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Chapter One: Getting Started

Logging into Provide Enterprise

To launch Provide® Enterprise, you will want to double click with your mouse on the
Provide® Enterprise Client Icon that has been placed on your Desktop during installation
(similar to that in the figure below). The Icon's appearance is somewhat transparent.

£l

Frovide
Enterprise

Also, you may “Pin” the icon to you task bar by right clicking on the icon and clicking on

S
“Pin to Taskbar.” The icon will look similar to this ) and be on your task bar. You can
also a “Pin to Start Menu” by right clicking on the icon and clicking on “Pin to Start Menu.”
It will then appear on the start menu of your computer and appears similar to

~
"\ Provide Enterprise Client
(\._J rovide Enterprise Clien .

The Login Screen will appear, similar to that in the figure below:

Legin to Provide Enterprise

User Name:  |Training WDH User/co w I oK I
Password: | Cancsl |
SETver:  |vacare providesnterprise.com,51433 - | Reguest Password Reset |
Database: |vacaretest i | Show PAddress |

Enter the User Name, Password, Server and Database provided by your System
Administrator. Click on the OK button to log into the system.



NOTE: After you have logged on for the first time, the User name, Server and Database
will be automatically saved on your computer and will be populated in the login
dialog box on future logins. You will only need to re-enter your password.

As Provide® Enterprise is loading you will get the following alert, reminding you that you
are entering a system that is for official use only and, by accessing this system, you are
consenting to the recording and monitoring of your activities.

Provide Enterprise >

VIRGINIA DEPARTMENT OF HEALTH

You are accessing a Virginia Department of Health data system. This
system is for authorized users for official use only. By accessing this
system, you are consenting to the recording and monitoring of your
activities. Unauthorized use may result in disciplinary action,
termination, and/or criminal prosecution.

WARMING: Do not take screenshots or compile lists or reports that
contain protected health information (PHI) or personally identifiable
information (P}, such as client name, address, social security number,
or the Provide |ID number UMLESS this information is redacted or
securely transmitted, such as with email encryption. Do not send any
PHI ar Pll in an unsecure email. HIPAA compliance requires secure
transmission of PHI and PIl, so only use secure platforms or an email
encryption program when sharing PHI ar PIl. HIPAA also requires that
when using, sharing, or requesting PHI or PIl that you limit the PHI and
Pll to the minimum necessary amount needed for accomplishing the
intended purpose of the use, disclosure, or request. Failure to comply
with safeguarding PHI and/or PIl could result in an unauthorized use
and disclosure of the data and cause a breach of client confidentiality,
which is subject to the remedies outlined above, in addition to
applicable contractual remedies.

Click OK below to proceed or Cancel to exit,

After you click OK to this message, you will notice a window similar to the following on
your screen:

Loading System Info

Loading User Profile
Loading User Preferences
Checking For OMR Scanner

Version 5.10.10012.016

Provide Enterprise ¥ Check Verson
w/ Werifying Cache Files
~ Loading Data Dictionary
i wf Loading Yiews
Groupware Technologies Inc. ' Loading Keywords
¥

Last successful login: 9/21/2015 8:46:46 AM
Last failed login: 9/21/2015 8:46:31 AM
Password Expires in 42 days.




As a security measure, Provide® Enterprise will automatically lock your account after five
consecutive failed logins. If this happens, you will need to contact your Provide®
Enterprise Administrator to reset your account or you can click on the Request Password
Reset button and answer security questions to re-set your password.

Request Password Reset

After you have your security questions (see “Setting Your Security Question” section
below for detailed direction on establishing your security questions) you can request a
password reset when logging-in by clicking on Request Password Reset.

Legin to Provide Enterprise

User Name:  (Training WVOH User/co w | oK I
Password: Cancel
SErver:  |yvacare.provideenterprise.com 51433 w Request Paszword Reset
Database. |vacaretest w o ==

e After clicking on Request Password Reset, your security questions will appear for you to
answer.

() Verify Security Answer m — [m| X
Question 1 | What is your oldest brothers bithday month and year? {e.g., January 1900)
Cancel
Answer 1 | anc




e After you answer the questions, click on OK.

e After clicking OK, you will receive the message below that a password reset request has
been sent to your email address.

Provide Enterprise u

Password reset request has been sent.

e You will then receive an email with your new password, similar to the email shown
below:

From: orangeadmin(@providecm.com

Date: September 14, 2015 at 3:13:38 PM CDT
To:

Subject: Provide Enterprise Password

Your password has been reset to: Password123

When vou log in, the system will give you a message 'Login Failed: Reason - Password of the account must be changed.'. Click 'OK to this message and you will then be
asked to enter a new password two times. After vou do this, vou will need to close out of the login screen and re-login to Provide Enterprise using your new password.

You will not be allowed to reuse a password until yon have changed it to five other values. This is to ensure that you do not keep using the same password.

Your password must meet the following minimum requirements:

Not contain significant portions of the user's account name or full name

Be at least six characters in length

Contain characters from three of the following four categories:
English uppercase characters (A through 7)
English lower-case characters (a through z)
Base 10 digits (0 through 9)
Non-alphabetic characters (for example, !, 3. #. %) (Do notuse' or ")




Chapter Two: Navigation and Menus

Status Bar

An example of the Status Bar appears below. This is variable for each customer and the
user’s preferences, security, and the user’s customization.

Virginia Department of Heallh - Care Services | Keith Gray/GTVADMIN | 10.10.184.17/vacaretest

New Task Alerts: This shows the number of new task alerts you have. If you have any new
tasks, this box will be highlighted in red until you view the alerts. For instructions on how
to set your Task Alert, please see the “Preferences” section of this User Guide.

New Database Alerts: This shows the number of new database alerts for you. This box
will be highlighted red until you view the database alert. Database alerts can either be
sent by VA Department of Health staff or by Groupware Technologies (GTI) to send a
message to all Provide users within the database.

User Security: This is your current user security

User Name: This is your user name when logging into Provide.

Server/Database: This is the server and database you are currently logged into.

Windows Toolbar

If you do not have a Start-up Action defined when you log into Provide® Enterprise for the
first time, all you will see is the Windows Toolbar, similar to the following. By clicking on
each of the menu choices you will have different choices for configuring, navigating or
viewing information. Some of the more important menu choices will be discussed below:

f; Provide Enterprise

File Find View Actions Tools Reports Windows Help



File Menu

The File Menu options are outlined below.

Change Password

You can change your password in Provide® Enterprise by completing the following steps.

e From your Windows menu choose “File” and then “Change Password” as shown below.

. Provide Enterprise

File Find View Actions Tools Reports Windows Help

Change Password
Import
Print Preview...

Print...

