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This guide is intended to give you the basic information you need to begin entering
community benefit data. For additional help and resources, please refer to the page
specific “Help” screens loaded into the software.

Getting Your Workstation Ready for CBISA ™

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

1. Set the Screen Resolution: To properly view CBISA ™, your screen resolution must
be set to a minimum of 1024 x 768. To set the resolution, access the Control Panel,
choose Display, and open the Settings tab. The screen resolution should be located on
this tab. Apply your changes.

2. Add CBISA Online as a trusted site: Open the Control Panel and choose Internet
Options (or choose Internet Options from your internet tool bar). On the Security tab,
add https://www.cbisaonline.com as a “trusted site”. Apply your changes.

3. Turn off “pop up blocker” for this site: Open the Control Panel and choose Internet
Options (or choose Internet Options from your internet tool bar). On the Privacy tab, turn
off “pop up blocker” for www.cbisaonline.com by choosing the “settings” button and
adding the site. Apply your changes. Or, from your Internet tool bar, turn off “pop up
blocker” after logging in to your program.

Accessing CBISA ™

1. Open your internet browser (Internet Explorer 6 or Internet Explorer 7)

2. Type in your unique URL. Remember: the URL MUST start with https://. If you forget
the “s” or start the site with www, you will not gain secure access to the program and
your data.

3. Enter in the user name and password that has been assigned to you. Your permission
level will dictate the access you have into CBISA ™ and what you can and cannot do in
the program.

4. Note: Please maximize your internet browser window to properly view the CBISA ™
program.


https://www.cbisaonline.com/
http://www.cbisaonline.com/
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A Main Modules: Access one of the five main modules by clicking on the appropriate tab

B Sub Menus: If a main module has additional information screens, access the sub menus by
clicking on the desired screen name

C Options: Access additional default screens by expanding the options box
D Control Panel: Shows which module is currently active and contains options for data records

E Browse Box: Shows alphabetical or descending date ordered data records for the active
module

F More: Additional functions for data records within the active browse box
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1. Choosing a Module: With your mouse, click on one of the main module tabs to
open. Within each main module, with the exception of the Community Outcomes
Module, you will have additional menu options. Click on the menu option to open each
new “page”.

2. Using the Control Panel Function Buttons: The first three main modules,
Activities/Occurrences, Leadership Journal, and Community Outcomes have the following
function buttons available: Add, Delete, Undo, Save, and More. Simply click on the
corresponding button to perform the desired action. “Add” creates a new record;
“Delete” completely deletes the highlighted record; “Undo” brings your record back to
its last saved version; and “Save” accepts any new record or edits to an existing record.

3. Using the “More” Control Panel Option Button: To access the additional features
within each module, move your mouse over the “More” button in the Control Panel. The
drop down menu will automatically expand, and depending on what module you are in
and what user permission level you have, you will have the choice of different options.

Add Delete - More

; Show Filters

Disable Record Activity Record Options

Copy Activity

4. Minimizing and Maximizing the Control Panel: Minimizing the Control Panel allows
for an expanded view of the active page. To minimize the Control Panel, simply click on
the green triangle button located in the top left hand corner.

To maximize the Control Panel, click anywhere within the blue line on the far left side of
your screen.

5. Accessing the Default Pages: To open the organization and facility default pages,
move your mouse to the “Options” button located at the top right hand side of the
screen. The Options menu will expand to give you the additional menu choices of Edit
Defaults, Org (Organization) Defaults, Change Fringe Percent, and Indirect Costs. Click
on the specific menu choice to access the desired page.

Option
Note: Whenever you see a black triangle next to a word or  g4it pefaults
phrase, move your mouse over the triangle to see the Org Defaults
expanded menu options. I Change Fringe Percents |

Indirect Costs



6. Accessing the “Help” Screens: Each screen within

the program has its own specific “Help” page. To Options ¥ Hel Sign Out
access the “Help"” page, click on the link at the top of
each page (positioned between “Options” and “Sign
Out”). The topic specific Help page will pop up in a
dialog box. Choose the Red “X” to close the Help

window. @’

s
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7. Choosing a Specific Record: Within the browse box of the control panel, you can
choose (or highlight) a specific record by clicking on the record, or by using your Up and
Down arrows on your keyboard.

Activity/General

Occurrences for this Activitv:2

Outcomes for this Activity:0

Add Delete

4-H Youth At Risk Program
Alternative Spring Break
America Reads

Blood Drive

The browse box contains a list of all of
the available data records for the
module that you are currently viewing.
The Activity browse box sorts all

programs alphabetically by title. {
Occurrences, Leadership Journal
narratives and Community OQutcome
records are all sorted by date.

