1.4






Contents

Introduction 3
Typographical CONVENLIONS. .........ccuveriieieeieiiereesteesteeteestesteesteesseeseesesseesseesseesseassesssesssesseesseessenssesssesseessens 4
Installing NAPIS SRT 6
System Requirements 13
Working in NAPIS SRT 15
StArt AN LOZ IN ..ottt et h ettt et e e e bbbt e bt e ee et saee 15
SWILCHING DAADASES ......veevveiiieitieitieie ettt e ette st et e et e e aesaesteesseeseesseesseesseessesseesseesseassesssaseesseensesssesssesses 16

DAt TTEE ...ttt ettt b et et et s he e bbbt e e e et b e b bt e b et eae 17
IMETIUS ...ttt et et et bt bbbt e e se e s bbbt et et s he e e bt e bt et ee e et a e bt e b e e bt et eaeenaee 18
TOOIDATS ...ttt bbbttt et b e s bbbt ea et et et se bbbt et et b e bbbt eas et eten 18
KeYD0Ard SROTECULS ......c.eieeieiieiieieee ettt ettt e st e st e ss e et esaeeaeesseessaenseenseesaenseenseensesnsesnns 19

| AoV € Ta B3 (TS, 1RSSR 20
FOrmatting COIUMINS ........coiiiiiiiieiieie ettt ettt ettt e bt et e et e et eeaeesae e teen e eneeeseenseeseenneeneeenes 20
Changing the Column OTdET..........c.oeiuieiieiieiieieee ettt ettt ae e snee s e saeeeeens 21

Add or Remove Columns fTom VIBW .........cceiiiiiiiieieieieie ettt 22

Changing List SCreen SOrt OIdeT........c.oeiiiiiiieieeeie ettt ese et e e e e aens 22

EXItING NAPIS SRT ...ttt et b et et et e e bt bt e bt e st ens e e e beebesbeeseeneenseneeneas 23
Using NAPIS SRT 25
Creating @ NEW SPR ..ottt et e st et et e e st e e sae s e e seeseeseenneenes 26
Copying Report ACCOMPIISIMENTS .........ccieiieiieiieiicieeeee ettt aeeaeeneeees 27

R T Yol 2] 0101 o 1SS RRR 28
S 10 A D L 5 o SRR 29
Moving through @ REPOTT ......cc.oeiiiiiiie ettt ens 30

Entering Data iNt0 CeILS ........couiiiiiiiiieieieee ettt be bt een 31

VEIEYING DALA ...ttt ettt e at e sh et e et et e e et e enbesatesaeesbeenaeenteens 33
VETfYING @ SHEET....c..iiuiieieiieeeee ettt st ettt a et e et aeebe st enseneeneas 34

VErifyiNg @ REPOTT....cccviiiieiiciieiieitiectieie ettt ettt et e st s et e be et e esbeesbestaesseesseessesssesssesseesseenseensenns 35

COITECHNG EITOTS .....viiiviiiiiieieciieeieeit ettt ettt et et e e e st e ste e teesseesseesbeesaessaesaesseensesssesssesseenseenseans 38

PrINTING EITOTS ..ottt ettt ettt et e et et e e beessaesbessaesssessaesseensesssesseesseenseensenns 38

VIEWING REPOTt PrOPEITIES. . .cuieiieiieiiieiieiieiieie ettt ettt ettt e st et et e et e ssaesseenseensesnsessnesneesseeseansenns 39

LY (114 Fegl ) T ) 1SS R R 40
IMPOTTING REPOILS ...ttt ettt et et et e et et e bt e seesaesaeesseesseesseensesssanssessaenseeseensennsennns 40
EXPOTTING REPOTLS ...ttt ettt ettt ettt s et et e et e et e e et e saeeteeneeeneesseenbeeseenseeneeenes 43
EXPOTTING @ SHEEL .....eoeieiiee ettt ettt et ettt e st e st eteebe e e sneesseesseenseeneeens 44

Exporting a Signed (Verified) RePOrt.......cooouiiiiiiiiiiiei et 45

Printing REPOTTS ...ueiiieiietieieet ettt ettt et st s ae et e bt et e bt e s b e e b e ebeeneesaeesae 47

Printing @ SREET......co.oiiuiiieie ettt sttt et et st e e et en 48



ii Contents

Printing Selected SREETS ........ccuiiiiiieiieeee ettt ettt sae e en 49

Printing an Entire REPOIT........c.ooiiiiiiiieieeee ettt et s 50
Administering NAPIS SRT 53
SIMPIE BACKUP ... eetiiiieieeie ettt ettt ste et e esbeesaeeseesaeesseesseesseesseessaesaesseessaenseensennsenses 53
CustomizZiNg Verify OPtIONS........ccveruieriieiieiiestieiietieteseesteesteeseeteseeesseesseesseessesssessaessaessesssesseesseessesssesses 54
Changing RePOTt COLOTS ......ccuueiuieriieieiiesiestestt et eete et et eteetesetesstesseesseesseeseesseenseenseensesssessaenseeseensennsennns 55
Glossary of Terms 57
Index 59




Introduction

The National Association of State Units on Aging (NASUA), with funding
from the Administration on Aging (AoA), has engaged Synergy Software
Technologies Inc. to develop a software reporting structure for the State
Program Report (SPR) section of the National Aging Program Information
System (NAPIS).

This effort was initiated to accomplish three primary tasks:

1. Reduce SUA reporting burden, i.e., client detail information, system edits,
validity checks, and requirements for transmission.

2. Incorporate required information regarding the National Family Caregiver
Support Program.

3. Comply with Office of Management and Budget (OMB) reporting
requirements regarding reporting classifications, e.g., race and ethnicity.

The resulting system is the NAPIS State Reporting Tool (NAPIS SRT). The
NAPIS SRT will help State Units on Aging to create, edit and validate SPRs
and to create transmission files for submitting data to the AoA. Through this
project, the NAPIS SRT will be provided to all State Units on Aging free of
charge for use in either a hosted, web based, or locally installed model.
Training on use of the system will also be provided to SUAs as part of this
project.

About NAPIS SRT

NAPIS SRT offers several features that make preparing a State Program
Report (SPR) faster and easier.

= XML and DBF import - many database systems can export to XML and
DBF files. Import files destined for NAPIS SRT need to conform to the
appropriate schemas supplied by the AoA.

= (lean and efficient spreadsheets for report data entry. The data entry
spreadsheets are based directly off of the paper based SPR.

= Error correcting tools - NAPIS SRT offers several tools to help you clean
up data for export.

=  Flexible print options - you can print out one or more sheets of the report
or the whole report quickly and easily.

= Straight forward export - NAPIS SRT creates export files ready for
transmission using simple procedures.



4

NAPIS State Reporting Tool User's Guide

About the Documentation

The goal of the documentation is to describe the procedures and provide any
extra information you will need to use the program. In the case of the printed
manual, the documentation was not meant to be read cover to cover. If you
are comfortable using the Windows® operating system, skip to Using
NAPIS SRT (on page 25) for an outline of how to use the software.

Documentation Sections

Installing NAPIS SRT (on page 6) - step by step instructions on how to
install NAPIS SRT.

Working in NAPIS SRT (on page 15) - for the novice computer user.
Working in NAPIS SRT describes the parts of the screen and explains how to
use screen features.

Using NAPIS SRT (on page 25) - step by step procedures used to get your
data ready for transmission. The first part of the section outlines the process
of using the program.

Administering NAPIS SRT (on page 53) - describes way to customize the
program and how to do a simple backup of program data.

We are always looking to make our documentation better. Please contact
Synergy Software support (email: info@synergysw.com or phone: (802)
878-8514) if you find any errors or have any comments or suggestions.

Typographical Conventions

Before you start using this guide, it is important to understand the terms and
typographical conventions used in the documentation.

For more information on specialized terms used in the documentation, see the
Glossary at the end of this document.

The following kinds of formatting in the text identify special information.

Formatting convention Type of Information

Triangular Bullet(>) Step-by-step procedures. You can follow these
instructions to complete a specific task.

Special Bold Items you must select, such as menu options,
command buttons, or items in a list.
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Emphasis

CAPITALS

KEY+KEY

Use to emphasize the importance of a point or for
variable expressions such as parameters.

Names of keys on the keyboard. for example,
SHIFT, CTRL, or ALT.

Key combinations for which the user must press and
hold down one key and then press another, for
example, CTRL+P, or ALT+F4.
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Installing NAPIS SRT

Installing NAPIS SRT is similar to installing most Windows® based
programs. If you decide that you don't want to install NAPIS SRT, click the
Cancel button at any time during the process.

Please check the System Requirements (on page 13) to make sure your
computer meets the minimum hardware specifications before installing the
program.

> To install NAPIS SRT

1
2

7

Quit any open or running programs.

Insert the NAPIS SRT CD into the CD-ROM drive. Proceed with step 6
if the CD runs automatically. Ifit does not run, go to step 3.

