Chapter 23 — Organization Member
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Organization Members - Overview

Introduction The Organization Members page within KAMIS is used to search for, display, add, edit, and
terminate members of KAMIS organizations.

Many KAMIS forms (assessments, plans of care/service authorizations, etc.) require an Assessor,
Case Manager, or Options Counselor be selected from a drop-down list on the form. These lists
are populated from information found in Organization Members.

Assessor drop-down list: Case Manager drop-down list:

Kants 10: 41508 name: TWOFER, TEDDY  Gustomer status: ACTIVE  pore person info POC - PLAN OF CARE  Assessment UnmetMeeds Unlock & Close
primary PsA JAYHAWK AREA AGENCY ON AGING No Secondary PSAs = - — -
vico AMERIGROUP - MCO | customer information Tab || Line items Entry || Multi Line Items Entry || Print View

Abbreviated UAI - Nutrition Assessment Customer SMURF, PAPA Address 34343 GARGOMEL LANE County DG

Assessment Nor. $SN (302020308 | Phone# 7356756758

[ customer |[ Functional ][ Nutrition |[*Service Fian |[ Release |[ Frint View

|_|Mm |—|De,m,g,ap,"Cﬁ Emergency Contacts
* Person's Original Effective Date 01/01/1987 Person’s Original Effective Date 10/20/2014

* Form Status WORK IN PROGRESS Customer’s Current Status ACTIVE
* BSALLIA REA Assessment Type ABBREVIATED UNIFORM ASSESSMENT INSTRUMENT
Assessment Date 09/01/2015 Reassessment Due Date 08/31/2016

POC Version 1 POC Status [INCOMPLETE - FOLLOW-UF NEEDED ~

HANKAREA

PP CAT. BILL - 30000122 JAYHAWK AREA AGENCY ON AGING
T T A D e

CATLETT, LORRIE - 3294 NEWMAN MEMORIAL COUNTY HOSP
CATRON, ANITA - 7563 SENIOR SERVICES OF SEK

% =13 L g HILL, PEGGY - JAYHAWK AREA AGENCY ON AGING ¥

Assessor Phone I I
* Assessment Date (mm/nu/wml:l i D810 2015

O Effeciive Date [09/01/2015 |

S

Options Counselor drop-down list:

KAMIS ID: 41509 Name. TWOFER, TEDDY Customer Status: ACTIVE  More Person Info...
primary PsA JAYHAWK AREA AGENCY ON AGING No Secondary PSAs
mco AMERIGROUP - MCO

ADRC Options Counseling

Assessment Nbr-

# ADRC Organization: [4 - JAYHAWK AREA AGENCY ON AGING v |

Form Status: [WORK IN PROGRESS W]
* Session Date: I:l
* Time Start: i * Time End: sy Session Length
Wiiitary Time Niltary Time (In Minutes)
Use calendar icon to select Use calendar icon to select
I olv il eI LV CAT, BILL - JAYHAWK AREA AGENCY ON AGING 30000122 ~ I

( Create j

This chapter provides instructions for searching for and creating an organization member,
associating the person with an organization, editing administration information of organization
members, and terminating organization members.
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Organization Members — Overview, continued

Organization The Organization Member Search page is accessed via the Org. Members button on the navigation
Member Search  menu bar.
Page

Organizations can be searched for all current and former members, or for a specific member name.
If the person does not exist in KAMIS, the person can now be created and associated to an
organization from the Organization Member Search page.

The initial Organization Member Search page contains fields for searching an organization for all of
its members, or for a specific member.

Homel Person Search i Person Admin Case Log | Organizations | Org. Members| KAMIS Maintenance | KOTA /| KAMIS Facilities

Share-Transfer Workload

ORGANIZATION MEMBER SEARCH

* Organization Search Select from Active Crganizations
| jayhawk [enier] JAYHAWEK AREA AGENCY ON AGING === 1002605808 TOPEKA
JAYHAWK LUMBER & RENTAL CENTER === CHANUTE

JAYHAWK PLUMBING === LAWRENCE

|First Name Hru’liddle:‘ ..... H._M T | - SEARCH)-NE)

Crganization may now be omitted from Org. Member search. Inputting person firstlast name will return a listing of all matches with corresponding Org. membership info.
MNote that Crganization must still be specified to add a new organization member.

When searching for a specific organization member, or adding a new member, additional fields
display for completing these actions.

HomelPerson Search | Person AdminjPerson FormsJCas

Share-Transfer Workload

ORGANIZATION MEMBER SEARCH

* Organization Search Organization

EE x tenter] |JAYHAWK AREA AGENCY ON AGING === 1002605308 TOPEKA V|
First Name Middle Name Last Name —————— ————
|I3uck || ||stricklancl | | SEARCH j | RESET j

Crganization may now be omitted from Qrg. Member search. Inputting parson first/last name will return a listing of all matches with corresponding Qrg. me
Note that Crganization must still be specified to add a new organization member.

