ProActivity Reports

User Guide

This document will help you get started using ProActivity Reports. It has three
parts.

The first part, “Overview Tour of ProActivity Reports”, walks you through
the major areas of the software to give you a high-level view of what the
software can do for you.

The second part, “Getting Started”, shows you how to set up the system to
work the way your facility works.

The third part, “Step-by-Step Guides”, is organized around specific actions
that you’re likely to want to do, such as setting up your system, adding
residents, or creating activities. If you need help figuring out how to do
something, just scan the table of contents at the beginning of this document
and jump straight to the step-by-step guide for that action.
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Overview Tour of ProActivity Reports

The first screen that appears when you run ProActivity Reports is the Login Screen.

File Edit View Help
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LWCERUL I Real Resident Information

User Name: | j

Password: I

Message: You can display your own message here by setting the “Login
Message” in the Facility Information section of the Setup screen.

Customer Key: KXV-AK-MIPC

ProActivity Reports is a multi-user system. It works over your computer network. Multiple
people can use the system at the same time. You’ll all share the same information about your
residents and activities. Changes that you make will be automatically updated on your co-
workers’ computers. You tell ProActivity Reports who you are by typing in your user name
and password.

ProActivity Reports also has a built-in Training System. The training system provides new
users an opportunity to explore the system. You can make changes to information about
fake residents and activities without worrying about affecting any of the information about
your real residents.

For this overview tour, we want to switch to the Training System.



Golden Valley Care Center

Work with: |Training System v

Real Resident Information

Training System

From the “Work with:” menu immediately under your facility name (“Golden Valley
Care Center” in the picture above), choose “Training System”.
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Help

Golden Valley Care Center

work with: | Training System j

User Name: | explore| j {Try “explore”)

Passwaord: I..ooo- (Try “secret”)

Customer Key: KX¥-AK-MIPC

The Login Screen changes to show you that you’re now using the Training System. An
orange box that says “Training System” appears at the top of the screen.

Type “explore” (without the quotes) into the “User Name:” box.
Type “secret” (without the quotes) into the “Password:” box.
Click the “Login” button.




The “Residents” Screen

When you log in to ProActivity Reports for the first time, you’ll be taken to the Residents
Screen. This screen displays detailed information about your residents.

File Edit View Help

@ @.0 @ ® S B 5. U % v

Back  Recent Residents Activities Dashboard  Reports  Print Setup Help Log Off

P New % Import % Delete

Carl Brownfield Room 153 €

2 Show all current in all groups

Male 86 (1/4/19207) Willow (Dementia) éj
’@ Call Carl's daughter re radio (Due 8/10/2006)

M © Cane; Very unsteady without use of the ca...
Current Diagnosisv: © Alzheimers, COPD

|| Name o Gow R

) Carl Brownfield  Willow (Dem...

@ Mary Chambers  Wilow (Dem... Special Instructions: © Has used cane as a weapon in the past. W...
% Tom Clouse Evergreen (R... \6 3)3) @
% Anna Crawford  Maple (Long... — . ‘
Face Sheet Participation * Observations ° Progress =~ Census
% Brenda Dean Evergreen (R... )
) Show Summary section
@ Dale Dean Maple (Long... =
~
7 Ruth Feldman Maple (Long... (I Administrative:  Mr. Carl Brownfield; Male; 86 5
@ Bill Fenton Maple (Long... Interests: Outing, Music, Spiritual, Physical, Cognitive
i Janet Harrison Maple (Long... Personal:  Other; Never Married
@ Shirley Hart Maple (Long... Lifestyle: Involved with Coon Hunters Assoc.
7 Robert Hinton Willow (Dem... History: 8th grade/less; Yeteran; Farmer
@ Laura Miller Maple (Long... Care: alert, oriented to person; Has Diagnosis, Therapies and Sp...
% Hazel O'Sulliv.. Willow (Dem... i meEheres sat
@ Charles Plum.. Maple (Long... Precautions:  Allergies, Elopement, Falls 7
) Steve Santini Evergreen (R.. ¥ Releases: Activities, Birthdate, Photo
* “FirstName LastName” order Contacts: Mae Wilson: 414-354-6676 (Home) v
" “LastName, FirstName” order

If your screen doesn’t say “Residents” in large white letters at the top left of the
window, click the “Residents” icon on the main toolbar at the top of the screen.

This will take you to the Residents Screen.




Resident List

The left part of the screen is the “Resident List”. It shows all of the residents in your
facility. When you click on a resident’s name in the list, ProActivity Reports displays that
resident’s information in the Resident Detail Area on the right.

Click on a few resident names and see that the Resident Detail Area shows each
resident’s information.

The Resident List also shows which group each resident belongs to. In the Training System,
there are three groups:

| Maple, for Long Term Care residents
| Evergreen, for Rehabilitation residents
[1 Willow, for Dementia residents

You can set up your groups to reflect the way your own facility is organized. We’ll cover that
later when we explore the Setup Screen.




Filter Menus

At the top of the Resident List is a “Filter Menu”. It controls which residents appear in the
list.

o New % Import 2 Delete

Y Show all current residents in all groups .n'

Click here to change the residents who are visEl

P

% Car Willow (Dem...
% Mary Chambers  Willow (Dem...

#  Tom Clouse Evergreen (R...

Blcwlo (1 oo o

Click on the blue words “in all groups”. From the menu that appears, choose the
“Maple (Long Term Care)” group.

o8 New

‘2 Show all current residents [in all groups
in the “Evergreen (Rehabilitation Unit)” group
in the “Maple {Long Term Care)” group

-m.in the “%Ilow {Dementia)” group

@ Carl Brownfield  W{with no group assigned

2 Import 2 Delete

@ Mary Chambers  Willow (Dem...
1  Tom Clouse Evergreen (R...
& Lona Crawford  Manle (1 ong

Notice that the Resident List now shows only residents who are in the “Maple” group.




You may also have noticed that the little grey arrow to the left of the filter menu has turned
green. This is the “Reset” arrow. It’s a shortcut to put the filter menu back to its normal

condition.

o New % Import 2 Delete

1 Show all current residents in the "Maple
{Long Term C.” group

Anna Crawford Maple (Long...
" Dale Dean Maple (Long...
@ uth Feldman Maple (Long...
A Bil. Fenton Maple (Long...
o Jane. Harrison Maple (Long...
% Shirley blart Maple (Long...
@ Laura Miller« Maple (Long...
% Charles Plummer Maple (Long...

Click the Reset arrow to make all the current residents reappear in the Resident List.

Filter menus and their Reset arrows are an important way to control which information
ProActivity Reports shows you. You'll see that they’re used in many other parts of the
system.



Resident Detail Area

The right side of the Residents screen shows the “Resident Detail Area”. The upper part is
called the “Resident Header”, and the lower part is called the “Resident Tabs”.

op New % Import % Delete Resident Header

Carl Brownfield Room 153 @

A Show all current residents in all groups

Male 86 (1/4/19207) Willow (Dementia) :ﬁ
@ Call Carl's daughter re radio (Due 8/10/2006)

- Mability: © Cane; Very unsteady without use of the ca...
% Carl Brownfield — Wilow (Dem... Current Diagnosis: 3 OHiEmeS, GEFD

) Mary Chambers  Willow (Dem... Special Instructio‘;ﬂsv: © Has used cane as a weapon in the past. W..
@ Tom Clouse Evergreen (... KQ \99 @

@ AnnaCrawford  Maple (Long.. R & Interests © Participation © Observations ' Progress ' Census

® | Brenda Dean Evergreen (. A Show Summary section

@ Dale Dean Maple (Long... = Resident Tabs -
% Ruth Feldman Maple (Long... _ Administrative:  Mr. Carl Brownfield; Male; 86 2
@ Bill Fenton Maple (Long... Interests:  Outing, Music, Spiritual, Physical, Cognitive

@  Janet Harrison Maple (Long... Personal:  Other; Never Married

@ Shirley Hart Maple (Long... Lifestyle: Involved with Coon Hunters Assoc.

% Robert Hinton Willow (Dem... History: 8th grade/less; Yeteran; Farmer

@ Laura Miller Maple (Long... Care: alert, oriented to person; Has Diagnosis, Therapies and Sp...

@ Hazel O'Sullivan  Willow (Dem... it moeelhenisel sEi

Q Charles Plumm... Maple (Long... Precautions: aAllergies, Elopement, Falls 1
) Steve Santini Evergreen (... ¥| Releases: Activities, Birthdate, Photo

* “FirstName LastName” order Contacts: Mae Wilson: 414-354-6676 (Home) v
" “LastName, FirstName” order

Resident Header

The Resident Header displays a summary of information about the currently selected
resident. In addition to the resident’s name, room number, age, and group, it also shows
three “Preferred Fields”.

elete Preferred
Fields

Carl Brownfield Room 153 @

ort Resident names Male 86 (1/4/19207) Willow (Dementia) ’m

@ Call Carl's daughter re radio {Due 8/10/2006)

MUbi“tVi @ Cane; Very unsteady without use of the ca...
(Dem... Current Diagnosis: © Alzheimers, COPD
(Dem... Special Instructionsv: © Has used cane as a weapon in the past. W...
zen (.. . 9
(Long... R : \6 L4 @
GERCRSEEI Interests & Participation © Observations © Progress © Census © To Do’s
aAm




ProActivity Reports lets you keep track of dozens of different kinds of information about
each resident. The Preferred Fields let you choose three of your favorites to show in the
Resident Header.

Click on the “Mobility” Preferred Field. From the menu that appears, choose
“Cognitive Level”.

The Resident Header now shows the resident’s cognitive level.

Carl Brownfield Room 153 &
Male 86 (1/4/19207) Willow {Dementia) Fﬁ

& Call Carl's daughter re radio (Due 9/7/2006)

Cognitive Level: © alert, oriented to person; Needs help locat..
Current Diagnosis: © alzheime - COPD

St Has used' ane as a weapon in the past. W...

Cognitive Level

X YA 4

If there’s a To Do item due for this resident, it will appear right above the Preferred Fields.

Carl Brownfield Room 153 €

Male 86 (01/04/19207)
’Q‘ Call Carl's daughter re radio {Due 08/10/2006)
M ™ alert, oriented to person; Needs help locat...

Current Diagnosis: 5'. Alzheimers

Willow {Dementia) &l

Special Instructionsi O b Next "To Do" toWL

L XA 4

10




The right side of the Resident Header also shows icons that indicate the resident’s Mobility
Level and any Precautions or Flags that are relevant for this resident.

Carl Brownfield Room 153 9\

Male 86 (1/4/19207 . llow (Demeni=> 4
Male 861(1,/%/13207) Mobility Level [ ¢ i
&1 Call Carl's daughter re ra

Cognitive LEVEE © alert, oriented to person; Needs help locat...
Current Diagnosis: A alobo £OPD

Seecial Ins Precautions/Flags =g weapon in the past. W...

. YA

GECRSEEA Interests © Participation © Observations ° Progress © Census © To Do’s

Hold the mouse over the Mobility Level icon. (Don’t click.)
Hold the mouse over the Precautions/Flags icons. (Don’t click.)
Notice the ToolTip Help that appears which explains what each icon means.

One other useful tool in the Resident Header is the Zoom Icon. It looks like a magnifying
glass. It’s in the upper right.

Carl Brownfield

Male 86 (1/4/19207)

& call carl's daughter i 6
Cognitive Level: Zoom Icon person; Needs help locat...

)

Current Diagnosis:

Special Instructionsv: © Has used cane as a weapon in the past. W...

C YA 3

SNSRI Interests © Participation © Observations © Progress © Census © To Do's

The Zoom Icon lets you tell ProActivity Reports to use the whole screen to show just one
resident’s detail information. It gives you more room by hiding the Resident List and
Header.

11




‘ Click the Zoom Icon to zoom the Resident Detail Area.

RS eNtS s SO o ————

Carl Brownfield

(¢} | © LY ]

GECERSGEEIN Interests © Participation © Observations ° Progress & Census

) Show Summary section

Room 153 €,

Willow (Dementia) ‘Sf}

Administrative: Mr. Carl Brownfield; Male; 86
Interests: Outing, Music, Spiritual, Physical, Cognitive
Personal:  Other; Newver Married
Lifestyle: Involved with Coon Hunters Assoc.
History: 8th grade/less; Veteran; Farmer
Care: alert, oriented to person; Has Diagnosis, Therapies and Special Instructions

Diet: mechanical soft

Precautions: Allergies, Elopement, Falls

Releases: Activities, Birthdate, Photo Zoomed

Contacts: Mae Wilson: 414-354-6676 (Home)

Comments: He is not to go on outings with any one else per Mae Wilson.

Life Story: Carl Brownfield

12



‘ Click the Zoom Icon again to unZoom the Resident Detail Area.

©@.0|@ ® S|@ -

Dashboard Print

Back  Recent Forward  Residents  Activities

Reports Setup

2) A
\_9) v v» explore

Help Log OFff

o8 New

2 Show all current residents in all groups

% Import 2 Delete

[ | Name o] cowp K

Carl Brownfield  Willow (Dem...
Mary Chambers  Willow (Dem...

Tom Clouse Evergreen (...

Carl Brownfield
Male 86 (1/4/19207)
@ Call Carl's daughter re radio {(Due 8/10/2006)
Cognitive Level:

Current DiagnO;is:

Special Instructions:

© Alzheimers, COPD

Observations ~ Progress = Census

Room 153 @,

willow (Dementia) m

© alert, oriented to person; Needs help locat...

© Has used cane as a weapon in the past. W...

QI

&

(&)

(&)

%  Anna Crawford  Maple (Long...

% Brenda Dean Evergreen (... ® Show Summary section
% Dale Dean Maple (Long... T

@  Ruth Feldman Maple (Long... | clmiaEE s
@ Bill Fenton Maple (Long... R
@ Janet Harrison ~ Maple (Long... EErEnelh
@ Shirley Hart Maple (Long... et
@ Robert Hinton Willow (Dem... History:
@ Laura Miller Maple (Long... Care:
% Hazel O'Sullivan  Willow (Dem... s
@ Charles Plumm... Maple (Long... EEEENREeS
% Steve Santini Evergreen (... ¥ FelEEeEss
* “FirstName LastName" order Contacts:
" “LastName, FirstName” order

Mr. Carl Brownfield; Male; 86

Outing, Music, Spiritual, Physical, Cognitive

Other; Never Married

Involved with Coon Hunters Assoc.

8th grade/less; Veteran; Farmer

alert, oriented to person; Has Diagnosis, Therapies and Sp...

mechanical soft

UnZoomed

Allergies, Elopement, Falls

Activities, Birthdate, Photo

Mae Wilson: 414-354-6676 (Home)

%

13



Resident Tabs

The lower part of the Resident Detail Area is called the “Resident Tabs”.

oA New % Import 2 Delete
A Show all current residents in all groups

[ e o oo B

Carl Brownfield  Willow (Dem...

Mary Chambers  Willow (Dem...
Tom Clouse Evergreen (...
Anna Crawford  Maple (Long...

Brenda Dean Evergreen (...
Dale Dean Maple (Long...
Ruth Feldman Maple (Long...
Bill Fenton Maple (Long... B
Janet Harrison Maple (Long...
Shirley Hart Maple (Long...
Robert Hinton Willow (Dem...
Laura Miller Maple (Long...

Hazel O'Sullivan  Willow (Dem...
Charles Plumm... Maple (Long...

DO

Steve Santini Evergreen (... |
* “FirstName LastName” order

" “LastName, FirstName” order

Face Sheet

@) Show Summary section

Carl Brownfield
Male 86 (1/4/19207)
@; Call Carl's daughter re radio (Due 8/10/2006)

Resident Header
Room 153 @

Willow (Dementia) ﬁj

w © Cane; Very unsteady without use of the ca...
Current Diagnosis: © alzheimers, COPD

Special InS“’UCtiDnSj © Has used cane as a weapon in the past. W..

QI

Participation ° Observations Census

Administrative:
Interests:
Personal:
Lifestyle:
History:

Care:

Diet:

Precautions:

Releases:

Contacts:

Resident Tabs

3

Mr. Carl Brownfield; Male; 86

Quting, Music, Spiritual, Physical, Cognitive

Other; Newver Married

Involved with Coon Hunters Assoc.

8th grade/less; Veteran; Farmer

alert, oriented to person; Has Diagnosis, Therapies and Sp...
mechanical soft

Allergies, Elopement, Falls

Activities, Birthdate, Photo

Mae Wilson: 414-354-6676 (Home)

%

Each tab shows a different kind of information about the resident.

14



Face Sheet

‘ Click on the “Face Sheet” tab to select it. ‘

b Male 86 (1/4/19207)

' = : e radio (Due 8/10/20C
ace Sheet" Tab IO alert, oriented to
Current Diagnosis‘i © alzheimers, COPD

Special Instructi Filter Menu | cane as

Participation ~ Observations

A Show Summary seeiion

r N— Reset Arrow

If your screen doesn’t look like the picture above, click on the filter menu’s reset
arrow to make the Face Sheet show the “Summary” section.

You can also click on the underlined part of the filter menu and select “Summary” to show
the Summary section.

Each one of the blue underlined words in the Summary section is a link that will show you
more detail about that section.

15




WP T4 ' NP

SEECR= RN Interests © Participation © Observations ° Progress © Census & To Do’s

A Show Summary section
~
Administrative:  Mr. Carl Brownfield; Male; 86 3
Interes“ N Outing, Music, Spiritual, Physical, Cognitive
Personal: Other; Ne e
Lifestyle: m‘ " Cth Ol’l.
Administrative"...
History: 8th grade
Care: alert, oriented to person; Has Diagnosis, Therapies and Sp...
Diet: mechanical soft
Precautions: Allergies, Elopement, Falls B
Releases: Activities, Birthdate, Photo
Contacts: Mae Wilson: 414-354-6676 (Home) v

Carl Brownfield Room 153 €

Male 86 (01/04/19207)
& Call Carl's daughter re radio (Due 08/10/2006)

Willow {Dementia) ﬁj

Cognitive LEVEE © alert, oriented to person; Needs help locat...
Current Diagnosis: © alzheimers, COPD
Special I"'St"UCtiUnSi © Has used cane as a weapon in the past. W...

C YA 3

RS R [nterests © Participation © Observations ° Progress & Census © To Do’s

21 Show Administrative section
Resident Facility Information —
First Middle Last T e
|Carl | [Brownfield 6/26/04
Title Suffix Preferred Nan Group
|Mr. j | | ...to go to the Willow (Demenj
, "Administrative"
Birthdate Age . Room —
section.
|1/4/1920 »| 86 (Not sure of 153
b
< £

16



GEECRSEEIA [nterests © Participation © Observations © Progress © Census © To Do’s

Carl Brownfield

Male 86 (01/04/19207)
& call Carl's daughter re radio (Due 08/10/2006)

Cognitive Levelv: © alert, oriented to person; Needs help locat..

Current Diagnosis: © alzheimers, COPD

Special Instructions: @ Has used cane as a weapon in the past. W..

21 Show Administrative section

Willow {Dementia) ﬁ'
[

Room 153 @

CYA

. ~
nformation —

|1/4/1920 ¥]

<

Resident | Facility I

First Mic dle Last At (BT

|Car| I— \ |Brownfield 6/26/04

Title Suffix Pref?i Click here... Group

I Mr. j | | |Willow (Demenj
Birthdate Age Room —

86 (Not sure of [ Day ™ Month v Year) |153

17



Carl Brownfield

Male 86 (01/04/19207)
’@‘ Call Carl's daughter re radio {Due 08/10/2006)
Cognitive Level:

Current Diagnosis:

Special Instructions:

Summary

21 Show |Administrative
Personal
Residen/Lifestyle
First  (History

Care
Carl Diet %
) Precautions
Title

Releases
Mr. {Contacts
_ Comments
Birthda)) irs stary

i St

Participation

Observations

@ alert, oriented to person; Needs help locat...

© Alzheimers, COPD

@ Has used cane as a weapon in the past. W...

C YA 3

Progress

Room 153 €

Willow {Dementia) 3‘,

Census

p

l1/4/1920 ¥

86 (Not sure of [~ Day | Month v Year)

= to go to any other Face Sheet section
rac
dle Last Admission Date
|Brownﬁeld BLERSE
Preferred Name Group

| Willowy (Demenj

Room

1153

Click on each of the Face Sheet section names to explore all of the Face Sheet

sections.

Important: ProActivity Reports allows you to track lots of different kinds of information

about your residents, but you don’t have to enter all of it to use the software. All you really
need to get started is each resident’s name.

Over time, you'll probably enter more information about your residents. The more you put

in to the system, the more you’ll get out of it.
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Interests

Click on the “Interests” tab to select it.

Carl Brownfield Room 153 ©_

Male 86 {1/4/19207) Willow {Dementia) ﬁj

& call Carl's daughter re radio (Due 08/10/2006)

Cognitive Level‘i @ alert, oriented to person; Needs help locat...

Current Diagnosis:

”"” ”"”
Special yﬂﬁon\s: Interests" Tab bapon in the past. W...
QW

Census

Face Sheet MEIERERN Participation © Observations * Progress

Preferred Times For Activities
IV 7 Morning [ Afternoon [~ Evening [ Night

Interests: Physical, Cognitive, Music, Outing, Spiritual

I S S

v  Physical bowling, horseshoes,
v Cognitive newspaper, bible
v  Music Bluegrass, Hymns
[~ Arts and Crafts
v Quting Loves to fish, hunt,

You can use the Interests tab to indicate what kinds of activities interest this resident. You
can also use the Interests tab to indicate what time of day this resident prefers for activities.

ProActivity Reports has several easy-to-use reports that let you get an overview of what your
current residents are interested in as a group and what time of day would be best to ensure

the most participation. You can use these reports to help you decide what kinds of activities
to schedule and when to schedule them.

19



Participation

ick on the “Participation” tab to select it.
Click on the “Participation” tab to select it

Carl Brownfield Room 153 G?\

Male 86 (1/4/19207) Willow (Dementia) ’m
& call Carl's daughter re radio (Due 08/10/2006)
Cognitive Level: © alert, oriented to person; Needs help locat...

Current Diagnosi ‘marg, COPD

© Has used

Special Instruc

"Participation" Tab

Face Sheet © Interests @CElRGel L al Observations ' Progress | Census | To Do’s

) Show All Events that this resident could participate in
SN [DEIE: |8/6/06 :Iv from All Calendars )
oy Aweek  [SImonth
I@Planner [“]List A
Activities | Cof.. Qgiie... Cof..
oh New Independent Activity o 7l J [0l
G New 1:1 Activity d Macar- SAREEE
or New Resident Appointment SUEEES 0o T
38 Remove From This Activity '“'Zet"' b 7 3o
2 \Ha...
& View Participation a ta o,‘,“ N
. qRe.. gMu...
Display | o
|Verdana :I | Sj;l IR oy Mo 3
94 Group &7 Appointment  “31:1 4 Independent

This tab shows you information about which activities this resident participated in.
The filter menus at the top of the tab let you control which activities are displayed. The
background colors of each event tell you how actively the resident participated in each

activity.

You can decide what the colors mean and what activity levels you want to track in the Setup
section of ProActivity Reports. We’ll cover that in more detail later.

20



You can mark a resident’s participation level in an activity by double-clicking it.

Click twice on an activity.

Record Participation

News Views (News Yiews)
April 3, 2006 at 8:00 AM

# Carl Brownfield Willow (Dementi... z ‘/

Comments

A window opens that lets you mark this resident’s participation level for this activity.

Click in the “Independent” box.

You’ve just told the system that this resident independently participated in this activity. You
can also set participation levels by typing the number above each participation level. For
example, to mark this resident as “Disruptive” in this activity, press the “6” key.

Click “Save” to record your changes and return to the Residents screen.

21



Observations

‘ Click on the “Observations” tab to select it. ‘

Tom Clouse Room 126 @

Male 77 {11/2/1928) Evergreen {Rehabilitation Unit) a
’@ Do Progress Notes for Tom Clouse (Due 8/21/2006)
Cognitive Leveli © alert, oriented to person, place and time;...
Current Diagnosisi [ 5 "Observations" Tab
Special Instructions: (Y Total Hi
-
@ &

Interests ° Participation MelaCIENWLEGE Progress — Census © To Do's

wonth [« augzooc  »| [NSSSSENTI 05 |k

Aug 2006

ey el L

Art {independent)
Bible Reading X 2 2
Computer Games X 211 1
Crafts 2 11
Crosswords Indepe... X il 1
“ Al 1

| o

The “Observations” tab allows you to record unscheduled activities that the residents
participate in that are less structured — and maybe more self-directed — than scheduled
activities. For example, if a staff member observes a resident doing a crossword puzzle on
his own, then that observation can be recorded here.

