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General Information

Introduction

Requirement

Background

Duplicate
Records

Updated 05/03/2007

This section explains how to enter a new person into KAMIS.

A person search must be done to ensure that the person has not been
previously entered into the KAMIS System.

All persons entered into KAMIS are located in the same database table but
different roles can be assigned depending upon why the person is in the
system. A person can have multiple roles assigned (customer, associate, case
manager, etc.). Therefore, no one person should be entered more than once
into the system.

If duplicates records are found, determine which KAMIS number has the
most actuate information in person administration and notify the KDOA Help
Desk of the duplicate record. The Help Desk will need the following
information:

Customer Name

All KAMIS Numbers involved

Indicate if there are assessment forms on both KAMIS Numbers
Indicate the KAMIS Number should be retained.




Adding a New Person

Important Due to the history collection features of KAMIS, a person's detail record can
be updated only once within a 24 hour period.

How To Follow the steps in the table below to add a new person in KAMIS.

Step Action Results
1. | Complete a person search. No data found will be displayed.

P o Wiz e
\J Welcome: Training User [12] Logged in at: 2007/02/19 @09:35:21

Home J# Person SearchResults Jf Organizations Jf Org.Members Jf

KAMISID  FIRST MAME LAST_MNAME 55N MEDICAID # DATE OF BIRTH

[ ] [ETS [ I B (searcH) (RESET)
“Create New Name Enl

Search Results (Sorted by Last, First, Middle) \w)

na data found

2. | On the Person Search results | Person Administration — Adding New
page, click on the Create Person Page will be displayed.
New Name Entry button.

Home & PersonSearch Results & Organizations & Org. Members &

I =3 YWelcome: Training User [12] Logged in at: 2007/02/10@00:35:21

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin I

[ wame |[ Roles |[ atert ][ addrass intormatian |[ ssociate || Frintview |

* NAME (first) | (iddle) [ * (last) [

Migkname [ * Effective nmlW!l
pasorginn [ | & Date of Death Bl s
ssn[ | warital Status [~ =]
cender[- =] veteran [- 2]
Initial Role lm
Elhmmwlﬁ
Rare [~ =

ol

Ethnicity Remarks

Speaks |- -
Reads |- -
Understands Only | - -

.CEHCE\ ) Creste New Client Entry )

Continued on next page
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Adding a New Person, Continued

How To (continued)

Updated 05/03/2007

Step Action

Results

3. | Enter First, Middle and Last
name. If the customer goes
by a Nick name, that name
can also be entered.

Do not use punctuation. See Note
below.

Note: Search requirement is to use two

characters in the first name field. If a

person has just initials as the legal first or middle name (i.e. A J Smith) enter

the name with a period (A. J. Smith).

Step Action

Results

4. | Enter the persons’ Effective
Date.

Use the Assessment or Intake date.

5. | The Initial Role will be
populated as customer but
can be changed.

A role is required.

6. | Complete the information that
pertains to the customer.

No fields are required. There is some
information that is required by certain
forms or services, i.e. Ethnicity, Race
or Social Security Number.

7. | Click on the Create New
Client Entry button.

Person will be saved, a KAMIS ID
will be issued by the system and the
screen will advance to the Roles tab.

T Weluoemi: Training User [17] Laggea s a

£ SO07ARNGE 1R

PERSOMN ADMINISTRATION

HAMIS ID: 50000167 Name: JETSON, JUDY Effective: 01012006 PSA 12 Customer Status: ACTIVE

| Persom tehwin || List Fomne || Case Log || customer Retens

o |[saeiee | v

* pame grinsny U trraidelle) [

Mickname [
Diate of Bith [T ez | B
SEN |2714523E
HEF14-5236
Gender [FEMALE 2] viessran
Emniciy [NOT HISPANIC 0N LATING =]

Ciate of Desth B age o7

Marital Stutus |MARRIED =

e |
Race [WHITE NON-HISPANIC -

® jrasgy HOTSON

Ethnicity Remarks

Fpeaks | ENGLISH >
Reads | ENGLISH -
Linderstands Ony | ENGLISH .




Possible Duplicate Record Found

Introduction

How To

Created 09/7/2007

Since no one person should be entered more than once into the system, there
is an edit check done upon the save of a new person or when the Social
Security Number or Date of Birth is changed or added to an existing person.

Follow the steps in the table below to review the possible duplicate record.

Step

Action

Results

1.

When the Save button is
clicked a check is done for
possible duplicate person
records within KAMIS.

The check compares the following in
order:

Person Last Name
Person First Name
Social Security Number
Date of Birth

If a duplicate is found the following
oCCurs:

A Duplicate Name Results
message is displayed.

See below

The Person you are attempting to add or modify may be a duplicate. Flease validate you are not entering the
same person by clicking the DISPLAY DUPLICATES hutton. Check OVERRIDE DUFLICATE ENTRY checkbox at
the bottom of the screen to override error and save person infarmation.

A Display Duplicates
button is displayed.

