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• Prerequisites 

• Installation 

• Logging In 

• Clocking In 

• Agency Email 

• People Served Screen 

o Attendance 

o Contacts 

o Objectives (Outcomes) 

▪ Creating Objectives 

▪ Entering Objectives 

o Event Data Entry 

o Community Living Note 

o Facility Supervision Contacts 

o Healthcare Appointments 

o Healthcare Reports 

▪ Appointments by Individual 

▪ Daily Appointments by Doctor 

▪ Daily Healthcare Appointments 

▪ Cancelled Appointments 

▪ Print the Appointments Calendar 

▪ Current Medications Needing Review 

▪ Diet Reports 

▪ Current Medications 

▪ MAR Reports 

▪ Medication Errors 

▪ Medications for Infections 

▪ Medication History 

▪ Primary Care Physician 

▪ Psychotropic Meds 

▪ Sleep Charts 

▪ Vital Signs 

o People Served Reports 

▪ Case Management 

▪ Communication Note Objectives Reports 

▪ Community Living Note Reports 

▪ Comprehensive Summary 

▪ Contact Analysis 

▪ Contact Facility Supervision Analysis 

▪ Demographic Reports 

▪ Event Reports 

▪ Healthcare Information 

▪ ICF Listing 

▪ Leave Alone / Unattended 
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▪ Need Persons Picture 

▪ People-Served Addresses Report 

▪ Periodic Review Reports 

▪ Person ID Badge 

▪ People Served Analysis 

o Person Information File 

o Billing Adjudicated 

o Billing Service Activities 

o Periodic Review 

o ECF Periodic Review 

o Medication Data Entry 

o EMAR 

o Person Centered Service Plans 

• Human Resources 

o Personnel Information 

o Edit Timekeeping Records 

o Human Resources Reports 

o Human Resources Data Entry 

o Timekeeping Reports 

o Leave Requests 

o Employee Name Change Add / Edit / Search 

o E-mail Group Set Up 

o Add Employee to an E-mail Group 

• Admin 

o Contacts Setup 

o Service Code Setup 

o Department Folders 

o Human Resources 

o Information File 

o External Case Managers 

o Objectives Menu Data Setup 

o Specialists/Doctors 

o Approved Service Plans 

o Timekeeping / Employee Payroll 

o File Locations Setup 

o Organization Defaults 

o Organization Information 

o Medicine Table 

o Employees Logged In Audit Log 

o Record Maintenance 

o EMAIL/SMS Text Alerts 

o Employee Favorites 

o Correct Employee SSN# 

o Correct Person-Served SSN# 

o Set Database Security 

o Set Access to Employees 
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o Set Access to People-Served 

o Set People-Served Departments 

o People-Served / Employee List 

o User Names / Database Logins 

o Agency Data Queries 

o Send Text Message 

o Page Link Setup 

o Event Form Selections 
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Logging In 

 

 
The login picture for your EZPRO application may look different from the sample above.  ECOM may change the image 

from time to time, but even an agency can display a different image if they want.  This can be done using the 

Organization Default setting: [Login Screen] – [Agency Picture] – [File Path].   The full path to the image file must be 

available to all users in the agency or else employees who don’t have access to the image file will see the default 

application picture.  Administrators may want to change the picture from time to time to provide an image that 

announces an upcoming event or a picture of activities from a past event 

 

The E-COM SYSTEMS logo may also appear slightly different depending on the application you are using.  E-COM has 

applications for various types of entities such as pharmacies, mental health / counseling centers and others.  Every user 

has their own copy of the EZ-PRO application if using the application on their workstation or through Remote Desktop 

Connection. You will notice that the version number of your application is displayed below the E-COM logo.  You can 

check to see if you are using the most current version of the EZ-PRO application by double-clicking on the E-COM logo.  If 

there is a more current version on your server, then a message box will give you an option to update.  If you accept, then 

the EZ-PRO application will close and will automatically update to the version that is on your server. Once updated, then 

the application will re-open back to the login screen. 

 

Every user must have their own unique user name. A default user name and password is assigned when the employee 

(user) is added to the database application.  The default user name will be the employee’s last name + the last 4 digits of 

their SSN.  The default password will be the employee’s 9-digit password. Numbers only, not dashes.  An employee 

should change their user name and password as soon as possible and then routinely as assigned by each agency.  A user 

can change their user name and /or password by clicking on the link below the “Exit Application” button on this screen.  

If a user has too many failed login attempts by using the wrong password or if their password expires, then it will have to 

be reset either from the Human Resources Data Entry screen or from the Admin page “Login” screen. 

 

If the login screen is left open for an extended period of time, then the application will close automatically.  The amount 

of inactivity time is set in the organization defaults form. 
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HOME PAGE OVERVIEW 

 

If your agency uses an internet email account, then the “Internet Email” link on this form can be configured in the 

Organization Defaults form to open to that website.  

The “Agency E-Mail” link allows you to quickly open intra-agency (database) emails.  If there is a number next to the link, 

the number lets you know how many new, unopened emails you have.  

The People Served link will open the menu page that allows you to navigate to forms and reports where you document 

on the clients or people that your agency serves. 

The Human Resources link will open a menu to navigate to forms and reports that document your employees, their 

schedules, training, etc.  

To the far right on the screen, you will see the ADMIN link.  This provides access for authorized users to configure 

application settings, view audit trails, and perform various application administration functions. 

The EZ-PRO application is modular.  As such, your agency may have additional links along the top menu bar to open 

other applications with additional features.  Some of these include Advanced HR, Asset Management, Medical, Health 

Assessment and others. 

Going across the very top of the Clock-In screen and all screens under the main switchboard window, you will see the 

name of the agency in the left corner.  The name of logged in user and current date and time appear in the middle of the 

menu bar. To the right of that is the “Favorites” link where you can drop down a list of forms or reports in the 

application and immediately navigate to those objects.  You add items to the Favorites by right-clicking on a button and 

selecting the “Add to Favorites” option if that option is available. Most, but not all buttons can be added to the favorites 

list. To the right of Favorites, is the “Logout” link which lets you quickly sign out of the application from most any form. 

You will also see the application version number in the upper right corner of this screen. 
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1. CLOCKING IN 

For an employee to view their time sheet for any particular pay period, they simply need to select a pay period date 

range from a list by clicking the “Select Pay Period” button or optionally typing in a valid pay period starting date in the 

“Starting” textbox and an ending pay period date in the “Ending” textbox and then clicking the “Approve Time Sheet” 

button to view the time sheet report. The list of pay period dates displayed by the “Select Pay Period” button is preset 

by ECOM tech support.   The list is populated for several years into the future. 

If the button in the lower right corner of this screen says “Clock –IN”, then the logged in user can clock-in by putting a 

date in the “Date IN” text box and selecting a time value from the “Time IN” text box, then clicking the “Clock IN” 

button.  Some agencies may have the date and/or time in textboxes locked so that the users cannot enter a different 

date and time, but must clock in using the current system date and time.  If the user needs to clock out, then the user 

would input the date in the “Date Out” textbox and select a time from the “Time Out” combo box (if not locked by the 

agency), and then click the “Clock Out” button.  When clocking in, always select the department you are working in from 

the pull-down menu, you home department will show automatically. 

The combo boxes for time in and time out are displayed in quarter hour increments.  An agency can opt to have these 

fields accept exact hour and minute intervals rather than rounded values. 
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2. Agency Email – Select Agency email from the HOME screen 
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• To print an email, select the email you wish to print and click on the print button 

• You may switch from previewing messages received to messages that you have 

sent out 

• To compose an email, select “compose email” 

• You may re-check email by selecting the “re-check email button” 

• To reply to an email, select the email you wish to reply to and select “Reply” or if 

you wish to reply to all individuals the email was sent to, select “Reply ALL” 

• If you wish to forward the email to someone else, select “Forward” 

• You may search for emails you have sent or that have been sent to you by 

selecting “search” and entering the criteria you want searched “date rate and by 

word or phrase” 

• To delete an email, select the email you would like to delete and Select “delete”.  

You may delete multiple emails at one time by selecting them in the gray area to 

left of the email, holding “shift” key down and select as many and you like and 

select “delete” above or the delete key on your keyboard.   

• To close out of email entirely, select “ Close” 

• Any emails that have been sent to you will appear in this area. 

• You may adjust how many emails appear in this area by placing 

cursor on this line and dragging up and/or down. 

• The body/message will appear in this area. 
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A. COMPOSING EMAILS 

 

• Enter your subject 

• Type your email body 

• Select who should be getting this email by highlighting their name and selecting “ADD” or double clicking their 

name or by using the yellow block, start typing their name and when it appears in the yellow box just press 

enter and it will go into the “To:” block on the top left 

• Press “Send” when you are ready to send your email 

 

 

 

 

 

 

• You may clear the “To:” box by clicking “Clear Recipient List” 

• You have the option to create an “out of Office Reply” 

• You may delete your draft(s) 

• You may return to the Home Email Screen with “Review Mail” 

• To Send your email 

• You may save your draft 

• To close this draft 

• If you have authority you may send an email to an employee’s 

personnel file.  Remember, everyone that is listed in the “To:” 

block/box will have a copy of this email in their personnel file.  

So, if you are just courtesy copying someone, do not check 

“Add to Employee’s File?” Send the original email to the 

employee that you want the email in their file, after you have 

done this, go to “sent” and forward the emails to whomever 

else needs to see a copy 

 



 
10 

 

PEOPLE SERVED 

 

To view and/or print persons served attendance records, select “attendance records” 

1. ATTENDANCE RECORDS

 
• You can view attendance records by the following criteria 

o Location 

o Person 

o Both 

• Select your criteria  

• Use pull down menu to select location and/or person 

• Enter your date range 
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• Tab out of the last date and attendance will show below 

 

 

 

A. REPORTS:  To View/Print Attendance records 

 

 

• Click on Reports  
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• You may view/print a report by person served and/or by location and by date range 

 

 

• Select Recipient 

• Select Month 

• Click View/Print Report 



 
13 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The option to 

place your 

signature on the 

report will pop up. 

• If you wish for 

your signature to 

be on the report, 

enter your 

password and 

select Yes 

• Otherwise select 

No 

• This is an example of the report that will open by Person Served 
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• If you need a report by location or by all locations, select your location and/or all departments if you want all 

• Select your date range 

 

 

 

 

• Then select VIEW/PRINT THE REPORT 

• You will have the option to sign off on the report should you choose to, as you see I selected to sign this report 

and it shows who pulled the report. 
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• Click here to view approved service 

plan for the individual you have 

selected. 

• Click here to create 

attendance records. 
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• Set the date range for the time span you wish to create attendance records and select “Create Blank Default 

Records”

 

To view approved cost/service plan for services for this individual 

• Use pull down menu and select “Person” 

• Then select the date range you would like to see approved services then select “View Service Plan”  

• Then select “View Service Plan” 
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2. Entering Contacts (PT/OT/Nursing/etc.) 