<r\r. P -

You can record how many times a resident was observed doing a particular activity by
selecting the box that corresponds to the day and the activity, and then typing the number of
times the resident was observed doing that activity that day.

In the example pictured above, this resident was observed playing computer games twice in
the month of August, once on the 1* and once on the 10",
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Progress Notes

‘ Click on the “Progress” tab to select it.

Tom Clouse Room 126 @

Male 77 {11/2/1928) Evergreen {Rehabilitation Unit) g
& Do Progress Notes for Tom Clouse (Due 8/21/2006)
M © alert, oriented to person, place and time;...

tal ' ~lacement, post C¥A, arthritis

"Progress" Tab | Hip Repla}ement Surgery on 2-27-06

@ &

To Do’s

Face Sheet * Interests ° Participation ~ Observations Ml Census

Progress Notes

op New Note
Duplicate Note

P ity D BRI | 1/28/06: Quart..

9 sign Off Note o
- Un-Sign Off Note 7/24/04 Admissions (A PA |4 Resident 1s alert A
1/23/06 Quarterly A TAL 9 ||andorientedto

¢ Show all notes from all departments written by anyone

Sortcuts person, place and
=) Show QuickEntries time. Resident's
& &dd Activities Info goals to be

v
Workflow -

[ Schedule MNext N...

Tracy Lyttle

Signed off on 1...

SaVE CHEfEES CANEE] e

This tab lets you record Progress Notes about the resident.

You can create new notes for a resident using the “New Note” command from the
command bar on the left side of this tab. You can also schedule a reminder to yourself to
create a new progress note for this resident using the “Schedule Next Note” command.
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There’s a shortcut for writing notes built in to ProActivity Reports.

yet.)

Click “Show QuickEntries” on the command bar on the left side of this tab while
you have a Progress Note selected. (It must be a Note that hasn’t been signed off

The QuickEntry tool opens.

Cognitive Status
Goals
Group Activities

Behaviors

Transportation

Spiritual Activi...

Discharge

Admission

Transfer

Extent of Invol...

Independent A...

Family Involve...

Significant Cha...

This QuickEntry screen helps you enter text quickly
and accurately. Pick a QuickEntry topic from the list
on the left to display its entries. Double-clicking an
entry copies it into the note on the right.

) Show Progress Note Topics and Entries.

Resident is alert, but not ()
oriented.

Resident is alert and
oriented to person.
Resident 1s alert and
ortented to person and
place.

Resident is alert and
oriented to person, place
and time.

Resident is alert and
ortented with periods of
forgetfulness.

Resident is alert and
oriented to self only.
Resident is alert with
confusion to time and |

Assessment to follow.

Admissions Progress Note
Saturday, March 27, 2004

Resident admitted from hospital on 06/18/04 with
diagnosis of CVA. Will place on 1:1 list for
adjustment of placement as well as socialization.

Save Cancel

The QuickEntry tool lets you build a library of frequently used sentences to quickly write
progress notes. You can enter your own QuickEntries in the Setup section of ProActivity

Reports.

‘ Double-click “Resident is alert, but not oriented.” in the middle column.

The text is automatically entered into your progress note.

‘ Click “Save” to record your changes and return to the Residents screen.
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Census History

Click on the “Census” tab to select it.

Anna Crawford Room 109 €

Female 72 {1/3/1934)
& Take Anna shopping for frames (Due 8/17/2006)
Cognitl "Census" Tab |ert; Comatose since A4 1-30-06

Current DEgMOsTs— &y 5/P ok =re head trauma

Special Instructions: @  gide rails up °t all times.

Maple (Long Term Care) ‘:\“"n

Observations

Face Sheet * Interests ° Participation

7 Admit 3/18/06 Admitted Home % P PA
% Transfer out

¥ Transfer Back In
Q Discharge

¥ Re-aAdmit

Q Deceased

3¢ Delete Most Recent

Follow Up

[} New Progress Note

Progress

SEVENE]

This tab helps you track the in-house status of each resident.

When you first add a resident to you ProActivity Reports database, the system will
automatically create an “Admitted” entry for the resident. If the resident later transfers out
or is discharged, you can use this tab to keep track of the resident’s comings and goings.

25



To Do’s

Click on the “To Do’s” tab to select it.

Carl Brownfield Room 153 Q\ |

Male 86 (1/4/19207) willow (Dementia) m
% call Carl's daughter re radio (Due 8/10/2006)
M alert, oriented to person; Needs help locat...
Current Diagnosis:
: =~ |"To Do's" Tab |~
Special Instructions: a weapon in\\he past. W...
LA 3

Face Sheet

oy New To Do
./ Edit To Do
2 Delete To Do

Census

Interests ~ Participation ~ Observations ° Progress

21 Show My To Do’s with Carl Brownfield

v

) Show all categories flagged or due whenever that are done and not

done.

v

ol | et | st |

& I Call Carl's daughter re radio PA
Pa; JD

[~ Care Plan

This tab lets you keep track of all the “To Do tasks related to each resident.
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To create a2 new To Do task, click the “New To Do” command on the command bar on the

left of this tab. You can see more information about all of this resident’s To Do tasks by
clicking the Zoom icon.

Click the Zoom icon in the upper right of this window. (It looks like a magnifying
glass.)

X

Carl Brownfield Room 153 €

willow (Dementia) &
LA .l
Participation © P /
&3 New To Do
7 Edit To Do
2 Delete To Do

Face Sheet ' Interests

) Show My To Do’s with Carl Brownfield

) Show all categories flagged or due whenever that are done and not done.

(o] [owowe o  awmer s e | st |
@f - 04/13/06 Call Carl's daughter re radio @ Carl Brownfield PA
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To get more information about a specific To Do task, double-click it.

Click twice on the To Do task shown.

Edit To Do

Title

ICaII Carl's daughter re radio

[~ Done

Residents

Due Date: |4/13/06 v|  category: [ Phone call ~
™ Flag this To Do [1} -rI:I days before its due date

Staff Paula Andersen
Carl Brownfield

Comments:

Created by:  Paula Andersen

Click “Cancel” to return to the Residents screen.
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The “Activities” Screen

The next major area that we’ll explore is the “Activities” Screen. This part of the software
lets you schedule your activities, record resident participation, and create the calendars that
you’ll post in your facility and distribute to your residents.

Click the “Activities” icon on the main toolbar.

© .90 @ ® S |8 - U -%

Back  Recent Forward  Residents  Activities Dashboard  Reports  Print Setup Help Log Off

“Activities” Icon
oo e ewnfiels

¢ Delete

2) Show all current residents in all groups

T T

Carl Brownfield  Willow (Demen...

Male 86 (1/4/19207

& call carl's daug
Mobility:

5/

Current Diagnosis:

@  Mary Chambers  Willow (Demen... Special Instructions
@ Tom Clouse Evergreen (Re...
@  Anna Crawford  Maple (Long T...
Face Sheet
& B E/‘IH | o E raraon (D I
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Clicking the Activities icon takes you to the Activities screen.

@@v)‘a dﬂa é @V%hobbn

Back  Recent Residents Activities Dashboard  Reports  Print Setup  Help Log OFf

Description Libr:

Select Act “April 2006
All Calendars Combined All Calendars Combined

< Apr 2006 »

11:00 Exercise F)
41200 Mal Shopping

16 17 18 19 20 21 22
23 24 25 26 27 28 29|
S ! o 4 900 Church Service (. 4y 800 News & Views (. 4 8.00 Coffes Social (L. i 800 News & Views (. d 800 Coffee Social (L. 4 800 News & Views (. 4 1200 Mal Shopping (.
£ Today 4 11:00 Devolional Rlea.. 4 1:00 Bingo (AR) 4 11:00 Duiing (S6) 4 10:00 Checkers L) & 400 HappyHour(P)  ay 400 Happy Hour F) 4y 200 Gardering (P)
iy 400 Happy Hour (P) 4y 400Happy How (P) 4 400 Happy How (F) 4 6:30 Bowiing 4 7:00 Movies in the Lib... 4 4:00 Happy Hour )
1Jpay 7]week [3imonth

4 5:00 Movies in the Lib...
[ Planner [FList

CENHITEE 4y 8:30 Chuch Sewvice [ 4 800 News & Views [ 4 800 Coffee Social (L. 4y 8:00 News & Views (. 4 8:00 Coffes Social (L. i 800 News & Views [ 4 10:00 Yoga [8R)

b New Activity 41000 Catholic Mass . @ 11:00CardClub(LR) 4 1200 Snack Making [.. 4 11:00 Baloon Volleyb.. s 200 Dance, Dance... 4 400 Happy Hour (F) 4 1200 Mal Shopping (.
& Edit Activity & 400HappyHou ) dy 400HappyHow (F)  uy 400 HappyHou (P)  a 400 HeppyHour (F)  d 6:00 Ice Cream Socia. 4 400 Happy Hou ()
38 Delete Activity 4500 Movies in the Lib..

@ Cancel Activity

Participation

900 CatholicMass (C) (800 News & Views (. 800 Coffee Social (L. ( 8:00 News & Views [ ( 8:00 Coffee Social (L. (800 News & Views (. %00 Exercise (AR)

© 900 Church Service (. 200 Creative Hands (R)  11:30 Hymn Singing (€)  9:30 Colfee Social (LR)  1:30 Trivia (L) 200 Pokeno (LR) € 1200 Mall Shopping (
© 400HappyHour (P)  C £00HappyHour () & 400HappyHow (P) & 400HappyHou (P) 400 HappyHour(P) = 400 Happy Hour (P)

Microsoft € v 8+ : 1R © 5:00 Movies in the Lib.

830 ChuchService () (2 800 News & Views (. 800 Coffee Social (L. ( 8:00 News & Views (. (= 800 Coffee Social (L. (2 800 News & Views (- 10:00 Gardening (F)
300 Church Servics (.. 10:00 Sing-a-ong (L) 11:30 Card Ciub (DR)  400HappyHow (F) 930 Bingo (OR) 12:30 Snack Making (DR) €= 12:00 Mall Shopping (..
© 400HappyHowr (P) & 400HappyHour () 500 Movies in'the Lib.. ( 400HappyHou (P) 400 HappyHour (P) € 400 Happy Hour (F)
7.00 Musician Visit (4]

& Record Participation

& 900 Church Service (. 800 News & Views . 8:00 Coffee Social (L. (= 8:00 News & Views (.. (* 800 Coffes Social (L. 800 News & Views [ 1200 Mall Shopping (.
1:00 Devotional Reading.. (* 4:00HappyHour(P)  (* 400HappyHour(P) € 400Happy Hour(P) & 400HappyHour(F) & 4:00HappyHour(F)  C 4:00 Happy Hour ()
& 5:00 Movies in the Lib.

Let’s make sure that we’re both looking at the same screen. If your screen doesn’t
look like the picture above, click the “Activities” icon on the main toolbar and then
click the “Scheduling and Participation” tab. Make sure that the “Month” and
“Planner” views are selected by clicking those icons.
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@ @VO‘ @ ESD é \?V"@V% explore

Back  Recent rward Residents  Activities Dashboard  Reports  Print Setup Help Log Off
Scheduling and Participam "Activities" Icon : ription Library
Select Activity Calendar \ " August 2006
|AII Calendars Combined :] \ All Calendars Combined
2:00 Creati.. (¥12:00 Pe.. 1:00 Creati.. 1:30 Trivia.. 2:00 Poker.. (*4:00 Hap.. |~
4 Aug 2006 » : : . : :
€ 3i008Rel. Y (3 31008 Rel | (X 3H00NRe 31008 Rel | C 300N Re::
 4:00 Hap... ¢ 4:00 Hap... & 4:00 Hap... & 4:00 Hap... ¢ 4:00 Hap...
¥ 5:00 Mo...
14 15 16 17 18 19
Il 272 2k 2 2 AdE 8:30 churc..| @80 "Scheduling and |2+ (€/8:00 Cof...§ (@(8:00ANe...1) [10:00/Gard...
9:00 Chu... 8:30 s e . M.. 8:30 Coffe... 10:00 M... 10:00 Mu...
: 7 2 Participation' Tab : = s
& 10:00 M.. & 10: Pe... | EHEBOREINEHEM G 12:00 Pe... | KIS0 DRV
] 10:00 Sing... 12:00 Pe.. 1:30 Water.. ¢ 10:00 M.. 12:30 Snac... 3:30 Pet Vis...
1lDay 7]week |3_‘1,M0mh - @ 12:00 Pe... 1:00 Watch... (3:00 Re.. *12:00 Pe.. (*3:00 Re.. 4:00 Hap..
W =) List "Month" and "Planner" Bpinl (& 3100 Re... |G <:i008Hap:
- = 0. ( 4:00 Hap.. 4:00 Movie...
Activities — View e
o8 New Activity
& Edit Activity
3 Delete Activity (2 9:00 Chu.. (*8:00 Ne.. (8:00 Cof.. (¥8:00 Ne.. (8:00 Cof.. (¥8:00 Ne.. (*10:00 Mu..
© Cancel Activity 10:00 M.. (10:00 M.. 10:00 M.. (10:00 M.. 10:00 M.. 10:00 M.. € 12:00 Ma...
Participation ‘ 1:00 Devot.. € 12:00 Pe.. 12:00 Pe.. 12:00 Pe.. 12:00 Pe.. 12:00 Pe.. & 4:00 Hap...
¢ 3:00 Re... 3:00 Re... €3:00 Re... (>3:00 Re... 3:00 Re..
Display ‘ ¢ 4:00 Hap.. & 4:00 Hap... & 4:00 Hap... & 4:00 Hap... & 4:00 Hap...
¢ 5:00 Mo...
Verdana vl 10 +|:| IR ™
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Scheduling and Participation

This screen shows all of the activities that you have planned for the month. You can view
them a month at a time, a week at a time, or daily. You can view them in a graphic “Planner’
view, or as a list.

>

Click on the “Day”, “Week”, and “Month” buttons on the command bar on the left
(under the small calendar).

Click on the “Planner” and “List” buttons.

When you’re done exploring the different formats available, click the “Month” and
“Planner” icons to make your screen look like the picture above.

You can have several different activity calendars in your facility. For example, you might
have one calendar for your high-functioning residents and another for your low-functioning
residents. The Training System data is set up this way.
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The “Scheduling and Participation” tab lets you look at activities on each of your calendars
individually, or look at all of the activities from all of your activity calendars combined.

@@ a‘[@@‘dljv‘.‘@ %bobbo

Recent Forward  Residents  Activities Dashboard  Reports  Print

Setup Help Log OFf

_

/ Scheduling and Participation Smart Calendar Creator

Apri
Click here... All Calend

Select Activity Calendar
iAll Calendars Combined I}d <
L

Tuesday
4 Apr 2006 »

©e.0 @ ® S B -0 O-% w

Back Recent Forward  Residents  Activities Dashboard  Reports  Print Setup Help Log Off
A
...to choose which actvity calendar to display. E

Select Activity Calendar

Apr

All Calendars Combined + All Caleng

All Calendars Combined
Low Functioning

High Functioning

1:1 Activities
Independent Activities

Sunday

Monday Tuesday
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‘ Choose “Low Functioning” from the Calendar Selector.

The software now shows you only the activities that are on the “Low Functioning” calendar.

Scheduling and Participation Smart Calendar Creator ° Observations ° Activity Description Library
Select Activity Calendar August 2006
iLow Functioning M Low Functioning
~
\ Aug 2006 » 410:00 M.. &/10:00 M.. &8:30 Exe.. @10:00 M.. & 10:00 M.. & 10:00 M.. 4 10:00 Mu...
4 11:00 De.. & 12:00 Sn.. & 10:00 M.. & 3:00 Re.. & 3:00 Re.. & 3:00 Re.. 4 1:00 Ball..
& 3:00 Re.. & 3:00 Re.. & 7:00 Wat... &4:30 Bir... &6:30 Ice...
13 14 15 16 17 18 19
20 21 22 23 24 25 26 #8:30 Chu.. #10:00 M.. &10:00 M.. &10:00 M.. &10:00 M.. &8:00 Yog.. & 10:00 Mu...
27 28 29130131 2 410:00 M.. &1:00 Mo.. &2:00 Gar.. & 11:00 Pe.. &3:00 Re.. &10:00 M.. & 11:00 Ne..
S o 43:00 Re.. &3:00 Re.. & 3:00 Re.. & 7:00 Mu.. & 3:00 Re..
_1]pay | 7]week IﬂMDI‘Ith 9:00 Cathol... 9:00 Bean.. 8:00 Coffe.. ¢ 10:00 M.. ¢ 10:00 M.. € 10:00 M...  10:00 Mu...
IEPIanner [F]List ¢ 10:00 M. € 10:00 M. € 10:00 M.. 1:00 Creati... 1:00 Sing-.. 1:30 Card.. 11:30 Devo...
— ¢ 3:00 Re.. (>*3:00 Re... (3:00 Re... (*3:00 Re.. 3:00 Re..
o New Activity
& Edit Activity 8:30 Churc... 8:30 Exerci.. 10:00 M.. ¢ 10:00 M.. 8:30 Coffe.. € 10:00 M.. € 10:00 Mu...
3 Delete Activity 10:00 M.. (10:00 M.. 1:00 Watch.. 1:30 Water.. (*10:00 M.. (3:00 Re.. 3:30 Pet Vis...
@ Cancel Activity ¢ 3:00 Re... >*3:00 Re... *3:00 Re... 3:00 Re... 4:00 Movie...
Participation
& Record Participation € 10:00f M... | 10:00 M... & 10:00 M... & 10:00° M... €& 10:00/ M. € 10:00 M. | 10:00° Mu..
Display dH00SDeyatE G 3 00SRa | 300N Rai | GE300RRe S (300N ReN | K3 DONReN L
Verdana V| 10 +I:I 1R v

Notice that the activities are color-coded. The activities that are on the “Low Functioning”
calendar are shown in pink. Activities on the “High Functioning” calendar are shown in
green.

In this example, the church services on Sunday are on both the High and Low Functioning
calendars, so they’re shown in both pink and green.

You can create your own calendars and assign colors to them in the Setup section of the
software. We'll cover that later.
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Creating New Activities

Click on the “New Activity” command icon. (It’s under the small calendar on the
left.)

New Scheduled Activity

Activity Type: ® ogGroup O Tz 11 O 4 Independent

Select Activity Description

Balloon Volleyball (Physical) H

{Optional) Custom Title

Balloon Volleyball

LISt ' Repeat © Staff * ®» Residents & Participation

Date |8/6/06 ~|  Location |no location assigned j

Start Time l 05:00 PM j Cost | 0.00 llj

End Time | 06:00 PM :l [" @Cancelled [ Hide on Smart Calendar

Single instance
Staff Paula Andersen

Show this Activity on the checked Calendars

v Low Functioning
I~ High Functioning

Low Functioning

Comments

Created by Paula Andersen

This window lets you create new activities. You pick the activities Type (whether it’s a group
activity, a one-to-one, or an independent activity) with the radio buttons at the top of the
window.

You pick the activity description from the drop-down menu just below that, or you can click
the browse button to see your whole library of activities. We’ll cover your Activity
Description Library in a moment.
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For now, just notice that you can use this window’s tabs to make an activity repeat (like, say,
Bingo every Wednesday at 3:00), and to assign facility staff to the activity.
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The last tab lets you record resident participation.

‘ Click the “Residents & Participation” tab. ‘

New Scheduled Activity

Activity Type: ® ogGroup O g 11 O 4 Independent

Select Activity "Residents &

IBaIIoon Wollg Participation" Tab :I

_—

{Optional) Custom Title \
\

IBaIIoon Yolleyball I

Activity ~ @4 Repeat i Residents &ﬁarticipation i\

S ' '—'# Filter Menus
2 Show all cdfrent residents in the “Maple {Long Term C...” m

[ |
6
=
w
g
=
# Anna Crawford Maple (L.
7 Dale Dean Maple (L. | |
# Ruth Feldman Maple (L. 3 l%
# Bill Fenton Maple (L...
ot Harr e 0 Participation
anet Harrison aple (L... :
& P i Levels
¢ Shirley Hart Maple (L... ¥
oy Laura Miller Maple (L. ~

This tab lets you record your residents’ participation in each activity. Just click in the
appropriate column to mark a resident’s participation level for this activity. You can also
type the number written above each participation level to record a residents’ participation.
For example, instead of clicking in the “Independent” box for a resident, you can click on
the resident and type the number “2.”
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Click in the “Verbal Prompts” box for Dale Dean.

U 3

o

- 5 | <
o = o o 1) o
Name Group =] D oL T
o R =
i 2 @ =
& Anna Crawford Maple (L...
# Dale Dean Maple (L... . J
I\

You can set up the software to use whatever participation levels you currently use in your
facility in the Setup section of the software. We’ll cover that in more detail later.

Notice the “Signed-Up” column. You use this column to pre-schedule a resident for an
activity. For example, if you’re having an outing to the mall on Friday and want to have
residents sign up for it in advance, you’d record it here. Click in the “Signed-Up” column to
indicate that a resident had reserved a space for the trip. In the following illustration, Anna
Crawford has been “signed-up” for this activity.

()]

4
o
=r

=
g
0
o
=

“puadapur r
id [BQUas  w

aandnisiqg

7 Anna Crawford Maple (L...

7, Dale Dean Maple (L...

This window also uses filter menus to make recording participation faster and easier.
Imagine that you’re recording participation for an activity from your Low Functioning
calendar. You can use the filter menu to tell the software to only display residents from your
low functioning group.

21 Show all current residents in the “Maple (Long Term C...” grou
=01 group

v v

Click “Save” to save your new activity and return to the Activities window.
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Smart Calendar Creator

‘ Click on the “Smart Calendar Creator” tab.

7 p V- - = [
@@.0/ @ ® S @ -\ U @K e
Back  Recent Residents Activities Dashboard Reports  Print y o "Smart Calendal' Creatof"
. Vitie Tab

10:00 Music and
Massage (&)

Format Selector

10:00 Music and
Massage (&)
3:00 Reminisce (L)

TR HA
Low Functioning [l = -
7 Sep 2006 > Calendar Selector
September 2006
27 2 30 3
3 4 5 6 S T :
10 11 12 13 14 15 16 unday Monday uesday ‘Wednesday hursday
17 18 19 20 21 22 23
24 25 26 27 28 29 30
j Today
_1|Day _7]Wweek I@Month
i ~ I — . -
[planner  [List T———" 3 View Selector 5 8 7
10:00 Music and 10:0 10:00 Music and 10:00 Music and 1
Select Calendar Format Massage (8) Massage [WMassage B Massage (&) Massage (&) |
8.5” % 11*, landscape 3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L) 3
Publish Snapshot
= To Image File —————
10

10:00 Music and
Massage (&)
3:00 Reminisce (L)

|

|~
|»
B

This tab helps you create the graphic calendars that you’ll give out to your residents and post
in your facility.

It automatically takes all the activity information that you created in the “Scheduling and
Participation” tab and puts it in a graphic format that you can dress up with fonts, colors,
and pictures. It’s a lot like Calendar Creator — only smarter. When you make changes to your
activity schedule on the “Scheduling and Participation” tab, your graphic calendar is
automatically updated.

You can create daily, weekly, and monthly calendars, in List and Planner styles. You can
make calendars for several different paper formats, from 8 2 by 11 inches to two feet by
three feet.

From the Calendar Selector, choose “Low Functioning”.

From the View Selector, choose “Month” and “Plannet”.
From the Format Selector, choose ‘8.5 x 117, landscape’.
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You can control the fonts, styles, and colors of your calendar. Let’s start by setting the font
for all of the activities for this month.

