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DISCLAIMER

This manual serves as technical documentation for CBISA Onlined version 3.3.67.

Lyon Software reserves the right to change the information in this document without notice. Any printed or electronic version of
this document, in part or as a whole, cannot be shared with parties other than Lyon Software. Updates to this manual are
available via Lyon Software technical support.

Warning: this program is protected by US copyright law and international treaties. Any printed or electronic versions of this
document, in part or as a whole, cannot be shared with parties other than Lyon Software. You may not, in whole or in part, copy,
photocopy, reproduce, translate, reverse engineer, derive source code, modify, disassemble, decompile, create derivative works
based on, or remove any proprietary notices or labels from CBISA Online™ or any manuals, newsletters, training materials, or
other materials relating to CBISA Online™ (collectively, “Documentation”) without the prior written consent of Lyon.

Lyon Software makes no warranties, either express or implied, with respect to this manual or with respect to the hardware or
software described in this manual, its quality, performance, or suitability for any particular purpose except as described between
Lyon Software and the end user of this equipment.

Except as specifically provided in these terms, the entire risk arising out of use or performance of CBISA Online™, the
documentation, and services remains with you, the user. Except as specifically provided, Lyon expressly disclaims (i) any warranty
for CBISA Online™, the documentation and the services, and (ii) any common law duties with regard to CBISA Online™, the
documentation and the services, including duties of lack of negligence and lack of workmanlike effort. Except as specifically
provided, CBISA Online™, the documentation and the services are provided on an "as is” and “as available” basis, “with all
faults” and without warranty of any kind, either express or implied, including, without limitation, the implied warranties of
merchantability, fitness for a particular purpose, or noninfringement.

Copyright © 2011 by Lyon Software. All rights reserved. All title, ownership rights and intellectual property rights in and to
CBISA Online™ and any and all copies thereof are owned by Lyon.

Internet Explorer and SQL Server are registered trademarks of Microsoft Corporation in the United States and/or other countries.
JavaScript is a registered trademark of Sun Microsystems.

CONTACTING LYON SOFTWARE

Lyon Software offers customer support from 9:00 a.m. to 5:00 p.m. Eastern time Monday through
Friday.

For all Customer Support questions:

Contact Phone Number (419) 885-4593
Contact Fax (419) 885-7727
Contact Email support@lyonsoftware.com

% Lyon Software

Lyon Software
5800 Monroe Street, Building E
Sylvania, OH 43560-2209

Phone: (419) 882-7184
Fax: (419) 885-7727
http://www.lyonsoftware.com


mailto:info@lyonsoftware.com
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1 CBISA for Senior Livingd Overview

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

CBISA for Senior Living™ allows you to keep all of your social accountability data in
one place. The need for multiple database programs, spreadsheets and file cabinets to
hold voluminous amounts of paper disappears with the use of CBISA for Senior
Living™. This technologically advanced software also promotes consistency
throughout your entire reporting process by giving you the ability to define an
unlimited amount of data fields within the reporting unit defaults. Some of the
specific reporting unit defaults that can be entered and/or customized are target
audience ages and special needs populations, program settings and formats,
keywords and topics.

There are five main modules each having several submenus. The modules are shown
on tabs across the top of the CBISA™ window: Programs, Financial Services,
Narratives, Outcomes and Reports and Listings.
A Programs — this module allows you to record your social accountability
programs goals and target audiences, as well as track their occurrences.

A Financial Services — this module allows you to track statistical information such
as expenses and revenues for financial assistance (Charity Care), Medicaid and
other means-tested programs, and, optionally, Medicare costs.

A Narratives — this module allows you to enter and store all your narratives and
non-quantifiable information for a specific program or stories unrelated to
programs.

A Outcomes — allows you to track outcomes and impacts for social accountability
programs or initiatives.

A Reports and Listings — allows you to run a variety of reports to extract data for
single or multiple reporting units within your system. Reports may also be
exported directly from the software into other applications.
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1.1  SYSTEM REQUIREMENTS AND INFORMATION

Operating
System/Application

Web hosted solution using Windows 2003 server.
ASP.NET application; SQL Server 2005.

Workstation
Requirements

JavaScript enabled browser. |IE 7, 8 or 9 and the most
recent versions of Safari, Chrome, and Firefox accepted;
Operating system must be Windows XP or higher; Screen
resolution minimum of 1024 x 768. Workstation must add
https://www.cbisaonline.com as a "trusted site" to
correctly view dialog boxes.

Web Hosting Site &
Certifications

Hosting site is Security Metrics certified; BBB member;
Microsoft Gold Certified Partner.

Security and Disaster
Preparedness

Geotrust SSL cert with 128 bit encryption; nightly backups
with a seven day retention; backups are encrypted and
stored off site; the data center offers complete
redundancy in power, HVAC, fire suppression, network
connectivity, and security; 99% uptime guarantee; Tipping
Point intrusion detection.

