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How Data Transfers from Data Sheets to

Progress Summary and Report

1. Data Sheets to Progress Summary Report

= Goals-> Transfer from the Data Sheet to the Progress Report Summary tab

Goal 1=

Brusd Teeth Independesthy (COMPLETED)
Darmn will ges evercive daily

Zapty beoth pasts 12 bruak, brash tees
srdy 1ue et aed bkt

S —

ot =ttt eyt |

@L0R2010: Actrary Apply t0ath paste to brusk, brush tersh for 60 seconds, rinse mosth and sooth brusk

0217/2019: Acemry: Perfoemed |5 muny yoga nith Dueran

@2212019: Acwry Sweching

Q22009 Areviry: Aerobics enorcising

03107019: Acwviey: Comphete s cutiade activity fir oo leaa than 19 mussster

B3 102019 Astivity: Dodge ball

@3 122019: Acorory- Took a mip so Golf Land 1o play msamae goif

G3132019. Aemviry. Play beskethal ot e park for 20 mismnes

AN T4 019 Aoty wem o2 the park | baskethall

01032019 Progren 100%-Independent Darres brushed ke ineth today foe o consecutrve 2 weeks m & row Has goal has been completed
o the ISP

1T 2019: Progress 100%: Independen: Darrin complesed the emtire exercise routmne.
2212019, Progesn $0% Independess. We got halfusy thiough ou sresches, Ders ot tied
Q2227019 Progrews: 100%-Verbal Fromps. Dy b ey several diey being cherred
@310 2019: Progress: 25« Independernty-Darrn bounced e ball for § mumtes and compiered 15 mmmes of yoga on s own
03112019 Progens (e-Refured- Darrn tefissed 10 g0 oamade torday. He wan st focling well

03122019 Progrew 7% Madelg -Durrin it the polf bull and got & whale in ce after shovwing him how 8o hold the clob

@3 13 2019: Progress: 75% Viwual-Darmin made 3 baskens at the park afier wanchung the other kids

@31472019. Progres: 100% 1 Adter l Daer: his poal seday by ang own

= Activities-> Transfer from the Data Sheet Activities field by service date to the

Progress Report Summary tab
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Briah Tostn Lngapansecey - Tetaracvs Bractcn Bwgares

Brush Teeth Enfeprndently (COMPLETED)
Diaran will et emevrine daily:

[ e ——— 60 seccnds,
8217201% Acwviry. Pesfoemed 15 muna yega with Dasrin
0221200 Activity: Stovtckng
1222008 Actviny: Aerobics exrcung
037102005 Actity. Complete s outnde sctrvity for 5o b thas 14 mutes
3112019 Aoty Dodpe ball
0312201 Actrviry: Took 8 mip o Golf Lusd 10 play ssmanure pobf
3132019 Actiaty Play bankeeball ot he park for 20 minees

318 201% Actiyity k| basketball

LT Dﬂ;.‘;ﬂl: Progress |00 s Independem-Darnn brushed bas seedh soday for 3 consecsen s T weeka o rom His goal bas been compleind
P the IS

GUIT201 Progress: 100% Independent-Dusrin completed the eutier cnvcise routine

0221°200%. Progress: 50%-Independent: We got balfnwy through cur suesches, Damrin got need

02222019 Progera 100%-Verbal Prosspt-Dsrin cossgpbeted hun sevobics exmvessy after several attengn after brag chorred oo
037102015 Progress: 249 y-Dlares bocsced the ball for 4 13 mimses of vogs o kis own.
3112019 Progress: 0*+-Refiosed Damin refused 10 go ounide todey. He was not feehng well

3123015 Progeran 74% Mendeling Disrin bot the podf bull snd pot 8 whole i oot after thowsmg him bow 19 bobd the elely

031320019 Progress 75% Visual-Darrin made 3 baukets af the park afber warchung the other kada.

03142019 Progress: 100% 1 Adter sevensl Dlarsin met his goal today by 1 [}




B4 virack@Vichra.com

Vichra LLC Tutorials

L]
-

 VICHRAE =2,

=  Progress-> Transfers from the Data Sheet Progress summary field by service
date to the Progress Report Summary tab