‘ Click an activity to select it. ‘

® - - "0 O Xy

Low Functioning j ~
3 4 5 6 7
< Sep 2006 » 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and

Massage (&) Massage (&) Massage (&) Massage (&) Massage (4] |
3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L) k

10 . . . . 13 14
10:00 Music and 10:00Music an| Click this activity boomusic and 10:00 Music and ]
2 3 4 5 6 7 Massage (&) Massane (&1 l . assage (A) Massage (&) |
- 0l Rerinisce] to select it. 00 Reminisce (L) 2:00 Reminisce (L) ]

i Today

1]Day  7]wWeek IEMunth
IE‘, Planner [F]List =
17 18 19 20 21

Select Calendar Format | 10:00 Music and + 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and ]
8.5 11", landscape Mossoge 8] | Mossage B Massage Massage ) Massage 4 !
— 3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 Reminisce (L)

Apply to
@ Selected activity only
O Every activity on 9/17/06 o .

5 Every activity in Sep 2006 I 2 Click here to select all of this 27 %

. [ 1 0:00 Musio ana | ' xrafi 10:00 Music and 1

O all activities in all months Massage (4] M month s activities. Massage (4] |

Publish Snapshot 3:borrremrseeTeT T OO TTEMISCETCT T O TTETMIISCE T 3:00 Reminisce (L) >

< | kd |

= To Image File

Notice that the “Apply To” radio buttons appear once you've selected an activity. They
control which calendar items you’ll affect with your formatting commands.

Click the “Every Activity in September 2006 radio button.

Notice that all of this month’s activities are now selected.
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Change the font for the selected activities to Garamond 9 Bold

Scheduling and Participation

STENeE| ENETASER G Observations = Activity Description Library
[Garamen || © L] (3 L 0 @ ERL R X

Select Activity Calendar

Low Functioning

4 Sep 2006 » \

September 2006

27 28 29 ¢

Sunday Monday: ‘

Thursday

These command icons
control how text i
1 2 3 4 5 6 7 appeats.

2 Today
1]pay _7]week |3_T|Month
I@Planner [Z]List 3 4 5 [ 1
10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 1
Select Calendar Format | Massage (A) Massage (4) Massage (4) Massage (4) ‘Massage (4) 1
8.5” » 11" landscape 3:00 Reminisce (L) . 3:00 Reminisce (L) | 3:00 Reminisce (L) | 3:00 Reminisce (L)
Apply to
O Selected activity anly
O Every activity on 9/3/06 10 1 12 13 14
(& Every activity in Sep 2006 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 1
@ il ZEHES i &l e | Massage (4)  Massage (&) Massage (4) Massage (4) Massage (A) 1
Publish Snapshot 3:00 Reminisce (L) 3:00 (L) 3:00 (L) 3:00 Reminisce (L)

|~
|8 22
| &3

& To Image File
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Now we’ll add a picture to your calendar.

‘ Click the “Add Picture” command icon in the toolbar at the top of the tab.

@@v'\l)’nj d‘l?v"@v%e

Back  Recent Forward  Residents  Activities Dashboard  Reports  Print Setup Help Log Off

Scheduling and Participation Smart Calendar Creator
Select Activity Calendar

|Low Functioning j
"X
4 Sep 2006 »
3 29 30 31 \ "Add Picture" Se
DD T EY o command icon

12 13 14 15 16 i
19 20 21 22 23 ‘
26 27 28 29 30

‘ In the “New Picture” dialog that appears, click the “Get New Picture...” button.

Apply to: Selected picture
Picture
=£ Get New Picture... k

EEELEEIELUNE!

No Image Available ) )
* Make the Picture Fit

" Stretch the Picture

" Leave Picture as is

W Let the background

—Flip, Rotate, & Layer shpw 'throug'h A
this picture is pure

BEE DE || e

& Show only on this month

" Show this Picture always _
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‘ Navigate to your “My Pictures” folder and select a picture file.

The picture is added to your calendar. You can drag it around and resize it.

HIEEEERHE * o000 de
Low Functioning j 1A
10:00 Music and
4 Sep 2006 » Massage (A)
3:00 Reminisce (L)
7 28 29 30 3
10 11 12 13 14 15 16
17 18 19 20 21 22 23 3 4 7 8
24 25 26 27 28 29 30 ic and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and
T E—— A) Massage () Massage (4) A Massage (4)
ﬁ Today 3:00 Reminisce (L) 3:00 Reminisce 3:00 Reminisce (L)
_1]Day  7]week |3_T|M0nth
I@ Planner [Z]List 0 11 " =
Select Calendar Format i 10:00 Music and 10:00 Music an ic and 10:00 Music and
I Massage (&) Massage (4) Massage (4)
8.5" x 11*, landscape . . o
e 3:00 Reminisce (L) 3:00 Reminisce 3:00 Reminisce (L)
Apply to
@ Selected picture
Publish Snapshot 17 18 21 22
= To Image File ic and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and
A) Massage (4) Massage (4) Massage (A) Massage (4) Massage (4)
3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 (L) 3:00 Reminisce (L) 3:00 Reminisce (L) v
< | >m
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Observations

‘ Click on the “Observations” tab.

Training System

Scheduling and Participation Smart Calendar Creator

-
) Show all current residents in all groups >
f_\l Filter Menu |
Observation Date  [9/1/06  ¥| |verdana o [ ®
Sep 1, 2006
~
)
=]
Ir] o 4
2 o <
= 5 e = z
& @ 3 C. § ] g =T
Name A Group == 0] 5 [ =2z 24| w <
HEHEEREEHERNEHREEERE -
2o(g a|o|ld @ ol IR = e =l R =
= 2 [B|a(3]|2(8]|=T|R gly|g|3|a Q
SI1®| o m<g50£gu%mn—mg_ £
F=8 e o e = = el = o =1 e B R B el = B R )
ool Q_.Cm_.nmm;DQmDB o
25| o 2IS(S|8|ale(2e|E|2(2(R(2|S a
2@ | wn Falo|z|%|a|[S|g|e|G|&|R|&G][2 0
# Carl Brownfield Willow (Deme... 2 1 1
)  Mary Chambers Willow (Deme... 1 1
(A Tom Clouse Evergreen (R... 2| 1 1
# Anna Crawford Maple {Long... 1 1
" " SN
# Brenda Dean Evergreen {(R... 1 1 Observable" activities
@ Nala Naan Kanla 1 ana ll

The “Observations” tab records participation for activities that are unscheduled and self-
directed. These activities include things like doing crossword puzzles and writing letters.
Residents often participate in these activities but they do not take place in structured,
scheduled events like group or 1:1 activities.

“Observations” are for less structured, more informal self-directed activities that your facility
staff observe your residents engaging in. For example, if a staff member sees Edith reading
in the library, you’d record that as an Observation. Or if Carl and Esther are seen playing
cards on their own in the activity room, that would be recorded as an Observation.

The Observation system was inspired by the new CMS interpretive guidelines. State
surveyors now want us to keep track of what residents are doing on their own, not just in
structured activities, as part of the new “Person Appropriate” care model. The guidelines
also stress that monitoring resident activities is now the responsibility of the whole facility,
not just the activity department. To help you with this, ProActivity Reports will let you print
out Observation Worksheets that you can distribute around your facility to help the entire
facility staff record resident Observations.
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List of Observable Activities
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Only those activities that you mark as “Observable” will show up in the Observation
reports. Since ProActivity Reports ships with over 150 predefined activities, and including
them all in the Observation reports would make the reports unmanageably large, it’s

necessary to identify which activities you’d like to include. For example, you probably don’t

want to make activities like Bingo “Observable”, because that’s usually a structured,

scheduled event that you’d use the “Record Participation” mechanism to track. On the other

hand, self-directed activities like “Internet Use” are prime candidates for resident
Observation.

To mark an activity as “Observable”, go to the “Activity Description Library”, select the
activity, and click the “Observable” checkbox on the “Details” tab.
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# Carl Brownfield Willow (Deme... 2

# Mary Chambers Willow {(Deme... 1 1

() Tom Clouse Evergreen (R... 2‘ 1 1
# Anna Crawford Maple (Long... 1

# Brenda Dean Evergreen (R... 1 1

To record an Observation, go to the Observations tab and click on the square that
corresponds to the resident that was observed and the activity he was observed doing. After
you have clicked on the square, you can type in the number of times the resident was
observed engaging in that activity for the day. In the example picture above, a staff member
observed Tom Clouse participating in two of these self-directed, observable activities on
September 1%. The staff member saw him doing a crossword puzzle and a jigsaw puzzle that
day, so she entered “1” for Tom Clouse for each of those activities.
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Activity Description Library

‘ Click on the “Activity Description Library” tab.

@ @.0/@d ® IS @ - U O-H% "Activity

Back  Recent rwa Residents Activities Dashboard  Reports  Print Setup Help Log Off DeS Cl'ipti on

Library" tab

i
£
Scheduling and Participation SUETR LT EI el CET TR EIVEL I Activity Description Library \
R New 2 Delete [ Schedule MEmE N
A Show all activity descriptions of any |1 T visit
= e 11 Visits
type in all interest categories
e T ) etars IR
| Filter Menu u E=alls
— Activity Type
[ | o e o B S
o . %, Gl Activit
"4 1:1 \Visits Cognitive © % Group Activity
. — - @ "4 1:1 Activity
4 Activity S...  Cognitive ; -
O a Independent Activity
of Animal Bi.. Cognitive L
- — Interest Category MDS Classification
oy Armchair..  Cognitive
Cognitive v| |Talking or conversin v
4 Art( fts 9 J | 9 9 J
o Ballo ACthIty Description
0 Description
4 Bean . P 1:1 conversation for current events, reminiscing, psychological support, spiritual
o Bell g List support, comfort, cards, games, etc., between a staff member or volunteer
. and a resident.
4 Bible ‘remo prrreorar
4 Bible Stud.. Spiritual
9, Bingo Cognitive
o, Book Cliih Coanitive ~
% Export 2 Import
Cance| CHENEES)

This tab shows your library of activity descriptions. You’ll pull from this library when you’re
scheduling activities on the “Scheduling and Participation” tab.

The left part of the tab is the activity description list. When you select an activity description
from this list, its details are displayed in the “Details” tab on the right.
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In the “Details” tab, there is an option for making an activity “observable.” If you check the
box labeled “Observable,” then this activity will appear on your list of activities in the
“Observations” tab.

Smart Calendar Creator Observations

|Art (independent)

prisondcrats 3 [otas

Drawing/painting independently.

Below the list are commands for importing and exporting your activity descriptions. You can
share them with colleagues over the Internet.

Above the list are commands for creating new activity descriptions and deleting them from
the library, as well as a “Schedule” command that’s a shortcut for scheduling an instance of
the currently selected activity.
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Click the “Notes” tab. (It’s to the right of the “Details” tab.)

1:1 Visits
Activity S...
Animal Bi...

e S

Armchair...

Bean Bag...
Bell Choir

7 B e

o

Bingo

Rook Clih
Export

?) 8) B

W

P New ¢ pelete

Art (indep...
Balloon Vo...

Bible Read...
Bible Stud...

. Activity 4| Interest Category

Cognitive
Cognitive
Cognitive
Cognitive

Arts and Crafts
Physical
Physical

Music

" Schedule
A Show all activity descriptions of any
type in all interest categories

-

Scheduling and Participation Smart Calendar Creator ° Observations SNt aMbI=-Elelglalats (W N]a]E=Ta AN
Name
[1:1 visits
Goals Materials
Promote social interaction. ~ |Reading materials, pictures, writing
Provide mental stimulation to | materials, discussion questions, trivia or
— |games.
Skills Needed
verbal skills, social skills,
hearing
Problems / Adaptations Instructions
Low verbal skills - adapt A |Knock on the resident's door. A
questions to simple answer or —  |Introduce self/greet resident.
yes/no Offer activity and explain as needed. __
3 Encourage resident participation by asking

Spiritual
Spiritual
Cognitive

Coanitive
% Import

]

Source

|ProActivity Reports

A
Budget
0.00 +||:| “‘-/

SaVEICHENEES) ANl CHENEES)

This tab let’s you describe the detailed notes for each activity. You can print the activity
notes (using the “Print” icon on the main toolbar at the top of the screen) and give them to
your staff who need instructions on how to run an activity.

Also notice the “Budget” field at the bottom of the tab. You can enter a dollar amount here
that reflects what it costs to run each activity. ProActivity Reports will automatically total up
the costs of your planned activities to help you with your monthly budgets.
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The “Dashboard” Screen

The next major area that we’ll explore is the “Dashboard” Screen. This part of the software
helps you run the day-to-day operations of your Activity Department. It tracks appointments
and To Do tasks for you and your staff.

‘ Click the “Dashboard” icon on the main toolbat.

© .0 @ ® S E S0 ON

Residents Activities Dashboard Reports  Print Setup Help Log OFf

“Dashboard” Icon

Schedulin endar Creator

on New ¢ Delete [ Schedule Name
) Show activity descriptions of any

Balloon Volleyball
type in all interest categories I L4

Clicking the Dashboard icon takes you to the Dashboard screen.

[} show Appointments Appointments

7] show To Do’s
T Show Both M Show My Schedule @) Show My To Da’s '
Appointments I” Show Appointments
&b New Appointment I” Show Group Activities
& Edit Appointment I” Show 1:1’s and Independent Activities @) Show all categories flagged or due whenev:
38 Delete Appointment that are done and not done.
e | | EEEGEEE N | T,
Ul Mol 2 ed | Th j E v  Gather list for Adopted Grardp... PA&;..
28 29 30 31
& T Turn budgetin to Kathy PA
10 11 12 13 14 15 16 Ca39 €G3 C&B9 C3: C&B9 C4. %@ I Call Carl's daughter re 1 PA
17 18 19 20 21 22 23 a3 ¢4 ¢33 G4 C¢3: = c | hi PA
24 25 26 27 28 29 30 c4 o+ o+ & ™ Complete mont
2 3 4 5 6 7 % I Complete an . PA
G390 G3 G C3: @9 G4 @ I Care Pl PA
_1]Day  7]week |@Month e G4 CG3 G4 O3
| i List c4 c4+ c 4+ c
Bplaner_ fL] "Zoom'" icons
A
o New To Do C&39 C3: C&a9C3: C&a9C4.
./ Edit To Do G3 |Gl ¢3 [Gal (¢3:
¢ Delete To Do c4 o4 c4
Verdana | | 10 +[-] IR cm9o G cmocxn cmsles ¥
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The dashboard screen is shared by your appointments and your To Do’s. You can focus on
one or the other by clicking its Zoom icon.
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Appointments

Click the “Zoom” icon to the right of the word “Appointments” to zoom the screen
to show your appointments.

Dashboard, Training System

[C] Show Appointments Appointments
7] Show To Do’s
1) Show Both ¥V Show My Schedule
. I~ Show Appoi
Show Appointments L] "Show"" controls
75 New Appointment I” Show Group Activities
& Edit Appointment " I” Show 1:1’s and Independent Activities
3 Delete Appointment
< Sep 2006 » E‘;‘;azm\aeu 2006
1 ~
ta
11 12 13 14 15 16 = a29:00 S £ 3:00 Re £2290:00 S... ¢&3:00 Re.. ¢339:00 S... ¢4:00 Hap...
7 18 19 20 21 22 23 %l o n k.. @400 Hap.. &3:00 Re..
2\ 965 908 57) 15 2D €11 ., New Appom'tment e BT
command icon
] Today ¢539:00 S.. 3:00 Re.. (539:00 S.. 3:00 Re.. (539:00 S.. & 4:00 Hap..
lpay 7lweek [3ilMonth 3:00 Re.. (*4:00 Hap.. (3:00 Re.. (24:00 Hap.. (3:00 Re..
(%) Planner List  4:00 Hap... & 4:00 Hap... & 4:00 Hap...
[Topos T
b New To Do G439:00 S.. (&3:00 Re... ¢439:00 S.. (&3:00 Re.. G439:00 S... € 4:00 Hap...
& Edit To Do e Re.. 4:00 Hap.. & 3:00 Re..
8 Delete To Do c 400 ro| "Day," Week," and & 4:00 Hap...
Displa' .
2 - "Month" icons
|Verdana j | 1Uﬂ;| IR (2529:00 S. 3:00 Re.. (¥539:00 S.. & 4:00 Hap.. ¥

This view shows your schedule. You can control what kind of events appear on your
schedule with the “Show” controls at the top of the screen. You can also use this screen to
see your individual staff members’ schedules.

You can view your daily, weekly, or monthly schedule by clicking the icons below the small
calendar on the command bar on the left.

You can create new appointments by clicking the “New Appointment” command icon on
the command bar on the left.
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To Do’s

Click on the “Show To Do’s” command icon near the top of the command bar on the

left.

The “To Do’ screen appears.

J |1 DOard

[7] Show Appaintments
[} Show To Do’s
[T) Show Both

Appointments

4P New Appointment
& Edit Appointment
8 Delete Appointment

4 Sep 2006 »

11 12 13 14 15 16
7 18 19 20 21 22 23
24 25 26 27 28 29 30
i Today
_1]pay _7]Week |;T_|Month
IE’]PIanner [E]List

o New To Do "
./ Edit To Do

¢ Delete To Do
Display

vl +I:I |8

) Show My To Do's

—

o —

|

Filter Menus

. -
) Show all categories flagged or due whenever that are done and not done.

(o] | owome o st |8 s | ouar |

¥ 08/01/06
& I 08/08/06
& I 08/10/06
& I 08/25/06
& I 08/27/06
& I 08/31/06
,\_/

Gather list for Adopted Grandpare...
Turn budget in to Kathy
Call Carl's daughter re radio

Complete monthly calendars

Complete and turn in performance...

Care Plan

"New To Do" command
icon

This screen shows your To Do items.

You can control which items to display using the filter menus in the top part of the screen.

5 Pa; T.
& P&

@ Carl Brownfield | PA,

m % P&

a P&

» Carl Brownfield

PA; JD

For To Do’s that are associated with a specific resident, you can click on the resident’s name
and you’ll be taken to that resident’s detailed information in the Residents section.

To create 2 new To Do, click the “New To Do” command icon on the command bar on the

left.
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The “Reports” Screen

The next major area that we’ll explore is the “Reports” Screen. ProActivity Reports offers
dozens of reports that will help you professionally manage your Activity Department.

‘ Click the “Reports” icon on the main toolbar.

.0/ @ ® S |a S ¥ O-%

Residents Activities Dashboard Reports  Print Setup Help Log Off

Show

“Reports” Icon

] Show Appointments
] Show To Do’s
[T] Show Both

¥ Show My To Do's

Appointments

The “Reports” screen appears.

WT
Interest Reports Select a report

Activities & Participation il Resident Interests

Observation Reports See which activity interest citegories your residents are interested in

Resident Administrative L1 Resident Preferred Times

Resident Clinical See which activity times your residents are interested in

Resident Contacts L1 Activities Scheduled by Interest

Resident Histories Analyze your activity program based on the interest categories of the activities you have scheduled
Resident Preferences L1 Activities Scheduled by Preferred Times

Resident Significant Dates Analyze your activity program based on the time of day of the activities you have scheduled

Staff Reports LI Activities Attended by Interest

Financial Reports Analyze your activity program based on the interest categories of the activities residents actually attend

Special Reports
Other Reports

The blue bar on the left of the screen lists the report categories.

Click on “Interest Reports”, the first item listed under “Report Categories”.
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When you click on a report category in the list on the left, all of the reports in that category
appear in the list on the right.

Click on “Resident Interests” in the list on the right.
Click the “Show Report” button in the lower right corner of the screen.

Report Categories

Interest Reports

1l| Resident Interests

Activities & Participation
Observation Reports
Resident Administrative
Resident Clinical
Resident Contacts
Resident Histaries
Resident Preferences

Resident Significant Dates

@) Show all current residents in all groups

- ;\ Filter Menus

Generate Report

@) Interest: All Interests

-

Click the “Generate Report” button to begin report generation.

You can control which information is displayed in each report by using the filter menus at

the top of the screen.

Click the “Generate Report” button in the upper right.

The report appears. In this case it’s a tabular listing of each resident’s interests.

Report Categories

Interest Reports

111 Resident Interests

Activities & Participation
Observation Reparts
Resident Administrative
Resident Clinical
Resident Contacts
Resident Histories
Resident Preferences
Resident Significant Dates
Staff Reports

Financial Reports
Special Reports

Other Reports

@) Show all current residents in all groups

|:] Table  |l1Graph
[_cenerta reool

@ Interest: all Interests

Resident Interests

all current residents in all groups

All Interests

" Graph"
command icon

Resident Room  Group
Carl Brownfield 153 Willow Physical
(Dementia)
Cognitive
Music
Outing
Spiritual
Mary Chambers 161 Willow Physical
(Dementia)

bowling,
horseshoes,
newspaper, bible
Bluegrass,
Hymns

Loves to fish,
hunt,

attends church
regular,

Wheel chair
exercise, work
on improving
upper body

strennth

_ofl

You can also get a graphic version that summarizes the interests of all of your residents.
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Click the “Graph” command icon.

Report Categories

Interest Reports ) Show all current residents in all grotips "Pie Graph" [[]Table IILlGraDh

1Ll Resident Interests - .
command icon

Activities & Participation
Observation Reports
Resident Administrative

Resident Clinical Resident Interests
Resident Contacts All current residents in all groups
Resident Histaries 20
Resident Preferences 18
Resident Significant Dates 1
Staff Reports
Financial Reports "
Special Reports 12
Other Reports 10
PR ]
&
04
02
00
Physical Cognitive Music Arts and Outing Entertainmen Spiritual Social
Crafts t
09/01/06 Golden Valley Care Center

ProActivity Reports can also present this information as a pie graph.

Click the “Pie Graph” command icon.

Report Categories

Interest Reports @ Show all currenf residents in all groups [ Table IILlGraPh

11 Resident Interests

P PP Gel te Report
Activities & Participation

Observation Reports
Resident Administrative

Resident Clinical Resident Interests
Resident Contacts All current residents in all groups
Resident Histories [ehysical
Resident Preferences 13% .:;12% [Ccoanitive
Resident Significant Dates [Music
SHiElil RS Dnrts and Crafts
Financial Reports [outing
Special Reports .
Other Reports DEnfe'rtamment
DSplntua]
g [(social
8

7%

09/01/06 Golden Valley Care Center
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Explore the other reports by clicking on each report category from the list on the left
and then clicking on the report titles from the lists that appear on the right.

You’ve now seen an overview of what ProActivity Reports can do for you. The system has
built-in online help that can provide you more detailed help on specific actions. It’s available
from the “Help” icon on the main toolbar at the top of the screen.

9

Help

You can also explore the system by holding the mouse over the command icons throughout
the program. “ToolTip Help” will pop up to explain what each command does.
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Getting Started

This section will show you how to get started working with ProActivity Reports with your
own resident and activity information.

ProActivity Reports is a big system. It can help you manage almost all aspects of your
Activity Department. You may find that it’s easiest to get started by learning small pieces of
the program at a time. For example, the system can track lots of different kinds of resident
information for you, but you don’t need to type it all in at the very beginning to get useful
work out of ProActivity Reports. We recommend that you start by just entering your
residents’ names and assigning them to groups.

The first step in getting started with ProActivity Reports is telling it how you run your
department. To do that, we need to log out of the Training System and then log in to work
with your Real Resident Information.

‘ Click the “Log Off’ icon on the main toolbar at the top of the screen.

© ®©.0|@ ® & 5@ @-%

Residents Activities Dashboard Reports  Print Setup Help Log Off

» "‘ . . > k P
ek “Log Off” Icon

Interest Reports ) Show all current residents in all groups
| 1l1 Resident Interests i v

You’re returned to the “Login” screen. Instead of working with the Training System, we’ll
work with your Real Resident Information.

Unlike the Training System, which is full of fake resident and activity information for you to
practice with, the Real Resident Information system has no resident or activity information
in it until you add your own. This is the part of the system that you’ll use to run your real

activity department.

You can always switch back to the Training System to experiment or to train your staff.
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Help
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LR R eal Resident Information

User Name: | :I

s

Password: |

Message: You can display your own message here by setting the “Login
Message” in the Facility Information section of the Setup screen.

Customer Key: KXY-AK-MIPC

License: You are currently running this software in a Free Trial evaluation
period without a software license. Your Free Trial expires after
04/30/2006,

From the “Work with: menu, choose “Real Resident Information”.

Enter your user name and password, and then click the “Login” button.

ProActivity Reports needs to know some of the specifics of how you run your department.
For example, what are the names of your resident groups, how many different calendars do
you want to work with, and what participation levels do you use to track resident
participation.

You provide this information to the system using the “Setup” screen.

