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Presenter
Presentation Notes
I’m going to talk about some reports that will help you close out 2015 and prepare for 2016.  



What reports will help me 
close out 2015 & prepare for 
2016?
 Service Arrangement Detail
 Service Arrangement Group 
 Voucher by Vendor
 Voucher by Client
 Service Arrangements without Placements 
or Locations
 Placements without Service Arrangements
 Staff Provided Rates
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Presentation Notes
The reports I am going to highlight today include:
Service Arrangement Detail report
Service Arrangement Group report
Voucher by Vendor
Voucher by Client
Service Arrangements without Placements or Locations
Placements without Service Arrangements, and
Staff-Provided Rates

Each of these reports has various uses, so I will be going through ways in which these reports will help you clean up loose ends and close out the year and start the new year clean and neat.



Service Arrangement Detail
 Run the report for 2015 Service Arrangements 
Closing out 2015
Are there enough units/dollars available to pay 
for the remaining 2015 services?
 Add more if needed

Are there an abundance of units/dollars still 
available?
 Are we still waiting for older invoices?
 Contact vendors and request invoices
 Is the client still receiving services?
 If services stopped:
 Inactivate Service Arrangement, or
 Reduce units/dollars to unencumber funds
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The first report I am covering is the Service Arrangement Detail Report

You can run this report for all service Arrangements with service dates during 2015

Some things to look for when closing out the year…
Are there enough units or dollars available to pay for the remaining 2015 services.
You probably have not received all the invoices for this year yet – this is a good time to check and see if you are going to fall short and need to do any Service Arrangement Amendments
On the flip side – does it seem like there are way too many units or dollars remaining for the rest of 2015 services…
You can check Payment history and see if the billing might be behind and you are waiting for older invoices
Contact the vendors and request the outstanding invoices so you can include them in your 2015 expenses
Also, double check to see if the client is still receiving services associated to this Service Arrangement
If services stopped, should you inactivate the Service Arrangement, or reduce the number of units or dollars to unencumber the funds



Service Arrangement Detail
Preparing for 2016
What Service Arrangements need to be set up for 
2016?
 Long-term Placements
 Foster Care? Transportation? RCA?
 Northstar Care Foster Care rates change 7/1/2016
 Sliding Fee Daycare
 Day Treatment

If there was an abundance of units/dollars still 
available for 2015 services?
 Do not set up a 2016 Service Arrangement if 
services stopped
 If services were reduced, reduce the units/dollars 
for 2016
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So with closing out 2015, you are also beginning to prepare for 2016

This report will list all your Service Arrangements for 2015, so you can use it to determine what Service Arrangements need to be set up for 2016.
Some Service Arrangements you could set up now include:
Long term placements – foster care, transportation and RCA, just to name a few
REMEMBER what Laura said earlier – for Northstar placements, you will need to do 2 Service Arrangements for foster care, one for 1/1/16 – 6/30/16 and another for 7/1/16 – 12/31/16, and you really can’t set up the 2nd one yet because we don’t know what the new rate is yet.  
You can enter Service Arrangements beginning 1/1/16 now, but will need to wait until you receive V15.4 to enter Service Arrangements beginning 7/1/16 with the new Northstar rates
Some others that you could start working on now include Sliding Fee Daycare and Day Treatment services

On the last slide, one of the items we mentioned was if there were many units left on a Service Arrangement, the services may have stopped, or even just slowed down.  Reviewing your 2015 Service Arrangements will help you determine how to set up your new 2016 Service Arrangements.
If services stopped, do not set up a new Service Arrangement, or if services slowed down, you may not need as many units for the next year



Service Arrangement Detail
 Service Arrangements>Service Arrangement 
Reporting
 Customized Grid Report
 Multi-Row Report = No

Note: Users have the ability to add optional columns 
to the grid. 
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Slide 5 has a screenshot of the Service Arrangement Detail Report. 

This report can be found under Service Arrangements and Service Arrangement Reporting, either in the Task Panel or from Tools, General Reports

This is a customized grid report so you can add, remove and move columns around to find the information you want.

An option in the Setup screen is to choose if you want to create this report as a multi-row report or just have one single row of column names in the header. 

If you mark no for multi-row, there is just one single row across instead of stacking them, like you will see on the next slide.  There are more columns in the SSIS default for this report if you choose multi-row = yes, but you can always add columns to the grid if you select no.