 

• Select “Enter Contacts” 
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• This screen will appear 

• Use pulldown menu to select the SR, the last contact entered will appear 

• To make a new contact note, select “ADD” 
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A Blank screen will appear for that SR, use pulldown menus to complete the following fields: 

• Date of Contact 

• Staff making contact 

• Who you contacted 

• How you contacted 

• Type of contact 

• Location of contact 

• Title of person you contacted 

• Shift 
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Then Enter the” 

• Start date 

• Start time 

• End date 

• End time 

• And if this is a billable contact, check the box for billable 

• In the “detail of contact” box either enter your contact information OR is you entered the contact information 

on a communication note, reference “see communication note” 

You can record an event from this contact note by selecting “Record Event” 

You can also enter follow up information should your contact/visit require follow-up and assign a staff and/or 

department responsible for the follow-up.  The system will track this, and the responsible person/department should 

enter a date completed. 

 

All the pulldown menus can be edited by your agency administrator in ADMIN, Contacts Detail 
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• You can navigate from contact note to contact note, by selecting the forward and back arrows or go to the first 

and last contact for this SR by using the |> or >| buttons 

• You may review these contacts by ALL/ACTIVE/INACTIVE SR’s 
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A. REPORTS FOR CONTACTS 

 

• Select “REPORTS” 
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You may pull a report by 

• Date range 

• Person 

• Case Manager 

• Type of Contact 

AND BY 

• Staff 

o Contacts Analysis 

o Contacts Billable 

o Print an Individual Contact 

 



 
24 

 

 

 

 

You can use these contact notes for most anything, On Call notes, Home visits, OT/PT/Nursing.  Anything your agency 

administrator sets up and “type of contact” and print/export/email as needed. 

 

 

 

Example of Billing Contacts by staff 

for 5/15-5/17. 

Same option as above for exports. 

Example of Report for SR for Nursing 

Related Contacts that are billable for 

5/15 -5/17 

On any Report, you have the option 

to export to PDF, Word or Excel and 

save or email to whomever may 

need it. 
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3. ENTERING OBJECTIVES 

 

• Select “Enter Objectives” 

 

• Select SR 

• Select Date Range 

• All objectives that have been entered in “create objectives” will appear on this screen 

• To record on an objective, either double click on the objective # or just click on the “click to document” 
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• To document your daily data, click on “Add” 

 

• This screen will appear. 

• Enter the correct date and the Start Time you began working on the objective. 

• Click “OK” 
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• This screen will appear. 

• Begin adding your data here. 

• Answer the questions “What was tried and learned? And What worked or didn’t work” 
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• Complete the number of times you attempted this objective and the number of times you completed it 

• Enter the data regarding the objective.  This field is expandable, and you may enter data as needed 

• Under the “Step”, use the pull-down menu to select any prompts you used (Verbal, full physical, hand over 

hand” etc. 

• Tab out of the last field to save data 

• Then continue back on other objectives for which you need to record 

• From this button, you may View Completed Objective Data 

• From any screen that has these buttons, you may; 

o Add a new record 

o Go to the very first documentation 

o Go to the previous documentation 

o Go to the next documentation 

o Go to the last documentation 

 

 

 

 

 

 

 

 

 

 

 



 
29 

 

4. EVENT DATA ENTRY 

 

EVENT DATA ENTRY: 

• The next icon under People Served is “Event Data Entry”.  When you click on this icon, the “Event Data Entry 

Criteria Screen” will appear 

• You have options to complete/create and event by selecting the appropriate button 

o ACCIDENT 

o BEHAVIOR 

o SEIZURE 

o REPORTABLE INCIDENT 

o MED VARIANCE 

• You also can look up and event by entering the number and if you don’t know the number, you may double click 

in this field and click on find.  Example of this will be shown below. 
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1. Accident Form 

 

ACCIDENT FORM: 

• If you select “ACCIDENT”, this form will appear. 

• You will need to start with selecting the “Recipient” and then TAB though the entire form to complete each data 

field.  Complete EVERY applicable field. 

• From each form selected, you will have the option to create a “reportable incident form” for DIDD, ECF and or 

TDMHSAS 
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A. EXAMPLE OF COMPLETED ACCIDENT FORM 
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B. EXAMPLE OF COMPLETED BEHAVIOR FORM 
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C.  EXAMPLE OF COMPLETED SEIZURE FORM 
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D. EXAMPLE OF COMPLETED MED VARIANCE FORM 

 

E. EXAMPLE OF COMPLETED INCIDENT FORM “REPORTABLE” 
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2. REPORTABLE INCIDENT FORM: When you select “create DIDD RIF Form” this is the form that will appear. 
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TO FIND EVENTS 

 

• To look up an event, if you have the number of the event, you may enter it in the space by “event number here” 

and select find. 

• If you do not know the number, you may double click in the blank space by “event number here” and the “Event 

Lookup” pop up box appears.  Follow the instructions for the type of incident you wish to see or type in All to 

see all.  Click ok 

• When you click ok, a pop-up box with service recipients listed alphabetically will appear with all incidents 

recorded by date, as shown below 
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• Scroll down and select the SR, date and type of report you wish to view and select ok 

• When you do this, the screen below will appear as you see it has placed the number of the event in the block 

and you then select find 
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• Select “FIND” and that report will appear for you to view as shown below. 
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5.    COMMUNITY LIVING NOTE 

 

• When you select Community Living Note, the “Launch Communication Note” pop up box will appear.   

• Select which ever program you are completing a Communication Note for. 
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• When you select “Community Based”, this note will appear. 

• These notes can be customized by your agency administrator to reflect what activities/categories you need and  

the tasks can be customized for your agency. 

 

 

 

 

• Staff will always need to click on “Enter Services” to capture attendance for 

billing. 

o Select your SR Name 

o Enter your Task Date 

o Enter/Select your Shift 

o Then click on “Enter Services” 
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• From this screen your first select the program you are documenting for.  This example is your Community Based 

Note.  Use the pull-down menu to select “Community Based Day” 

• Then select an activity.  This pull-down menu is customizable for your specific agency. 

• Use the pull-down menu under “assistance” to select the level of assistance that was used for this activity 

• Use the pull-down menu under location to select where this activity is taking place 

• Then enter your start time and stop time.  This is connected to attendance and billing and will define if this is 

enough time to be billable 

• Then enter a narrative, answering the questions in the tan box in your narrative. 

• Remember all pull-down menus are customizable to your agency. 

• Always tab out of the field that you have entered data in. 
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1. EXAMPLE of RESIDENTIAL NOTE 

 

• Select your category by using the arrows. 

• Check off everything the SR worked on 

• Go to the outcome at the bottom on the page, double click in the OC ID# to open and record your data 
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TO CAPTURE YOUR ATTENDANCE FOR BILLING THE RESIDENTIAL SERVICE 

• Select your PS Name 

• Select the Task Date 

• Select the Shift 

• Answer the question “was Person Supported Present at 11:59 p” 

• Then select Enter Services 
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• When you answer the question about the Person Supported being in the home at 11:59p, and select “enter 

services” A box will automatically be created for Supported Living/Residential Service on this page.  It will also 

enter the time of the shift that you selected on the prior page 

• You will now just need to enter the narrative for this shift 
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• When you double click the OC ID#, the screen above will open. 

• Complete “attempted and completed” 

• Complete “what was tried and learned and what worked or didn’t” 

• If any steps are listed, always record any needed prompts 
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• From any of these Community Living Note Screens, you can: 

o Enter Behaviors/Events 

o Enter Bowel Movements 

o Enter Sleep Charts 

o Enter Vital Signs 

 

Remember, that Community Living Notes are customizable for your specific agency/needs. 
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6. FACILITY SUPERVISION CONTACTS 

 

 

• Click to Open 
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• You can search prior contacts by selecting the address and using the arrows to find 

• Or to create a new facility contact, select your address and click on add contact 

 

 

 

• Use the pull-down menus in each field to complete this contact 
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• IF you find a situation/need that must have follow up during your visit, record this by checking “Is Future Action 

Needed” and complete all the fields in this area. 

A Reminder that the pull-down menus are customizable by your agency administrator and these can be used for home 

visits/on call notes and any other visit you wish to have recorded and tracked. 

You can also pull reports on these facility contacts under 

• People Served/People Served Reports/Contact Facility Supervision Analysis 

o These reports can be pulled by date range 

▪ By address 

▪ By type of contact 

▪ By staff making contact 

 

 

 

• Enter your date of Contact 

• Enter any staff that you contacted during the visit and if it was face to face, or phone, etc. 

• Enter the type of contact and location of contact 

• Put a check in  “If Specific Contact times are Required, check here” and that will open the Start date and 

time and the End date and time”.  Enter those dates/times. 

• Enter the details of your contact. 
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7. HEALTH CARE APPOINTMENTS 

 

• Open HEALTH CARE APPOINTMENTS 

 

 

• SELECT SR 

• SELECT ALL/ACTIVE/INACTIVE 

• SELECT VIEW CURRENT APPTS OR ALL APPTS. 
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1. ENTERING A NEW HEALTH CARE APPOINTMENT 

 

• You may review all appts by selecting “ALL Appts” and using the arrows to navigate back/forth 

• You may create a new appointment by selecting the ADD button 
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8. HEALTH CARE REPORTS 

 

• Click to open Health Care Reports 

 

 

• Select the Person Served and the Date Range for the report 

• Then select the report you wish to view 
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1. Example of “Appointments by Recipient 
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2. Example of “Daily Appointments by Doctor 
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3. Example of “Diet Report” 
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4. Example of “MAR report” 
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5. Example of “Medication Errors Report” 
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6. Example of “Medication History Report” 
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7. Example of “Primary Care Physician Report” 
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8. Example of “Sleep Chart” report 

 

 

9. Example of “Vital Signs” report 
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9. PEOPLE SERVED REPORTS 

 

• Select People-Served Reports 

 

 

This screen will appear.  Select your report option 
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1. Case Management 

 

 

• Select the Case Manager and the date range for each report you wish to view or you may select ALL Case 

Managers 

• You may also select the range from the gray buttons at the bottom 30/60/90/120/6 months or 1 year 
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A. Example of “Adaptive Equipment Report” 
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B. BSP’s Due 

 

 

 

 

• For any BSP’s due, you can pull a report by case manager and date range, if no BSP’s are due, the screen will 

reflect there is no data 
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C. Example of Case Manager Assigned Sorted by SR” report 
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D. Example of “Case Manager Assigned Sorted by Case Manager” report 
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E. Example of “Contacts and Guardians” report 
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F. Dental Checkups 

 

 

 

 

 

 

 

 

 

 

 



 
69 

 

G. Example of “File Review” report 
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H. ISP’s Due 

 

 

• You can print/preview a report by CM or ALL CM’s of any ISP’s due for the date range you enter. 
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Example of ISP’s due report 
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I. Monthly Reviews 

 

 

• For “Monthly Review” select the Person Served or Case Manager and the month you wish to review. 

• You may review the report in two formats, Block Summary or TN DIDDS Format 

 



 
73 

 

 

• Once you select the criteria for the report and select the type of report you wish to print/preview, this pop up 

screen appears and you have options as to how/which summary you want.  Make your selection and click 

“Preview Report” 

 

• I selected Monthly Review – Block Summary, this pop-up appears and I entered today’s date and selected OK 
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• Once you select OK, this pop-up appears which gives you the option to sign the report or decline.  To sign the 

report, enter your password and select OK 
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• The report appears in this format.  It has several pages, depending on the options you selected. 