‘ Click the “Setup” icon on the main toolbar at the top of the screen.
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| “Setup” Icon I=
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Facility Information

‘ Click “Facility Information” in the top left of the Setup screen.

‘:wy_

Facility

Facility Information

Facility Information

HIP&4A Settings

Staff & Security

Staff
Security Roles

To Do's & Appointments

To Do Categories
Appointment Categories

Resident Information

Groups
Precautions
QuickEntries
Room Stimuli
Cognitive Levels
Diets

Activity Locations
Interest Categories
Calendar Names
Participation Levels

Name

|Golden Valley Care Center

Address

123 North Main Street
Cincinnati, OH 45202

Graphic

Customer Key

WXH-VVY-T7UR

License Key

I

You are currently running this
software in a Free Trial evaluation
period without a software license.
Your Free Trial expires after
9/28/2006.

Login Message:

You can display your own
message here by setting the

Save Changes Cancel Changes

This screen is for entering information about your facility.

Enter your facility’s name and address.

If you have a picture of your facility (or a logo or some other identifying art), you can
make it appear on the Login screen by clicking in the “Graphic” box and loading it
from a file or pasting it in.
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Resident Groups

Most facilities organize their residents into “Care Groups” or “Resident Groups”. These
groups may be based on resident acuity, length of stay, or what part of the building the
residents are in. We next need to tell ProActivity Reports how you group residents in your

facility.

Click on “Groups” on the bar on the left. (It’s under “Resident Information.”) ‘

Setup

Facility Information
HIPAA Settings

Staff & Security

Staff
Security Roles

To Do's & Appointments

To Do Categories
Appointment Categories

Resident Information

Groups -

Precautions \

QuickEntries
Room Stimuli
Cognitive Levels
Diets

Activity Locations
Interest Categories
Calendar Names
Participation Levels

Up

Down

Groups
Grow Group Name
oA New Group -
& Delete Group \'\’
m "New Group"

command icon

\ "Groups"

command icon

Carce! CHENEES:

Initially, there are no Groups defined in ProActivity Reports. Youll add group names that
are appropriate for your facility.

Click the “New Group” command icon and enter the name of one of your groups
(e.g., “Rehab”, “Dementia”, “Long Term Care”, or “Maple”).

Do this for each of your groups.

Click the “Save Changes” button in the lower right.
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Creating Interest Categories

Interest Categories are an important part of managing your activity program. You can tell
ProActivity Reports which kinds of activities interest each resident, and you can tell it what
interest category each activity that you schedule addresses.

The software will help you make sure that the activities that you’re scheduling reflect the
interests of your current residents. It will also let you create reports that you can use to
demonstrate to state surveyors that your activity program meets or exceeds their interpretive

guidelines.
Matching the activities that you offer with the interests of your current residents is the key to

creating a better activity program.

ProActivity Reports comes with a pre-defined set of Interest Categories, such as “Physical”,
“Cognitive”, and “Music”. You can also add your own categories. For example, if your
residents are interested in fishing, you might add a “Fishing” category.

To create a new Interest Category, we need to go to the Setup screen.

‘ Click the “Setup” icon on the main toolbar at the top of the screen.
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On the Setup screen, click on “Interest Categories” on the bar on the left. (It’s under
“Activities”.)

‘5‘ Lup,

Interact Catenorios
Facility Information "New Interest Category' command icon
HIPAA Settings Interest Category v, |

Staff & Security oi New Interest Category = Physical
Staff 2 Delete Interest Category —
4 # Cognitive
Security Roles =
| Position | Music
To Do's & Appointments 4 Move Up % Arts and Crafts
To Do Categories G Move Down — o
Appointment Categories 1 sort - 9
Entertainment
=
Spiritual
Groups -
Precautions Social
QuickEntries Fishing
Room Stimuli
Cognitive Levels
Diets

" ot
Activity Locations “| Interest Categones

[ interest categories _— setup selector
Calendar Names
Participation Levels

Save Changes Cancel Changes

Click the “New Interest Category” command icon and enter the name of your new
interest category (e.g., “Fishing”).

You can organize your interest categories by color, too. By clicking on the colored circle to
the left of the interest category, you can customize how your interest categories appear
throughout the program.

Click the “Save Changes” button in the lower right.

You’ve successfully created a new Interest Category. You can now tell the software which of
your residents are interested in Fishing. For detailed help on assigning resident interests,
please see the “Assigning Resident Interests” section of this Step-by-Step Guide.

You can also tell the software which activities address each interest category by using the
“Activity Description Library” tab of the “Activities” screen.
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Calendar Names

Most facilities have more than one activity calendar in use at the same time. For example,
you may use a “High Functioning” calendar and a “Low Functioning” calendar, each with
activities for residents of different acuities. Another approach is to use calendars named after
the resident groups that they serve.

You can set up multiple activity calendars in ProActivity Reports to reflect the way you run
your facility.

You create and name your Calendars using the “Calendar Names” area of the “Setup”
section of the software.

To create and name a new Calendat,

‘ Click the “Setup” icon on the main toolbar at the top of the screen.

Residents Activities Dashboard Reports  Print Setup Help Log Off
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‘ Click on “Calendar Names” from the list on the left. (It’s under “Activities.”) ‘

Setup.
Calendar Names

Facility Information

AR5 S Calendar Name Calendar Name

T BT T Sarmple

Delete Calendar Namu -«

Staff N ! 1:1 Activities
Security Roles —

m S Independent Activities

To Do Categories ¥ Move Down
Appointment Categories 12 sort

"New Calendar Name"
Groups \ command icon
Precautions

QuickEntries

Room Stimuli
Cognitive Levels "Delete Calendar
Diets

Name'" command icon

Activity Locations
Interest Categories

Calendar Names

Participation Levels

SEVEICHENTES]

Click the “New Calendar Name” command icon in the top left of the “Calendar
Names” panel.

Enter the name of one of your calendars (e.g. “High Functioning”, “Low
Functioning”, “Dementia”, or “Maple”).

Click on the colored circle to the left of the calendar name to pick its color. (The
color will be used to identify which calendar each activity is on.)

Do this for each of your groups.

Click the “Save Changes” button in the lower right.

You can now add activities to your new calendar in the “Activities/ Scheduling &
Participation” section.

You can format it, and add text and graphics to it, in the “Activities/ Smart Calendar
Creatot” section.
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ProActivity Reports has two built-in calendars that can’t be deleted. They are the “1:1
Activities” calendar and the “Independent Activities” calendar. One-to-one and Independent
activities are automatically placed on these calendars.

ProActivity Reports ships with a fake calendar called “Sample” already created. It’s included
just to make exploring the software easier. Once we’ve added calendars that are appropriate
for your facility, we can delete the Sample calendar.

Click on the “Sample” calendar to select it.
Click the “Delete Calendar Name” command icon.

Click the “Save Changes” button in the lower right.
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Participation Levels

The last thing we need to do before getting started is to tell ProActivity Reports what
“Participation Levels” you use in your facility. That is, how do you describe how actively a
resident participated in an activity.

‘ Click on “Participation Levels” on the bar on the left. (I’s under “Activities.”)

@ @.90/ @ ® S| a5 He-%

Back  Recent Residents  Activities Dashboard ~ Reports  Print Setup Help Log Off

P

Participation Levels

Facility Information
HIP&4 Settings

Participation Level ... Participation Level Name

Staff & Security o New Partici?a.tion. Level Independent

v ¢ Delete Participation Le...

& Verbal Prompts
Security Roles =
| Position | Physical Prompts

To Do's & Appointments @ Move Up Passive

To Do Categories 0’ Move Down Disruptive

Appointment Categories 12 sort ISTuptiv

9 = Refused

Groups

Precautions & Flags
QuickEntries

Room Stimuli
Cognitive Levels
Diet

Activity Locations
Interest Categories
Calendar Labels

Participation Levels

SaVE) Cancel CHEMEES!

ProActivity Reports ships with a participation level structure that’s used by a lot of facilities.
If a resident participated independently in an activity (without any prompting required),
you’d mark his participation for that activity as “Independent”. If he required verbal
prompts, you’d mark him “Verbal Prompts”, and so on.

If your facility uses a different system, you can delete the levels that don’t work for you using

the “Delete Participation Level” command, and you can add more appropriate level
descriptions using the “Add Participation Level” command.
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Notice that, just like with Calendar Names, you can assign colors to each level by clicking in
the colored circle to the left of each participation level’s description. You can also change the

order in which your participation levels appear in this list using the commands listed under
“Position”. This will affect how they appear when you’re using them in other parts of the

program.

I I 5I

ments

\gories

w
w

Participation Levels

Participation Level ] ] Participation Level Name

oA New Participation Level
¢ Delete Participation Le...

——_
4+ Move Up
I Move Down

U2 sort

"Position"
controls

Independent
Verbal Prompts
Physical Prompts

b
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Other Setup Items

The Setup screen lets you completely customize ProActivity Reports to work the way you

do.

In addition to the changes we’ve made here, you can control things like Precautions and
Flags, cognitive levels, dietary restrictions, etc. You also use this Setup area to add user
names and passwords for your staff to be able to use ProActivity Reports. (It’s a multi-user
system — you can share resident and activity information over your network.)

You can explore the other areas of the Setup screen by clicking on the items listed on the left
side of the screen. Most of them are self-explanatory, but there’s always help available using
the ToolTip Help or from the Help menu on the main toolbar at the top of the screen.

Getting Started

For now, though, you’ve done enough setting up that you should be able to get use out of
the software. Again, it’s a big system, and you don’t have to jump right in and start using all
of it at once.

We recommend that you start now by adding your residents (by clicking the “Residents”
icon on the main toolbar at the top of the screen, and then clicking the “Add” or “Import”
buttons above the Resident List). The next section of the manual will give you detailed
instructions for adding or importing your resident names. You don’t need to enter all of the
information about residents. You can get started by entering just their names. You will also
find it immediately useful if you tell ProActivity Reports which Resident Group each
resident belongs to (you’ll enter it in the “Administrative” section of the Face Sheet).

You might want to next explore planning your activities using the “Scheduling and
Participation” tab of the “Activities” screen. You can then use the “Smart Calendar Creator”
tab of the “Activities” screen to automatically create the calendars that you post in your
facility.

If we can help you get started, please don’t hesitate to call Sean Rome at Mature Solutions at
(513) 871-0030 or email him at srome@MatureSolutions.com.
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Step-by-Step Guides

This section will show you step-by-step how to use ProActivity Reportts. It’s organized
around specific actions that you’re likely to want to do, such as setting up your system,
adding residents, or creating activities. If you need help figuring out how to do something,
just scan the table of contents at the beginning of this document and jump straight to the
step-by-step guide for that action.

Remember, there’s also an extensive on-line help system built into ProActivity Reports. It’s
available from the “Help” icon on the main toolbar at the top of the screen.

2

Help

You can also explore the system by holding the mouse over the command icons throughout
the program. “ToolTip Help” will pop up to explain what each command does.

Importing Residents

There are two ways to add new resident names to your ProActivity Reports system: you can
add them one at a time manually, or you can import a list of them automatically. Importing
them is much faster and easier.

Adding them one at a time is covered in the next section.

To import a list of resident names, we first need to get your list into a “text” file. A text file
is in a special format that all word processors can write, but it’s different from their normal,
default format. It’s a very simple file format, with all of the fonts and styling information
removed. You have to explicitly save your file in “text” format.

The instructions below will show you how to create your resident list in Microsoft Word. If
your list is in another application, the steps should be very similar. If you have any trouble,
please contact Mature Solutions Technical Support Group at (513) 871-0030 or email your
questions to stome@MatureSolutions.com.
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Creating a Text-Format Resident List from Microsoft Word

In Microsoft Word, create your list by putting your resident names one per line, like
in the picture below.

They can be in either “FirstName LastName” order or in “LastName, FirstName” order
(but they all have to be in the same order).

You probably already have a list of resident names that you’ve used for some other purpose.
If so, make a copy of it and delete all of the information from it except for the residents’

names.

I Resident Name.txt - Microsoft Word
! File Edt WView Insert Format Tools Table Window Help Type a question for help = | X
TANET DR T e X Y N A R o]} B3 9 100 - @ dread i
P A4 Mormal v TimesMewRoman + 12 v | B 7 U ] = = iE §;§|739,77A.!

O N S K S SR

Carl Brownfield
. Mary Chambers
- Tom Clouse
Anna Crawford
Brenda Dean
Dale Dean
: Ruth Feldman
- Bill Fenton
i Shirley Hart

o
o P R N ~

-a
wn

- Robert Hinton

~ Laura Miller

. Charles Plummer
Steve Roland
James Sergeant

. Norma Stout

~ Hazel Sullivan

. ndv Summers
BE|zw < |

Page 1 Sec 1 11 ; 7 (EF'S

“ O » &

v
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‘ From the “File” menu at the top left of the Word menu bar, choose “Save As...”.

Save As @
Savein: I () My Documents v ‘ @ -3 Q X iy E -~ Tools~
N () APS bpus 8ty videos [Z] Errors z006-C
(£ ()bsglbpu (C)NAAP 2005 2] Errors.txt
My Recent [C2)Census History icons ) Mero docs [Z] icon names te
Documents ) Dailies old [Z] 1nstall Instruc
= [-2)Dina Photos 4-11 () Possum traps [Z] 1nstallation Ir
[ [C)Evan ) QuickBooks 06 [3)My Document
Deskkop [0 exported reports [C)Readiris [Z) mysql root pa
I2fun |C2)Resource Editors {52 Shorteut to &
AN (O Intervideo [) Setting Screen Resolution (52 Shorteut to Sl
J [)junk [ Snaglt Catalog [Z] warnings 20
My Documents | |[)LicenseKey ) Symantec
)My Clippets |20 Technical Documentation
Q )My Games Dur
\J‘! 1@ My Music I visual Studio Projects
My Computer ia My Pictures [Z] addresses.txt
@ | | >
) File name: ’Resident Mames.kxt i v | Save I
My Network
Places Save as type: |plain Text (*.txt) v Cancel |
2|
~

Document Template (*.dat)

Rich Text Format {*.rtf

Plain Text (*.txt

\Word 97-2003 &6 N 95 - RTF (*.doc)
Works 6.0 & 7.0 (*.wps)

\Works 7.0 (*.wps)

< |

From the “Save as type:” menu at the bottom of the dialog, choose “Plain Text
(*.txt)”. You may have to scroll through the list of available file types to find it.

‘ For the “File name:”, enter “Resident Names.txt”.

Usually, you’ll want to save your files in your “My Documents” folder. You can choose this
folder from the “Save in:” menu at the top of the dialog window.

| Click “Save”.

‘ After saving your file, quit Microsoft Word.
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Importing Residents Once You Have Your Resident List Text File Ready

Open ProActivity Reports.

If your screen doesn’t say “Residents” in large white letters at the top left of the
window, click the “Residents” icon on the main toolbar at the top of the screen.

a

Residents

This will take you to the Residents Screen.

If you haven’t added any residents yet, your screen will look like this:

Q&vJ‘g; ["}9 Cs‘\?v“@v%mbo

Residents Activities Dashboard Reports  Print Setup Help Log OFf

on Add 2 Import & Delete

There are no itemns to display.
2 Show all current residents in all groups

Either there are no items, or they have all been deleted.

Click the “Import” command icon in the top left of the Residents screen.
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Clicking the “Import” command icon opens the dialog shown below.

First, ProActivity Reports needs to know how your list of resident names is arranged. Are
the first names of your residents before the last names (like “John Smith”), or are they listed
last name first (like “Smith, John)?

If the resident list that you created is like the one in this example, which lists the
residents’ first names before their last names, click the “FirstName LastName”
control.

Import Residents

Proactivity Reports can import residents from a text file containing a list of resident
names.

The first and last names in your list can be separated by spaces, commas, or tabs.
Please indicate whether your resident names are listed as “FirstName LastName” or
“LastName, FirstName”,

After selecting the name order, click the “Open Import File” button to choose the file
containing your new resident names.

—Resident Name Order in the Import File

(O LastName, FirstName (“Smith, John*)

&) FirstName LastName {“John Smith™)

3 5

r,

Click here to learn more about Importing Residents.

Open Import File
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Next, we need to tell ProActivity Reports where to find the file containing your resident list.

Click the “Open Import File” button.

Open

My Recent
Documents

Desktop

My Documents

My Computer
My Network.
Places

AL

Look in: IlD My Documents

~| o« B e E-

[CMAAP 2005

[C)Mero docs

D)old

(22 QuickBooks 06

() Readiris

[C)Resource Editors

[ Setting Screen Resolution
[)Snaglt Catalog

[0 Symantec

|- Technical Documentation
D

() visual Studio Projects

£ addresses.txt

?)X

@ Resident MNames.txt
t;ishortcut Aps.Resource

[52) Shortcut to Shared Documents

%—_}My Documents

< AR

File name: IResident MNames.txt j | Open I

Files of type: | Text Files( TXT) v Cancel |
Z

Select your “Resident Names.txt” file and then click “Open”.
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) Import Residents @

The list below shows the new residents and old residents together. You can’t change
the old residents here, but you can make corrections to the new resident names.

Resident names shown in red will not be added. Duplicate names are initially shown
in red. Any names you uncheck to choose not to add are also shown in red.

If you don’t want to add a new resident name, uncheck the check box in the first

column. If you want to force the addition of a new resident with a duplicate name,
check the check box in the first column.

I S I S -

v  Carl Brownfield

vV  Mary Chambers

v Tom Clouse

vV  Anna Crawford

v Brenda Dean

v  Dale Dean

¥  Ruth Feldman

v Bl Fenton

v Shirley Hart |

ProActivity Reports reads in your resident list and tries to figure out which part of each line
is the first name and which is the last name.

It will sometimes get confused with names that are more than two words. For example, with
names like “Lee Van Cleef” or “Bobby Joe Hinton”, it doesn’t know whether to put the
“Van” or the “Joe” with the first name or the last name. You can click on a name in the list
to edit it.

The leftmost column is a checkbox that you can use to tell the software whether or not to
import each resident name that it found. If you leave the box checked, it will add that
resident. If you uncheck the box, it won’t add that resident. It will show residents that it’s
not going to add in red.

If you already had entered some residents before importing your new resident list,

ProActivity Reports will show your old residents mixed in with the ones that you’re about to
import. They’re all sorted together by last name.
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If ProActivity Reports finds duplicates in your imported resident list — that is, it thinks that

you’re trying to import a resident that you’ve already added previously — it will flag the

duplicate name and not add it. You can force it to add the resident a second time by clicking
its checkbox (although you probably don’t want to do that).

Scroll through the list of resident names and make any corrections. Uncheck the box
in the “Add” column if there’s a resident name that you don’t want to add. Click the
“Save” button to import your resident names.

of Add
2 Show all current residents in all gQroups

Mary Chambers

& -
ecent Fo

OrwWar

9

Tom Clouse

Anna Crawford

Brenda Dean

Dale Dean

Ruth Feldman

Bill Fenton

Shirley Hart

Robert Hinton

Laura Miller

Charles Plumm...

Steve Roland

James Sergeant

Norma Stout

Hazel Sullivan

Judy Summers

% Import

FERIER

Residents Activities

M Delete

T T

Carl Brownfield

no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group
no group

no group

Dashboard  Reports

assig.
assig.
assig.
assig.
assig.
assig.
assig.
assig.

assig.

assig.
assig.
assig.
assig.
assig.
assig.

assig.

assig.ﬂ
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ProActivity Reports imports your resident names and adds them to the Resident List. If you
click on a resident name in the list, you can then enter more information about him in the
Resident Detail Area on the right side of the Residents screen.

ProActivity Reports lets you keep track of lots of different kinds of information about each
resident, but you don’t have to enter it all right now to start getting valuable use from the
software. The more information you put into the system, the more you’ll get out of it — but
ProActivity Reports only needs a little information to start being helpful.

For most people, the most immediately useful information that you can add about each
resident is what Group he belongs to and what his Interests are. Please see the “Creating
Resident Groups”, “Assigning Residents to Groups” and “Assigning Resident Interests”
sections of this Step-by-Step Guide for detailed help.
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Adding Residents One at a Time

If you have several residents to add, it’s faster and easier to import their names from a text
files than to add them one at a time. For detailed help on this approach, please see the
“Importing Residents” section of this Step-by-Step Guide.

To add a single Resident, start by going to the Residents screen.

If your screen doesn’t say “Residents” in large white letters at the top left of the
window, click the “Residents” icon on the main toolbar at the top of the screen.

A

Residents

This will take you to the Residents Screen.

79




oo MNew % Import 2 Delete F
) S' all currerltresidentsin all groups
oo B
Willow (Dem...
@ Willow (Dem...
& Evergreen (...
@ Anna Crawford  Maple (Long... j
# Brenda D an Evergreen (... e
) Dale Dean \ Maple (Long... .
@ Ruth Feldmar, Maple (Long... | |
“  Bill Fenton Maple (Long...
% Janet Harrison aple (Long...
#  Shirley Hart Maple (Long...
# Robert Hinton Willow (Dem...
@ Laura Miller Maple (Long...
@  Hazel O'Sullivan  Willow (Dem...
% Charles Plumm... Maple (Long...
% Stewve Santini Evergreen (... ~|
v “FirstName LastName” order
" “LastName, FirstName” order S

Click the “New” command icon in the top left of the Residents screen.
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Clicking the “New” command icon opens the dialog shown below.

First Name Last Name

IBill \Adams
Admission Date Admitted From
|9/6/O6 ll |Merc~,r Hospital

Enter the new resident’s first and last name.

Enter the date the resident was admitted and where he was admitted from (for
example, “Home”, a hospital, another facility, etc.).

If you don’t have the admission information handy, you can come back later and enter it on

this resident’s “Census” tab. For detailed help on using the Census History, please see the
“Census History” section of this Step-by-Step Guide.

Click the “OK” button.
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Your new resident, Bill Adams, has been created. Notice that he appears selected in the
Resident List on the left, and that the Resident Detail area on the right shows his

information.

op New

A Show all current residents

2 Import

T T
L2

Bill Adams
% Carl Brownfield
%  Mary Chambers
Tom Clouse
Anna Crawford
Brenda Dean
Dale Dean
Ruth Feldman
Bill Fenton
Janet Harrison
Shirley Hart
Robert Hinton
Laura Miller

Hazel O'Sullivan

(oA M- - - R - B B R B A

Charles Plummer

X Delete
in all groups

no group a...
Willow (De...
Willow (De...

Evergreen...

Maple (Lon...

Evergreen...

Maple (Lon...
Maple (Lon...
Maple (Lon...
Maple (Lon...
Maple (Lon...

Willow (De...

Maple (Lon...

Willow (De...

Maple (Lon...

* “FirstName LastName” order

" “LastName, FirstName” order

~

No Image
Available

Face Sheet

Interests

Bill Adams

Mobility:
Interests:

Special Instructions:

Participation

41 Show Administrative section

CCCO

Observations

Progress ° Census

Resident Facility Information
First Middle Last Admission Date
[E [ ladams 2/6/06
Title Suffix Preferred Name Group
I j I I Jno group assigi V|
Birthdate Age /\- Room
vI 0 (Mot sure of [~ Day [~ Month[™ Year)
<

|<

If you’ve already set up your Resident Groups, you can assign this new resident to a Group

by selecting it from the Group menu on the Face Sheet/Administration tab. For detailed

help on setting up Groups, please see the “Creating Resident Groups” section of this Step-

by-Step Guide.

If you’d like to provide a picture for this resident, please see the “Resident Pictures” section

of this Step-by-Step Guide.
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Creating Resident Groups

Most facilities organize their residents into “Care Groups” or “Resident Groups”. These
Groups may be based on resident acuity, length of stay, or what part of the facility the

residents are in.

To tell ProActivity Reports how you group residents in your facility, we need to go to the

Setup screen.

‘ Click the “Setup” icon on the main toolbar at the top of the screen.

Residents  Activities

S @ 5. ¥e-%

Dashboard  Reports

Print

| “Setup” Icon I=

Setup Help Log Off

On the Setup screen, select “Groups” from the command bar on the left. (It’s under
“Resident Information.”)