Goal 12 Brunk Teeth Independendy (COMPLETED)
Disrrin mall get enevcine duly

1032019 Actary: Apply bouh s emouth
o, LG 2172018 Acwvaty: Performed 15 mins yoga wish Darn
02212019 Actvaty: Swerching
02222019 Astity: Asrotues exsteising
03102019 Activity. Complete an cutside sstrity for s b than 15 missstes
OX112019 Acwvwy: Dodge ball
AL PROGRE 15t T G 03122018 Activiry: Took a i 1o Golf Lend vo play susamee golf
03132019 Astivwty. Pley baskesball ot be park for 20 mumsscs
1. m 03142019 Activity. went 10 the park _haskerbal]
= 1032015 Progress: 100w Independem. b v for Zmeeks marow H
58

o s s o 10 351150

[ T 11 1411 80

Gest [r— el
= i | e 02172019 Progress 1004 Iadependent-Darmin cong!
feoseurTH — 0220 201% Progress: 5% Independen- We oo hatfuwy through our sresches, Darnm gon red.
02 22201%: Progress. 100%-Verbal Prospr- Dursin completed b aerobics excerising aftes several anemgpes wfer being cheered on
031072019 Progress: 25%-ls o 5 d completed 15 mumstes of voga on his omm
R~ Yok o 03112009 Pregress: (%e-Befued Dinran refoscd 10 g0 outiade sodey. He wa not fecling well
03122015 Progress: 75% Modeling Diras hit the psif ball snd got 2 whole i se altes shswing him bow 10 heid the clib

Triad 41 i 166% ¥ || [ iedapandarn - ] T aery e
03132019 Progroes: 75% Vissal-Darrs made § basket st the park afiey naichag the oty kady.
03 142019 Progress: 100% lndependently- Afier several anempns Darm miet his poal soday by independersly exeronag os his v

**Please note progress trial % should be summarized for the day and then typed into the daily
progress summary field on the daily Data Sheets. This will ensure the progress trial % is transferred
to the Progress Summary tab**

/ Gaal 1: Brush Treth Indepecdently (COMPLETED)
v = D il ges emewcine dasky
ICHRAC—2,
01032019 Actiaty. Apply ook pash [P re montk
Vet LLE DTN Actvity: Perdormed 15 suim yoga with Darsin

0211019 Aoty Streschmg
01222019 Aoty Aoy exorciag

Pt s i S 8100 153138
O3 102019: Acuvty: Complete am cuisde actrviny for o less than 15 meues.
] Regate 03112015 Aetivary: Dedge ball
T 0312019 Aewviny; Took & g o Golf Lassd vo play massanse gelf
) 0313 2019; Actiaty Play baaketball st be pack Sov 20 musmtes
031430, ity Toemt 10 the park | baskethall
i 0 ﬂn.::gl:'?lwul 100% - Independent- Durmn brushed hus reeth soday for a consecenne 2 weekn in o 10w His goal has been complesed
pet

2019 Paogresa. 100% Independest Diras completed the etz cxrtene ot
2019 Pragrens. 4% Independess- We got ough o ¥
019 Progress 100%-Verhal Prompe Dams complrted b smobics exmcissg afer sl sttempts after bong cheered on.
VL0019 Progress: 15% Darmin ] 15 muvstes of L

0311 201% Progress: s Refuned-Damn refused 10 po ovasade waday. He was not feelng well

03123019 Progress: 75% Modeling Durmin b the golf ball end o & whols o one after showing hum bow 1o kold the clob.
03132019 Progeens: 5% Viaual Darsin smade 3 baskets ot the pak afher witching the ot kidi

03142019 Prageens: 1004 Aher several attempts | sodey by

Pregreas = Value wotes,
Trisd s | 1555 7|1~ inspendent . Computad acttout ey ade
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2.