( View Org.

Organization Members

SEARCH HERE FOR EXISTING FEOFLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Nama and Last Name

First Name [buck | Last Name [strickiland | ((searcn) ((Reset)

Create a new
KAMIS person
and add as a new
organization

no data found

member
(Ada Member )
Search Results SEEE
Add this existin Add Person . )
g OrgMember KAMISID co e Date First Middle  Last
persontothe = = . 2003533638 0101/2014  BUCK - STRICKLAND
organization 1-1
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Organization Member Search

Introduction There are two ways to search for Organization Members — global, and detailed. The global search is
performed by simply choosing an organization, leaving the member name search fields empty, and
clicking on the SEARCH button. The detailed search requires a specific organization member name
be entered (full or partial name.)

Global search results display all organization members for the selected organization. Detailed
search results display all individuals that match the name and the selected organization.

How To Follow the steps in the table below to complete a global Organization Member search.
Complete a
Global Search

Step Action Result
1. | Click on the Org. Members link from | The Organization Member Search page displays.
the navigation menu bar.

2] Person SearchlOrganizations |Org. Members

MFP Workload

ORGANIZATION MEMBER SEARCH

Organization Search Organization
[enter] -

First Name Middle Name Last Name _-"QE.._RﬂH) -'..REQET)
\-u A A \‘ o

Organization may now be omitted from Org. Member search. Inputting person firstlast name will return a listing of all matches with corr]
Mote that Organization must still be specified to add a new organization member.

2. | Enter the organization name in the | All organizations matching the entered name (or
Organization Search field and press | that start with the entered name) will populate the
Enter. Organization drop-down list.

Note: You can enter a partial name
if you do not know the exact
spelling of the organization.

3. | Select the correct organization from | The selected organization name displays and
the Organization drop-down list. remains highlighted.

ORGANIZATION MEMBER SEARCH

* Organization Search Select from Active Crganizations

A d enter]
|m t 1 JAYHAWK LUMBER & RENTAL CENTER === CHANUTE
First Name Middle NJAYHAWK PLUMBING === LAWRENCE

| I I TSEARCH ) (ReseT)

e b, itheel £ na ., Bl £4i Srotiloont ill rnd lin#i, £ all Eoin, itk

Continued on next page
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Organization Member Search, continued

Complete the continued
Search
Step Action Result
4. | Click the SEARCH button The information displays as described in the table

below, depending on the search results.

If Organization Then
has no active members A “no data found” message displays under the
Organization Members region.

Note: Organization Members that have been
terminated from the organization display in the
Organization Members History region.

ORGANIZATION MEMBER SEARCH

* Organization Search QOrganization
[oEBY Jenter) [DEBY GOCD SERVICES CENTER ==> TOPEKA v/|

|First Name HM\ddIeName HLaStName | m: E)

Organization may now be cmitted from Org. Member search. Inputting person first/last name will return a listing of all matches with comrespong
Note that Organization must still be specified to add a new organization member.

Organization Members
no data found
SEARCH HERE FOR EXISTING PECFLE TO ADD AS NEW ORGANIZATION MEMBERS

First Name | Last Name

Organization Members History

no data found

has active members The Organization Members for the selected
organization display. Instructions for adding and
terminating organization members and updating
member person information are covered later in
this chapter.

ORGANIZATION MEMBER SEARCH

* Organization Search QOrganization
|DEB‘r‘ lenter] [DEBYS SERVICE CO === TOPEKA v
First Name Middle Name Last Name

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all maiches with comespon
Note that Crganization must still be specified to add a new organization member.

Organization Members

Org Member Termination KAMIS ID
Click to Edit

First Middle Last :
Effective Date Date Org Member Info.

BERKELEY | - ISBACK 09/01/2015 = 31626392
OPUS = PENGWINN 09/01/2015 = 7
1-2

SEARCH HERE FOR EXISTING FEOFLE TO ADD AS NEW ORGANIZATICN MEMBERS
First Name | Last Name Q‘Sear:h) -\;3\955:)

Organization Members History

no data found

Continued on next page
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Organization Member Search, continued

A detailed search finds organization members that match the name and organization that was
entered in the search. Follow the steps in the table below to complete a detailed Organization
Member search.

How To
Complete a
Detailed Search

Updated 9/28/2015

Action

Result

Click on the Org. Members link.

The Organization Member Search page displays.

SearchlOrganizations | Org. Members

ORGANIZATION MEMBER SEARCH
Organization Search

First Name

Organization may now be omitted from Org. Member search. Inputting persan firstlast name will return a listing of all matches with corr
Mote that Organization must still be specified to add a new organization member.

