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Face Sheet
Implementation Request form
As part of the implementation process of AWARDS, agencies are able to configure what information is collected on a client’s face sheet, located in the Profile module, Face Sheet feature.  Possible configuration options are described in this document, which also serves as a request form.
The optional enhancements offered in this document all relate to the face sheet. 

In order to for face sheets in your agency/continuum to be customized according to these options, please do the following:

1. Please discuss the possibilities with your AWARDS implementation team and/or with any other relevant staff to determine whether or not they will be appropriate for deployment in your AWARDS database.  Because some enhancements can be deployed for specific programs or program types (rather than for the database as a whole), it is important to review each enhancement carefully to see how it is deployed and to determine who you would like it turned on for.

2. Complete this implementation request form and save it to your PC.  Be sure to complete the “Requestor Information” section, and to provide all of the asked for information for those enhancements you would like to have turned on.

3. Email the completed request form to requests@footholdtechnology.com by replying to the original email as soon as possible.  Be sure to send the actual Word document file as an attachment in the email – do NOT copy and paste the content of the document into an email.

Once your request form has been received, we will review it carefully and the requested options will be deployed.  A client services representative may contact you prior to deployment if, after reviewing your requests, he/she has any concerns about your selections, or if he/she thinks there are enhancements you have not chosen which could be of benefit to you.

requestor information

Agency/continuum name:   [enter the name of your agency or continuum here]
Requestor name:  [enter your name]
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Option 1 – Demographic data (Agency Wide)
Enhancement location:  Profile > Face Sheet, select consumer > Update Demographic Data
Enhancement description:  A variety of fields can be set to display within the Demographic section of the face sheet.   This option will allow you to determine what fields will display in this section of the face sheet, allowing users to view and edit information entered in those fields.  
	Field Name
	Display this field:
	Mark as Required:

	*Client ID (AWARDS assigned ID)
	 FORMCHECKBOX 

	n/a

	Middle Name
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Alias
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sex at Birth
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sexual Orientation
	 FORMCHECKBOX 

	 FORMCHECKBOX 



In the table below, check all of the optional fields that should display on client face sheets. These settings are deployed agency-wide.
(facesheet-form: cfg-demographic-list)
	Field Name
	Display this field:

	Communication Preference (hard-coded drop-down list: Email, Mail, Phone)
	 FORMCHECKBOX 


	Email
	 FORMCHECKBOX 


	Home Phone
	 FORMCHECKBOX 


	Other Phone (when set to display, items on the drop-down list for this field can be configured in the Phone Types option below)
	 FORMCHECKBOX 



(facesheet-form: cfg-address-list)


	Field Name
	Display this field:

	Last Visit (read-only) – Used for non-residential programs only, displays date of last visit based on data in Reception Desk module (Day Program Attendance).
	 FORMCHECKBOX 


	Last Contact Date (read-only) – Displays last contact date documented via a progress note, contact log or group note.  
	 FORMCHECKBOX 


	Program Status – Displays client’s program status (see Option 14)
	 FORMCHECKBOX 


	Referred By (read-only) – Displays referral source data from intake form
	 FORMCHECKBOX 



(facesheet-form: cfg-header-fields)
* If the “Client ID” field is turned on, you also have the option to display this field as a search criterion in the Consumer Lookup feature.  If you would also like that option turned on agency-wide, check here.  FORMCHECKBOX 

Likewise, SSN can appear as a search criterion in Consumer Lookup. For this option to be turned on, check here.  FORMCHECKBOX 

(engine.w: cfg-fields)
Option 2 – Demographic data (Program based)

Enhancement location:  Profile > Face Sheet, select consumer > Update Demographic Data

Enhancement description:  A variety of fields can be set to display within the Demographic section of the face sheet.  Many are set to display by default, but can be turned off if requested.  Others will only be turned on if requested.  This option will allow you to determine what fields will display in this section of the face sheet, allowing users to view and edit information entered in those fields.  

	By default, the following fields are set to display for all programs.  If you would like to display any of these fields, list the applicable programs in the column to the right.  These settings are deployed at the program level.
* Selection lists for these drop-down fields can be customized, see Option 3.
	

