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DISCLAIMER

This manual serves as technical documentation for CBISA E Plus version 8.1.

Lyon Software reserves the right to change the information in this document without notice. Any printed or electronic versio n
of this document, in part or as a whole, cannot be shared with parties other than Lyon Software. Updates to this manual are

available via Lyon Software technical support.

Warning: this program is protected by US copyright law and international treaties. A ny printed or electronic versions of this
document, in part or as a whole, cannot be shared with parties other than Lyon Software. You may not, in whole or in part,

copy, photocopy, reproduce, translate, reverse engineer, derive source code, modify, disas semble, decompile, create derivative
works based on, or remove any proprietary notices or labels from  CBISA Plus or any manuals, newsletters, training materials,

or other materials relatingto CBISA Plus( col |l ecti vel y, r Doc ume miiterconsemRLyomi t hout the prio

Lyon Software makes no warranties, either express or implied, with respect to this manual or with respect to the hardware or
software described in this manual, its quality, performance, or suitability for any particular purpose ex cept as described

between Lyon Software and the end user of this equipment.

Except as specifically provided in these terms, the entire risk arising out of use or performance of CBIS/E Plus, the

documentation, and services remains with you, the user. Exce pt as specifically provided, Lyon expressly disclaims (i) any

warranty for CBISA Plus, the documentation and the services, and (i) any common law duties with regard to CBISA Plus, the

documentation and the services, including duties of lack of negligenc e and lack of workmanlike effort. Except as specifically

provided, CBISA Pluss, t he documentation and the services are provided on an r.
and without warranty of any kind, either express or implied, includin g, without limitation, the implied warranties of

merchantability, fithess for a particular purpose, or noninfringement.

Copyr i ghabyBonSeftivare. All rights reserved. All title, ownership rights and intellectual property rights in and to

CBIS/ Plus and any and all copies thereof are owned by Lyon.

Internet Explorer and SQL Server are registered trademarks of Microsoft Corporation in the United States and/or other

countries. JavaScript is a registered trademark of Su n Microsystems.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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CONTACTING LYON SOFTWARE

Lyon Software offers customer support from 9:00 a.m. to 5:00 p.m. Eastern time Monday through

Friday.

For all Customer Support questions:

Contact Phone Number (419) 885-4593
Contact Fax (419) 885-7727
Contact Email support@lyonsoftware.com

)
% Lyon Software

Lyon Software, Inc.
5800 Monroe Street, Building E
Sylvania, OH 43560 -2209

Phone: (419) 882 -7184
Fax: (419) 885 -7727

http://www.lyonsoftware.com

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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1 Getting Your Workstation Ready for CBISAE Plus

Setting up your workstation will require you to access your Control Panel and
Internet Options. If you are unsure how to access these areas, please contact your

IT/IS department for help.

1. Setthe Screen Resolution:  To properly view CBISAE Plus, your screen
resolution must be set to a minimum of 1024 x 768. To set the resolution,
access the Control Panel, choose Display, and open the Settings tab. The

screen resolution should be located o n this tab. Apply your changes.

2. Add CBISAE Plus as a trusted site:  Open the Control Panel and choose
Internet Options (or choose Internet Options  from your internet tool bar).

On the Security tab, add https://www.cbisaonline.com as a rtrusted sit

Apply your changes.

3.Stgqm nee Sono t o ak rOpgntheGontmlPanel angl bhoose h s d 9
Internet Options (or choose Internet Options  from your internet tool bar).
Onthe Privacytab, turn of fck @ o Rwiadpisabnline.com by
choosing the Settings button and adding the site. Apply your changes. Or,

from your I nternet tool bar, turn off r1rpop

program.

1.1 ACCESSINGCBISAE PLUS
1. Open your Internet browser.
2. Type in your unique URL.

3. Enter your unique user name and password assigned to you by your System
Administrator or Coordinator.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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& CBISA Login x

Enter your secure URL

<« C' [3 https://www.cbisaonline.com/unique_URL

i Apps Support Center -

@ FogBugz [ CBISA Support SMOKE_BRIDGE ¥ Google Maps Lyon Goals EZ nh_2357

What's New?
yon Software Updated 03/30/2016

Support Center

CBISA

(3 Other bookmarks

Quality Assurance Site 2

Enter your

Please enter user name and password.