Set Security Questions
Lock Ctrl+L
Exit

e The following window will appear:

) Change Password >
Current Password || | | oK |
MNew Password | | Cancel
|

Confirm New Password |

‘You will not be allowed to reuse a password until you have changed it to five other values.
This is to ensure that you do not keep using the same password.

“our password must meet the following minimum requirements:
* Mot contain signficant portions of the user's account name or full name
* Be at least ten characters in length
* Mot contain a full word from the dictionany
* Mot be changed incrementally (2.g. from Xz$abcd 101 to Xz8abod102)
» Contain characters from three of the following four categories:
+ English uppercase characters (A through Z)
+ English lower-case characters (a through z)
+ Base 10 digits (0 through 5)
+ Non-alphabetic characters for example, |, §, #, %) (Do not use "or ")

e Type in your current password, then type your new password two times.

o Click on the OK button. A message similar to the one in the figure below will appear:

ProvideLibrary

Password change Successfull Restart and login in with new password to continue,




e Next, click on the OK button. Your Provide® Enterprise software will automatically be
closed and you will need to log back in using the new password.

Setting Your Security Question

To set your security questions in Provide, when you are in the system, click on File - Set
Security Questions.

('\_, Provide Enterprise

ﬂFmd View Actions Tools Repots Windows Help
Change Password
Impart
Print Preview...

Print...

e Select security questions and corresponding answers. You also will need to enter your
email address.

) Security Questions - m] *
voston | 7
— |
Question 2 | V‘

Arswer 2 | |
Question 3 | V‘

Answer 3 | ‘

Email Address

e After the information, click OK. You may set or re-set your security questions at any
time.




Lock

If you wish to lock Provide® Enterprisein order to prevent anyone else from accessing
your data when you are away from your computer, please follow these steps:

e From your Windows menu choose “File” and then “Lock” as shown below.

() Provide Enterprise

File Find Wiew Actions Tools Reports
Change Password
Print Preview...

Print...

Set Security Questions
Lock Ctrl+L
Exit

e You will notice that Provide® Enterprise will immediately be minimized.

e Click on the Provide® Enterprise Window on your Windows Taskbar (example shown
above) and the following window will appear:

Lagin to Provide Enterprise

User Name: Keith Gray/GTUADMIN | Unl ock |

Password: |
SETVer: 10.10.184.17
Databasze: vacaretest

e Type in your password, and then click on the “Unlock” button. You will be brought back
to the same screen you were on at the time that you locked Provide® Enterprise. NOTE:
Your Provide system will automatically “lock” if you are inactive in the system for

Print

Using the File - Print command will print the document you are viewing or the view you
have open. You may also select File - Print Preview to view a preview of what has been
selected to be printed before actually printing the document.

Exit

Using the File - Exit command will close Provide® Enterprise and take you back to your
Windows Desktop.
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e When you click on the File - Exit command you will see the following window appear on
your screen:

Exit Provide Enterprise

Do you want to exit Provide Enterprise?

e Select “Yes” to exit or “No” to continue working in Provide® Enterprise.

Find Menu

The Find Menu in Provide® Enterpriseis customized for every Provide® Enterprise
implementation and the list of options can be variable based on the user rights. The “Find
Client” below is one example of how a “Find” sort works.

Find Client

You can bring up the Find - Client tool in Provide® Enterprise by completing the following
steps.

e From your Windows menu choose “Find” and then “Client” as the following shows.

ﬂ; Provide Enterprise
File ' Find View Acticns Tocls Reports Windows Help
Find Client

e A window similar to the one below will appear:

11



() VACARETEST - [Find Client]
(. File Find View Actions Tools Reports Windows Help

H 4 Close %% || © Search
| Find Client
Find Client

First Name
Middle Initial
Last Name
Bith Date %lﬂ
Sex Assigned at Bith o

SSN
URN
Provide Client ID

Surveillance StateNo

PBM Member ID

Medicaid |D

Member |0/Palicy Mumber
Client ProfilelD

Find Client Results

AS5REaasddEm

e Type in one or more of the search fields and then click on the Search button. You can
enter an asterisk (*) as a wild card to do more general searches. If multiple fields are
entered, only those client records that match all of the values will be found.

e After the search is completed, the Client records that match the search criteria are listed
and displayed below the search dialog.

e Simply double click on the record that you wish to view in order to open the desired
Client Profile.

View Menu

The View Menu allows you to select a view of records to be displayed. Each Provide®

Enterprise customer has the ability to define their own views. Any time thereisa '* ina
view, you can expand the sub categories that are defined as a part of that particular view.

Notice what happens in the example below when picking the “Activity” view. The view
expands to include a further breakdown of the Activity category. When you click on
“Appointments”, the view expands to include a further breakdown of the “Appointments”
category. You now can see that there are three different “Appointments” views to choose
from.

12



Click on the one that you wish to display. Once the view has opened, you can double click
on any record that you wish to open.

Changing/Sorting Views

In Provide® Enterprise, you can change how the views are displayed to you. You can sort
any views by simply dragging columns depending if you want to view columns in a specific
order.

For example, if you want to display a client list by last name it would appear:

(_ File Find View Actions Tools Reports Windows Help

qOe @SB3 48 F (D d] ©Ceatectivty [ View Activiy @ Create Sub Record =[] Create Report ] UnMerge Cliert

Last Mame First Name ¢ Ml Cliert 1D Status Elig Effective Elig Expire Primary Phone Address 1 City State Zp Historic Client
a E ] 2024/0318 1234 west broad street VA

Addams Fomez 57847 Open 2024/05/10 2024/06/08 692 Thing Blvd Adington WA 75842- Currert
Amadala Padme 57869 Open 2024/06/03 2024/07/02 123 Naboo Way Buffalo Gap VA 24027 Current
B Test Susie 57939 Open 202411722 202611730 (757) 777-5555 123 Friend Street Narfolk VA 23505 Current
Bemy Blue 57811 Open 202411015 2026/10/31 123 Any St Richmond VA 23212 Current
Bemy Blue 57891 Open 2024/07/29 2024/08/27 1234 Clementown Mills WA 233333333 Cument
Blind Interaction 57810 COpen 2024/06/10 2024/06/10 (B04) 654-5555 130 Mike Jackson Ave Amelia Court House WA 65912- Current
Blossom Chemy 57814 Open 2024/06/07 2026/05/31 1234 Richmand VA 12345-5555 Cument
Boop Betty 57820 Open 2024/05/09 2024/05/09 123 Busy Street Bror NY 12345 Cumrent
Boume Jason 57811 Open 2024/04/26 2024/05/25 (202) 555-4352 415 Elm Street Fredericksbung WA 22401- Current
Bridger Ezra 57852 Open 2024/0510 2024/0510 888 Lothal Trace Briggs VA 58888 Current

