in the top
right-hand corner of the screen.
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Income Verification EDIT

3.5.3. Sliding Fee Scale

Sliding Fee Scale defines the client costs (co-payments per visit and total
annual out-of-pocket expense percentages) associated with varying levels of
poverty based on family size, income ranges and project years.

SLIDING FEE EXAMPLE
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1. Click on the Sliding Fee Scale link on the System Administration screen
to access the screen shown below.

2. The screen is divided into two sections:
Add Sliding Fee Scale
Manage Sliding Fee Scale

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Sliding Fee Scale:

1. Type the Sliding Fee Scale details into the Sliding Fee Scale panel and
click on the Insert button.

Family Size: the number of people in the household

Monthly Income Start/From: the minimum income in the range
Monthly Income End/To: the maximum income in the range

% Poverty: increments of national poverty levels

Co/Pay Visit: amount clients in this range will pay per visit

Total Annual Charge: amount clients in this range will pay per yr
Project Year Start Date: the first day of the current project year
Project Year End Date: the last day of the current project year

2. The Sliding Fee Scale then appears in the Manage Sliding Fee Scale
panel.

Sliding Fee Scale
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To Edit a Sliding Fee Scale:
Two changes may be made to a Sliding Fee Scale:

Active Status : active or inactive
Project End:  the date that a project ends

1. Click on the Edit link next to the Scale to be changed in the Manage
Sliding Fee Scale table.

2. Three options are now visible: Project Year End Date , Update and
Cancel.

3. To change the Project Year End Date , type the new date into the text
box. If the values of a Sliding Fee Scale change during a project year,
the User may enter the current date, for example, into this field to “end”
the project. Then, the User may Insert a new record with the new values.

4, The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Sliding Fee Scale. If a
Scale should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

6. When finished, navigate to other Financial/Income Information screens
using the left navigation bar or navigate to other Administration screens
by using the clickable Administration link on the left of the menu bar. If
finished with the application, use the clickable Logout link in the top
right-hand corner of the screen.
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Sliding Fee Scale EDIT

3.6. Insurance
The Insurance section includes information about insurance types.

3.6.1. Insurance Type
Insurance Type describes the types of insurance coverage clients might have.

1. Click on the Insurance Type link on the System Administration screen to
access the screen shown below.

2. The screen is divided into two sections:

Add Insurance Type
Manage Insurance Types

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Insurance Type:

1. Type the Insurance Type into the empty text box in the Add Insurance
Type panel and click on the Insert button.

2. The Insurance Type then appears in the Manage Insurance Types
panel.
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Insurance Type

To Edit an Insurance Type:

The only change that may be made to an Insurance Type is to make a Type
active or inactive.

1.

Click on the Edit link next to the Type to be changed in the Manage
Insurance Type table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Insurance Type. If a
Type should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Insurance Type EDIT

3.6.2. RW Limited
RW Limited is a grouping of certain Insurance Types that qualify for .......

1. Click on the RW Limited link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add RW Limited Insurance
Manage RW Limited Insurance

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Insurance:

1. Select the Insurance from the dropdown list and click on the Insert
button.

2. The Insurance then appears in the Manage RW Limited Insurance
panel.
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RW Limited

To Edit an Insurance:

1.

Click on the Edit link next to the Insurance to be changed in the Manage
Insurance RW Limited Insurance table.

Two options are now visible: Update and Cancel.
Select a new Insurance from the dropdown, if necessary.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Insurance. If an
Insurance should not be included as RW Limited, click the checkbox to
remove the check and make the status False. To reactivate, simply
check the box again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Insurance Administration screens using
the left navigation bar or navigate to other Administration screens by
using the clickable Administration link on the left of the menu bar. If
finished with the application, use the clickable Logout link in the top
right-hand corner of the screen.
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RW Limited EDIT

3.7. Medical

The Medical section includes information about types of diagnoses, diseases, vaccines,
tests, treatments and treatment types.

3.7.1. Diagnosis
This is a comprehensive list of physician diagnoses typically given clients.

1. Click on the Diagnosis link on the System Administration screen to
access the screen shown below.

2. The screen is divided into two sections:

Add Diagnosis
Manage Diagnosis

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Diagnosis:

1. Type the Diagnosis details into the Add Diagnosis panel and click on the
Insert button.

Diagnosis: medical determination of Client’s condition
ICD9: International Statistical Classification of Diseases and
Related Health Problems

Mental Health: Y/N
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Substance Abuse: Y/N
Tx Type: types of treatment given to Client

The Diagnosis then appears in the Manage Diagnosis panel.