Duplicate Name Results

((_ DISPLAY DUPLICATES )

Continued on next page



Possible Duplicate Record Found, cContinued

How To (continued)

Created 09/7/2007

Step Action | Results
An Override Duplicate
E_ntry check box is :rwat-ll-: ;:“|-iEI'It-E.I';ll|' ) ,\;Can::ei)
displayed under the Create e
New Client Entry button. s G
The check box is not active until
the Display Duplicate button is
accessed.
2. | Click on the Display A table listing all possible duplicate
Duplicates button. records will be displayed.
Duplicate Name Results
EFFDT KAMISID FIRST MIDDLE LAST DOB SSN PSA I'u::EUDFIl(FZi,EINDT# CLSI;‘;.L?E‘SER
09/05/2007 20000292 | GEORGE JETS0OM 4 ACTIVE
row(s) 1-1
# AME (first) | GEORGE | tmiddie) [@ | # grast [JETSON
3. | Compare the informationto | Follow the steps below:

determine if the new entry
and the person(s) listed are or
are not the same person.

Continued on next page



Possible Duplicate Record Found, cContinued

How To (continued)

Step

Action

Results

Determination

Action

Not sure

Open a new KAMIS window (use
the “new window” link in the
header area) and search for the
displayed person and compare the
additional information in Person
Administration (Address, etc.) to
determine if this is a duplicate
record.

Is the same person

Click on the Cancel button at the
bottom of the window. Person

Administration will close without
creating the new/duplicate person.

Is not the same person

Click on the Override Duplicate
Entry check box. Will display as
checked.

Click on the Create New
Client Entry button.

Person is created.

Created 09/7/2007
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Adding Person Roles

Introduction Every person within KAMIS has a particular role. When a person is added
into the system a role must be entered. One person can have several roles.

Example: Elroy Jetson may be a customer but also an associate on his sisters

record.

Available Roles
Assessor Customer
Associate Doctor
Care Recipient Employee
Caregiver MMIS User
Caregiver Grandparent Nurse
Case Manager Social Worker

How to Follow the steps in the table below to add a role to a customer.

Step

Action Results

1. | On the Roles tab.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert " Address Infarmation " Azsociate " Print Wiew |

Role assigned page will be displayed.

Roles

CUSTOMER 0140172006

Create Mew Role J

Role & Effective Date Terminate
o

row(s) 1- 1 of 1

Click on Create New Role
button.

Role Administration page will be
displayed.

Updated 05/03/2007

6-7

Continued on next page



Adding Person Roles, Continued

How to (continued)

Step

Action

Results

3.

Select the Role to be added.
Only one role can be selected
at a time.

Radio button will become shaded.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Custamer Referral |

Role Administration

* Select Role Type :
E

CAREGIVER

DOCTOR
EMPLOYEE
MuIS USER
MURSE

#* Status ACTIVE
* Effective Date 0211952007

\ Cancel ) \ Create Mew Role )

| Mame " Roles Il Alert " Address Information ” Associate " Frint Wiew |

CARE RECIPIENT

&
o

o

o

' CAREGIVER GRANDPARENT
' CASE MAMAGER

.

o

o

o

© SOCIAL WORKER

Click on the Create New
Role button

The page will return to the Roles tab.
All Active Roles are displayed in the
Roles table.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms " Case Log " Customer Refarral |

Roles

CUSTOMER 010172006
ASSESSOR 02192007

Create New Role ]

| Mame " Roles Il Alert ” Address Information " Associate " Print Yiew |

Role & Effective Date Terminate
x
b

rovels) 1 -2 of 2

Updated 05/03/2007




Alert

Introduction

Important

How To

Updated 05/03/2007

The alert is a tool to convey an immediate informational notice regarding a
customer. After a search is done and the forms list is accessed for the person

the alert will be displayed in red.

na data found

KAMIS ID: 291814 Name: JETSON, GEORGE LEROY Effe
CUSTOMER FORMS LIST

I Aert HAS AFRIENDLY DOG - ASTRO

Create [l

Case Log " Custamer Referral

Back ]

Policy has indicated that the alert should be used only for information that
needs to be immediately known. (example: Only speaks Russian — Need
Interpreter”. Or “No information to Son, John Doe, due to alleged abuse.”

Follow the steps in the table below to add the alert.

Step Action

Results

1. In the Alert Remarks field,
complete the information that
pertains to the customer.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin " List Forms ” Casze Log ” Customer Referral |

| Mame ” Roles " Alert " Address Infarmation " Associate " F'rintViewl

Alert

Hi% A& FRIENDLY DOG - ASTRO :I
* Remarks
26 of 2000

Save

Modified by On

Click on the Save button

tab.

6-9

Information is saved and the page is
forwarded to the Address Information




Adding Address Information

Introduction This section explains how to enter an address for a person in KAMIS.

Address Types A person may have several different types of addresses.