On the Windows® desktop, double-click My Computer.

Browse to the location where you downloaded the file or to your
computer's CD drive.

Double-click on Setup.exe (The file may just say Setup, depending on
your view in Windows Explorer.)

Your computer should display the Welcome screen.

42 welcome |

Welcome to MAPIS SET Setup program. This
program will inztall MAFIS SRT on your computer.
g

It iz gtrongly recommended that you exit all Windows programs
befare running this Setup Program.

Click Cancel to quit Setup and cloze any prograns pou have
unning.  Click Hext bo continue with the Setup program .

Wi RMING: Thiz program iz protected by copuright law and
international treaties.

Unautharized repraduction or distribution of this program, or any
portion of it, may rezult in zevere civil and criminal penalties,
and will be prozecuted to the maximum extent possible under
law,

Cancel |

Click Next>.
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8 Read through the license agreement and then click | accept the license
agreement.

Thiz product was supported, in part, by a grant, Mo, 90-4M- ;I
2666, fram the U5, Administration on Aging. Grantees
undertaking projects under government sponzorship are
encolraged to express freely their findings and conclusions.
Foints of view or opinions do not, therefore, necessarily

reprezent official Administration an Aging policy.

{* | accept the license agresment

| do nat accept the license agreement

< Back

9 Click Next>.

10 Enter your name and the name of your organization on the Registration
Information screen.

Get Registration Information ll

Pleaze enter the name and company of the registered owner of
MAPIS SAT into the fields below, Al fields must be filled in to
proceed.

Mame;
IMarinrie Doe

Carnpany:
IEooksey Agency

< Back I Ment » I Cancel

11 Click Next>.

12 Choose a directory for the program. The default install directory is
NAPIS SRT in the Program Files directory on the machine running the
install program. (C:\Program Files\NAPIS SRT)
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Depending on the software policies of your organization, you may need
to install NAPIS SRT on a shared server. Please check with your system
administrator for guidance.

To install NAPIS SRT in a different directory, click Browse....

;"3- Choose Destination Location ll

Setup will inztall MAPIS SRT in the follawing folder.

Tainztall into a different folder, click Browse, and select
another folder.

ou can chooge not to ingtall MARIS SRT by clicking Cancel to
exit Setup.

" Destination Folder

C:\Program FilesHAPIS SRT Browse. .. |

< Back

Cancel |

13 When the Destination Folder is correct, click Next>.

14 Choose whether or not you wish to backup files to allow for an
installation roll-back. By selecting Yes, the install program backs up
DLLs and any other components of the operating system that the program
installation will change. A roll-back allows you to restore the operating
system to its state previous to installing NAPIS SRT.

Make any changes as necessary to the Backup File Destination Directory
by clicking Browse....
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If you are unsure about roll-back, leave the default settings.

Backup Replaced Files |

Thiz installation program can create backup copies of all files
replaced during the inztallation. These files will be uged when
the software iz uninstalled and a rollback iz requested. |f
backup copies are not created, you will only be able to uningtall
the software and not rall the system back to a previous state.
Do pou veant to create backups of the replaced files?

f* Yes
" Mo

Pleaze zelect the directory where the replaced files will be
copied.

"Backup File Destination Directarny

C:AProgram Files\HAPIS SRTYBACELIP Browse... |

< Back

Cancel |

15 Click Next>.

16 Choose the Program Manager group where the install program will place
the NAPIS SRT icon. The Program Manager is the set of menus you see
when you select Start->Programs or Start->All Programs in Windows®.
Leave the default if you don't have a preference.

Select Program Manager Group ll

Enter the name of the Program Manager group ta add NAPIS
SRT icons to:

MAFIS SRT

Acceszones -
Adminiztrative Tools

Arachnophilia

Author T %4

Calendar Creator 8.0 Deluxe

CMS Biller

Creative Wonders

Databaze Estractor

Dell Accessonies

e+ 48U

Financial Progs

Games

|BM A5400 Client Access Express

Infogrames LI

< Back

17 Click Next>.
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18 Select if the menu icons you chose in the previous step will be available
to just your Windows login or to all people who log into the computer.
This option only appears in Windows NT/2000 or Windows XP
machines.

Select Program Group Option ll

Setup will add a zubmenu ta the Start menw. Select whether
wou would like this group available to all users or the curent
Lzer ohly.

WWhat type of zubmenu do you want?

' Submenu available to all users

™ Submenu available to the curent user only

< Back

Cancel |

19 Click Next>.

20 The installation program can create an NAPIS SRT icon on your desktop.
Choose Yes, create a shortcut... to give yourself quick access to the
program. You can always access NAPIS SRT through the Start menu in
Windows®.

Icons Creation x|

Setup can create a zhorteut on wour deskiop for NAPIS SRT.

Do you want & shortout ingtalled on wour deskbop?

{* “Yes, create a shortcut on the desktop

" Mo, do not create a desktop shortcut

< Back Cancel

21 Click Next>.
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22 Click the <Back button to make any changes to the installation settings.
Click Next> to begin the install.

+2 Start Installation =

You are now ready to install MAPIS SAT.

Press the Mest button to begin the installation or the Back
button ta reenter the installation information.

Cancel |

23 The installation program will start copying files to the appropriate
directory and make changes to your computer's settings. Please wait
while the installation program runs.

x|
&

& O

— Current File

Copying file:
C:h WAkY~1 PERSLOCALS 15T empiCry1 0. msi

— Al Files

Time Remaining 0 minutez 16 seconds

< Bach: | HiEst > | Cancel I
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24 When the installation program finishes, you have the option of reviewing
the release notes. Check the View Release Notes box to kick off a web

browser that will display the release notes. To exit the installation, click
Finish.

;'1 Installation Complete x|

HAPIS SRT haz been succeszsfully ingtalled,

Prezs the Finish button to et this inztallation.

< Barck I Finigh > I Cancel |

25 You will not need to reboot your computer. NAPIS SRT is ready to go!
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System Requirements

The system requirements for NAPIS SRT are similar to the OmniaSystem®
offered by Synergy Software.

System Requirements for NAPIS State Reporting Tool for Windows
98/Me/2000/XP:

= 256 MB available memory

» 400 MHz Pentium class III processor or better

= Display resolution of 800x600 or higher

»  Microsoft Internet Explorer 5.5 or later with 128-bit encryption
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Working in NAPIS SRT

Working in NAPIS SRT describes screen features and basic procedures,
including starting and exiting the program.

If you are comfortable using Windows® based programs, you will probably
want to skip most of this section. You maybe interested in the information in
Formatting Columns (on page 20) which describes ways to customize the
main list screen in NAPIS SRT.

If you are not confident in using Windows or are new to using a computer,
read through most of this section. It should help you better understand how to
work in NAPIS SRT.

Using NAPIS SRT (on page 25) contains step by step procedures on how to
create, edit, and export program reports.

Start and Log In

> To start and log into NAPIS SRT

1 Double-click on the NAPIS SRT . desktop icon.

-OR- From the Windows Start menu, select Programs (or All Programs in
Windows XP), NAPIS SRT, and then the NAPIS SRT icon.
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2

3

4

Your computer will display a screen with program information and then
the NAPIS SRT Log In screen.

“fLog In ' e

[=] MAPIS SRT
Database Ci\Program Files\MAPIS SRTYWMAPISSRT . mdb J
System Database  (C\Program Files\MAFIS SRTIMARISSRT. mdw

This product
AFM
PTS
o4 I Zancel
This product was SUpported, i part, by a grant, Mo, S0-Am- , Tromm Ehe O, o, Adrmimistraton
on Aging.

If necessary, change the Database and System Database files. To change
a file, highlight either the Database or System Database row. Click the

Browse [ | button. Navigate to the correct file and click Open. If you are
unsure about which files to use, leave the default.

Click OK to start the program.

Switching Databases

You can switch to another NAPIS SRT database without exiting the program.

> To switch to a different database without closing NAPIS SRT

1
2

o G A~ W

From the File menu, select Log In....

To change the Database file, highlight the Database row. The Database
file stores the data and settings for your organization's SPRs. A valid
database filename ends in .mbd.

Click Browse /.
Navigate to the appropriate file.
Click Open.

To change the System Database, highlight the System Database row. The
System Database stores important settings about the NAPIS SRT
program, but not the actual data. A valid System Database file ends in
.mdw.

Click Browse L.
Navigate to the appropriate file.
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9 Click Open.

10 Click OK in the Log In screen to access the new database.

Data Tree

To see the data "tree”,
imagine the upper left most
node as the "root," with the
"branches" (other nodes)
extending off and to the
right of the "root."

NAPIS SRT displays the structure of a program report in a Data Tree. Data
trees organize the screen to make it easier to locate and enter information.