Service Arrangement Detail
 Service Arrangements>Service Arrangement 
Reporting
 Customized Grid Report
 Multi-Row Report = Yes

09/16/2015 SSIS FISCAL MENTOR MEETING – REPORT SPOTLIGHT 6

Presenter
Presentation Notes
If you mark yes for multi-row, the column names are stacked on top of each other, as shown on slide 6.

Also notice that there are more default columns for this report with the multi-row option.  
You still have the ability to add all the other columns and create your customized grid report as you wish, just multiple lines to choose from.

As we look at this report, notice that Remaining Amount and Remaining Units is listed, as well as all the Payments associated to this Service Arrangement.  
Using this information, you can work through some of the questions I talked about.  

ANY QUESTIONS ABOUT THE SERVICE ARRANGEMENT DETAIL REPORT?



Service Arrangement Group
 Run the report for Service Arrangement 
Groups that contain 2015 Service Arrangements
Closing out 2015
Did we reach the Maximum yet?
 Did we not budget enough for these services?
 Did we over-budget for these services?
 Have all of the 2015 Service Arrangements been 
added to the Service Arrangement Group? 
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The next report we are going to talk about is the Service Arrangement Group report.

Again, you want to run this report for all Service Arrangements Groups that contain Service Arrangements for 2015.  

With closing out the year, some things to check include:
Have your reached or are you getting close to the maximum yet?
If you are close and you know that you have more payments for the year, perhaps you did not budget enough for this service, or
On the flip side, if there a ton of money left, maybe you allocated too much
Keep these things in mind to help you prepare for 2016.
Also, if there is a lot left, double check to make sure all the Service Arrangements that should have been included in the Service Arrangement Group are included



Service Arrangement Group
 Use Service Arrangement Groups to track:
• Budgets, Contracts & Grants

Preparing for 2016
Add all related 2016 Service Arrangements to 
Service Arrangement Groups
 Use to track services for:
• Parenting Groups
• Sliding Fee Daycare
• Donations from Local Businesses 
• Teen Support Group Grant
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Just a little reminder from AMSSA and other trainings, Service Arrangement Groups can be used to help track Contracts, Grants and help with budgeting.  
There were a lot of OOOOHS and AAAAAHS (I thought I heard more aha’s and hmmm) at AMSSA when we talked about Service Arrangement Groups.
If you are not using Service Arrangement Groups currently, you may want to take some time to play with them and see how useful they can be to help track contracts, grants and budgets in your agency. 
Just remember, SSIS is not a contract, grant or budgeting system, but there are options that can assist you with these items.

To prepare for 2016, once you have your Service Arrangements entered, you can add them to Service Arrangement Groups, or you can always create the Service Arrangement Group first and then create the Service Arrangement from within the group.

Some services you can use Service Arrangement Groups for include:
Parenting Groups
Sliding Fee Daycare
Donations from local business to purchase specific items, maybe sports equipment for children in substitute care
A Teen Support Group grant to pay for meeting spaces, transportation and supplies



Service Arrangement Group
 Service Arrangements>Service Arrangement 
Reporting
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Slide 9 has a screenshot of a Service Arrangement Group report

This report can be found under Service Arrangements and Service Arrangement Reporting, either in the Task Panel or from Tools, General Reports

As you can see, there is a header section for the actual Service Arrangement Group, then each Service Arrangement associated to the group is listed below along with any Payments that used that Service Arrangement.

Some fields in the Service Arrangement Group header that are extremely helpful when evaluating dollar amounts include:
the Maximum entered for the Service Arrangement Group
Available – which is the available amount that has not been encumbered by adding additional Service Arrangements yet
Expended – this is the amount from the Service Arrangements that has already been paid to vendors
Approved Service Arrangements – the maximum allowed amount of all Service Arrangements included in the Service Arrangement Group
Service Arrangement Remaining – the amount still available to pay out from the Service Arrangements included in the Service Arrangement Group

These amounts are extremely helpful with tracking grants, contracts and even budgets

ANY QUESTIONS ABOUT THE SERVICE ARRANGEMENT GROUP REPORT?



Voucher by Vendor
 Run Voucher by Vendor to generate Pre-Printed 
Vouchers separated by Vendor for remaining 
2015 Service Arrangements as well as new 2016 
Service Arrangements
Client Specific
 Foster Homes
 Rule 4 Admin
 Rise, Family Focus, Kindred

Non-Client Specific
 Volunteer Transportation
• Send a few to each driver
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Voucher by Vendor and Voucher by Client are the next reports we are going to go through.  

