) summut Brittco Reports

Overview

While there are many ways to look up information in Brittco, you’ll likely want to use reports to give you summaries and
snapshots of the most relevant data. There are many, many reports in Brittco and what this document outlines are the
reports we think you’ll be most likely to use. Feel free to explore other reporting options as you use Brittco and figure
out what is the most beneficial for you.

To begin this document, we want to show you how to create a list of favorite reports and look at report filters to give
you guidance on how you can restrict the data the returned in a report. Additionally, we'll identify the different options
for downloading reports as well as saving commonly used filters to make report retrieval easier.

When you click on the Reports module from the left navigation panel, you'll see tabs that outline the various categories
of reports in alphabetical order. The tabs are listed in what’s referred to as stacked tabs meaning there are two rows of
tabs in the current screenshot. Depending on your screen resolution, the layout of the tabs may vary but if new report
categories are added, they’ll be alphabetically inserted into the list. Not all reports will pertain to you and what you do
at Summit County so it’s likely you’ll not be interested in all the report categories.

Reports

- Incidents Local Funding PAWS

Local Funding

Local Funding Utilization

Quickly see units, dollars and time remaining per authorization, including each entry

To see the list of available reports for any of the categories, just click on the appropriate tab.

Reports

* Incidents Local Funding PAWS

¢ Local Funding Authorizations
See an overview of authorizations, including amount used and amount remaining

¥ Local Funding Claims History
See the local funding claims for an individual

¥ Local Funding Entries By Provider
Overview of local funding per provider

¥ Local Funding Invaice Summary by Client
See a summary of the number of units and dollars billed for each individual per invoice

% Local Funding Invoice Summary by Code
See a summary of the number of units and dollars billed for service code and rate

¥ Local Funding Plans
View locally funded plan details, including all authorized services

¢ Local Funding Services by Provider

See what local funding services have been authorized for each provider.

¥ Local Funding Units By Code
See a summary of total number of units for each service code

%7 Local Funding Units By Code and Acuity
See a summary or full details of the number of units for each service code broken down by acuity
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Creating a Favorite Report List

All information systems provide a plethora of reports to cover almost every conceivable way a user might want to view
the data. Some of these reports are gems, some not so much. As you discover the reports that are the most useful to
you, you can add them to a Favorites list that will then appear at the very beginning of your report tabs. Let’s step
through this process.

Select a report that you often use by navigating to the report tab and scrolling (if necessary) to locate the report. Click
on the Star icon (Favorites) at the beginning of the report name. The Star icon is a toggle — click it once to turn it on, click
it again to turn it off.

Reports

* Incidents Local Funding PAWS
¢ Local Funding Authorizations
See an overview of authorizations, including amount used and amount remaining

% Local Funding Claims History
See the local funding claims for an individual

¥ Local Funding Entries By Provider
Overview of local funding per provider

1 Local Funding Invoice Summary by Client
See a summary of the number of units and dollars billed for each individual per invoice

%¢ Local Funding Invoice Summary by Code
See a summary of the number of units and dollars billed for service code and rate

%7 Local Funding Plans
View locally funded plan details, including all authorized services

¥ Local Funding Services by Provider
See what local funding services have been authorized for each provider.

17 Local Funding Units By Code
See a summary of total number of units for each service code

¥ Local Funding Units By Code and Acuity
See a summary or full details of the number of units for each service code broken down by acuity

ocal Funding Utilization
Quickly see units, dollars and time remaining per authorization, including each entry

The next time you open the Reports module, the first category of the report tabs is Favorites (®)reports. You can add as
many reports as you want to this list. To remove a report from this list, just click the gold Star icon to turn it off.

Reports

E Incidents Local Funding PAWS

Local Funding

Local Funding Utilization

Quickly see units, dollars and time remaining per authorization, including each entry
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Common Report Filter Options

As with other filter screens in Brittco, the options you have will vary depending on the type of information — or in this
case the type of report — you're filtering. We’re going to review filter options on 3 reports, to identify some nuances to
how filters can be applied. We're identifying these reports by the Tab Name>Report Name.

A couple of quick notes:

Local Funding Claims History < Back to Report List
09/17/2023 09/17/2023
Clients Services
Barr Jr., Charles (6/28/70) % | Beckham, John (10/15/94) % v Select option M
Codes Claim Status

Select option - --- Select Status --- -

Download Word

Download Excel

Download CSV

Save Filters

e Any filter with an asterisk by its name is a required filter. There’s likely a default value already entered that you
could overwrite with the value you want.

e You can remove a selected item from the filter by clicking on the X to the right of the item name.

e Any filter left blank or with the words Select Option will return all values for that category in conjunction with
the other filters.

e [f you click on the Run Report button, your report results appear in the window below the filters.

e [f you click on the Run Report drop-down arrow, you can save the output of the report results to a Word, Excel
or CSVfile.

e If you click on the Run Report drop-down arrow and choose Save Filters, you can save your most commonly
used filters for this report, which then appears as an additional filter at the top of the report.

Local Funding Claims History < Back to Report List
Saved Filters
--- Select a Saved Filter --- -
Start Date* End Date* n
09/17/2023 09/17/2023
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Hate When this Happens

Every now and then when you run a report, you may end up with a blank report in the results window.

Local Funding Claims History

€ Back to Report List

Saved Filters

--- Select a Saved Filter ---

Start Date*

End Date* u
09/17/2023 09/17/2023
Clients Services
v Select option -
Codes Claim Status
Select option hd --- Select Status --- v
Run Report ~
= g - Y Draw ~ & Read aloud - + @ 1 of1 | @)

Qe B B,

When this occurs, here are some common culprits:

e Check the Date or Date Range (Start Date to End Date) — Default dates are often set to today’s date. If the Start
Date and the End Date are set to today and nothing happened on that day, you’ll get a blank report.