User Name:
_-

Password:

assigned user

name and

Show Password

Remember me on this computer

password

Email Account Accuracy

It is important that the email address that CBISA has on file is
accurate. The password reset feature can only be used if the email
address associated with your user account is correct. Ensure this now

by reviewing your email address by logging in and clicking
Options>0rg Defaults>Users>Edit.

© 2010 Lyon Software. All rights reserved. Subscriber Agreement

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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1.2 RESETTINGA FORGOTTENPASSWORD

If you forget your password, you can use

create a new one.

1. Go to your unique URL and enter your assigned user name.

2. Click Reset Forgotten Password

X Lyon Software

® 2010 Lyon Software. All rights reserved.

Quality Assurance Site 2

What's New?
Updated 03/30/2016

Support Center

CBISA

the CBIS/A Plus password reset feature to

3. Enter the email address associated with your CBISA E Plus account.

4. Click Reset. A pop -up message will tell you an email has been sent to you.

{B Enter email address: janedoe@hospital com ﬂi

@_ Click Reset
X

The page at https://www.cbisaonline.com says:

An email has been sent containing the new password.

0K <

email address

Please enter user name and password.
Enter your
User Name: |JaneDoe <
Password: aSS|gned
Show Password user name
Remember me on this computer
Click Reset
8 Reset Forgotten Password
e — Forgotten
Email Account Accuracy
Password
It is important that the email address that CBISA has on file is
accurate. The password reset feature can only be used if the email
address associated with your user account is correct. Ensure this now
™ by reviewing your email address by logging in and clicking |
! Options>O0rg Defaults>Users>Edit.
Subscriber Agreement
Enter your

Click OK

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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5. Checkyouremai |l . You will receive a message with
ResetR containing your new password (a combi

numbers) and instructions for resetting it to something you will remember.

6. Go back to your unique URL and log in  using your assigned username and your

new password from the email.

orites 4
] Inbox (1
14 0@ From Subject Recelved 1
{a) Deleted ltems
= 4 Date: Today
Lyon Software Support Password Reset Wed 12/5/2012 1:1.4

Password Reset
Lyon Software Support <passwords@lyonsoftware.com> Your new paSSWOfd

Wed 12/5/20121:42 PM

Your new CBISA passwort m change your password to something you will remember, complete the following steps: 1) Log in to CBISA using your
user name and this new pa ard B to Options/Org Defaults and open the Users Tab. 3) Highlight your user account, press Edit, enter a new password

you will remember and press Save.

7. Follow the instructions in the email to reset your password. Refer to Section 2,

Editing Your User Account, for more information.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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1.3 CBISA3 NAVIGATION

B. Sub Menus

A. Main Modules /
S, 10.3.202.149£433 Version: 8.0.31

AN

ratives | Reports and Listinh

AIDS/HIV Education
Asthma Education Program
Behavioral Health/Inpatient Mental Health

E. Browse Box

Childbirth Education
Coalition Building
Community Benefit Operations/Health Needs A
Community Health Improvement Advocacy
Community Health Research

Community Support/Disaster Readiness (Over/i

Category:

Program Title:

Behavioral Health/Outpatient Vlental Health

C. Options

Options » Help logOut &

i spital 1 v |[2018 *
Edit Default
Org Defaults

C8-Behavioral Health Services

Description:

D. Control Panel

IRS Reportable: td

Physician's Clinic:

Indirect Method:
Targeted For:

<select one=

Broader Community

Department: None Apply
Phone:

E-mail:

Contact:

Tracked Since: 2005

A. Main Modules : Access one of the main modules by clicking on the

appropriate tab.

B. Sub Menus : If a main module has additional screens, they may be

by clicking on the desired screen name.

accessed

C. Options : Access additional default screens by expanding the options box.

Reporters

have

access t o

t he

Organi zationa

D. Control Panel : Displays which module is currently active and contains

options for data records. (Panel can be mini

14 for detalils.)

mized/maximized. See Section

E. Browse Box : Shows alphabetical or descending date ordered data records for

the active module.