However, if you want to display your client list by first name, you would click on the first
name and drag it in front of the last name column. As seen below:

dCoe S BREHEEE & 5] @ Create Activity View Activity (&) Create Sub Record = [ Create Report UnMerge Client
First Name Last Name # M/ Client 1D Status Elig Effective Elig Expire Primary Phone Address 1 City State Zip Historic Client
: 7 2024/03/18 1234 west broad street Richmond VA Curent
Fomez Addams 57847 Open 202440510 2024/06/08 692 Thing Blvd Adington VA Th842- Current
Padme Amadala 57869 Open 2024/06/03 2024/07/02 123 Naboo Way Buffalo Gap VA 24027- Cument.
Susie B Test 57939 Open 202411722 2026/11/30 (757) 7775855 123 Friend Street Norfolk VA 23505 Current
Blue Bemy 57811 Open 2024/10/15 2026/10/31 123 Any 5t Richmond VA 2312 Curent
Blue Bemry 57891 Open 2024/07/2% 2024/08/27 1234 Clementown Mills VA 233333333 Curent
Interaction Blind 57810 Open 2024/06/10 2024/06/10 {804) 654-5555 130 Mike Jackson Ave Amelia Court House VA 65912~ Curmrent
Chemy Blossom 57814 Open 2024/06/07 2026/05/31 1234 Richmond VA 123455555 Curment
Betty Boop 57820 Open 2024/05/09 2024/05/09 123 Busy Street Brorx NY 12345 Current
Jason Boume 57821 Open 2024/04/26 2024/05/25 (202) 555-4352 415 Bm Street Fredericksburg VA 22401 Curent
Ezra Bridger 57852 Open 2024/05/10 2024/05/10 888 Lothal Trace Briggs VA 83888~ Curent
Bobby Brown 57882 Open 2024/07/12 2024/08/10 1234 Poison Street Richmond VA 23225 Current

You are also able to sort each column simply by clicking on the column:

d0se @S B33 A & /(A o] © CeateActiviy [ View Activity @) Create Sub Record v [ Create Report [ UnMerge Cliert

Last Name * First Name Ml Client 1D Status Elig Effective Elig Expire Primary Phone Address 1 City State Zp Historic Client
2024/05/10 2026/05/31 111 Mandolorian Way Bumsvile WA
West Winter 57841 Open 2024/05/10 2024/0510 (571) 653-8590 14 Apple 5t Athos AZ 22079 Current
Ventress Asaij 57884 Open 2024/07/19 2024/0817 555 Apprentice Ave Big Otter Wil VA 24029 Curent
Wader Darth 57887 Open 2024/07/19 2024/0817 456 | Hate Sand Way Gladehil WA 24037- Current
Totter Teeter 57878 Open 2024/06/27 2026/06/30 123 Any st Accomac VA 23212~ Current
Testers IME36i 57902 Open 2024/08/15 2024/0913 Current
Tester IMBS6i 57903 Open 2024/08/15 2024/08A13 123 Any St Adington WA 23212- Current
Test CHARLIl 57806 Open 2024/03/20 2024/0418 (B04) 555-1414 9876 Alphabet Street Richmand VA 23220- Current
Test IMES6a 57908 Open 2024/09/11 20241010 Current
test Meredith 57919 Open 2024110422 202411720 (804) 221-2211 1212 West Nile 5t College Park VA 230000001 Curent

A “ will be displayed in the column indicating the direction of the sort. In the example

above, the last name is sorted by descending alphabetical order (sort AZZ). A = would
indicate ascending order (sort ZZA). Clicking one time will give you a descending order
and clicking twice will give you an ascending order.

You can also change the size of your columns by simply dragging the sides of the columns.

13



4 Close @ S By @ ot W=} @Q’ @ EZIE (@ Create Activity @\ﬁew Activity (@) Create Sub Record v (@) Action v @Create Repot (@ View = (@) Master Actions -

Last Name ok, Name M| Address 1 City State Zip Home Phone  Home Phone Message
.#.#.AA.AA#H&AAAAAA A 1120W. Highway 11 Champaign 708-987-4110  Any

DoDDDDDDDD DoDDDDDDDD D 312-987-959920

EEEEEEEEEE EEEEEEEEEE E 5556 23nd Ave Moline IL 33333 3099746541 Any

man person 415 W Fullerton Chicago IL G0614- (708) 5424563

Smith Joe H 152 Happy Road Bay City IL 68921 12154124 Any

Tree Apple 101 Orchard Strest  Alpine IL  60712- (708)989-9999 Any

In any view that you are attempting to search, you can also group the view by clicking on

2l | on top of the page. After you click on the icon, your screen will appear like the one
below. You will see the screen below and “Drag a column header here to group by that
column.”

4 Close @ S By @ & .ﬁ:: ég’ Ia 2 (@ Create Activity @Vlew Activity (@ Create Sub Record v @Deale Report IaUnMerga Client

Status Elig Efective Elig Expire Primary Phone Address 1

0 111 Mandolorian Way Bumsville A
West Winter 57841 Open 2024/05/10 2024/05/10 (571) 653-8590 14 Apple St Athos AZ 22079 Curent
Ventress Asaijj 57884 Open 2024/07.19 202408417 555 Apprentice Ave Big Otter Mill VA 24029 Current
Vader Darth 57887 Open 2024/0719 2024/08/17 456 | Hate Sand Way Gladehil VA 24037- Current
Totter Teeter 57878 Open 2024/06/27 2026/06/30 123 Any st Accomac VA 23212 Curent
Testers IME96 57902 Open 2024/08/15 2024/09/13 Curent
Tester IME36i 57903 Open 2024/08115 2024/09413 123 Any St Adingtan VA 23212- Curent
Test CHARLII 57806 Open 2024/03/20 2024/04/18 804) 555-1414 9876 Alphabet Street Richmond VA 23220 Curent
Test IMES6a 57908 Open 2024/09/11 202410410 Current
test Meredith 57919 Open 202410/22 2024411720 (804) 221-2211 1212 West Nile St College Park VA 23000-0007 Curent

Drag the column header to the designated area to group by that view. For example, if you
want to group your view by last name, you can drag the column “Last Name” into the box
as seen below:

4 Close @ = ME @ a & ég’ B | (&) Create Activity Ia\d‘lew.f\ctivity (@ Create Sub Record v Ial:reate Repart BUnMergeCl\ent

First Name MI Client 1D Status Elig Effective Elig Expire Primary Phone Address 1 State Zip Historic Client
B Last Name: Wren
Last Name: West
Last Name: Vertress

Last Name: Vader
Last Mame: Totter
Last Name: Testers
Last Name: Tester

T oy

To “Un-Group” your view, drag the column out of the designated area. You can then click

&

ontheonthe
view.