M

Facility

Facility Information
HIPAA Settings

Staff & Security
Staff
Security Roles

To Do's & Appointments

To Do Categories
Appointment Categories

Resident Information

Groups
Precautioﬁr\l
QuickEntries

Room Stimuli

Cognitive Levels
Diets

Activity Locations
Interest Categories
Calendar Names
Participation Levels

Groups

—

@ Move Up
& Move Down
12 sort

"New Group"
command icon

"Groups'' setup
selector

T T
oi New Group -
3 Delete Group

Sape CHBNEES)
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Click the “New Group” command icon and enter the name of one of your groups
(e.g., “Rehab”, “Dementia”, “Long Term Care”, or “Maple”).

Do this for each of your groups.

Click the “Save Changes” button in the lower right.

Facility

Facility Information
HIPAA Settings

Staff & Security
Staff
Security Roles

To Do's & Appointments

To Do Categories
Appointment Categories

Resident Information

Groups

W_

Precautions
QuickEntries
Room Stimuli
Cognitive Levels
Diets

Activity Locations
Interest Categories
Calendar Names
Participation Levels

row |

Gro

oA New Group
¢ Delete Group

4@ Move Up
I} Move Down
12 sort

Evergreen (Rehabilitation Unit)
Maple (Long Term Care)

Willow (Dementia)

SEVEICHENEES:

You can now assign residents to these groups to reflect the way you run your facility.
Organizing residents into groups will help you quickly find residents by letting you filter

resident lists when you’re entering information or running reports.

For detailed help on assigning residents to Groups, please see the “Assigning Residents to
Groups” section of this Step-by-Step Guide.
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Assigning Residents to Groups

Most facilities organize their residents into “Care Groups” or “Resident Groups’

’. These

Groups may be based on resident acuity, length of stay, or what part of the facility the

residents are in. This section shows you how to assign each of your residents to a Group.

If you haven’t set up your Groups in the software yet, please see the “Creating
Resident Groups” section of this Step-by-Step Guide.

To assign a resident to a Group, we need to go to the Residents screen.

‘ Click the “Residents” icon on the main toolbar at the top of the screen.

oe.o @ ® S & %.0-%

Back  Recent Forward  Residents  Activities

Dashboard

Reports  Print Setup Help

Log Off

On the Residents screen, we need to go to the Administrative section of the Face Sheet tab
for the resident we want to assign to a Group. For this example, we’ll assign Bill Adams to a

Group.

From the Resident List on the left of the Residents screen, click on Bill Adams.

08 New % Import

2 Show all current residents in all rr-

Bill Adams /
& Carl Brownfield
Mary Chambers

o)

# Tom Clouse

y

Nimimm Tmmi i bm -

2 Delete

no group as...
Willow (De...
Willow (De...

Evergreen (...

AAmmla 1 mmA

B

—]

No Image
Available

Face Sheet =
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On the Residents screen, click on the “Face Sheet” tab.

This tab shows the resident’s Face Sheet information. It’s divided into sections. You choose
which section to display using the “Show” menu at the top left of the Face Sheet tab. Each
resident’s Group information is shown in the Administrative section.

oA New 2 Import 2 Delete

Bill Adams

A Show all current residents in all groups

| Name & Gowp K No Image Mobilty: o

@ Bill Adams no group as... SYaiSkle Current Diagnosis: o

@ Carl Brownfield  Willow (De... Special Instructions: o

% Mary Chambers  Willow (De... .

@ To = en (. —

! Cth the ( PFal:e S Interests & Participation © Observations
@A o n " Lon...
! Face Sheet A Show [Summary p
@ Br tab... en (.. Administrative - -
@ Ddeoear TrEpTE Lon... Personal q Bill Adams A
T Lifi |
% Ruth Feldman Maple (Lon... ! estyle
History
% Bill Fenton Maple (Lon... Care
% Janet Harrison Maple (Lon... Diet
: Precautions ...then choose
% Shirley Hart Maple (Lon... .. .
_ : Releases "Administrative" from the
% Robert Hinton Willow (De... Contacts Sh
oW menu.
&  Laura Miller Maple (Lon... Comments
o ) Life Story

@ Hazel O'Sulivan  Willow (De... TR TARIE

@  Charles Plummer Maple (Lon... ¥ BelEEeEa

* “FirstName LastName” order Contacts: 2
" “LastName, FirstName” order

From the “Show” menu, choose the “Administrative” section.
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P New

% Import

X Delete

A Show all current residents in all groups

T T
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Bill Adams
% Carl Brownfield
% Mary Chambers
% Tom Clouse
@  Anna Crawford
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% Dale Dean
% Ruth Feldman
# Bill Fenton
% Janet Harrison
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% Robert Hinton
%  Laura Miller
% Hazel O'Sullivan
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I
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[Bsill | |adams 9/6/06

Title Stfx Preferred Name Group

v vpd

Maple (Long Te V|

no group assigned
Evergreen (Rehabilitation Unit)
P [Viaple (Long Term Care) S

Willow (Dementia)

ECEHEE| CHENEES:

2 Cizigie|=a

‘ From the “Group” menu, choose a Group for this resident.

Notice that his Group is automatically updated in the Resident List.

‘ Click “Save Changes”.

You have successfully assigned a Group to this resident.
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Resident Pictures

You can give each resident a picture. These pictures will help you and your staff recognize
each resident, and they’ll help you make sure that you’re entering information about the right
resident. The pictures also show up in many of the system’s reports.

The first step, of course, is to get pictures of your residents into your computer. Most people
just use a simple digital camera. The software that comes with your camera will make it easy
to load your pictures on to your computer.

Your residents’ families may also be able to provide you with pictures that you can scan in to

your computer. Please see your scanner’s instructions for details.

To associate a picture with a resident, we need to go to the Residents screen.

‘ Click the “Residents” icon on the main toolbar at the top of the screen. ‘

ce.0 @ ® J - 0B0-5

Back  Recent Forward  Residents  Activities Dashboard  Reports  Print Setup Help Log Off

Next, select the resident that you want to give a picture to. For this example, we’ll use Bill
Adams.

From the Resident List on the left of the Residents screen, click on Bill Adams.

08 New 2 Import 2 Delete

) Show all current residents in all gre

| Name LS !
7 Bill Adams wMaple (Lon... 5
¢ Carl Brownfield Willow (De...

@ Mary Chambers  Willow (De...
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Once you’ve selected the resident in the Resident List, click on his picture box
(where it says “No Image Available”).

The “Image Editing Tool” will pop up.

Residents

)

52

| First click here...}MF N
Il groups \’

| name o] Gowp R

) Bill Adams

#__Carl Brownfield

Maple (Lon...
Willow (De...

& from a file.

@l ...then click here |w (De..

Bill Adams

No Image Mobility:
Available B

Interests:

#| to load his picture [green.. |

L (lon

S

% Brenda Dean
@ Dale Dean
#  Ruth Feldman

& | Dill Cambmem

Evergreen...
Maple (Lon...
Maple (Lon...

Rmnla £1 ~e

Image Editing Tool

O

B tivities

Special Instructions:

52

Maple

VIV

S Pa na
X |

\

Interests

‘W

...or click here to

Paste his picture
from the clipboard.

There are two ways to assign a picture to a resident: you can load it from a file, or you can
Paste it from the clipboard. (The “clipboard” is the temporary holding place where things go
when you use the Copy and Paste commands.)

To load the picture from a file, click the button.




A window will open asking you where to find the file that contains the resident’s picture.
Most people keep their pictures in their “My Pictures” folder, which is inside their “My
Documents” folder.

Open

X
f z)
My Recent
Documents

3

Desktop

(s

My Documents

8
My Computer

-

My N‘étwork
Places

Loak in: I iiﬂ My Pictures

-::4 ﬁ( v

PIX

Bill Adams.jpa ; Sample Pictures

File hame:

Files of type:

|Bil Adams.jpa

LI\_‘E Open I

|Image Files(* BMP.* JPG.* GIF * PNG.* EMFE v |

Cancel |
/

Click on the resident’s picture and then click “Open”.

The resident’s picture is loaded from the file.
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2 Import

of New
‘2 Show all current residents in all groups

X Delete

Click here to close the
Image Editing Tool

W

¥ D vy [[[OWW

@ Tom Clouse Evergreen...
& Anna Ci wiford Maple (Lon...
# Brenda Dean Everareen
@& Nale Nean Manle 1 An

Mobility:
CurrentvDie
Special Ins

ill & ‘\
Image Editing Tool
OB g™%
AT

I ] I ] ] 1 ATy 1 ATLETNOON r

Click the “Close” button to close the Image Editing Tool.

You’ve successfully given this resident a picture.

Instead of loading a picture from a file, you can also Paste it from the clipboard. Your
method will depend on what other software you’re using to create or store resident pictures.
The key is selecting the resident picture in that other software and copying it to the

clipboard.

To use the Paste command to give the resident a picture, select the picture in the
application that you’re using to create or store resident pictures, and Copy it.
Then, return to ProActivity Reports, click on the resident’s picture box, and click the

“Paste” E button.

There are two other buttons in the Image Editing

Tool:

X . .
The . button deletes the current resident picture.

N
The button rotates the current resident picture.
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Census History

When you add residents one at a time to the system, a Census History admission record is
automatically created as you add each resident. When you import a group of residents, no
Census History records are automatically created, so you may want to add an admission
record for each resident you imported.

You can also use the Census tab to keep track of a resident’s status as he’s temporarily
transferred out (say, to a hospital) or re-admitted.

ProActivity Reports helps you keep track of each resident’s census status so that you can
filter residents in lists and reports. For example, you may want to run a report that only

includes your current, in-house residents.

To edit the Census History status of a resident, we need to go to the Residents screen.

‘ Click the “Residents” icon on the main toolbar at the top of the screen. ‘

©e.0 @ f S |a . UO-%
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On the Residents screen, we select a resident and then go to the Census tab. For this
example, we’ll create an admission record for Bill Adams.
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‘ From the Resident List on the left of the Residents screen, click on “Bill Adams”... ‘

P New % Import 3¢ Delete

2 Show all current residents in all groups

#  Bill Adams no group a...

& Carl Brownfia | Willow (De...

% Mary Chamber: Willow (De...

% Tom Clouse Evergreen...

% Anna Crawford Maple (Lon...

% Brenda Dean Evergreen...

% Dale Dean Maple (Lon...

“ R_Uth Click on "Bill

% Bill Fo g

& Danet Adafms in the
Resident List...

%  Shirle

% Robert Hinton Willow (De...

% Laura Miller Maple (Lon...

% Hazel O'Sullivan Willow (De...

% Charles Plummer  Maple (Lon...

@ “FirstName LastName” order

" “LastName, FirstName” order

Bill Adams

Resident Status
- Admit
% Transfer Out

7 Transfer Back In
@ Discharge

7 Re-Admit

@ Deceased

¢ Delete Most Recent

Follow Up

™ New Progress Note

Mobility:

Interests:

...and then click the
"Census" tab.

Special Instructions:

...and then click the “Census” tab.
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‘ Click the “Admit” command icon.

Bill Adams e,

Mobility: [5)
% @ Music, Arts and Crafts
Special Instructions: [5)

v

Face Sheet ° Interests ° Participation ° Observations ° Progress

EESRRR | Date | Description | Admitted From | New |Staff
- Admit \ 9/6/06 Admitted Home o P PA
% Transfer Out by
¥ Transfer Back In
37'} Discharge
Y Re-Admit
:z} Deceased
Delete Most R t : 1
#¢ Delete Most Recen Click the "Admit"

command icon

"] New Progress MNote

Save Changes Cancel Changes

‘ In the “Admitted From” field, type “Home”.

‘ Click “Save Changes”.

You’ve successfully created an admission record for this resident. When he’s transferred out
or discharged later, you’ll come back here and click the appropriate command icon to update
his status.

Notice that there’s also a command icon that says “New Progress Note”. If you click it, the
system will automatically take you to the Progress tab, ready to enter a new progress note.
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Assigning Resident Interests

Interest Categories are an important part of managing your activity program. You can tell
ProActivity Reports which kinds of activities interest each resident, and you can tell it what
interest category each activity that you schedule addresses.

The software will help you make sure that the activities that you’re scheduling reflect the
interests of your current residents. It will also let you create reports that you can use to
demonstrate to state surveyors that your activity program meets or exceeds their interpretive

guidelines.
Matching the activities that you offer with the interests of your current residents is the key to

creating a better activity program.

If you haven’t set up your Interest Categories yet, please see the “Creating Interest
Categories” section of this Step-by-Step Guide.

To tell ProActivity Reports which kinds of activities interest a resident, the first step is to
select the resident in the Residents screen.

‘ Click the “Residents” icon on the main toolbar at the top of the screen.

©e.0 @ ® S B -0 O-%
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Next, select the resident whose interest information you want to enter. For this example,

we’ll use Bill Adams.

‘ From the Resident List on the left of the Residents screen, click on Bill Adams...

oA New % Import 2 Delete

) Show all current residents in all groups

|| name Al Gow E
%  Bill Adams Maple (Lon...
@  Carl Brownfis 4 Willow (De...
% Mary Chambel Willow (De...
% Tom Clouse Evergreen...
% Anna Crawfor Maple (Lon...
% Brenda Dean Evergreen...
% Dale Dean Maple (Lon...
4 Click on "Bill Adams" in
9 the Re51dent List...

o rETTTT
() Sh|rley Hart Maple (Lon...
% Robert Hinton Willow (De...
% Laura Miller Maple (Lon...
% Hazel O'Sullivan Willow (De...
% Charles Plummer  Maple (Lon... ¥

" “FirstName LastName” order

" “LastName, FirstName” order

Bill Adams

Mobility: o
Interests: [>)
Special Instructions: [5)

Face Sheet Participation

Observations

Maple {Long Term Care)

...and then click the

"Interests' tab.

(Preferred Times Far &

\IVIYIES
[~ Morning [ Afte‘onn [~ Evening [ Night

Interests:

lm_r

[~ Physical
Cognitive
Music

Arts and Crafts

=
=
-
[~ Quting

~
Save Changes Cancel Changes

...and then click the “Interests” tab.

The software shows you your list of Interest Categories (that you defined in the Setup area).
You can now tell ProActivity Reports which of these Interest Categories are relevant to this

resident.
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Let’s say that Bill is interested in Music (but only classical music) as well as Arts & Crafts.

Click the checkbox next to “Music” and the checkbox next to “Arts and Crafts”.
Click in the “Details” area next to “Music”, and then type “classical only”.
Click the “Save Changes” button.

W

oH New

% Import

2 Delete

9 Show all current residents in all groups

LI mn g e |

[
&
&
&
&
&
&
&
&
&
&
&

&

Q

Bill Adams

Carl Brownfield
Mary Chambers
Tom Clouse
Anna Crawford
Brenda Dean
Dale Dean

Ruth Feldman
Bill Fenton
Janet Harrison
Shirley Hart
Robert Hinton
Laura Miller
Hazel O'Sullivan

Charles Plummer

Maple (Lon...

Willow (De...
Willow (De...

Evergreen...

Maple (Lon
Evergreen..

Maple (Lon.

Maple (Lon...
Maple (Lon...
Maple (Lon...
Maple (Lon...
Willow (De...
Maple (Lon...
Willow (De...
Maple (Lon...

* “FirstName LastName” order

" “LastName, FirstName” order

Bill Adams e,
Maple (Long Term Care)
Mobility: [5)
mﬂi{:\ © Music, Arts and Crafts
Special Instructions: o
Face Sheet BMEIEEHEN Participation © Observations * Progress ° Census © To Do’s
Preferred Times For Activities
17 [ Morning [~ Afternoon [~ Evening | Night
Interests: Music, Arts and Crafts
I R -
[~ Physical
l V \‘r_ Cognitive
h vV Music classical only|
¥ Arts and Crafts
[~ Quting
]
by

Notice that Bill’s interests are now shown in the Resident Header (if you have chosen
“Interests” as one of your Preferred Fields).
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From the “Reports” screen, you can run reports that help you understand the interests of
your current resident population as a whole. For example, you can get a list of all residents
who are interested in music. Or you can create a graph that shows how many residents are
interested in each Interest Category with a few clicks of the mouse.

Resident Interests
All current residents in all groups
30

25

20

Count
-
o

0s

0o

Physical Cognitive Music Arts and Quting Entertainmen Spiritual Social
Crafts t
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Assigning Interest Categories to Activities

Assigning interest categories to residents is an important first step towards organizing your
residents and understanding what sort of activities your residents are interested in.

The next step is to assign interest categories to activities.

‘ Click on the “Activities” icon in the main toolbar at the top of the screen.

©o.0 @ ® I|@d - (B O-%
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"Acuvities' Icon

‘ Click on the “Activity Description Library” tab.

Scheduling and Participation Smart Calendar Creator ° Observations S¥Ns{IavAelgla}dla gl N]a]E=Te" \
NS

o New 2 Delete [ Schedule Hame ‘Y 9
1 Show observable activity -
. o . IArt (independent)
descriptions of any type in all
interest categoﬂe§ : /W
3 " oG
4 Art (indep.. Arts and Crafts ©O1Click on the Activity
: - Ol D iption Lib "
4 Bible Read... Spiritual ® escription rary
4 Computer.. Cognitive tab
Inti S Classification
4 Crafts Arts and Crafts " & o
- Arts and Crafts v| |Crafts/Arts v
4 Crossword... Cognitive | —I I / —I
4 Devotions  Spiritual Description

4 Internet U.. Cognitive Drawing/painting independently.
4 Library Ou.. Cognitive

4 Music Rec... Music

4 Pet Care Arts and Crafts
4 Prayer (In.. Spiritual

4 Puzzles Ji..  Coanitive ~
% Export % Import

Eance CHENEES)
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‘ Click on the “Details” tab.

op New 2 Delete

" Schedule

71 Show observable activity
descriptions of gny type in all
interest categorie§ .

. Activity 4| Interest Category

Art (indep... Arts and Crafts
Bible Read... Spiritual

4 Computer... Cognitive
Crafts Arts and Crafts

4 Crossword... Cognitive

B

|

Devotions Spiritual

[

4 Internet U.. Cognitive
4 Library Ou.. Cognitive

4 Music Rec... Music

4 Pet Care Arts and Crafts

4 Prayer (In.. Spiritual

: Puzzles 1i...  Coanitive ll
% Export % Import

- /‘\

|Art (independent) ’

Activity Type

) 9, Group Activity

O "4 11 Activity

) o Independent Activity

v Observable

Interest Category MDS Classification

"Details" tab

IArts and Crafts j |Craﬁ:s/Arts

Description

Drawing/painting independently.

2| CHETES)

To assign an Interest Category to an activity, click on the drop-down box labeled “Interest

Category.”

All the interest categories you created in the Setup Section are shown in the drop-down box.
You can scroll down the list and choose the interest category that best fits the activity you

are working with.
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For example, if you’d like to categorize the activity 1:1 Visits as a social interest, you can do
so by scrolling down the drop-down box and selecting “Social.”

Select the activity “1:1 Visits” from the Activity List on the left side of the screen.

m'ing and Participation
”"” e = ”
ACthlty List 7 Schedule Name
Sho: _I activity descriptions of any li
t |n all interest categorles L LuE
m e oo XY g
"4 1:1 Visits Cognltlve O ¢
Sa i
"4 Activity S ‘»Cognltlve © 'l
O al
9y Animal Bl... Cognitive
. — Interes
5 Armchair... ognitive
. |Co ni
4 Art (indep... A4rts and Crafts 9
o, Balloon vo... hysical Descrif
‘4 Bean Bag... Pt sical 4 o
%, Bell Choir o ppO
e , Select ""1:1 Visits" |ide
4 Bible Read..
4 Bible Stud... Spiritual
%, Bingo Cognitive
ol Book Cliib Coanitive ~
% Export % Import
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‘ Select the drop-down box labeled “Interest Category”

op New X pelete " Schedule

A Show all activity descriptions of any
ty_p? in all interest categorie§

[ | oty e ot B

"4 1:1 Visits Cognitive

“4 Activity S..  Cognitive

o4 Animal Bi.. Cognitive

o Armchair..  Cognitive

4 Art (indep.. Arts and Crafts

o Balloon Vo... Physical

‘4 Bean Bag.. Physical

9%, Bell Choir Music

4 Bible Read... Spiritual

4 Bible Stud.. Spiritual

9%, Bingo Cognitive

o Rook Cliib Coanitive ll

% Export % Import

Scheduling and Participation

Smart Calendar Creator

Observations

Activity Description Library \

Name

[1:1 visits

Activity Type

O 93, Group Activity
@ "4 1:1 Activity
O a

Interest Category

Independent Activity

g~

[~ Obs

S Classification

Cognitive

no interest category assigned 2

K

Talking or conversing

Physical

Music
Arts and Crafts

hts, reminiscing, psychological support, spiritual
etc., between a staff member or volunteer and a

Quting
Entertainment
Spiritual

Save Changes

Cancel Changes
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‘ Scroll down the drop-down list until you reach “Social.” Select it.

nd Participation =TT e T o ETSl=E o Ta e =TEVEN T Activity Description Library \

thedule Name
bf any

|1:1 Visits

fl Activity Type
gory

) 9%, Group Activity I” Observable
& "4 11 Activity
O o Independent Activity

Interest Category MDS Classification
frs Social :I Talking or conversing :I
Physical R e 2
Cognitive
Music +..nts, reminiscing, bl Click "Social" in the

Arts and Crafts

drop-down box.
Quting

Entertainment
Spiritual

Save Changes Cancel Changes

Click “Save Changes.”

“1:1 Visits” now has “Social” as its interest category.
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You can follow the same process for all of your activities. The interest category will show up

next to the name of the activity in the “Activity List” on the left side of the screen. If you

click the gray heading “Interest Category,” the list will re-appear sorted in order of interest

categories.

Click here to 19 and Participation
organize the list by [/ Schedule
Interest Category [™= 3"

’

[ ety interest Category 3B
o, Bowling Physical )
o, Exercise Physical g :I
% Yoga Physical
9y Parachute Physical
4 Walking Physical
ol; Table Voll... Physical Descrig
oy Dance Da.. Physical
of Nature Wa... Physical SupPG
ol Happy Hour Social | | resid
o, Coffee Soc... Social
2 1:1 Visits Social
o Holidav Pa... Social ~
% Export % Import
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Interest Reports

Once you have assigned Interest Categories to your residents and your activities, you can use

this information to help you plan activities that your residents are interested in.

The “Interest Reports” section of the “Reports” screen offers several reports that show you

interest information.

‘ Click on the “Reports” icon on the main toolbar.

File Edit View Help

Back

=

Residents  Activities Print

Recent

Dashboard

Reports Setup Help Log OFf

‘ Q)v "7) bobbo

‘ Click “Interest Reports” from the left panel.

REports

Report Categories

ident Contacts

ident Histories
Re_‘dent Preferences
Resiu *nt Significant Dates
Staff Rey arts

Financial Rep. “ts

Special Reports
Other Reports

Interest Reparts I Select a report

Activ & Participation il Resident Interests

Obsr ion Reports See which activity interest categories your residents are interested in
Res dent Administrative |1 Resident Preferred Times

Rf sident Clinical See which activity times your residents are interested in

L1 Activities Scheduled by Interest
Analyze your activity program based on the interest categories of the activities you have scheduled

L1 Activities Scheduled by Preferred Times
Analyze your activity program based on the time of day of the activities you have scheduled

L1 Activities Attended by Interest
Analyze your activity program based on the interest categories of the activities residents actually attend

Select the "Interest
Reports" command icon

There are several types of Interest Reports that you can choose from. For example, you can
see which of your residents is interested in music by running the “Resident Interests” report.
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Select the “Resident Interests” report from the list. Then click the “Show Report”
icon at the bottom of the page.

Report Categories
Interest Reports Select a report

Activities & Participation
Observation P
Resident & ministrative
Resident

Resident +
Resident Si_
Staff Reports
Financial Repoi
Special Reports
Other Reports

ferences
ificant Dates

L1 Resident Interests

See which activity interest categories your residents are interested in

L1 Resident Preferred Times
See which activity times your residents are interested in

L1 Activities Scheduled by Interest
4nalyze your activity program based on the interest categories of the activities you have scheduled

L1 Activities Scheduled by Preferred Times
Analyze your activity program based on the time of day of the activities you have scheduled

L1 Activities Attended by Interest
4nalyze your activity program based on the interest categories of the activities residents actually attend

Select the "Resident
Interests' report...

...then click the
""'Show Report"
command icon
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To show which of your residents are interested in music, you can use the filters that appear

at the top of the page.

Click on the “Interests” filter. A drop-down box should appear. Select “Music” from
the list.