	Field Name
	
	Mark as Required:

	*Race
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	*Ethnicity
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	*Primary Language
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	*Citizenship
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	*Religion
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	Military Service – (hard coded list: Not a Veteran, Veteran – Unknown Discharge Type, Honorable Discharge, Note Honorable Discharge)
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]
	 FORMCHECKBOX 


	Eye Color (free text field)
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]

	Hair Color (free text field)
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]

	Body Build (free text field)
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]

	Body Marks (free text field)
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]


(facesheet-form: cfg-background-list)
	Field Name
	

	Preferred Service Language (free text field) This field will display on the Face sheet and on Progress Notes.
	 FORMCHECKBOX 
 Turn this field on for all programs

 FORMCHECKBOX 
 Turn this field on ONLY for the following programs types:

[enter program list here]


(intakesheet-form: cfg-udscomponents)
Option 3 – Demographic data (Edit Drop-Down Lists)

Enhancement location:  Profile > Face Sheet, select consumer > Update Demographic Data

Enhancement description:  The contents displayed in drop-downs list for the following fields on the face sheet are editable: Gender, Race, Ethnicity, Primary Language, Citizenship and Religion.  This option will allow you to determine what items will display in these drop-down lists in this section of the face sheet.  The default list will automatically display if no changes are requested.  These settings are deployed agency-wide; however, programs that are set to use HMIS Data Elements will maintain the list selections required by HUD for Race and Ethnicity and will not be affected by edits made to those lists.
	Race – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	American Indian or Alaskan Native

Asian

Black or African-American

Native Hawaiian or Other Pacific Islander

White

Declined to Specify
	[enter list here]

	(RACE-ETHNIC-CODES: cfg-racelist)
Ethnicity – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Hispanic/Latino
Non-Hispanic/Non-Latino

Don’t know

Refused

Declined to Specify
	[enter list here]

	(RACE-ETHNIC-CODES: cfg-ethniclist)
Citizenship – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

Default List
Instead of the default list, use this complete list:
US Citizen
Not a United States Citizen
[enter list here]
(facesheet-form: cfg-citizenlist)
Continued on page 7
Primary Language – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.



	Default List
	Instead of the default list, use this complete list:

	English

Spanish

French

Chinese

Arabic

Hebrew

Hindi

Russian

Sign Language

Other

Creole

Greek

Italian

Japanese

Vietnamese

Braille

Declined to Specify
	[enter list here]

	(facesheet-form: cfg-primarylang)
(intakesheet-form: cfg-primarylang)
(referralinfo-form: cfg-primarylang)
(facesheet-form: cfg-primlang-code)
(intakesheet-form: cfg-primlang-code)
(referralinfo-form: cfg-primlang-code) 
Religion – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.



	Default List
	Instead of the default list, use this complete list:

	Unknown

Roman Catholic

Protestant

Baptist

Pentecostal

Methodist

Presbyterian

Jewish

Muslim
Buddhist

Hindu

Christian Scientist

Jehovah’s Witness

Atheist

Other
	[enter list here]


(facesheet-form: cfg-religion)
Continued on page 8
	Housing Type – This list appears in the Housing Type drop-down list, within the current address information. To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Displaced Homeless

Shelter

Unsupportive SRO

Supportive SRO

Own Apartment

With Family

Hospital

Other CR Program

Independent Housing

Correctional Facility

Motel/Hotel
	[enter list here]

	(xhousing.w: cfg-htypelist)


	Gender Identity – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Male

Female

Trans-Male

Trans-Female

Choose not to disclose
	[enter list here]

	(faceform: cfg-gender-list)

(faceform: cfg-gender-other)

(faceform: cfg-gender-other-lbl)

	

	Sex at Birth – This list can only be added to, as the default values cannot be removed. To request additions to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Male

Female

Unknown
	Male

Female

Unknown

[enter list here]

	(faceform: cfg-sex-birth-add-options)

Continued on page 9


	Sexual Orientation – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Lesbian, gay or homosexual

Straight or heterosexual

Bisexual

Something else, please describe (with textbox)

Don’t know

Choose not to disclose
	[enter list here]

	(faceform: cfg-sexual-orientation-list)

(faceform: cfg-sexual-orientation-other)

(faceform: cfg-sexual-orientation-other-lbl)

Phone Type – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.
Default Phone Types List
Instead of the default list, use this complete list:
Cell

Home

Work
List items may not exceed four characters.
[enter list here]
(FACEFORM: cfg-phone-types)

Communication Preference – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.
Default Communication Preference List
Instead of the default list, use this complete list:
Email

Mail

Phone
[enter list here]
(FACEFORM: cfg-added-communication-pefs)



Option 4 – Miscellaneous Info (Program based)