In a data tree, individual sheets are grouped together under a section heading.
Each heading is called a "node." Tree nodes can be "expanded" to display all
the fields under them, or they can be "collapsed" to hide the fields from view.

“* NAPIS SRT - [PA Department of Aging [10/1/2003-9/30/2004] - Repork] =13l x|
[l Eile Edit Yiew Report Tncls indow Help =1 ﬂ|
Reports | %Ontmns ‘
J Properties | & save
J ﬁ Previous * Mext

= Saue.and Close | éPrint Active Sheet '| [ verify Shest VeriFy Report | 0 Show Errors @Description |
DNOdeis' in g Al || D Gobostreet

ata Tree v
- " 2003-9/30,/2004] - Report

| [SECTION I. Elderly Clients and Caregivers
A. Elderly Client Counts

Total
Congregate Meals 1. Unduplicated Count of Persans Served For Registered Services 71
# [ Mutrition Counseling A

»
13 Assisted Transpartation Data Entry ounk of Persons Served For 1,376
- [ Section 1.C . Sheets rted by the OAA Title 11T
- [ Section LD ,Mcated Count of Persons Served Through 1,447
o [ Total Cluster, 5 Services Supported by Q& Title I

[ Chore /

D Case Management
O Personal Care
[ Home Delivered Meals
[ Homemaker
<o [ edule Day Care/Health
- [ Section LE
-] Section LF
= [ section It
m Section ILA (Required)
m Section IL.B {Required)
m Section IL.C {Required)
m Section ILD (Required)
[ section 11.E
= O3 section mmr

< |

‘ |C:\ngram FilesiMAPIS SRTIMAPISSRT . mdb Y

s

To expand a node, use your mouse to click on the plus sign # located to the
left of the node. Notice that the plus sign that was just expanded has been
replaced by a minus sign = . To collapse the node, click on the minus sign.
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Menus

The NAPIS SRT menus are located directly below the NAPIS SRT title bar.
Menus give you access to all functions of the program. NAPIS SRT contains
these menus: File, Edit, View, Tools, Window, and Help. Other menus, such as
Report, appear as you access different areas of the program.

5 NAPIS SRT - [¥ermont [6,/1,/2004-11/19,/2004 F:47:05 AM] - Repork]
I Bl File Edit “iew Repaort
‘ B ':ﬁ Log In..

‘ ‘ E Save Report

E Save and Close
|«

nd Al == Collapse all | [; 50 bo Sheet

Erink k

'P.:

_____ " Report Properties F

X Clase Report A. Elderly Client Counts

1/19/2004 7:47:05 AM] - Report

-+
e and Close | % Print Ackive Sheet *| [A Werify Werify .ﬂ.II{

_‘_,f'\ ,

Exit enks (Cluske

S —
» i .i.ﬂ&=gm~‘,_._..

Toolbars

NAPIS SRT contains contextual foolbars that appear below the program

Menus. A toolbar is a row of screen buttons that allow you to quickly access
program functions.

" NAPIS SRT - [Reports]

I File Edit Wiew Tools windomw Help
I Reports |'}§'Optiorf!'

7 Mew [ Edit B pelete Pmy |§Print |.E1mpnrt E;Export | % Refresh
Reports

State Uit state D

B Calfornia Department o.

[ califarria Department a.. C.D. 2004 010152003 DIISIIZDM
[ california Department o, €A 2004 090120 09 004
"'} ISR R ST g e ( ﬂ“ ’ f -

Toolbars

Undupllcated Cu:uunt of F'ers;rns Served For F'ﬁpl)
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The buttons or icons that appear in the toolbars depend on the area currently
open in NAPIS SRT. Ifyou would like more information about a button in
the toolbar, hover your mouse over the icon. After a few seconds, you will
see the icon label appear in a yellow box.

Keyboard Shortcuts

NAPIS SRT offers several ways to use the keyboard instead of the mouse.

Moving Between Fields

Use the UP ARROW and DOWN ARROW on the keyboard to move
between fields. The ENTER key moves you to the next field.

Shortcut/CTRL Keys

Some frequently used NAPIS SRT menu options have shortcut keys, which
are displayed to the right of the option. These shortcut keys can be used to
access a function without having to open a menu. For instance, under the File
menu, the Save option shows the shortcut key "CTRL+S." To save without
using the mouse, hold down the CTRL key while pressing "S."

ALT Keys

All menus and option buttons in NAPIS SRT have labels with one letter
underlined. If the ALT key is pressed in combination with the underlined
letter, the effect is the same as clicking on the menu or button with the
mouse. For example, the File menu can be opened by holding down the ALT
key while typing an "F." Use ESC for Cancel and Close.



20 NAPIS State Reporting Tool User's Guide

List or Grid Screens

NAPIS SRT displays program reports in a List Screen. List Screens, also
known as Grids, display several records in a list, similar to a spreadsheet.
Each row contains one record. Columns divide each row, listing key
information about each record. To open the record, double click on the row
of the entry.

Sorting Information

You can sort the records in a list screen by clicking the column headings.
Click once on the appropriate column heading. The records will sort
themselves by the data that appears in the column. The program will sort in
ascending order by default. Click one more time on the same column heading
to sort the information in descending order.

Refreshing List Screens

Most list screens have a Refresh E button. As you add or edit records, the
records displayed by a list screen may not reflect the most recent changes to
the database. When you click Refresh, NAPIS SRT will update the list
screen with current data.

Customizing List Screens

NAPIS SRT also gives you options to customize the columns displayed on
the screen - see Formatting Columns (on page 20) for more information.

Formatting Columns

NAPIS SRT allows you to format the columns of the Report list (grid)
screen. You can change the size and number of columns in view, the sort
order of the data, and the order of the columns themselves.

> To adjust column widths
1 Hover the mouse over the right border of a column heading.

2  When the pointer becomes a double-headed arrow, click and hold down
the mouse button.

3 Drag the column border to the left or right.
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4 Let go of the mouse button.

> To adjust the column to fit the column contents

1

Double-click the right border of the column heading.

Changing the Column Order

> To change the column order of a list screen

1

In a list screen, click on the title of a column you need to move. Hold the
mouse button down.

Move the mouse left or right as needed. NAPIS SRT will display a grey
line, showing you where the column will appear.

Let go of the mouse button. The column should appear in the new
location.

OR

In the list screen, right-click (use the alternate mouse button).

In the menu that appears, select Format Columns....

-OR- From the View menu, choose Format Columns....

Format Columns x|

Current Columns:

2 | state Unit
State ID
Fiscal Year

Cre: Tine |
Update Date|Time
Fiscal Year Stark Month
Commenks From Date
= Tao Date

Verified?

<

il bl

Down

Ascending | Descending |

QK I Cancel | Reset |

In the Format Columns screen, highlight the column you wish to move in
the Current Columns box.

Click the Up or Down buttons as needed. The top of the list corresponds
to the left side of the screen.

Click OK.
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Add or Remove Columns from View

» To add or remove a column from a list screen
1 In the list screen, right-click (click with the alternate mouse button).

2 In the menu that appears, select Format Columns....

-OR- From the View menu, select Format Columns....

3 Inthe Format Columns screen, highlight the column you wish to have
appear in the Available Columns box. If you wish to remove columns
from view, highlight one or more columns in the Current Columns box.

Format Columns x|

Available Columns: Current Columns:
<t Date{Tine ] £ state Unit
Update Date/Time State ID
Fiscal Year Start Manth Fiscal Year
Conmments From Date
To Date
WVerified?

Dawn

Ascending | Descending |

0k kELE

K Cancel | Reset |

4 Click on the right arrow if you are adding a column. Click on the left
arrow if you are removing a column. The double arrows will add (right)
or remove (left) all columns.

5 Click OK.

Changing List Screen Sort Order
You can easily change the order of the data that appears on a list screen.

> To change the sorting of a list screen

1 Click once on the appropriate column heading. Examples: State Unit,
Fiscal Year. The records will sort themselves in ascending order by the
data in the column.

2 Click one more time on the same column heading to sort the information
in descending order.
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Exiting NAPIS SRT

> To exit NAPIS SRT

1 From the File menu, choose Exit.

OR

1 Click on the X in the upper right most corner.

OR
1 ALT+F+X
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Using NAPIS SRT

Using NAPIS SRT outlines the individual procedures used to create a
transmission file. The checklist below describes the general process you will
go through to get your data ready for transmission.

NAPIS SRT Checklist

1

Import an XML or DBF file (see "Importing Reports" on page 40) or
spend time Creating a New SPR (on page 26).

2 Edit the SPR (sce "Editing Reports" on page 28) as needed to clean up
data.

3 Verify the data - sheet by sheet (see "Verifying a Sheet" on page 34) or
the whole report (see "Correcting Errors" on page 38).