Diagnosis

To Edit a Diagnosis:

The only change that may be made to a Diagnosis is to make a Diagnosis
active or inactive.

1.

Click on the Edit link next to the Diagnosis to be changed in the Manage
Diagnosis table.

Multiple options are now visible: Mental Health , Substance Abuse , Tx
Type, Update and Cancel.

Select new values from the dropdown lists or type the new or corrected
values into the empty text boxes. Multiple options are now visible:
Update and Cancel .

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Diagnosis. If a
Diagnosis should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.
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IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

6. When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand
corner of the screen.

Diagnosis EDIT

3.7.2. Diseases
This is a comprehensive list of diseases typically affecting clients.

1. Click on the Disease link on the System Administration screen to access
the screen shown below.
2. The screen is divided into two sections:
Add Disease
Manage Disease

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Disease:

1. Type the Disease into the empty text box in the Add Disease panel and
click on the Insert button.
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The Disease then appears in the Manage Diseases panel.

Diseases

To Edit a Disease:

The only change that may be made to a Disease is to make a Disease active

or inactive.

1. Click on the Edit link next to the Disease to be changed in the Manage
Disease table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Disease. If a Disease
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

4. When finished editing, click Update to accept the change or Cancel to

exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5.

When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
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with the application, use the clickable Logout link in the top right-hand
corner of the screen.

Diseases EDIT

3.7.3. Vaccines
This is a comprehensive list of vaccines typically used in treating clients.

1. Click on the Vaccine link on the System Administration screen to access
the screen shown below.
2. The screen is divided into two sections:
Add Vaccine
Manage Vaccine

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Vaccine:

1. Type the Vaccine details into the empty text box in the Add Vaccine
panel and click on the Insert button.

Vaccine: the full name of the vaccine
CPT Code: the AMA terminology associated with the vaccine

2. The Vaccine then appears in the Manage Vaccines table.
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Vaccines

To Edit a Vaccine:

The only change that may be made to a Vaccine is to make a Vaccine active or
inactive.

1.

Click on the Edit link next to the Vaccine to be changed in the Manage
Vaccines table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Vaccine. If a Vaccine
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand
corner of the screen.
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Vaccines EDIT

3.7.4. Tests
This is a comprehensive list of tests typically given to clients in treatment of
HIV.

1. Click on the Tests link on the System Administration screen to access
the screen shown below.

2. The screen is divided into two sections:
Add Test
Manage Tests

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Test:

1. Type the Test details in the Add Test panel and click on the Insert
button.

Test: the full name of the vaccine

CPT Code: the AMA terminology associated with the test
Lab Test: Y/N

Screening Test: Y/N

Tx Type: treatment types
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2. The Test then appears in the Manage Test panel.

Tests

To Edit a Test:
The only change that may be made to a Test is to make a Test active or
inactive.

1. Click on the Edit link next to the Test to be changed in the Manage Tests
table.

2. Multiple options are now visible: Lab Test, Screening Test , Tx Type,
Update and Cancel .

3. Select new values from the dropdown lists or type the new or corrected
values into the empty text boxes. Multiple options are now visible:
Update and Cancel.

4, The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Test. If a Test should
not be displayed, click the checkbox to remove the check and make the
status False. To reactivate, simply check the box again to replace the
checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.
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When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand

corner of the screen.

Tests EDIT

Tx describes the treatments and medicines prescribed to treat clients.

1. Click on the Tx link on the System Administration screen to access the
screen shown below.
2. The screen is divided into two sections:
Add Tx
Manage Tx
Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.
To Add a Tx:
1. Type the Tx details into the Add Tx panel and click on the Insert button.
Tx: treatment name
Tx Type: treatment types
2. The Tx then appears in the Manage Tx panel.
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Tx

To Edita Tx:
The only change that may be made to a Tx is to make a Tx active or inactive.

1.

Click on the Edit link next to the Tx to be changed in the Manage Tx
table.

Three options are now visible: Tx Type, Update and Cancel.