Enhancement location:  Profile > Face Sheet, select consumer > Update Misc Info

Enhancement description:  A variety of fields can be set to display within the Demographic section of the face sheet.  This option will allow you to determine what fields will display in this section of the face sheet, allowing users to view and edit information entered in those fields.  These settings are deployed at the program level.
To display field, check the corresponding check box.  If the field should only display for certain programs, enter the specific list of programs, otherwise it will display for all agency programs. 
	Field Name
	Display this field:
	For these specific programs:
	Mark as Required:

	Employment Status – custom drop-down list available, see Option 6
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	NY/NY – Yes/No

Applicable for New York State Supportive Housing programs ONLY
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	NY/NY ID – text field

Applicable for New York State Supportive Housing programs ONLY
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	*Marital Status
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	*Education Level
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	*Diploma
	 FORMCHECKBOX 

	[enter program list here]
	 FORMCHECKBOX 


	HA # - text field
	 FORMCHECKBOX 

	[enter program list here]

	Bed Location - text field
	 FORMCHECKBOX 

	[enter program list here]

	Driver’s License – Yes/No
	 FORMCHECKBOX 

	[enter program list here]

	Driver’s License Number - text field
	 FORMCHECKBOX 

	[enter program list here]

	Gift of Warmth – Yes/No
	 FORMCHECKBOX 

	[enter program list here]

	Energy Assistance Program – Yes/No
	 FORMCHECKBOX 

	[enter program list here]

	Birth Place - text field
	 FORMCHECKBOX 

	[enter program list here]

	Mother’s Maiden Name - text field
	 FORMCHECKBOX 

	[enter program list here]

	Education Status – [hard coded drop-down list]: Regular Education, Special Education, Individual Service Plan
	 FORMCHECKBOX 

	[enter program list here]

	Check All That Apply –- when set to display, a list of checkbox options for this field can be configured [see Check All That Apply in Option 6]
	 FORMCHECKBOX 

	[enter program list here]

	School Name – text field
	 FORMCHECKBOX 

	[enter program list here]


* Selection lists for these drop-down fields can be customized, see Option 5.
(facesheet-form: cfg-miscfields-list)
Option 5 – Miscellaneous Info (Edit Lists)

Enhancement location:  Profile > Face Sheet, select consumer > Update Misc Info

Enhancement description:  The contents displayed in drop-downs list for the following fields on the face sheet are editable: Education Level, Diploma, Employment Status and Marital Status.  This option will allow you to determine what items will display in these drop-down lists in this section of the face sheet.  The default list will automatically display if no changes are requested. These settings are deployed agency-wide; however, programs set to use HMIS Data Elements will maintain the list selections required by HUD for Education Level and will not be affected by edits. Check All That Apply fields configured in this option are set on an individual program basis.
	Education Level – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	1st
2nd
3rd
4th
5th
6th
7th
8th
9th
10th
11th
12th
GED
Voc/Tech/Business School
Two Year College
Four Year College
Graduate School


	[enter list here]


 (facesheet-form: cfg-edulevel) (facesheet-form: cfg-edulevel-code)
(intakesheet-form: cfg-edulevel) (intakesheet-form: cfg-edulevel-code)
(referralinfo-form: cfg-edulevel) (referralinfo-form: cfg-edulevel-code)



Diploma – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	None

High School/GED

Voc/Tech/Business School

Two Year College

Four Year College

Graduate Degree
	[enter list here]


(facesheet-form: cfg-eduschool)
Continued on page 12
	Employment Status – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Employed

Unemployed
	[enter list here]

	(facesheet-form: cfg-employment)
(intakesheet-form: cfg-employment)
(referralinfo-form: cfg-employment)

	Marital Status – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.
Default List
Instead of the default list, use this complete list:
Single 

Married

Common Law

Divorced

Separated

Remarried

Widow(er)
[enter list here]
(facesheet-form: cfg-maritalstat)

(intakesheet-form: cfg-maritalstat)

(referralinfo-form: cfg-maritalstat)
Check All That Apply – This checklist does not have a default list, so it if is requested to be turned on the checklist items must be provided as well.  Enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.  These settings are deployed at the program level.

Default List
Instead of the default list, use this complete list for the programs listed:
N/A

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

For these programs: [enter program list here]
Use this list:  [enter list here] 

(FACEFORM: cfg-check-applicable)



option 6 – client alerts
Enhancement location: Profile > Face Sheet 

Enhancement description: With this enhancement, Client Alerts information can be viewed on the Face Sheet. The black alert flag icon is added to the top of the face sheet, next to the client name. To see the alert, hover the mouse over the icon and alert text will display.

Client Alert information is entered within the Client Alerts feature in the Services – Individual module if the module is set to display. 
Turning this enhancement on will also add an Alert option to the Demographics ReportBuilder.
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this enhancement is deployed at the Program level
Please select from the following:

	 FORMCHECKBOX 

	No, we would not like this enhancement.