First Year Service Program

Funds Raised for CMN

Green Iniatives

Habitat for Humanity

Make a Wish

Service Internship - Journey Project
Street Theater Art (START) Project
Student Health Fairs

Therapeutic Riding

Toys for Tots

searcn: [

8. Moving from field to field within a record: To access any field of a given record
(regardless of the module), move your mouse and click within the field to enter data, or
move from field to field with the “Tab” key.

Permission Levels in CBISA™

1. System Administrator: The System Administrator is the highest permission level with
access and rights to all facilities within an organization, or System. The System
Administrator is responsible for assigning the user name and passwords to the
Coordinators (Single or Multi-Facility). The System Administrator also defines the Groups,
Entities, and Regions for the System. The System Administrator has complete access to
all defaults, data, and reports for all of the facilities within the organization.




2. System Senior Manager: The System Senior Manager has “read only” access to all of
the data for all of the facilities within the organization or System. The System Senior
Manager can preview, print and export reports for single or multi-facilities.

3. Multi-Facility Coordinator: The Multi-Facility users have access to more than one
facility within an organization and the available facilities are assigned by the System
Administrator. The Multi-Facility Coordinator has the ability to add/edit/delete facility
defaults and all data records, in any module, for the assigned facilities. The MFC can
preview, print and export reports for single or multi-facilities.

4. Multi-Facility Senior Manager: Like the System Senior Manager user level, all of the
data for multiple facilities is “read only” for this permission level. The Multi- Facility
Senior Manager may view all of the information for the assigned facilities and preview,
print and export all of the reports for single facilities or multi-facilities.

5. Multi-Facility Finance: A user with the permission level of Multi-Facility Finance has
the ability to add/edit/delete the fringe benefit percentage, average hourly pay rate,
operating expenses and revenues, direct and indirect costs (all located in Organizational
defaults on the Facility Financial screen), edit Department information (located in Facility
Defaults) and add/edit/delete statistical occurrence information for more than one
assigned facility. The MFF can also preview, print, and export all the single and multi-
facility reports.

6. Multi-Facility Reporter: The Multi-Facility Reporter is able to add/edit/delete
activities (if permission is granted for the user account), occurrences, outcomes, and
leadership journal entries in their assigned facilities. The records added by the Multi-
Facility Reporter will remain in a “pending” status until they are approved by a
Coordinator. Once records are approved, or imported, the Reporter may not edit or
delete them. Multi-Facility Reporters will often be program coordinators, department
heads and other key people in each department that collect and report community
benefit information.

7. Facility Coordinator: The Facility Coordinator is one of the most crucial positions to
community benefit reporting. The Facility Coordinator is responsible for almost every
aspect of the community benefit Report. It may also be the Coordinator’s responsibility
to figure out what activities and programs the facility is performing for the community and
if those activities “count” as a community benefit. The Facility Coordinator needs to
educate the Facility Reporters on the “what” and "how” of data entry. The Facility
Coordinator must effectively communicate with the Finance Department, any department
heads involved in community benefit work, and with senior management. The
Coordinator may also be responsible for scheduling reporting deadlines. The Facility
Coordinator may add/edit/delete facility defaults, add additional facility users,
add/edit/delete all data records in every module, edit facility information and financial
data, approve (or import) pending records, and preview, print and export all single facility
reports.



8. Facility Senior Manager: The Facility Senior Manager has a “read-only” view of all of
the data for their facility and can preview, print, and export all of the single facility
reports. The Facility Senior Manager is normally an individual in upper management who
would need access to the community benefit information without the need to do any of
the data entry.

9. Facility Finance: A user with the permission level of Facility Finance has the ability to
add/edit/delete the fringe benefit percentage, average hourly pay rate, operating
expenses and revenues, direct and indirect costs (all located in Organizational defaults on
the Facility Financial screen), edit Department information (located in Facility Defaults),
and add/edit/delete statistical occurrence information and can preview, print, and export
all the single facility reports.

10. Facility Reporter: The Facility Reporter is able to add/edit/delete activities (if
permission is granted for the user account), occurrences, outcomes, and leadership
journal entries. The records added by the Reporter will remain in a “pending” status until
they are approved by the Facility Coordinator. Once records are approved, or imported,
the Reporter may not edit or delete them. Facility Reporters will often be program
coordinators, department heads and other key people in each department that collect
and report community benefit information.

Adding User Accounts to CBISA™

1. Review the Permission Levels: Each user is assigned a permission level and given
access into one or more facilities within the organization. When an individual needs
access into CBISA™, review the permission levels as outlined above and decide which
role the user will have with your community benefit initiative. The role dictates the access
needed, and the access needed helps you decide which permission level applies.