Pro
E

prietary Information of Lyon Software.
2 9 llyon Software. All rights reserved.
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2 Editing Your User Account

1. Hover mouse o n Options (upper-right corner of screen), then click Org Defaults

2. Highlight your user account and choose Edit.

p—
mmm4

User | evel
Multi Reporter

User Name First Name lLast Name

Morgan

Reporting Unit
Joe Morgan Hospital 1

send Email

Last | ogin Date
4/18/2016

jmorganRep Joe

3. Check to make sure your email address is entered correctly. Create a unique

password, confirm it, and then Save your changes.

First Name: Joe

Last Name: Morgan

User Name: jmorganRep

Email: jmorgan@lyonsoftware.com

User Level: | Reporter v
Reporting Unit: Joe Morgan Hospital 1 v

Password must be between 6 and 15 characters long and contain at least 1 letter and 1 number.

Password:
Confirm Password: | RERREARE © ---vord: Hch

Password Expires: Newer O

I Narratives Entry only

# Can Add Programs

#/view Partnership Module (read only)
#view Needs Module (read only)

Can Provision Users

Show Micro Reports

Passwords must be
between 6 and 15
characters long. Each
password must contain at
least one letter (A
through Z), at least one
number (0 through 9),
and may not contain
rpasswordR or
Name. The special
character underscore ()
is allowable in passwords,
and may be used in place

of a letter.

Save Cancel

Note: Ensure your email address is entered correctly. If you forget your password and

use the password reset feature, your reset password will be sent to this email address.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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3 The Role of the Reporter

As a Reporter, you are an importantpartof y our o r g a nommunitybenefiS s
initiative. You are responsible for entering the community benefit data that will
ultimately be included in your annual summary report, various other scheduled and

unscheduled reports, a nd even the IRS Schedule 990H.

The data elements that you will be able to add to the CBISA Plus software are
statistical Occurrences, Indicators and Measurements, Narratives, and program
evaluations in the Outcomes module. You may also be able to add Programs if your
coordinat or has given you that ability. Every data element that you enter will remain
in a pending status unti | your coordinator imports it.  While the record is in its
pending state, you will have access to make any necessary changes or edits;

however, after the status has been changed to active (through the import process),

the record wil/| become rread onl yR.

You will always be able to see the complete list of available Programs, no matt  er

which user added the record. When viewing Occurrences, you will be able to see (a)

pending and active records that you have added, and (b) active records that others

have added, for the active fisc al year and one year previous. Active Occurrence

records added by othemn!l YclErmawiddpyeany erarde ad

Occurrences. However, you will only ever see Narratd. i
to youR (i.e., were entered by you).
Before entering any community benefit data, make sure you are working in the

correct fiscal year . The active fiscal year shows in the upper right han d corner of

Options p Help  Log Out 3
The Hespital v( 2016 )

Proprietary Information of Lyon Software.

the front page of any main module.

E 2 9 llyon Software. All rights reserved.
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As a Reporter , you (E

Can Cannot
A Edit your user account password A Edit/Delete any active data
records

A Add Programs (if g iven permission)
A Edit/ Delete rre

A Add Occurrence, Narrative,
Occurrences

Indicator, Measurement & Outcome

records A See or have access to any
) Narrative or Outcome records
A Edit/Delete records created by you created by another user
while they are pending

) 5 A Add/Edit/Delete defaults
A Copy rread onl yR

A Preview/Print/Export 3 reports

4 Adding an Indicator and Measurements

Each Indicator will track the progress towards attaining its related Goal or other

module. Each measurement uses entered data to specifically measure that progress.
4.1 ADDING THE INDICATOR RECORD

1. While in the Indicators & Measurements module, click Add.

2. Select the desired Indicator from the dropdown list.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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Source: <Empty Source>

Focus Area: <Empty Focus Area>

Topic: <Empty Topic=

Indicator: Select an Indicator 2

Additional Information:| Select an Indicator
County Health Rankings 2015

Percent of Population Under Age 65 Without Health Insurance
Ratio of Population to Primary Care Physicians
Social a| Ratio of Population to Dentists

Term: N oneEppy Ratio of Population to Mental Health Providers
Desired Direction: Mone Apply v
Record Created by: ImorganSA

3. Complete any applicable information for each Indicator. Available data entry
fields include: Additional Inf ormation (free form text box), Term (dropdown
list with Short Term, Intermediate Term and Long Term options), and Desired
Direction (dropdown list with Increase, Decrease and Remain Constant

options)