4 Correct any errors (see "Correcting Errors" on page 38) that the program
has found. NAPIS SRT offers several error correction features, including
the ability to print parts or all of the SPR. (see "Printing Reports" on
page 47)

Re-verify the report (see "Verifying a Report" on page 35).
Export the report (see "Exporting a Signed (Verified) Report" on page
45) to create a signed file (package) ready for transmission.
-loix|
E\|E Edit Yiew Tools ‘Window Help ;Iiliﬂ

Repotts ‘ 3% Cptions |

ﬁ Tew E Edit Delete | [ Werify Repart Print Impart Export | 6 Refresh
|

State Linit State 1D Fiscal Year | From Date | To Date: Wetified?

[ Mew York State Offic ... 2005 01/01/1980 12/31/2099 [m]
[ Mew York State OFfice f... Ky 2005 01/01/1980 12/31{2099 O
[ Mews York State Office F... WY 2005 01/01/1980 12}31/2099 [m]
[ Mew vork State OFfice f... Y 2005 10/01/2005 09/30{2006
[ Mew York State Offics ... 2005 10/01/2005  09/30/2006 [m]

]

[

& Items, 1 Selected

C:\Program Files\NAPIS SRT\MAPISSRT mdb v
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Creating a New SPR

If you import from XML or DBF files (see "Importing Reports" on page 40),
NAPIS SRT creates the new SPRs automatically.

» To create a new state program report
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Click New E on the toolbar.

Enter the name of your State's Unit. Select your state's abbreviation under
State ID.

x

Skate Lnit Yermant|

Skate ID T

Mote: Federal fiscal year is October through September (1071 o 99307,
Fiscal ¥ear Skart Month | October

Fiscal Year 2005

From Date 104012004
To Date 09/30/2005
Camments

Ik Zancel

4 Enter the Fiscal Year Start Month, Fiscal Year, the From and To Date of
the report and any Comments. You can view any of these items later on

The From and To dates through Properties in the Report Data Entry screen (see "Deleting
need to be 10/01 and Reports" on page 40).

09/30, m_atchlng the Click OK.

Federal fiscal year, to

create a Verified report. 6 NAPIS SRT will bring you to the Report Data Entry screen.

Begin data entry as outlined in Report Data Entry.

8 Asyou work, click Save E periodically. Click Save and Close E to
close the report.
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Copying Report
Accomplishments

The From and To dates
need to be 10/01 and
09/30 , matching the
Federal fiscal year, to
create a Verified report.

NAPIS SRT can copy Developmental Accomplishments in Sections [V.A
and I'V.B from an existing report into a new one.

To copy report accomplishments from an existing report

1

© 00 N O

Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you wish to copy accomplishments from.

Click New E on the toolbar.

Enter the name of the State Unit. Select your state's abbreviation under
State ID.

B New Report ll
Skate Unit Vermonk
Skate ID VT

Mote: Federal Fiscal Year is October through September (10/1 ko 930),
Fiscal Year Skart Month  October

Fiscal Year 2005
From Date 10/01/2004
To Date 09/30/2005

Comments

Copy Accomplishments?

Cancel

Enter the Fiscal Year Start Month, Fiscal Year, the From and To Date of
the report and any Comments. You can view any of these items later on
through Properties in the Report Data Entry screen (see "Deleting
Reports" on page 40).

Select Yes in Copy Accomplishments?

Click OK.

NAPIS SRT will bring you to the Report Data Entry screen.
Begin data entry as outlined in Report Data Entry.

10 As you work, click Save @ periodically. Click Save and Close E to

close the report.
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Editing Reports

If you edit a report that has been Verified, you'll need to re-verify the report
(see "Verifying a Report" on page 35) after saving your changes.

» To edit an existing report

1

Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight a report you want to edit.

Click Edit @ on the toolbar.

NAPIS SRT will bring you to the Report Data Entry screen.
Begin data entry as outlined in Report Data Entry.

As you work, click Save E periodically. Click Save and Close E to

close the report.
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Report Data Entry

NAPIS SRT uses clean, efficient spreadsheets for most of the data entry into
an SPR. The look of the sheets is based on the paper SPR used to gather and
report data. The spreadsheets are organized by the Title and Section.

Using the Report Data Entry Screen

To begin data entry, click on the plus sign # next to an appropriate section in
the Navigation pane. You cannot enter data into most Section Headings.
They are there to organize the data entry sheets within the report and display
your progress. A check mark means the section has been verified. Lines in a
section heading icon means that you've made changes that have not been
saved. A blank icon indicates that either the section has not been entered or
all changes to that section have been saved, but not verified. You will see a
lock icon on the required sections that must be filled out and verified to
create a verified report.

Each section contains one or more sheets, based on the paper version of the
SPR. You enter data directly into these sheets. After highlighting an
appropriate sheet, NAPIS SRT will display it in the Work pane. Highlight a
Data Entry Cell. Use your keyboard to enter the number or text. Use the
ENTER key or the RIGHT arrow to move onto the next cell.

PA Depa ent of Aging [ 10 003-9,/30/200 Reno i = |

[ Fie Edt Yiew Report Tooks Window Help 1=
D reports | 33 options Report Data Entry Screen

J Propetties | Il save [ Save and Close | S} Print: Active Sheet '| [ werify Shest Warify Report ‘ €3 show Errors € Description |
e &2 | [ 5ot Sheet
e ol -0 /30,/2004] - Report
(Indicate Progress) : L
Iderly Clients and Caregivers

‘, Clients Mceiving Registere:
al With Income N
Below Poverty \ 60-74
Vd 741 | N
7/ [ 70 \ 24 N\ 0
/s \ 2
Female 50 19 20
Male 24 7 10
Gender Missing 0 1] a
A Rural Clients 30 12 11
D fomemaker Rural Missing wor‘k Pﬂl‘le 0 0 0
Powerty Missing 18 ]
- - Live Alone 28 11 10: %
Navigation Pane I 4 | Ly—'
Sheet | Description |
o[ Case Management Section 1B - Total Registered Clients (Clusters 1 and 2)  [Total Clients - Tatal] must be greater than or equal k...
<[ Personal Care Section 1B - Total Registered Clients (Clusters 1 and 2)  [Total Clients - All Clients For Registered Services] mu...
. Home Delivered Meals
-+ [ Homemaker
- adult Day CarefHealth Errors PCII’IE
[0 Section LE
[ Section LF hd
0000 | D

‘2 errors, |C:\ngram Files\NAPIS SRTYMAPISSRT. mdb >
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Most of the sheets are

organized with the Total After verifying the data, (see "Verifying Data" on page 33) NAPIS SRT will

column on the left with display any errors in the Errors pane in the lower right. Use the Show Errors
overall Totals in the upper

left. If you are used to @ button on the toolbar to bring the Errors pane in and out of view. To see
seeing number totals in the
lower right, pay attention to
the reversal of the total
locations.

Moving through a Report

an entire error description, highlight the error and click Description @ on
the toolbar.

The SPR has many sections and subsections. NAPIS SRT offers multiple
tools to move through an SPR as efficiently as possible.

Navigation Toolbar

NAPIS SRT displays the Mavigation toolbar just above the Navigation and
Work panes in the Report Data Entry screen.

Werify F'.Ilj

&

J 4= Previous = Mext | ws
— e —_ ‘J. " : . I..l - I.-IHHHH ...—..I-.l..—- III-'IIEDDS] -~
= B Section I a | ISECTION I. Elderly Clients and Caregive

i oo [ Section 1A B. General Characteristics of Elderly Elifia
R - TR S BT || I

wra B
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From left to right, here are the functions of the Mavigation toolbar:

= Previous - goes to the previous sheet in the section.

= Next - goes to the next sheet in the section.

= Expand All - expands all sections so you can see all sheets.

= Collapse All - display just the sections in the Navigation pane.

= Go To Sheet - highlight an error and go to the appropriate sheet causing
the error. (Works only after you've tried to verify data. (see "Verifying
Data" on page 33))

Tips for using the Navigation pane

= Click on the plus signs # to expand Section Headings to see data entry
sheets.

»  When you enter data into a sheet, you will see that the sheet and section
icons have changed to indicate you've made unsaved changes.

= After a sheet has been successfully verified the sheet icon will change to
a checked icon. After all the sheets in a section have been verified, the
section icon will also change to a checked icon.

Properties ‘ H Save H Save and Close ‘ é Print Active Sheet = ‘ [ verify Shest Werify Report | 9 Show Errors @ Description |
ﬁ Previous * Ny
PA Departime CuLereCaitly, 9003°9/30,/2004] - Report

| [SECTION I. Elderly Clients and Caregivers )=
B. General Characteristics of Elderly Clients Receiving Registered Services and Those Receiving Cluste
3 Total Register=d 10 Shee.f/Sections Clients Receiving Registered Servi
[ congregate Meals with entries Total With Income Age
o[ Mutrition Counseling not yet saved Below Poverty 60-T4 T
o[ pssisted Transportation | [ : 7 26
-9 section 1.C Tatal v m 24 2
[ Total Cluster 1 Clients Age Missing 5 £
-0 chore Female 50 19 20
D Zase Management Male 24 7 10
[ Personal Care Gender Missing 8 0 9
[ Home Delivered Meals Rural Clients 0 12 11
N " Rural Missing 0 1} 1]
NQV'gafloﬂ Poverty Missing 18 &
o-Os Pane Live Mone 8 i1 1o
: E Live Alone Missing 3 3 2

After verifying the data (see "Verifying Data" on page 33), NAPIS SRT will
display any errors in the Errors pane in the lower right. Use the Show Errors

@ button on the toolbar to bring the Errors pane in and out of view. To see

an entire error description, highlight the error and click Description @ on
the toolbar.