Available Address Types
Alternate Mailing
Billing Residential *Required for Customers
Business Shipping
How To Follow the steps in the table below to add an address.
Step Action Results

1. The Address Information The message "no data found" will be
Page is displayed. displayed for a new person.

PERSON ADMINISTRATION - ADDING NEW PERSON

IPerson Admin " List Forms " Case Log " Customer Referral |

| Marne ” Roles " Alert " Address Information " Associate ” Print\iiewl

Address Information

no data found

Add New Address )

Updated 05/03/2007

Continued on next page
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Adding Address Information, Continued

How To (continued)

Step Action Results
2. Click on the Add New Address fields will be displayed.
Address button.
PERSON ADMINISTRATION - ADDING NEVW PERSON
IPelsonAdmin Il List Forms " Casze Log " Customer Referral |
| Mame " Roles " Alert " Address Information Il Associate ” Print iew |
Address Administration
* Address Typel hd
(rmadagy | =
Strest |
City |
* County (code) l—
* State (code) l_
Zip -
Primany Phone Alternate Phunel
Cell Phone l— Fax Phone I—
Email |
Website |
* Residence j'
Directions ﬂ
0of 2000 =
Cancel ) Save ]

3. Select Address Type. Required field. The Residential
address is required for all assessment
forms.

4. Enter Address Effective Required field

Date.
5. Enter address details. County and State fields are required.

Updated 05/03/2007
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Adding Address Information, Continued

How To (continued)

Step Action Results

6. Verify that the correct option | Required field
is selected in the Residence
field.

PERSON ADMINISTRATION - ADDING NEW PERSON

IPelsonA(Imin Il List Forms " Case Log " Custormer Referral |

| Mame " Roles " Alert |I Address Information Il Associate " Print View |

Address Administration

* Address Type |HE5|DENTIAL -[
i :
Effective Date [5757 200 | |

{mmviddivyyy)
Street |SKYPAD APARTMENTS
City |oRBIT OTY

* County (code) |SN SHAWNEE
* State (code) |KS KANSAS

Zip EEEOZ | - |1 0oo

Primary Phone lm Alternate Phone I—

Cell Phane l— Fax Phone Im

Email |HELF'DESK@AGING.STATE.KS.L

Website |W'W\AIAGINGKANSAS ORG

* Residence lm

Directiong ﬂ
Oof 2000

(cancel) (5awe )

7. Click on the Save button. Page is returned to Address
Information table.

[PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin Il List Forms " Case Log " Customer Referral |

| Mame " Rales " Alert " Address Information Il Associate " Print Wiew |

Address Information
Modify City County Name Type Effective Date Termination Date
74 ORBIT CITY  SHAWNEE RESIDENTIAL  01/01/2006
rows) 1 -1 of 1

.Add e Address. )

Updated 05/03/2007 6-12



Updating Address Information

Introduction

How To

Updated 05/03/2007

From time to time, current customer address information will need to be
updated.

In order to change the address of the person, the old address will need to be
terminated and the new address added.

Step

Action

Result

1.

Click on the Modify icon next to
the address to be terminated.

Address Administration page is

displayed.

PERSON ADMINISTRATION - ADDING NEW PERSON

I Person Admin Il List Forms ” Case Log " Custormer Referral |

Address Administration
Termination Date I— B
(mmiddhsssd —‘I
* Address Type RESIDENTIAL

* Effective Date 471 19nn
(mmiddyyy)

Strest SKYPAD APARTMENTS
City ORBIT CITY

* County SN - SHAWNEE
- KS - KANSAS

Zip GB603- 1000
Primary Phone 7852964987
Cell Phone

Wehsite WA AGINGKANSAS.ORG
* Residence URBAN

Directions

Cancel ) Save ]

Email HELFDESK@AGING. STATE KS.US

| Mame " Roles " Alert " Address Information Il Associate ” Print Wiew |

Alternate Phone

Fax Phone 7B52860256

2.

| Enter the Termination Date

6-13

Continued on next page



Updating Address Information, Continued

How To (continued)

Step Action Result
3. Click on the Save button Page is returned to the Address
Information table displaying the
save message and the terminated
address line.
PERSON ADMINISTRATION
I Person Admin " List Forms " Case Log ” Customer Referral |
| Marme ” Roles ” Alert " Address Information Il Associate ” Print Wiewe |
Address Information
Mo dify City County Name Type Effective Date Termination Date
‘{i ORABIT CITY  SHAWNEE RESIDEMNTIAL 04/012006
j? ORBIT CITY | BHAWNEE RESIDEMNTIAL 01/0142006 03/3142006
rowis) 1-20f2
Add New Address )
4. Add new address with correct/ | See previous section for

current information.

instructions on how to add
addresses.

Updated 05/03/2007
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Adding Associates

Introduction

Relationship
Types

Associate Types

Updated 05/03/2007

An Associate in KAMIS is a person that has personal or business relationship

with the customer.

An Associate will have some type of relationship with the customer. The

relationships are listed below:

Available Relationship Types

Brother Housing Manager
Case Manager Landlord

Clergy Mother
Conservator Mother-in-law
Cousin Neighbor
Daughter Nephew
Daughter-in-law Niece

Durable Power of Attorney (DPOA)

Non-Married Partners

Durable Power of Attorney for
Health Care Decisions (DPOAHCD)

Other

Employee Self

Father Sister
Father-in-law Son-in-law
Friend Spouse
Granddaughter Stepfather
Grandson Stepmother
Guardian

Available Associate Types

Caller / Referred By

Friend / Acquaintance

Emergency Contact

Legal Guardian

Family Member

Present at Assessment

Financial Contact

Primary Caregiver

Financially Responsible

Primary Contact

6-15




Associate Search

Introduction

How To

Updated 05/03/2007

This section explains how to search for an existing associate for a customer in
KAMIS.