Filters Cancelled Each Other Out — If you choose a Client to search for and then designate a Service for a specific
staff member, the report will only appear if the client chosen is receiving that service. Setting multiple filters

creates an AND statement — the report result must meet ALL of the criteria in the filters. Sometimes using too
many filters eliminates too many records.
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Filter Examples from Specific Reports
Let’s look at some common filtering options by reviewing specific reports that you can use as a guide.

Local Authorizations>Local Funding Authorizations
The report filters for this report include many common ones. Remember — any undesignated filter (Select option) will
return all values for that category in conjunction with the other filters.

Local Funding Authorizations < Back to Repart List
Start Date™ End Date* n
09/25/2023 09/25/2023

Calendar Year Clients
- All - v v
Birthday - Start Birthday - End u
mmy/dd/yyyy mmy/dd/yyyy
Services Codes
Select option - Select option -
Acuity Payment Status
--- Select Acuity --- v --- All --- ~

Points of Interest

Filter Picture Notes
Start Date Start Date* e Start Date and End Date are required fields — the
End Date 09/17/2023 asterisk indicates that.

e Ifthereis only one date parameter (no Start Date or

End Date* End Date), it is typically an As Of date, meaning that
the data returned in the report is accurate as of the
09/17/2023 date listed.
Calendar Year Calendar Year e If you don’t want to focus on specific dates, you can
\' Al designate a calendar year to only pull services that

_ began within a particular calendar year.

, 28;: e If you enter specific dates and a calendar year, you
e may get more data or possibly less data than you
intended.
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Clients Clients e Client drop-down lists are alphabetized by name.
e You can select a single client or multiple clients by

scrolling to the client name and pressing Enter on
Barr Jr., Charles (6/28/70)

Beckham, John (10/15/94) each selection you want to include.

Jackson, Marva (7/26/61)
Longmier, Sarah (3/3/98)

Filter Picture Notes
Birthday Start Birthday - Start e If you want to pull up authorizations based on an
Birthday End mm/dd/yyyy individual’s birthday, you may designate that.
e Remember the more dates you put in, the more
Birthday - End limits you put on the resulting data.
mm/dd/yyyy
Services Services e Services drop-down lists are alphabetized by name.
Select option e You can select a single service or multiple services by

Behavioral Health/Counseling scrolling to the service name and pressing Enter on
Career Planning each selection you want to include.

Clinical Therapeutic Intervention

Community Respite/Camp

Codes e~ - e Alphabetically lists the various service codes.
= H e You can select a service code or choose multiples by

scrolling to the entry and pressing Enter.

CED: Custornized Employment Discovery
CMP: Day Camp

CMX: Camp-Day (Misc)

CPO: Camp - Overnight v

Acuity Acuity e If you want to pull up a list by Acuity you can do so.
- Select Acuity — e Remember on dropdown lists, you can select more
--- Select Acuity ---

than one item.

Status Payment Status e You can call up a list based on whether the line items
|' Al are Paid or Unpaid.
e By default, the filter is set to All to pull both statuses
Paid from the data.
Unpaid
QUESTIONS
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When you run the report, you’ll see the results in the Report Window.

2 0 q a
Local Funding Authorizations < Back to Report List
Start Date* End Date* n
01/01/2023 09/25/2023 &
Calendar Year Clients
2024 v
Birthday - Start Birthday - End u
mm/dd/yyyy mmy/dd/yyyy B
Services Codes
Select option Select option -
Acuity Payment Status
--- Select Acuity --- v --- All --- >
Run Report =
_ - - a
= g - Y Draw v & | (D | Readaloud - 1 of2 | @) | B Q| @ 83
iB,m Prepared for:
Summit DD - Test
01/01/2023 to 08/25/2023
senvice Provier Rob-UpCode  Code Rate MaxUnts  Authorzed Used il % Date Range:
Barr, Charles
Day Program All Services Provider LDF 173 6,000 $10,380 §2,74032 26.4% 03152023 031472024
Residential All Services Provider JL 5.10 300 §1,530 031572023 031472024
Professional All Services Provider LPY 510 200 §1,020 03/1572023 031472024
Transportation All Services Provider LTB 2049 480 $9,8352 $1,35234 13.75% 03/15/2023 031472024
Professional Al Services Provider o 1700 5204 s102 50% | 04152023 | 04/282023
Professional ANl Services Provider PTE 4500 592 0V152023 | 06/3072023
Professional All Services Provider PTT 17.00 $816 07/01/2023 03/14/2024
Residential All Services Provider LPC 6.18 200 §1,232 07/01/2023 031472024
T i All Servicns Provider LTO 104 100 £104 07012023 00142004 bt

Within the report window itself, you can use the — or + buttons to zoom in or use the command buttons to Print or Save.

Read aloud

Y Draw ~ Q (i}

P Britt

Barr, Charles
Day Program
Residential

Transportation
Professional
Professional
Professional

Residential

Transportation

Residential
Day Program

Day Program
Residential
Residential

Transportation

Transportation
Professional

Provider

All Services Provider
Al Services Provider
All Services Provider
All Services Provider
All Services Provider
All Services Provider
All Services Provider
Al Services Provider
Al Services Provider

All Services Provider
All Services Provider

Al Services Provider
All Services Provider
All Services Provider
All Services Provider
All Services Provider
Al Services Provider

®»
01/01/2023 to 09/25/2023
BollUpCode  Code Rate MaxUnits  Authorized
LDF 173 6,000 $10,380
LMM 5.10 300 $1,530
LPY 5.10 200 $1,020
L8 2049 480 $9,835.2
orT 17.00 12 $204
PTE 46.00 2 s92
PTT 17.00 48 $816
LPC 6.16 200 $1.232
LT0 1.04 100 $104
Ciient Totals: 7342 $252132
MM 5.10 300 $1,530
Lot 518 200 $1,036
Client Totals: 500 $2,566
LoT 5.18 6,000 $31,080
LMM 5.10 300 $1.530
LPC 6.16 340 $20944
LTB 2049 480 $9.835.2
w 023 1,200 $276
PTT 17.00 24 $408