Program and OS
Upgrades

Handled by Lyon Software. Program upgrades will be
handled after normal business hours to insure as little
down time as possible.

1.2 PREPARING YOUR WORKSTATION FOR CBISA FOR SENIOR LIVING™

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 CBISAA 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.



https://www.cbisaonline.com/
http://www.cbisaonline.com/
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1.3 ACCESSING CBISA FOR SENIOR LIVING™

1. Open your Internet browser (Internet Explorer 7, 8 or 9, Safari, Chrome or Firefox).

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.
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1.4 CBISA&a NAVIGATION

Figure 1: Navigating CBISA 3 Help

Edit Defaults
C Org Defaults
Change Fringe Percents

l Q
H current user: LTCCStudent1(Multi Coordinator) Help LogOut @)
pBlSZI Online o \ cuima |8 TC 1 [-J2011 [+]

£ ) Financial Services | Narratives | Outcomes | Reports and Listings -
zzzzzzz Health Goals D

AN program/General

Occurrences for this Program : 4 Program Title: [Smoking Cessation Program

[Category! ‘ALCommumty Health Education
F Program to help smokers “kick the habit”.
Add  Delete
P ARP Tax Assistance nacine

All About Hearing Aids
Alzheimers Support group

i .
Arthritis Support Group for Women C0|}y Proﬂ am m

Cancer Survivor Day

Cardiac Rehab Lecture Series Indirect Factor: In Unit -

Cash Donations .

Community Educ. Program - Chemical Dependency zustediiog Broader Community

CPR and First Aid Department: Wellness Center -

Emergency Medical Assistance to the Indigent

Health Screening Phone: ‘525‘1

Live for Life Program S

Meals on Wheels =Tk ‘ m
Prostate Screenings Contact: [Rhiannon Gibratter

Rebuilding Together

Seniorcize

Seniors in Focus

'Smoking Cessation Program
Subsidized Entrance & Monthly Fees
Wise and Well

Tracked Since:

Record Created by: unknown

D

J/ Trusted sites | Protected Mode: OFf fa = ®|100% ~

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 screens, they may be accessed by
clicking on the desired screen name.

C. Options: access additional default screens by expanding the options box.

D. Control Panel: displays 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 Outcomes Module, you
will have additional sub-menu options. Click on the sub-menu option to open each
new “page”.

2. Using the Control Panel Function Buttons: The first four main modules,
Programs, Financial Services, Narratives, and 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 removes 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.

Figure 2: Program Records Options

Add Delete More
Show Filters
Mark Record Inactive Program Records Options

Copy Program

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

-4— Minimize Maximize —>-

5. Accessing the Default Pages: To open the organization and reporting unit
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, and Change Fringe
Percent. Click on the specific menu choice to access the desired page.
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Note: Whenever you see a black triangle next to a . Help Log Out
word or phrase, move your mouse over the triangle YPEdit Defsults v | 2011

to see the expanded menu options. Org Defaults
— Change Fringe Percents

6. Accessing the “Help” Screens: Each screen | . Help LogOut @)
within the program has its own specific “Help” | Senior Living 32011
page. To access the “Help” page, click on the
link at the top of each page (positioned between
“Options” and “Log Out”). The topic specific
Help page will pop up in a dialog box. Choose
the Red “X" to close the Help window.

7\

=&
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.

Figure 3: Program Browse Box

Add Delete More

AARP Tax Assistance -
Adult Day Semwices (or Partnerships with Providers)

All About Hearing Aids
| e ——
Arthritis Support Group for Women
Battered Women's Shelter

. . C Survivor D
The browse box contains a list Cardinc Rehab Locture Series -
H Cash Donations
Of a” Of the avallable data Clothing Drive for Those in Need
Coalition Building to Serve the Meeds of the Poor
records for the mOdU|e that yOU Commun?ty Educ. F'rogram - Chemical Dependency
are currently viewing. The T TE R T
Program browse box sorts all -< et A
R K Community Organic Produce Markets
records alphabetically by title. Community Radio Station
Community Special Events (Social)
Occurrences Outcomes Community Transportation
F, . | S . ! d d’ Community Wellness Programs
inancial Service records, an CPR and First Aid
. ! Disaster Center/Shelter
Narratives are sorted by date. Donate Space for Community College Classes

Donate Space for Police Station

Donate Space for Voting Precinct

Elder Abuse/Respite Shelter

Emergency Medical Assistance to the Indigent
Executives/Staff Time Donation to Clinics Serving Indiger
\ Frozen Meals for Seniors

Fundraising for United Way -

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.
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2 CBISAa User Roles
2.1 PERMISSION LEVELS IN CBISA™