REPOrLs
Report Categories ;/ ~
Interest Reports @) Show all current residents in all groups

[il1 resident Interests Resident filters

Generate Report

Activities & Participation

Observation Reports @) Interest: [All Interests ’—_\

Resident Administrative Physical

Resident Clinical Cognitive

Resident Contacts Music e “Generate Report” b *tq)

Resident Histories # arts and Crafts Click the
Resident Preferences Outing "Interest" filter...
Resident Significant Dates Entertainment

Staff Reports Spiritual

Financial Reports Social

Special Reports
Other Reports

...then select the
"Music" interest from
the drop-down box.

You can also use the resident filters to control which residents appear in the report.

After you have selected the interest you want, you can click the “Generate Report” icon to
produce the report.

Click the “Generate Report” icon.

) Interests: Each Interest Category ) Time Period: This Month |

) Activities: aAll Activities Combined ) Period Breakdown: None
¥ Show: A—.I,I Generate Report
»v

Click the “Generate Report” button to begin report generation.

Click the "Generate
Report" icon
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After clicking “Generate Report,” here is how your report could look:

) Show all current residents

v

i.l "Table" icon

O ——

21 Interest: Music

"Graph'" icon

[“]Table jliGraph

T

esident Interests

1 +|=
Headings
e 1
Resident Room
Bill Adams
Carl Brownfield 153
Mary Chambers 161
Tom Clouse 126
Anna Crawford 109
Brenda Dean 132

Group

no group
assigned
Willow
(Dementia)

Willow
(Dementia)

Evergreen
(Rehabilitation
Unit)

Maple {Long
Term Care)

Evergreen

.l current residents in all groups

: Music

Music

Music

Music

Music

Music

Music

Ry, —

Yerdana :I 10 *| =

classical only

Bluegrass,
Hymns

Hymns, Ella
Fitzgerald, Blues

40's and 50's,
Frank Sinatra

Classical, esp
Mozart and
Beethoven

any =
| v

This report appears as a Table, with all the current residents interested in “Music” listed
alphabetically. To make a report appear as a Graph, click the “Graph” icon in the top-right
corner of the screen. To make a report appear as a Table, click the “Table” icon in the
corner of the screen.

By clicking on the headings highlighted in blue, you can sort the residents by name, room

number, or group.
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Knowing your residents’ interests can be helpful for planning your activities. If you are
planning activities for a certain group of residents, having all their interests available in a
report form can help the planning process go more quickly. Using the reports section of
ProActivity Reports can help you generate a list or graph of all your residents’ interests.

‘ Click on the “Reports” icon in the main toolbar.

File Edit View Help

O @ J‘ 3 fz@ ?vl‘ Q)v"b bobbo

Back Recent f Residents Activities Dashboard Reports  Print Setup Help Log OFf

‘ Select “Interests Reports” from the left panel.

REPOLLS
Report Categories
Interest Reports Ly Select a report
Activ I & Participation L1 Resident Interests
Obsr ion Reports See which activity interest categories your residents are interested in
Re: dent Administrative L1 Resident Preferred Times
Rf sident Clinical See which activity times your residents are interested in
R sident Contacts L1 Activities Scheduled by Interest
R. Sident Histories Analyze your activity program based on the interest categories of the activities you have scheduled
Re_‘dent Preferences LI Activities Scheduled by Preferred Times
Resiu *nt Significant Dates Analyze your activity program based on the time of day of the activities you have scheduled
Staff Rey arts L1 Activities Attended by Interest
Financial Rep. *ts Analyze your activity program based on the interest categories of the activities residents actually attend
Special Repm\
Other Reports
Select the "Interest
Reports" command icon
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Select the “Resident Interests” report from the list. Then click the “Show Report”
icon at the bottom of the page.

i..:,‘ ports

Interest Reports Select a report

Activities & Participation
Observation P
Resident &
Resident

Resident
Resident +
Resident Si_
Staff Reports
Financial Repor s
Special Reports
Other Reports

ferences
ificant Dates

"

|l1 Resident Interests
See which activity interest categories your residents are interested in

|1 Resident Preferred Times

See which activity times your residents are interested in

|1 Activities Scheduled by Interest

4nalyze your activity program based on the interest categories of the activities you have scheduled

L1 Activities Scheduled by Preferred Times
Analyze your activity program based on the time of day of the activities you have scheduled

|1 Activities Attended by Interest

Analyze your activity program based on the interest categories of the activities residents actually attend

Select the "Resident
Interests' report...

...then click the
"Show Report" [
command icon

/

Show Report

For this example, we’ll use the Maple Group (Long Term Care) from the Training System.
You can select the group you are interested in.

Click on the “Groups” filter. Select the group you are interested in from the drop-
down box. Make sure that the “Interest” filter is set on “All Interests.”

rts @) Show all current resident< [in all groups Ly Grapt
Interests -  [lin the “Evergreen (Rehabilitation Unit)” group o
larticipation In (e “HER (Lo TiEmn EaE) grEu N P Generate Report
gt in the “Willow (Dementia)” group —
[oponts] @ Interest: All Interests D (7D @RV EESEREE
inistrative —
Eal
acts ; Click the “Generate Report” button to begin report generation.
pries
Erences
1 Set " "
ificant Dates Groups filter -
"Interest" Select the desired
prts filter to ""All group from the
ts
Interests" drop-down box.
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‘ Click the “Generate Report” icon.

rts

Ik Interests

larticipation
Reparts
inistrative
cal

kacts

pries

Erences
ificant Dates

prts

23 Show all current residents in
5

the “Maple {Long Term C...” group L1

Generate Report

@) Interest: all Interests

Click the

-

'

“Generate Report” button to bd Click the "Generate
Report" icon

For graphs, you can choose between pie and bar graphs. To choose a pie graph display, click
on the “Pie Graph” icon. To choose a bar graph, click on the “Bar Graph” icon.

10
03
03

21 Show all current residents in the “Maple (Long Term C...” group [7] Table IILlG"aPh

E-.f'.[ i!l’ﬁ\"a r&\:

All current residents in the “*Maple (Long Term C..." group

"Pie Graph" icon

Resident Interests

07
06
05
04
03
02
01

it}

Physical Cognitive Music

"Table Graph" icon

09/08/06

Arts and Outing Entertainmen Spiritual Social
Crafts t

Golden Valley Care Center

The graph shows you what interests the residents in this group have, and it shows you the
most common interests for this group. Since most residents in this group share cognitive

and music interests, activities that fall into these categories will likely be the most attended
and participated-in activities.
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Another tool in the reports section you can use is to show your “Activities Scheduled by
Interest”. Using this report with the “Resident Interests” report we just explored above can
be especially helpful because you can make sure you are scheduling activities that are of

interest to your residents.

‘ Click on the “Reports” icon in the main toolbar.

File Edit View Help

Back

)

ki

Residents  Activities

Recent Dashboard

bobbo

S- Ml e-%

Print Setup Help Log OFf

Reports

‘ Select “Interest Reports” from the left panel.

REPOLLS,

Report Categories
Interest Reports [ Select a report

Activ I & Participation L1 Resident Interests

Obsr ion Reports

See which activity interest categories your residents are interested in

L1 Resident Preferred Times

See which activity times your residents are interested in

L1 Activities Scheduled by Interest
R sident Histories

Analyze your activity program based on the interest categories of the activities you have scheduled

Re_‘dent Preferences LI Activities Scheduled by Preferred Times

Resiu *nt Significant Dates

Analyze your activity program based on the time of day of the activities you have scheduled

Staff Rey. rts
Financial Rep. “ts

L1 Activities Attended by Interest

Analyze your activity program based on the interest categories of the activities residents actually attend

Special Reports
Other Reports

~ Select the "Interest
Reports" command icon
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Select the “Activities Scheduled by Interest” report. Then click on the “Show

Report” icon.

Interest Reports Select a report

Activities & Participation
Observation Reports
Resident Administrative
Resident Clinical
Resident Contacts
Resident Histories
Resident Preferences
Resident Significant D fes
Staff Reports

Financial Reports
Special Reports

Other Reports

Il1 Resident Interests
See which activity interest categories your residents are interested in

L1 Resident Preferred Times
See which activity times your residents are interested in

Analyze your activity program based on the interest categories of the activities you have scheduled

/||]_| Activities Scheduled by Interest

-

L1 Activities Scheduled by Preferred Times
Analyze your activity program based on the time of day of the activities you have scheduled

|1 Activities Attended by Interest
Analyze your activity program based on the interest categories of the activities residents actually attend

P ...then click th
Select the "Activities "Sh:::v(;{: orts
Scheduled by Interest" icon P
report... .
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There are five filters for this report. You can control which interests and activities are
shown, which residents are shown, and what time period the report covers. For this
example, we’re going to leave all the filters at their default settings except the time period.

Click the “Time Period” filter. Select “This Week” from the drop-down menu.

T T T
Residents Activities Dashboard Reports  Print Setup Help Log Off

Last 3 Months

Hule...

ion

ates

Next Month

@) Interests: Each Interest Category 21 Time Period: |This Week

@) Activities: All Activities Combined @) Per.

@ Show: All

Click the “Generate

Click on the "Time
Period" filter...

Sreakd

port” button|

Last Week y' %
Last 4 Weeks

Next Week
. Generate Report
This Year X

Last Year
Today
Yesterday
Tomorrow
Last Sunday

Last Monday

Last Tuesday ...then select

Last Wednesday "This Week"
Last Thursda

L e from the drop-
ast Friday

Last Saturday down menu.

Next Sunday
Next Monday
Next Tuesday
Next Wednesday
Next Thursday
Next Friday

Next Saturday
Select a Date Range...
“9/8/06"

‘ Click the “Generate Report” icon.

-

edule...

ation

tive

) Interests: Each Interest Category £ Time Period: This Week

@) Activities: all Activities Combined ) Period Breakdown: None

@ Show: all

Generate Report

Click the “Generate Report” but

Click the "Generate
Report" icon

-

3

—
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This report appears as a pie graph. You can change it to a bar graph by clicking the “Bar
Graph” icon. You can change it to a Table by clicking the “T'able” icon.

The graph shows you, by percentage, how many activities for each interest category were
scheduled for this week. In this example, 42 percent of activities that were scheduled
belonged to the “Social” interest category. Cognitive activities made up 32% of all activities

scheduled.

@ Show: All

BiJeossd N

Count

09/08/06

) Interests: Each Interest Category 1 Time Period: This Week

@) Activities: all Activities Combined ) Period Breakdown: None

Activities Scheduled by Interest

9/3/06 - 9/9/06

42%

Golden VYalley Care Center

|| Table IlLlG"aDh
[ Gererat revor |

[Ccoanitive
[OMusic
DSpirituaI

[social

Using the Interest reports can be an efficient and dynamic way of evaluating your activity

program.
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Creating New Activities

Creating new activities takes place in the “Scheduling and Participation” tab of the Activities
section of ProActivity Reports.

‘ Click on the “Activities” icon in the main toolbar.

©e.0| @ f S| @S- 00-%

Back Recent Forward  Residents  Activites  Dashboard  Reports  Print Setup Help Log Off

"Acuvities' Icon

‘ Click on the “Scheduling and Participation” tab.

Click on the [
"Scheduling and
Select Activity Calendar

Participation" tab I
|AII Calendars Combined :l AlrCarendars Combine

Smart Calendar Crea e

Scheduling and Participation

The “Scheduling and Participation” tab contains a lot of information and has many different
tools you can use. To create a new activity, click on the “New Activity” command icon.
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‘ Click on the “New Activity” command icon.

!"‘”j.l.!a-:}

/ Scheduling and Participation : =i [naes=| =sls E el {=E 1 {a] g e aT-{=T5 = a]d
Select Activity Calendar | Septembel

|A|I Calendars Combined j All Calendars (

4 2006 Sep »
& 8:30 Chu.. &8:00 Ne.. &8:00 Cof.. &8:00 Ne.

4 10:00 Ca.. & 10:00 M.. & 10:00 M.. & 10:00 M
&10:00 M.. @11:00 Ca.. & 12:00 Pe.. & 11:00 B{
& 12:00 Pe... & 12:00 Sn... & 11:00 PHg

17 18 19 20 21 22 23 1:00 Mo... &2:00 Gar.. & 12:00 Pd
24 25 26 27 28 29 30 &3:00 Re.. &@3:00 Re.. &3:00 Re.
S & 4:00 Hap.. & 4:00 Hap.. & 4:00 Haj
45:00 Mo.
1|Day  7]|Week Im
[™planner  [List 9:00 Cathol.. ¢8:00 Ne.. (8:00 Cof.. (8:00 Ne.

m < 9:00 Chu... 9:00 Bean... 8:00 Coffe... 9:30 Coffe,

IR U TG | N5 o U T i | e (o e | e OV YIRS /]

0 New Activity ) T
& Edit Activity T\_—'—‘——‘~\O 1 Cl.iCk on the : g
& Delete Activity 2iw "New Activite" )0 Creat
@ Cancel Activity c3 ew CtIVIty 3:00 Re.
Participation =4 command icon k0o Haj

:00 Mo,

« Record Participation

Display
Verdana j | 10 +|_| IR 8:30 Churc... ¢ 8:00 Ne.. 8:00 Cof.. 8:00 Ne.
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After you click the “New Activity” command icon, a dialog box appears on the screen.
Inside the dialog you can customize, name, schedule and describe an activity.

At the top of the dialog is an entry field for the activity type, where you can decide if it is a
group activity, a 1:1 activity, or an Independent activity. There is a drop-down menu where

you can choose the activity description. There is also space for the activity name. The
software comes with built-in activities, and you can customize them or add new activities.

New Scheduled Activity
”

Activity Type: ® ogGroup O g1 O & Independent %

Select Activity Description

Animal Bingo (Cognitive) v
J [

(Optional) Custom Title

|Animal Bingo « .
> -

j Activity ‘

Date |9/8f‘06 ~

Location |no location assigned

Start Time | 04:00 PM v Cost |

End Time | 05:00 PM ,

[~ @cancelled [ Hide on Sm~

Single instz jce Activity
Description Activite T
Activity Title cuvity Sype
Show this Aci ndars
¥ Low Functioning Low Functioning, High Functioning

v High Functioning

Comments

Created by Paula Andersen
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‘ Click the “Select Activity Description” drop-down tab.

New Scheduled Activity

Activity Type: ® ogGroup O g1 O & Independent

Select Activity Description

|Animal Bingo (Cognitive)

Armchair Travel (Cognitive)
Balloon Volleyball (Physical)
Bell Choir (Music)

Bingo (Cognitive)

Book Club (Cognitive)
Bowling (Physical)

Card Club {Cognitive)
Catholic Mass (Spiritual)
Charades (Cognitive)

Choir (Music)

Circle Ball (Physical)

Animal Bingo (Cognitive) i

Coffee Social (Social) v

Browse...

0.00 +|-I

Show this Activity on the checked Calendars

v Low Functioning

- o Low Functioning, High Functioning
v High Functioning

Comments

Created by Paula Andersen

Save Cancel
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There are dozens of activity descriptions for you to choose from. For this example, however,
we’re going to choose Bingo.

Scroll down the drop-down menu and select “Bingo.”

The date for the activity defaults to today’s date. The starting and ending times have drop
down menus, and you can choose starting and ending times on the hour and half hour.
However, if you have an activity that starts at another time (like on the quarter hour) you can
click on the time and edit it manually.

Your software may already be set to change the end time to one hour later than the start
time. As soon as you select a start time, the end time will immediately change to one hour
later. If you’d like the activity to have a duration other than one hour, you can change the
activity’s scheduled end time by clicking the drop-down menu and selecting a different time,
or by manually changing the end time.

You can also choose the location of the activity with a drop-down menu. You can enter the
cost of an activity as well.
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Click the “Start Time” drop-down menu. Select 6:30 p.m.
Click the “End Time” drop-down menu. Select 7:30 p.m.
Click the “Location” drop-down menu. Select “Activity Room”

Click the “+” button to the right of the cost box. Click it five times. The cost should
read “5.00”

New Scheduled Activity

Activity Type: ® ogGroup O g 11 O 4 Independent

Select Activity Description

|Bingo {Cognitive) :l

{Optional) Custom Title

|Bingo
/' Yiiiiatl 1 Repeat © Staff * By Residents & Participation
Date |9/8/06 2 L= I A ctivity Room
Start Time |O6:30 PM j Cost | 5.00 jj

End Time | 07 :30 PM j [" @Cancelled [ Hide on Smart Calendar

Single instance
Paula Andersen

Show this Activity on the checked Calendars

v Low Functioning

] o Low Functioning, High Functioning
v High Functioning

Comments

Created by Paula Andersen

Save Cancel
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You can also choose to have an activity appear only on certain specific calendars. When you
create calendars, they will automatically appear in the white box in the middle of the screen.
From the calendars you have created, you can choose which calendars the activity will show
up on. You can do this by checking the box next to the Calendars you want this activity to
appear on.

For our example, we want Bingo to only appear on the “High Functioning” calendar. We
can click on the box next to “High Functioning” to select it.

Single instance
Staff Paula Andersen

Show this Activity on the checked Calendars

[~ Low Functioning
v ‘High Functioning :

s

Commgnl.

High Functioning

Select the
calendar this
Created by Paula Ar activity should
appear on

Save Cancel

For more on working with multiple calendars, please see the section entitled “Calendar
Names.”
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‘ Select the “Repeat” tab.

Select Activity Description

o o e
{(Optional) Custom Title 1 "Repeat" tab.
|Bingo

Activity SeMCaEEIM Staff ™ B Residents & Participation

Scheduled for September 11, 2006

The “Repeat” tab helps you schedule your activity so that it automatically repeats on a daily,
weekly, monthly, or yearly basis. For example, using the tools available in this tab, you can

schedule an event to occur every other Monday, every day, or the second Thursday of every
month.
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For our example, let’s say you would like to schedule Bingo every Tuesday and Thursday.

Click on the “Week” icon to select it. Days of the week should appear.

Click on the boxes next to Tuesday (T) and Thursday (H).

New Scheduled Activity

Activity Type: ® ogGroup O g1 () 4 Independent

Select Activity Description

|Bingo (Cognitive) ll

{Optional) Custom Title

|Bingo
e l:CTaEV Staff * ®» Residents & Participation
Scheduled for September 11, 2006
Select how often this appointment should repeat:
O MNone O Day &) Week ) Month O Year
Every 1 +|:I Week(s) ‘§ Select the
"Week" i
€e 1Con
End on |Never ends ﬂ S—
Repeaton [ S [~ ™ VT W v H I~ F =

Every Tuesday and Thursday

|l

Select "Tuesday'
and "Thursday"

Save Cancel

There are also tools on this screen that can help you control the scheduling of an activity.
You can use the +/- icons to control how often an event occurs. You can schedule an
activity to occur every other week or every third week, for example. You can also decide
when you would like an event to end. For outside events during the summer, for example,
you could have them repeat every week until the end of September.
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Select the “Staff” tab.

New Scheduled Activity

Activity Type: ® 9gGroup O 311 O & Independent

Select Activity Description

|Bingo (Cogritive) Select the "Staff" tab
{Optional) Custom Title (
IBingo \

Activity ~ & A ™ Residents & Participation

Select Staff and assign to this Activity
2 Show active staff

Assigned Staff

-“ﬂ | add | Nare

%% James Davis ﬂ Paula Andersen
%% Tracy Lyttle A
"Assigned"
"Active" staff staff
| Delet= |

Delete all

Save Cancel

The “Staff” tab assigns staff members to activities. This screen helps you assign staff to your
activity, or to change staff members. The list on the left contains all the active staff members
who are not assigned to the event, and the list on the right contains all the staff members

who are assigned to a given activity.
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To add a staff member to the activity, select his name from the “Active” staff list and click
the “add” button.

To remove a staff member from the activity, select his name from the “Assigned” staff list
and click the “Delete” button.

Activity ~ Xz Residents & Participation

Select Staff and assign to this Actiy<

...then click "Add"

A Show active staff

Assigned Staff

&% James Davis < Ii> Paula Andersen

G Trooy Lytte ¥ »

[“oete
7=

Select a staff member...

Activity © & eat ®: Residents & Participation

Select Staff and as 1 ff
A Show active staff Select a sta

member...
mrorgrrd Staff

-“ﬂ T T A

/ James Davis é Paula Andersen

i

...then click @
"Delete"
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‘ Click on the “Residents & Participation” tab.

Select Activity Description

[Bingo (Cognit]| "Residents &
[ . " w\
{Optional) Custo Pal’thlPatlon \
- tab \
Bingo |

Activity ~ @3 Repeat

Started on September 4, 2006

A Show all current residents in all groups

aalndnisig cnl

2
—
=
=
@®
=]
@®
=
a

d [eaisAyd &

7 Carl Brownfield Willow (... a‘/ |

7 Mary Chambers Willow (...

@ Tom Clouse Evergree... H _

The “Residents & Participation” tab helps you keep track of which of your residents
participated in a scheduled activity, and what their level of participation was. To record
participation, select the box that corresponds to the resident and the level of participation
that best describes how the resident behaved during the activity.

The “Residents & Participation” tab is used after an event has already been scheduled, and
the residents have participated in the activity. Therefore, when scheduling a new activity, you

probably won’t need to use the “Residents & Participation” tab.

When you are finished creating your activity, click “Save” to save the activity you created.
will now appear in the calendar in “Scheduling and Participation.”

It

Click “Save.”
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Making Activities Observable

Many of the activities that appear in ProActivity Reports are structured and scheduled.
However, many residents also participate in less structured, more self-directed activities, like
doing a crossword puzzle or writing letters. ProActivity Reports can help you keep track of
how your residents engage in these kinds of activities, too.

‘ Navigate to the “Activities” screen.

6.0/ @ ® 4@ - 0e-4

ard  Residents Activitioc  Dashboard  Reports  Print Setup Help Log Off

"Actvities" Icon

‘ Click on the “Activity Description Library” tab.

Click on the "Activity Description ;-\

Library" tab ‘\\r

——E g Activity Description Library \
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On the left side of the screen, all of the activities are listed alphabetically.

You can make any activity you see trackable as an unstructured, self-directed event that a
resident does on her own an observable activity. By making an activity observable, it will
appear on your list of observable activities. You can print out a worksheet of all your
observable activities, which you can hand out to your facility staff so they can record
observations throughout the day.

ProActivity Reports comes with over 150 activities built in, and since they wouldn’t @/ fit on

one worksheet, the system needs a way to know which ones you want to include. By marking
an activity “observable” in the Activity Description Library, it will appear on your worksheet.
To make an activity “observable,” select it and check the box marked “Observable.”

From the Activity List on the left, select an activity. ‘

Scheduling and Participation Smart Calendar Creator ~ Observations SEXs{iTaeI=t

on New ¢ Delete [ Schedule Name
2 Show all activity descriptions of any |D r
—~ e evotions
type in all interest categories
A Activity Ty ..
A || Y ] elect an activity |
9 Crossword... Cognitive © o from the list.
ig 1
4 Crossword... Cognitive ® a Indepondent AT TG
-

% Current Ev... Cognitive

O:" o D oh E il _I Interest Category MDS Classification

o Dance Dan... ysica

R i o |8piritua| j |SpirituaI/Religious actiy
o, Devotional... Spiritual

4 Devotions Spiritual L Description

o4 Egg Colori.. Arts and Crafts ‘N’Deku eading, recitation or rituals on an independe
o Election U... Cognitive chapel visit. To promote spiritual understanding and corn|
4 Email Cognitive

oy Entertain..  Music

oy Euchre Cognitive

ol Fxercise Phusical ~

2 Export % Import
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In the center of the screen, click the box labeled “Observable.”

o New

2 Delete
A Show all activity descriptions of any

Scheduling and Participation

™ Schedule

type invall interest categories

. Activity 4| Interest Category ﬁ]
n

Crossword... Cognitive
4 Crossword... Cognitive
9% Current Ev... Cognitive _]
9, Dance Dan... Physical
oy Devotional... Spiritual
4 Devotions Spiritual
o4 Egg Colori... Arts and Crafts
o Election U.. Cognitive
4 Email Cognitive
o Entertain..  Music
oy Euchre Cognitive
of, Fxercise Phvsical ~
% Export % Import

Smart Calendar Creator

Observations

Name

|Devotions

Activity Type

O 7, Group Activity

O "4 1:1 Activity

&) o Independent Activity

Interest Category

I DS Classification

|Spiritua|

Description

v "S, iritual/Religious activities :I

[

Devotional reading, recitatiol
chapel visit. To promote spir|

F =

.+ daily
Click the boxed marked
"Observable" so that a

check mark appears.