$2,740.32

$1,352.34

$4,194.66

$1224
$455.84
$578.24

$6.086.5

$1.926.06

13.75%
50%

8%

19.58%

19.58%

Qla |@‘

Prepared for:
Summit DD - Test

Date Range
03/15/2023  03/14/2024
03/15/2023 03/14/2024
03/152023  03/14/2024
03/1572023 031472024
04/1572023 0472872023
03/15/2023 06/30/2023
07/01/2023  03/14/2024
07/0172023 0311472024
07/0172023 0311472024
07/01/2023 06/30/2024
07/01/2023 06/30:2024
0210172023 0173172024
0210172023 01/3172024
09/01/2023 01/31/2024
02/01/2023 01/31/2024
02/0172023 01/31/2024
0210172023 01/31/2024 v
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Local Funding>Local Funding Claims History
This report is a cumulative list of all the local funding claims for a specific period. If you don’t designate additional
criteria, it will list all individuals and services for that time period as well as all claim statuses.

Local Funding Claims History < Back to Report List
Start Date* End Date* n
09/25/2023 09/25/2023

Clients Services

v Select option -
Codes Claim Status
Select option - --- Select Status --- ~

Points of Interest

Filter Picture Notes
Start Date Start Date* e Defaults to today’s date — you'll likely want to set that
02/12/2023 to an early start date.
End Date £nd Dater o Defaults to today’s date — which may be fine but you
can also change it to an end date for a specific period.
02/12/2023 .
e Remember you can click on the aqua Calendar button
to get a relative date scale (Current Month, Current
Quarter, Last Quarter, Last Year, etc.).
Clients Clients e (Client drop-down lists are alphabetized by name.

e You can select a single client or multiple clients by
scrolling to the client name and pressing Enter on

el C il (AT each selection you want to include.

Beckham, John (10/15/94)
Jackson, Marva (7/26/61)
Longmier, Sarah (3/3/98)

Services Services e Services drop-down lists are alphabetized by name.
Select option e You can select a single service or multiple services by
scrolling to the service name and pressing Enter on
Career Planning each selection you want to include.
Clinical Therapeutic Intervention
Community Respite/Camp
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Filter Picture Notes
Codes “’: A e Alphabetically lists the various service codes.

 sch-Bosrd o phmvor bt Pt tosces o e You can select a service code or choose multiples
R by scrolling to the entry and pressing Enter.

BHT: Behavioral Health-Treatment

CAB: Camp Absentee

CED: Customized Employment Discovery
CMP: Day Camp

CMx: Camp-Day (Misc)

CPO: Camp - Overnight -
Claim Status Claim Status e Allows you to choose the line item status.
--- Select Status --- . . . .
ST Ta— e Typically, Summit County only marks claim line
penng items as Rejected or Paid. Default statuses for

Approved
| Rejected

unsent claims is Pending.

When you run the report, you'll see the results in the Report Window.

Local Funding Claims History € Back to Report List
Start Date* End Date* n
01/01/2023 12/31/2023
Clients Services
v -

Select option

Codes Claim Status
Select option - Paid v
= |9 v | ¥ obaw v @ Read aloud -+ B 1| DD Qo i
.Brﬂt Prepared for:
Summit DD - Test
09/25/2023

031523 10044 LDF 173 48 $83.04 23 $30.79 Paid 02123
03ne23 10044 LDF 173 48 $8304 23 $30.79 Paid ov21/23
o3nr23 10044 LDF 173 48 $83.04 23 $30.79 Paid oav21/23
0320/23 10044 LDF 173 a8 $83.04 23 $30.79 Paid 021723
0321723 10044 LDF 173 a8 $83.04 23 $38.79 Paid ow21/23
03223 10044 LDF 173 48 $83.04 23 $39.79 Paid owz2123
032323 10044 LDF 173 a8 $83.04 23 $38.79 Paid 021723
0324/23 10044 LDF 173 48 $83.04 23 $39.79 Paid o0w21/23
0327723 10044 LDF 173 48 $83.04 23 $38.79 Paid owvz21/23
0328723 10044 LDF 173 48 $83.04 23 $30.79 Paid 02123
0329/23 10044 LDF 173 a8 $83.04 23 $30.79 Paid 021723
0330723 10044 LDF 173 a8 $83.04 23 $30.79 Paid 2123 v
SUMMIT COUNTY BOARD OF DD QUESTIONS
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PAWS>PAWS Authorizations
This report lists the authorizations on the PAWS for the individual. This data comes from DODD and is updated on a
nightly basis into Brittco.

PAWS AUthOriZatiOnS < Back to Report List
Start Date* End Date* n
09/25/2023 09/25/2023
Clients Roll Up Code(s)

v Select option

Service(s)

Select option

Points of Interest

Filter Picture Notes
Start Date Start Date* e Defaults to today’s date — you’ll likely want to set that
02/12/2023 to an early start date.
End Date End Dater o Defaults to today’s date — which may be fine but you
can also change it to an end date for a specific period.
02/12/2023 .
e Remember you can click on the aqua Calendar button
to get a relative date scale (Current Month, Current
Quarter, Last Quarter, Last Year, etc.).
Clients Clients e Clients drop-down lists are first alphabetized by client
| N names and also include the date of birth to help

- distinguish individuals with similar names.
(Jensen) Morgan, Valerie (7/13/96)

Aaron, Alasia (7/5/03) e You can select a single client or'multlple clients by
Aaron, Darrel (8/31/75) scrolling to the name and pressing Enter on each
Abarzua Daza, Domingo (7/18/19) selection you want to include.