	 FORMCHECKBOX 

	Yes, please display Client Alerts on the face sheet for the following programs:

[enter program names here]


(facesheet-form: cfg-report-list)
Option 7 – Contacts Info

Enhancement location:  
Profile > Face Sheet, select consumer > Update Contacts Info

Enhancement A – Contact Types: 

By default, the Contacts feature enables you to record information for “Emergency Contact” and “Next of Kin.”  To request changes to this default list of contact types, enter the complete list to be used in the right-hand column of the table below.  Each list item should appear on its own line.  

This setting is deployed agency-wide.

	Default List
	Instead of the default list, use this complete list:

	Emergency Contact
Next of Kin
	[enter list here]

	(contacts: cfg-contact-role)


Enhancement B – Recording Contact Consents / Consent Types:
With this enhancement, each contact entered in AWARDS will display a consent section containing the following fields and options: Consent Type, Date Signed/Not Signed and Expiration Date. 
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This setting is deployed agency-wide.

Please select one of the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please show these consent fields for ALL programs.


 (contacts: cfg-fields > consent)

Continued on page 15
When the contact consent enhancement has been turned on, the default Consent Type list includes “Not Given,” “Emergency/Crisis,” and “Ongoing Care.”  To request changes to this default list of consent types, enter the complete list to be used in the right-hand column of the table below.  Each item should appear on its own line.

This setting is deployed agency-wide.

	Default List
	Instead of the default list, use this complete list:

	Not Given

Emergency/Crisis

Ongoing Care
	[enter list here]

	(contacts: cfg-consent-type)


Option 8 – Contacts info (Edit Drop-Down Lists)

Enhancement location:  
Profile > Face Sheet, select consumer > Update Contacts Info

Enhancement description:  The contents displayed in drop-downs list for several pieces of the Contacts feature are configurable.  This option will enable you to determine what items display in these drop-down lists so that the information you record for each contact meets the needs of your agency’s data collection processes.  A default list is in place for new implementations, but can be configured as needed.  
These settings are deployed agency-wide.

Relation – To request changes to the default list, enter the complete list to be used in the right-hand column of the table below.  Each list item should appear on its own line.

	Default List
 (for new implementations)
	Instead of the default list, use this complete list:

	Aunt

Child

Cousin

Friend

Grandparent

Guardian

In-Law

Parent

Partner

Provider

Sibling

Spouse

Stepparent

Uncle
	[enter list here]

	(contacts: cfg-relationship)


Title – To request changes to the default list, enter the complete list to be used in the right-hand column of the table below.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Dr.

Miss

Mrs.

Mr.

Ms.
	[enter list here]

	(contacts: cfg-titles)

	


Continued on page 17
Contact Method / Preferred Contact Method – To request changes to the default list, enter the complete list to be used in the right-hand column of the table below.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	Home Email

Home Phone

Home Fax

Work Email

Work Phone

Work Fax

Cell

Pager
	[enter list here]

	(contacts: cfg-contact-methods)


Option 9 – Providers
Enhancement location:  Profile > Face Sheet, select consumer > Update Providers and Medical > Providers

Enhancement A
Enhancement description:  Within the Administration > Providers Directory module, the Specialty field is a multi-selection list that allows users to mark providers as specializing in certain area. This list is configurable. 
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A default list is in place for new implementations, but can be configured as needed.  
These settings are deployed at the agency level.
Enter the complete Specialty list you would like display in the column to the right.  Each list item should appear on its own line.  
Continued on page 19
	Default List
 (for new implementations)
	Use this complete list:

	Cardiology
Dentistry
Dermatology
Diagnostic imaging
Gastroenterology
Geriatrics
Gynecology
Hematology
Hospice
Law
Neurology
Nursing
Occupational Therapy
Ophthalmology
Oral Surgery
Orthopedics
Orthotics
Periodontology
Physical Therapy
Podiatry
Primary Care
Psychiatry
Psychology
Speech Therapy
Surgery
Therapy
Urology 
	Use this list:  [enter list here] 




(Providers: cfg-specialty)
Enhancement B
Within the Medical > Providers feature, the Type field is a drop-down list that allows users assign providers to a certain role for a client. This list is configurable. 
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Continued on page 20 
A default list is in place for new implementations, but can be configured as needed.  An “Other” option and corresponding text box will also appear on this list, but will not be added to the global list of types automatically. 