Qrganization
[enter]

Middle Mame

-

Last Name v—
\SE.'—R\_.H) ;,\RESET)

2. | Enter the organization name in the | A partial name can be entered — the drop-down list
Organization Search field and press | will populate with all organizations that at least
Enter. start with the org search entry.

3. |Select the correct organization from | The selected organization name displays and
the Organization drop-down list. remains highlighted.

4. |Tabto or click in the First Name A partial first name can be entered if unsure of the
field and enter the first name of the | spelling. This field is not required.
organization member.

5. |Tab to the Middle Name field and This field is not required.
enter a middle initial or name if the
original entry contained it.

6. | Tab to the Last Name field and At least two characters must be entered for a
enter the last name of the name search.
organization member.

ORGANIZATION MEMEER SEARCH

* Organization Search

Organization
JAYHAWK AREA AGENCY ON AGING === 1002605808 TOPEKA

CHANUTE

|JAYHA'.NK kenter] JAYHAWK LUMBER & RENTAL CENTER ===
JAYHAWK PLUMBING ===  LAWRENCE
First Mame Middle Name Last Name q—~) —— )
B |[caT \SEARCH ) | RESET

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all matches with correspon
Note that Qrganization must still be specified to add a new organization member.

23-5
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Organization Member Search, continued

How To
Complete a

Detailed Search

continued
Step Action Result
7. | Click on the SEARCH button. Individuals that match the name entered, and that

are members of the selected organization, display
in the Organization Members table.

Instructions for adding and terminating
organization members and updating member
person information are covered later in this

chapter.
ORGANIZATION MEMBER SEARCH
Organization
* Organization Search JAYHAWK AREA AGENCY ON AGING === 1002605808 TOPEKA
[JAYHAWK [enter] [VAYHAWK LUMBER & RENTAL CENTER === CHANUTE
JAYHAWK PLUMBING === LAWRENCE
First Mame Middle Name Last Name —) )
|EI || ||CAT \SEARCH -\RESET

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all matches with comrespon|
Note that Crganization must still be specified to add a new organization member.

Organization Members

KAMIS 1D

First Middle Last e Click to Edit

Effective Date Date

Org Member Info.
ﬁ BILL [T CAT = D9/01/2015 - 31410552
1-1

Updated 9/28/2015

SEARCH HERE FOR EXISTING PECPLE TO ADD AS NEW ORGANIZATION MEMBERS

First Name |B Last Name |CAT | -"-Search j -"-Reset j

Organization Members History

no data found
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Add an Organization Member (Existing Person) to an Organization

Sometimes a person to be added as a new organization member already exists in KAMIS. For

example, they may have been added to KAMIS while working for one organization, then left and
started working at a different organization.

This section provides the steps for adding an existing KAMIS person as an Organization Member. If
the person record already exists in KAMIS, the person can be found via Org. Members, added to the

organization, and then the appropriate organization roles can be assigned.

Complete the following steps to add an existing person as a new Organization Member.

Find the existing person record:

Action

Result

Complete a detailed Organization
Member Search for the new org
member.

The Organization Members region displays. New
Search fields display, populated with the name
from the initial detailed search. A 'no data found'
message displays below the search fields.

The 'no data found' message indicates this person
is not an active member of the organization.

In the Organization Members
region, click on the Search button.

This search looks beyond existing organization
members and searches for matches for persons
that are not members of this organization.

ORGANIZATION MEMBER SEARCH

#* Organization Search Organization

|jayhawk henter] |JAYHAWK AREA AGENCY ON AGING === 1002605808 TOPEKA v|
First Name Middle Name Last Name I E
|Duck | |strickland | oo

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all matches with correspon
MNote that Crganization must still be specified to add a new organization member.

Organization Members

SEARCH HERE FOR EXISTING PEQPLE TC ADD AS NEW ORGANIZATICN MEMBERS
*Search for people who are not organization members requires bath First Name and Last Mame

-\:.Sear:h) -\'..3\995'.)

Buck Strickland is not an active member of the selected organization.

First Name |buck |
no data found ——

Last Name |Strickland |

Organization Members History

Add Member

Search Results
Add Perso

n
Org Member KAMIS ID Effective Date
200353368 01/01/2014

Buck Strickland does exist in
KAMIS, so he can be added to the
organization without having to
create him first.

First Middle
BUCK -

Last

STRICKLAND/

1-1

Find the matching person record in
the Search Results table.

Introduction

Complete the

Search

Step

1.
2.
3.
4,

Click on the Add button located in
the Search Results table.

The Organization Member Administration page
displays.

Updated 9/28/2015

Continued on next page
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Add an Organization Member (Existing Person) to an Organization

Update Person

Update the organization member's name and/or gender if necessary. If no changes are needed,
this step can be skipped.