• To navigate from page to page, use the Page guide/arrows at bottom left of the screen. 
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• If you select “Report Options”, you will have the ability to: 

o  Print 

o Zoom 

o Export to PDF/XPS/Word or Excel and Save As 

o Close Print Preview 

o or publish to report 

• These options make it easy to save and email to staff/ISC’s/etc. 
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Example of TN DIDDS Format 

• You go through the same steps noted above and then select the TN DIDDS Format 

• It will also have several pages depending on the data that has been entered for the month.

 

 

Example of the ECF Periodic Review 

• Use same steps as noted above and select “ECT Periodic Review” 
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J. Physicals Due 

 

 

• To print/preview any physicals due, select your CM or ALL, enter your date range and select “Physicals Due” 
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EXAMPLE of Physicals Due Report 

 

 

K. OUTCOMES/COMMUNICATION NOTES 

 

 

• Select your criteria, CM and date range. Then select “Outcomes (Comm Notes) 
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EXAMPLE OF OUTCOMES (COMM NOTES) REPORT 

 

 

L. PERSON DATES 

 

• Enter your criteria for the report (Case Manager & Date Range) and select Person Dates 
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EXAMPLE OF REPORT BY CASE MANAGER FOR PERSON SERVED DATES 

 

M. PERSON DATES OUT OF COMPLIANCE 

 

 

• Select your date range and select “Person Dates Out of Compliance” 
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This Pop-Up Screen Will Appear 

 

• Select all the criteria you wish to preview/print 

o Program 

o ALL/ACTIVE/INACTIVE 

o SR 

o Case Manager 

o Date Names 

o Expires on or Before Date 

o Sort criteria 

o Sanctioned 

• Then Select Print the Report 
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EXAMPLE OF PERSON DATES OUT OF COMPLIANCE REPORT 

 

 

N. WEIGHTS 
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Example of “Weights” report 

 

 

O. THERAPY EXPIRATIONS 

 

• If you have any Therapy Expirations coming up, you can preview/print a report by Case Manager and date range 

for: 

o Nutrition 

o Occupational Therapy 

o Physical Therapy 

o SLP Therapy 
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PERSON SERVED REPORTS: 

2. COMMUNICATION NOTE/OBJECTIVES REPORTS 
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• Enter your date range, Person Served and Site Responsible 

• Check the boxes you wish to apply regarding “DID NOT WORK ON OBJECTIVE” AND “Action Steps and Prompts” 

• Select Print the Report or Summary Report 

EXAMPLE of “Print the report” option: 

 

 



 
87 

 

EXAMPLE of “Summary Report” 

 

 

3. COMMUNITY LIVING NOTES REPORTS 
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COMMUNITY LIVING DAILY NOTES 

 

• Select 

o Date Range 

o Person Served 

o Program 

o And, if you want to include Employee Time Sheet Entries, check that box 

• Then Select “Community Living Report” 
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EXAMPLE of “Community Living Report” Day Program 

 

EXAMPLE of “Community Living Report” Residential 
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EXAMPLE of “Note Status Report” 

 

• This report is a reflection of time values entered in the Services section of the Note.  The idea is that a 

supervisor can quickly look to see if all times values for a particular date have been accounted for.  Missing 

time slots would indicate possible missing notes. 
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4. COMPREHENSIVE SUMMARY 

 

• Select the Person Served and your date range 

EXAMPLE of “Comprehensive Summary” for 30 days 
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You will get a pop-up giving you option to put your signature on the report 

EXAMPLE (1st of 3 pages) 
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5. CONTACT ANALYSIS  
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• Select the criteria you would like to see 

o Date range 

o Persons Served 

o Case Manager 

o Type of Contact 

• Then select “Contact Analysis” 
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EXAMPLE of Contact Analysis with selected criteria: Page 1 
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EXAMPLE of Contact Analysis with selected criteria: Page 2 

 

 

 

 

 

 

 

 

 

 

 



 
97 

 

Report Options for the bottom of the page: Same date range 

• Select Staff 

 

Then select either 

• Contact Analysis (staff) 

• Contacts Billable 

• Print an Individual Contact 
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EXAMPLE of “Contacts Analysis (Staff) 
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EXAMPLE of “Contacts Billable” 

 

 

EXAMPLE of “print an individual contact” 
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• This pop-up appears.  Enter the contact number and select OK 
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EXAMPLE of the individual contact you selected 

 

 

REMEMBER, UNDER REPORT OPTIONS ON ANY SCREEN, YOU CAN PRINT/EXPORT AND OR EMAIL THESE REPORTS AS 

NEEDED. 
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6. CONTACTS FACILITY SUPERVISION ANALYSIS 
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• Enter your criteria 

o Date Range 

o Address, or 

o Type of Contact, or 

o Staff 

• Then select “Supervisory Contact Analysis” 

For any visits that recorded necessary follow-up actions, you may select “Supervisory Contact Exceptions Analysis”  
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A. EXAMPLE of “Supervisory Contact Exceptions Analysis” 

 

• If the visiting supervisor checked this box, the visit will show up in this report until the required actions is 

recorded on this visit. 
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7. DEMOGRAPHICS REPORT 

 

 

OPTIONS FOR DEMOGRAPHICS REPORTS APPEAR: 
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A. Bank Account Numbers 

 If you have the Personal Funds package, all Person Served Bank Account Numbers will appear in this report. 

Example - Guardians/Conservators: 
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B. Example - Primary Contacts 
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C. Example - Insurance Report 
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D. Example: Name, Residential Program, SSN, DOB Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
110 

 

E. Example – Name, Address, Phone, DOB 
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F. Example – Name, Case Manager, ISC, ISC Agency, DOB, SSN 
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G. Example – Residential Listing  
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H. Example – SR Departments by SR Name 
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I. Example – SR Departments by Department Name 
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8. EVENT REPORTS 
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• Select the criteria you wish to see 

Then select the type of incidents you wish to see: 

• Accidents 

• Accidents with Falls 

• Accidents with near Falls 

• Behaviors 

• Med Errors 

• Med Refusals 

• Seizures 

• Trackable Incidents, or 

• Accident Summary Reports 
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A. EXAMPLE of “Accidents” report 

 

 

All reports selected will appear in similar format.  Use the “report options” to print/export/ and or close report. 
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AA. ACCIDENT SUMMARY REPORT 
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ACCIDENT SUMMARY ANALYSIS 

 

• Enter the Method of Sort 

o Category of Incident 

o Client 

o Date of Injury 

o Injury Sustained 

o Location of Incident 

o Medical Intervention 

o Program 

o Sort Method 

o Staff 

• Enter your date range and select “Preview the Report” 
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EXAMPLE of Accident Summary Analysis by Client: 

 

 

All reports will appear in similar format based on the criteria you selected. 
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9. HEALTHCARE INFORMATION 

 

This screen will appear: 
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You have the option to pull this report by: 

• Person Served 

o Healthcare Information 

o Personal Information Sheet 

• Case Manger 

o Healthcare Information by Case Managers 

o Personal Information Sheet by Case Managers 

 

A. EXAMPLE of report by Person Served/Healthcare Information – it may have several pages 

• A pop-up box will appear giving you the option to sign the report, select no if you do not want your signature 

on the report, select yes and enter your password if you want your signature on the report. 
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B. EXAMPLE of Personal Information Sheet by Client – it may have several pages 

• You will have the pop-up box giving you the option to put your signature on the report. 

 

 

If you select these reports by Case Managers, all persons served by that Case Manager will appear for both reports.   
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10.  ICF Listing 

 

• If you have any ICF, a report will appear listing them 
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11. LEAVE ALONE/UNATTENDED 

 

A. EXAMPLE of Report – show who can and cannot be left alone and for what period of time 
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12.  NEEDS PERSON PICTURE  
• If you have persons served that you have not yet put their picture in the file, this report will generate a list of 

those lacking pictures in their file. 

 

 

A. Persons needing a picture in the database 
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13.  PEOPLE SERVED ADDRESSES REPORT 

 

When you select this, it will give you the option to include inactive addresses as well 
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This report may be several pages 
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14.  PERIODIC REVIEW REPORTS 

INSTRUCTIONS FOR THIS REPORT ARE COVERED UNDER MONTHLY REVIEW – PAGE 67 
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15.  PERSON ID BADGE 
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A.  ID Badge 

 

 

 

 
 

 

 

• Select Person Served 

• Select Print ID Badge -see 

report below 

• For pictures that have been 

entered into the database 

but no date of picture is 

recorded, this report will 

reflect that they need a date 

entered.  See report below 
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B. MISSING PICTURE DATES 
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16.  PEOPLE SERVED ANALYSIS 

 

This screen will appear 

 

 

 

• Select Program 

• Select date range 

• Select Person Served Analysis 
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A. EXAMPLE of Person Served Analysis report 
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10. PERSON SERVED INFORMATION FILE 
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Use these buttons to access the data shown below: 

 

Use these buttons to 

move 

forward/backwards or go 

to the first and or last 

Use >* to enter a new 

person served 

You can search persons 

served by 

ALL/ACTIVE/INACTIVE or 

WAITING 

Then use your pull-down 

menu “SEARCH” bar to 

select who you wish to 

see 
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1. SERVICE PLANS 
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2. GUARDIANS/CONTACTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on tab of information you wish to 

view 

Information can be entered on these 

pages. 

You also have option to preview/print a 

report of this information 
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3. INSURANCE 

 

4. PASSPORT S/U 

 

 

You may enter information on this 

screen. 

You may print/preview a copy of 

insurance cards from this page 

This is where you enter information on the 

person served for each of these areas 
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A. ASSISTIVE DEVICES 
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B. COMMUNICATION 
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C. MEDICAL 
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D. PHYSICAL FEATURES 
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E. TYPE OF DISABILITY 

 

 

5. SPECIALISTS 
• Enter and/or view Specialists information here 
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6. ICD-10 
• Enter/view ICD-10 information here 
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7. DIETS 
• Enter/view information here 

 

 

8. SCHEDULE: 

 

 

• Select Person Served and 

enter the weekly date 

range 

• Enter Person Served 

Weekly schedule here. 

• You may select to repeat 

the weekly schedule as 

many weeks as you need 

by entering the number of 

weeks and clicking on 

“Repeat Display for” 

• To view/print your 

schedule by list format or 

calendar select these 

buttons. Example below 
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1. Schedule Report in List form: 

 

2. Schedule Report in Calendar form: 
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9. DOCUMENTS/TRAINING 

 

From this page, you can: 

• View current documents filed on this person served 

• You can Filter how you wish those documents to appear 

• You can select “show all documents” and enter a date range and view/print historical documents 

• You can save a scanned document to the person served file, and if you have access 

• You can set up “custom file locations” 

 

 

 

 

 

 

 

 

• Double click on the 

document you wish to 

view 

• Filter how you wish to 

view documents 

• View all documents 

• Save a document 

• Set up a custom file 

location 
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1. View all Documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Enter your date range and all documents will appear 

for that time span. 
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2. Save a Document 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Double click in the 

“select file” box 

and your computer 

screen will open for 

you to select where 

the document is 

located 

• Use the pull-down 

menu and select 

the type of 

document you are 

filing 

• Select the date of 

the document – 

you may add 

additional 

information after 

the date 

• Click the blue box 

“Save file as ……..” 