Save Changes Cancel Changes

Activity Description Library \

Click “Save Changes.”

You have made your activity observable! It will now automatically appear on your
Observations Worksheets and reports.
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Recording Participation

There are several ways to record resident participation in seheduled activities (activities that
appear on your activity calendars) in ProActivity Reports. You can record and view an
individual’s participation on the Resident Participation page in the Residents Area.

Note that "Recording Participation" is different from " Observations". Observations
are for less structured, more self-directed resident activities. For a detailed
explanation of the difference, please see the sections titled “Recording
Observations”.

You can also record participation in scheduled activities for zultiple residents at one time in
the “Activities” screen.

Navigate to the “Activities” screen by clicking on the “Activities” icon in the main
toolbar.

©e.0|@ ® S| @S- HO-%5]

Residents Activitias Dashboard  Reports  Print Setup Help Log Offl
I

=
l / Scheduling an?barticipation Smart Calendar Creator ° Observations ~ Activity Description Library
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Click on the scheduled activity you want to record participation for in the calendar.

Then click “Record Participation.”

|AII Calendars Combined j

Smart Calendar Creator

Observations

ivity Description Library

Scheduling and Participation
Select Activity Calendar

September 2006
All Calendars Combined

4 Sep 2006 »

10 11[12] 13 14 /15|16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1 3 } : 7

1]Day  7|week IJ_T]MDnth
I@PIanner [E]List

o8 New Activity
./ Edit Activity
3¢ Delete Activity
@ Cancel Activity

Participation

« Record Participation —_—

Mo+l Ie

Display

Verdana

& 8:30 Chu...
& 10:00 Ca...

& 10:00 M.

9:00 Cathol...
¢ 9:00 Chu...

C 10:00 M...

8:30 Churc...

48:00 Ne.
4/10:00 M...

@ 11:00 ca..
A12:00 Pe..

41:00 Mo...
4 3:00 Re...

& 4:00 Hap...

¢ 8:00 Ne...
9:00 Bean...
C 10:00 M.

¢ 12:00 Pe...
2:00 Creati...

C 3:00 Re...

& 4:00 Hap.,

 8:00 Ne..

& 8:00 Cof.. &8:00 Ne.. &8:00 Cof.. &8:00 Ne..
&10:00 M.. &10:00 M.. &10:00 M.. &8:00 Yog..
4y 12:00 Pe... & 11:00 Ba.. &, 12:00 Pe... &/ 10:00 M...
& 12:00 Sn...| & 11: 0 Pe..
42:00 Gar.. 2o Select an activity.... p re...
4 3:00 P- w3 oo Hap...
107 & 4:00 Hap.. & 7:00 Mu.. & 6:00 Ice...
& 5:00 Mo...
. (8:00 Ne.. (8:00 Cof.. 8:00 Ne...
8:00 « iffe.. 9:30 Coffe.. 10:00 M.. & 10:00 M.
¢ 10:00... ¢ 10:00 M... & 12:00 Pe... & 12:00 Pe...
11:30 Hym.. (*12:00 Pe.. 1:00 Sing-.. 1:30 Card...
(*12:00 Pe.. 1:00 Creati.. 1:30 Trivia.. 2:00 Poker...
£ 3:00 Re £3:00 Re £3:00 Re.. 3:00 Re..
. 100 Hap... & 4:00 Hap...
...then click "Record B B
Participation"
¢ 8:00 Cof.. ¢8:00 Ne... 8:00 Cof.. (8:00 Ne..

4/ 10:00 Mu...
& 10:00 Yo..
w11:00 Ne...
& 12:00 Ma...
w 4:00 Hap...

9:00 Exerci...
¢ 10:00 Mu...
11:30 Devo...
¢ 12:00 Ma...
C 4:00 Hap...

10:00 Gard...
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After you click “Record Participation,” a box pops up. This box shows a graph where you
can record how each resident participated in the activity, according to the participation levels
you created in Set-Up. For more information on how to set your participation levels, please
see the section entitled “Participation Levels.”

You can record participation for a resident by clicking on the box that corresponds to both
her name and the level at which she participated in the event. In the example below, Carl
Browntfield participated in “Music and Massage” independently, while Brenda Dean was
disruptive during the activity.

Record Participation

Music and Massage (Music and Massage)
September 12, 2006 at 10:00 AM

) Show all current residents in all groups

v

A~
= =)
4 =
5
1}
8|
# Carl Brownfield Willow (Demen... a J
7 Mary Chambers Willow (Demen... J
# Tom Clouse Evergreen (Re... J ]
@ Anna Crawford Maple (Long T... J
!
7 Brenda Dean Evergreen (Re... a
7 Dale Dean Maple (Long T... . ‘/
# Ruth Feldman Maple (Long T... }Tl \/
7 Bill Fenton Maple (Long T... z ‘/
7 Janet Harrison Maple (Long T... -

Print Cancel

Once you have finished recording all of the residents’ participation levels, click “Save.”
There is also a button to print this screen if you would like to have a paper copy. You can
print a filled-out copy for your permanent files, or you can print a blank copy to use as a
participation-recording Worksheet to take with you to the activity.

For information on other ways to record resident participation, please see the online Help

system in ProActivity Reports. You can access it by clicking the Help icon in the main
toolbar.
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Recording Observations

The Activities Observations Tab allows you to record unschedules, self-directed activities
that you or your staff members have seen a resident involved in.

Note that "Recording Participation" is different from " Observations".

You record participation for scheduled activities -- that is, activities that you've put on your
activity calendar. For more information on recording participation for scheduled activities,
please see the “Recording Participation” section of this guide.

"Observations" are less structured, and are often self-directed activities that your residents
engage in on their own. For example, if a CNA sees two residents playing cards in the
library, that would be recorded as an Observation. Similarly, if a staff member notices a
resident reading in the courtyard, that would also be an Observation, too. These activities are
important to record because they give you a fuller picture of residents' involvement.

The government's new interpretive guidelines stress that resident activities are the
responsibility of the whole facility, not just the Activity Department. To help meet this
requirement, ProActivity Reports provides an Observation Worksheet that you can print out
and distribute around your facility so that the whole staff can help record Observations of
resident activity.

Before you can record observations, you must first decide which activities are observable
and which are not. This helps keep the size of your observation worksheets manageable and
makes it faster to record observations. To see how to make activities observable, please see
the “Making Activities Observable” section of this guide.
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Observation Worksheet

To record observations,

‘ Click on the “Activities” icon on the main toolbar at the top of the screen.

6e.0 @ ® 3 @005

Recent Forward  Residents  Activitioe  Dashboard  Reports  Print Setup Help Log Off

"Acuvities' Icon

Then select the “Observations” tab.

Scheduling and Participation Smart Calendar Creator gL LR Activity Description Library
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Activities

Scheduling and Participation Smart Calendar Creator e

2 Show all current residents in all groups

Observation Date |9/15/O6 ﬂ |Verdana jl 10 +|-| IR
Sep 15, 2006
<

> g =
Name /:-: = o = ©
2| |z|z|2ET
s(9(5za|®|8
L s (SR ) B z w
J|w | @
al=|8(3|2(a|8
s|2|lo|lo|=s)|=| =
| 3| x|S>|~+|< |
|l |lwn|~|wn|D0O|wn
#y James Sargent Maple (Long...
@ Lillie Wolf Willow {Deme...
Z  Laura Miller Maple (Long...
# Steve Santini Evergreen {(R...
# Brenda Dean Evergreen {R...
2% Tiids: Corarnmre Cumvaramnm (D

The observations tab has two parts. It has a list of all your residents and what group they
belong to along the left side. Across the top it shows all the activities you have marked as
“observable.” To make an activity observable, please see the section entitled “Making
Activities Observable.”

There are two filters at the top of this screen that you can use to show only residents in
certain groups. Also at the top of the screen there is a drop down menu from which you can
choose the date you want to record observations for.

For our example, we want to show all current residents in all groups, and the observation

date is September 15, 2006. Once you have the filters and the date set for what you want,
you can begin recording information.
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To record observations, find the box that corresponds to the resident you want and the
activity they were observed engaging in. Click the box, and then type in the number of times
the resident was observed engaging in that activity that day.

For example, James Sargent was observed watching TV for sports on September 15, 2000.

Click the box that corresponds to both the resident and the activity that resident was
observed doing.

Sep 15, 2006

_{
<
—
o
-
]
3
-t
]
-~
-t
[
3
=
]
3
~t

(3uspuadapur) 1y
SU0I30ABQ

sjoog buye L
BAIIEBID B3I
SPIED/S18318] B3

=1 s30ds 10y AL

# James Sargent Maple {Long...
@ Lillie Wolf Willow (Deme...

&7

# Laura Miller Maple {Long...
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Type in the number of times the resident was observed participating in that activity
for the day.

I

Sep 15, 2006

{(juspuadspul) 1y

suoioaAaqg

sjyoog Buyel

JUSWLIEIBIUS 10 AL
~ syiods Joy AL

BAIIEBID BILIAA

SPIED/S18118] 81

James Sargent Maple {Long...
@ Lillie Wolf Willow (Deme...
# Laura Miller Maple {Long...

‘ Click “Save Changes.”

You have recorded an observation.

You can also print out a blank worksheet to hand out to your staff. To do so, select the da

p. . . . . y . > y
you want to print, and then click the “Print” icon in the main toolbar at the top of the
screen.
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Smart Calendar Creator

You can use the “Smart Calendar Creator” to create the calendars you post in your facility or
hand out to your residents. The calendars you create in this screen will automatically update
themselves whenever you change your activity plans or add a new activity.

Click the “Smart Calendar Creator” tab.

1 - - ®F 00 O Xy
All Calendars Combined j ~
] Sep 2006 >
September 2006
Monday Tuesday ‘Wednesday Thursday Friday
17 18 19 20 21 22 23 200 News & Vi 1 104
24 25 26 27 28 29 30 LRy e Mas
1 2 3 4 5 6 7 10:00 Music and 120
Massage (&) (LM
) Today 12:00 Pet Therapy 1:00
3:00 Reminisce (L) (&R
flpay 7lweek [EMonth 400 Hoppy Hou (P) | 20
I@ Planner [E]List 3 4 5 3 7 8
8:00 News & Views 8:00 Coffee Social (LR) | 8:00 News & Views 8:00 Coffee Social (LR] | 8:00 News & Views 10:0
Select Calendar Format (LR) 10:00 Music and (LR) 10:00 Music and (LR) Mas
8.5” x 11", landscape 10:00 Music and Massage (&) 10:00 Music and Massage (4] 8:00Yoga (4R) 10:0
- Massage [4) 12:00 Pet Therapy Massage (&) 12:00 Pet Therapy 10:00 Music and 11:C
EREis =) 11:00 Card Club 12:00 Snack Making 11:00 Balloon 2:00 Dance, Dance, Massage (&) Rez
PPy (LR) (DR) Volleyball [AR) Revolution (LR) 12:00 Pet Therapy 120
@ Selected activity only 12:00 Pet Therapy = 2:00 Gardening (P) 11:00 Pet Therapy (VL] | 3:00 Reminisce (L) 3:00 Reminisce (L) - (LM
O Every activity on 9/11/06 10 1 12 13| 14] I
O Every activity in Sep 2006 3 (C) 8:00 News & Views 8:00 Coffee Social (LR) | 8:00 News & Views 8:00 Coffee Social (LR) | 8:00 News & Views 9:00
fefiiea i ice LR) 8:00 Coffee Social (VL) | (LR) 10:00 Music and ILR) 10:
Ol alllactivitieslin allimonths 900 Bean Bag Toss ) 10:00 Music and 330 Coffee Social (LR] | Massage (4) 10:00 Music and Mas
Publish Snapshot \ [ (AR) | Massage [A] 10:00 Music and 12:00 Pet Theraou Massage (4) 11::%
< | >
& To Image File — --

On the left side of the screen, there is a command area where you can select the calendar
you want to work with, the date, the time frame (day, week, month), and the presentation
format (Planner or List view).
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Click on the “Select Activity Calendar” drop-down menu to select the calendar you

want to edit or publish.
Select Activity Calendar ‘

]AII Calendars Combined ll

4 Jul 2006 >

3 29 30

2 3 4 5 6 7 8

910 11 12 13 14 15

16(17| 18 19 20 21 22
23 24 25 26 27 28 29
30 31 =R .

i Today
1]Day  7]week IiﬂMonth
I:“U Planner [lList

Select Activity Calendar

All Calendars Combined _V|

All Calendars Combined \

Low Functioning
High Functioning
1:1 Activities I}
Independent Activities

1 Z 3 :I’{?"
1|Day  7]week |3_T)Month

IQ"?‘] Planner ] List

The names of the Calendars that appear in the drop-down menu are the names you created
in the “Calendar Names” section of set-up. To create and name a new Calendar, please see

the “Calendar Names” section.
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Below the calendar tools, you can select the size paper you want to print your calendars on.
There are eight options available.

Select Calendar Format
8.5” ® 11", landscape

8.57 % 117, portrait

8.5" % 11”, landscape
8.5"” x 14", portrait %
14” »x 8.5”, landscape
11" % 17", portrait

11" % 17", landscape

2' ® 3’, portrait

2’ ® 3' poster, landscape

There are different layouts for each combination of the following: calendar, time frame,
presentation format, and paper size.

If you do some editing for one combination, those changes won’t appear in other calendars
with different combinations. You can control each format combination individually.

At the bottom of the left side is the option to save your calendar as an image file.
Publish Snapshot
= To Image File

You can use the Image File that you create to email your calendar to residents’ family
members, include it in your newsletter, or post it on your in-house television system.
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To edit Calendars in the “Smart Calendar Creator,” you’ll use the tools we just reviewed.

Select the calendar you want to work with by clicking the Calendar drop-down menu.

Select Activity Calendar

IAII Calendars Combined ll
All Calendars Combined
Low Functioning ¢
High Functioning

1:1 Activities b
Independent Activities

T C == e oy — = oy~ o~ —

Select the Time Frame to “Month” and the presentation format to “Planner.” Select
a paper size 8.5” x 117, portrait. Change the date in the calendar at the top left so

your activities are visible.

4 Jul 2006 »

1]pay '#eek  [3imonth
—_ :
If‘, Planner T List

Select Calendar Format ‘
8.5” % 11", landscape = :
v \l |!
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There are many ways to edit your smart calendars. You can format the activities on a single
day, a whole month, are all days in all months.

To format the activities on a single day, click on the date in the View Calendar.

Select Activity Calendar

IAII Calendars Combined j

4 Jul 2006 »

i Today
1|Day  7]week I@Month
IE"]PIanner T List

Select Calendar
8.5" % 11% _I_an"f

&) 7/17/06 only [
(O Ewvery day in Jul 2006
O all days in all months
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To edit every day in the month, click on the “Every day in Sep 2006” radio button.

Scheduling and Participation S E MR L ENOCEEIGIMN Observations © Activity Description Libi

[Mcrosofe o] o 2L] AR T
All Calendars Combined j ~
September 2006

Select Activity Calendar

4 Sep 2006 »

Sunday L Tuesd: ednesday, Thursday Friday S

27 28 29 3

o

B:00 News & Views 10:00 Mo
(LR) Massage
10:00 Music and 12:00 M
17 18 19 20 21 22 23 Massaq:slxlan LM i
24 25 26 27 28 29 30 12:00 Pet Therapy 1:00 Ballc
5 3:00 Reminisce (L) [4R]
1 2 3 4 5 6 7 N 4:00 Happy Hour (P 2:00 Gan
2 Today 3 4 5 5 7 8
Church Service 5:00 New & Views 8:00 Coffee Social [LR] & 8:00 News & Views 8:00 Coffee Social [LR] & 8:00 News & Views 10:00 My
(1]pay (7]Week I 31Month (LR] 10:00 Music and (LR) 10:00 Music and (LR) Massage
D Catholic Mass  + 10:00 Music nd Massage (&) 10:00 Music and Massage (4) 8:00 Yoga (AR) 10:00 Yo
I@ Planner [F]List Massage (4] 12:00 Pet Therapy Massage [4] 12:00 Pet Therapy 10:00 Music and 11:00Ner
] Muslixland - FL1 R?U Card < 'wb 12:00 Snack Making \1/1 iIUOEa:Ilo[zE] 2:00 Dance, Dance, Massage (&) Reading
Select Calendar Forma aqe DRI ‘ollevbal Revolution [LR] 12:00 Pet Therapy 12.00Ma
sl t 1200 PetThers, . 2:00 Gardenina (Pl ... 11:00 Pet Therapy VL) { 3:00 Reminisce (L] ... 3:00 Reminisce (L] ... (LM)
S5 , landscape L3
= = 10 1 12 13 14 15
A oo Cathalia *ocs [C] § 8:00 News & Views 8:00 Coffee Social [LR]  8:00 News & Views 8:00 Coffee Social [LR] & 8:00 News & Views 9:00 Exe
PPy o ek Service . LRI 8:00 Coffes Social (VLI | [LRI 10:00 busic and LRI 10:00 b
O 8/27/06 only 200 Bean BagToss | 10:00 Music and 9:30 Coffee Social [LR] | Massage (&) 10:00 Music and Massage
. usic and = Massage (4) 10:00 Music and 12:00 Pet Therapy Massage (4] 11:30De
(& Every day in Sep 2006 age [4) ;‘AD:OL ‘4us[i§land 11:30 Hymn Singing Massage (&) 1.00 Sing-adona (LR] . 12:00 Pet Therapy Readings
P lassaq i 12:00 Pet Therapy 1:30 Trivia (L) 1:30 Card Club [LR] 12:00 Ma
® Al ks o &l memidhe 1200 Pet 1 ropy | 1200 Pat Therspy vt 300 Reminios 1Ly 300 Reminisce (1 g 200 Poker Party (LR),.. (L)
Publish Snapshot 17 \\\“\13 19 20 21 22
=/ To Image File Church Service  © 8:00 News & Views® L AN Mnffea Sneial (| R1 5 8:00 News & Views AN Coffer Sacial I R Y 8:00 News & Views nnn =Y
3 < | >

To edit everyday in every month, click on the “All days in all months” radio button.

Once you have selected the time period you want to edit, you can use the toolbar to edit the
color, font, and the overall style and appearance of your calendar.

B
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For example, you can make the background of your calendar blue.

Click on the “Every day in Sep 2006” radio button

Click on the Paint bucket icon to pull down a menu of colors. Click on the color of
your choice.

and Participation e |l ETN -G Observations ° Activity Description Lik

September 2006

[\\\\\\

Wednesday

SELIIILLEIIIIILIIISII IS

N
by
N
N
S
N
N
N
N
by
S
N
by
b
N
N
Ny
S
by
S
by
by
by
S
by

//?“//////////////////////////

RELLLLLLLLLELLLLESLLEELLLESEPLEILLLEILLELLLELLLLES LSS

NN \\\\\\\\\\\\\\\\\\\\\\\\\\\\:\\\\\\\\\\\\\\\\\\\\\\\\\\\\\§\\\\\\\\\\
43 53 63
8:30 Church Service § 5:00 News & Views §8:UU Coffee Social [LR) §8:UU News & Views §8:UU Cof
C 3 (LR) % 10:00 Music and 3 (LR] $10:00 M
10:00 Catholic Mass 3 10:00 Music and  Massage (&) 3 10:00 Music and % Massag
| iCl | Massae [4) 11200 PetTherapy | Massae [4) $12:00
10:00 Music and 3 =) 11:00 Card Club & 12:00 Snack Making & 11:00 Balloon $2:00Da
Massage [A) LR $[DR) : Volleyball [AR] % Revoluti
3 K . 3 o
I \\\\\\\\\\\\\\\\\\\\\\\\\\\\\\3\1\2\.\0\?\&\‘\.[P\..\e\r\f\D\t\\\'!\-\§\2\:\D\9\E\a\l\d\s\r:I\r:s\[\P\]\\«:{S\IJ\;O\?\&\[\T\E\I'\?\D\'(\TYL\‘Li \3\:\0\9\\R\s\
§ 108 113 128 138
s Ny ~
§ 9:00 Catholic Mass [C) § 5:00 News & Views §8:00 Coffee Social [LR) §8:00 News & Views §8 00 Cof
£ 9:00 Church Service 2 ILR] £ 8:00 Coffee Social VL] LRI £ 10:00 M
1[0 % 9:00 Bean Bag Toss % 10:00 Music and % 9:30 Coffee Social [LR] 3 Massag
+ 10:00 Music and CIARL | Massage (&) + 10:00 Music and +12:00
i Massage (&) 3 10:00 Music and £ 11:30 Hymn Singing 3 Massage (&) £1:00 Sin
§ 3 Massaqge [A] S0 £ 12:00 Pet Therapy ST
i | 12:00 PetTherapy ) 12:00 Pet Therapy e, 3:00 Reminisee (L] o, 3:
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10:00 Music and
Massaqe (&)

12:00 Pet Therapy
3:00 Reminisce (L)
4:00 Happy Hour [P

TS

Church Service | 8:00 News & Views ( §:00 News & Views
(LR) i ) i (LR)

Catholic Mass 10:00 Music and Y 10:00 Music and y §:00 Yoga (AR)

Massage (&) | Massaqe (4] 2:00 Pet Therapy 10:00 Music and

Music and c 11:00 Card Club . i 411:00Balloon 0 Dance, Dance, Massage (&)

age (4] ILR] {Volleyball (AR i 12:00 Pet Therapy
12:00 Pet Therapy 00 Gardening [F| inis v’ 3:00 Reminisce (L] _,

Catholic Mass [C) 00 News & Views {00 Coffee Social (LRI {8:00 News & Views 0 Coffee Social [LR] & 8:00 News & Views

hurch Service ILR {00 Coffee Social (VL) 3 ILRI 00 Music and LR

:{9:00 Bean Bag Toss 0:00 Music and 19:30 Coffee Social [LR) : Massage (&) 10:00 Music and
Music and J AR | Massage (&) {10:00 Music and 2:00 Pet Therapy Massaqe (4]

age (&) 10:00 Music and 1:30 Hymn Singing Massage (&) 00 Sing-adong [LR] = 12:00 Pet Therapy

| Massaqe (4] Cl 12:00 Pet Therapy £ 1:30 Trivia (L] 1:30 Card Club [LR]
12:00 Pet Therapy E 3:00 Reminisce (L) :00 Reminisce (L)

hurch Service \l 5:00 News & Views 5:00 News & Views 00 Coffee Sacial [LR] & 8:00 News & Views
dno dn o P o

You’ll notice that the areas surrounding the activities didn’t change. That is because you can
also edit activities individually.

To edit an activity, click on it.
As with editing the days, you can choose between editing the selected activity only, editing all

the activities on that date, editing all activities in the month, or editing all activities in all
months.
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From the calendar drop-down menu, select the “High Functioning” calendar.

Scheduling and

Select Activity Calendar

|AI| Calendars Combined j

All Calendars Combined
Low Functioning

High Functioning [%
1:1 Activities
Independent Activities

24 25 26 27 28 29 30
j TOdaY Church
1]Day  7]week |3_’1']Mgnth Cathd

IZ"‘; Planner (=] List Music
Select Calendar Format |

8.5” » 11", landscape
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Click on an activity.