Select new values from the dropdown lists or type the new or corrected
values into the empty text boxes. Multiple options are now visible:
Update and Cancel .

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Tx. If a Tx should not be
displayed, click the checkbox to remove the check and make the status
False. To reactivate, simply check the box again to replace the
checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

6.

When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using
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the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand
corner of the screen.

Tx EDIT
3.7.6. Tx Type
Tx Types describes the types of treatments and medicines used in treating
clients.

1. Click on the Tx Type link on the System Administration screen to access
the screen shown below.

2. The screen is divided into two sections:
Add Tx Type
Manage Tx Type

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Tx Type:

1. Type the Tx Type into the empty text box in the Add Tx Type panel and
click on the Insert button.

2. The Tx Type then appears in the Manage Tx Type panel.
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Tx Type

To Edit a Tx Type:

The only change that may be made to a Tx Type is to make a Tx Type active

or inactive.

1. Click on the Edit link next to the Type to be changed in the Manage Tx
Type table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Tx Type. If a Tx Type
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

4. When finished editing, click Update to accept the change or Cancel to

exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Medical Information screens using the
left navigation bar or navigate to other Administration screens by using

the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand

corner of the screen.
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Tx Type EDIT

3.8. Risks
The Risks section includes information about the sources of client illnesses and is used in
statistical reporting.

3.8.1. Risks

This is a comprehensive list of risks typically found with HIV clients.
1. Click on the Risks link on the System Administration screen to access
the screen shown below.
2. The screen is divided into two sections:
Add Risks
Manage Risks

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Risk:

1. Type the Risk into the empty text box in the Add Risks panel and click on
the Insert button.

2. The Risk then appears in the Manage Risk panel.
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Risks

To Edit a Risk:

The only change that may be made to a Risk is to make a Risk active or

inactive.

1. Click on the Edit link next to the Risk to be changed in the Manage Risks
table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Risk. If a Risk should
not be displayed, click the checkbox to remove the check and make the
status False. To reactivate, simply check the box again to replace the
checkmark.

4. When finished editing, click Update to accept the change or Cancel to

exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Risks EDIT

3.9. Services

The Services section includes information about the services, service categories, and not
reimbursable reasons for services.

3.9.1. Services
This is a comprehensive list of medical services provided to clients.

1. Click on the Services link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add Services
Manage Services

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Service:

1. Type the Service details into the Add Services panel and click on the
Insert button.

Service: name of the medical service
Cost: cost of the medical service
CPT Code: the AMA terminology associated with the service
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2. The Services then appears in the Manage Services table.

Services
(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

To Edit a Service:
Two changes may be made to a Service:

Active Status : active or inactive
Customary Amount: the dollar amount allowed for a service

1. Click on the Edit link next to the Service to be changed in the Manage
Services table.

Three options are now visible: Cost, Update and Cancel.

3. To change the Customary Amount for the Service, type the new
amount into the text box.

4. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Service. If a Service
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.
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6. When finished, navigate to other Services screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.

Services EDIT
(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

3.9.2. Service Categories

This is a comprehensive list of the categories or types of medical services
provided to clients.

1. Click on the Service Categories link on the System Administration
screen to access the screen shown below.
2. The screen is divided into two sections:
Add Service Categories
Manage Service Categories

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Service Category:

1. Type the Service Category into the empty text box in the Add Service
Categories panel and click on the Insert button.

2. The Service Categories then appears in the Manage Service
Categories panel.
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Service Categories

(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

To Edit a Service Category:

The only change that may be made to a Service Category is to make a Service
Category active or inactive.

1.

Click on the Edit link next to the Category to be changed in the Manage
Service Categories table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Service Category. If a
Category should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Services screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Service Categories EDIT
(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

3.9.3. Not Reimburse Reason

This is a comprehensive list of the reasons a service is not reimbursable for a
client. Any service with a Not Reimburse Reason is sent to the Reviewer
(discussed in more detail in the RISE Guide — Client Services Reviews).

1. Click on the Not Reimburse Reason link on the System Administration
screen to access the screen shown below.
2. The screen is divided into two sections:
Add Not Reimburse Reasons
Manage Not Reimburse Reasons

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Not Reimburse Reason:

1. Type the Not Reimburse Reason into the empty text box in the Add Not
Reimburse Reasons panel and click on the Insert button.