• Clock the window 

or select another 

document to save 
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3. Custom File Locations 

 
 

Before you can save the document here, your database administrator must set up the folders on the Server: 

• Enter the Name of your File on the blank line with the asterisk 

• Double Click for your computer window to open and take you to where the documents are filed 

• Assign the Prefix your agency has agreed upon 

• The Identifier is the format that you want the document to be saved as, use the pull-down menu to 

select that format 
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10.  DATES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• From this box, you can view/enter dates by person served 

• You have the option to view these dates by Name or 

Provider Manual Name 

• You may view Medical Appointments from this screen 

• You may pull reports from this screen (instructions for 

pulling these reports are found under People 

Served/People Served Reports/Case Management/Person 

Dates 
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• You may access 

the “Information 

Packet” and 

“Personal Info 

Sheet” from this 

page 
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1. Information Packet 
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2. Personal Info Sheet 
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PERSON SERVED PICTURE 

 

 

 

It is important that you/your Case Manager enter all the information and/or keep it updated in each data box on this 

page. 

If you need to Discharge a person served, you must select ALL at the top of the screen and then it will allow you to 

change from Active “A” to Discharge “D”.   

Very Important for you to enter the Discharge Date and Discharge Reason.  Historical Information is vital. 

The Social Security Number is “starred” out for security reasons.  In order to view this number, double click in the box 

and it will appear.  When you tab out of the box, it will return to stars. 

 

 

 

 

 

 

 

• To enter/replace a picture, double click in/on the picture box and 

screen will open to your computer files for you to choose where 

the picture is filed. 

• ALWAYS enter the date of the picture, original or revised 
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11. Billing Adjudicated 

 

 

 

 

 

 

• Enter your data range 

• Select your person served or 

select all 

• Select your department or 

select all 

• Select your Service Code or 

select all 

• Then select which report you 

wish to view/print 



 
158 

 

A.  Claim Detail Report 

 

B.  Claims by Service Code 

 

• This report can be several 

pages long 

• If you view/print this report 

prior to adjudicated billing 

being imported, it will not 

show the claims as paid, and 

can be used as a journal 

entry for your General 

Ledger for Billed Services 

(Accounts Receivable) by 

exporting to Excel and 

sorting in any manner you 

desire 

• This report gives a 

summary of the time 

period you have 

selected by Service 

Code. 

• It can also be several 

pages long 

• Also exportable to 

Excel, etc. for sorting 

manipulation 
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C.  Claims by Department 

 

D.  Billed Unit Total 

 

INSERT REPORT HERE WHEN FIXED 
 

 

 

 

 

 

 

 

 

 

 

 

• This report gives a 

summary of the time 

period you have selected 

by Department 

• It can also be several pages 

long 

• Also exportable to Excel, 

etc. for sorting 

manipulation 
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E.  Print Claims by Month 

 

 

F.  Print Claims by Year 

 

 

 

• This report gives a 

summary of the 

time period you 

have selected by 

Month 

• It can also be 

several pages long 

• Also exportable to 

Excel, etc. for 

sorting 

manipulation 

 

• This will allow you to 

view/print a report 

of claims that you 

have billed for the 

year.  This is an 

“example data base 

and therefore has 

limited data/billing 

entered. 

• This report will have 

many pages if you 

are using this 

function 
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G.  Year to Date Totals 

 

 

 

 

 

 

 

 

• A pop up box will appear 

• Enter your year 

• Select ok 
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H.  Billed Not Reconciled 

 

 

 

I.  DIDD Billing Form 

 

 

 

 

 

• Insert date range for billing 

period 

• Select Person Served 

• Select Service Code for 

Billing you wish to view 

• Units that are billable will 

show by date on the right of 

screen 
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DIDD BILLING FORM – Continued 

 

 

• Click on any date that has been 

billed and this pop-up window 

will appear showing the daily 

notes for that day. 

• At the bottom 

middle of this 

screen you have 

a button to 

“Save Billing”, 

you will need to 

do this at the 

end of your 

billing cycle so 

that you can use 

this data for 

adjudicated 

billing process. 

• You will need to 

do this with all 

Service Codes 

that are billable. 
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J.  Reconciled Services 

 

K.  Approved Service Plans 

 

 

 

 

 

 

 

 

• When this screen opens, select your Person Served and appropriate Fiscal Year.  This will show all 

services that Person has approved during the fiscal year you have selected. 

• Once you have imported your 

adjudicated claims report 

from TennCare, this report 

shows what has been paid and 

what has not been paid. 

• This report also is exportable 

to Excel, etc. for sorting and 

manipulation. 
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L.  Import Adjudicated Claims 

 

 

M.  Import Cost Plan Spreadsheet (Cost-Plan-Listing-Per-Agency) 

 

• When you select this 

option, your computer 

file window will open so 

you can select the 

adjudicated claim report 

from the State. 

• When you 

select this 

option, you will 

get a pop-up 

message 

reminding you 

to close all 

Excel 

workbooks you 

have open.  

Once you 

select OK, your 

computer file 

window will 

open as shown 

above so you 

can select the 

Cost Plan 

Listing 



 
166 

 

12. Billing Service Activities 

 
Enter the date range for reports you wish to view, Select the Person Served or select ALL, Select Department(s), and 

select Services Codes you wish to view and Programs you want to see on the report. 

 
Remember, these reports may have several pages and you always have the option to print or export to PDF, Word, 

Excel or XML 
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1. Services Detail Report 

 

 

2.  Services by Service Code
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3. Services Billing Report 

 

 

4.  Services by Department 
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5.   Services by Program 

 

 

 

6.  Billing Report Spreadsheet 
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7.  Billing Form Spreadsheet 
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13. Periodic Review 

 
• This is where the person designated, in your agency, will go to complete the periodic review form.  In some 

agencies several different people contribute to this form.  All data entered throughout the month will 

automatically show under the appropriate heading. 

1. Attendance 

 

• The attendance will automatically show here if you have documented the services as billable. 
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2.  Events 

 

 

 

 

 

• It is 

important 

to note 

lack of 

attendance 

and the 

reason, in 

this area 

The events tab will show you any events for the period you are 

reviewing. 

If you click on the buttons 

(Accidents/Behaviors/Incidents/Seizures), it will bring up a 

preview of these, as shown below. 
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     Accidents Review Pop-Up 

 

 

3. Medical 

 

 

 

 

 

There may be several pages 



 
174 

 

4. Nursing 

 

 

 

5. Objectives 
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6.  Social 

 

 

7.  Questions 

 

 

In this area, this is where the Case Manager or designated person would write 

a social summary for the month in review. 

Important for these 

questions to be 

answered by Case 

Manager or 

designated person 

monthly.  

If changes are 

needed, the ISC 

should be contacted 
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14. ECF Periodic Review 

 

 

 

• Enter Person Served Name and the month you are reviewing 

• Tab through each Tab and enter Appropriate information. 

• Refer to instructions noted on the Periodic Review Form  
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15. Create Objectives 
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Select the person served and other criteria listed 

 

To make an objective inactive, click “INACTIVE” box  

 

 

 

 

 

 

 

 

 

 

 

 

Click on the objectives listed in this 

box to go directly to that objective 

Use the > and < 

buttons to 

navigate through 

objectives 

Use the >* 

button to set up 

a new objective 
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To CREATE a new objective: 

• Select you Person Served Select >* 

• Enter your objective Number (you may number these any way you wish, but most use the year first format 

and then number them consecutively (2019-1; 2019-2) 

• Select Who is responsible for this outcome (use the pull down menu) 

• Select Type of Objective 

• Give a narrative of the actual objective 

• Enter and start and target (end) date 

 

 

• Select how many times per day and what time of day 

• Select the Program location from the pull-down menu 

• Select who is responsible to train this objective 

• Select who is responsible to review this objective 

 

 

 

 

 

 

• Enter expected attempts 

per month and per Year 

• Add any staff instructions 

here and select “click here 

to add task steps” if any 

• Select the level of prompts 

needed from the pull-

down menu 

• Select the days the person 

served should work on this 

objective 
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16. Medication Data Entry 

 
Page 1 of 4  Medication Data Entry 

 

 

 

 

• From this page, you can view/display “All Meds”, “Current Meds”, “All Allergies”, “Current Allergies”, any “Special 

Instructions” and the “Pharmacy” 

• You may enter new medications with all the detail regarding the meds 

o Medicine 

o Strength 

o Dosage 

o Frequency 

o PRN (yes or no) 

o Psychotropic (check box is this applies) 

o Infection (check box if this med is given for infection) 

o Routes of meds 

o Start date and start time 

You may enter any allergies here 
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Page 2 of 4 Medication Data Entry 

 

 

 

 

Page 3 of 4 Medication Data Entry 

 

 

 

 

• Continuing to scroll to the right of screen 

• Continuing with detail of medication you are entering 

o Care Plan 

o Ordering Practitioner 

o Special Instructions 

o Generic 

o RX Number 

o MAR Time 1 through 4 

• As you continue to scroll to the right of this screen 

• Continuing with the detail of the medication you are entering: 

o Medicine 

o Stop date & Stop time 

o Recurrence 

o Blood Level and Blood Level Date 

o Reason Med Given 

o ICD 10 
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Page 4 of 4 Medication Data Entry 

 

 

 

 

 

 

 

 

 

 

 

 

• Continuing to scroll to the right of the screen – last page 

• Continuing to enter medication details 

o MARTime 1 through 4 

o Created By  

o Modified By 

o Drug Type 

o NDC 
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17. EMAR 

 

 

 

 

• Select Department & Person 

Served 

• You may view/print “Service 

Recipients with E-MARS 

• You may enter/administer EMAR 

Data Entry 

• You may pull EMAR Reports by 

Date Range 

• You may view/print a Daily 

Medications List with time range 
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1.  Person Served with E-MARS 

 
2.  EMAR Data Entry 

 

• Make sure your date is correct 

• Select the shift you are working 

• Put a check in the box of the medication you are administering 

• Select “ADMINISTER”, a pop-up screen will ask for your password, once you enter this, it will show that you 

administered the med(s) in this box 

• You may also enter Glucose Monitoring and Vital Signs from this screen 
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A.  Glucose Monitoring 

 

B.  Vital Signs 
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3.  EMAR Reports 

 

4.  Daily Medications List 
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18. Person Centered Service Plans 
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1.  Individual Support Plan (ISP) Page 1 of 5 

• Enter Edition Type (Planning Draft, Initial, Annual Update, Amended) 

• Enter ISP Effective Date and Date ISP Amended, if applies 

• You may look up current or past ISP’s 

• You may duplicate this Plan 

• Populate data on this face page 
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Page 2 of 5 Description of person’s current life 

 

Page 3 of 5 Current Situation and what is important to them 
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Page 4 of 5 Supports and Services 

 

Page 5 of 5 Waiver Services 
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HUMAN RESOURCES 

 
1. Personnel Information 

 

• You may search by All 

Employees/Active/Inactive 

• You may search by last name or first 

name 

• You may view 

o Address 

o Phone number(s) 

o Emergency Contacts 

o Date of hire 
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2. Edit Timekeeping Records 

 
1.  Print/Approve Time Sheet 

 

 

• Select Employee and Start and End Date of Pay Period 

• You can select a pay period calendar if you need to view a different pay period 

• Select Print/Approve Time Sheet 
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• You may also select ALL 

Employees 

• When you do, it will ask 

you questions as shown 

• It will then what sort order you wish to view them 

• Manager Name, you may select a manager or select ALL 

• Then sort by Employee, Dept Name, Dept Code or Payroll ID 

• Then select “Print Time Sheets” 

 

• If your agency has been set up to export your payroll to another program or 

3rd party, you may export your payroll/time sheets here 
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• You will have several pages 

• From this screen you may 

print/preview all time 

sheets 

• Supervisors may also 

approve Employee Time 

Sheets from this page.  