Action

Result

Make any necessary changes in the
Person Information Organization
Member region, and click on the
Save Person Information button.

If no changes are made, the region does not need
to be saved.

Person Information Organization Member

Save Person Information J

Person Nbr: 200353363
NAME: [BUCK | | [STRICKLAND
* {first) {middle - optional) * (last)

* person Effective Date: 09/25/2015
#* parson Role: Organization Member

* Create Person Source: KAMIS

These steps are required to create the association between the person and the organization.

Action

Result

In the Organization Member region,
enter the Member Effective Date.

This field is required.

Organization Member

Organization Member Nbr:

Save Org Member |

I* Member Effective Date (mm/dd/yyyy) |09f'25-‘2|315 ||

Department | |
Email Addr | bucks@jayhawk.aaa |

Title | |

-l

Information
Organization
Member
Step
5.
Update
Organization
Member
Step
1.
2.

Complete any other Organization
Member region fields as desired.

This field is not required.

Updated 9/28/2015
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Add an Organization Member (Existing Person) to an Organization

Update continued
Organization
Member
Step Action Result
3. | Click on the Save Org Member The Organization Member information is saved,
button. and an Organization Member Number is assigned
to the member.

Organization Member

Save Org Member )
Organization Member Nbr: | 2007945

# Member Effective Date (mm/ddlyyyy) |09/25/2015
Member Termination Date (mm/dd/yyyy) |:|

Title | |
Department | |

Email Addr | |

Primary Phone

Alternate Phone |:|

Hire Date (mmiddiyyyy) [ |
Has Degree?

Previous Experience Comment

0 of 2000
Education Comment
0 of 2000
Has License? License Comment
L
0 of 2000

Discharge Date (mm/ddiyyyy) Discharge Comment

0 of 2000

Continued on next page
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Add an Organization Member (Existing Person) to an Organization

Update The required Organization Member Roles must be assigned to the member so he/she will show up
Organization in the appropriate drop-down lists in KAMIS forms.
Member Roles

Step Action Result
1. | In the Organization Member Roles | Required field.

region, enter the Role Effective

Date.

2. | Select the appropriate Person Org Required field.

Member Role from the drop-down

list.

Organization Member Roles

Save Organization Role |

* Role Effective Date |012/25/2013

* Derson Org Member Role: | ASSESSCR v

Organization Member Roles

Save Term Date |

Termination Date (mmJ/ddivyyy) |:|

* Role Effective Date 02/25/2015
* person Org Member Role: ASSESSOR

3. | Click on the Save Organization Role | The selected role is saved and both fields become
button. read only. A 'Termination Date' field and 'Save
Term Date' button displays. Instructions for
terminating an individual org member role are
covered later in this chapter.

Continued on next page
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Add an Organization Member (Existing Person) to an Organization

If the member will have more than one org member role assigned, the Additional Organization
Member Roles region is used to add the additional roles:

Action

Result

In the Additional Organization
Member Roles region, click on the
Add New Organization Role button.

The existing role assignment moves to the
Additional Organization Member Roles region and
displays in a table, and the Organization Member
Roles region resets to allow for a new role
assighment.

no data found

Organization Member Roles

Termination Date (mm/ddiyyyy) l:l

* Role Effective Date 09/25/2015
* person Org Member Role: ASSESSOR

Additional Crganization Member Roles

Save Term Date |

Add New Organization Role J

Organization Member Roles

Terminate Role | Org Member Nbr
74 2007949

Save Organization Role |

* Role Effective Date l:l
* Person Org Member Role:

Additional Organization Member Roles

Add New Organization Role )|
Member Effective Date
09/25/2015

Role Description
ASSESSOR
1-1

Add Additional
Org Member
Roles
Step
1.
2.

Enter the Role Effective Date, select
the next role for assignment, and
click on the 'Save Organization Role'
button.

The role is saved and the Organization Member
Roles region is again read only.

Organization Member Roles

Terminate Role | Org Member Nbr
A 2007949

Save Term Date J

Termination Date (mmiddiyyyy) l:l
* Role Effective Date 09/25/2015
* person Org Member Role: OFPTIONS COUNSELOR

Additional Organization Member Roles

Add New Organization Role )
Member Effective Date
09/25/2015

Role Description
ASSESSOR
1-1

This org member is an Assessor and an Options Counselor.

Updated 9/28/2015
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Add an Organization Member (Existing Person) to an Organization

Add an Address
(if none exists)

Updated 9/28/2015

If the Address Information List contains a 'no data found' message, a new address can be entered
in the Address Information Organization Member region:

Step Action

Result

1. | Select an Address Type from the
drop-down list.

Note: Do not choose the DCF
Address type. It is used only by the
nightly upload and is read only. If
you select it, an error will display
upon saving the address.