Abbamonte, John (5/31/83)
Abbas, Adam (10/8/15)

Roll Up Codes e || ® RollUp Coes allows you to choose what category of
services you would like to report on.
- e You can select multiple roll up codes by scrolling down
s and pressing the Enter key on your keyboard or by

| e selecting the code with your mouse.

ATE

ATY

SUMMIT COUNTY BOARD OF DD QUESTIONS
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Filter Picture Notes
Services Services e Services drop-down lists are alphabetized by name.
Select option L]

You can select a single service or multiple services by
scrolling to the service name and pressing Enter on

Career Planning each selection you want to include.

Clinical Therapeutic Intervention

Community Respite/Camp

When you run the report, you'll see the results in the Report Window.

PAWS Authorizations < Back to Report List
Start Date* End Date* u
01/01/2023 12/31/2023
Clients Roll Up Code(s)
v Select option M

Service(s)
Select option T
= | Y v | Yoew -~ & | @] Readaloud -+ B 1 o | DD Q| @ B o

i Britt Prepared for:

PAWS Authorizations Summit County Board
September 25,

County DODD Number Name Medicaid Number Completion Date

SUMM —3 —1 —1 53123

Funding Source Match Source Plan Type Social Security Number Pian Year Start Pian Year End

10 COMM Rev: 3 XXX-XX-6465 5/1123 4/30/124

Rolup Beh Do

Service Code Mod Mod Mod Stat End MaxUnts  Frea Provider Number Provider Name EY1Amount  FY2Amount

0soc Ad4 511123 6/30/23 172 S 7718804 1 s 50.00

0soc Ad4 711123 4730124 820 s 7718804 | —— Y $3,452.20 .
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Exporting Data

On any reports you run, you always have an option to export the data to another format. Typically your options include

Word, Excel or CSV.

Local Funding Claims History

< Back to Report List

Run Report -

CiamDate  Invoice Number  Service Code  BalingRate  # of Units Amount  Adusted Units  Adiusted Amount

Start Date* End Date*
01/01/2023 & 12/31/2023
Clients Services
v Select option
Codes Claim Status
Select option - --- Select Status --—
= g o Y Draw v & Read aloud + =B 1 ofs | ) B c
B Britt Prepared for
| Funding Clai Summit DD - Test
08/25/2023

Bar, Charles
03/15/23
0316123
031723
03/20023
03721123
03722123
0372323
03724123
owz723
0328023
03720023
03/30123

10044
10044
10044
10044
10044
10044
10044
10044
10044
10044
10044
10044

173
173
173
173
173
173
173
173
173
173
173
173

a8 $83.04 23
48 $83.04 23
48 $83.04 3
48 $63.04 E=1
a8 $83.04 23
48 $83.04 23
a8 $83.04 23
48 $83.04 23
a8 $83.04 23
48 $63.04 23
a8 $83.04 23
48 $83.04 3

53979
$30.79
$39.79
$39.79
$30.79
$30.79
$30.79
$30.79
53079
$30.79
$39.79
$30.79

Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid

0921723
oai21/23
0921723
021123
0821723
0021723
o0:21/23
0821723
0021723
oar21723
0821123
09121723

Download Word &
Download Excel l
Download CSV

Save Filters

When you download a file, a copy is placed in your Downloads folder you’ll get a link either in the upper right corner of
your screen or in the lower left corner of the screen, depending on what web browser you’re using.
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< C @
[ Creative Housing R...

BBt

Staff
Local Funding
Incidents

Reports

() https//summitdd-test brittcosoftware.com/reports/161

® Dashboard | Brittco.. g Dashboard | Brittco...

» Dashboard | Brittco...

®» Dashboard | Brittco...

’ O | B BestNetil x | M inbox-m X | [E GoogleC X | M Inbox-m X | [ Gravitvie | x | & MyChart x | [J Mychart x | @& Home|M x | o Mail-Eic X | B localfu x € SeEayV X | G howdoi X | +

® Clients | Brittco Soft...

a X

;'JA“'Q'QGCDia\‘%‘@

Brittco | Trello /€ Marcia Erickson - Br...
i

4 ¢ Downloads B Q - 2 | [ Otherfavorites
All Services Provider = & LocalFundingClaimHistary_759919.csv sonski, Martia =
Open file
& LocalFundingClaimHistory 714440.x1s
. . 5 Jpen fle
Local Funding Claims History eport List
. LocalFundingClaimHistory 610358 rtf
Open file
Start Date” End Date* # L.J;awf.u wdingClaimHistory_694117rtf u
01/01/2023 5] 12/31/2023 g clients (3)xsx B
Spen file
Clients Services
See more
v Select option -
Codes Claim Status
Select option hd --- Select Status --- -
_ o o a
= i ¥V Draw -~ & Read aloud = 1o | ) | (B Qg o] I
B Britt Prepared for
Summit DD - Test
092512023

While Word and Excel are likely more familiar to you, if you download them the report looks pretty much the same as it
did in the report window. You won’t be able to manipulate this information in any particularly useful way.

Ll L
Local Funding Gisim Som 5. et
: B
T 8w e

Even though it might be less familiar to you, downloading a report as a CSV file is often your best bet. CSV stands for
Comma Separated Values and it means that when the file opens in Excel (which is the default), it will separate the data

into columns based on a separating character (which may be a comma or semi-colon, etc.). The challenge is that often
these files come in kind of ugly.
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File Home Insert Pagelayout Formulas Data Review View Automate Help
& cut Calibri o AN 22 Wrap Text
[@copy ~
Paste I u O A =] Merge & Center ~
v <¥ rormat Painter
Clipboard [ Font m Blignment ©

@ POSSIBLE DATA LOSS Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To preserve these features, save it in an Excel file format.