Indicators

4. Save the indicator record. Percent of Adolescents in grades 9 through 12 who smoked
Percent of Adults 18 years and older who are current cigarette
Percent of Children 3-11 years exposed to secondhand smoke

Percent of Population Under Age 65 Without Health Insu

4.2 ADDING MEASUREMENTS TOTHE INDICATOR

1. While on the Indicator record, click the Add button on the Measurement task
bar. Inthe "Create New Measurement" webpage dialog box, complete the

following information:

a. Date: Enter the date of the Measurement record
b. Measurement Type: Select the appropriate type from the dropdown

list

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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c. Number: Enter the numerical value. Value will be customized to match
the Indicator record. For example, if the Indicator is "Percent of
Persons with Medical Insurance”, then the Value label will be "Per cent".

d. Short Explanation: Enter up to 50 characters describing the
measurement in this text field

e. Anecdotal Results: If the Measurement Type selected is Anecdotal, the
Anecdotal Results free form text box will activate and allow data entry.

f. Comments: Free form text box that will accept unlimited character s

2. Click Save to add the Measurement to the table, or Cancel.

MEASUREMENTS Create New Measurement B
e Date: | 1/14/2016
a0 16 Actual

Measurement Type: | Select One ¥
Number: | 0

Short Explanation:

Comments:

Record Created by user: jmorganRep

E=3

5 Addinga Program

A program is a service provided to benefi t any sector of the community. A program
is entered into the software one time. After it is entered, statistical occurrence
information m ay be attached. The program will remain available from one fiscal year

to another.

Step 1: Loginto CBISA Plus using your unique, secure URL, your assigned user na me and

password.

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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Step 2: From the main screen ( Program/General), click on the Add function button, located
on the control panel above the program title browse box. Clickingon Add activates the data

entry screen.

Note: If all of the function buttonsar e r grayed outR then you have not
permission to add programs. Contact your System Administrator or Coordinator to

have your permission level edited.

Step 3: Complete your program information on the General screen. The data that must be
entered includes the program title, the recommended category and t he rr Targeted fo
population . You may also wish to enter a brief description of the program and assign a

sponsoring department.

' ™y
Program Title:

Category:
Description:

IRS Reportable:

Targeted For:
Department:
Phone:

E-mail:
Contact:
Tracked Since:

Indirect Method:

Record Created by:

Health Screenings: Blood Pressure Enter a Program Title

A2 -Community Based Clinical Services

Health screenings in the community. Depending on results, screening is followed by

counseling and, if necessary, referral for followup services. Select the
appropriate

Enter a brief program description catedory

4

8 Select the appropriate indirect

v

In Community

Living In Poverty
Community Wellness

410-555-5555 bnrs e bsng+ SS° q
rsmlth@cu_re_ org m population (mandatory) and

Robert Smith _

5016 sponsoring department from the
imorganRep dropdown lists

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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Step 4: Enter the information, if applicable, on the additional

program screens of

Objectives, Indicators, Setting/Format, Target Audie nce, and Healthy Communities.

Each additional program page (or screen) is accessed by clicking on the

corresponding page title located on the sub

function

(rast@®eR) as you

Community Needs = Goals

e

Partnerships

Step 5: Publishtherecord. To mar k
choose rPublish Reco
Add Delete More v

Cash Donations/Not-for-profit Co Manage Relationships
CBISA Software

Clinical Research
Coalition Building

Copy Record
| Community-Benefit Operations/Dedicated Staff

Unpublished record <=

Published record <

moyv e

-menu. Save the record usi ng the

but t onEachSaeereoRinformation will also be automatic ally saved

of f t he screen

Main Modules

Outcomes = Marratives | Reports and Listings

Sub-Menu Screens

a record

rMbiR functianduttonh e e x pande d
—

as

Note: Published records will show in a green
font in the browse box. U npublished records

will show in a red font.

Program/General

Add More v

and

rcompl et eR

Cash Donations/Emergency Assistance (non-employees)
Cash Donations/Not-for-profit Community Organizations
CBISA Software

Childhood Obesity Education

Clinical Research

Coalition Building

Community Benefit Operations/Dedicated Staff
Community Benefit Operations/Health Needs Assessment
Community Education Events

Community Education: CPR/First-Aid Classes
Community Health Improvement Advocacy

Community Health Research

m

Proprietary Information of Lyon Software.