Required field.

2. | Enter the Effective Date for this
address.

Required field.

3. | Enter either the Street address or
'UNKNOWN' if the street address is
unknown, or another descriptive
term if only entering an address for
a phone number.

Required field.

Address Information List

no data found

* Address Type [BUSINESS v
#* Effective Date |02/25/2015

Address Information Organization Member

Please Note: Enter address information if known.
Enter Unknown if you do not know the street address.

Save Address )

# Street [UNKNOWN

city | |
County | v|
State | v|
Primary Phone |:| Alternate Phone |:|
Cell Phone
Email |

4. | Click on the Save Address button.

The new address is saved and the Address
Information List region updates to display the new
address in a table.

Address Information List

Jéﬂrf; Type | Address  City | County Name
7z BUSINESS | UNKNOWM HOT ENTERED

Address Information Organization Member

Please Note: Enter address infermation if known
Enter Unknown if you do not know the street address.

* Address Type
* Cfforfiva Nat

Primary
Phone Phone

E-Mail
Address

Effective
Date

02262015
row(s) 1-1of1

Alternate Termination
Cell Phone Date

- 785-123-7654

Save Address |

23-12




Continued on next page

Add an Organization Member (Existing Person) to an Organization

Update an

Existing Address

Updated 9/28/2015

If an address is already associated with this member, but it needs to be updated, follow the steps

below.
Step Action Result
1. | If an address in the Address The address will move from the Address

Information List needs to be
updated or terminated, click on the
View/Modify link to access the
address.

Information List region to the Address Information
Organization Member region, where it can be
updated or terminated.

Address Information List

e Type Address

Modi
BUSINESS

Address Information Organization Member

City | County Name

UNKNOWN NOT ENTERED

Please Note: Enter address information if known
Enter Unknown if you do not know the street address.

* Address Type
#* Effartive Nata

Primary = Alternate

Cell Ph E-Mail | Effective Termination
Phone Phone & one

Address Date Date
DQU25/2015
row(s) 1-1of1

T85-123-7854

Save Address |

Address Information List

Add Address |

no data found

Address Information Organization Member

Please Note: Enter address information if known.
Enter Unknown if you do not know the street address.

Termination Date |:|
(mm/ddiyyyy)

* Address Type BUSINESS

* Effective Date 09/25/2015

Save Address J

# sirget |UNKNOWN

City | |
County | v|
State | v |

Primary Phone :l
Cell Phone | 7851237654

Alternate Phone |:|

Email |

23-13
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Add an Organization Member (Existing Person) to an Organization

Update an
Existing Address

Updated 9/28/2015

continued
Step Action Result

2. | Toterminate an address that is no | This terminates the address and does not add a
longer needed or valid, enter the new entry to the Address Information List.
Termination Date for the address.

3. | To update an address (fix an error This terminates the existing address and adds the
or change the whole address), make | updated information in a new entry in the Address
the desired changes to the address | Information List.
fields.

Note: The Address Type and
Effective Date cannot be updated. If
this address should have a different
Address Type, terminate the
address and enter a new one with
the correct Address Type.

4. | Click on the Save Address button. The Address Information List updates to show the
original address entry terminated, and if changes
were made, a new address entry displays with the
updated information:

Address Information List
J(i]?’?r'; Type Address City County Name PPTE?\? Agﬁ:}'::ze Cell Phone AE:::LIS Eflfle'-.\:g\.re Terrll:‘;iant:tion
Fz BUSIMESS UNEMNCWH LAWRENCE DOUGLAS - - 735-123-T854 CRV2B2015
PZ BUSIMESS UNEMOWN NOT ENTERED - - T85-123-T854 V252015 O8/28/2015
row(s) 1-2 of 2
5. | Click on the Return button at the The Organization Member Search page displays,

top left of the page.

with the Organization Member table displaying the
org member just added.

ORGANIZATION MEMBER SEARCH

* Organization Search QOrganization

[jayhawH] % Ienter] |JAYHAWK AREA AGENCY ON AGING === 1002605808 TOPEKA v|
First Name Middle Name HLas:tName -.“SEARC-l RESET
sinckland

|buck

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all matches with cormespond
Note that Crganization must still be specified to add a new organization member.

Organization Members

SEARCH HERE FOR EXISTING PECPLE TO ADD AS NEW
*Search for people who are not organization members require

First Name| Last Name
ot KAMIS ID
First Middle Last E?-[rg :.!em[lll 9{9 '[[)e g"mm O Click to Edit
ective Ua a Org Mem ber Info.
BUCK | - STRICKLAND 0%25/2015 200353368

Organization Members History

ORGANIZATION MEMBERS
s both First Name and Last Name

(Sear:h) (:{ESE)

1-1
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Add an Organization Member (New Person) to an Organization

Introduction If the person being added as a new organization member does not yet exist in KAMIS, the person
record must be created before any other steps are completed.