Employees approve their 

time sheet from their home 

page 

• Answer Y/N 

• Then the time sheets will 

appear 
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3. Human Resources Reports 

 
A.  New Hire Dates 

 

 

 

 

 

 

 

• When you select this report, a 

pop-up box will appear asking for 

a starting date and then another 

asking for an ending date. 

• Your report will appear for that 

time frame 
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B. Hire Date Missing 

 

C. Anniversary/Birthday 

 

 

 

 

• Select the month for which 

you wish to view 

• Then select either 

“anniversaries” or 

“birthdays” 

• The list showing staff to 

which this applies will 

appear 

• When you select this report, it will 

either give you a message that “No 

missing hire dates are detected” or a 

report listing who is missing a hire date 
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D. Employee Analysis 

 

 

 

 

• This report will assist you with 

your EEOC Annual Report 

• Select your date range, then 

select “Employee Analysis” 
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E. Employee ID Badge 

 

F. Employee List 

 

• As you can see, you have 

many options for 

Employee Lists 

• You have options to 

select by Manager or by 

Department.  Use the 

Pull-Down menus to 

select these options. 

• If the data is populated 

on your HR Date Entry 

Screen these reports will 

be very helpful to you 

and your management 

staff. 

 

• Select Employee Name 

• Select Print ID Badge 

• You have the option to Print “ALL”, if 

you choose 
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1.  Employee List By Manager 

 

2.  Employee List with Picture 
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3.  Employee List by Department 

 

 

4.  Manager Tree
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5.  Bank Account Numbers

 
6. Employee Addresses 
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7.  DL/DOB/DL#/Expire Date 

 

 

8.  Education History 
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9.  Full-Time Active Employees 

 

 

 

10.  Physical/TB Skin Test Expires 
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11.  Signatures Needed by Manager 

 

 

 

12.  Employee Picture Needed 
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13.  Rate of Pay 
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G. Employee Status 

 

 

H. Background Checks 

This is the screen that you can run several of your required backgrounds checks from.  It will literally save you hours of 

time.  Always note that Easy Pro is at the mercy of these websites and if the report doesn’t work for you, you need to 

do an immediate ticket to make us aware that we need to re-program to make the report work again.  These websites 

change things without our knowledge which causes this problem. 

• This report will prompt you with a pop-up box for both a starting date and an 

ending date 
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• You may check 

businesses 

• You may enter 

your Board 

Members into 

you HR Data 

Screen as a 

contract 

employee/volun

teer and check 

them also. 

• You can enter your 

applicants from this screen 

and run one of all of the 

noted reports 

(OIG/AR/SAM/TNSOR/TDOR) 

• You can run these same 

reports by selecting and 

submitting all based on the 

criteria you select 

• You have the ability to view 

and/or print Archived 

Reports 
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I. HR File Dates 

 

J. Licensure/Certification 

 

 

 

• Use the Pull-down menu to choose which Licensure/Certification you wish to 

view.  Your report will appear, when select Licensure/Certification Expiration 

Dates 
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K. Need Picture 
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L. Employee List by Date Range 

 

a. New Employee List – State 

 

 

 

• Enter your date range 
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b. New Employee List – Agency 

 

c. Inactive Employee List 
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d. Terminated Employee List 

 

e. Tenure 5 Years & Over 
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M. Employee Comprehensive Report 

 

 

 

  

• Select your Employee and 

your Manager 

• Select “Employee 

Comprehensive Report 
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4. Human Resources Data Entry 

 
Data Entry Screen – Open Tab 

 

 

 

 

 

   

 

From this screen: 

• You can look up employee information from this screen 

• You can enter and/or make changes on this screen 

• You can enter emergency contacts 

• You can scan documents to employee personnel file 

• You can reset employee password 

• You can search by first and/or last name 

• You can review by All Employees/Active Employees/In-Active Employees 

• You can add employee picture 

and signature by double clicking 

in the area 

• You can add a new employee 

• You can move from one 

employee to another 
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Employee Data Entry – Education/Licensure Tab 

 

Employee Data Entry – General Tab 

 

 

 

 

 

• You can enter 

educational 

degrees or 

Licensure 

Certifications 

on this screen 

• This screen helps you 

tracked many/all of 

the employee 

requirements and 

expiration dates 
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Employee Data Entry – Status Dates 

 

Employee Data Entry – Training 

 

 

 

 

 

 

• This screen tracks dates of employee position changes and pay rate changes 

• It also tracks hire dates/term dates/rehire dates 

• You may enter training manually here or you may import employee training from Relias (on another 

HR screen, but once it’s imported, it will show here 
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Employee Data Entry – Notes 

 

Employee Data Entry – Open Tab -Scanned Documents 

 

• You may enter notes here for an employee, i.e. winning awards, etc. 

• Also, on the email form, if you check the box to add to the employees file, that 

email will appear here 

When you select scanned documents from the Open Tab: 

• You choose an employee 

• You can select Show All Documents and this will then let you select and view/print the document you 

need 

• You can save a document to the employee file that you have scanned 

• You can open Employee File Locations  

• You can rename a document 

• You can Delete Selected Document 
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HR Data Entry – Open Tab – Scanned Documents 

 

HR Data Entry – Open Tab – Scanned Documents – Open Employee File Locations 

 

 

• You can set up as 

many folders as you 

need for your agency 

for HR File Forms, if 

these are set up, 

these folders will 

show up in this box 

• Each folder you 

select may have 

several documents in 

it.  The documents 

for the folder you 

selected will show in 

this box 

• You may set up 

another folder at any 

time by selecting 

“Open Employee File 

Locations” 

• You must create the 

folder on your 

computer/server 

first, so that when 

you add a folder 

here, you can open 

to that folder in the 

window shown 
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HR Data Entry – Open Tab – Scanned Documents – Save a Doc 

 

HR Data Entry – Open Tab – Reset User Account 

 

 

 

• If an employee 

forgets their 

password, you may 

go to their screen 

and select “reset 

user account”, this 

window will pop up 

and allow you to 

change.  They will 

then need to change 

their password 

again from this 

format. 

• Select “Save a Document” 

• Use the “Select File” button to locate the 

documents you have scanned to be saved 

• Use the pull-down menu by “Document” to select 

the type of document you are saving 

• Then use the pull-down menu to select the 

Employee name 

• Use pull-down to enter the date of your documents, 

you may add additional information after the date if 

you choose. 

• Select button “Save File As” 

• Then you may close this screen or continue to locate 

and file other documents you have ready. 
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HR Data Entry – Open Tab – Emergency Contacts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select “emergency contacts” to open this box and 

enter employee’s emergency contacts 
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5. Timekeeping Reports 

 
Employee Timekeeping Reports Menu 

 

 

• Select your 

department 

• Select your Pay Period 

• Then select which 

report you wish to 

view 
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A.  Bad Log In/Out Times 

 

B. Check Time (<0/>16) 

 

 

 

 

 

 

 

• This report shows employees that have worked less than 0 hours 

or greater than 16 hours. 

• This report shows employees that have either not clocked in or 

not clocked out. 
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C. Check Time Log Entries for Errors 

  

D. Employees Available 

 

 

 

 

• This report shows missing employee ID’s, Out of Range Hours and 

Overlapping Hours. 

• This report will 

show employees 

that are available to 

work 
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E. Employees Not Working 

 

F. Employee Work Week 

 

 

• This report shows employees that 

have not worked during the pay 

period shown 
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G. PTO Status Report 

 

 

H. Under 40 hours (FT Employees) 

 

 

• This report shows all FT employees who have 

not worked their 40 hours during this pay 

period. 
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I. Employee Condition Changes 

 

 

J. Employee Hours Worked by Department 

 

 

 

• This report will list 

out every record 

from the HR status 

tab (for the date 

range entered).  So 

any change in 

department, pay 

rate, FT/PT, etc. 

would create a 

record on this 

report. 
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K. Employee Hours Totaled by Department 

 

 

 

 

L.  Total Employee Hours 
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M. Employee Log in/out vs Actual Log in/out 

 

 

N. Employee Hours Excluded from Department Staffing 

 

 

 

 

 

This report will not open unless the criteria above applies 

• This report only generates when staff have other than regular 

pay (i.e. PTO, Training, etc.) 



 
229 

 

O.  Time Log Hours 

 

 

 

 

P. Time Sheet Check List (Alpha) 
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Q. Unapproved Time Sheets 

 

R. Time Sheet Check List (Manager) 
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S. Leave Report by Manager 

• If you have employees who have requested leave during the pay period selected, the report will appear. 
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T. Overtime Reports 

 

 

 

 

 

• You can pull this report by all 

employees/departments/managers/

residential departments 

• You can select all or de-select all 

• Enter your pay period – you cannot 

use a date in the future, your end 

date must not be greater than the 

date you pull report 

• Overtime approval report – shows 

who has been approved for OT 

• Select Show Report 
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U. Overtime Approval Reports 

 

V. Create Employee Leave Spreadsheet 

 

Insert report when Mel gets this fixed 
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6. Leave Requests 

 
A.  Regular Leave Request 

• For staff to submit a request for leave: 

o Select employee name, type of leave and check the “Fill in Required” box if you must have another 

staff to cover your shift(s). 

o Select the name of the staff that has agreed to cover your leave time.  THIS EMPLOYEE WILL 

AUTOMATICALLY RECEIVE AN EMAIL THAT YOU HAVE STATED THEY HAVE AGREED TO COVER 

THIS/THESE SHIFTS 

o You may make notes in this area if you wish 

 

• You may make note in this box also  

• Enter your start date/time and end 

date/time 

• Then select “Submit Request” 
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B.  Leave Request for extended sick leave and/or FMLA 

 

 

 

 

 

• When your leave request has been submitted, you will 

get a pop-up message on your screen as shown 

• Complete as noted 

before, but change 

the Leave Type to 

the appropriate 

type of leave 

• Complete this 

section regarding 

FMLA 

• Enter your start 

date/time and end 

date/time.  On the 

end date you may 

have to estimate if 

FMLA and not sure 

• Select “Submit 

Request” 
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C.  Supervisor Look-up and/or approval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Use the “Go to 

Employee” 

button and 

select the 

employee you 

wish to view 

• You may select 

only approved 

leaves, Open 

Leaves or All 

leaves 

• You may enter 

the date you 

approve and 

enter your 

signature for 

approval 

• You may make 

any comments 

in this area 
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7. Employee Name Change Add/Edit/Search 

 

 

 

 

 

 

 

• Use this for staff who have had a name 

change so the database recognizes them 

as both names.  (i.e. 

marriage/divorce/etc.) 
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8. Email Group Set Up 

 

   

 

 

 

 

 

• Assign a GroupID 

• Fill in your Group Name 

• Write a description of the group 
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9. Add Employee to an E-mail Group 

 

 

• Select the E-Mail Group you wish 

to add/edit in the pull-down 

menu 

• Select the employee you wish to 

add by using this pull down  

• If you need to delete an 

employee, place your cursor in 

the gray box, right click and 

select “Delete Record” 
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ADVANCE HR 

Complete this area after you complete ADMIN 
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MEDICAL 

Complete this area after you complete ADMIN 
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ADMIN 

 
• On the ADMIN page you will always have access to the PDF Version of the EZPRO Manual – this is being 

updates ongoing 

• This is an Outlook Live Agency Shared Calendar 
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1.  Contacts Setup 

 
A.  Contact Details 

 

 

 

 

 

• This is where you can enter customized 

responses for staff to select and enter 

into Contact Detail to save time.   