2. Add Additional Users: Access the Users management page through Options/Org
Defaults. After opening the User tab, click on the function button “Add” to add a new
user. Enter in the user information. Choose the permission level from the drop down list
and then the assigned facility. If you are adding a Multi- level user, you will choose the
“home” facility from the drop down list and then assign additional facilities using the
check boxes. Create and confirm the password.



First Name

Last Name I
User Name |
Email I -
Choose User Level and Facility

User Level Facility Senior Manager from the dropdown lists
Facility Sylvania Medical Center
Password
Confirm Password

SN

[ ( Save ) | [ Cancel ]
v

3. Additional User Functionality: For administrative user permission levels (System
Administrator, Multi Facility Coordinator, and Facility Coordinator) you may check the
“User Provisioning” option box. “User Provisioning” allows a user to manage all of the
user accounts that he/she may be responsible for. Administrators/Coordinators with the
“User Provisioning” option are the only users who may re-set a forgotten password.
Facility Reporters also may be allowed to add Activities, or be blocked from that
functionality, on their user account.

4. A Note About User Names and Passwords: User Names must be unique throughout
an entire organization; therefore, when initially setting up User Name accounts, make sure
that the procedure for creating new accounts will have enough variables to make each
account different. User Names can contain up to 50 characters. Acceptable characters
include the letters A through Z, numbers O through 9, and the character _ (the
"underscore").

Passwords do NOT have to be unique; therefore, every user can be created with the same
password. That user will then edit their own account and re-assign a password that they
will remember and will remain private. Each user, regardless of user permission level, has
access to their user information account. Passwords can be between 6 and 15 characters
long. Acceptable characters include the letters A through Z, numbers O through 9, and
the character _ (the "underscore").

Note: Please make sure that all CBISA™ users know to contact their
Administrator/Coordinator to re-set any forgotten password.



Setting Defaults in CBISA™

1. Organizational Defaults:

To add organizational defaults (defaults which are created at  Options »

the system level and used for all facilities within the Edit Defaults
organization) move your mouse to point to the “Options”

button. Click on Org Defaults to see the additional menu tabsl Change Fringe Percents
of Organization, Facilities, Users, Regions, Groups, and Indirect Costs 4
Entities.

‘ Organization H Facility H Users U Regions H Groups U Entities |

Organization: contains organization name and contact information. Access rights:
System Administrator.

Facility: contains one or more facilities that belong to the organization. Each facility is a
unique reporting database that collects, tracks, and reports community benefit data.
Facilities can only be added to or deleted from an organization by Lyon Software. Access
rights: System Administrators, Coordinators, Finance.

Users: contains user accounts for the facilities contained within an organization. User
accounts are created, edited and deleted from this organizational default. Access rights:
System Administrator (all users) and Coordinators (all users in assigned facility or facilities).
All other permission levels have access to their account ONLY.

Regions, Groups, and Entities: used by multi-facility organizations to group various
facilities together for reporting purposes. Access rights: System Administrators. (For
more information, refer to Appendix A “Helpful Hints for the System Administrator”.)

2. Facility Defaults: Options P

To access the facility defaults, move your mouse to point to the (Edit pDefault

"Options” button and click on “Edit Defaults”. Facility defaults  org Defaults

are individually assigned to each facility within an organization. I Change Fringe Percents
Access rights: System Administrator and Coordinators. Indirect Costs »

Department Uﬂuels & Priniciples J (ategaries H (ustom Ternis H User Defined {udesu Tapics H Seth'ngsu Fnrmats“ A-;es“ Spacial Haedsu Subject /Keyword/ Person {
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Department #
Departments: Facility departments that are Bcpatcal [

involved in collecting, tracking or reporting Rate Year: 2008 ~
community benefit information may be
entered on the Department rate table. Each
record contains a unique department number, Phone
name, standard (average) hourly pay rate, and
contact Information-name and phone number.

Contact

| Save H Cancel i

Location(s) of the default within the data entry
screens: Activities/General, Occurrence,
Leadership Journal/General, and Filters (Activities and Leadership Journal). Reports for
selected department(s): Menu | #5, Leadership Reports #3, Complete Summaries #7, and,
Control Listings #2. Additional reports may be sorted by department.

Categories: The software is pre-populated with the standard categories. Location of the
default within the data entry screens: Activities/General. Reports: Menu | #3, #4,
Complete Summaries #6, Multi-Facility #2, #23. Additional reports showing statistics
grouped by category, include, but are not limited to, Classified Summary, Unclassified
Summary.