Follow the steps in the table below to search for an associate in KAMIS.

Step

Action

Results

1.

The Associates tab is active. | An Associate List table (if available)
will be displayed along with the
Search option.

PERSON ADMINISTRATION

I Person Admin " List Forms " Case Log ” Custamer Referral |

| Mame " Raoles " Alert ” Address Infarmation " Associate " Print Wiew |

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name | Last Name |

sesrcH ) (RESET)

2. In the search area, enter in the | Use the same search requirements as
name of the associate. in person search.
3. Click on the Search button. | A search will be performed.

If

Then

Person is found Table will be displayed with the
person information for comparison.

PERSON ADMINISTRATION
[ermam aouran [ Gt Farme | [ e Lo | Customermtera |
(o [ tes | [t || aress it [ Associme || Priivien ]

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Hame [FLRCTY Last Hame [ETS0R

ADD KAMIS ID Effoctive Date FIRST MIDDLE LAST DOB Residontial Address SSH Phane
10 | 60000105 01LGN08 | ELROY JETSON DLOUHSIE 603 § KANSAS AVE AT | (TBE) 2004087

suron) (Feser)

Person is not found The person is new to the KAMIS
System and will need to be added.

PERSON ADMINISTRATION

[Person admin |[ UistForms ][ €ase Loa ][ customer Referral |

[ iame |[ Rotes |[ atert ][ Address information ][ associate || Frintview |

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name [ECROY Last Hame FETS0N

no data found

éE‘AF{C)‘-{ RESET

6-16




Person Not Found - Adding a New Person as an Associate

Introduction

How To

Updated 05/03/2007

This section explains how to add a new associate in KAMIS.

Follow the steps in the table below to add a new associate in KAMIS.

Step Action

Results

1. | Search for an associate.

No results returned.

2. | Click on the Person Search
Results link in the KAMIS
Menu Bar.

The person search page will be
displayed with previous search results
also displayed.

Home & Person Search Results ff Org:

KAMIS ID  FIRET MAME LAST_MAME 58N

q
Kf"-“”ﬁ IT serTestver2s  20050823@14.37:57  wwwAging State K= US eleome: User Testing [12] Logged in st 20000828 @14:34:15

Home & Person Search Results # Person Admin & PersonForms & Organizations & Org. Members & Your Profile J

MEDICAID #  DATE OF BIRTH

| [GEORG T [

Search Results (Sorted by Last, First, Middle)

EFF DT KAMISID FIRST MIDDLE LAST DoB

0ensr2006 291814

GEORGE | LEROY  JETSON O07j04/1915 | 123456789 12

I Bl (sesrch) (RESET)
Create Mew Mame Entry I

Update View
Person Forms

B | 7
rowig) 1-10of 1

SSN PSA MEDICAID #

w

Click on the Reset button

Previous results are removed.

4. | Search for the person.

The search should return no results.

Add the person with a role of
Associate. There is minimal
information required for an associate.

5. | Click on the Person Search
Results link in the KAMIS
Menu Bar again.

Person search page will be displayed.

6. | Search for the customer who
the associate is to be added.

Results table will be displayed.

7. | Click on the Update Person
icon.

Person Administration page will be
displayed. Continue to next section.

6-17




Adding an Associate to a Customer

Introduction Once an Associate is added as a person, they need to be associated to the
customer.
How To Follow the steps in the table below to add an associate to a customer.
Step Action Results
1. | Customer’s Person
Administration page is
displayed.
2. | Click on the Associate Associate page will be displayed.
navigation tab if not already
displayed.
3. | Complete the Search for Search Results table will be displayed.
Associate, if not already
displayed.

PERSON ADMINISTRATION
IPelsonAdlnin Il List Forms " Case Log " Custamer Referral |

| Mame " Roles " Alert ” Address Information |I Associate Il PrintViewl

LIST ASSOCIATES (Sorted by Last, First, Middle)

First Name [ELROY Last Name [JETSON SEARCH ) ( RESET )
ADD KAMIS ID Effective Date FIRST MIDDLE LAST DOB Residential Address SSN Phone
add | 50000165 01/01/2006 ELROY JETSON | 010171915 | 503 S KANSAS AVE 057-45-6321  (FES) 206-4057

row(s) 1-1of 1

Continued on next page

Updated 05/03/2007 6-18



Adding an Associate to a Customer, Continued

How To (continued)

Step Action Results

4. |Click on the Add icon located | Associate Information page will be
in the row of the appropriate | displayed.
person.