In addition, certain types on the list can be designated as “Authorizing” roles. Only one authorizing role can be active on a client record at a time, and only users with the “Authorizing Provider Data Entry” data/entry access permission can edit or delete authorizing records. 

These settings are deployed at the agency level.
Enter the complete Type list you would like display in the column to the right.  Each list item should appear on its own line.  Enter Authorizing types in the first group (if applicable or your agency has NYS CR programs) and the remaining types in the second group.
	Default List (for new implementations)
	Use this complete list:

	Cardiologist

Dentist

Dermatologist

Diagnostic imaging

Geriatrician 

Gynecologist

Hematologist

Hospice

Lawyer

Neurologist

Nurse Practitioner

Occupational Therapist

Ophthalmologist

Oral Surgeon

Orthopedist

Periodontist

Physical Therapist

Podiatrist

Primary Care Physician

Psychiatrist 

Psychologist

Speech Therapist

Surgeon

Therapist

Urologist
	(Required for NYS CR Programs) Use this list as Authorizing types:  [enter list here] 

Use this list for all other types:  [enter list here] 




(Providers: cfg-client-provider-roles) (Providers: cfg-auth-provider-roles) 

(Providers: cfg-auth-providers-collect)
Continued on page 21
Enhancement C
Within the Providers feature, there are optional fields that can be set to display. Specifically:

· Include as Collateral – Checking off this option results in the contact being made available in the Collaterals list available during collateral contact progress notes data entry for this client. This option is only available when the Services module Progress Notes feature has been configured to allow for writing collateral contact notes.
· Consent Fields – These fields include Type of consent, Date Signed/Not Signed and End Date. When entered, the end dates are also available via the Calendar.  The default list of types is Not Given, Emergency/Crisis, and Ongoing Care. This list is configurable. 
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These settings are deployed at the agency level.
Step 1: To turn any of these fields on, please select them in the table below. (Leave the table blank if none of them should be displayed.) 
	Field Name
	Display This Field

	Include as Collaterals
	 FORMCHECKBOX 


	Consent Fields
	 FORMCHECKBOX 



 (Providers: cfg-fields)
	Step 2: – To request changes to the default consent Type list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.  
These settings are deployed at the agency level and will also apply to the consent Type field within Medical > Contacts.

	Default List
	Instead of the default list, use this complete list:

	Not Given

Emergency/Crisis

Ongoing Care
	Use this list:  [enter list here] 



	(Contacts: cfg-consent-types)


Option 10 – Entitlements (EDIT DROP-DOWN lists) 
Enhancement location:  Profile > Face Sheet, select consumer > Update Entitlements Info or Entitlements > Certified Entitlements

Enhancement description:  The contents displayed in drop-downs list for the following fields in the entitlements section of the face sheet are editable: Income Source, Eligibility, Account and Miscellaneous.  This option will allow you to determine what items will display in these drop-down lists.  The default list will automatically display if no changes are requested.  These settings are deployed agency-wide.
	Income Source – To request changes to the default list, in the column to the right, enter the complete list of the different types of income sources your clients have that you need to track.  Each list item should appear on its own line.

	Default List
	Instead of the default list, use this complete list:

	SSI

SSDI

Public Assistance
TANF

VA Benefits
UIB

SNAP/Food Stamps
WAGES

Other
	[enter list here]

	
	(entcert.w: cfg-income-list)
(entcert.w: cfg-main-list)


	Eligibility – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line. Make a list of the different health insurance options your clients may have.  Make sure that this list is exactly as you want it to appear and meaningful for both direct service staff and billing staff.

If you are a present/future AWARDS BillingBuilder Customer, make sure you indicate the insurances/funders etc. that you will need AWARDS to create an invoice for in the space provided. Also, send your Implementation Consultant or Senior Project Manager a copy of an invoice for each payer in addition to filling out this form. 
Default List
Instead of the default list, use this complete list:
Medicaid

Medicare

Blue Cross Blue Shield-Medicaid

Blue Cross Blue Shield-Private

Oxford-Medicaid

Oxford-Private

[enter list here]
Continued on page 23
AWARDS BillingBuilder Customers ONLY:

Payers you will be billing using BillingBuilder:
In the space to the right, make a list of the insurances/funders you need AWARDS to create an invoice for.

[enter list here]
(BB: fiscmenu.w: cfg-cgiip-button-lists, parser.php?bbmenu_php_RUN=1) 
(entcert.w: cfg-elig-list)
(entcert.w: cfg-main-list)
Miscellaneous – To request changes to the default list, enter the complete list you would like display in the column to the right.  Each list item should appear on its own line.