General -
$-% 9 %

Number ]

Cell
Styles ~

0 Conditional Format as
0 Formatting ¥ Table ¥

Styles

Don't show again

[} J K
Adjusted | Adjusted / Status

Al ~ Jx  Provider Name
A B [+ o] E F G H
1 Provider hClient Claim Dat«Invoice N Service CoBilling Rati# of Units Amount
2 All Service Barr, Char ###it#iis 10044 LDF 173 48 $83.04
3 All Service Barr, Char ##i#itihi 10044 LDF 173 48 $83.04
4 All Service Barr, Char #####his 10044 LDF 173 48 $83.04
5 All Service Barr, Char ###itii 10044 LDF 173 48 $83.04
6 All Service Barr, Char ###itihis 10044 LDF 173 48 $83.04
7 All Service Barr, Char ##i#iti i 10044 LDF 173 48 $83.04
All Service Barr, Char ####tihis 10044 LDF 173 48 $83.04
9 All Service Barr, Char ###itithi 10044 LDF 173 48 $83.04
10 All Service Barr, Char #####H## 10044 LDF 173 48 $83.04
11 All Service Barr, Char ##i#it#tui 10044 LDF 173 48 $83.04
12 All Service Barr, Char #H#i#t#H## 10044 LDF 173 48 $83.04
13 All Service Barr, Char ##i#it#tui 10044 LDF 173 48 $83.04
14 All Service Barr, Char #H###H## 10044 LDF 173 48 $83.04
15 All Service Barr, Char 4/3/2023 10044 LDF 173 48 $83.04
16 All Service Barr, Char 4/4/2023 10044 LDF 173 48 $83.04
17 All Service Barr, Char 4/5/2023 10044 LDF 173 48 $83.04
18 All Service Barr, Char 4/6/2023 10044 LDF 173 48 $83.04
19 All Service Barr, Char 4/7/2023 10044 LDF 173 48 $83.04
20 All Service Barr, Char #H###HI# 10044 LDF 173 48 $83.04
21 All Service Barr, Char HH#it#H## 10044 LDF 173 48 $83.04
22 All Service Barr, Char #R#tRHH] 10044 LDF 173 48 $83.04
23 All Service Barr, Char #H###HH# 10044 LDF 173 48 $83.04
24 All Service Barr, Char #R#RH] 10044 LDF 173 48 $83.04
25 All Service Barr, Char #H###RH# 10044 LDF 173 48 $83.04
26 All Service Barr, Char #R#H#RHR 10044 LDF 173 48 $83.04
27 All Service Barr, Char #E###RI# 10044 LDF 173 48 $83.04
28 All Service Barr, Char #R#H#RHHR 10044 LDF 173 48 $83.04
29 All Service Barr, Char #R###RH# 10044 LDF 173 48 $83.04
30 All Service Barr, Char #i###### 10044 LDF 173 48 $83.04
31 All Service Barr, Char ####4## 10044 LDF 173 48 $83.04
32 All Service Barr, Char ######## 10044 LDF 1.73 48 5$83.04
33 All Service Barr, Char #F#it#se 10044 LDF 173 48 $83.04
34 All Service Barr, Char #i###8E# 10044 LDF 1.73 48 $83.04
35 All Service Barr, Char #F#i#se 10044 LTB 20.49 2 $40.98
36 All Service Barr, Char #f#it#ss 10044 LTB 20.49 2 54098
< > LocalFundingClaimHistory_759919 +

Resdy _Calculate

% Accessibility: Unavailable

23
23
23
23
23
23
23
23
23
23
23
23
23

$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79
$39.79

Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid
Paid

L M N [e] P
Paid Date
EEEEEEE]
EEEEEEEY
EEEEEEtE]
EESEEEEY
HitHH R
EEESEEEEEY
EEEECEEE]
EEEEEEEE]
EELEEERED
HinnHy
EELEEEEED
Hinna
EELEEEEED
Hanna
LELEEEEE)
HAnnHR
HitHRHHAN
EECEEEEE]
HHHRHAY
BB
HiHRHRY
HRHRHAY
HARRHRY
HRHRHRRY
HARHHY
HRHRHRRY
HARHHY
HRHRHRRY
HEARHRY
HaaRERAE
EEEEEattd
EESEiattd
LSt td
HuaRERAE
EEstiattd

E D BRE

> AutoSum  ~ ZA? /O

Insert Delote Formot 1711 Sort& Find &
e v @cea Filter = Select
Cells Editing

Save As,

@]

1l
Analyze
Data

Analysis

E

O Comments

&

Add-ins

Sensitivity

Add-ins ~

»
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To work with this data, you should do three things:

e C(Click Save As... and save the file as an Excel Workbook. You can also take this opportunity to rename the file and

move it into a different folder if you wish.

" Team Meeting Notes LocalFundingClaimHistory_759919.csv

_ Lake County ~ Last week
ClientSupportsBySupport_550629.csv
~ M This PC data (7).csv