PERSON ADMINISTRATION
IPelsonAllmin " ListForms " Case Log " Custormer Referral |

| Mame " Roles " Alert " Address Information |I Associate " Print Wiew |

Select Associate Information

* Effective Date (mim/dd vy} | gl

#* Relationship | -1
* pssociate Type | =1
Associate Infermation

[kamis D: [50000165 [Mame: [JETSON, ELROY [Effective:  [01:01:2006 [F54A: 12 Cust Status: [ACTIVE
EER [087-45.6321 [BRTH_DT: 01011915
laddress tipe: | [RESIDENTIAL [Effective Date:  [o1:0172006  |[Term date
laddress: [503 S KANSAS AVE
[city: [ToPEKa [county: [SN - SHAWNEE [[State: ks [zip Code[66603 - 3404
[Primary phone:|[(785) 296-4987  |[Alternate phone: [Cell phone] [Fax
[Location [urBAN |pirections:
Email: Weh site:

I Cancel J, Add Associate J

5. | Enter the Effective Date Required field
6. | Select Relationship Required field
7. | Select Associate Type Required field

Continued on next page
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Adding an Associate to a Customer, Continued

How To (continued)

Step Action Results
8. |Click on the Add Associate | Associate information is added to the
button. Associate Listing table with the save
notice displayed.

PERSON ADMINISTRATION
I Person Admin Il List Forms ” Case Log ” Customer Referral |
| Marme " Roles " Alert " Address Information |I Associate " Print iew |
Select Associate Information
* Effective Date (mm/iddiyyy) |EI1 /07142008 gl
# Relationship [BROTHER =l
* pssociate Type IEMEHGENCY COMTALCT -1
Associate Infermation
[FEIS [s0000165 [Mame: [JETSON, ELROY [Effective:  [01/01/2006 [PSA: 12 Cust Status: [ACTIVE
EENE [087-45-6321 [BRTH. DT [ot101/1915
[address type: |[RESIDENTIAL [Effective Date:  [01/0122006  [[Term date
[address: [503 S KANSAS AVE
[city: [ToPEKA [courty: [SN - SHAWNEE |[State KS [Zip Code: (66603 - 3404
|F'rimary phane: |{?85} 296-4987 |A\ternate phane: |Ce|l phone: \Fax:
|Locati0n: |UR.BAN |Directi0ns:
Ermail: Weh site:
.bancel ], .AddAssuciate ]
PERSON ADMINISTRATION
I Person Admin Il List Forms ” Case Log " Custamer Referral |
| Mame " Roles " Alert ” Address Infarmation " Associate " Print Wiew |
LIST ASSOCIATES (Sorted by Last, First, Middle)
Modify First Middle Last Relationship Associate Type Effective Date Term Dt
E’_—:‘\\ ELROY JETSOM | BROTHER EMERGEMNCY CONTACT | 01/0172006
rowe(s) 1 -1 of 1
First Mame [ELROY Last Name [JETSON SEARCH ) ( RESET )
ADD KAMIS ID Effective Date FIRST MIDDLE LAST DOB Residential Address SSN Phone
add | s0000165 01/01/2006 ELROY JETSON | 01011815 | 503 § KANSAS AVE Q57456321 | (795) 206-9057
row(s) 1 -1 of1

Updated 05/03/2007 6-20




Displaying Addresses for Associates

Introduction The associate information table on the associate level 2 navigation tab
displays only a limited amount of information.

How To Follow the steps in the table below to display an associate's address.
Step Action Result

1. Open Person Administration and | Associate name(s) and limited
click on the Associate information will be displayed in
Navigation tab. the table.

2. Click on Modify to view the Results will display the address
person information for the and phone number information.
associate.

PERSON ADMINISTRATION

IPelsonAdlnin Il List Forms " Case Log " Customer Referral |

| Mame " Raoles " Alert ” Address Infarmation " Associate " Frrint Wien |

Select Associate Information

Termination Date {mm/dd yyyy}l EI

* Effective Date (mm/ddiyyyy) 010172008
* Relationship BROTHER
* Associate Type EMERGENCY CONTACT

Associate Information

[kamis D: [s0000165 [ame: [JETSON, ELROY | [Efiective:  [01:01/2006][PSa: 12 Cust Status: [ACTIVE
EE [087-45.6321 [BRTH_OT:  ([o1i01/1915

[#ddress ype: |[RESIDENTIAL [Efiective Date:  [01/01:2006  |[Term date:

[address: [503 s KANSAS AVE

[city: [ToPEKA [county [SN - SHAWNEE |[State: ks Zip Code:[66603 - 3404

[Primary phone:[(785) 206.4987  |[altenate phone: [Cell phone:] [Fac |

[Location [UrRBAN [pirections:

Email Weh site:

“Cancel ), Sa? )

Updated 05/03/2007 6-21



Terminating an Associate and Customer Association

Introduction

How To

Updated 05/03/2007

From time to time, an association between the customer and associate may
need to be terminated. This may be due to the customer no longer doing
business with the associate as in the case of an Attorney or a death of a family
member, etc.

The below steps are accomplished on the Customer's Person Administration
page.

Step Action Result
1. Click on the Modify icon next to | Associate Information page is
the associate to be terminated. displayed.