CBISA™ is a role-based access software. Each member of the social accountability
team has a specific role (data entry, oversight, data manager, etc.) and that role
dictates the access needed within the software program. Then based on the needed
access, a permission level is assigned. There are three tiers of permission levels:

A System: Access to all reporting units within the organization
A Multi: Access to more than one assigned reporting unit within the organization
A

Single: Access to only one assigned reporting unit within the organization

System Administrator: The System Administrator is the highest permission level with
access and rights to all reporting units within an organization or system. The System
Administrator is responsible for assigning the user name and passwords to the
Coordinators (Multi and Single). The System Administrator also defines the Groups,
Entities, and Regions for the organization. The System Administrator has complete
access to all defaults, data, and reports for all of the units within the organization.
(See Appendix A for additional information)

Coordinator (Multi or Single): The Coordinator is one of the most crucial positions
to social accountability reporting. The Coordinator is responsible for almost every
aspect of the Social Accountability Report. The Coordinator must be thoroughly
educated in social accountability using the Guide for Planning and Reporting
Community Benefit and any additional system or state specifications. It is also the
Coordinator’s responsibility to help decide what programs the reporting unit is
performing for the community and if those programs should be reported as social
accountability. The Coordinator needs to educate and train the Reporters on the
“what” and “"how"” of data entry. The Coordinator must effectively communicate with
the Finance Department, any department heads involved in social accountability work,
and with senior management. The Coordinator may also be responsible for
scheduling reporting deadlines. A Coordinator may add/edit/delete reporting unit
information, users, reporting unit defaults, data records in all modules, and
preview/print/export reports.

Finance (Multi or Single): A user with the permission level of Finance has the ability
to add/edit/delete the fringe benefit percentage, average hourly pay rate, operating
expenses and revenues, and indirect cost factors (all located in Organizational defaults
on the Reporting Unit Financial screen), edit Department rate information (located in
Reporting Unit Defaults), use the financial tool built into the software (change fringe
percent), add/edit/delete Charity Care, Medicaid, Other Means-Tested Programs
statistics, and optional Medicare numbers (all located in the Financial Services
module), add/edit/delete Occurrences (attached to Program records) and can
preview/print/export reports.
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Reporter (Multi or Single): The Reporter is able to add/edit/delete Programs (if
permission is granted by a Coordinator or Administrator), Occurrences, Outcomes,
and Narrative entries. The records added by the Reporter will remain in a “pending”
status until they are approved by the Coordinator. Reporters will often be program
directors, department heads and other key people that collect and report social
accountability information.

Senior Manager (System, Multi or Single): The Senior Manager has “read only”
access to select data in all modules. The Senior Manager can preview, print and
export reports.

2.2 ADDING USER ACCOUNTS TO CBISA™

1. Review the Permission Levels: Each user is assigned a permission level and given
access into one or more reporting units 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 social accountability
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 the user information. Choose the permission level from the
dropdown list and then the assigned reporting unit. If you are adding a Multi-level
user, you will choose the “home"” reporting unit from the drop down list and then
assign additional reporting units using the check boxes. Create and confirm the
password. Open the “Advanced Tab” and complete the applicable access
information (as described below).
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Figure 4: Edit User Dialog

Edit User - Advanced

First Name:
Last Name:
User Name:
Email:

User Level:

Reporting Unit:

and 1 number.

Password:
Confirm Password:

Password Expires:

IJane

|Doe

Ijane_doe

deoe@senioﬂiving org

Reporter

Senior Living

Password must be between 6 and 15 characters long and contain at least 1 letter

Never

Choose User Level and
Reporting unit from the
dropdown lists

3. Advanced User Functionality

Advanced

User

Functionality
Check Boxes

)

Edit Usel

Can Add Programs
| Can Provision Users
(V] Show Micro Reports
| Can Customize CBISA
| Can Accept Snapshot

Save Close
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Can Add Programs: Reporters may or may not be allowed to add programs. To
allow a Reporter to add programs, an Administrator/Coordinator must check the “Can
Add Programs” option box.

Can Provision Users: For administrative user permission levels (System Administrator,
Multi Coordinator, and Coordinator) you may check the “Can Provision Users” 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 add a new user account, edit an existing user
account, delete a user account, and re-set a forgotten password.

Show Micro Reports: Administrative user permission levels also have the option of
viewing “micro reports” when logging into CBISA™. Micro reports display if the
option box is checked and pending records (records entered by a “Reporter”
permission level) exist and need to be imported. If pending records or snapshot
requests exist, a “pop-up” box appears on the screen with the applicable record
count. The “pop-up” box is referred to as the “Micro Report”. Click “OK" to
acknowledge and close the Micro Report notification. A Micro Report will continue to
present on the software until no pending records exist (i.e., they have all been
imported) or a snapshot request has been answered.

Can Customize CBIS A
























































































