- 7 data (6).
> e Local Disk (C) ata (6).csv

B ClientSubportsBvSupport 332246.csv
> t Network

a@ E
File Home Insert Pagelayout Formulas Data Review View Automate Help B Comments m
X cur ot dn A A = =[5 @ thwepme — DB BB BRE iy O ek
[@copy ~ EFin-
Paste L. CA. = = = . . g po  Condiional Formatas Cell Insert Delete Format Sort& Find &  Analyze Add-ins
o romatpuner | © 0 2T HE $-A- | EE = B Merge &t Conter $-% 9 W g Table~ Styles~ . & Cloar~ Fiter~ Select=  Data
Clipboard [ Font 5 Alignment 1 Humber 1 Styles Calls Editing Analysis  Sensitvity | Adddns ~
(i) POSSIBLE DATA LOSS faatures might be lost if you save this workbook in the delimited (esv) format, To p features, save it in an Excel fila format, | Don't shnwa X
A1 v i S Provider Name ¥
A B C D E F G H | J K L M N o P Q R s T v v w X Y z a
1 Provider hClient Claim DatInvaice Nu Service Co Billing Rat«# of Units Amount  Adjusted L Adjusted /Status Paid Date
2 All Service Barr, Char #EEEERS 10044 LDF 1.73 48 $83.04 23 $39.79 Paid ELEEEEEES
3 All Service Barr, Char HHHERETT 10044 LDF 173 48 $83.04 23 $30.79 Paid et
4 All Service Barr, Char #EERNEEN 10044 LDF 173 48  $83.04 23 $39.79 Paid A
ice B har SHEEEREY 44 48 £3.04 9,79 Pai
£ Save As X
&« 2> v N i « lUsers > Marcia L. Erickson > Downloads » s C Search Downloads P
Organize ~ New folder = T o I
~
_ Lake County Brittco Transiti Name Date modified Type I
_ Summit County Provider E: ~ Today

9/25/2023 2:26 PM Microsoft Excel Com...

9/21/2023 9:54 AM Microsoft Excel Com...

9/20/2023 5:08 PM Microsoft Excel Com...
9/20/2023 12:43 PM Microsoft Excel Com...

9/18/2023 2:17 PM Microsoft Excel Com...

File name: | LocalFundingClaimHistory_759919.csv

Save as type: |CSV (Comma delimited) (*.csv)

Excel Workbook (* xlsx)

Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*.xIsb)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*.xml)

Authors:

A Hide Folders

e Putyour cursor in the middle of the data and choose Insert>Table.
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@ AutoSave JHE 9 ¢ % LoclfundingClaimHistory 753919.. « Saved to this PC v P search Marcia L Erickson ' & = o %
File Home Insert Pagelayout Formulas Data Review View Automate Help 3 Comments m
i @ ad r'o '5 Ea T Smartant 2 di- @~ A&~ @ ﬁ []i% E i E? @ @ ¢j 4 Wordart TT O
PivotTable Recommended| Table | Pictures Shapes Icons 30 croenshot  pcommendsd 7 B0 Y BB Y paps protchar 3D Line Column Wi  Sicer Timeine  Lnk  Comment Tt  Header LESHPSWIOLN® ¥ e cbel
© Puothbles - Models + charts @ - - . Map - Loss . Box & Footer (3] Object .
Tables Hlustraticns Charts & Tours Sparklines Filters ks Commants Tt Symbls. ™
7 - S OF v
A B C D E F G H 1 J K L M N o P Q R s T u v w X Y z -
1 Provider hClient Claim DatiInvoice N Service Co Billing Rat # of Units Amount  Adjusted L Adjusted /Status Paid Date
2 AllService Barr, Char HES###24 10044 LDF 173 48 $83.04 23 $39.79 Paid  musHHHEH
3 All Service Barr, Char HiH###H#RE 10044 LDF 173 48 $83.04 23 $39.79 Paid HHHEREEN
4 All Service Barr, Char HES####H 10044 LDF 173 48 $83.04 23 $30.79 Paid  sesHHHEH
5 AllService Barr, Char HH###S 10044 LDF 173 43 $83.04 23 $3979 Paid  wHHWREH
6 AllService Barr, Char H######% 10044 LDF 173 48 $83.04 23 §30.79 Paid s
7 |AllService Barr, Char #nntty  10044LOF | 173 48 $83.04 23 $39.79 Paid  HHHHHHH
8_All Service Barr, Char W44###4# 10044 LDF 173 48 583.04 23 $30.70 Paid _ ssssiY
e Inthe Create Table dialog box, verify that My Table Has Headers is checked and click OK.
a E
File Home Insert Pagelayout Formulas Data Review View Automate Help O Comments
5 B sy \ A e[ ok EEE B © U AR T O
PivotTable Recommended Table | Pictures o dh - i PivotChart line Column Win/  Sicer Timeline Lok  Comment Header L Signature Une. ~
- PivotTables - - Loss B &Footer (] Object
Tables Mustrations Charts Tours Sparklines Fiters. liks  Comments et Symbols v
AL v i fe LOF
A 8 c b) E F G H i s K L M N o P Q R s T u v w X 4 z e
1 Provider NClient  Claim DatcInvoice Nt Service CoBilling Rati# of Units Amount  Adjusted (Adjusted /Status  Paid Date
2 All Service Barr, Char #######% 10044 LDF 173 48 $83.04 23 $39.79 Paid wamHHHH r——
3 All Service Barr, Char HHHHHH## 10044 LDF 173 48 $83.04 23 $39.79 Paid  mummmmAH
4 All Service Barr, Char Hi###### 10044 LDF 173 48 $83.04 23 $30.79 Paid  HHHHH Where isthe dota for your table?
S All Service Barr, Char ##HHH### 10044 LDF 173 48 $83.04 23 $39.70 Paid WY sas1s1s321 .
6 All Service Barr, Char ####### 10044 LDF 1713 48 $83.04 23 $39.79 Paid MK [ P —
7 AllService Barr, Char #HHHHHH# 10044 LDF 173 48 $83.04 23 $39.79 Paid  wHHAH o o
8 All Service Barr, Char ######## 10044 LDF 1713 48 $83.04 23 $39.70 Paid MY :
9 All Service Barr, Char #####i## 10044 LDF 173 48 $83.04 23 $30.79 Paid  mamHHHEE
10 All Service Barr, Char ##HHH### 10044 LDF 173 48 $83.04 23 $39.79 Paid  HHHHH
11 All Service Barr, Char #HHHHHNA 10044 LDF 173 48 $83.04 23 $39.79 Paid Y
12 All Service Barr, Char H##HHHHH 10044 LDF 173 48 $83.04 23 $30.79 Paid  mumssHsH
e Now you have your data in a table that you can filter or manipulate like any other Excel file.
a@ L
File Home Insert Pagelayout Formulss Data Review View Automate Help  Table Design © Comments
Table Name: [ summarize with PivotTable L ] Header Row [ First Column (] Filter Button N
Tablet B Remove Duplicates | Bpon nefah T [ Total Row Last Column .
) Resize Table & Convert to Range Slicer - v Banded Rows () Banded Columns °
Properties Tols External Table Data Tabie Style Options v
F15 ~ S o173 ~
A D £ P G H | ) K L M N o P Q R s T U a
1 Adjusted Amount Bl status Bl Paid Dat
2 AliServices Barr, Char  3/15/2023 10044 LDF 48 $83.04 539.79 Paid 9/21/2023
3 AllServices Barr, Char  3/16/2023 10044 LDF 48 $83.04 $39.79 Paid 9/21/2023
4 AllServices Barr, Char  3/17/2023 10044 LDF 48 $83.04 $29.79 Paid 9/21/2023
5 AllServices Barr, Char  3/20/2023 10044 LDF 48 $83.04 $30.79 Paid 9/21/2023
6 All Services Barr, Char  3/21/2023 10044 LDF 48 58304 539.79 Paid 9/21/2023
7 AllServices Barr, Char  3/22/2023 10044 LDF 48 58304 $39.79 Paid 9/21/2023
8 Al services Barr, Char  3/23/2023 10044 LOF 48 58304 $39.79 Paid 9/21/2023
9 Al services Barr, Char  3/24/2023 10044 LDF 48 $83.04 $39.79 Paid 9/21/2023
10 Al Services Barr, Char  3/27/2023 10044 LOF 48 $83.04 $39.79 Paid 9/21/2023
11 Al Services Barr, Char  3/28/2023 10044 LDF 48 $83.04 539.79 Paid 9/21/2023
12 Al Services Barr, Char  3/29/2023 10044 LDF 48 $83.04 $39.79 Paid 9/21/2023
13 Al Services Barr, Char 3/30/2023 10044 LDF 48 $83.04 $39.79 Paid 9/21/2023
14 All Services Barr, Char  3/31/2023 10044 LDF 48 $83.04 $29.79 Paid 9/21/2023
15 Al Services Barr, Char  4/3/2023 10044 LDF . 48 $83.04 Paid 0/21/2023
16 Al Services Barr,Char  4/4/2023 10044 LOF 173 48 $83.04 Paid 9/21/2023
17 Al Services Barr,Char  4/5/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
18 Al Services Barr,Char  4/6/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
19 Al Services Barr,Char  4/7/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
20 Al Services Barr,Char  4/10/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
21 Al Services Barr, Char  4/11/2023 10044 LDF 171 48 $83.04 Paid 9/21/2023
22 Al Services Barr, Char  4/12/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
23 Al Services Barr, Char  4/13/2023 10044 LDF 171 48 $83.04 Paid 9/21/2023
24 Al Services Barr, Char  4/14/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
25 Al Services Barr, Char  4/17/2023 10044 LDF 173 48 $83.04 paid 9/21/2023
26 Al Services Barr, Char  4/18/2023 10044 LDF 173 48 58304 Paid 9/21/2023
27 Al Services Barr, Char  4/19/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
28 Al Services Barr, Char  4/20/2023 10044 LOF 173 48 $83.04 Paid 9/21/2023
29 Al Services Barr, Char  4/21/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
30 Al Services Barr, Char  4/24/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
31 Al Services Barr, Char  4/25/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
32 Al Services Barr, Char  4/26/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
33 Al Services Barr, Char  4/27/2023 10044 LDF 173 48 $83.04 Paid 0/21/2023
34 All Services Barr, Char  4/28/2023 10044 LDF 173 48 $83.04 Paid 9/21/2023
35 All Services Barr, Char  3/15/2023 10044 LT8 2049 2 $40.98 Paid 9/21/2023
36 Al Services Barr,Char  3/16/2023 10044 LTB 2049 2 sa098 Paid 9/21/2023
37 Al Services Barr, Char  3/17/2023 10044 LTB 2049 2 s4098 Paid 9/21/2023
38 Al Services Barr.Char  3/20/2023 10044 LTB 2049 2 s Paid 9/21/2023 v
< > LocalFundingClaimHistory_759919 + . »
Resdy Calulsie B T5 Accessibility: Good 1o go B M - ——8—+ 0%
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Saving Filters for Reports

As you use reports, there may find yourself reentering the same criteria every time. For those instances, you can save
your filters in those reports for future use.
Saving a Report Filter

Let’s use the Local Funding>Local Funding Claims History report as an example because this is a report you should be
running weekly.

P Britt = All Services Provider ~ = @ Ericksonski, Martia ~

Staff Reports

Local Funding

&  Incidents  Local Funding  PAWS
Incidents

Local Funding
Reports

Local Funding Authorizations

See an overview of authorizations, including amount used and amount remaining

Local Funding Claims History

See the local funding claims for an individual

When you select the report, you’ll see the basic criteria — Start Date, End Date, Clients, Services, Codes, Claim Status. In
terms of use, you’ll enter a time frame and the service codes you want.

For this example, we’ll use LDF: Adult Day Support — 15 Minute and LDF: Adult Day Support — Daily as our Codes. In the
real world, you can select whatever codes you may want to zero in on. For the Start Date and End Date, we could

manually set the filters to last week but if we want to save the filters, we would be better off using the relative date
Calendar.