PERSON ADMINISTRATION

IPe|sonAdmin Il List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert ” Address Infarmation " Associate " Print Wiew |

Select Associate Information

Termination Date {mm/dd _v_v_v_w| - gl
* Effective Date (mmiddiyyyy) 01/01/2008
* Relationship BROTHER
* fssociate Type EMERGENCY CONTACT

Associate Information

[kamis ID: [s0000165 [rame: [JETSON, ELROY/[Efiective:  [01/01/2006][FSa: 12 Cust Stalus: [ACTIVE
EEE [087-45-6321 [BRTH_DT: 01011915

[Address type: [RESIDENTIAL [Effective Date: 01012006  |[Term date:

[sddress: [503 s KANSAS AVE

[city: [ToPEKA [county [SN - SHAWNEE |[State: ks [zip Code: 66603 - 3104

[Frimary phone: [(785) 206-4987  |[altemnate phane: Cell phone: Fax

|L0cation |URBAN |Directi0ns:

,..Cancel ]-, .% J

Continued on next page
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Terminating an Associate and Customer Association, Continued

How To (continued)

Step Action Result
2. Enter the Termination Date
PERSOMN ADMIMISTRATION

I Person Admin " List Forms " Case Log " Customer Referral |

| Mame " Roles " Alert " Address Infarmation " Associate " Frint View |

Select Associate Infermation

Termination Date (mm/dd/yyyy) |12J31J20081 EI

* Effective Date (mmiddyyyy) 01/01/2006
* Relationship BROTHER
* Associate Type EMERGENCY CONTACT

Associate Information

[keamis 1D [s0000165 [Marme: [JETSON, ELROY |Effective:  |[01/01/2006 [Pa: 12 Cust Gtatus | [ACTIVE
EE |o87-45.6321 [BRTH_DT:  [o1i01/1915

[address type: |[RESIDENTIAL [Effective Date: (011012006  [Term date

[Address [503 S KANSAS AVE

[city: [ToPEKA [County: [SN - SHAWNEE |[state: Ks [zip code: (56603 - 3404

|anary phone |(?85] 206-4987 ‘Altemate phone |CE|| phone |Fax

|Locati0n: |UR.BAN \D\rections:

Ermail: Web site:

“Cancel ) (Bave )

3. Click on the Save button The page is returned to the
Associate Information page with
the updated information and the
save notice displayed.

PERSON ADMINISTRATION

| Person Admin " List Farmms || Case Log || Custormer Referral |

| Marne || Rales || alert || Address Information || e e || Print iew |

LIST ASSOCIATES (Sorted by Last, First, Middle)

Modify First Middle Last Relationship Associate Type Effective Date Term Dt
E_é\\ ELRCY JETEOMN  BROTHER EMERGEMCY COMTACT  01/0172006 1213172008

rowe(s) 1 -1 of 1

First Name | Last Name | L SEARCH.) -,:_RESET)
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Changing a Person’s Status

Introduction

Open Service
Line Items

Switching a
Customer back
to Active

Updated 05/03/2007

A person’s status within the KAMIS System can be changed from active to
inactive or deceased.

Important:

Since there is a possibility of multiple active Plans of Care for one person,
caution should be taken in reviewing the services and funding before
changing the person status on a customer.

A KAMIS user changing a person status to inactive or deceased on a Plan of
Care with SCA, OAA, etc. funded services should be aware to NOT impact a
Plan of Care that contains HCBS/FE funded services.

Likewise, changing a person status to inactive or deceased on a Plan of Care
with HCBS/FE funded services should be aware to NOT impact a Plan of
Care that contains SCA, OAA, etc. funded services.

The person status change should be halted until all persons responsible for
data entry for all funding types to be impacted have been consulted.

HCBS/FE Funded services —
e Open end dates
e Future dated service line items

Other Funded services —
e Open discharge codes
e Future dated service line items

It is now an option to change a customer's status back to active from either the
inactive or deceased status.
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Changing a Customer's Status — Line Item Search

How To Follow the steps in the table below to start the process of changing a
Customer's status in KAMIS through the Person Administration function.
This section describes the System search for open service line items.

Step Action Result
1. | Complete a person search. Correct person is displayed.
2. | Click on the Update Person Person Administration window
icon. for person will be displayed.
3. | Onthe Name tab Person information displays as
well as a Status Change region.

kamiz 1D: 50000176 name: JETSON, GEORGE  rsa: 7 custorner status: ACTIVE
PERSON ADMINISTRATION

I Person Admin Il List Forms " Case Log " Customer Refarral |

I Name " Rales " Alert " Address Infarmation ” Associate " Frint Wiews |

* NAME {first) [SEORGE (middig) | * (last) JETSON

Nickname' * Effective Date 01/01/2007 | To Inactive |
Date of Birth [G7/04/1520 | 2] Date of Death B pge 5w {To see "To Deceased” link,

Diate of Death needs to be entered)
S5M [963258741 arital Status | MARRIED 'I
963-25-37T41

GenderlMALE vl Weteran | Yes [z
Ethnicity | MOT HISPANIC OR LATING =

Race [WHITE NOM-HISPANIC =1

STATUS_CHANGE

Ethnicity Remarks

Dof 200
Speaks [ENGLIEH =]
Reads lm
Understands Only [ENGLIEH =]

Save J Cancel )

4. | For Inactive Status: A system search will be
processed to locate any open
service line items on Plans of
Care from 2005 to the present.

Two options will display
depending upon this system
search.

Continued on next page
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Changing a Customer's Status — Line Item Search, Continued

How To (continued)

Step Action | Result
Status Action
Inactive Click on the To Inactive link
under the Status Change
region.
Deceased Type in the Death date.

Click on Save.