E 2 9 llyon Software. All rights reserved.
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Step 6: Continue to add community benefit data, or log out of

CBIS/A Plus.

Options p Help Log Dut4—F_
| The Hospital v [ 2016 -
Not e: Closing out of tXR (scolfotswanrgeraussy is1 gy otuhre

an abnormal exit. ALWAYS closeCBISA Plus using the Log Out feature.

6 Adding an Occurrence

An Occurrence is an actual event in which community members are s erved and/or

dollars are spent. An Occurrence is alwaystied to a program and a program may

have many Occurrences.

Step 1: Loginto CBISAE Plus using your unique, secure URL, your assigned user name and

password.

Step 2: Locate the Program in the br owse box on the control panel.

go up and down the list until you find the correct

the search feature text box.

Anger Management

Program, or type a word or phrase int o

I Behavioral health Screenings for at risk children

Use the scroll bars to

Art Therapy
Ask a Nurse
Bad Debt

Blood Pressure Screenings

Cafeteria Recycling Program

Canine Therapy

Cash Donation for Fire Victims in California

for Community Groups
. for Emergency Assistance
Typeinaword  |spenr
merce
arden Project
ission
For Nurses/Nursing Students

program t|t|e fit Administration Costs
nt Care

contained in a

Behavioral health Screenings for at risk children

[, er
. Staying Healthy
~N

Search:

Blood Pressure Screenings
Lipid Profile and Cholesteral Screenings

Browse box now only
contains program titles
that match the search
request

Backspace over
the key word to
go back to your

full program list

L

Ecreenl

V4

[ Backspace J
+—

Proprietary Information of Lyon Software.
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CBISA PI - 10.3.202.149,2433 Version: 7.2.11 s e
USfW Healthﬂre current user: jmorganRep(Multi Reporter) CUstID0) Joe Morgan Hospital 1 v | 2016

Community Needs | Goals | Partnerships L bl Indicators & Measurements | Outcomes | Narratives | Reports and Listings

arget Audience || Healthy Communities |

Program Title: |Beha\riura\ Health/Outpatient Mental Health
Category: [c8-Behavioral Health services A7
Description:
=
AIDS/HIV Education
Asthma Education
Asthma Education Program p
Behavioral Health/Inpatient Mental Health -
Behavioral Health/Outpatient Mental Health IRS Reportable: v

Breastfeeding Education (non-patients)

Browse Bumn Units

Cancer Education

Physician’s Clinic:

Cash Donations/Emergency Assistance (non Indirect Method: <select one> v
BOX Cash Donations/Not-for-profit Community Or( T ted For: s

Childbirth Education arge or: Broader Community v

Clinical Research Department: None Apply v

Coalition Building Phone:

Community Benefit Operations/Health Needs i I

Community Health Improvement Advocacy E-mail: | [ send Email ]

Community Health Research

Community Support/Disaster Readiness (Ovt Contact: I

Community Support/Mentoring Programs Tt Sfmes |2005

\ Community Support/Watch Groups
CPR/First-Aid Classes
Diabetes Education

Record Created by: Unknown

Step 3: Highlight (or choose) the Program. To choose a Program, r cl i ck R on
be highlighted in blue.

Step 4: Open the Occurrence page for the selected Program. (See illustration below)

SECOND Click on the orange link

to open the Occurrence page

Proprietary Information of Lyon Software.
E 2 9 llyon Software. All rights reserved.
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Step
5:

Step 6: Complete the statistics for yo ur Occurrence. Your Coordinator will give you specific

instructions on which s tatistics to collect and enter.