Local Funding Claims History < Back to Report List
Start Date” End Date*
01/01/2023 12/31/2023 B
Clients Services
v Select option -
Codes Claim Status
LDF: Adult Day Support - 15 Minute % LDS: Adult Day Support - Daily - --- Select Status --- e
SUMMIT COUNTY BOARD OF DD QUESTIONS
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When you click on the Calendar icon, it opens the Choose a
Date Range window. Select the desired time period.

Current Week pulls this week’s dates starting on the
Sunday of that week.

Current Month pulls dates from the 1t day of the
current month to today’s date.

Current Quarter pulls from the beginning date of the
month of the quarter you’re in — quarters are from
January — March, April — May, June — August and
October — December.

Current Year pulls from January 1%t of the current year
to today’s date.

Last Week pulls last week’s dates starting on Sunday
and running through Saturday.

Last Month pulls dates from the 1%t day of the

previous month to the last day of the previous month.

Last Quarter pulls from the beginning date of the
month of the previous quarter you’re in — quarters
are from January — March, April — May, June — August
and October — December.

Last Year pulls from January 1%t of the previous year
to December 31% of the previous year.

Choose a Date Range

Today
Yesterday
Current Week
Current Month
Current Quarter
Current Year
Last Week

Last Month

Last Quarter

Last Year

Cancel

Once you have your report filters in place, click on the drop-down arrow next to Run Report and choose Save Filters.

P eritt

Staff

Incidents

Reports

= All Services Provider ~

Local Funding Claims History

Local Funding

Start Date™

01/01/2023

Clients

Codes

LDF: Adult Day Support - 15 Minute % LDS: Adult Day Support - Daly

End Date”

12/31/2023

Services

Select option

Claim Status

Select Status

®  Ericksonski, Martia ~

< Back to Report List

&

Download Word
Download Excel

Download CSV

Save Filters

SUMMIT COUNTY BOARD OF DD
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When the Create a Reusable Set of Filters window opens, enter a Name for your saved filter. Click Save Filters.

Create a Reusable Set of Filters X

Name:*

Current Year - LDF and LDSJ ‘

Save Filters

You’ll get confirmation that your filter has been successfully saved.

P Britt = All Services Provider = - ] Ericksonski, Martia ~

Staff Local Funding Claims History < Back to Report List

Local Funding
Successfully saved filters!

Incidents

Saved Filters

Reports
--- Select a Saved Filter --- v
Start Date* End Date* n
09/25/2023 09/25/2023
Clients Services
d Select option -
Codes Claim Status
Select option - Select Status ~
SUMMIT COUNTY BOARD OF DD QUESTIONS
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Using a Saved Filter

To use a filter you've saved, open the report you saved the filter in. You’ll see a new filter at the top of the report titled
Saved Filters.

Local Funding Claims History

< Back to Report List
Saved Filters

--- Select a Saved Filter ---

Start Date* End Date* D
09/25/2023 09/25/2023 @
Clients Services
N Select option a
Codes Claim Status
Select option

--- Select Status ---

Click on the drop-down arrow for Saved Filters and choose the filter from the list.

Local Funding Claims History

< Back to Report List
Saved Filters

--- Select a Saved Filter ---

--- Select a Saved Filter ---
09/25/2023 &

09/25/2023
Clients Services
You can now click Run Report to execute the report with your saved filter.
Local Funding Claims History < Back to Report List
Saved Filters
Current Year - LDF and LDS > ﬂ
Start Date* End Date* n
01/01/2023 12/31/2023
Clients Services
v Select option M
Codes Claim Status
LDF: Adult Day Support - 15 Minute % LDS: Adult Day Support - Daily - --- Select Status --—- ~
SUMMIT COUNTY BOARD OF DD QUESTIONS
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Removing a Saved Filter

If you’ve created a saved filter that you would like to remove, simply select it from the drop-down list and then click on
the red Trash icon.

Local Funding Claims History

< Back to Report List
Saved Filters
Current Year - LDF and LDS B
Start Date* End Date* n
01/01/2023 12/31/2023
Clients Services
v Select option
Codes

Claim Status
LDF: Adult Day Support - 15 Minute  x  LDS: Adult Day Support - Daily  x

--- Select Status ---

You’ll get confirmation that the saved filter has been deleted.

Local Funding Claims History <Back to Report List
Successfully deleted saved filters!
Start Date* End Date* u
09/25/2023 B 09/25/2023
Clients Services
v Select option -
Codes Claim Status
Select option - --- Select Status --- ~
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Recommended Reports for Providers

While we’re sure this list will grow, here’s a listing of the recommended reports for Providers to use in Brittco. Feel free
to make these Favorites by clicking on the Star icon next to the report names.

Local Funding Reports

Report Name Description

Local Funding Authorizations Displays an overview of authorizations including the amounts used and
remaining. Criteria includes dates, clients, birthdates, services, codes, acuity
and payment status.

Local Funding Claims History Provides the list of local funding claims by client served. Criteria includes dates,
clients, services, codes and claim status.

Local Funding Entries by Providers Displays a listing of claims by client served, code, units, rate, amount, paid
amount, paid date and invoice number. Criteria includes dates, clients,
services, codes, payment status, invoice number and paid dates.

Local Funding Invoice Summary by Displays any invoice. Criteria is the invoice number.
Client

Local Funding Plans Provides the details on locally funded plans including what services have been
authorized for the provider including start and end dates. Criteria includes the
calendar year and the clients.

Local Funding Utilization Displays the units and dollars remaining per authorization. Criteria includes
dates, clients, services, codes, payment status and summary or full detail.

PAWS Reports

Report Name Description

PAWS Authorizations Lists descriptive information from DODD including resident number, client,
Medicaid number, plan year start and end, funding sources, match source, and
version as well as services start and end dates, max units and fiscal year
amounts.
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