Click on the To Deceased
link under the Status Change
region.

STATUS_CHANGE

| To Inactive |
| To Deceased |

Service Line ltems found:

POC OPEN

QOpen Plan of Care Lines for: GEORGE JETSON

In arder to change the customer status, the following line items must be closed within the Plan of Care for the
assessmentis) listed.

Funding

UNIFORM ASSESSMENT GENERIC ACCC
INSTRUMENT 02/02/2007 ACCC  HCBSIFE PROVIDER
UNIFORM ASSESSMENT ASSISTED

INSTRUMENT 02/02/2007 ATCR1X HCBSFE HEALTHCARE 100 03/01:2007 318

Service Line Items Not found:
PERSON ADMINISTRATION

I Person Admin 5 " List Farms 20 |

I Name 5 Il Roles 11 ” Alert 13 " Address Information 14 " Azsociate 15 " Print Wiew 10

Customer Status Change

End Date for Inactive Status | ﬂl

{Select one option) | =1
Update Customer Status) -\_Cancel)

\
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Changing a Customer's Status — Inactive

How To Follow the steps in the table below to change a customer's status to inactive in
KAMIS through the Person Administration function.

Step Action Result
1. | Complete the line item system Instructions in the previous
search. section.

One of two options will occur.

Open POC Service Line Action
Items Found

Yes Open the Plan of Care as
indicated in the table listing
and close the open service line
items as appropriate.
No Customer Status Change
options will display. Follow
the steps below.

2. | There are three options for
selection.

Option Action
End Date for Inactive Status Type in the date for the
customer to be inactive. The
end dates in all Plans of Care
will change to that date.

Customer Status Change

End Date for Inactive Status |E|5£31£2EIEI? @
(Select one aption) | =]
% Lpdate Customer Status ) \ Zancel )

Continued on next page
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Changing a Customer's Status — Inactive, Continued

How To (continued)

Updated 05/03/2007

Step Action Result
Option Action
Leave End Dates as Posted The end dates in all Plans of
Care will remain unchanged.
Use Today's Date The end dates in all Plans of
Care will change to today's
date.
Customer Status Change
End Date for Inactive Status | @
tSelect one option) |
9 Update Customer Status iLeave End Dates az Pozted
[Uze Today's Date
3. | Click on the Update Customer | The following will occur:

Status button.

Customer status will be
changed to inactive and
reflect in the Customer
Heading area.

The end dates on service
line items that were past the
entered date is changed.
The discharge code is
changed to 25 in any service
line item where the end date
was changed.

kenis 1D 20000079 Name:JETSON,GEORGE Pos T Customer Status: INACTIVE
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Changing a Customer's Status — Deceased

How To

Updated 05/03/2007

Follow the steps in the table below to change a customer's status to deceased
in KAMIS through the Person Administration function.

Step Action Result

1. | Complete the line item system Instructions in the previous
search. section.

If services are found a table
listing will be displayed.

PERSON ADMINISTRATION

IF‘erson Admin 5 " List Forms o || Case Logez " Customer Referral 881 |

I Name 5 " Raoles 11 " Alert13 " Address Information 14 " Associate 15 " Print View 10

Customer Status Change POC OPEN

Date of Death 0501 5/2007 Open Plan of Care Lines for. GEORGE JETSON

Update Customer Status ) ( Cancel ) In order to change the customer status, the fallowing line items must be closed within the Plan of Care for the assessment(s)
listed.

UNIFORM ASSESSMENT GENERIC ACCC

INSTRUMENT 02/02/2007 ACCC  HCBSFE PROVIDER 0 03/01/2007
UNIFORM ASSESSMENT ASSISTED

INSTRUMENT 02/02/2007 ATCR1X HCBSFE HEAL THCARE 100 03/01/2007 331
WFABL ) ST 02/02/2007 HMEL  OAA3C2 GARNETT SR CTR 25 02/02/2007 02/01/2008 1115

INSTRUMENT

2. | Click on the Update Customer | The following will occur:

Status button.

e Customer status will be
No additional steps are needed to changed to deceased and
change the customer to deceased. reflect in the Customer

Heading area.

e The end dates on service
line items that were past the
entered date is changed.

e The discharge code is
changed to 2 in any service
line item where the end date
was changed.

|KAMISID:200000?9 rame: JETSON, GEORGE rFea: 7 customer status: DECEASED |
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Changing a Customer's Status — Through the Plan of Care

How To Follow the steps in the table below to change a customer's status to inactive or
deceased in KAMIS through the Plan of Care.

Step Action Result

1. | Open the Plan of Care and close
the open service line items as
appropriate.

2. | Click on the Save All POC Info | If all line items have been
button. closed, a message will be
displayed.

Microsoft Internet Explorer

@ Thiz wasz the last Plan af Care with open linez. Do you want to change the customer statug?

Ok I Cancel |

3. | Click OK Page will be forwarded to the
Person Administration page.

Follow the previous instructions
to change the customer's status.

Updated 05/03/2007 6-30



Change Customer Status to Active

How To Follow the steps in the table below to change a customer's status back to
active in KAMIS through Person Administration.