These sorting/grouping options are available in all views. When you log-off of Provide, the
views will return to their default; therefore, you will need to re-sort your views.

button again to remove the filtering column header gray box from your

Filtering Views

To filter a view, click on |@| to show the filter bar. A bar will appear on top of your screen
similar to the one below depending on the view you are currently viewing:

Client + Date ¥ CLMApptStatTime ¢ Time ¢ Provider  Type £

14



In any of the boxes, you may filter your view. For example, if you would like to view all of
the appointments that are on 1/8/2018, you can simply enter “1/18/2018” in the Date
box.

Client + Date © CLMNApptStat Time ¢ Time £ Provider Type /
............... 178/7018

This will filter your view to only see appointments that are on 1/8/2018. To remove the
view filter, simply delete the text you entered (in the example above, delete the

“1/8/2018”). If you do not want to see the filter bar, click on to remove the filtering
bar from your view.

Adjusting Tab Sizes
You can also change the size of your tabs by simply dragging the side of the tab.

¢ File Find View Actions Tools Reports  Windows Help

|| 4 Close " | = = E] v|‘ﬂEcl'rt « Create Activity  « Higibility Assessment @ View ~ (@ Action -

Client Profile - Lilly A. Munster (72569865)
Miami-Dade County - HIV Care Network : Hugh Dales/GTI [09/10/2019]

Profile  Address  Alert Demo Care Team Finances Health Benefits  Health  Eligibility

Name Last Munster
MName First Lilly
MName Middle Initial A
MName Suffix

Prefemed Name

Curent Gender b S -
Bith Gender Female

Gender Pronoun

SSN 555-66-4321

Prevention Client [D

Birth Date 03/06/1981

Age 1

Cls# 21356

URN LLMN0306812

Status Active
EMessaging Setup

Okay to send email ? Mo

Okay to send text No
messages ?

Once you have the tabs the size you would like, you can set the size as your default tab size

by clicking on Tools - Set Default Tab Width. This will save your default tab width.

Tools Reports Windows Help
I User Security
User Preferences
Set Default Tab Width
Set Cache Location
Refresh »
Reset Default Cache Location
Clear all cache files
Test Report Engine
Clear Report Objects
Scanner Settings
Relead Provide System Views

15



Type Ahead in Views

In any view that you are attempting to search, you can “Type Ahead” to help increase the
speed of your searching. These filtering options are available in all views. When you log-off
of Provide, the views will return to their default; therefore; you will need to re-sort your
views. In the example below, if you were searching for “AlIDS Healthcare Foundation -
Client Services”, you could start typing “A” and the choices will start to load for you.

(. Set Security ? x

Current Profile

laid S Healthcare Foundation - Client Services
AIDS Healthcare Foundation - Client Services

|

Action Menu
There is one available action here that is used to register a new client in Provide®
Enterprise.

Register Client
In order to register a client in Provide® Enterprise go to the Windows Toolbar, select
“Actions” and then “Register Client”.

Actions  Tools Reports Windows  Help
Register Client

If your current user profile does not allow you to register clients, you will get an error
message stating “Your current user profile does not allow you to register clients.”

If your current user profile does allow you to register clients, a window similar to the one
below will appear on your screen:

NOTE: This screen will be discussed in more detail in the “Client Registration and
Completing the Client Profile” User Guide.

Tools Menu

From the Tools Menu, you can set user preferences or refresh design elements.

16



Set-Security
Provide® Enterprise allows for a variety of user preferences to be set. Click on Tools and click on
User Security.

Tools  Reports  Windows Help
User Security I

Current Profile

The Current Profile box allows you to select and/or change the User Profile that you wish to enter
and/or view information from. To change your current profile, click on the dropdown at the top of
the screen and then select the profile you want to change to.

[ Set Security ] 7 *

Cument Profile
‘irginia Department of Health - Care Services i

Current Reporting Scope

A EDAE DA

ACing APgm

AIDS Response Efort Care Services
Blue Ridge Health District Care Services
Capital Area Health Metwork Care Services
Carilion Care Services

Community Access Metwork Care Services
Council of Community Services | Care Services
Groupware Technologies Inc. Technical Support
Virginia Department of Health Care Services

View Effective Date

Current |

ok | [ Cancel |

Current Reporting Scope

The Current Reporting Scope reflects the User Profiles that your System Administrator has
defined for you. To select reporting scopes, click on the scope and a green check mark will be
placed next to the scope selection.

For example, in the image below, there is a green checkmark next to “Blue Ridge Health District -
Care Services”, “Community Access Network - Care Services”, and Council of Community Services
- Care Services” so this account would be able to view services and other data entered by those 3

additional agencies.
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) Set Security

Current Profile

|‘u"|rginia Department of Health - Care Services

Current Reporting Scope

AREda 8 Qd

ACrg APgm

AIDS Response Effort Care Services
o | Blue Ridge Health District Care Services

Capital Area Health Network Care Services

Carilion Care Services
«# Community Access Metwork Care Services

#| Council of Community Services | Care Services
Groupware Technologies Inc. Technical Support

| Virginia Department of Health |Care Services |J

View Effective Date
The View Effective Date preference allows you to select how you want to view client information,
Current records or records as of a particular date range in the past.

To change the View Effective Date, follow these steps:

e Click on the = next to the View Effective Date field. Your two choices can be seen in the
following figure.
View Effective Date

e |f you select “Past”, an additional field (seen in the figure below) will appear to allow you to select
the date that you wish to view information from.

View Effective Date

Past LY
Past Date

| Monday, January 8, 2012 %l;l

e Simply type in the date that you want to select.

Preferences
Provide® Enterprise allows for a variety of user preferences to be set.

Opening the User Preferences Dialog
To open the User Preferences Dialog box in Provide® Enterprise, follow the steps below: From the
Windows Toolbar (in the figure below), select “Tools” and then “User Preferences”.

Tools  Reports  Windows  Help
User Security
User Preferences 18




This will activate the User Preferences Dialog seen in the figure below:

() User Preferences ) —_ O bt

H 4 Close “Z

|U=erPrefereru:e:

General Common  Other

User Name Keith Gray/GTI/ADMIN

Date Format * | MMM dd., yyyy ~
Date Format Example Jun 07, 2021

User Language * | English ~
Views Show Grid Lines? Yes v
Views Show Atemating Colors? Yes -
Shaw filter bar at open of view Yes -
Task Alert View =
Task Alert View to Cpen |
Default Attachment Type File ~ |
Provider “:‘

The User Preferences Dialog Box consists of four different tabs, which will be discussed below.