CBISA Plus for Healthcare >~~~

Community Needs | Goals | Partnerships L1 Tl Indicators & Measurements | Outcomes | Marratives | Reports and Listings

jmorganRep (Multi Reporter)

Program/General

Occurrences for this Program: 0

Add

AIDS/HIV Education
Asthma Education
Asthma Education Program

Behavioral Health/Inpatient Mental Health
Behavioral Health/Outpatient Mental Health
Breastfeeding Education (non-patients)
Burn Units

Cancer Education

Cash Donations/Emergency Assistance (non
Cash Donations/Mot-for-profit Community Org
Childbirth Education

Clinical Research

Coalition Building

Community Benefit Operations/Health Needs
Community Health Improvement Advocacy
Community Health Research

Community Support/Disaster Readiness (Ove
Community Suppert/Mentoring Programs
Community Support/\Watch Groups
CPR/First-Aid Classes
Diabetes Education

h e

Choose t

10.3.202.149,2433 Version: 7.2.11

current user: jmorganRep(Multi Reporter)

Options »

Help Log Out Q

| Joe Morgan Hospital 1 * | 2016 *

Program Title:
Category:

Description:

IRS Reportable:
Physician's Clinic:
Indirect Method:
Targeted For:
Department:
Phone:

E-mail:

Contact:

Tracked Since:

Record Created by:

|Behavinra| Health/Outpatient Mental Health

|CB—Bek avioral Health Services

<select one>
Broader Community

MNone Apply

I
[2005

Unknown

and 20, and the Occurrence data entr y screen is pictured on page 21.

Step7: Saveyour

name of the file must be 200 characters o
mar ks .
acknowl edge
nd

remove

f

At t he
t he
your

an

Occurrence

bottom of

Protected

f unct iateyobrucdireence data dnthyRp ageo

act

The available fields are listed on page 1 9

r e chuttod on the GoatroldPahel) Atthis t i o n
point, you may attach up to fiv e files of any type . The maximum file size is 4 MB and the

the dat a

Heal t h

e from a

entry

I nfor mat
f i |then click the Sanke funcop leution Ragain to upload the file . To

attached f il recor d,

(attaching and removing), the action is not complete until you save the record.

SCcCreen

c

Date: Enter the date of the occurrence (not the date you are inputting data)

The date must fall within the active year that has been selected.

r less and cannot contain apostrophes or quotation

on

ck

Proprietary Information of Lyon Software.
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Description : Enter a brief description of the event . The field will accept 66
characters; however, not all of the characters appear in the control panel

browse box, so it is suggested that you keep the description brief.

Targeted : This field defaults to the rTargete
Program/General screen. Do not change this setting unless instructed to do

so by your Coor dinator.

Department : Choose the department from the dropdown list . (The
department will default to the sponsoring department chosen on the
Program/General screen. You may change the default department by

choosing a new department from the dropdown list.)

Hours (Inputs ): Enter the hours your hospital st af f rputs iT&® to th
standard fields delivered with the softwa r e ar e r St aff RYoand 1 Vol u

Coordinator may customize these fields and add a third input counter.

Note: The hours entered i n this field are not automatically entered in the expense
hours. For sal ary expense to be calculated, hours must

section of the occurrence form.

Outputs RPersons Served: This is the first of the three community benefit
statistics (Persons Served, Expases, and Offsetting Revenue). Enter the
number of community members served. Your Coordinator may add additional

ways of rcountingR people.

Total Expenses : Enter all dollar amounts in whole numbers (no decimal
points). Salary Expense may be entered as a whole dollar amount, or in any
combination of dollars and hours. The department hours field  corresponds
with the department chosen from the dropdown | ist. Additional standard

hours fields may be defined by your Coordinator.

Proprietary Information of Lyon Software.
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Speciad Note: If a default Indirect Expense ratio has been selected on the  Program
General screen, do not change the default on the Occurrence screen unless you have

been instructed to do so by your Coordinator.

Total Offsetting Revenue and Adjustments  : Enter all dollar amounts in

whole numbers (no decimal points).

Notes: Enter any note s into the free form text box. You may type as much
text as necessary. The notes section will always stay attached to the

occurrence form.

User Defined Codes : To open User Def ined Codes, click on the UDC tab.
Check all codes that apply (if any).