• You may edit any of these 

• You may enter a new response by 

starting on the line with the “*” and tab 

out when you have completed the 

entry. 
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B.  Contact Follow-up 

 

C.  Contact Grouping 

 

 

• If the contact needs follow-

up from someone to 

correct something, this is 

where you would 

customize this list for your 

agency as to who responds 

to Contact 

• You may delete by right 

clicking in the gray box to 

the left and select “cut” 

• You may add to these by 

typing in the line with the 

“*”, tab out when you have 

completed your entry 

• This is where you can 

add/delete Group Names 

for the pull-down menu in 

Contacts Grouping. 

• You may delete by right 

clicking in the gray box to 

the left and select “cut” 

• You may add to these by 

typing in the line with the 

“*”, tab out when you have 

completed your entry 
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D.  Contact HOW 

 

 

E.  Contact Locations 

 

 

 

 

 

 

 

 

• You may customize this list for your 

agency 

• You may delete by right clicking in the 

gray box to the left and select “cut” 

• You may add additional responses by 

typing in the box with the “*” and tab 

out when complete 

• You may customize this list for your 

agency 

• You may delete by right clicking in the 

gray box to the left and select “cut” 

• You may add additional responses by 

typing in the box with the “*” and tab 

out when complete 
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F.  Contact Titles 

 

 

G.  Contact Types 

 

 

 

 

 

• These are listed 

alphabetically 

• You may customize this list 

for your agency 

• You may delete by right 

clicking in the gray box to 

the left and select “cut” 

• You may add additional 

responses by typing in the 

box with the “*” and tab 

out when complete 

 

 

• You may customize this list for your agency 

• You may delete by right clicking in the gray box to 

the left and select “cut” 

• You may add additional responses by typing in the 

box with the “*” and tab out when complete 
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H.  Contact Who 

 

I.  Specialty Types 

 

 

 

• These are listed 

alphabetically 

• You may customize 

this list for your 

agency 

• You may delete by 

right clicking in the 

gray box to the left 

and select “cut” 

• You may add 

additional responses 

by typing in the box 

with the “*” at the 

end of the list and 

tab out when 

complete 

 

 

• You may customize this list for 

your agency 

• You may delete by right clicking 

in the gray box to the left and 

select “cut” 

• You may add additional 

responses by typing in the box 

with the “*” and tab out when 

complete 
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J.  Signature Types 

 

 

 

K.  Paste Documents for Contact Details 

 

 

 

 

 

 

 

• You may select a title for your document by using the 

pull-down menu 

• Then you may type a document template than can be 

copies/inserted into your contact, so that your staff 

answer the questions you want to be answered. 

• These are listed alphabetically 

• You may customize this list for your agency 

• You may delete by right clicking in the gray box 

to the left and select “cut” 

• You may add additional responses by typing in 

the box with the “*” at the end of the list and 

tab out when complete 
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L.  Daily Note Setup 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• This is where you customize 

tasks for your daily notes by 

program 

• Select the program you 

wish to edit/change 

• Then create activity 

question and task as you 

desire 
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2.   Service Code Setup 
• These service codes/rates (DIDD) are imported into your database by staff from EZ-Pro, but you can also 

create your own service codes/rates for other Contractors (MCO’s), should you need to. 

• To do this, you would create and enter a Service Code on the line by the *, then enter the Service Name, the 

Funding Type, the billing unit and the Service Rate.  (i.e., Cho-PA/Choices Personal Assistant/PA/Quarter 

Hour/$5.50 

 
• As you continue to scroll to the right of this screen, you enter the Billable Max Monthly & Annually, enter the 

date effective and ending.  

• You may also set the billing priority (MEL, will need help with setting the billing priority) 

• If the service is billable on weekends, check the weekend box 

 

 

 

• By selecting this 

option “Convert 

Cost Plans to Service 

Plans” this 

eliminates the need 

for the Contacts 

table for 

documenting and 

billing.  This button 

is used only by 

agencies who 

previously imported 

cost plans and want 

to convert them to 

Service Plans. 
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• And finally, check the “Active” box to the far right of the screen 

• Convert Cost Plans to Service Plans – This feature eliminates the need for the Contacts table for documenting 

and billing.  This button is really only used by agencies who previously imported Cost Plans and wants to 

convert them to Service Plans which is what drives the Journal entries from the Service activities screen of the 

Community Living Note.  Just click the button and when the process completes it should tell you how many 

cost plans were converted to service plans. 
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3.   Department Folders 

 

 

 

 

 

 

 

 

 

 



 
253 

 

4.   Human Resources 

 
A.  Assigned Assets 

 

 

 

 

 

 

• You may customize these Assigned 

Assets to your specific agency 

• To do this, just enter the appropriate 

response in the line by the “*” and 

tab out. 

• Each time you tab out, another line 

will appear for you to enter other 

responses as needed. 

• To delete, place your cursor in the 

gray block, right click and select 

“delete record” 
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B. Custom File Directory 

 

 

• This is where you enter all of your HR file names and where they will be located 

• Enter the name of your file 

• Double Click in the Folder Location of these files, your computer file window will open as show below 

and you go to where the files will be saved 

• Give the File a Prefix 

• Use the pull-down menu to select an identifier 
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• On this same page, you may open the “Create Document 

Categories” and name your category (DSP/Medical/etc.), then 

select the files that will be needed to be shown in that category 

• Create or select a Category Name here 

• Then use the pull-down menu here to select any/all documents in that category 
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C. Organization Subgroups 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• For larger organizations that have offices in multiple counties or states, 

you can create regional group names to group departments together 

when running HR and Timekeeping reports.  The GroupName field in this 

table must correspond to the names used in the Grouping field of the 

Departments table. 
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D. Departments 

• This is where you enter your specific agency Department names and Department Code.  These names/codes 

should correspond with your payroll/general ledger accounts.   

• You also check if this is a residential department, if outcomes will be worked on in this department, active and 

code the type of program it is, weekly goal and any grouping you want assigned to this department 

• Weekly Goal are the total man hours expected per week for each department.  In the Advanced HR module, 

there will be reports that calculate the timekeeping records for each department to see if each has met their 

goal, gone over the hours or came in under the goal hours. 

 

E. Staffing Configuration 

 

• On this page, you can list by half hour 

increments, the number of staff that should be 

clocked in and working at that location. 

• Then, in alerts, you can have an alert set up to 

notify appropriate management staff if that 

location(s) is over and/or under staffed. 



 
258 

 

F. Disciplinary Actions 

 

 

G. Education Concentration 

 

 

 

 

 

 

 

• You can customize this Disciplinary 

Action Menu specific to your 

agency. 

• If you wish to delete any actions, 

just place your cursor in the small 

gray box to the left and select 

“delete record” 

• To add any disciplinary action, go to 

the * and add them 

• Add any Educational 

Concentration to this 

pull-down menu 

• Just add it to the line 

where the * is and 

then tab out 

• To delete, place 

cursor in the gray box 

to the left and select 

Delete Record 
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H. Education Degree 

 

I. Instructors 

 

 

• Customize to your agency 

• To add an Instructor, use the line 

with the “*” and enter the name 

and then tab out. 

As a note, you would not want to delete 

any Instructor Names that you have had 

prior, as it would affect a staff’s training 

file, if they had trained that staff. 

• Add any Educational 

Degree to this pull-down 

menu 

• Just add it to the line 

where the * is and then 

tab out 

• To delete, place cursor in 

the gray box to the left and 

select Delete Record 
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J. Insurance Carriers 

 

K. Licensure/Certification 

 

• Customize to your 

agency 

• To add a carrier, 

make entry on the 

line with the * then 

tab out 

You should not delete a 

carrier that has been used in 

the past, as it will affect a 

Person Served and/or 

employee file. 

• Customize to your agency 

• To add a Licensure/Certification, make 

entry on the line with the * then tab 

out 

You should not delete a Licensure/Certification 

that has been used in the past, as it will affect 

a Person Served and/or employee file. 
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L. Manager Assignment 

 

M. Race/Nationality 

 

 

 

 

 

 

 

 

 

• Customize to your agency 

• To add a Race/Nationality, make 

entry on the line with the * then 

tab out 

You should not delete a Race/Nationality 

that has been used in the past, as it will 

affect a Person Served and/or employee 

file. 

 

• Customize to your 

agency 

• To add a Manager, 

make entry on the 

line with the * then 

tab out 

You should not delete a 

Manager that has been used 

in the past, as it will affect a 

Person Served and/or 

employee file. 
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N. Reason for Pay Rate Change 

 

O. Rehire Status 

 

 

 

 

 

 

 

 

• Customize to your agency 

• To add a Reason, make entry 

on the line with the * then tab 

out 

• If the reason given is re-

hirable, check the box under 

Rehire 

You should not delete a Reason that 

has been used in the past, as it will 

affect a Person Served and/or 

employee file. 

 

 

• Customize to your agency 

• To add a Reason, make entry on 

the line with the * then tab out 

You should not delete a Reason that has 

been used in the past, as it will affect a 

Person Served and/or employee file. 
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P. Reprimand Descriptions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Customize to your agency 

• To add a Description, make entry on the 

line with the * then tab out 

 

You should not delete a Description that has 

been used in the past, as it will affect a Person 

Served and/or employee file. 
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Q. Staff Titles 

• Customize to your agency 

• Add on line with * 

 

• Continue to scroll to the right of the screen and you can see/set (for this title) 

o Grouping 

o Database Access 

o Employee Access 

o SR Access  
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R. Status (FT/PT) 

 

 

S. Termination Reasons 

 

 

 

• Customize to your agency 

• To add a Description, make 

entry on the line with the * 

then tab out 

You should not delete a Description 

that has been used in the past, as it 

will affect a Person Served and/or 

employee file. 