General Tab
The General Tab of the User Preferences consists of the most basic preferences you can define in
Provide® Enterprise.

e Date Format/Date Format Example

In this field, you can select the format that dates are presented on your screen for
both data entry and viewing.
e User Language

If fields have been translated to different languages, you can change the “User
Language” to view on screen field prompts in the selected language. NOTE: If a
language is selected and fields have not been translated, the field will show in English.

e Views Show Grid Lines/Alternating Colors
You can to select to view grid lines and alternate colors rows within the Provide®
Enterprise system. Select Yes or No for each of these preferences.

e Show filter bar at open of view

If you select “Yes” to this, the filter bar will appear at the top of every view in
Provide® Enterprise to allow you to filter on any column in the view.

e Task Alert View
This is the view that Provide uses to determine if task alerts should be sent to you. Task
alerts will show at the bottom of your Provide screen in Red when assigned. You can select your
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Task Alerts View by clicking the square button to the right of this field to find and select the
view that you wish to use to notify you.

e Task Alert View to Open

This view will open when you click on the new alert that will be highlighted the color red in
your status bar. You can select your Task Alerts View to Open.
e Default Attachment Type

You can select the type of attachment that will default when entering scanned
documents/attachments. “File” attachments would include any type of file, including
PDF files, text files, Excel files, Word documents, etc. Image attachments would be
either ajpg or a tiff file.

e Provider
The provider listed in this field will show as the default Provider when you enter any
activity record in Provide.

Common Tab

This tab allows you to define some of the values that will default when entering data in various
activity records throughout the system. You can define a common list of Diagnosis, Procedures,
Providers, Facilities, Service Organizations Drugs and Tests. To start a list, simply click the square
button to the right of the field. You will be able to then search for specific values, or select the
values from a view.

Other Tab
The Other Tab of the User Preferences allows you to define some additional values that will be
assigned to your preferences throughout Provide® Enterprise.

e Soft Deletes: This field allows you to specify whether or not you want to see deleted records
when reviewing a Client Chart.

e Startup Action: This field allows you to define what happens automatically when you launch
the Provide® Enterprise Client.

Refresh
Provide® Enterprise allows you to refresh certain design elements without having to log out of the
application.

If the System Administrator has made changes to your Data Dictionary, Keywords, Program
Profiles, Reports or available Views while you have been logged into Provide® Enterprise, you can
update them instantly by clicking on the Tools - Refresh menu.

After you have made a selection you will see the spinning blue circle icon while the design element
is updating. Each time you log into Provide® Enterprise these design elements are automatically
updated for you.

Tools  Reports Windows Help
User Security
User Preferences
Set Default Tab Width
Refresh » Cache
Set Cache Location Profiles
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Reports Menu

From the Reports Menu you can either run a report or manage your report objects. Each of these
items is discussed below.

Run

Using the “Run” selection will allow you to run any “Stand Alone” reports that have been added to
your system. To do this, follow these steps:

e Select the Reports - Run menu as shown below:

Reports  Windows Help

Run

e If you have reports that are available to be run as a “Stand Alone” report, they will be displayed
in a dialog box similar to the one shown below. NOTE: The list of reports that you see will be
different and custom to your PE deployment.

Select A Report

o (D

ReportGroup

Report Mame
ADAP Recerification Peformance Measures

ASE Services Report

CARE Services Summary Report

CHARLIl Services Summary Report

Clients By Benefit Level and Camier

Current Cliert Insurance/Coverage Type

Eligibility Assessment Detail During Date Range

Eligibility Assessment Detail During Date Range with Additional Parameters - By Ager
Bligibility Assessment Detail During Date Range with Additional Parameters - By Com
Eligibility Assessment Weekly Count

Eligibility Report by Clinic

Eligibility Verfication Activity

MAI Summary

Mailling Labels - Selective Camier and Plan

Mailing Labels - Selective Policy Type

Mailling List - Selective Camier and Plan

Mailling List - Selective Policy Type

Mass Progress Log Print

A v

Searching for: 5

oK

Cancel
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e Simply click on the Report name and then click on the “OK” button to run the report.

Windows Menu
Clicking on the Windows Menu will present a few different options for you.

Layout Selection
The “Layout Selection” choice of the Windows Menu, will allow you to select how you wish to view
the open windows on your screen.

provideEneroioe T T

File Find Wiew Actions Tools Reports | Windows | Help

Cascade
Tile Vertical
Tile Horizontal

Arrange lcons

Cascading Windows

If you select “Cascade” from the Layout Selection menu, all of the windows you have openin
Provide® Enterprise will be opened, one on top of each other, and you will be able to see the title of
each open window at the top of that window. This can be seen in the figure below:

Provide Enterprize

Insurance For Test Client

|| | BB Client\Clients All By Last Name
r il Client Profile For Test Client
l_ || Allerg}l For Test Chent

Switching between windows is as simple as clicking on the window you want to view.

Vertically Tiling Windows

If you select “Tile Vertical” from the Layout Selection menu, all of the windows you have openin
Provide® Enterprise will appear on your screen in a vertical tiled pattern, similar to that in the
figure below:
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() VACARETEST Window 1 Window 2 M - X
File Find View Actions Tools Reports Windows Help

¢ Client Profile For Test Client \EI@ (0 Clients\All By Lsst Name [= =]
— =
||'1E1nSE V== | AEt @Cete - ©Vew v @ Adion v @ Pt ~ dCose E S BB @l & 5[ 8] © CreaeAdivy [ View Aciviy (@ Create Sub Record  ~
Client Profile - Test Client () Create Report UnMerge Cliert
Virginia Dk of Health - Care Services : Paul Casper/GTI/ADMIN [05/24/2021]

Lost Name 7 First Name © M/ Cliert 1D Stalus  Elig Effective  Elig Expire | Primary Phone  Address 1
Profile Demo Address Profiles Care Team Finances Health Benefts ADAP  Medical Eligibility | | | | | | | | |

Status \ppl 1 | dummy 17000 Cpen 2015/06/16
Open | Balinger | Bret 10131 |Open | 2021/05/24 | 2021/06/22 1234 E 5h S
Date of Last Service (7] Castle Johnny 10007  |Open | 2021/05/20 | 2021/11/30 | (515)555-2323 | 115 Hotel Cir
Legal Last Name = [Client 10128 071/05/24 | 2021712/31 | 173 Main
Legal Firg Neme = Clent0514 | Test 10115 |Open | 2021/05/21 | 2021/05/21 | (555) 5555555 | 123 Mian
Client05148 | Test 10116 |Open | 2021/05/24 | 2021/12/31 | (555) 5555555 | 123 Main
Legal Middle Initial Clent0520 | Test 10124 |Open | 2021/05/20 | 2021/12/31 | (555) 5565555 | 123 Main
Name Suffic Client1521 | Test 10126 |Open | 2021/05/21 | 2021/12/31 | (555) 5555555 | 123 Main
Prefened Name Grffey Kerneth  |F | 10123 |Open  2021/05/18 | 2021/06/16 1234 Main St
Houseman | Jake 10011 |Open | 2021/05/15 | 2021/05/15 | (414)555-1456 | 123 Main Stred
Poo-up Alert Messaoe o = e = — e et e T B e e ey et et

Switching between windows is as simple as clicking on the window you want to view.