This section provides the steps for creating the person record in KAMIS. Because Person Search only
finds customer records in KAMIS, creating a new organization member person record can now be
done directly from the Organization Member Search page.

Complete the As with Person Search and customer records, an initial search for the organization member must be
Search completed before the new record can be created.
Step Action Result |
1. | Complete a detailed Organization The Organization Members region displays. New
Member Search for the new org Search fields display, populated with the name
member. from the initial detailed search. A 'no data found'

message displays below the search fields.

The 'no data found' message indicates this person
is not an active member of the organization.

ORGANIZATION MEMBER SEARCH

* Organization Search Qrganization
|jayhawk henter] |JM’HAWK AREA AGENCY ON AGING === 1002505308 TOPEKA v|
First Mame Middle Mame Last Name —_———— ————
| SEARC [ ESE
|Dianca || ||blanca | k“E'A'R“_O kF“b_T)

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all mafches with correspong
Mote that Organization must still be specified to add a new organization member.

Organization Members
SEARCH HERE FOR EXISTING FECOFPLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Mame and Last Mame

First Mame |bianca | Last Mame |blanca | -."'Sear;h j

nogatafound —__ | Bianca Blanca is not an active member
of the selected organization.

Organization Me

2. | To determine whether this person | The Search Results region displays at the bottom

exists in KAMIS outside of the of the page with another 'no data found' message
organization being searched, click and a new Add Member button.
on the Search button located next Organization Members
to the name search fields in the SEARCH HERE FOR EXISTING PEOPLE TO ADD AS NEW ORGANIZA
Organization Members region. *Search for people who are not organization members requires bath First

First Name |bianca | Last Name I@

no data found

Organization Members History

Search Results
no data found

Continued on next page
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Add an Or

Create New
Person Record
(Add Member)

ganization Member (New Person) to an Organization

The following steps create the new person record so he/she can be added as an Organization

Member.
Step Action Result
1. [Inthe Search Results region, click The ORGANIZATION MEMBER ADMINISTRATION -
on the Add Member button. ADDING NEW MEMBER page displays.
Search Results
no data found
2. | Complete all required fields in all Detailed instructions for completing any individual
regions, and any optional fields as region can be found in the section of this chapter
desired. for adding an existing person as an organization
member.
3. | Click on the Save button at the top | When creating a new person, all regions are saved
left of the page. at the same time with one 'Save' button.

[_ORGANIZATION MEMBER ADMINISTRATION - ADDING NEW MEMBER

orGID: 4 Name: JAYHAWK AREA AGENCY ON AGING  Effective: 01/01/1997  0rg Stanus: Active

Save A Return

Person Information Organization Member Address Information Organization Member
Flease Note: Enter address information if known.
Person Mbr: Enter Unknown if you do not know the street address.
e R U
: : * Address Typs
* (first) (middle - optional) * (last) .
* Effective Date
* Parson Effective Date: | 12/282015 # Create Person Source: | FAMIS V - Str!etl |
Gendar: [FEMALE « Cityl |
County | v
State [ ]
Organization Member Roles zZip l:H:I
* Role Effective Date m FrimaryPhane | | Alternate Phone [ |
# Person Org Member Role: 25525507 " CellPhone[ |
Email |

Additional Organization Member Roles

no data found

Organization Member

Organization Member Nbr:

# Member Effective Date (mmiddlyyyy) | 0222/2015

Title

Depan:mentl |

Email Addr | |
Primary Phone
Alternate Phone l:l

Hire Date (mmiddiyyyy) [ |
Has Degree?

Previous Experience Comment

O of 2000
Education Comment

Oof2000
Has License?  License Comment
v
Q2000

Discharge Date %mrrn'dd.lffff Dischafe Comment

0 or2000

* Indicates Required

Updated 9/28/2015

Continued on next page
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Add an Organization Member (New Person) to an Organization

Create New
Person Record
(Add Member)

continued

Step Action Result

3. (continued)

Customer Header
Information for
newly created
person

Add Additional
Organization
Roles (Optional)

Updated 9/28/2015

When the new person record is created, the Person Nbr field located in the Person Information
Organization Member region will show the newly assigned KAMIS ID number for this person, and

each region will have its own 'Save' button.

Note that the Customer Header Information contains the organization that the person is a
member of, the KAMIS ID number and name of the new person. The Org. Status indicates the

organization is active (has not been terminated.)