2. The Not Reimburse Reason then appears in the Manage Not
Reimburse Reason panel.
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Not Reimburse Reasons

(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

To Edit a Not Reimburse Reason:

The only change that may be made to a Not Reimburse Reason is to make a
Not Reimburse Reason active or inactive.

1.

Click on the Edit link next to the Reason to be changed in the Manage
Not Reimburse Reasons table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Not Reimburse Reason.
If a Reason should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Services screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Not Reimburse Reasons EDIT
(LEFT NAV BAR SHOULD SAY SERVICE CATEGORIES NOT SERVICE TYPES)

3.10. Service Providers

The Service Providers section includes information about service provider types,
ownership statuses, grantee supports, agency descriptions, provider types, and service
providers.

3.10.1. Service Provider Type
This is a comprehensive list of types of service providers.

1. Click on the Service Provider Types link on the System Administration
screen to access the screen shown below.
2. The screen is divided into two sections:
Add Service Provider Type
Manage Service Provider Type

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Service Provider Types:

1. Type the Service Provider Types into the empty text box in the Add
Service Provider Type panel and click on the Insert button.

2. The Service Provider Types then appears in the Manage Service
Provider Types panel.
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Service Provider Types

To Edit a Service Provider Type:
The only change that may be made to a Service Provider Type is to make a
Service Provider Type active or inactive.

1. Click on the Edit link next to the Type to be changed in the Manage
Service Provider Type table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Service Provider Type.
If a Type should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

4. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Service Provider Types EDIT

3.10.2. Ownership Status

Ownership Status describes the types of owners of service providers, such as
Federal, State, etc.

1. Click on the Ownership Status link on the System Administration screen
to access the screen shown below.
2. The screen is divided into two sections:
Add Ownership Status
Manage Ownership Status

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Ownership Status:

1. Type the Ownership Status into the empty text box in the Add Ownership
Status panel and click on the Insert button.

2. The Ownership Status then appears in the Manage Ownership Status
panel.
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Ownership Status

To Edit a Ownership Status:
The only change that may be made to an Ownership Status is to make an
Ownership Status active or inactive.

1. Click on the Edit link next to the Status to be changed in the Manage
Ownership Status table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Ownership Status. If a
Status should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

4. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Ownership Status EDIT

3.10.3. Grantee Support

This is a comprehensive list of provider support areas.

1. Click on the Grantee Support link on the System Administration screen
to access the screen shown below.

2. The screen is divided into two sections:

Add Grantee Support
Manage Grantee Support

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Grantee Support:

1. Type the Grantee Support into the empty text box in the Add Grantee
Support panel and click on the Insert button.

2. The Grantee Support then appears in the Manage Grantee Support
panel.
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Grantee Support

To Edit a Grantee Support:

The only change that may be made to a Grantee Support is to make a Grantee
Support active or inactive.

1.

Click on the Edit link next to the Support to be changed in the Manage
Grantee Support table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Grantee Support. If a
Support should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Grantee Support EDIT

3.10.4. Agency Description

This is a comprehensive list of descriptions of agencies related to the Ryan
White Grant program.

1. Click on the Agency Description link on the System Administration
screen to access the screen shown below.

2. The screen is divided into two sections:

Add Agency Description
Manage Agency Description

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add an Agency Description:

1. Type the Agency Description into the empty text box in the Add Agency
Description panel and click on the Insert button.

2. The Agency Description then appears in the Manage Agency
Description panel.
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Agency Description

To Edit an Agency Description:
The only change that may be made to an Agency Description is to make an
Agency Description active or inactive.

1. Click on the Edit link next to the Description to be changed in the
Manage Agency Description table.

2. Two options are now visible: Update and Cancel.

3. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Agency Description. If
a Description should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

4. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

5. When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Agency Description EDIT

3.10.5. Provider Sites

Provider Sites describes the locations where clients may have services
performed.

1. Click on the Provider Sites link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add Sites
Manage Sites

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Provider Sites:

1. Type the Provider Site into the empty text box in the Add Sites panel and
click on the Insert button.

2. The Provider Sites then appears in the Manage Provider Sites panel.
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Provider Sites

To Edit a Provider Site:

The only change that may be made to a Provider Site is to make a Provider
Site active or inactive.