Scheduling

Select Activity Calendar

High Functioning

4 Sep 2006

10 11 12 13 14/15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30

1 2 3 4 5

1]pay  7]week I@Month
I@ Planner [E]List

Select Calendar Format
8.5” x 11", landscape

6

Apply to

@ Selected activity only

O Ewvery activity on 9/6/06
O Every activity in Sep 2006
O all activities in all months

Publish Snapshot fisl
= To Image File

and Participation

Smart Calendar Creator

[Microsoft ]

~
Sunday Monday Tuesday Wednesday Thursday Friday
1
8:00 News & Views 124
(LR) Lk
4:00 Happy Hour (P 200
7:00 Movies inthe 400
== Libs L)
Select an activity e
|
3 4 S B 7 8
8:30 Church Service 8:00 News & Views 8:00 Coffee  gcial [LR] |8:00 News & Views 8:00 Coffee Social [LR] | 8:00 News & Views 10:
C LR] 12:00Snack daking | (LR 2:00Dance, Dance, LR) 124
10:00 Catholic Mass =) 11:00 Card Club (DR) 11:00 Balloon Revolution (LR) 4:00 Happy Hour (F) (L
1 ILRI 4:00 Happy Ho = [F) | Volleyball [4R] 4:00 Happy Hour [Pl | 6:00 lce Cream Social | 4:01
4:00 Happy Hour (F) 4:00 Haoow Hour IP1 A
5:00 Movies inthe
Cbbay N
10 1 12 145 14 15
9:00 Catholic Mass [C] | 8:00 News & Views 8:00 Coffee Social [LR] |8:00 News & Views 8:00 Coffee Social [LR] | 8:00 News & Views 900
9:00 Church Service LRI 11:30 Hymn Singing Rl 1:30 Trivia (L) ILRI 124
© 2:00 Creative Hands | [C) 9:30 Coffee Social [LR] | 4:00 Happy Hour (P] [ 2:00 Poker Paty [LRI | (LI
[AR] 4:00 Happy Hour (Pl [ 4:00 Happy Hour (P) 4:00 Happy Hour (P | 4:00
4:00 Happy Hour [P] 5:00 Movies inthe
Library (L]
17 18 19 20 21 22
8:30 Church Service 5:00 News & Views 8:00 Coffee Social [LR] | 8:00 News & Views 8:00 Coffee Social [LR] | 8:00 News & Views 104
Cl ILRI 11:30 Card Club (DRI [ ILRI 9:30 Bingo (DRI LRI 124
9:00 Church Service 10 DD SmueJonq [Ll 4:00 Happy Hour (P | 4:00 Happy Hour (Pl | 4:00 Happy Hour (F] 12:30 Snack Making Lk
_____ £1AR Mo e e sl o ) aon
< I b |

| Click on the “Every activity in Sep 2006” radio button.

High Functioning

Sep 2006

17 18 19 20 21 22 23

24 25 26 27 28 29 30

1]Day _7]Wweek |3_T|Month
IE’W Planner [FList

Select Calendar Format
8.5” x 11”, landscape

Apply to
O Selected activity only
O Every activity on 9/6/06

(& Every activity in Sep 2006
O all activities in all months
Publish Snapshot
= To Image File

Sunday Monday Tuesday Wednesday Thursday Friday
1
800 News & Views 124
LR] (%
4:00 Haooy Hour [P1 2:00
7.00 Movies inthe 40
Library (L)
3 4 6 7 8
8:30 Church Serviee 1\ 8:00 News & Views 1 8:00 Coffee Social (LF | 8:00 News & Views 500 News & Views 104
SN R 12:00 Snack Making LRI LRI 121
10:00 Catholic Mass  \  11:00 Card © (DR] 1100 Balloon Revolution L':Bl - Wq\n\ Happy Hour [P V(LI
il 1 folleyball [AR) 4:00 Happy Hour (Pl 6:00 loe Cream Socia
4:00 Happy Hour [P :00 + agg\v\\fj\o\ ur P
lovies inthe
rary (L)
A N
11 13 14 15
800 News & Views | 8:00 Coffee Social [LR] | 8: 9 News & Views §\\U\Q\P\g[f\g\e\ S\oclal [LR] 800 News & Views 901
LR ey J 20 omn Sing f 1:30 Trivia [LR] 121
2:00 Creative (] fizs sacal LR 400 Happy T AR QNN (L
[&R] 4:00 Happy Hour (P g Pl 4.00 Happy Hour (P 401
4:00 Happy Hour [P 500 Movles inthe
Library (L]
- 18 19 20 21 22
;,Mmtr 3:00 News & views 8:00 Caffea Sosial (LRI | 8:00 News & Views Co(e S)le‘a‘l‘\"‘ 1L\ 8:00 News & Views
I 1130 Card €k (DR LR L T
?:‘0 urch Service 4:00 Happy Hour 0 12 30 Snack Making
< |

Clicking on the “Every activity in Sep 2006 radio button will highlight every activity in the

month.
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You can use this tool bar to change the appearance of the activities you have selected. For

example, you can change the font style and size of all the activities in this month.

Click the font style drop-down arrow and choose the style you prefer.

Smart Calendar Creator ‘@lelsEER ==

d Participation Activity Descri

Gautami k i
Sunday . Wednesday
Georgia
Gill Sans MT
Gill Sans MT Condensed v
5
:8:30 Church Service  £8:00 News & Views 3\3:00 Coffee Social (LR 38:00 News & Views
5 . AU R RN s

Click the font size buttons (+/- ) to choose the size you prefer.

e o
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September 2006
Hay Monday Tuesday Wednesday Thursday Friday
1
8:00 News & Views
LR
4:00 Happy Hout (F)
7:00 Movwies in the
Library (L)
3 4 5 6 8
Bervice (C) ?L'Jrf') News £Views | 500 Coffee Social (LK) E(‘&D) News &Views | 5,00 Coffee Social (L) ?&3 News & Vizws
11:00 Card Club 12:00 Snack Making 11:00 Balloon Volleyball | 2:00 Dance, Dance, .
je Mass (Q) | Q) LR {DR) (B8R Revolution (LK) 4:00 Happy Houe (F)
4:00 Happy Houe (F) 4:00 Happy Hout (F) 4:00 Happy Hout (F) 4:00 Happy Houe (F) ?S)]U Tee Crzam Social
10 " 12 13 15
Mass (Q) ?LE}I'E) News £Views | 500 Coffee Social (LK) %ﬂg News &Views | 5,00 Coffee Social (LK) E&ﬂg Newrs & Vizws
Kervice (C) %f%c”“m Hands 11:30 Hyme Singing (C) | 9:30 Coffes Social (LK) | 1:30 Trivia (L) 200 Poket Pasty (LK)
4:00 Happy Hout (F) 4:00 Happy Hout (F) 4:00 Happy Hout (F) 4:00 Happy Hout (F) 4:00 Happy Hout (F)
Tt
i 2

You have changed the font of your activities.
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Besides changing the font and the color of you calendar, you can add images and text boxes
to personalize your calendar.

To add an image to your calendar, click the “Add Picture” command icon from the toolbar.

| Click the “Add Picture” command icon.

@ .0 | @ S @ 5. de-%.

Back Recent Forward  Residents  Activities Dashboard  Reports  Print Setup Help Log Off

Low Functioning ZI

4 Sep 2006 3

27 28 29 30 31

\ "Add Picture" |S€

command icon

10 11 12 13 14 15 16 Sunday
(17| 18 19 20 21 22 23 ‘
24 25 26 27 28 29 30

151



‘ In the New Picture dialog box that appears, click the “Get New Picture...” button.

Apply to: Selected picture

Picture

Get New Picture... K

EEELEEIELUNE!

No Image Available . )
* Make the Picture Fit

" Stretch the Picture

" Leave Picture as is

W Let the background

—Flip, Rotate, & Layer shpw 'throug'h where
this picture is pure

BE OB ||

& Show only on this month

" Show this Picture always —
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Navigate to your My Pictures folder and select the image you want to add to your

calendar.

The picture is added to your calendar. You can drag it around and resize it.

Low Functioning

4 Sep 2006 »

10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

| 1 5 6 7

1]Day  7]week |3_T|M0nth

I@ Planner [E]List

Select Calendar Format
8.5" x 11", landscape

Apply to
@ Selected picture
Publish Snapshot

= To Image File

10:00 Music and
Massage (4)
3:00 Reminisce (L)
3 5 7 8
ic and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and
A) Massage (4) Massage (4) A Massage (4)
3:00 Reminisce (L) 3:00 Reminisce 3:00 Reminisce (L)
10 14 15
10:00 Music and 10:00 Music and
Massage (&) Massage (4) Massage (4)
3:00 Reminisce (L) 3:00 Reminisce 3:00 Reminisce (L)
17 21 22
ic and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and 10:00 Music and
A) Massage (4) Massage (4) Massage (4) Massage (A) Massage (4)
3:00 Reminisce (L) 3:00 Reminisce (L) 3:00 inisce (L) 3:00 R L 3:00 Reminisce (L) b/
< | td |
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You can also add text boxes to your calendar.

Click on the “Add Text box” command icon from the toolbar.

lling and Participation Smart Calendar Creator \SlelaE=E0E (el

Verdana v

September 20

hesday

< "Add Text box"
command icon
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A “New Text Box” dialog box appears. In this box you can enter your text, change font
styles and sizes, and alter the background and font color. When you are finished, click
“Apply Changed Setting.”

New Text Box

Apply to: Selected text box

Enter Text

|Verdana :I I 10;';' _
PH & &KF ===

" Show always

* Show only on this month

V Let the background show through
where this picture is pure white

AEEYE S ETE e Cancel
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September 2006
day Monday Tuesday Wednesday Thursday Friday
1
- §:00 News 8 Views
H+ppy Labor Day! {LR)
4:00 Happy Hout (F)
7:00 Movwies in the
Library (L)
3 4 5 g g
Service () ?&0) News & Views 8:00 Coffes Social (LR) ?1:,09?) News &¥iews | 500 Coffee Social (LF) E(’Ii%g News & Views
. o 11:00 Card Club 12:00 Snack Making 11:00 Balloon Wolleyball | 2:00 Dance, Dance, ;
lic Mass (C) o (LK) (DR (AR Revolution (LK) 4:00 Happy Hout (F)
4:00 Happy Houe (F) 4:00 Happy Houe (F) 4:00 Happy Houe (F) 4:00 Happy Houe (F) 6(1;?0 les S Social
10 1" 12 13 15
§:00 News 8 Views . §:00 News 8 Views . §:00 News 8 Views
k Mass §:00 Coffee Social §:00 Coffee Social
O e SR ary SR wry
Service () ?&Cm“"‘ Hands 11:30 Hyma Singing (C) | 9:30 Coffee Social (LR) | 1:30 Teivia (L) 2:00 Poket Pasty (LR)
4:00 Happy Houe (F) 4:00 Happy Houe (F) 4:00 Happy Hout (F) 4:00 Happy Houe (F) 4:00 Happy Houe (F)

Your text box appears on the calendar and you can drag it around or resize it.
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You can customize your calendars in many ways. You can make all of your different
calendars (High Functioning, Low Functioning) have different styles. You can also change
calendar formats. You can create and print out day planners, or make a large monthly
calendar on 2 foot by 3 foot sized paper.

After you schedule activities in the “Scheduling and Participation” tab, they will appear on all
your calendars, no matter how you format them. So you can create a monthly calendar, and
then you can select a day and print out a day planner without having to reschedule all the
activities.

Here is an example of a customized calendar:

July 2006

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
|
7|
oK .
x° A 1:00 Bingo
1. % 2:00 Karaoks
}1'1[’[’3 t‘JUl!j 4‘”\ aracke
X x
kK
2| 3 4 E ) 7| 8
1:00 Church Outing 100 B Singd 1:00 Organ Music 1:00 Sing-a-long 1:00 Discussion Time 1:00 Ne\»{s & Views . 1:00 Coffee Social
2:00 Rumrikub U BYTSIRERE | 200 Shuffleboard 200 Sweet Shop 3:00 Table Games 2:00 Resident Council | 2:00 Bingo
3:00 Communion 2:00 Maricures 300 lce Cream Social | 300 Bingo 4:00 Bible Study 300 Country Music 300 Gospel Singing
4:00 Church Service 3:00 Bell Choir with Entertainment 4:00 Fun in the Sun 4:00 Let's Get Physical
& : 400 Let's Get Physical | 4:00 Let's Get Physical | 5:00 Clayton Baptist 5:00 Rummaging &
5:00 Social How , s i : Remember
5:00 Phase 10 5:00 0ld Time Radio 6:00 Red Hat Society
L 70 77| 72| 73 74| 75|
1:00 Church Outing 1:00 Hymn Singing 1:00 Chaplain Visit 1:00 You be the Judge 1:00 News & Views 1:00 Coffee Social
2:00 Rummikub 2:00 Manicures 2005 Hox. 1.00 Sing-a-long 2:00 Piano Music ggg aaslsetb;“TGame 2:00 Binao
: i : ' i 108 Snren oAl : i :00 Movies & Treats 3:00 Gospel Sinaina
3:00 Comrmunion 4:00 Let's Get Physical 00 Movie Time 200 Sweet Shop 3:00 Creative Hands 400 Let's Get Physical
4:00 Church Service 5:00 Phase 10 5:00 Bible Trivia . 4:00 Table Games Y .
5:00 Social Hour £:00 Lars Get Phusical 3.00Bingo 5.00 Bible Study F00 umnaging &
) 7:00 0ld Time Radio 400 Fun in the Sun & emember
76 77| 78| 79| 20 27| 22
1:00 Church Outing 1:00 Hymn Sinaing 1:00 Vol. Chaplain 1:00 Sing-along 1:00 Discussion Time 1:00 Library Pals 1:00 Coffee Social
2:00 Rummikub 200 Manicures 200 Story Hour 200 Sweet Shop 200 Creative Hands 2:00 Music with Gary 2:00Bingo
3:00 Communion 3:00 Bell Choir 3:00 Shuffleboard 3:00 Bingo 4:00 Music with Larry 300 Movies & Treats 3:00 Gospel Singing
1 i 4:00 Comedy Hour 4:00 Dirty Poker ¥ . 2 _ .
4:00 Church Service 5 i . g . . 4:00 Getting to Know 5:00 Bible Study 4:00 Let's Get Physical
o0 s i 500 Lets Get Physical | 5:00 Lets GetPhysical | You Cop SRy
6:00 Phase 10 6:00 0ld Time Radio . agng
5:00 Bible Class Remember
23 24| 25 26 27| 28 23|
1:00 Church Outing 1:00 Hymn Singing ‘:00 Wol. Chaplain 1:00 Sing-a-long 1:00You be the Judge 1:00 News & Views 1:00 Coffee Social
2:00 Rummikub 2:00 Manicures g;gg gm‘h:::a"d 2:00 Sweet Shop 2:00 Piano Music 2:00 Bitthday Party 2:00 Bingo
3:00 Cormmurnion 3:00 Bell Choi 4:00 Movie Time 3:00 Bingo 3:00 Creative Hands 300 Movies & Treats 300 109th Birthday
4,00 Church Service 400 Let's Get Physical | 5:00 &H Fair Tio 4,00 Funin the Sun 400 Table G 400 Let's Get Physical | Party
% ¥ 5 7:00 Let's Get Phusical -JU T able bames 4
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30 Ed Daily Events:
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You may notice, as you edit your smart calendars, that not all activities will show up on a
given date. There may be too many activities to fit on one date. An easy way to fix this is to
decrease the size of the font for that day.

‘ Select a day that doesn’t show all of its scheduled activities.

Days that have more scheduled activities than shown in the box will have an ellipsis button
(...) near the bottom. When you click this button, you will see a list of hidden activities.

Select Activity Calendar
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11:30 Hymn Singing (LR) 1:30 Trivia (L) (LR) 12:00 Mall Shopping
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11:30 Card Club (DR) (LR) | 9:30 Bingo (DR) (LR) 12:00 Mall Shopping
4:00 Happy Hour (P) 2:00 Baok Club (L) - 4:00 Happy Hour (P) 12:30 Snack Making (LM)
i Today 300RhythmBand (P) | (DR 4:00 Happy Hour (P)
= 4:00 Happy Hour [P) ] 4:00 Happy Hour (P]
[1]pay 7]week IEMOnth ‘EEEU Molllies inthe
I‘.'""?; Planner [E]LIEE—— Ll = ~
31

select Calendar Format
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4:00 Happy Hour (P)

” 2 11}
RHTIEG, Ellipses" Button

& 10/25/06 only | I
(O Every day in Oct 2006
> All days in all months

Publish Snapshot
= To Image File

Select an activity on this date. Then select the “Every Activity on [date]” radio
button in the left control panel.

Select Activity Calendar

High Functioning :] i R - _ [ A
17 18 19| 20| 21
< Oct 2006 » 8:00 Coffee Social (LR) | 8:00 News & Views 8:00 Coffee Social (LR) | 8:00 News & Views 9:00 Exercise (4R)
11:30 Hymn Singing LR) 1:30 Trivia (L) (LR) 12:00 Mall Shopping
) 9:30 Coffee Social (LR) | 4:00 Happy Hour (P) 2:00 Pokeno (LR) (LM)
4:00 Happy Hour (P) 4:00 Happy Hour [P) 4:00 Happy Hour (P) 4:00 Happy Hour (P)
5:00 Movies in the
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24 25 26| 27| 28
8:00 Coffee Social (LR) [ 2:00 News & Views  : 8:00 Coffee Social (LR) | 8:00 News & Views 10:00 Gardening (P)
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& Today DR) 4:00 Happy Hour (P)

-~ 4:00 Happy Hour (P)
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kil

Select Calendar Format | 8:00 Coffee Sorial (LR)
8.5” x 11”, landscape 4:00 Happy He 4t (P)

Apply to
O Selected activity only
Every activity on 10/25/06 —
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On the Smart Calendar toolbar, use the E button to decrease the activity font size
until all the activities show up in the date box.

Select Activity Calendar

3

4 Oct 2006 4

High Functioning

1 2 3 4 5 6 7
8 910 11 12 13 14
15 16 17 18 19 20 21

ﬁ Today
1]Day | 7]|Week

I{'F. Planner [F]List

Select Calendar Format

Apply to

O Selected activity only

() Every activity on 10/25/06
) Every activity in Oct 2006
) all activities in all months

For information on editing your calendars, please see the online help that is available in
ProActivity Reports. You can get to it by clicking the Help icon in the main toolbar at the

top of the screen.

There’s also a special section on tips for making all of your activities fit on your

IQI]Month

8.5” x 11%, landscape

17

8:00 Coffee Social (LR)
11:30 Hymn Singing
C)

4:00 Happy Hour (P)

8:00 News & Views
LR]

9:30 Coffee Social (LR)
4:00 Happy Hour (P)
5:00 Movies in the
Library (L)

8:00 Coffee Social (LR)
1:30 Trivia | ]
4:00 Happy « four (P)

19|
8:00 News & Views
(LR)

2:00 Pokeno [LR)
4:00 Happy Hour (F)

20|

9:00 Exercise (4R)
12:00 Mall Shopping
(LM)

4:00 Happy Hour [F)

21

8:00 Coffee Social (LR)
11:30 Card Club (DR)
4:00 Happy Hour (P)

24

25

: 8:00 Coffee Soc 3l [LR)
9:30 Bingo (DR)
4:00 Happy Hou (P)

26|
8:00 News & Views
(LR)

12:30 Snack Making
(OR)

4:00 Happy Hour [P)

27

10:00 Gardening (P)
12:00 Mall Shopping
(LM)

4:00 Happy Hour [P)

28

|

Publish Snapshot <

kil

8:00 Coffee Social (LR)]
4:00 Happy Hour (P)

calendar. It’s in the “Smart Calendar Creator” section of the “Activities” area of the

online help.

159




Backing Up Your Database

Your resident and activity information is stored in a database, and you should periodically
make a safe copy of your data in case something goes wrong with your system. This safe
copy is called a “backup”.

A backup is a save point, where all of your information is captured to a single file. If you
have a catastrophe with the software or the computer, you can recover your information
from a backup file by doing a “restore”.

Making frequent backups is very important. If something goes wrong with your
computer (and it does happen), you will lose all of the work that you’ve put into it if
you don’t have a safe backup.

Note that making frequent backups is only half the job. You must also make safe copies of
your backups that are not on your local computer. For example, you can copy your backups
onto compact discs (CD’s), and then store the CD’s in a safe location.

The importance of backups can’t be overstressed. If you’d like help on creating backups,
please call the Mature Solutions Technical Support Group at (513) 871-0030.

Automatic Backups

When ProActivity Reports is installed, the system automatically makes an initial backup. A
backup program also runs continuously on the application server (the main computer where
ProActivity Reports is running). It wakes up each morning at 2:10 AM and makes a backup
of your data. Please leave your computer running overnight so the nightly backup can
be made. If your computer is not running, no automatic backup will be made.

It’s actually better for your computer to leave it running continuously than to turn it off
every night. 1t’s not the total hours that a computer is running that wears it ont, it’s
the “thermal cycling” — the repetitive heating up and cooling down that comes with
frequently turning it on and off.

Periodically you may be reminded to do a backup, and you can click the “Backup” button in
the reminder dialog to backup your information.
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Manual Backups

If your computer is the application server, you can do a manual backup by choosing
“Backup Database” from the “File” menu.

Residents
Backup Database

Restore Database

Page Setup

E:;rt 2L Delete

|l Print Preview
o ) sidents in all groups
@ Print 4 v

Exit Alt+F4

| terme o Gow H

@ Bill Adams Maple (Long...
% Carl Brownfield  Willow (Dem...

@  Mary Chambers  Willow (Dem...
@  Tom Clouse Evergreen (R...

Face Sheet * Interests
%  Anna Crawford  Maple (Long...

Resident Status |

—_——

Backup Files

Backup files are saved in the “Backups” directory for the application, which for Windows
XP is usually:

C:\Documents and Settings\ All Users\ Application Data\ProActivity
Reports\Backups
For Windows 98 and Windows ME, the backup directory is usually:
C:\Windows\All Users\Application Data\ ProActivity Reports \Backups
Each backup file has the date and time that it was created as part of its name.

You should periodically copy the backup files to a safe network volume or write them to a
CD-R.

161




Backing up is extremely important. Sometimes computers develop problems even if you
haven’t done anything wrong. Having a safe copy of your backup files can be the difference
between a minor inconvenience and a major catastrophe.

For detailed help on restoring your data from a backup file, please see the “Restoring Your
Database” section of this Step-by-Step Guide.
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Restoring Your Database

All of your resident and activity information can be restored from a backup file. For detailed
help on creating a backup file, please see the “Backing Up Your Database” section of this
Step-by-Step Guide.

If your computer is the application server, you can restore your database by choosing
“Restore Database” from the “File” menu.

Cance

activities Dashboard  Reports  Print Setup Hel

Backup Database

Restore Database

Page Setup
2 Delete

|l Print Preview
= print , esidents in all groups
Exit Alt+F4
 Growp K Mabilty
#  Bill Adams Maple (Long... T,
@ Carl Brownfield Willow (Dem... Cogniti
@ Mary Chambers  Willow (Dem...
%  Tom Clouse Evergreen (R...
Face Sheet ° Interests
& Anna Crawford  Manle (1 ona

You can also run the Restore application directly from the Windows Start menu.

Before starting a restore operation, make sure that ProActivity Reports isn’t running on any
of the other computers on your network. Note: they can’t just be logged out; all copies of
the software must be quit. (You can quit ProActivity Reports by clicking the red and white
“X” in the top right corner of the screen.)

B Aps ©2004-6 Discovery Corps, Inc. All rights reserved.
File Edit View Help

@ @vi)‘\@ [1’259 (5 ‘ x?v“@v% bobbo

Back  Recent Forwar Residents Activities Dashboard  Reports  Print Setup Help Log OFf

op Add % Import 2 Delete =

Bill Adams N
) Show all current residents in all groups <
. X Maple (Long Term Care)
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The restore application will ask you to select a backup file, and it will restore your resident
and activity information back to the point when the backup file was made. Any changes
made after the backup was created will be lost — which is why it’s so important to back up
your database frequently.

Click the “Restore” button. ‘

A file selection window will appear:

Open

Look in: |E) Backups LI - &5 -

ApsBackup-03-May-06-19,34,bak

E

ApsBackup-06-May-06-11,35,bak

b3

My Recent | apsBackup-08-May-06-14.25.bak

Documents ApsBackup-10-May-06-14.33.bak

r [_ ApsBackup-28-aApr-06-11.36.bak
Desktop

My Documents

£ ie

My Network  Fie name |spsB ackup-03-May-06-19.34 bak ~ | open |
aces
Files of type: |Backup Files [*.bak) j Cancel |
/

For detailed help on where your backup files are normally stored, please see the “Backing
Up Your Database” section of this Step-by-Step Guide.

Notice that your backup file names include the date and time that they were made. You will
usually want to select the most recent one.

Select the backup file to restore from and click “Open”.

Usually, if you’re restoring your data from a backup file, it’s because a major problem has
occurred. We recognize that this can be traumatic. If you need any help restoring your
database, please call Mature Solutions Technical Support Group at (513) 871-0030. We’ll
walk you through it.
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