VIVE Knowledge Base - Basic Navigation

Return to VIVE Knowledge Base

VIVE Basic Navigation Reference Guide

VIVE is a customized client management system designed by NYC Aging. This system supports NYC
Aging contractors in managing their client interactions and reporting on services provided. This
reference guide provides basic instructions on the use of VIVE.

You may access this guide from the VIVE Knowledge Base or from a program specific reference
guide. At the beginning and end of this document is a link to return to the VIVE Knowledge Base. Or
you can use your browser’s back button to return to a program reference guide.

This guide provides navigational and functional instructions. For assistance with program operations
or policy, please refer to your program officer or view NYC Aging’s Program Standards.

In this guide you will learn:

e VIVE’s Five Levels of Navigation
Top Menu
Details Menu
Sub-details Menu
Enrolliment Details Menu
Assessment & Forms Menu

o O O O O

e Overall Tips

o List Views
o Form Views
o Page Refresh

e Navigational Links
e Data Entry Options
e Searching by Filtering & Sorting

If you have any questions, please contact the VIVE Application Support Center by submitting a
ticket through the Ticketing Module under Program Tools.

VIVE’s Five Levels of Navigation

VIVE uses horizontal navigation. Clicking on a navigational link reveals the next level of navigation.
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Top Menu

The Top Menu is available on every page. It links to overall operational functionality.

VIVE uses responsive design. When the width of the browser window gets narrower, a More link
appears to display any links that don’t fit along the top of the narrower window.

# Client Search Referral Queue More v A SandraArroyo v

Administrators and Home Delivered Meals (HDM) users have different Top Menus. (For more
information on Administrator Tools and HDM.)

Details Menu

Details

Consents ‘ Contacts General Comments Referrals Enroliments Unit Entry Documents Program History Profile Update History

Basic Demographics  Social Demographics  Emergency Preparedness  Financial NYSOFA Additional Info

The Details Menu is the destination of any client link. This information is available to any user that has
consent to view the client’s record.

Sub-details Menu

The Sub-details Menu is where various client details are entered, viewed, and edited.

Details Consents Contacts General Comments Referrals Enroliments Unit Entry Documents Program History Profile Update History

Basic Demographics  Social Demographics  Emergency Preparedness  Financial ~NYSOFA Additional Info

Enroliment Details Menu

The sections within the Enroliment Details Menu are program specific information. The tabs
displayed on the menu are different per program. For example, there are no Case Notes within
Home Delivered Meal programs and there are no Assessments within the Transportation program.
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https://vivesupport.cityofnewyork.us/admin-tools
https://vivesupport.cityofnewyork.us/hdm
https://vivesupport.cityofnewyork.us/Enrollment
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Assessment & Forms Menu

Forms & Assessments Menus are program specific. Refer to your specific program guides for more
information.

Assessment Details Forms

Client Information Emergency Checklist Technology Health Care Medical Information Legal Information

Overall Tips

List Views

The list view displays rows of discrete items to select, such as the results from Client Search or a list
of Contacts. Click on the link to access more details.

Contacts General Comments Referrals Enrollments Unit Entry Documents Program History Profile Update History

Contact Relationship (4)

Name W Related Contact W Relationship v Caregiver/Care Receiver v Status W
Ashley Abbott Grandmaother Primary Care Receiver Active
Jimmy Fallon Brother Active
Billy Bob Brother Active
4 CR-263058 Gene Park Daughter-in-law Active

Form Views

The form view is a single version of client information. This information is the same regardless of
which program you are in, such as Basic Demographics.

Details [LLE Contacts General Comments Referrals Enroliments Unit Entry Documents Program History Profile Update History

Basic Demographics  feocial Demographics  Emergency Preparedness  Financial ~NYSOFA Additional Info

Last Name Suffix

Shields

First Name Title

Janetta

Middle Initial/Name Preferred Name

Q

Date of Birth Age

3/23/1935 20

Home Address Is Mailing Address same as Home Address?

300 EAST 5TH STREET, MANHATTAN, NY 10003
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There are two ways to
edit information on the  fro i i ot oty g e

form views. The first is fumedtorees National Guard
via an Edit button Reserves

either at the bottom of Other veteran n household iderifed

the page or in the
upper right corner.

Enrollment Details Assessments Waitlist Cost Share Plan

The second way to edit information via
pencil icons is located to the right of
editable fields. Click on the pencil to
edit that and any other field on the form.