Step Action Result
1. | Complete a person search. Correct person is displayed.
2. | Click on the Update Person Person Administration window
icon. for person will be displayed.
3. | On the Name tab Person information displays as
well as a Status Change region.
Current Status Action
Inactive Click on the To Active or To

Deceased link under the
Status Change region.

STATUS_CHANGE

| To Active |
| To Deceased |

Deceased Click on the To Activeor To
Inactive link under the Status
Change region.

STATUS_CHANGE

| To Active |
| To Inactive |

Once one of the above links is pressed the page will be
forwarded to the Customer Status Change Region.

Continued on next page
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Change Customer Status to Active, Continued

How To (continued)

Step

Action

Result

4.

Click on the Update

Customer Status button.

The following will occur:

Changing

From

To

Result

Inactive

Active

Customer status will be
reflected in the Customer
Heading area.

In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 25.

Deceased

Active

Customer status will be
reflected in the Customer
Heading area.

The Death Date will remain.
In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 2.

Updated 05/03/2007
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Change Customer Status to Active, Continued

How To (continued)

Step Action Result
Changing
From To Result

Inactive Deceased Customer status will be
g’:ti?dtgg reflected in the Customer
Death Date Heading area.
in order to In the POC, the End dates &
see the To Discharge Codes will change
Deceased to the death date and the
link.) discharge code will change to

2

Deceased | Inactive

Need to select one of the
Inactive dating options.
Recommend that the Leave
End Dates as Posted be used.
Customer status will be
reflected in the Customer
Heading area.

The Death Date will remain.
In the POC, the End dates &
Discharge Codes will remain
with the same dates and code
of 2.

Updated 05/03/2007
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Print View

Form
Reference

Print View

The grayed
background
area indicates
the information
is from Person
Administration

|\-

When printing
the pages will
separate as
indicated.

|

This tab will give the opportunity to print the assessment information in its
entirety. The format will not be in the same arrangement as the form, but it

will be divided into sections of information according to the paper form. This

will open in a separate window from the assessment.

43 Uniform Program Registration - Microsoft Internet Explorer

Kansas Department on Aging -

Uniform Program Registration
DEVELOPMENT  Viewed on: 04/26/2007 11:19:00 AM

=

(K-ﬂ MIs IT

by: TRAINNGUSER | page 1

Birth Date: 07/104/1920 Age: 86
Gender: MALE

Marital Status: MARRIED
Weteran/Spouse of Veteran Y

Customer Ethnicity Type: NOT HISPANIC OR LATINO
Customer Ethnicity, WHITE NON-HISPANIC

Customer 55N 963258741
Wedicaid Card ID:
Medicare Card ID

KAMIS |D: 50000176
Name: GEORGE JETSON
Mame Preferred

Customer Speaks. ENGLISH
Customer Reads ENGLISH
Customer Uinderstands: ENGLISH

|Address Type: RESIDENTIAL [Effective Date: 01/01/2007 [Termination Date:
[Location: URBAN [County: SN - SHAWNEE

[101 SKYPAD APARTMENTS

[ORBIT CITY, KS 66601-1111

Current Addresses:

[Prirmary Phone: 7852064987 |Altemate Phone: [Cell Phone: Fax
[E-ttail W¥ebsite
[Directions:

[Roles: [CUSTOMER |ACTIVE [Effective Date: 01/01/2007 Termination Date: \

DEVELOPMENT  Viewed on: 04/26/2007 11:19:.01 AM by TRAININGUSER

‘KHL\')‘LS‘ ;7| Kansas Departmenton Aging=—————————— |,

Uniform Program Registration
Custorner 50000176 - JETSON, GEORGE

FSA T Assessment Date: 0100212007 Reassessment Dus Date: 0110112008

Does the customer live alone? N

|5 the customer income below poverty level Y
Doctar:

City:

Fhone:

Health conditions/medications:

Farticipant Status for Meals:
60+ ELIGIBLE PERSON

Unmet Needs

TOTAL UNITS: 0

=

i1 Click the Prirk Wiew link ta orint this page.
— ——

| [ [ & Intemet s

Updated 05/03/2007 6-34
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Print View, Continued

Follow the steps in the table below to complete the Customer Referral

Action

Result

Click on the printer icon at the
top right of any region.

Printer dialog box will display.
(This may look different

depending upon your printer and
the options available.)

& Print EE| |
General |Dpti0ns| Finishingl Effectsl Paper I Destinationl Basicsl
— Select Printer
Bizcom Fax  Copier-144 on Copier-161 on ImageM ow
Frinter ppAAT2E28. ipp AT 28 Frinter
’ |
Statuz  Ready [ Print ta file
Location: 15D Helpdesk &rea : :
Comment: HF Lazer)et 42000 ml
— Page Range
Lo Mumber of copies: I'I 3:
) Selection € Burent Page
' Pages: |1 | | Eollate !
Enter either a single page number or a single !
page range. Faor example, 512
Print I Cancel | Anp|r |

Select the Page Range

| See table below for options.

Option Result
All All pages will print
Pages (enter the page Only the specified page will
number) print.

Click on Print.

| Document will print.

To Print
process.
Step
1.
2.
3.
To Close

The window can be closed by clicking on the (X in the right upper corner.

Updated 05/03/2007
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