1.

Click on the Edit link next to the Site to be changed in the Manage Sites
table.

Two options are now visible: Update and Cancel.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Provider Site. If a Site
should not be displayed, click the checkbox to remove the check and
make the status False. To reactivate, simply check the box again to
replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
the application, use the clickable Logout link in the top right-hand corner
of the screen.
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Provider Sites EDIT

3.10.6. Service Providers

Service Providers describes the people who may actually deliver services to
clients.

1. Click on the Service Providers link on the System Administration screen
to access the screen shown below.
2. The screen is divided into two sections:
Add Service Provider
Manage Service Providers

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Service Provider:

1. Type the Service Provider details in the Add Service Provider panel and
click on the Insert button.

Provider Name: name of the provider
Site: provider site

2. The Service Provider then appears in the Manage Service Providers
panel.
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Service Providers

To Edit a Service Provider:

1.

Click on the Edit link next to the Provider to be changed in the Manage
Service Providers table.

Four options are now visible: Provider Name , Site, Update and Cancel.

If changes to the Provider Name are necessary, type the new or
corrected Name into the empty text box.

If a new Site should be selected, click on the down arrow to display the
list of Sites. Click on the Site name to select it.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Service Provider. If a
Provider should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

7.

When finished, navigate to other Service Providers screens using the left
navigation bar or navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with
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the application, use the clickable Logout link in the top right-hand corner
of the screen.

Service Providers EDIT

3.11. Fund Source
The Fund Source section includes information about the fund sources.

3.11.1. Fund Source

This is a comprehensive list of sources for RWG funding.
1. Click on the Fund Sources link on the System Administration screen to
access the screen shown below.
2. The screen is divided into two sections:
Add Fund Sources
Manage Fund Sources

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a Fund Source:

1. Type the Fund Source details into the Add Fund Source panel and click
on the Insert button.
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High Level Fund Source: the source of federal funding, such as
Part C, Part A, or MAI

Fund Source: obligated or unobligated portions of the fund as
determined by the RWG program and legislation. Typically referred
to as Formula and Supplemental

Can Carry Over Money: Y/N

Grant Year: the Fund Source’s year

Cost Center ID: the cost center used by SAP

Award Number: on Contract, Grant Number

CFDA Name and Number: on Contract, The Catalog of Federal
Domestic Assistance (CFDA) is a Government wide compendium
of Federal programs, projects, services and activities that provide
assistance.

Federal Agency: HRSA

Source of Funding: federal agency providing funds

Fund Amount: the amount money in the fund source at its
inception (populates Inception Amount and Budget Amount in
the Manage Fund Source table)

Fund Start Date: the fund source’s start date

Fund End Date: the fund source’s end date

Priority: the order expenses should be deducted from the fund,
where Formula is typically Priority 1.

2. The Fund Source then appears in the Manage Fund Source panel.

Fund Source

To Carry Over Money from a Previous Grant Year:
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If a Fund Source allows for money to be carried over from a previous year (the
Administrator chose Y from the Can Carry Over Money dropdown list when
inserting a Fund Source), the Carry-Over $ field in the Manage Fund Source
table will contain a clickable link.

REQUIREMENTS:

Money in Fund Sources may only be carried over to Fund Sources with
the same High Level Fund Source (i.e., A, C, or MAI).

The Can Carry Over Money field must be setto Y.

Money in Fund Sources may only be carried over to Grant years in the
future.

1. To carry over money from one Fund Source to another, both the original

and destination fund sources must exist in the Manage Fund Source
table. Click on the Carry-Over $ link in the Manage Fund Source table.

Fund Source CARRY OVER MONEY

2. Select the Fund Source from the dropdown list on the Carry-Over
Money pop-up window.
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Fund Source Carry Over Money - POP-UP WINDOW

Enter the Amount of money to carry-over.

CRITICAL WARNING:
The Carry-Over amount cannot be changed or reversed once it is entered.

PLEASE BE CAREFUL WHEN ENTERING DOLLAR AMOUNTS AND
CHOOSING FUND SOURCES.

4.

Click the Carry-Over Money button to accept the transfer.

Click Close to exit the window and return to the Manage Fund Source
table.

The Budget Amount changes to reflect the transfer of money.

To Edit a Fund Source:

1.