Enrollment Information

Enrollment Name
Case Management - CASC - CMA

Enrollment Date

9/9/2024 n

Referral Information

Linked Referral

Page Refresh

In some situations, you may need to refresh the page to display the most current information. There
are three ways to do this.

First, with the Dashboard’s refresh button located on the right-hand side.

Dashboard —
Community User Dashboard | efresh | - |

As of Jan 26, 2025, 6:29 PM-Viewing as David Dring

Second is with the refresh icon located on C'
list view forms:

Third is with the browser window’s refresh icon. Depicted in the
screenshots the refresh button from Microsoft's Edge browser, which is | < 2 |

located to the left of the address bar at the top.
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Navigational Links

Throughout VIVE there are links to either client or enrollment details. The graphic below illustrates
the links to additional information about the client’s enroliment (Social Adult Day) and to the Client’s

details.
Linked Enroliment ontac Assigned To
Social Adult Day - Catholic Charit... Gregory Burnett Mancy Mybergh
Assessment Details Forms
Adult Day Care Plan Participant Planned Schedule Adult Day Care Task List

Goals

Data Entry Methods

There are multiple ways to enter data into VIVE. These include:

e Text boxes, such as First and Last names

Client Information

I" First Name *Last Name I

e Date entries, such as date of birth or enrollment dates

*Date of Birth

NOTE: The red asterisk
(*) before both First and
Last Name fields
indicates these are
required fields.

VIVE a Product of NYC Aging 5

Feb 28,1933 =]
I 4 February » 1933
| en mon e wed T e NOTE: A date can be entered by clicking
“ _ , through the calendar by month, date and
s ot 28 year or typing it in directly. An entry of
S 2/28/1933 will be transformed to
R B 1w 15 8B U7 1B February 28, 1933.
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e Drop down menus, such as answers to assessment questions or referral targets

“Target Program

[ Select Target Program v ]

| Caregiver - JCC OF Sl - Staten Island |

Caregiver - SAGE - Specialty Citywide

Elder Justice - CASC - Staten Island

5¢ Friendly Visiting - CASC - CMA

Home Care - RICHMOND HOME NEED - Staten
Island

NOTE: The drop-down option uses type ahead
technology or you can click on the option.

Home Delivered Meals - MOW OF Si - Staten
Island

Social Adult Day - )CC of 51 - SADS

e Multi-Select Lists, such as Services Requested

*service Requested ©
Available Services e clECted Services
. » -
Information Assistance
e
d
S—

NOTE: The right and left
facing triangles move the
highlighted services
between boxes.

e Type ahead search boxes, such as Home Address

*Home Address

| 2565 Q

b Q  show more results for "2565" )

2565 MARIOM AVEMUE, 4C, BRONX, NY 10458

2565 WOODHULL AVENUE, PVT, BRONX, NY 1...

2565 COLDEN AVENUE, 5F, BRONX, NY 10469 NOTE: The entry of “2565” begins to
display address options. As more
information is entered the list becomes
more specific. Users can either click on

2565 COLDEN AVENUE, AA, BROMX, NY 10468 the name or continue to enter the entire
25-65 126 STREET, QUEENS, MY 11354 address'
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Searching by Filtering & Sorting

Beyond Client Search the user can either filter or sort column headings to find a client. For example,
within Case Notes, the user can filter the case notes by date range.

Enrollment Details Forms Assessments Waitlist Cost Share Plan Meal Delivery Plan Home Care Service Plan Case Notes _
From To
Case Motes (1) New Case Note | | Print Case Notes
Subject ~ | Note Type “ | Service Date w | Status v | Commen ts “ | ProgramName s | Own/Shared Note +» | Created By v | Created Date ~
m— Additionally, there are arrows within
Referrals
Referral Accepted v # column headings that can sort the
4 items = Sorted by Referral Date « Filtered by All referrals - Referral Status, ReferalQueuecheck « Updated a few seconds ago ||St In the example to the Ieft, note
Referral Name v | Referral Status Referral Date 4 v the dOWﬂWGI’d pointing arrow in the
RF-633 Accepred 12/23/2028 Referral Date column. It sorts the list
L een — 12232028 by the most recent date to the oldest.
. — o Clicking the column heading arrow
IF-484 ccepte 12/3/2024 . . . . .
again sorts in the opposite direction.

Access Assistance with VIVE and the VIVE Knowledge Base

e VIVE Knowledge Base contains reference guides, short videos and recorded trainings

 If you have any questions, please contact the VIVE Application Support Center by submitting
a ticket through the Ticketing Module under Program Tools.

Return to VIVE Knowledge Base
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