Entering Data into Cells

» To modify numbers or data within a sheet

1 After creating a new report (see "Creating a New SPR" on page 26) or
accessing an existing report (see "Editing Reports" on page 28), find the
appropriate section and sheet with the cell you need to enter or modify.
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2 The screen defaults to showing you the sheet in the first section. Use the
plus sign # to expand section headings to see sheets in the Navigation
pane. Highlight the appropriate sheet.

The sheet of the section will appear in the Work pane to the right.

Click in a cell. Enter or modify information as needed. Press ENTER or
use the RIGHT ARROW to continue moving through the cells.

5 When finished, click Save @ or to exit the report, click Save and Close.

&



Using NAPIS SRT 33

Verifying Data

Before your exported data package can be transmitted to the AoA, it must be
Verified. The verification process checks to make sure that a series of rules
about the data in the report have been followed.

NAPIS SRT verifies data at three levels: cell level, sheet, and report level.

Cell Level Verification

Cell level verification works differently than sheet and report level
verification. Cell level verification automatically checks to make sure that
the data matches the rules as you make changes to each cell. Sheet and report
level verification require you to make changes and tell NAPIS SRT you are
ready for verification by clicking a button. You can turn cell level
verification on and off - see Customizing Verify Options for more details.

By default, cell level verification is turned off.

It makes sense to turn off cell level verification as you enter data. If you are
starting with a fresh report, entering data into the first cell will cause errors
with all the rest of the cells in each sheet. Cell level verification is a great tool
to help you clean up an existing report to prepare it for final verification,
signature, and export.

Sheet Level Verification

Sheet level verification allows you to verify just the current sheet in the
Report Data Entry screen. To use, navigate to a particular sheet in an SPR.

Once you see the sheet in the Work pane, click Verify Sheet. @ NAPIS
SRT will verify the current sheet and let you know of any errors. See
Verifying a Sheet (on page 34) for detailed instructions.

Report Level Verification

An SPR will need to pass Report Level verification before receiving a
signature for the AoA. To verify a report, highlight it on the Reports list
screen and click Verify Report. NAPIS SRT will check all the data in the
report. For more details on report verification, please see Verifying a Report
(on page 35).
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Verifying a Sheet

To verify a sheet within an SPR

1 Click Reports on the toolbar.

When you verify a sheet within an SPR, an Error pane will appear in the
lower right of the screen. Numbers in any cells related to the errors will
change color. You can customize the colors that NAPIS SRT uses for error
cells. See Customizing Verify Options for more details.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you need to edit and verify.

Click Edit @ on the toolbar.

Navigate to the the appropriate sheet in the Navigation pane.

Highlight the sheet so that NAPIS SRT displays it in the Work pane.

Click Verify Sheet @ on the toolbar.

“* NAPIS SRT - [PA Department of Aging [10/1/2003-9/30,/2004] - Report]

i Eile Edt Wiew Report Tools Window Help

=lol x|
EIE|

Reporks | '}@Optmns ‘

PA Department of Aging [1

=3 section 1 -
Eﬁ section LA {Required)
=] section LB

{2003-9,/30,/2004] - Report
SECTION 1. Elderly Clients and Caregivers

B. General Characteristics of Elderly Clients Receiving Registered Services and Those Receiving Cluste

L
o
J Properties ‘ [H save [§& save and Close | &} Print: Active Sheet: 'Qz Yerify She@@ Werify Report ‘ €3 show Errors & Description

4= Previous = Next | WE Expand Al == Collapse Al | [ 50 to Sheet

Clients Receiving Registered Servi

D Case Management
[ Personal Care
Home Delivered Meals

[ Homemaker
O adul: Day Care/Health
[ section 1.6
[ section 1.F >
4| | »

e[ Congregate Total With Income Age
[ Nutrition Counseling Below Poverty 60-74 7
o[ pssisted Transportation Total Clients 4 2
= [ section 1. Total with Age Repogtad 0 24 an
[ Total Cluster 1 Clients Ags Missing 5 Z
[ chare [Femal Work Pane 50 13 20
[ Case Management Male 24 7 10
= Gendsr Missing il il ]
Navigofion als Rural Clisnts 30 1z i1
Pﬂl"le Rural Missing o o o
Ith Poverty Missing 18 B
[ Section 1.D | tive alane 28 11 10 _|;I
[ Tatal cluster 1 Clients < | v
[ chare Sheet |Descr|pt|on

Section 1.B - Total Reaistered Clients (Clusters 1 and 2)  [Tokal Clients - Total] must be greater than or equal to [Tatal ...
[Total] must be less than or equal ko [Total Clients - Tokal] for ...
Tokal Clients - Total] must be greater than or equal to [Total ...

Section 1B - Total Reaistered Clients (] Ermr’s Pﬂﬂe

Section 1.B - Congregate Meals
Section 1B - Congregate Meals

s - All Clients For Registered Services] must be les...

‘ 4 errors,

|C:\ngram Files\WAPIS SRTIMAPISSRT.mdb .

7 NAPIS SRT will show any errors in the Errors pane displayed below the

Work pane. Click Show Errors @ on the toolbar to bring the Errors

pane in and out of view.
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You can print the list of
errors displayed in the
Error Pane. From the File
menu, select Print and
then Print Errors.... See
Printing Errors (on page
38) for more information.

Verifying a Report

8 To view a description of the error, higﬁht the item you wish to see in

the Errors pane and click Description @ Click OK after viewing the
description.

©

If the sheet was successfully verified, you will see a check on the
appropriate sheet in the Navigation pane.

Even if you have verified each sheet within an SPR, you will still need to
verify the whole report to export it to a file (see "Exporting Reports" on page
43) ready for transmission. If you have not yet entered data into certain parts
of the report, Verify will skip over non-required sections with all zeros.

When you verify an SPR with errors, an Error pane will appear in the lower
right of the screen. Numbers in any cells related to the errors will change
color. You can customize the colors that NAPIS SRT uses for error cells. See
Changing Report Colors (on page 55) for more information.

Required Sections for Report Verification

All sections listed below must have values (non-zero) and be error free before
NAPIS SRT can export the SPR to an SRT file ready for transmission.

= LA

= JLA
= JILB
= JI.C
= LD
= JILA
= JII.B
= JI.C
= JII.D

> To verify a report for signature

1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you want to verify.

3 Click Verify Report @ on the toolbar.
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You can print the list of
errors displayed in the
Error Pane. From the File
menu, select Print and
then Print Errors.... See
Printing Errors (on page
38) for more information.

4 NAPIS SRT will display the Report Data Entry screen. It will take a
minute or two (or longer depending on the speed of your computer) for
the program to verify the whole report.

“* NAPIS SRT - [PA Department of Aging [10/1/2003-9/30,/2004] - Report]

i Eile Edt Wiew Report Tools Window Help

=lol x|
EIE|

. Reporks | '}@Optmns ‘

J " Properties ‘ E Save H Save and Close | @ Print Active Sheet '| [ Werify Shest ‘ :5 Werify Report HO Shaw Errors @ DESEr’\pt\nn

=3 section 1
Eﬁ section LA {Required)

J 4= Previous = Next | %E Expand &l == Collapse Al | [ 50 to Sheet
PA Department of Aging [10/1/2003-9,/30,2004]

- Report

SECTION 1. Elderly Clients and Caregivers
B. General Characteristics of Elderly Clients Receiving Registered Services and Those Receiving Cluste

D Case Management
[ Personal Care
[ Home Delivered Meals
[ Homemaker
- Adult Day Care/Health
[ Section LE
[ Section LF

4

il

=| Section LB
C Clients Receiving Registered Servi
[ congreq Total With Income Age
[3} utrition Caunseling Below Poverty 60-74 ki
B Assisted Transpartation Total Clients 14 26
- Section 1.0 Total with Age Repoctad 0 24 30
[l Toal Cluster 1 Clisnts A Missing 5 2
O chore [Femd Work Pane 50 19 20
D Case Management Male 29 7 10
Gender Missing o o o
Nav|g°f|°n als Rural Clierts 30 12 11
Pﬂﬂe Rural Missing o o o
Ith Poverty Missing 18 B
[ Section 1.D | tive alane 28 11 10 _|;I
[ Tatal Cluster 1 Clients < | v
[ chore Shest | Description

Section 1.B - Total Reaistered Clients (Clusters 1 and 2)  [Tokal Clients - Total] must be greater than or equal to [Tatal ...
Section 1.B - Congregate Meals [Total] must be less than or equal ko [Total Clients - Tokal] for ...
Section 1B - Congregate Meals Tokal Clients - Total] must be greater than or equal to [Total ...