First, a bit about Voucher by Vendor

Run the Voucher by Vendor to generate Pre-Printed vouchers and send them out to the vendors for remaining services in 2015 as well as new ones for 2016 as they are created.  This report separates Pre-Printed vouchers by vendor, including multiple clients on a single pre-printed voucher.

In order to create Pre-Printed Vouchers from these reports, the Service Arrangements must be approved and Yes must be selected on the Service Arrangement to Include in Voucher Batch.

The Service Arrangements can be client specific or non-client specific.  Some examples of each are listed on this slide:
Some client specific examples include Foster Homes, Rule 4 Admin and vendors such as Rise, Family Focus or Kindred
A non-client specific example is for volunteer transportation.  



Voucher by Vendor
 Service Arrangements>Service Arrangement 
Reporting
 Client Specific 
Example 
• Foster Care
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Slide 11 has an example of a client specific Pre-Printed Voucher that was run by Vendor for Foster Care services.   There are multiple services for this client and there may even be multiple clients listed on the next page.

Again, these voucher reports can be found under Service Arrangements and Service Arrangement Reporting, either in the Task Panel or from Tools, General Reports




Voucher by Vendor
 Service Arrangements>Service Arrangement 
Reporting
 Non- Client 
Specific Example 
• Volunteer 
Transportation
• Print multiple 
copies and 
drivers can 
complete as 
services are 
provided
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Slide 12 has an example for a non-client specific pre-printed voucher for volunteer transportation.  

By printing out multiple copies of the voucher, the drivers can fill out the vouchers as they provide the services and include the client name before sending it in for payment



Voucher by Client
 Run Voucher by Client to generate Pre-Printed 
Vouchers separated by Client for remaining 
2015 Service Arrangements as well as new 
2016 Service Arrangements
Use this report if clients are required to sign for 
services
 Child Care
 Transportation
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Next we have some information about Voucher by Client

Run this report if you wish to separate Pre-Printed vouchers by client so only one client is on each voucher.  The vendor may receive 50 pre-printed vouchers. This is important, especially if the clients are required to sign the voucher before sent in for Payment.

Examples when you would run them by client include:
Child Care services
Transportation, if a client is required to sign the voucher




Voucher by Client
 Service Arrangements>Service Arrangement 
Reporting
 Client Specific 
Example 
• Child Care 
Services
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Slide 14 has an example of a pre-printed voucher for child care services

All these examples for Voucher by Vendor and Voucher by Client are all very similar, it just depends on how you want the output of the reports split up or together.

ANY QUESTIONS ABOUT THE VOUCHER BY CLIENT OR VOUCHER BY VENDOR REPORTS?



Service Arrangements without 
Placements or Locations
 Run this report to find existing Service 
Arrangements in which a Placement does not 
exist for the Service Dates and Service Vendor
 Substitute Care Services Filters for this report 
include:
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We are still looking at Service Arrangements with the next two reports, just in a little different light – The first one we are going to talk about is Service Arrangements without Placements or Locations.

We encourage you as well as workers or case aides to run this report to find existing Service Arrangements entered where there is not a matching Placement with corresponding service dates and service vendor.

This report not only finds service arrangements for services 180 and 181, but others as well, for example services 183 and 483.  The Substitute Care Services filters available on the setup tab for this report are listed on this slide.



Service Arrangements without 
Placements or Locations
 Service Arrangement>Service Arrangement 
Reporting

Closing out 2015
Is this Service Arrangement older?
 Was it created in error? Is it a duplicate?
A Placement or Location should be entered for 
Service Arrangements on this report, if they were 
not created in error
 If there are any Service Arrangements for Service 
180 or 181, you cannot create Payments or change 
the Service Arrangement if no Placement exists for the 
same Service Dates and Service Vendor
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This report can be found under Service Arrangements and Service Arrangement Reporting, either in the Task Panel or from Tools, General Reports

When you run this report you will get a listing of Service Arrangements.

One thing to check is the service dates – are they older dates, maybe at the beginning of 2015 or earlier? 
Maybe the Service Arrangement was set up in error, or maybe even a duplicate – the one included on this report is for January 2015 and it is still draft…this one probably needs to be cleaned up, or it may be possible that when the payment was created, they used a different Service Arrangement, which could also affect the available amounts for a Service Arrangement Group if there were duplicate Service Arrangements associated to it.  So many possible explanations and rabbit holes to explore!

With the changes made to Service Arrangements and Payments in V14.4, you cannot save a Service Arrangement or Payment with Service 180 or 181 if the Placement does not exist.  These business rules for Service Arrangements and Payments with Services 180 and 181 do not carry over to other services such as 183 or 483, so this report will help catch Service Arrangements entered for services other than 180 and 181 if a placement or location is not entered.  