Click on the Edit link next to the Source to be changed in the Manage
Fund Source table.

Multiple options are now visible: Can Carry Over , Cost Center ID ,
Award Number , CFDA Number , CFDA Name, Federal Agency ,
Source of Funding , Priority , Update and Cancel.

Select new values from the dropdown lists or type the new or corrected
values into the empty text boxes.

The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Fund Source. If a
Source should not be displayed, click the checkbox to remove the check
and make the status False. To reactivate, simply check the box again to
replace the checkmark.

To change the priority of the fund source, type the new level into the text
box. For example, if this fund should be exhausted before any others are
used, its priority level should be 1.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.
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A fund source must contain information about the counties, ethnicities and

races it covers.

A breakdown is shown here:

Fund Demographic Table

Fund Race Ethnicity County Fund Priority
A Formula ALL ALL ALL 1
A Supplemental ALL ALL ALL 2
C ALL ALL 49,32,06,29,30,73,41,55 3
MAI 1,3 2,3,45 ALL 4
Race Ethnicity Counties

1 African-American or Black (Not Hispanic) 1 Not Hispanic, Latino, Spanish 49 Marion

2 Asian or Pacific Islander 2 Mexican, Mexican Am, Chicano 32 Hendricks
3 Hispanic 3 Puerto Rican 06 Boone

4 Am. Indian Or Native Alaskan 4 Cuban 29 Hamilton
5 Other 5 Other Hispanic, Latino, Spanish 30 Hancock
6 Unknown Or Not Reported 6 Unknown 73 Shelby

7 White (Non Hispanic) 41 Johnson

8 Asian Indian 55 Morgan

9 Chinese 67 Putnam
10 Fillipino 07 Brown

11 Guanmanian or Chamoro

12 Hawaiian Native
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13 Japanese

14 Korean

15 Samoan

16 Vietnamese

17 Other Pacific Islander
18 Bi-Racial ?
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To add a Fund Source’s demographics, click on the Fund Source’s FS
Demo field in the Manage Fund Source table to access the Add Fund
Source Demographics screen.

The High Level Fund Source, Fund Source Name and Grant Year of the
selected fund source display in the Add Fund Source Demographics
panel.

Counties may be added to the Fund Source by clicking on the County
dropdown list, clicking on the county to be added, and then clicking the
Insert County button.

The county will display in the Manage County panel.

Repeat Steps 3 and 4 to insert ethnicities and races.

Fund Source Demographics

To Edit a Fund Source’s Demographics:

1.

The only edit that may be made once a county, ethnicity or race has
been inserted is to change its Active Status.
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2. Click on the Edit link next to the Country, Ethnicity, or Race to be
changed in the Manage County, Manage Ethnicity, or Manage Race
table.

Two options are now visible: Update and Cancel.

4. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a Fund Source. If a
County, Ethnicity, or Race should not be displayed, click the checkbox to
remove the check and make the status False. To reactivate, simply
check the box again to replace the checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

IMPORTANT NOTE:

Update must be selected to save the change. If a change is
u made and the Administrator moves on to edit the next record
without clicking Update, the change will not be saved.

Fund Source Demographics EDIT

6. When completely finished, navigate to other Administration screens by using the
clickable Administration link on the left of the menu bar. If finished with the
application, use the clickable Logout link in the top right-hand corner of the

screen.

3.12. RISE System Variables

The RISE System Variables section includes information about Alert variables, RISE
variables, and RISE Services business rules.

3.12.1. Alert Variables

Alert Variables are system commands that cause certain information in the
application to appear in yellow to warn users about things. Alerts do not force
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the User to make changes or additions to information, but merely provide
reminders that data is not correct or complete.

For example, on the Client Information screen shown below, the client’s
income sources have not been verified causing the Verification Date fields to
appear in yellow.

Example of Client's Income Not Verified
1. Click on the Alert Variables link on the System Administration screen to
access the screen shown below.

The System Administrator cannot add alert variables . Alert variables
are set up in the system by the development team. Therefore, the only
panel that appears is the Manage Alert Variables panel.

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.
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Alert Variables

To Edit an Alert Variable:
Two changes may be made to an Alert Variable:

Date Diff Variable: the number of days between the warning date
and the client’s

Active Status : active or inactive
1. Click on the Edit link next to the Variable to be changed in the Manage
Alert Variables table.