Section 1.B - Total Registered Clients s - All Clients For Registered Services] must be les...
rrors Pane

‘ 4 errars,

|C:\ngram Files\WAPIS SRTIMAPISSRT.mdb Y

5 NAPIS SRT will show any errors in the Errors pane displayed below the

Work pane. Click Show Errors @ on the toolbar to bring the Errors
pane in and out of view.

6 To view a description of the error, higﬁht the item you wish to see in
&

the Errors pane and click Description

description.

. Click OK after viewing the

= To find an error listed in the Error pane, highlight the error. Click Go to

Sheet @ . Please see Correcting Errors (on page 38) for more tips on
correcting problems that NAPIS SRT finds.

1 Ifthe report was successfully verified, the program will prompt you.

Click OK at the prompt. Click Save and Close J to save and close the

verified report.

NAPIS SRT x|

L1 J Congratulations! The report was verified without error,
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OR

> To verify a report from within the Report Data Entry screen
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you need to edit and verify.
3 Click Edit @ on the toolbar.

On the Report Data Entry screen, click Verify Report [ on the toolbar.

5 NAPIS SRT will show any errors in the Errors pane displayed below the

Work pane. Click Show Errors @ on the toolbar to bring the Errors
pane in and out of view.

6 To view a description of the error, higﬁht the item you wish to see in

the Errors pane and click Description @ Click OK after viewing the
description.

7 To find an error listed in the Error pane, highlight the error. Click Go to

Sheet @ . Please see Correcting Errors (on page 38) for more tips on
correcting problems that NAPIS SRT finds.

8 If the report was successfully verified, the program will prompt you.

Click OK at the prompt. Click Save and Close E to save and close the
verified report.
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Correcting Errors

Printing Errors

After verifying a report or sheet, you will probably see a list of errors that
NAPIS SRT has found. In a report as complex as the SPR, it can be difficult
to find which piece or pieces of data are causing the problems. Try these
ideas to help resolve report errors:

You can print out the errors in the Error pane, if it makes it easier for you
to read. When the Error pane is in view, go to the File menu and select
Print and then Print Errors....

Use the Error pane to easily shift to the sheets that are causing problems.

Highlight an error and either double-click or click Go To Sheet @ on
the toolbar to go to the appropriate sheet.

If it's not easy for you to see which cells are causing problems, try
changing the color of the error cells. See Customizing Verify Options for
details.

Turn on cell level verification (see "Verifying Data" on page 33). Cell
level verification automatically checks for errors as you enter data. Cell
level verification can be helpful if you want to see how changing one cell
will affect other data throughout the report. See Customizing Verify
Options for information on how to turn on and off cell level verification.

If you choose to use cell level verification, you can also have the
program beep whenever you enter a value that causes an error. Please
refer to Customizing Verify Options for details.

Try printing or exporting a sheet to see the data in a different format. See
Printing a Sheet (on page 48) and Exporting a Sheet (on page 44) for
more information.

You can print the list of errors found in the Errors pane.

To print a list of errors

1

Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you need to edit and verify.
Click Verify Sheet @ -OR- Verify Report .

NAPIS SRT displays all problems found in the Errors pane.

Click on the down arrow next to the Print Active Sheet button. Select Print
Errors.

-OR- From the File menu, select Print and then Print Errors....
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6 Click OK to print.
Error List Sample

NAPIS SRT Error List

Section ILA

For row items 1. 2. 3. 4, 5. 6. 7. 8 and 9 the columns [Number of Providers]. [Unduplicated Persons Served], [Service Units] and [Tille Ill Expenditure] cannol be zero if any of the other three columns is
areater than zero.

For row items 1, 2, 3, 4, 5.6, 7. 8, and 9 the columns [Number of Providers]. [Unduplicated Persons Served], [Service Units] and [Tile Ill Expenditure] cannot be zero if any of the other three columns is
greater than zero,

] For row items 10, 11. 12, 13, & 14 [Number of Providers], (Service Units] and [Title Ill Service Expenditure] cannot be zero if any of the other two columns is greater than 0.

Forrowitems 1.2, 3.4, 5.6, 7.8, 9. 10. 11, 12, 13, 14, 15 & Total (Unduplicated) [Title Il Expenditure] must be greater than or equal to [OAA Title Ill Expenditures (§) by Part - B] + [OAA Title Il
Expenditures ($) by Part - C1] + [OAA Title Ill Expenditures (§) by Part - C2] + [CAA Title 1l Expenditures ($) by Part - D).

or rowitems 1.2, 3. 4, 5.6, 7. 8, 9. 10. 11, 12, 13. 14, 15 & Total (Unduplicated) [Title 11l Expenditure] must be greater than or equal to [OAA Title Il Expenditures ($) by Part - B] + [OAA Title 11l
Expendilures (S) by Part - C1] + [OAA Title 1ll Expenditures (S) by Part - C2] + [OAA Title Ill Expenditures (S) by Part - D],
For rowitems 1. 2, 3. 4, 5, 6, 7. 8,9, 10, 11, 12, 13, 14, 15 & Tolal (Unduplicated) [Title Il Expenditure] must be greater than or equal to [OAA Title IIl Expenditures (S) by Part - B] + [OAA Title 11l
Expenditures ($) by Part - C1] + [OAA Title Ill Expenditures (§) by Part - C2] + [OAA Title Il Expenditures ($) by Part - D]

Number of Errors in Sheet: 6

Section ILE
For all row items for which a service was reported [Total Service Expenditure], [Estimated Unduplicated Persons Served] and [Estimated Service Units] must be greater than zero.

For all row items for which a service was reported [Total Service Expenditure]. [Estimated Unduplicated Persons Served] and [Estimated Service Units] must be grealer than zero.

For all row items for which a service was reported [Total Service Expenditure], [Estimated Unduplicated Persons Served] and [Estimated Service Units] must be greater than zero

For all row items for which a service was reported [Total Service Expenditure]. [Estimated Unduplicated Persons Served) and [Estimated Service Units] must be greater than zerc.

Number of Errors in Sheet: 4

Total Errors in Report: 10

10/26/2005 2:07:46PM Page 1 of 1

Viewing Report Properties

> To view the properties of a report

1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you wish to view.

3 Click Edit J on the toolbar.

4 Click on Properties
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-OR- From the File menu, select Report Properties. -OR- F4

B New Report ll
Skate Unit Wermont
Stake ID WT

Mote: Federal fiscal wear is October through September (10/1 to 930,
Fiscal Year Skark Month  October

Fiscal Year 2005

From Date 10j01)2004

To Date 09/30/2005

TR v

oK I Cancel |

5 When finished viewing report properties, click OK.

Deleting Reports

» To remove a report from NAPIS SRT
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you wish to delete.

3 Click Delete @ on the toolbar.

-OR- Select Delete Report from the Edit menu.

4 At the prompt, click Yes to continue or No to cancel.

Importing Reports

NAPIS SRT can import SPRs from properly formatted XML and DBF files.
Schemas for XML and DBF files can be found through the AoA's website:
http://www.aoa.gov/prof/agingnet/napis/napis.asp

You can also import from more than one file at a time. Click Browse... in
step 5 to import SPRs from additional files.

» To import SPRs into NAPIS SRT
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R



http://www.aoa.gov/prof/agingnet/napis/napis.asp
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2 Click Import @ on the toolbar.

-OR- Select Import... from the Tools menu. -OR- CTRL+I

3 Ifnecessary, navigate to the folder of the import file. Highlight the file
you wish to import. The file must be a DBF or an XML file. (reports.dbf
or *.xml)

21|
Laoak in: I&}reporls j 4= =5 E9-
reports, dbf

ty Documents

o 8
. 8

iy Conputer

File name: || j Open I
Files of type: — [NAPIS SRT Impart Files [* ;" dbf) =l Cancel |
i
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4 Click Open.

Selection;

¥ TN Commission on Aging and Disability [100/1§20059 bo 9f30§2008]

¥ [3yMew vork State Office For the Aging [1/1/1980 to 12/31/2099] Cancel
¥ [By5tate Office On Aging [1/1/1980 to 1273172099

¥ [3yMew vork State Office For the Aging [1/1/1980 to 12/31/2099]

¥ [3yMew vork State Office For the Aging [1/1/1980 to 12/31/2099]

¥ [ByButler County Aaa [10/1/2005 ko 9{30/2006)

¥ [3yMew vork State Office For the Aging [10/1/2005 to 9{30{2006]

¥ [3yMew vork State Office For the Aging [10/1/2005 to 9{30{2006]

¥ [FMorthampton County AfA [10/1/2005 to 9/30/2006]

¥ [3yMew vork State Office For the Aging [1/1/1980 to 12/31/2099]

Rl
socuments and SektingstamyiDeskiopirepartsireports, dbf Import I

Browse, ., | Seleck gl | Deselect Al |

5 In the Import screen, check the reports you want to import. Click
Browse... to select SPRs from more than one import file. Use Select All to
check all files and reports. Deselect All removes all checks.