Custom Terms: Substituting some terms found throughout CBISA™ allows the
Coordinator to customize the program making it more user-friendly and familiar. Terms
that can be substituted are: County and Poor (Activities/Target Audience); Department
(various locations throughout the program); and, Staff Hours and Volunteer Hours
(Occurrence form). Additional statistical data entry fields that are added when custom
terms are applied: 3™ Input Count, 2" Numeric Output, and 3" Numeric Output
(Occurrence form). In order to use the additional Average Hourly Pay Rate fields 1-4, you
define the average pay rate first in Custom Terms, and then assign the hourly dollar rate
on the Facility Financial information page.

User Defined Codes: These codes are used to | Code [ESL
group dissimilar Activities or Occurrences
together for reporting purposes. A UDC may be

Description [English as a 2nd Language Progra

available for Activities only, Occurrences only, or /| Show on Occurrence Screen
both. Location of the default within the data [ Show oo Actvity screen
entry screens: Activities/Objectives and :
Occurrences. Reports: Menu | #20 and #21. l Save J[ Cancel |

Check the applicable box while
creating or editing the code.
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Settings and Formats: Settings and Formats allow you to track where your Activities take
place and how the community benefit is delivered. Settings and Formats are completely
customizable allowing you to add an unlimited number to the standard defaults delivered
with the software. Location of the default within the data entry screens:
Activities/Setting/Format. Reports: Menu | #13 and #14.

Ages and Special Needs: Using the defaults for Ages and Special Needs (or vulnerable
populations) allows you to fully answer the question, “Whose needs are we meeting?”
These defaults are also fully customizable. Each standard age group may be edited,
added to, or deleted. Also, to the three standard vulnerable population groups, you may
add an unlimited number of additional defaults. Location of the default within the data
entry screens: Activities/Target Audience. Reports: Menu | #15 and #17.

Special Needs Population Age of Target Audience
Select All

Native Americans ) Adults
People with Diabetes Customized Defaults Children
Persons with Disabilities Infants
Racial, Cultural, and Ethnic Minorities Seniors
Uninsured/Underinsured Teens

- Toddlers .

Note: Check all default options as Customized Defaults
Young Adults

needed. In C B | S AyBu may choose
a single default from a dropdown list,
but as many defaults as apply from
checkboxes.

For the Leadership Journal, two defaults are available: Topics and Subject/Keyword/Person.
Narrative defaults are used to “tag” or “categorize” the stories listed in the Leadership
Journal to allow you to quickly retrieve them on reports.

Topic: The software is pre-populated with standard topics; however, you may add as
many additional topics or topic groups as necessary. Standard delivered topics include:
Academics, Administration, Alumni, Athletics, Community, Development, Faculty, Faith,
History/Legacy, International, Staff and Student Life. Location of the default within the
data entry screens: Leadership Journal/Topics. Reports: Leadership Reports #2.

Subject/Keyword/Person: Each Subject/Keyword/Person is added to the defaults by a
Coordinator and available to users as a dropdown list. Location of the default within the

data entry screens: Leadership Journal/General. Reports: Leadership Reports #1.

For additional information regarding adding, editing, or deleting any of the facility
defaults, please refer to the “Help” screens.
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3. Important Defaults to Add or Update Each Year. Several defaults should be added
during the initial set up of the software and whenever a new fiscal year is activated.

a. Select or Change the fiscal year from the dropdown| I

O——

. Facility

Facility

—

Fiscal = o007
Fiscal year Starting

Fiscal yYear Ending

Academic Year 2007
Fall Semester Starting

Fall Semester Ending
Winter Semester Starting
Winter Semester Ending
Spring Semester Starting
Spring Semester Ending
Summer Semester Starting

Summer Semester Ending

salary Defaults

Awverage Fringe Benefits %%

Facility Wide Awg. Hourly Pay Rate
Student

Professor

Assistant Professor

Administration

Facility

6/1/2007
5/31/2008

[6/25/2007
[171172008
[1712/2008
[1/13/2008
[171472008
[6/11/2008
[6/1272008
[6/2472008

E
27
A
65
N

Bo

facility

Expenses and Revenues
Program Serwvices
Management & General
Fundraising

Other Expenses

Total Expenses

Program Services
Public Support
Gowverment Grants
Other Revenue

Total Revenues

Indirect Costs
Total Indirect Costs (A
Total Direct Costs (B)

Indirect Cost Factor (A / B)

Statistics
Student FTESs
Faculty FTEs

Staff FTEs

[EaTeizar
[oa99740
2166025
—

67456992

[68517293
[Fas2988
318410
6668702

74357394

12665765
54791227

0.23

5000

150
200