Data Sheets to Progress Report
Goals-> Transfer from the goal section of the Data Sheet to the Progress
Report under Outcomes-Exactly from the ISP

OO TTHaA FORTF 1218
ARIZONA DEPARTMENT OF ECONOMIC SECURITY
Covmen of Dnypicgmenia Catrs
HABILITATION PROGRESS REPORT
e fepserey Rocuamreet 11 Uset L uartes 1 S Acrus
\wemon O e fouroned 12000 con 1100
Gt e Name  Demod Comaany iepenert Frovees e
Suppert Coomeator teamm T Derc i cenw Vot = s rorm

Vic HRAC =2,

Activities-> Transfer from the activities section of the Data Sheet to the
Progress Report under Written summary describing specific activities

OG- 17B4A FORFF (98]
ARIZONA DEPARTMENT OF ECONOMIC SECURITY
Cremen of Drveicomenta Daseates
HABILITATION PROGRESS REPORT
[ e ] thay | Caarieny L S ova
emtes are DA e e Tl toe 110

**Please note this action is performed for each goal**
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How to Create HAH Progress Reports

1. Navigate to Clients Drop Down
= Select-> Progress Report

vTrack

DDD Claim Tracking and Compliance

Home Claims~ Client5v<:|

Add Client o the Vichra DDD Billing System
Client List
vTrackt—:,

Client Notes Report

Import Authorizations
ISP End Date Report

Prescription Expiration Report

Progress Report <:

2. Enter Report Ranges

=  Enter-> Start Date and End Date

= Report Mode-> Select HAH Progress Report
= Select Discipline-> Select HAH Hourly

= Select Client-> Select specific client

= (Click-> Submit
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Progress Report

Select the range for the report

Start Date: |O 1/01/2019

End Date: |03/31/2019

Report Mode

|HAH Progress Report | @

Select Discipline

'HAH Hourly v | <:

Select client

| Bell Darrin - 10/31/2001 v |

<5

**After clicking submit, two tabs will open in your browser**

=  HAH Progress Summary Tab
=  Habilitation Progress Report Tab



3. HAH Progress Summary Tab
= Lists-> Each goal
= Service Dates-> Detail daily activities and progress for each goal

Darrin will get exercise daily.

Fﬂ
’ > Goal 1: Brush Teeth Independently (COMPLETED)
L 4 E Running List for Goal #1

( 01/03/2019: Activity: Apply tooth paste to brush, brush teeth for 60 seconds. rinse mouth and tooth brush. N

. i 02/17/2019: Actrvity: Performed 15 mins yoga with Darrin
Lt of senvicedates 02/21/2019: Activity: Stretching
anit qeifyitics 02/22/2019: Activity: Acrobics exorcising
pedforimed each day 03/10/2019: Activity: Complete an outside activity for no less than 15 minutes.
03/11/2019: Activity: Dodge ball
03/12/2019: Activity: Took a trip to Golf Land to play miniature golf.
E:> 03/13/2019: Activity: Play basketball at he park for 20 minutes.
« 03/14/2019: Activity: went to the park / basketball Yy,
¢ 01/03/2019: Progress: 100%-Independent-Darnn brushed his teeth today for a consecutive 2 weeks 1n a row. His goal has been completed
per the ISP
02/17/2019: Progress: 100% Independent-Darrin completed the entire exercise routine.
List of service dates 02/21/2019: Progress: 50%-Independent- We got halfway through our stretches, Darrin got tired.
and progress for each 02/22/2019: Progress: 100%-Verbal Prompt-Darrin completed his aerobics exercising after several attempts after being cheered on.
day 03/10/2019: Progress: 25%-Independently-Darrin bounced the ball for 5 minutes and completed 15 mimutes of yvoga on his own.
03/11/2019: Progress: 0%-Refused-Darrin refused to go outside today. He was not feeling well.
@ 03/12/2019: Progress: 75% Modeling-Darrin hit the golf ball and got a whole in one after showing him how to hold the club.
03/13/2019: Progress: 75% Visual-Darrin made 3 baskets at the park after watching the other kids
\03-" 14/2019: Progress: 100% Independently- After several attempts Darrin met his goal today by independently exercising on his own.