Research the Service Arrangements on this report.  
If the Service is 180 or 181, they are probably from the beginning of 2015 and may never be used, or used once and then a new one was created in place of it.  
For all other Services, be sure the placements and/or locations are entered correctly




Placements without Service 
Arrangements 
 Run this report to find Placements entered in 
which a Service Arrangement does not exist for 
the Service Dates and Service Vendor
• Similar to Service Arrangements without 
Placements or Locations – just reversed

 Includes the same Substitute Care Services 
Filters as Service Arrangements without 
Placements or Locations
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This next report is very similar to the last one, just reversed.  This report – Placements without Service Arrangements, searches for Placements that are entered but no Service Arrangement has been created for the same service dates and service vendor.  

If your agency does not use Service Arrangements, your report will be VERY lengthy!!!
So maybe you wouldn’t use this report if your agency does not use Service Arrangements

This report uses the same Substitute Care Services as the Service Arrangements without Placements or Locations report. 

Note: this report does not include Locations, just Placements, there is another report for just Locations like this report.



Placements without Service 
Arrangements 
 Tools>General Reports>Placement

Closing out 2015
Is this a new Placement?
 Should there be a Service Arrangement for this 
Placement?
 Have any invoices been received yet?
Is this an older Placement?
 Review these Placements and determine if they are 
a duplicate
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Presentation Notes
This report is usually geared more towards workers, but it does not hurt a fiscal worker to run this report to determine if there will be more payment requests as it gets closer to the end of the year that they may not aware of.

This report can be found in Tools, General Reports, and under Placements.

A screenshot of this report is included on this slide.  

Some questions you might ask yourselves as you are reviewing this report and trying to clean up for the end of 2015 include:
Is this a newer placement?
Are the dates towards the end of the year
Should there be a service arrangement for this placement?
Have any invoices been received and possibly paid yet?  
Maybe they were paid without a Service Arrangement
Is this an older Placement?
Maybe the Placement is a duplicate
You should verify these placements are accurate and clean up any that are incorrect.

ANY QUESTIONS ABOUT THESE LAST TWO REPORTS?



Staff Provided Rates
 Run the report for Staff-Provided Rates that 
include all of 2015 in the Date Range
Preparing for 2016
Did rates change for 2016 Services?
 Do Not Change the existing Staff-Provided Rate

Do you need to add new Staff-Provided Rates 
for new Services?
 Essential Community Supports (ECS)

• Add a Rate End 
Date to the existing 
Staff-Provided Rate
• Create a New 
Staff-Provided Rate 
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The last report for today is Staff-Provided Rates.

Agencies should evaluate and ensure your staff-provided rates are current for healthcare claiming.  You could do this by going into each HCPCS/modifier combination, or you could run this report and get all the staff-provided rates for a given period of time.  

Some things to think about when you are updating your staff-provided rates each year, or whenever necessary to change them.  
Did your rates changes for 2016 services?  
If your rates change, DO NOT JUST CHANGE THE RATES!!!
You need to end the existing staff provided rate and enter a new one with the correct start and end dates.  
If you just overwrite the existing rate, you may cause quite a stir with everyone that does healthcare claiming.
The screenshot on this slide includes an example of ending one rate and starting a new rate for DD - Waiver Case Management Services
Also, are there any new services for which you need to add new staff-provided rates
For example, Essential Community Supports (ECS)



Staff Provided Rates
 SSIS Admin: Tools>General 
Reports>Programs and Services
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This report can be found in SSIS Admin, under Tools, General Reports in the Program and Services folder

You cannot access this report from Worker

Slide 20 has an example of the report, and also a snapshot in the top right corner of the setup tab showing that we ran this report for 2015 dates.  
All the reports I have gone through have used 2015 for date ranges, so this screenshot actually applies to all the reports covered today.

Notice on the report under T1016 UC, Waiver Case Management, for Claim Category DD – only one line item displays – the new rate we entered started 1/1/16 so it is not included on this report, but there is an end date here.
Pay attention to staff provided rates that may be a few years old, they probably need some adjusting  
Also, according to this report, no rates have been entered for ECS, so staff-provided rates would need to be entered for ECS, like Stacey mentioned earlier today

ANY QUESTIONS REGARDING THE STAFF-PROVIDED RATES REPORT?



Any 
Questions?
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Any other questions on any of the reports?
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