Default List
Instead of the default list, use this complete list:
SRO Rent

Other
[enter list here]
(entcert.w: cfg-misc-list)
(entcert.w: cfg-main-list)




Option 11 – Entitlements – Co-pay & benefits coordination 

Enhancement location:  Profile > Face Sheet, select consumer > Update Entitlements Info or Entitlements > Certified Entitlements

Enhancement description:  With this enhancement, two fields will display on the Eligibility section of AWARDS, Self-Pay/Co-Payment Amount and Coordination of Benefits.  Self-Pay/Co-Payment Amount is a text field and Coordination of Benefits will display a hard-coded list: Primary, Secondary and Tertiary.
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this option is deployed at the agency level.
Please select one of the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please show these fields for ALL programs.


(billmenu.w: cfg-enhanced-billing)
Option 12 – Entitlements Info – Subscriber Information

Enhancement location:  Profile > Face Sheet, select consumer > Update Entitlements Info or Entitlements > Certified Entitlements

Enhancement description:  With this enhancement, a field labeled Is Consumer Subscriber will display on the Eligibility section of AWARDS with a drop-down list containing “Yes” and “No” options. If you select “No”, additional fields will appear allowing you to enter Subscriber Information.
this option is deployed at the agency level.
Please select one of the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please show this field for ALL programs.


(entmenu.w: cfg-subscriber-option)

Option 13 – Entitlements – Entitlements note 

Enhancement location:  Profile > Face Sheet, select consumer > Update Entitlements Info or Entitlements > Certified Entitlements

Enhancement description:  With this enhancement, an Entitlements Note (text area) will appear at the bottom of the screen when creating or editing an Entitlement record. Each note is saved only on the entitlement record on which it is entered. (At this time, the field appears on all Entitlement types, except Insurance Authorization records.) 

this option is deployed at the agency level.
Please select one of the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please show the Entitlements Note for ALL programs.


(Certified Entitlements: cfg-fields)
Option 14 – program status 

Enhancement location:  Profile > Face Sheet, select consumer > Update Program Status
Enhancement A  
The Program Status feature allows users to assign a program status for a client, which is separate from the client’s program history stay. This feature can be used to track a client’s enrollment or status in a program or system outside of AWARDS.  When this feature is turned on, Program Status displays as a button on the Services Menu and can also be included as a section on the Face Sheet.
For reporting purposes the Program Status feature when accessed via the Services module contains a Program Status ReportBuilder.  Additionally, Current Program Status and Current Program Status Date variables are available for inclusion in several other AWARDS ReportBuilders, including the Demographics and Service Contacts ReportBuilders.

PROFILE > Face Sheet

SERVICeS > Program Status
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Continued on page 28

this enhancement is deployed at the Program level.

Step 1: Please select from the following options:
	 FORMCHECKBOX 

	No, we would not like this enhancement.

	 FORMCHECKBOX 

	Yes, please display the Program Status feature for the following programs:

[enter program names here]

	 FORMCHECKBOX 

	If turned on, Program Status can also be set to display as a section on a client’s face sheet.  This setting is deployed at the program type level. Please display the Program Status section on face sheets for the following program types:

[enter Program Types here]


(servmenu.w: cfg-progstat-button) (facesheet-form: cfg-report-list)
Step 2:  In order to turn on this feature, an agency must provide the status labels to be used. A default status may also be configured. Program status records created by default will not display on the program status index or as records on the Program Status ReportBuilder, only in other AWARDS ReportBuilders where “Current Program Status” and/or “Current Program Status Date” variables are included.
These labels are set at the program level.
	Status
	Turn on for the following programs:

	Statuses
Please provide a list of labels for the different statuses your clients will have.

	For these programs: [enter program list here]
Use these labels:  [enter labels here] 

For these programs: [enter program list here]
Use these labels:  [enter labels here] 

For these programs: [enter program list here]
Use these labels:  [enter labels here]

	Default
The default value for this status is blank. You may choose to have a default label in place from the list above. The default label will display throughout AWARDS when no other status is selected.
Only ONE label can be set as the default status per program.
	For these programs: [enter program list here]
Use this default label:  [enter label here]
For these programs: [enter program list here]
Use this default label:  [enter label here] 

For these programs: [enter program list here]
Use this default label:  [enter label here]


(Program Status: cfg-active-label) 
(Program Status: cfg-status-list)
(servmenu.w: cfg-progstat-button) 
Enhancement B
With this option, for programs configured to use the Program Status feature, a new Program Status drop-down option will display on the admission form with the statuses set in Enhancement A, Step 2. If a value is selected for this field, a new program status record will be created with the value selected as the program status. The admission date will be the start date.
Continued on page 29