Three options are now visible: Date Diff Variable , Update and Cancel .

3. To change the Date Diff Variable , type the number of days into the text
box. For example, if a yellow warning indicating that the HIV Diagnosis
Date was not verified should appear 30 days after the client’s application
date, enter 30.

4. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) an Alert Variable. If a
Variable should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.
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Alert Variables EDIT

6. When completely finished, navigate to other Variable screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand
corner of the screen.

3.12.2. RISE Variables
RISE Variables are parameters added to the system.

For example, on the Client Information screen shown below, the client’s
income sources have not been verified causing the Verification Date fields to
appear in yellow.

The System Administrator cannot add RISE variables. These
variables are set up in the system by the development team. The Add
RISE Variables panel appears but should only be used by the
development team.

1. Click on the RISE Variables link on the System Administration screen to
access the screen shown below.
3. The screen is divided into two sections:
Add RISE Variables
Manage RISE Variables

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.
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RISE Variables

To Edit a RISE Variable:
The following changes may be made to a RISE Variable:

Variable Integer or Character:
Active Status : active or inactive

1. Click on the Edit link next to the Variable to be changed in the Manage
RISE Variables table.

2. Four options are now visible: Variable Integer , Variable Character ,
Update and Cancel .

3. To change the RISE Variable Integer or Character , type the number or
character into the text box. For example, the enrollment period for clients
may be 12 months. This would set the expiration date in the system to a
year after the client’s application date.

4. The checkbox in the Active Status column may be used to display
(reflected as True) or hide (reflected as False) a RISE Variable. If a
Variable should not be displayed, click the checkbox to remove the
check and make the status False. To reactivate, simply check the box
again to replace the checkmark.

5. When finished editing, click Update to accept the change or Cancel to
exit without saving the change.
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RISE Variables EDIT

6. When completely finished, navigate to other Variable screens using the
left navigation bar or navigate to other Administration screens by using
the clickable Administration link on the left of the menu bar. If finished
with the application, use the clickable Logout link in the top right-hand
corner of the screen.

3.12.3. RISE Services Business Rules

RISE Business Rules are stored procedures that cause updates to the
application’s logic, functionality, or database.

The System Administrator cannot add a Business Rule without
consulting with the development team who must progr am the rule into
the system. Therefore, the Add RISE Service Business Rules panel appears
but should only be used after consulting the development team.

1. Click on the RISE Service Business Rules link on the System
Administration screen to access the screen shown below.

2. The screen is divided into two sections:
Add RISE Service Business Rules
Manage RISE Service Business Rules

Each column in the Manage <> Table may be sorted by clicking on that
column’s heading. Clicking again will resort the list.

To Add a RISE Service Business Rule:
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IMPORTANT NOTE:
[ | DO NOT ADD BUSINESS RULES WITHOUT FIRST
DISCUSSING WITH THE DEVELOPMENT TEAM.

1. Type the Business Rule details into the Add RISE Service Business
Rules panel and click on the Insert button.

SQL Procedure Name: name provided by CIS
Rule Description: English description of rule

2. The Business Rule is then added to the list of stored procedures and
may be managed from the Manage RISE Service Business Rules table.

RISE Services Business Rules

To Edit a Business Rule:
The following changes may be made to a Business Rule:

Active Status : active or inactive
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Click on the Edit link next to the Rule to be changed in the Manage
Business Rules table.

Two options are now visible: Update and Cancel.

Determine the message to be displayed when the system encounters an
error as a result of the business rule and type the required text into the
Error Message text box.

Determine the order in which the business rule should be implemented
and type the number in the Priority Order text box.

Choose Yes or No from the Put to Review , Insert Service , Edit Service
dropdown lists.

The checkbox in the Active Status column may be used to activate
(reflected as True) or inactivate (reflected as False) a Business Rule. If a
Rule should be turned off, click the checkbox to remove the check and
make the status False. To turn the rule back on, simply check the box
again to replace the checkmark.

When finished editing, click Update to accept the change or Cancel to
exit without saving the change.

RISE Services Business Rules EDIT

When completely finished, navigate to other Administration screens by
using the clickable Administration link on the left of the menu bar. If
finished with the application, use the clickable Logout link in the top
right-hand corner of the screen.
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