
  

   

  
 

  
  

 
 

 

 

  

9/9/2015  

Report Spotlight 
Presenter:  Janel Heath 

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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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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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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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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Service Arrangement Detail 
 Service Arrangements>Service Arrangement 
Reporting 
 Customized Grid Report 
 Multi-Row Report = Yes 
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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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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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Service Arrangement Group 
 Service Arrangements>Service Arrangement 
Reporting 
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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 
 Service Arrangements>Service Arrangement 
Reporting 
 Client Specific 
Example 
• Foster Care 
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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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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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Voucher by Client 
 Service Arrangements>Service Arrangement 
Reporting 
 Client Specific 
Example 
•	 Child Care  
Services  
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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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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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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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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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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 
•	 Add a Rate End  
Date to the existing 
Staff-Provided Rate  
•	 Create a New  
Staff-Provided Rate  

Do you need to add new Staff-Provided Rates 
for new Services? 
 Essential Community Supports (ECS) 
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Staff Provided Rates 
 SSIS Admin: Tools>General 
Reports>Programs and Services 
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Any 
Questions? 
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