 

• Customize to your agency 

• To add a Reason for Termination, make 

entry on the line with the * then tab out 

You should not delete a Reason for Termination 

that has been used in the past, as it will affect a 

Person Served and/or employee file. 
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T. Timekeeping/Emp Payroll 

 

1.  Auto-Employee Logins 

 

 

 

 

• On this screen, you may enter staff that does not clock in/out and the times and days they 

normally work. 
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2. CLOSE Pay Period 

 
3. Holidays 

 

• Customize to your agency -payroll, calculation tables are generally configured for the 

customer by ECOM tech support 

• List the Holidays that your agency takes 

• If staff are required to attend the day before and/or the day after, check these boxes 

• The PED field is the Pay Period Ending Date.  This data is entered automatically when you Close a pay period 
from the Timekeeping Edit screen.  Closing the pay period locks the entries to prevent any further 
editing.  If for some reason a timekeeping entry needs to be edited after closing the pay period, an 
authorized user can delete the most current record from this table that will include the pay period needing 
changed. Make the changes and then come back and re-insert those records to once again close the pay 
period 
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4. Holiday Pay Calculations Set Up 

• Left Screen -This is the page you set up your Holidays and the work/hours criteria for them 

• Customize to your agency -payroll, calculation tables are generally configured for the customer by ECOM tech 

support 
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• Right of Screen – same description as above 

 

5. Type of Leave 

 

 

 

 

 

 

 

• Customize to your agency -payroll, calculation tables are generally configured for the customer by 

ECOM tech support 

• Add by using the line with the * 

If Leave Type has ever been used, do not delete as it will affect historical documents 
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6. Pay Period 

• Customize to your agency’s payrolls, calculation tables are generally configured for the customer by ECOM tech 

support 

• Enter all the payroll types that you have 

• If they earn overtime, the response is True, if not, False 

• Continue to enter your date/criteria as shown on the far-right screen below 
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7. Type of Pay 

• Customize to your agency -payroll, calculation tables are generally configured for the customer by ECOM tech 

support 

• The IncludeReg means that entries made with that pay type will be included in calculating 40-hour work 

weeks to determine overtime pay.  You would want to check this box for types that reflect actual work hours 

like TRAINING, but most agencies will not include Sick, Vacation, Holiday, etc.  

• The ED Column is for Earnings/Deduction codes for 3rd party payroll services like ADP, Millennium, Great 

Plains, etc.  This is where you would input the pay code from that software or service that corresponds to the 

EZPRO pay type. 

 

 

 

 

 

 

 

 

 

 

 



 
272 

 

8. View/Adjust PTO 

 

 

 

U. Employee File Locations 

 

• Instructions for this screen are listed on page 251, Custom File Locations 



 
273 

 

 

5.   Information File 
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A.  Addresses 

This is your agency’s master facility address table 

• Address -list the location address or Program Name here 

• Res Program – check the box if this is a residential program 

• LandLordPhone 2 – self explanatory 

• Exclude Drill – Marking this box with a -1 will exempt that address (department) from being alerted to 

Fire Drills that are due/past due 

• LandLord - Include LandLord Name 

• DeptCode - List your agency’s department code for this address/location 

• AssistantSupv - you may list the Asst. Sup name here 

• Street Address – List the street address here 

•  
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• Zip – List zip code here 

• Autonumber – the database will assign this number 

• Facility Name – this is an optional field that you may or may not choose to use 

• Staff Ratio – 

• LandLord Phone – Primary phone number for Landlord 

• PhoneNbr – Facility Phone Number 

• FaxNbr – Facility Fax Number 

• Site Type – Define per your agency 
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• Incident Category – self explanatory 

• Active – check box if this is an active location 

• ResProg - Ask Mel for further definition 

• LandLord Add – self explanatory 

• Outcomes Category – if outcomes are to be worked on at this location, check this box 

• Supervisor – List supervisor name here 

• City – Address City 

• Grouping – What accounting group will this address fall under? 
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• Cell Phone – self explanatory 

 

B. Case Managers 

a. This is where you list your agency’s internal case managers.  This corresponds to the pull down 

menu under People Served/People Served Information/Case Manager 
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C. Cities 

 

D. Counties 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• List all cities that your staff and/or the people you serve may 

live in.  This will populate the pull-down menus throughout 

the data base for this filed. 

 

• Customize the pull-down menu for the counties in your 

agency’s service area 

• To add, click on the line “*” and add a County 
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E. Custom File Locations 

 

 

 

 

 

 

 

 

 

 

F. Guardianship Types 

 

 

• Type of File – This is the name of the folder where you will file documents for the people you serve.  This 

name must be exactly as the folder you have set up in your computer 

• Folder Location of these files – double click in this field and your computer window will open.  Go to the 

place you have created the folder and it will then list the path for these documents 

• Prefix – Assign a prefix for these documents 

• Identifier – Choose an identifier for these documents, your options are 

o Lastname/First Init./Last 4 SSN 

o LastName/First Name 

o SSN 

o LN/FN/4SSN/Effective/End/Level 

• Sub Category - For a training to be automatically assigned to employees as a TSI training, the name of the 

Task in this form must match the name of a record in the File Type field of the Custom File Locations table 

above.  If a record has been marked as having a Sub Category in the Custom File Locations table, then the 

first part of the Task name in the Tasks table must match the File Type field in the Custom File Locations 

table. You would then insert a dash and then the description of the subcategory. 

 

• List all guardianship Types in this area 
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G. Health Care Dates -Dates can only be added by ECOM support because they have to be added as new data 

fields to specific tables. 

• Set up the dates you wish to show up under People Served/People Served Information File/Dates 

• Date Name – Name your date 

• Description – describe what this date is 

• Exp. Mths. – list here when this date expires 

• Sort Order - By default the Health Care dates are sorted alphabetically, however, if an agency wants to 

have the dates sorted in a different order, they can put numeric values in the Sort Order field.  They 

will need to let ECOM support know if they are wanting the dates sorted numerically 

• Sanctioned – If this Date Name is Sanctioned by your Contractor if not renewed by the Expired Date, 

place a check in this box 

 

 

 

 

H. Legal Status 

 

• List the Legal Status that applies to people 

served in your agency 

• This populates the pull-down menu 

throughout the database  
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I. Primary Language 

 

J. Program Codes 

 

 

K. Race/Nationality 

 

 

 

• Customize your agency’s 

Program Code in this screen. 

• To add, click on the line “*” and 

add a Program Code 

 

• Populate your Primary Language Pull-

down menu here. 

• To add, click on the line “*” and add a 

language. 

• Customize the pull-down menu for race/nationality in 

your agency 

• To add, click on the line “*” and add a race 
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L. Referral Status 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Customize the pull-down menu for referral status in 

your agency 

• To add, click on the line “*” and add a referral status 

and description 
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6.   External Case Managers 

 
A.  External Case Manager Contact Data 

 

 

 

 

 

 

 

• Customize your Case Managers/ISC’s 

to your agency 

• Search 

• Add a new Case Manager 

• Find & Replace 

• Got to first entry 

• Go back 

• Go forward 

• Go to last entry 

• Enter new case Manager ( if you 

want the pull down menu to include 

all your case manager agencies, 

populate the “External Case Manager 

Agencies” screen first 

• Select “Status” (active or inactive) 

• Then enter all data 
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B. External Case Manager Agencies 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Customize to your agency 

• Add a case manager agency 

by typing in the line “*” and 

tab out when complete 

• This populates the pull- 

down menu for ISC Agency 

in other screens in the data 

base. 
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C. External Case Manager Communication Types 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Customize the pull-down menu for your 

agency for Communication Type 

• Add by typing in the “*” line and tabbing 

out when complete 
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7.   Objectives Menu Data Setup 
• All of these feed your fields in your daily notes 
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A.  Outcome 

 

 

B.  Type of Objective 
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C.  Location 

 

D.  Responsible for Training 
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E.  Responsible for Review 
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8.   Specialists/Doctors 

 
A. Behavior Analysts 

• Customize Behavior Analysts specific to your agency by completing the fields below 

• To add a new Behavior Analyst enter on the line “*” and tab through to complete the information 

• To make a Behavior Analyst inactive change the status field to “I” for inactive 

 

 

 

 

 

 

 

 



 
291 

 

B. Behavior Specialists 

• Customize Behavior Specialists to your agency by completing the table 

• To add a new Behavior Specialist, enter on the line “*” and tab through to complete the information 

• To make a Behavior Specialist inactive change the status field to “I” for inactive 
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C. Hospitals 

• Customize Hospitals to the area your agency serves 

• Enter additional Hospitals by typing on the line “*” and tabbing through to complete the information 

 

D. Specialists 

• Customize Specialists to the area your agency serves 

• To add, type on the line “*” and tab through completing applicable information 
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Specialists - Screen to the right 

 

E. Specialty Types 

• Customize specific to your agency 

• Add by typing on the line “*” and tabbing out 
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9.   Approved Services Plans 

 

 

 

 

Approved Service Plans – Screen to the Right 

 

 

 

 

 

 

 

 

 

• Lookup your person served and select the fiscal year 

• You have the option to view ALL/ACTIVE/or INACTIVE plans 

• You can import the monthly CostPlan Spreadsheet from DIDD here 
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10. Timekeeping/Employee Payroll 

 

 

11. File Locations Setup 

 

 

 

 

 

o File Type – must be the same name of the folder where these documents are stored on your 

server(s) 

o Location – Double click I this box and your computer file screen will open and you go to the 

folder where these documents are stored.  This will tell the database where to go when an 

employee clicks to open any of these files 

Instructions for these icons are located 

ADMIN/Human 

Resources/Timekeeping/Payroll on pages 

noted below 

Auto-Employee Logins - Page 265 
Close Pay Period - Page 266 
Holidays – Page 266 
Holiday Page Calculations – Page 267 
Type of Leave – Page 268 
Pay Periods – Page 268 
Type of Pay – Page 269 
View/Adjust PTO – Page 270 
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12. Organizational Defaults 
• The table is the data set used for making application and security configuration settings specific to an agency.   

• For a setting to be enabled, the Org Code must be the agency’s 3-character code assigned to your agency.   

• There will be a separate document that will provide more detailed information about the settings in this table 
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13. Organizational Information 
• Complete this information for your specific agency.  It is global information that feeds areas in your database. 