virack@Vichra.com

v
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4. Habilitation Progress Report

= Select-> Reporting Frequency

= Verify-> Member Info

= Verify-> Support Coordinator and Select-> District

Select-> BTP Plan check box Yes or No

= Enter-> Type of Habilitation

= Qutcomes Exactly from the ISP-> Will auto fill from goals on data sheets

= Select-> ISP or BTP-> check corresponding box

=  Written Summary describing specific activities-> Will auto fill from activities
entered on Data Sheets

= Qutcome Results-> Use this field to type a summary or copy and paste data
from the summary tab to detail overall goal progress

= Continue for each goal

Vichra LLC Tutorials
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_DD-1784A FORFF (12-16)
ARIZONA DEPARTMENT OF ECONOMIC SECURITY

Division of Developmental Disabilities

HABILITATION PROGRESS REPORT

E Reporting Frequency Requirement: [ Monthly # Quarterly [ Semi Annual I @
[ Wemer name Darrin Bell Hepner 12943073 DoB 10512001 ) <:

. _ <D

[BTPPan  @ves [l iol Type ofHabilitation ‘ :] <::_j
»’«I Choose Yes or No %J Type Tulu's Precious Hands I—
Written summary de: tcome results

H [} \
i S I ‘ [ e, k went to the park / basketball
\ 2
Darin wil gt exercise daiy. ookt e Gl Lo oy s el Erteroraony.ong
Brush Teeth Independently (CCKPLETED) Dodae bl L S l paste summary of
(Complete an outside activity for no less than 15 minutes. Goal #1 here
Goal #1 Weights =
Aerobics exorcising 4 4
\ \
i . e
= = —
i Hise I [ U ere } ke cookies,

\ce cookie and glasses of milk for snack.
M2\ tuna fish sandwiches
to make snacks and assist in preparing.

Goal #2 -
Peanut Nitter and jelly 4

Darrin will help with making snack daily.

Enter or copy and
paste summary of
Goal #2 here

\ Paste each goal summary in Outcome Results

BTP Plan: Mark Yes only with BTP. Otherwise mark No. Type of Habilitation: Enter Tulu's Precious Hands.

5. Validation/Signature

= Scroll-> To the bottom of the Habilitation Progress Report tab

= SP Action Items/Update-> Type SP Actions Items/Updates if any
= Comments/Other-> Type comments or Other items to report

= Add-> Signature

= Name-> Type PCP name report has been sent to

= Address-> Type address for the above PCP

=  Date sent-> Enter date sent

= Click-> Save
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SP Action Items/Updates:

| Type SP Action Items/Updates here

Comments / Other (Medical Appointments, home visits, issues, etc...)

| Type Comments/Other info here

THERAPIST SIGNATURE(S)

Segnature #ere

Clear Edit

ROUTING: Original - Support Coordinator; Copy - Primary Care Provider; Copy - Family/Responsible Person

Primary Care Provider name and address that the report has been sent to

Name:  Type person/company report has been sent to here

Address:  Type address of the person/company from above here

@te Sent:| Type date here [}

Save | Cancel <:3

ik

i

**You will automatically be directed to the Client Info tab of the client’s portal**
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6. Client Portal Files Tab
= Click-> Client’s file tab

vTrack

DDD Claim Tracking and Compliance

Home Claims~ Clients~ Provider- Coordinators~ Payments~ Reports~ Financials~ Security~

Welcome to vTrack!
Darrin Bell

“ Client Info L Authorizations Insurance Diagnoses Acct Summary Prescriptions Waivers Files Notes Changes

v
**Progress Reports are located under Progress Reports Section**

Options Available on Files Tab

= View-> Edit, review, or print

=  Email-> Email Report securely from vTrack
= Delete-> Remove from client’s files

Welcome to vTrack!