Click Import to bring all checked reports into NAPIS SRT.
Click OK at the prompt.
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Exporting Reports

NAPIS SRT offers two types of exports: a full report export that creates files
suitable for transmission to the AoA and a sheet export for use in
troubleshooting reports.

The sheet export allows you to export one sheet at a time into a variety of
different formats. Use the sheet export to take data from the report and pull it
into other applications.

The export creates a signed file ready for transmission to the AoA. A report
must be verified (see "Verifying a Report" on page 35) before you can export
it from NAPIS SRT.

ol
Fle Edt view ools Window Help =191 x]

Reparts ‘ 3B Options |

State Unit State ID Fiscal Year From Date | ToDate Verified?

[ Mews vork State Office f... WY 2005 01f01/1980  12/31/2099
[ Mew vork State Office f... MY 2005 01f01/1980 12/31/2099
York State Office f 2005 01f01/1980 123172099

03

ate Office F..,
[ Mew York State Office F... 2005 01/01/1980 12312099
[ State Office On Aging 2005 01/01/1980 12312099
[} ™M Commission on Aging. .. 2005 10f01/2005 09¢30/2006

& Items, 1 Selected :\Program Files\MAPIS SRTYNAPISSRT.mdb Y
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Exporting a Sheet

NAPIS SRT's printing mechanism exports individual sheets of a program
report. If you need to export more than one sheet, repeat the procedure below
from step 4.

Use the export to pull information into Microsoft Excel® and other third
party programs. Files created using the sheet export cannot be imported by
NAPIS SRT.

Export Options

Here's a list of some of the more frequently used export options offered by
NAPIS SRT:

Acrobat Format (PDF) - PDFs are a read-only forma and typically
opened with Acrobat Reader.

Crystal Reports (RPT) - report format used by Crystal Reports®, a
common report writing software package.

HTML 3.2 - HyperText Markup Language - this is the file format most
commonly used by web sites.

HTML 4.0 - a newer version of the HTML standard - see HTML 3.2

MS Excel 97-2000 - output to an Excel spreadsheet including header
information.

MS Excel 97-2000 (Data only) - output only the data to an Excel
spreadsheet.

MS Word® - convert the sheet into a Microsoft Word document.

Rich Text Format - convert the sheet into a word processing document
that saves some formatting information. All most all word processors can
open an RTF file.

Separated Values (CSV) - or comma separated values - a text file where
data is separated by commas. Most spreadsheet and database applications
(such as Microsoft Access®) can import CSV files.

Tab-separated text - another way of delineating data in a text file.

XML - Extensible Markup Language - a text file where data is delineated
with tags.

» To export a sheet of a report

1

Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you wish to export from.

Click Print @ on the toolbar.
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-OR- Select Print... from the File menu. -OR- CTRL+P

4 Highlight the sheet you wish to export. Make sure it appears in the
Preview pane to the right. The Export ignores any check marks in the left
pane.

5 Click Export Active Sheet @

-OR- From the Tools menu, select Export Active Sheet... -OR- CTRL+E

Ewport x|
FEormat;
|= sercbat Fomat FOF) =
Destination: Cancel |
B0 i =]

6 In Export, choose a Format and a Destination. If you are unsure of the
Destination, choose Disk file. Disk file saves the export to a local or
networked drive.

Click OK.
Click OK in Export Options to have NAPIS SRT finish the export.

Exporting a Signed (Verified) Report

NAPIS SRT can only export verified SPRs (see "Verifying Data" on page
33) to SRT files.

» To create a signed export package ready to go to the AoA
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you wish to export.

3 Ifthe report is not yet verified, click the Verify @ icon on the toolbar.
See Verifying Data (on page 33) for more details on the verification
process and error correction.

4 If the report is verified, then click Export @ on the toolbar.
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-OR- From the Tools menu, select Export.... -OR- CTRL+E

Saven | () NAPIS SRT x| = ® ek E-
) BACKUP
E:IReports

My Documents

wr
- 8

by Computer

My Me File hame:

/ Musignedexpor

HaPIS SRT Signed Package [* zt]

Caticel |

g

Save as hipe

Navigate to the folder where you want to store the export.
Enter a File name.

Click Save.

NAPIS SRT will create a signed export file ending in ".srt".

© 00 N O O

Click OK when prompted.



Using NAPIS SRT 47

Printing Reports

NAPIS SRT can print individual sheets from a report or the entire program
report. When you click Print on the Reports list or while changing a program
report, NAPIS SRT brings you to the Print Preview screen. Print Preview
looks like the Report Data Entry screen and you'll use them in similar ways.
Use the Navigation pane on the right to select which sheets you wish to print.
The Preview pane allows you to view the sheet selected (highlighted) in the
Navigation pane.

“* NAPIS SRT - [PA Department of Aging [10/1/2003-9,/30,2004] - Print] =of x|

[ Eile Edit Yiew Report Took lindow Help =) ,)’(J‘
Reperts {0} Mapping | 3 Opticns | Print Preview Screen I /
I & Print Selected Sheets 'i & Export Active Shest | 53% -
Print
5 =
I 4= Previous = Next ‘ =%pand &l == Collapse All | Select Al [ Desele Toolbar'
PA De ent of A 0 003-9,/30,200 P
Bl W] section T = .
section LA YEETIOH . By Cliyte s Carvgiers Click the
ection L . Cetalied 0L Charmter ctios o f Eidey Clisnts Peoslung Clu st 1 Gariaes e T,
action LB ar ail Clugker 1 and panh @rian @parkl.) Cancel P cn‘hng
el r
Tatal Registered i : X A -
g Print Options Tob s 1t ——
Congregate Medl Arrow ™ ¥ Wamp Cotwrsn Meaic Hoard
Mutrition Counselin ——— S Management
Bssisted Transpnrtatin Tohd - NI Aquy | EETESE] Tohd R T333 Tehd R da

=] Section 1.C
Taotal Cluster 1 Clients
- W Chare
Case Management
Personal Care
fHome Delivered Meals
- v Homemaker
oo W Adult Day Care/Health
- Section 1.D
- W Tokal Clusker 1 Clients
Chare o

0
A

RIS
e P e e

it

Navigation
Pdg:e Meals

e e ——
oo o] adult Day Care/Health
Section LE
ection LF
=) Section I1

7 [ - f i
.

=

[
o
A

Bl

ur ¥ I Lupuriunt e daung
Frem ks CUUIU e e UASUIUID

STATEADMIN  |State Office On Aging {State Unit) (:\Program Files\MAPIS SRTYMAPISSRT.mdb | SAMSZK_SAMSFP Y
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Printing a Sheet

>

Print Toolbar

The Print Toolbar contains two rows of icons.

The top row:

Print - to the left of Print <options> is a down arrow that gives you a
menu with other printing options. Clicking the button or selecting from
the menu actually sends the report to the printer.

Export Active Sheet - export the sheet visible in the Preview pane. See
Exporting a Sheet (on page 44) for details on how to use this option.

Zoom - change the magnification of the sheet.

The bottom row:

Previous - selects the previous sheet in the report and displays it in the
Preview pane.

Next - selects the next sheet in the report and displays it in the Preview
pane.

Expand All - view all sheets in the report under their respective section
headings in the Selection pane.

Collapse All - view only section headings in the Selection pane.

Select All - select all sheets and sections. Places a check mark in every
box.

Deselect All - removes all checks or selections.

To print out a single sheet from the Report Data Entry screen

1

o O A~ W

Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you wish to print out.

Click Edit @ on the toolbar.

Highlight the sheet you want to print.
Click Print Active Sheet in the Report Data Entry screen.

Click Print Selected Sheets in the Print Preview screen. If you wish to
cancel printing, click on the lower X in the upper right corner.

Select a printer. Change printing Preferences as needed.
Click Print.
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OR

> To print out a single sheet from the Reports list screen
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you wish to print out.
3 Click Print @ on the toolbar.

-OR- Select Print Report... from the File menu. -OR- CTRLA+P

4 Highlight the sheet you wish to print so it appears in the right Preview
pane. If you wish to cancel printing, click on the lower X in the upper
right corner.