If your AWARDS database was configured to capture program status information at admission, any changes made to a client’s admission date (either via Program History Corrections or admission re-processing) will not impact the program status record that was created when the admission was originally processed.  If a corresponding program status change is necessary, it must be made manually using the Program Status feature within the Services module. Note though that after admission processing the admission for only displays program status records where the admission date matches the status start date.  As a result, changing the admission date causes the associated program status to be displayed as blank on the admission form.  Likewise, changing the program status date via the Program Status feature results in a blank program status on the admission form.
this enhancement is deployed at the Program level
Please select from the following:

	 FORMCHECKBOX 

	No, we would not like this enhancement.

	 FORMCHECKBOX 

	Yes, please display the Program Status field on the admission form for the following programs:

[enter program names here]


(Program Status: cfg-admission-progstat) 
Enhancement C


If a program status record is manually entered for a client and an end date is later entered for that record without a new record having been created, the start date for the subsequent default program status record (when applicable) can be set to populate a start date the same day of the prior record’s end date, or the following date. 
Please keep in mind that pre-populated start dates for default program status records are based on data entry done for previous program status records, but they do NOT display within the Program Status feature, regardless of how this enhancement is configured.  Automatically calculated start dates are only displayed in relevant ReportBuilders that include the current program status start date variable.
this option is deployed at the agency level.
	
	If programs have been set to use a default program status in Enhancement A, Step 2, select one of the following:

 FORMCHECKBOX 
 Same Day (Default) - The start date of a new default program status record will be the same as the end date entered for the previous program status.


 FORMCHECKBOX 
 Consecutive Dates - The start date of a new default program status record will be the day after the end date entered for the previous program status.


(Program Status: cfg-gap-start)
option 15 – client identifiers

Enhancement location:  Profile > Face Sheet, select consumer > Update Client Identifiers
Enhancement description:  AWARDS Entitlements module Client Identifiers feature is an optional database enhancement that enables users to record client IDs used in systems other than AWARDS or by outside agencies.  Within this feature client identifier records can be entered, updated, and deleted, and read-only identifier reports can also be viewed.
This cannot be used for NYS OASAS IDs. Please contact your Customer Service Division representative or the Help Desk for configuring this ID.
When TABS ID is configured for this feature, it will display as a variable on the FormBuilder as a Dynamic Field read-only and as a variable on the Demographics ReportBuilder. 

IDs recorded using this feature are available as dynamic text fields (read only) in the FormBuilder, and are available for inclusion in the Demographics and Service Contacts ReportBuilders.
PROFILE > Face Sheet

Services-individual> Consumer identifiers
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Protected programs, where Consumer Lookup Record Sharing is set to No Sharing (System Setup> Agency Program Information> Add/Edit Entire Program> Optional tab) should not use the Client Identifiers feature as all Client Identifiers will show across all programs.
All Client Identifiers will display as shared Face Sheet information across all programs the client has been admitted to. HIV programs may be set to only allow users with chart access to the program to see Client Identifiers entered for that program. 
Continued on page 31
this option is deployed at the agency level.
Please select from the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please turn the Client Identifiers feature using these identifiers: [enter list of identifiers here]

	 FORMCHECKBOX 

	Yes, we would like this option. Please turn on the HIV related Client Identifier fields that should only be available to users with the HIV permission, and enter the list of HIV-related Client Identifiers below:
[enter list of identifiers here]


(facesheet-form: cfg-report-list)
(entmenu.w: cfg-identifiers-button)
(Client Identifiers: cfg-hiv-identifiers)
(Client Identifiers: cfg-identifier-list) 

option 16 – vital signs section
Enhancement location: Profile > Face Sheet 

Enhancement description: With this enhancement, the Vital Signs section can be turned on for the Face Sheet.

Smoking Status list is hard coded with the following options: Current every day smoker, Current some day smoker, Former smoker, Heavy tobacco user, Light tobacco user, Never smoker, Smoker – current status unknown, Unknown if ever smoked.

this option is deployed at the Program Type level.

Please select from the following options:
	Section Name
	Display this section:
	For these specific program types:

	Vital Signs (Height, Weight, BMI, Blood Pressure, Smoking Status)
	 FORMCHECKBOX 

	[enter program type list here]


(facesheet-form: cfg-report-list)
Option 17 – face sheet Substance abuse Info 

Enhancement location:  Profile > Face Sheet, select consumer > Update Substance Abuse Info 

Enhancement A 

With this enhancement, a new Tobacco section will display in the Substance Abuse Info section of a client’s face sheet.  The new section will contain the following fields:  

· Tobacco Use - Displays a drop-down list containing “Yes” and “No” options.