Horizontally Tiling Windows
If you select “Tile Horizontal” from the Layout Selection menu, all of the windows you have open in

Provide® Enterprise will appear on your screen in a horizontal tiled pattern, similar to that in the
following figure.

(_ VACARETEST = —
File Find View Actions Tools Reports Windows Help
(_ Client Profile For Test Client Window 1

Client Profile : Test Client ()
Virginia D of Health - Care Services - Paul Casper/GTI/ADMIN [05/24/2021]

Profle  Demo Address Profles Care Team Finances Health Benefits ADAP  Medical Eligbility

Status Open ‘
Date of Last Service @

Legal Last Name * [Clint
Legal First Name * | Togt
Legal Middle Initial
Name Suffix
Preferred Name:

Pop-up et Message

-

I ) Clients\All By Last Name Window 2 _EE

qCose 5 530G & & & ©f @ Create Activity  |cJ View Activity () Create Sub Record  ~ :5 Create Rsport :i UnMerge Client

Last Name / First Name © M|/ Cliert ID  Status  Big Effective  Hlig Expire  Primary Phone  Address 1 City State  Zip Historic Client
| | | | | | |
Application | dummy 17000 Open 2015/06/16 Curment
Ballinger Bret 10121 Open | 2021/05/24 | 2021/06/22 1234 E 5th Street Ballston VA 99595 Cumrent
Castle Johnny 10007 Open | 2021/05/20 | 2021/11/30 | (515) 555-2323 | 115 Hotel Cir Pembroke VA 24136~ Cument
O 20! (! 123 Main Accohanoc (historical) | VA
2021/05/21 Accohanoc (historical) | W1
| | Cleni0R1AR | Toot 1 10116 [Qnen [ 2071/0R/24 | 9091/17,31 | (RRE)RREERER | 193 Wan I b, thigingeal) |4 [ 59999, [ Coment

Switching between windows is as simple as clicking on the window you want to view.

Viewing Open Windows
The final choice under the Windows Menu is a numbered list of all windows that are openin
Provide® Enterprise. The window with the check mark by it is the active window.
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Windows Help
Layout »

1 Clients\All By Last Mame
2 Client Profile For Test Client
~ 3 5can For Test Client

NOTE: You can select any of the numbered window choices to move to a different window.

Help Menu

From the Help Menu you can find more information regarding the Provide® Enterprise version on
your machine, direct you the Provide® Enterprise support website, and Provide® Enterprise email

S

upport.
Help
About

Support Website
Email Support

e Clicking on “About” will bring up the following Window:

Q) Provide ®

Copyright© 2003 Groupware Technologies, Inc.
All rights reserved.

This Product is Licensed to: Test User

AIDS Healthcare Foundation - Client Services

WARMING! This program is protected by copyright law and international treaties.
Unauthorized reproduction or distribution of this program, or any portion of it, may
result in sever civil and criminal penalty, and will be prosecuted to the maximum
extent possible under law.

Current Version Number
5.10.10012.02% 32 bit PE

Current Cache Date
TTMS2019 4:02:02 PM GNT

Current Cache Path

C:\Uszers\taylor sieth\Documents\Provide Enterprize\Test

Usericache\Dictionanyimiamidade. provideenterprise. com5.10.10012
0Z8,

Last Successful Login
TTMS2019 11:02:58 AR
Last Failed Login

Password Expires In Days

Password Expires in 41 days.

NOTE: You can see the current version of the Provide® Enterprise that is installed on your

machine.

e Clicking on “Support Website” will bring the Provide® Enterprise website for your community

and any associated help documentation.
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~

¢ VA Care Network | Provide Ent- X + — m} b4

€ > [&] 2% provideenterprise.com/va/vatraining/

ftr 0 @ Relunchtoupdate }

M Inbox - peggy.griffit... @ grouptech.com - Ca... @ BlackMesh OpenVP... »

28 B Vahoo Mail A iTRAIN U llincis General Asse..  § Jira  §) SFTP

O Al Bookmarks

Cq) GI’OUPW&F‘E What WeDo ~ Programs ~ Resource Library  About Us @
TECHNOLOGIES

-

This web site is to be used by VA Department of Health to view training sessions.
Training Categories Currently Available:
VA Training Recordings: All Care Network Users

VA Medication Assistance Program Staff Available Trainings

VA Care Network Administrators

e Clicking “Email Support” will link to your email and allow you to email the Provide® Enterprise
technical support team.
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Chapter Three: Fields

There are several different types of fields used within the Provide® Enterprise system.
They will each be described briefly below.

When a field is editable, the text is bold. When not editable, it is grayed out. It may be
grayed out because you are not in edit mode or because your System Administrator has
locked the field.

Pick list

For fields that contain a downward arrow like this 3, click on the arrow to display the list
of preset values from which to choose. You can also type the first letter of a value if
known and it will jump to the first keyword that starts with that value. Typing the same
letter again will scroll you to the next value that starts with that letter. For example in a

“wen “wen

State field, typing “i” will bring up “IA”, typing a “i” a second time will bring up “ID” and

“wen

typing “i” a third time will bring up “IL.

State IL ;I
County DE #
T Bt iy b
Home Phone GU

Home Phone Message Type :-:

Office Phone K.

Multi-value field

There are some fields similar to the one shown below that allow multiple values to be
selected. To check anitem on the list, click on the item’s name and a check mark will
appear to the left of the name. To remove a check mark, click on the name again.

DOther Languages Proficient In . American Sign il
[] Cantoneese
English
[[] German hd|
Required Fields

A red asterisk (*) next to any field signifies that the field is required by Provide® Enterprise
in order to save the document. Some required fields already have a default value while
others are blank by default.
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Bith Date G
Current Age
Gender
Races - &ll [dentified 'tk Alaskan MNative . ol
o Required Fields
Dlenmle e AFrim—en Mormmrim —am
Date Fields

When you see a date field in Provide® Enterprise you can accept the default value, hit the
delete or backspace key to remove the current date and type in a different date, or click on

the =l button which will bring up a calendar window shown below.

B March. 2011 O

S M T wW T F 5

1 2 3 4 5

E 7 8 3 10 11 12

13 14 15@mEd 17 18 19

20 A 22 23 M 25 X
27 28 29 30 3

Today Clzar

e Click on the day you wish to select. To move backward * orforward ® amonthata
time, use the appropriate button.

e You can also change the month by clicking on the name of the current month. This will
bring up a list of months. Simply select the month that you wish to navigate to.

e You can change the year that is shown by clicking in the year (on the calendar) and
using the up and down arrows (circled in the following figure) to change the year.