5 Click on the Down arrow to the right of the Print <option> button. Select
Print Active Sheet. This is the equivalent of printing the "Current Page" in
a program such as Microsoft Word®.

| &) Prirt Selected Sheets Fl & Expart Active Sheet | 51% hd | -

J Prink Entire Report
Print Selected Sheets
Prink Active Sheet

Is

i . g | L 8

......... Section 1A
B i

zpand &l == Collapse &l | Select Al [ Deselect Al -
ent of Aging [9/1,/2004-9,/30,/2004] -

BECTION |. B vy Clients and Camgl wrs
C. Dedlled 20U Charamied oo co T Bgery O
_{Rnpptte s et -

6 Select a printer. Change printing Preferences as needed.
7 Click Print.

Printing Selected Sheets

> To print out select sheets from a report
1 Click Reports on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

2 Highlight the report you wish to print out.
3 Click Print @ on the toolbar.

-OR- Select Print Report... from the File menu. -OR- CTRLA+P

4 1In the Print Preview screen, select which sheets or section of the report
you'd like to print by checking the boxes.

5 Click Print Selected Sheets on the toolbar. NAPIS SRT will print all the
sheets checked in the right Navigation pane.

6 Select a printer. Change printing Preferences as needed.
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7 Click Print.

Report Sample

SECTION |. Elderly Clients and Caregivers
B. General Characteristics of Elderly Clients Receiving Registered Services and Those Receiving Cluster 2 Registered Services

State ID PA Fiscal Year 2004

X _ Total Registered Clients Congregate Meals
(Cluster 1 and Cluster 2)

Nutrition Counseling Assisted Transportation

Clients Receiving Registered Services
Total With Income Age of Client
Below Poverty 60-74 75-84 85+
Total Clients 32,947| 4,468

Total with Age Reported 32,909 4,466 9,624] 13,757 8,087
Age Missing 33] 2|

Female 22,451 I 3,302 6,567 9,281 5825
Male 10,221 1,150 3,245| 4,383 2228
Gender Missing 2??| 16| 112} 93] 34
Rural Clients 23.138] 3,676 6,891 9,770) 5,828
Rural Missing 2\?82' 52| 1,000 1,252 415
Poverly Missing 11,549 3673 a,m_E' 2538
Live Alone 11,587 2,719 2.833| 4,856 3577
Live Alone Missing 11,032| 602 3,248 4,579 2,689

Clients by Ethnicity
Hispanic / Latino 239 70| 104 87| 35
Not Hispanic or Latino 3,168 656 870 1,362] 812
Ethnicity Missing 25,550 5,742 5950 12,308] 7,240
Clients by Race or Ethnicity _|

White (Alene) - Nen-Hispanic 29,863 4175 8,719| 12,714 7546
Total Minorities

White (Alone) - Hispanic 235] 68 104 86| 33
American Indian or Alaskan Native (Alone) 178 53 94 50) 19
Asian (Alone) ag| 15| 66| 19| a
Black / African American (Alone) 674 112] 261 238 109
Native Hawaiian or Other Pacific Islander (Alone) 13| 1 4 6] 2
Persens Reporting Some Other Race 2 1 0 1 1
Persons Reporting 2 or More Races 0 0 0 0| 0
Race Missing 1‘EE| 43 676 643 368

Reported by: PA Department of Aging

From Date: 10/01/2003 To Date: 09/30/2004

Printing an Entire Report

» To print out an entire report

1 Click Reports E on the toolbar.

-OR- Select Reports from the View menu. -OR- CTRL+R

Highlight the report you wish to print out.

Click Print @ on the toolbar.

-OR- Select Print Report... from the File menu. -OR- CTRLA+P
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4 To print the entire report, click on the Down arrow to the right of the Print
<options> button. Select Print Entire Report.

| &) Prirt Selected Sheets Fl &5 Export Active Shest | S1%
zpand &l == Collapse &l | Select Al [ ] Deselect all [«

ent of Aging [9/1,/2004-9,/30,/2004] -

— |

J Prink Entire Report
Print Selected Sheets
Prink Active Sheet

L
i . g | L 8

o M Section LA
[ A

BECTION |. B vy Clients and Camgl wrs
. Dedalled 2OL mamnhndnwnn;'cﬁ
I D S -

5 Select a printer. Change printing Preferences as needed.

6 Click Print.
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Administering NAPIS SRT

Administering NAPIS SRT discusses how to do a simple backup of the
NAPIS SRT database and how to change program options.

Simple Backup

Regular backups of the NAPIS SRT database are crucial to a swift recovery
in the event of a major electrical disruption or other disaster. This section
includes instructions for a simple backup, but Synergy Software recommends
that backups be done to removable media such as tape drives. Please consult
your system administrator for information about your organization's backup
procedures.

The files containing the NAPIS SRT data (usually NAPISSRT.mdb and
NAPISSRT.mdw) will need to be backed up at the end of each workday
when the software is in use. A typical rotation schedule for backup includes 6
media - one for each weekday and two for Fridays. The Friday media is
taken off-site and the older backup is returned on Monday. Y our backup
needs may vary based on how often you use NAPIS SRT and your security
procedures. Please consult your system administrator if you need further
recommendations on backup based on your individual needs and available
equipment.

Please note that NAPIS SRT stores service maps with the appropriate SAMS
database. Backups of the SAMS database will also backup the service map.

> To do a simple backup of NAPIS SRT

1 From Start in the Windows® Task Bar, select Programs (or All
Programs), the Accessories folder and then Windows Explorer.

2 Find the database files named in the NAPIS SRT Log In screen. In a
local install, the file is usually located in C:\Program Files\NAPIS SRT.

3 Copy the NAPIS SRT database files, usually named NAPISSRT.mdb and
NAPISSRT.mdw, to a different computer or hard drive.
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Customizing Verify Options

By default, NAPIS SRT's cell level verification is turned off. Use the
procedure outlined below to change cell verification settings. You can also
have NAPIS SRT produce a sound when it finds an error. See Verifying
Data (on page 33) for more information about NAPIS SRT's verification
features.

> To change NAPIS SRT's verification options

1 Click Options @ on the toolbar.

-OR- From the Tools menu, select Options.

x

= ¥erify
Aukamatic Verify ¥es ;l
Beep On Error Mo

= Report Color

Eror ol ForeColor

Error Cell BackColar

QK I Cancel | Apply

2  When Automatic Verify under the Verify heading is set to Yes, NAPIS
SRT will check any changes made on each cell or field on the report
against the rest of the report for errors. This feature is useful for getting
rid of the last few errors in a report, but you may find it in the way when
initially importing or creating a report. Select No in Automatic Verify to
prevent the program from doing any verification until you click Verify.

3 To have NAPIS SRT produce a sound when an error is found, select Yes
in Beep On Error. To make the program silent upon finding an error,
select No.

4 When finished making changes, click OK.
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Changing Report Colors

You can customize the colors NAPIS SRT displays on program reports for
data verification (see "Verifying Data" on page 33).

» To change the colors displayed on a program report

1

N OO g b~

Click Options @ on the toolbar.

-OR- From the Tools menu, select Options.

x
= ¥erify
Aukomatic Yerify ]
Beep On Error Mo

= Report Color

Error CellForecolor |4

Error Cell BackColar

QK I Cancel Apply

Under the Report Color heading, choose an Error Cell ForeColor and an
Error Cell BackColor. The ForeColor is the color of the text in the cell.
The BackColor is the cell background color.

To choose a color, click on the box to the right of Error Cell ForeColor
or Error Cell BackColor.

Click the Browse _| button.
Select a color.
Click OK to close the Color screen.

When you are finished making changes, click OK to close the Options
screen.
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Glossary of Terms

A
AoA

Federal Administration on Aging. Part of the
Dept. of Health and Human Services. Website:
http://www.aoa.gov

D
DBF

A database file using the xBase (dBase) format.
NAPIS SRT can import SPRs from DBF files
formatted to the schema provided by the AoA.

E
Export Package

An export file produced by NAPIS SRT with
one or more program reports. An export package
maybe verified (signed) or unverified
(unsigned).

N
NAPIS

National Aging Program Information Systems -
see http://www.aoa.gov for more information.

S
Sheet

A section or part of an SPR. A sheet in NAPIS
SRT corresponds to a sheet in the printed version
of the SPR.

Signature or Signed

When a verified SPR is exported, the export file
receives a signature that the data is ready for
transmission.

SPR

State Program Performance Report - required by
the AoA from each state. Reports information on
the effectiveness of social programs geared
towards the elderly under the Older Americans
Act. Also the extension of a verified, signed file
ready for transmission to the AoA.

SRT

State Reporting Tool - Software developed
through a grant from the AoA and offered by
Synergy Software Technologies Inc. to verify
SPRs transmitted to the AoA.

X
XML

Extensible Markup Language - a way of
formatting data files. Uses tags similar to HTML
(webpages) to delineate data. NAPIS SRT can
import from XML formatted to the schema
provided by the AoA.


http://www.aoa.gov
http://www.aoa.gov
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M
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N

navigation toolbar * 30

new report ¢ 26
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