· Quantity/Rate - Displays a drop-down list containing “2 or more packs/day,” “1 pack per day,” “1 pack per week,” and “Less than 1 pack per week” options.

· Active - Displays a drop-down list containing “Yes” and “No” options.

· Ever try to quit - Displays a drop-down list containing “Yes” and “No” options.

· Quit Date – Displays as a date field.

this option is deployed at the Program type level.
Please select from the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please turn the Tobacco fields on for the following program types:

[enter Program Type list here] 


(facesheet-form: cfg-tobacco-hist)

Enhancement B 

With this enhancement, a new Gambling section will display in the Substance Abuse Info section of a client’s face sheet.  The new section will contain the following fields:  

· Active Gambler - Displays a drop-down list containing “Yes” and “No” options.

· Last Gambled - Displays as a date field.
· Quantity - Displays a drop-down list containing “Less than $10,” “Less than $25,” “Less than $50” and “More than $50” options.

· Rate – Displays a drop-down list containing “Daily,” “Weekly” and “Monthly” options.

Continued on page 34
· Active Debt Amount - Displays a drop-down list containing “None,” “Less than $50,” “$50-$100,” “$100-$150,” “$250-$500” and “$500 or more” options.
· Active Debt to Whom - Displays a drop-down list containing “None,” “Loan Shark,” “Friend,” Relative,” “Credit Card” and “Other” options.

· Location - Displays a drop-down list containing “OTB/Track,” “Casino,” “Bookmaker,” Numbers,” “Lottery,” “Games” and “Other” options.

· Has it caused problems with - Displays a drop-down list containing “None,” “Family,” “Housing,” Friends,” “Credit” and “Employment” options.

· Ever tried to stop - Displays a drop-down list containing “Yes” and “No” options.

· If yes to Ever tried to stop - Displays a drop-down list containing “GA” and “Other” options.

this option is deployed at the Program level.
Please select from the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please turn the Gambling fields on for the following programs:

[enter program list here] 


(facesheet-form: cfg-gambling-data)

option 18 – face sheet photo and note
Enhancement location: Profile > Face Sheet 

Enhancement description:  With this enhancement, a Face Sheet Note (free text area) or a Face Sheet Photo and Note (upload a client photo and free text note) can be added to each client’s Face Sheet. 

The Face Sheet Photo cannot be turned on without the Face Sheet Note.
If the Face Sheet Photo is turned on, it becomes available as a field to display on the client’s MAR in the Medical module.
this option is deployed at the Program Type level.

Please select from the following options:
	Field Name
	Display this field:
	For these specific program types:

	*Face Sheet Photo & Note  
	 FORMCHECKBOX 

	[enter program type list here]

	*Face Sheet Note ONLY
*These two should not be set for the same program type.
	 FORMCHECKBOX 

	[enter program type list here]






(facesheet-form: cfg-report-list) 
option 19 – household/Family tracking functionality 

Enhancement location: Profile > Face Sheet 

Enhancement description:  With this enhancement, a Household Info button​ (with a configurable label)​ will display at the top of the Face Sheet. Clicking this button opens the Household Composition page, which contains basic information (First/Last Name, Date of Birth, Relation to Primary Client, Living with Household member) in order to track Family/Household relationships.
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This feature tracks relationships between clients in your database,​independent of program history. ​ T​his feature also collects ​​and reports client family composition data. Because this feature impacts program structure and workflows, please contact your Client Services Representative if you are interested in turning this feature on.


This option is deployed at the Program Type level.
(facesheet-form: cfg-childinfo-btn)

(facesheet-form: cfg-householdbtn-label)
option 20 – return to admission form 

Enhancement location: Profile > Face Sheet 

Enhancement description:  With this enhancement, an Intake Form button will display at the top of the Face Sheet. Clicking this button will open the Intake form (single-step intake) or the Application Evaluation (multi-step intake).

This feature is particularly useful for programs using Household Functionality (Option 20 above) and set to use single-step intake as it provides an easier way to return to the intake form to update referral source information.

This option is deployed at the Program Type level.
Please select from the following:
	 FORMCHECKBOX 

	No, we would not like this option.

	 FORMCHECKBOX 

	Yes, we would like this option.  Please turn the Admission Form button on for the following programs:

[enter program list here] 


(facesheet-form: cfg-display-hudform)
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