 

 

 

 

 

 

 

 

 

 

 



 
298 

 

14. MEDICINE TABLE 
• This table comes pre-populated with over 3000 medications. 

• Agency’s can add to this list, if desired/needed 

 

 

 

 

 

 

 

 

 

 

 

 



 
299 

 

15. Employee Logged in Audit Log 
• This is where employees with access can look to see who was logged into the database and for what period of 

time, they were logged in.  You 

• You have option of 

o Currently Logged In 

o All Logs in the Past 24 Hours 

o Or you can enter your date range from/To 

 
• You may also view Audit Log of what screens this employee visited while logged in. 
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16. Record Maintenance 
o This is the area of the database where records can be deleted 

 
A.  Outcomes 

 

 

 

o Should you need to delete an objective record; 

o Enter the objective ID number 

o The remainder of the data will appear 

o Always double check before you select “Delete 

Record” as is CANNOT BE RECOVERED 
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B. Person Centered Planning 

 

C. Svc Person Contacts (Regular) 

 

o Should you need to delete a Person-Centered Planning Record; 

o Enter the PCP number 

o The remainder of the data will appear 

Always double check before you select “Delete Record” as is CANNOT BE 

RECOVERED 

o Should you need to delete a Svc Person Contact; 

o Enter the Contact number 

o The remainder of the data will appear 

Always double check before you select “Delete Record” as is 

CANNOT BE RECOVERED 
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D. View/Reinstate DELETED P/S Contacts 

 

E. Rename Person Served Scanned Documents 

 

 

 

o Use this button to browse 

for the folder to search 

o Follow the screen 

directions above each box 

o Then select Find and 

Rename 

o Select the Person Served Name in the pull-down menu 

o IF there are any deleted Contacts, a list will appear. 

o You will have the option to view and/or reinstate 
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17. EMAIL/SMS Text Alert 
o Under this button, you will have the option to set up email and/or text alerts for both Persons Served and 

Employees 

 

o Use the pull-down menu to select 

o SR Triggered Email Message 

o SR Triggered SMS Message 

o Employee Triggered Email Message 

o Employee Triggered Email Message 

o Then select the event from the Select the 

Email message box.  A description will appear 

in this box 

o Then select the group you wish to have this 

sent to by double clicking 

o If you wish to remove a group, double click 

that group in this box 

o If you wish to exclude an employee 

that would fall into the category, select 

this button and a box will open and you 

can list who to exclude 
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o As you can see, the menu will change 

when the employee option is selected 
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18. Employee Favorites 
o This button gives the option to add buttons to specific employees “Home Page” for either quick finding or 

where they otherwise may not have access to get to this button 

 

 

 

 

 

 

 

o Select Employee 

o Then use the pull-down menu to 

find the button you need 

o You may add by using the line 

with the “*” 
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19. Correct Employee SSN 

 

20. Correct Person-Served SSN 

 

o If an employee’s SSN 

has been entered 

incorrectly, this is the 

screen you make that 

change. 

o Enter the old SSN 

o Enter the new SSN 

o Enter the Employee 

Name 

o Select Change 

o Pay close attention to 

the message here 

o Use instructions above 

under Change an employee’s 

SSN 

o Pay close attention to the 

note below 
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Database Security # 21-24 below 

There are 4 basic levels of security that need to be initially set up. There are more than these, but these are the basics.  

They are: 

1. Set Database Security #21 - When setting up database security, you need to think in terms of what “tabs” 

and what “icons-buttons” on those tabs/pages does this employee or employees assigned to this level, need 

access to.  Database Security is the first level you set up on employees.   

2. Set Access to Employees #22 – This is where you can give supervisors/employees access to see other 

employee’s information by specific team/cost center/department or by employee name.  It gives you the ability 

to exclude certain employees on a team/cost center/department you have given access to or include certain 

employees on another team/cost center/department that you have not given them access to 

3. Set Access to People Served #23 – This is where you can give supervisor/employees access to only the 

People Served they need access to.  Example:  If you have several counties, you would only want the managers 

in their respective counties to have access to those People Served in that county. 

4. Set People Served Departments #24 – This is where you set access to People Served at each team/cost 

center/department they are provided services in.  This is used so that when an employee clocks into that 

team/cost center/department, they will have access to the People Served supported at that setting/team/cost 

center/department.  This also determines which People Served an employee has access to if their People Served 

Access level as described in item 3 above is set to a level other than 0 or 5. 

To begin this process of setting security, we start with # 21 –Set Database Security 
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21. Set Database Security 
 

 
• You then need to close out of the screen for it to save this new name/title 

• I suggest that you now set your button security for each of these levels by doing the following There are many 

titles/positions already set up in your database.  You may find that you can use one that is already set up and then “tweak” 

or “set” it to be the actual access you need for that employee(s).  (tweak/set will be explained later) 

• If you use the pull-down menu, you will be able to see what is already set up in the database 

• If you find you need another/different name/title set up, click on the “greater than*” button shown.  This will create a new 

number and you will be able to give it a name/title 

•  

• Visit each Tab and on each tab set the button security as shown/explained below. Right click on each page/icon and select 

“set database security”.  The screen shown below will appear. 

 

o This is the screen where you set the overall database security for 

employees 

o You can select a pre-existing Access Level/Group Name or you can 

create a new one 

o You can view under each Access Level/Group Name which 

employees are assigned to that group 

o You can set for each group how many days before their password 

expires and must be changed 

o You can allow email attachments to the Access Level/Group Name 

o You can lookup each employee and see what database level they 

are assigned 

• Hover your mouse arrow over each icon on the page and right click 

• The Security Level is shown and you have option to 

Unblock/Disable/Locked/Hidden for each page/icon on each page 

• Then “Save Changes” Unlocked gives them access. 

• Visit every tab and every icon to accomplish this 
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• You do this for each employee in the database.  Anytime you enter a new employee, they will default in 

database level 1, employee access 0 and SR access 0 unless you have designated different security levels in your 

Staff Titles table in which the new employee will be assigned the security levels that correspond to the Job Title 

being assigned to the employee.  

• Also remember that you can log in under any data base level by putting your username and password in; then 

pressing Control F9 and a box will pop up for you to put the database level in.  This will give you a visual of all 

icons that database level has access to. This will only give you the data base level, not the employee or SR level.  

But, at a glance, you can see which icons this security level has access to.   

• If there is a red circle with a line through it showing on an icon/button, then they do not have access to it.  See 

example below 

 

 

 

 

 
 

• Select “Lookup Employees 

• Now under “DB SL”, use the pull-down menu to select the level you 

wish to place that employee in (based on the settings you selected 

for that level) 
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22. Set Access to Employees 

 
• All employees that you only want them to be able to “see” their own info, you leave this level at “0” which is the 

default when you enter them, and you will not have to change this on most staff 

• You will need to give access to supervisors so they can edit/approve time sheets.  You may or may not want 

them to have access to the data entry screen, but you would set that access as noted above where you are 

setting the database level on each icon.  This level is for setting exactly which staff/employees they have access 

to 

• By default, a supervisor will automatically have access to the employees to whom they have been assigned as a 

manager in the Human Resources data entry screen. If a supervisor only needs access to the employees they 

directly supervise, they will have that through the default Employee Access level of zero without any need to 

configure access in this screen. 

• For those staff/supervisors that need access to staff working under them, but who are not directly assign to the 

supervisor through the HR Edit screen you either set up a new level using the “greater than *” (>*) button or you 

use a level that is already set up in the database.  Remember this level is only about EMPLOYEE ACCESS.  So, 

when you set this up, they will be given access to icons that you have given them access to in the database 

security for only the teams/cost centers/employees that you set up on this screen 

• You will need to create/add as many managers/supervisor’s levels you need to define which employees or cost 

centers that the employees work in, so that supervisors/managers only have access to the employees they 

supervise.  You may have some managers and assistant managers that can have access to the same employees, 

in that event, you would only need one level for both of them in this screen 
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Set Access to Employees - Continue 

 

 
1. Example: A Program Director will only need access to employees of teams/homes/cost centers/departments 

that they supervise, so if you set this PD with a Level 6, you would then use the pull-down menu under “In these 

Departments” and select all that apply.   

2. If they also supervise other program staff, not included in the Departments you selected, you would add those 

staff under the pull-down menu under “Also Include These Employees” 

3. If there are employees in one of the homes/teams/cost centers that you have selected, yet an employee on that 

team is related to that supervisor and someone else supervises them for that reason, you would use the pull 

down menu under “Exclude These Employees” and they would not have access to that employee  

4. List Supervisor or Supervisors under “Assigned to these Managers” 

5. Or you may list the supervisors by title in “With these Titles”, dependent upon how your agency is set up. 

 

1 

2 3 

4 5 
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o Now select Lookup Employees 

o And, under Employee Access, use the pull-down menu to select the level that this 

employee should be assigned to 
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23. Set Access to People-Served 

Depending on how your agency is set up, you will need to determine how you need to set this up so that staff 

needing access to SR information has it, but those that do not need access, does not have access. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• In this screen, the Employee Access Level 

is set to 6-Life Bridges 

• In the “In these Departments”, the Day 

Services Team/Location and East Side 

Team/Location has been selected. 

• This means that all staff that are assigned 

to those teams/locations on the HR Tab 

will have access to all Person Served that 

are assigned to those Team/Locations 
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24. Set People-Served Departments 

On this screen, you would select the person served in the pull-down menu and then in the box, you would select the 

Dept Code for each department that this individual received services in.  Therefore, when an employee clocked into 

that cost center/team/location, they would automatically have access to each Person Served in each of those 

departments. 

 

25. People Served/Employee List 
• From this screen you have the option to view/print list of both People Served and Employees by the 

option listed. 

• To see which list you need, select it and view 

 

 

• Look UP Person Served using the pull-

down menu 

• Then select each department that 

individual is served in.  It could be one or 

several. 

• You can add as many as needed by using 

the line with the “*” and selecting the 

appropriate Dept Code 
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Example of a list of People Served by ID # below.   

 

 

26. User Names/Database Logins 

From this screen you can view a user name, set when a user’s password expires and also reset their password, if 

needed 
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27. Agency Data Queries 
• The IT staff at ECOM will assist your agency to set up Query’s you may need.   

 

 

• Once you double click an option, it will ask for a starting date. 

• Enter your starting date and select OK 



 
317 

 

 

 

 

 

 

 

 

 

• It will then prompt you to enter an ending date 

• Enter the ending date and select OK 

• This is an 

example of the 

report for TIMAS 

messages for the 

date range of 

1/1/2019 to 

10/10/2019 
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28. Send Text Message 

You are able to send staff text messages to communicate with them. 

• In order to do this, on the HR Tab/HR Data Entry Screen you must have their cell phone number listed and 

the name of their cell provider 

 

 

 

 

 

 

 

 

• Type you message in this box 

• You can select all employees/active employees/inactive employees 

• You can select ALL or Deselect ALL 

• You can check only the names of employees you want to send the message to 

• Then click Send 
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29. Page Link Setup 

This is the page/screen where you can set up Page Links to information/resources for your employees 

You can have: 

 2 links on your clock in screen 
 3 links on your People Served screen 
 3 links on your Medical screen 
 3 links on your Human Resources screen 
 3 links on your Admin screen 
 
To set this up,  

• enter a link Name in the column “Link Name” 

• Enter a Caption (the Document Name you want employees to see) 

• Then double click in the file path, your computer file window will open, go to the file link and then select 
“Save Changes” 
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30. Event Form Selections 

In each of these icons, you have the ability to customize the response fields in your incident report forms to/for your 

specific agency. 

A screen shot of example of each is listed below this screen 

 
A.  Antecedents 
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B. Behaviors 

 

C. Consequences 
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D. Addresses 

 

E. Injury Location (Body) 
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F. Medical Interventions 

 

G. Nature of Injury 
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H. Physical Locations 

 

 

31. Service Activity Edit 

 

 

 

• This screen will display data entered in the Services Activities Journal that is launched from the 

Community Living Note.  The form allows an authorized user to review and edit the times and type 

of services that were documented by the DSP without having to go into each note to review the 

information. 
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Resource Calendar  

o This is a sample custom link.  An agency can add their own hyperlinks to external resources.  There are  2 links 

available on the Clock-In screen and 3 links available on each of the other tabs.  This is configured from the 

Page Link Setup button on the Admin form.   

o A user would check the box next to the link(s) they want to use or edit.   

o Type a caption in for the link 

o Either double click in the file path field to browse and select the file on the server to open or paste in the URL 

of an external web page for the link to go to 

o Then click the Save Changes button 

o The links will appear the next time you log into Ezpro 

EZPRO Manual 

• This is the link to the most updated EZPRO Manual 

• This is a work in Progress and is subject to change 

• If you find that the instructions are not clear, please send a request to Fresh Desk for additional help 
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