20064

Radio Button
An example of a radio button () is shown below:

— Diate Format

" Tuesday Movember 18, 2003 € Tue, Mow 18, 2003

7 Moverber 18, 2003 Moy 18, 2003
& 11/18/2003 = 11/18/03
Sample Date 1171872003 =l
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A radio button will allow you to select one or more choices. Simply click on the radio
button () that corresponds to the choice or choices you wish to select.

Check Box

Some fields in the system have check box fields. To check an item, click on the box to select
it.

Current Reporting Scope
TestAgencyA - Care Management ﬂ

Test Agency A - Nutrition Support
[] TestAgencyB - Food Pantry
[] TestAgencyB - Housing Assistance LI

Field Dialog Control Button

Some fields have lists from which to choose a value. Most of these fields will have a [-]
button to click that will activate the list. To select anitem in the list, click on the item
name. To deselect an item, click on the item name again. Provider fields, Diagnosis fields,
Procedure fields, Drug name fields and Test name fields are examples where Field Dialog
Control Buttons are used. In some cases you are able to select only a single value and in
others you are able to select multiple values. Both types will be discussed below.

Click on the K to expand the options under each category and click on the E to collapse
the options under each category.

Provider Field Single Value

There are many fields within Provide® Enterprise where you can select a Facility,
Individual, Medical Group, Service Organization, Service Program or manually enter a
value. You will be able to view your available provider options when you click on the [-]
button as the following shows.

() Select Provider : [E=TEEn ]

Pt Tins [incvidual 7] Seach ] Search
Select [Common ) ® Erive Detabase  ©) Within Resuits

List of ltems
Provider Name

Provider Type: The choices available for this field are set by your System Administrator in
the data dictionary field properties of Provide® Enterprise.
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Select: By default, this field is set to Common and will display a list of common providers
that you have defined in your user preferences. If you have not defined any common
providers, the “Provider Name” view will be blank. You may also choose to change this
setting to “All” to display all providers that have been defined in Provide® Enterprise.

Search: You may manually type a provider name such as “Smith” in the search field and
then click on the “Search” button. All of the provider names with the first name or last
name of “Smith” will appear. When searching for a word or phrase you can use an asterisk
(*) as awild card.

If used at the end of the string like Smith*, it will find all values that start with “Smith”. If
used at the front like *Smith, it will find all entries that contain “smith” anywhere in the
string. You can also use a wild card in the middle like s*h to pull values like “smith” or
“seth”. You can also search the entire database or just the subset of displayed results.

Provider Field Multi-value

There are places within Provide® Enterprise where you can select more than one Facility,
Individual, Medical Group, Service Organization, and Service Program or manually enter a
value. You will be able to view your available provider options when you click on the [-]
button as the following shows.

() Select Individual il 0 |
Provider Type [incivicual v Search [Search
Select [Common ~] © Ertre Datohase ) Within Reats
List of kems Selected fems

Last Name First Name  Phone Street Address Provider Name
| Allan 5
| Lentz 5
| Petel 5 (708) 225-3000 650 Phoenix Center D|
Vora 5 M. Siriai
< m 3
Selected: 4 Remove Remove All

Provider Type: The choices available for this field are set by your System Administrator in
the data dictionary field properties of Provide® Enterprise. Generally you will have the
ability to choose from a Facility, Individual, Medical Group, Service Organization or
Service Program. Both the “Provider Type” and the “Select” group that is chosen will limit
your choices in the “Provider Name” view.
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Select: By default, this field is set to Common and will display a list of common providers

that you have defined in your user preferences. If you have not defined any, the “Provider
Name” view will be blank. You may also choose to change this setting to “All” to display all

providers that have been defined in Provide® Enterprise.

Search: You may manually type a provider name such as “Smith” in the search field and
then click on the “Search” button. All of the provider names with the first name or last
name of “Smith” will appear. When searching for a word or phrase you can use an asterisk
(*) as awild card.

If used at the end of the string like smith* it will find all values that start with “smith”. If
used at the front like *smith, it will find all entries that contain “smith” anywhere in the
string. You can also use a wild card in the middle like s*h to pull values like “smith” or
“seth”. You can also search the entire database or just the subset of displayed results.

Add Button: Whether adding just one provider or adding multiple providers to your
Selected Items list you need to place a check mark to the left of their name as shown in the
figure below.

Button Bar

There are many places in Provide® Enterprise where you will notice a series of buttons
arranged at the top of records and views. Below is an example of a button bar from the
Client Profile record:

{ Provide Enterprise - [Client Profile For Joe H. Smith] T " N
r_ File Find View Actions Teools Reports Windows Help

” 4 Close "I

= = Q - ‘ P Edt - Creste Activity - Creste®Repot (£ Create Sub Record + (@) View ~ @ Action ~ @ Prnt ~

The kinds of buttons will vary from record to record. Some of the more common buttons
are described in detail below.

Print

The “Print” button will allow you to print data from the open record to a Crystal Report
template. The output can be set to either display on screen in order to review before
printing or it can be automatically sent to the user’s default printer. You can select what
you would like to print by clinking on the down arrow and selecting your printing choice.

| &) Print |v]

Client Profile

Date Summary
Progress Logs

Service History

Medical Provider Data Collection Form
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Edit

The |ﬁ@ il | button places the record you are viewing into “edit mode.” Once in “edit
mode” you will be able to change field values and select items from drop down lists.

Action

The © Action ~ button allows you to select from a list of available actions. These actions

differ depending on what you are doing in the Client file.

Create

Clicking on the L button will show you a pull-down list of all Activity Record
types you are able to create.

Document History
Every time changes are saved to a record in Provide® Enterprise, an updated version of

the record is created. The | == B~ buttons allow you to view previous versions of

the record you have open in order to see what the record looked like at a particular point
in time. You can either pick a date from the drop-down list or move backwards one change
at a time by clicking the “left arrow”.

View Actions [Tosls Benaste  Adfedaue Hele
e —————] 2013/12/18 [Updated By Provide Agent Manager/GTI] - Current

v 2013/12/18 [Updated By Provide Agent Manager/GTI]
2013/12/17 [Updated By Provide Agent Manager/GTI]
2013/12/17 [Updated By Provide Agent Manager/GTI]
2013/12/16 [Updated By Provide Agent Manager/GTI]
2013/12/16 [Updated By Provide Agent Manager/GTI]
2013/12/13 [Updated By Provide Agent Manager/GTI]

2013/12/13 [Updated By Provide &gent Manager/GTI]

is of 12/18/20131

2 - Joe H. Smith
wtment of Public

1o | Residence | N

When viewing a previous version of the record you will notice that “Historic View as of ...
will be displayed at the top of the record.