ORGANIZATION MEMBER ADMINISTRATION

Return J

Person Information Organization Member

I Person Nbr: 200353577

NAME: [BIANCA || | [BLANCA
#* (first) (middle - optional) * (last)

* Person Effective Date: 03/28/2015

* person Role: Organization Member * Create Person Source: KAMIS

Organization Member Roles

orRzID:4 Name: JAYHAWK AREA AGENCY ON AGING  Efiective: 01/01/1997 Org Status: Active
7| kawmisio: 200353577 nName: BLANCA, BIANCA

Save Person Information |

Address Infor

no data found

Address Infor

Please Note: E
Enter Unknowr
* Address Typ
* Effective Dat

* Stree
Cit|

Count]

Use the Additional Organization Member Roles region to add more roles to the new organization

member.
Step Action Result
1. | If more than one roleis to be The person can be an Assessor, Case Manager,
assigned to the organization and/or Options Counselor by assigning each of
member, use the Additional these roles.
Organization Member Roles region
to add additional roles.

23-17
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Add an Organization Member (New Person) to an Organization

Add Additional continued
Organization
Roles (Optional)
Step Action Result
2. | Click on the Add New Organization | The existing role assignment moves to the

Role button.

Additional Organization Member Roles region and
displays in a table, and the Organization Member
Roles region resets to allow for a new role
assighment.

upper left corner of the page when
all information has been
entered/added.

3. | Enter the Role Effective Date, select | The role is saved and the 'Organization Member
the next role for assignment, and Roles' region displays in read only status.
click on the 'Save Organization Role'
button.

This org member is an Assessor and an Options Counselor:
Organization Member Roles
Save Term Date |
Termination Date (mm/dd/yyyy) l:l
* Role Effective Date 08/25/2015
* Person Org Member Role: OPTIONS COUNSELOR
Additional Organization Member Roles
Add New Organization Role |
Terminate Role | Org Member Nbr | Member Effective Date = Role Description
z 2007949 0925/2015 ASSESSOR
1-1
4. | Click on the Return button in the The main Organization Member Search page

displays, with the newly created org member
displayed in the Organization Members table.

ORGANIZATION MEMBER SEARCH

* Organization Search Organization

flayhawH x tenter] |.JAYHAWK AREA AGENCY OM AGING === 100260530E TOPEKA v|
First Name Middle Nama Last Name S
[ cEARC { FoE
[pianca | |blanca | — 'R“_D \R‘b‘T)

Organization Members

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all maiches with correspon
Mote that Organization must still be specified to add a new organization member.

SEARCH HERE FOR EXISTING PECFPLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Name and Last Name

Organization Members History

First Name | Last MName -\_Sear:h) \_:'QESEI)
P KAMIS ID
First Middle Last EC:rrg I'u_l'lem[I;aer '[I;enmnatlun Click to Edit
ective Date ate Crg Member Info.
BIANCA - BLAMCA 08/28/2015 - 200353577
1-1

Updated 9/28/2015 23-18




Terminate an Organization Member

Introduction

Important

How To

Updated 9/28/2015

If a person leaves an organization, their organization membership should be terminated.
Terminating a person's organization membership automatically terminates the organization

member roles that were assigned to the person.

With the new Organization Member functionality, it is no longer necessary to terminate an
organization member's role(s) prior to terminating their organization membership. It is now done as
part of the organization membership termination.

If an organization member is a CARE Assessor, make sure the ADRC responsible for entering and
terminating Assessor Pricing terminates the member's assessor pricing before you terminate the

person's organization membership.

Follow the steps in the table below to terminate an Organization Member (and automatically

terminate their organization member roles.)

Step Action Result
1. | Complete the Organization The Organization Member displays in the
Member Search. Organization Members table.
ORGANIZATION MEMBER SEARCH
* Organization Search QOrganization
e  Jenter] [JAYHAWK AREA AGENCY ON AGING === 1002508808 TOPEKA v |
First Name Iiddle Name Last Name TPy N g——
|bianca || ||b|anca | ( SEARCH \E)

Crganization may now be omitted from Org. Member search. Inputting person first/last name will return a listing of all matches with correspon
Note that Organization must still be specified to add a new organization member.

Organization Members

SEARCH HERE FOR EXISTING PECPLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Name and Last Mame

First Name |bianca Last Name |blanca |

Org Member Termination KAMIS ID
Click to Edit

Effective Date Date Crg Member Info.
BIAMCA - BLANCA 09/28/2015 - 200353577
1-1

First Middle Last

Organization Members History

Continued on next page
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Terminate an Organization Member, continued

Add Additional
Organization
Roles (Optional)

Updated 9/28/2015

continued

Step Action

Result

2. | Click on the KAMIS ID edit link of
the organization member.

displays.