Proprietary Information of Lyon Software.
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Community Needs | Goals | Partnerships 0 clt]

[Program: Coalition Bullding:\

Occurrences (Imported)

Save More v

CBISA Plus for Healthcare &wm_

10.3.202.149,2433 Version: 7.02.47

cuirent user: jmorganRep(Muiti Reporter)

o] Narratives = Reports and Listings

Occurrence
Date:

1/20/2017

Cust ID: 0

Joe Morgan Hospital 1 v

Help Log

Clicking S @c @cdivates
the Occurrence screen
SO you can enter your

statistics

For a Program to be
included on your
rOccur fenci
Sel ected Pl
report, you must

have one field
completed for at

least one of the
required statistics:
Persons Served,
Expenses, or

Offsetting Revenue

Description: |Coalit|on Friday 012017

Primary Service Zil Targeted Broader Comi v
a

Department: Chips and Stuff
Hours: Staff HDurs:|15
Qutputs: Persons Served:| 30

Total Expenses:

A. Dollars
Reported:

Salaries:

B. Hours

DepartmentHours: | 10

PhysiciansHours:

I 5
NursesHours: I—U
I 0

AdministratorsHours:

Purchased Services:
Supplies:

Other Direct Expenses:

Direct Entry v Indirect Expenses:

(Indirect Method)
Less: Total Offsetting Revenue and Adjustments:

Fees:

Restricted Contributions:

Restricted Grants:

—

(Source of Grant)

Other:

Memo Fields:

Restricted
Foundation/Fundraising:

—

(Source of Foundation)

—

(Source of Grant)

Restricted Grants/Support:

Volunteer Hours:|5

I 6488

—
—=
—

300

y

Note: Make

sure you have

the correct

active fiscal

year for the

occurrence
ouSre

selected.

e

Hide Detail

Hide Detail

Record Created by: jmorganRep
Record Created on:  1/24/2017
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Step 8: Publish therecord. To mark a record as rcompleteR and r
choose rPublish RecorMbR finctienduttonhe expanded

Copy Record

Step9: Click on rAddR to input information for anoth
return to the Program screen by clicking on the orange Program link.

Return to the

Program

Occurrences

Step 10: Continue to add community benefit data or log out of CBISA Plus.

Options p Help Log Dut 4—94_

| The Hospital v |[2016 v
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7 Adding a Narrative Record

Step 1: Loginto CBISA Plus using your unique, secure URL, your assigned user name and
password.

Step 2: Click on the Narratives main tab to open the module.

Step 3: Click onthe Add button to activate the Narratives screen.

Main Module Tabs

CBISA PI é‘e"""“""‘" 10.3.202.149,2433 Version: 7.2.11 Options » Help Log Out ﬁ
us fOI' Healthtare current user: jmorganRep(Multi Reporter) SustID 0| Joe Morgan Hospital 1 ¥ | 2016 ¥
Community Needs | Goals | Partnerships - Indi & o [T :cporis and Listings

| Subjacts || Narrative |

jmorganRep (Multi Reporter)
Narratives/General (Imported) Dateigﬁ 52016

Narrative Title: |Asthma Narrative March 2016
Add | Delete Indo Save  Morevw Department: Community Wellness v
03/15/2016 "Asthma Nanative March 2016" - keyword/Person: Fealth Watch ’
01/01/2016 "Asthma Marrative June 2016" Hours (optional): 5
12/01/2015 "Asthma Narrative 2015" ) .
"Big Ol QA2 Rep Narrative" fecordiCaeatediy; ImorganRen

"Big Ol Day Four”
"Big Ol Day Three"
"Big Ol Day Two"
"Big Ol Day One"

Step 4: Complete the applicab le data on the General screen. The available fields are: Date
(which must fall within the active year) , Narrative Title (which will show in the browse box
on the control panel and in the Relationship Manager), Department (dropdown list),

Keyword /Person (dr opdown | ist, used t o IHoura (pRionaldieldy. narr at i
(See picture below)

Community Needs | Goals = Partnerships | Programs | Indicators & Measurements = Outcomes

‘ | Subjects || Narrative |

murganRep (Multi Reporter)

Reports and Listings

Narratives/General (Imported) Dateig_.r15_.r2[]15
Narrative Title: |Asthma Narrative March 2016
Delete o Save  Morew Department: Community Wellness ‘>_ Dropdown

K d /P g W .

03/15/2016 *Asthma Narrative March 2016" - sl Health Wateh . lists

01/01/2016 "Asthma Marrative June 2016" Hours (optional): | 5

12/01/2015 “Alsthma Narrative 2015. ’ Record Created by: TR

\01/21/2015 "Big Ol OA2 Rep Narative
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