‘ Historic View as of 11/13/2013 2:37:12 PM [Update By Test User12] ‘

Client Profile : Joe H. Smith ()
llinois Department of Public Health - HIV Care Network : Test User12 [11/08/2013]

Click to update Income Data === l

Current Employment Status Full Time

Update ] ¥
Cumrent Morthly Household Income
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Fields that are highlighted in yellow are fields that are different from the most recent
version of the record. You are not allowed to edit a Historic View of the record. To edit the
record after referencing a Historic View you will need to switch to the Current view as
shown below:

rise - [Client P

u"ew Act'ons Tommle =] =+ ATl Ll

~—T={ ¥ 2013/12/18 [Updated By Provide Agent Manager/GTI] - Current)
ﬂ - - -  ——
= | 2013/12/18 [Updated By Provide Agent Manager/GTI]

Delete

Provide® Enterprise allows you to delete any Client Sub-Records and Activity Records.
Only the creator of the original document or their supervisor can delete the document.
When a document is deleted it is not truly deleted from the database. It will remain a
permanent part of the client record, but will be “marked” as deleted (similar to putting a
line through an incorrect entry in a paper record) and thus, will not be counted in reports.
To delete arecord, follow these steps:

e Open the Record in question.
e On the Action Bar, you will see the Delete button. Clicking on this button will open
this dialog box:

[ Select reason for deletion: u

Date of activity incomect
Dollar amourt incomect
Entered for wrong client
Incomectly entered
Other

Rewrite of text required
Units of service incomect

[ ok [ cance |

e Select the reason you are deleting the chart note and then click on the OK button. You
will be backed out of the note.

e Any time the record is opened in the future, you will see a message similar to that in
the following figure at the top of the record:

) Povde Entrpise - Senor sz Tes2] T |

(_ File Find View Actions Tools Reports Windows Help

|||€ Close |\‘}|¢= = QV‘LﬁUﬂ-Dde{e

_ ————_
l Deleted by Amanda Test/GTI on 9/21/2015 9:28:46 AM: Other 1 |

L —
Scan - Tet0 170 ‘

ASPIRE - Client Services - Daniel Schroeder/GTI [09/15/2015]

e In bold and highlighted a light yellow, it will state who deleted the records and the date
and time the record was deleted.
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Un-Delete

Once arecord has been marked as deleted, you have the ability to “un-delete” the record
within Provide® Enterprise. Only the creators of the record, their supervisor or System
Administrator can “un-delete” arecord. To “Un-Delete” a record, follow the steps below:

e Navigate to the particular record in question and open the record. Because the record

& UnDelete 4 tton.

has been marked as deleted, you will see the

e Click on this button to “Un-Delete” the record. The deletion information will be
removed, the record will be re-saved and you will be closed out of the record. You will
notice after refreshing your screen that the Delete flag has now disappeared from the
database views for this document.

Saving Record Changes
The “Close” button closes the current record you are viewing.
e If you have changed fields, you will usually be asked if you want to save the changes
you have made as shown below.

Save Changes? =]

Do You Want To Save Changes?

Yes | No | Cancel | Demils> |

o [&you-havemadechangesthabysuwant to save, be sure to select “Yes”.

e You could also click on the “Details >>" button to see a list of all the changes that were
made while you were in the record. A sample of what you might see is displayed below:

Save Changes? |

Do You Want To Save Changes?

ves | No | Cancel | <cDemils

| Field Label | Old Value | Mew Value |
Legal Middle Initial H F

e You can choose to save all of the changes that you made or you can delete changes that
you do not want by clicking on them individually and hitting the delete key on your
keyboard. If you double click on the change you will be taken to the Sub-tab that
contains the field that you modified. You can also select “Cancel” to return to the
document or “No” when prompted to save your changes, and the record you were in
will close.
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e Sometimes when you click on the “Close” button to save your changes you will see a
box that looks like this:

Save Changes? |

Mate: Changes were applied to this document since you opened it

Do*ou'want To Save Changes?

Yes Mo Cancel | << Details I

e This can happen because the Provide® Enterprise system does not “lock” records when
they are opened by users, so two or more users could be editing the same record at the
same time. Here is a scenario where this may occur. First, we assume that two users
open the same Client Profile at the same time. One person may make changes to the
“Ethnicity” and “Race - Primary Identified” fields in the Client Profile as shown in the
example above, and that person saves their changes. A second user may change the
“Ethnicity” field and “Citizenship” field, when the second user closes the Client Profile
they see the following message:

Save Changes? |

Mate: Changes were applied to this document since you opened it

Do*ou'want To Save Changes?

Yes Mo Cancel | << Details I

If they click on the “Details >>" button, they would see a screen similar to the one below:

Save Changes? g |

Mate: Changes were applied to thiz document since you opened it

Do ''ou'want To Save Changes?

Yes Mo | Cancel | <¢ Detalls |
Changed By Field Label Qld¥alue | Wew'Yalue
Ethiriicity Hisparic ]
Current Changes ( Citizenshio United State

Previous Changes (alexneuwnthfgtl Face - Frimary [dentined — Uther EEET j

The following rules apply to the “Details” display when two users make changes to the
same record:
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e The first user to save their changes will have the changes applied without any warning
message.

e The second user to save their changes will see the warning “Note: Changes were
applied to this document since you opened it. Do You Want to Save Changes?”

e If both users make changes to the same field, the second user will only see the original
value of the field and the changes that they made. The “Changed By” box will be blank.

e If only the first user changed a field (See “Race - Primary ldentified”), the second user
will see both the original value and the new value of that field. The “Changed By” box
will show the name of the user who made the change.

e The second user will always see every field they changed and the original value. The
“Changed By” box will be blank.

e Any change that is deleted from the “Details” display will result in the original value
that is shown in the “Old Value” field being saved.

e If the second user accepts all of the changes and clicks on the “Yes” button, they will
update every field they changed and all unique changes that the first user made.

e If the second user selects “No” when prompted “Do You Want to Save Changes?”, only
the first user’s changes will remain.

You can choose to save all of the changes that you or the other person made by clicking on
the “Yes” button, or you can delete changes that you do not want by clicking on them
individually and hitting the delete key on your keyboard. If you double click on the change,
you will be taken to the Sub-tab that contains the field that you modified. You can also
select “Cancel” to return to the document or “No” when prompted to save your changes,
and the record you were in will close.

NOTE: You might also see the “Changes were applied to this document since you opened
it” if you make changes to the Client Profile and then edit the Current address
record. This happens because whenever you save changes to the “Current Address”
record the Provide® Enterprise program automatically updates the fields in the
Client Profile then as well. This is accomplished by saving a new version of the Client
Profile with the same values as entered on the Current Address record.

Save and Create Another

The Save and Create Another Button is available in many of the Activity Records within
Provide® Enterprise. When you see this button, you can use it to close and save the
current document you are in and open a blank record of the same type.
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