Darrin Bell
‘ Client Info Authorizations Insurance Diagnoses Acct Summary Prescriptions Waivers J Files { Notes Changes
Add F Add
File Name Upload Date Size Actions
] My_Notes.docx 12/21/2018 12:53 PM 11,254 kb £ X
- ATC 12/16/2018 01:26 PM 19,627 kb &y X
% Darrin Bell 157 2018 11/21/2018 12:52 AM 3,027,231kb K
W authorization.xlsx 03/27/2018 08:56 AM 8,699 kb ,‘ X
nij DriversLicense.docx 03/27/2018 08:55 AM 12,684 kb ,‘ X
= cpr_certification_05132013.pdf 03/27/2018 08:55 AM 28,706 kb &y XK
4 3
Progress Reports @ {} {}
IProgress Report Type Date Range Saved Date Provider
Progress HAB 01/01/201¢ - 03/31/2019 04/04/2019 12:05 PM Raelee Vichra
Progress HAB 01/01/2019 - 03/31/2019 02/27/2010 02:20 PM kbaker | Email | Delete |
Progress HAB 01/01/2019 - 03/31/2019 02/22/2019 11:18 AM sally ew || Email | Delete |
SOAP Progress Report 10/01/2018 - 12/31/2018 02/22/2019 02:18 AM Sally
SOAP Progress Report 07/01/2018 - 09/30/2018 02/22/2019 02:17 AM Sally ew
SOAP Progress Report 04/01/2018 - 06/30/2018 02/22/2019 02:17 AM sally m
SOAP Progress Report 01/01/2018 - 03/31/2018 08/20/2018 10:58 PM demo View || Email | Delete y
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7. Secure Email from vTrack
= (Click-> Email
= Enter-> Email address(s)
= Add Support Coordinator Email-> Check box
= Add Parent/Guardian Email-> Check box
= (Click-> Send Progress Report
**If multiple addresses are entered, separate by a vertical bar (Shift+Backslash)**

Example: (johndoe@john.com| sam@sam.com| bob@bob.com)

Email Progress Reports

Patient's Name: Darrin Bell DOB: 10/31/2001
Send to these email addresses:
Separate by | (ex. johndoe@john.com|sam@sam.com|bob@bob.com)

Enter email address(s) here

Add Support Coordinator Email? ¥
Add Parent/Guardian Email? ¥

e 1 P
Cancel tend Progress Report | ‘<:

4

**Please note: Email address fields for Support Coordinator and
Parent/Guardian are located on the Client Info tab of the client’s portal**
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Darrin Bell

“ Client Info Authorizations

Active

Client ID / Assist number®
Client AHCCCS ID#
CIs#

Last Name™

First Name™

Phone™

Phone Type

Alt Phone

Alt Phone Type
Support Coordinator

Support Coordinator Phone

Insurance

]

12943073
Darrin

cell v

\ v

Tiffany Jackson

602-555-7852

Diagnoses

tjackson@azdes.gov

. 3 e e s ]
i > l Support Coordinator Email
District Suppor oordinator ‘

Office Support Coordinator
Disability

Language

Doe=

Gender*

|

Autism spectrum disorder
English ¥ |

1/31/2001 [T

Inactive Date
Address1™
Address2™
City*

State™

Zip*

Initial Date of
Service
Provider CIT
Req'd?

ISPP

Medication
Admin. Form

Focus ID
Incontinent?
Nutrition?

Agency of Choice

Acct Summary

Prescriptions

846 Main St Coordinator
Date
15P Oate in i

[az =
ISP End Date

5202 ISP Next Review

Parent/Guardian

Client Email

]

Parent/Guardian
Phone

Waivers Files

Notes

jinglebells@gmail.com

[Tess Hanson ¥ |

oi/2/2019  [E]
05/31/2019

Changes

Carrie Bell
480-555-5555

Parent/Guardian

E—

cb@email.com I < 5

Relationship

|

Parent/Guardian 2

= Parent/Guardian 2

t Phone

o Parent/Guardian 2
Email

Relationship

Emergency Contact
Name

Relationship

]
]
]
]

Grandma |

**For additional support, please contact us at vtrack@vichra.com**