The Organization Member Administration page

kamis io: 200353577  name: BLANCA, BIANCA
ORGANIZATION MEMBER ADMINISTRATION

Return )

Person Information Organization Member

Save Person Information

Person Nbr: 200253577

NAME: (BIANCA BLANCA
* (first) (middle - eptional) * (last)

* Person Effective Date: 09/282015

# Parson Role: Organization Membar

Gandr. [FEALE ]

* Create Person Source: KAMIS

Organization Member Roles

Save Term Date |
Termination Date (mmiddiyyyy) l:l
* Role Effective Date 091282015
* Person Org Member Role: ASSESSOR

Additional Organization Member Roles

Add New Organization Role |
no data found

Organization Member
Save Org Member |

Organization Member Nbr: 2007238

L 1
Primary Phane
Alternate Phone l:l
Hire Date (mmiddiyyyy) [ |
Has Degree?
Previous Experience Comment

T or2000
Education Comment

* Member Effactive Date (mmidd
Member Termination Date (mmiddfyyyy)
itle

0 ot 2000
Has License?  License Comment

“

Discharge Date %mrrn'dd.lffff

0 ot 2000
Discharge Comment

0 ar2000

orGID: 4 Name: JAYHAWK AREA AGENCY ON AGING  Effeciive: 01/01/1997  0rg Status: Active

Address Information List

mo data found
Address Information Organization Member

Please Note: Enter address informatio =l
Enter Unknown if you do not know the street address.

* Address Typs
*EffectveDate[ |

Primary Phone l:l

Alternate Phone l:l

Save Address |

3. | Inthe Organization Member region,
enter the Member Termination
Date.

Required field.

23-20
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Terminate an Organization Member, continued

continued

Step Action

Result

4. | Click on the Save Org Member
button to complete the termination
of the organization membership.

e Termination message displays at the top of the
page.

e Organization Member Roles is blank and read
only (roles were automatically terminated)

e Additional Organization Member Roles is blank
with 'no data found' message

e Organization Member region is read only, and
the 'Add Organization Member' button
displays again.

e The Person Information and Address
Information Organization Member regions
remain active. While the Organization
Membership has been terminated, the person
record itself is still active.

ORGANIZATION MEMBER ADMINISTRATION

Return
> This Organization Member Record has been terminated as of 08/28/2015.

Perzon Information Organization Member

Person Nbr: 200353577

NAME: (BIANCA BLANCA
* [first) {middle - optional) * (last)

* Person Effective Date: 09/282015

#* Parson Role: Organization Member

* Create Person Source: KAMIS

Organization Member Roles

4 * Role Effective Date

# Person Org Member Role: [1

3 Additional Organization Member Roles

no data found

Organization Member

Add Organization Member |
Orpganization Member Mbr: 2007338
* Member Effective Date (mm/ddiyyyy) 09/28/2015

Member Termination Date (mmiddlyyyy) 09/282015
Title

Department

Email Addr
Primary Phone 7355550000
Alternate Phone
Fax
Hire Diate {mmiddiyyyy)
Has Degree? []
Previous Experience Comment
Education Comment

HasLicensie]? e Comment
Discharge Date (mmiddiyyyy) Discharge Comment

Save Person Information |
@Addmss Information Organization Member

Address Information List

no data found

Save Address
Please Mote: Enter address information if known,
Enter Unknown if you do not know the street address.

* Address Type

* EffectiveDate| |
et |
Y —
Courty
State | ]
Primary Phone l:l Alternate Phone l:l
Cell Phone [ |

Updated 9/28/2015
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Terminate an Organization Member, continued

How To continued
Step Action Result
5. | Click on the Return button. The Organization Member Search page displays.

ORGANIZATION MEMEBER SEARCH

* Organization Search Qrganization
® henter] |JAYHAWK AREA AGENCY ON AGING === 1002605308 TOPEKA v|

fayhawk

First Mame Last Name

|Dianca ||blanca
Organization may now be omitted from Org. Member search. Inputting person firsi/last name will return a listing of all matches with commespon|

Note that Crganization must still be specified to add a new organization member.

| \_SEARCH) -\:RESET)

Middle Name

| View Org.

Organization Members
SEARCH HERE FOR EXISTING PECFLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Mame and Last Name

-.'.'Search ) -.'-'F'.eset )

Last Name

First Name | |

no data found

20rganization Members History

The arrow points down and the history region

6. | Open the Organization Members
displays.

History region by clicking on the
‘open' icon next to the region label.

All organization members that have been terminated from the specified organization will display
in the Organization Members History table:

| View Org.

Organization Members
SEARCH HERE FOR EXISTING FECPLE TO ADD AS NEW ORGANIZATION MEMBERS
*Search for people who are not organization members requires both First Name and Last Name

\:Search) -\:Reset)

| Last Name

First Name|

no data found

@Organization Members History

. . Org Member Termination
First Middle Last Effective Date Date KAMIS ID
BIANCA | - BLANCA, 0972812015 09/28/2015 | 200353577
1-1

Updated 9/28/2015
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