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Return to VIVE Knowledge Base

The VIVE Friendly Visiting Programs 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 instructions on using the Friendly Visiting module of VIVE. Follow the
links below to access sections of this document or external references.

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’s Standards.

In this guide you will learn how to:

e VIVE: Flow Diagrams
e New Client Flow Chart

e Referral Queue
o Reviewing a New Client Referral for Acceptance or Rejection
O Adding a New Referral Note:

e Enroliment

o To Assign Worker:
o To Close Enroliment:

e Case Notes: Viewing a CMA Note & Creating an FV Note

o Viewing a CMA Case Note
o Creating a New Friendly Visiting Case Note

e Assessments & Forms

Creating a Friendly Visiting Program Assessment
Editing the Friendly Visiting Program Assessment
Ignore Cloning an Assessment

Creating a New Loneliness/Social Isolation Form
Editing the Loneliness/Social Isolation Form

© O O O ©O

e Friendly Visiting Volunteer Information
o Adding a New Volunteer
o Adding Volunteer Availability
o Editing Volunteer Availability
o Volunteer Documents
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o Adding Volunteer Notes

e Match Status

o Creating Match — Client Process

o Creating a Match — Volunteer Process
¢ Finalizing Friendly Visit Service Plan

o Updating the Friendly Visit Service Plan
o Closing the Friendly Visit Service Plan

O Dissolving Match Status
0O Closing the Service Plan
¢ Friendly Visiting Volunteer Units of Service

o Adding a New FV — Units of Service Record
o Editing an Existing FV — Units of Service Record
o Finalizing Existing FV — Units of Service Record

e Access Assistance with VIVE and the VIVE Knowledge Base

In addition to these program specific instructions, there are the following common guides:

¢ Basic Navigation e Contacts o Glossary

e Case Notes e Dashboard e Notifications

e Client Profile e Documents e NYC.ID Login

e Client Search & Initial e Enroliments e Referrals
Data Entry e Events e Reports

e Consent e Follow-Up e Unit Entry

VIVE: Flow Diagrams

The following flow diagrams illustrate the navigation processes for key aspects of your work. These
diagrams provide a general overview of the steps involved in completing key tasks, while also
showcasing the various sections of the VIVE database. Detailed instructions on how to enter
information will be provided in each of the sections.

The following are flow diagrams for the steps that happen when entering information for a new client
and new volunteer. You can navigate through these steps in this way and once information is entered,
you can return to previous sections as needed.

New Client Flow Chart

Referral Queue CMA Case Assessments
Notes Review & Forms
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New Volunteer Flow Chart

Friendly Visiting Friendly Visiting

Program Tools . Volunteer Volunteer Units
Information of Service

New Client Flow Chart

When entering a new client in VIVE, the process follows the basic flow that is represented in the New
Client Flow Chart diagram below. We will begin the discussion of this process with Referral Queue.

Referral Queue CMA Case Assessments
Note Review & Forms

Referral Queue

The Referral Queue is the starting point in evaluating the new client for enroliment into your Friendly
Visiting program. Referral Queue is one of the links found on the Top Menu.

A ClientSearch Referral Queue ProgramTools More v

Your program is alerted to a new Friendly Visiting referral with an email that is sent from NYC Aging
VIVE on behalf of the program you are associated with.

New York City De... Sandbox: Referral Received Sun 3/23/2025 12:24 ... 115 KB

Hello, A referral for "Alfred client ( 0999007080 )" has been received from "Case Management - NSHOPP - CMA". Regards, NYC Aging - VIVE <end>
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Reviewing a New Client Referral for Acceptance or Rejection

Step 1: Click the Referral Queue link.
The Referrals List View appears. Using
the dropdown arrow, you can access five
different referral types. You can select
one of these as your default Referrals
type using the pin icon.

The Referral Filter types are:

e Recently Viewed: Referrals
recently opened and reviewed.

o Referrals Accepted: Referrals
deemed appropriate and

accepted.

Titem« g

Referrals

Referrals Pending or Acknowledged Em

LIST VIEWS

#  Client Search

Logged in user is Karyn Velez and working in Friendly Visitin

Recently Viewed

Referrals Accepted

Referral Queue

Program Tools

t Management - NSHOPP -

+/ Referrals Pending or Acknowledged (Pinned list)

Referrals Rejected

Referrals shared by my Program

More v

e Referrals Pending or Acknowledged: Referrals received but no action has been taken.

o Referrals Rejected: Referrals deemed not appropriate for services.

e Referrals shared by my Program: Referrals made by your program to other programs
including termination of services and updates.

Step 2: To view pending referrals, pick Referrals Pending or Acknowledged. You can sort the list by

clicking on the
column headings.
For example, click
the arrow next to
Referral Name to
sort the list in
either ascending
or descending
order.

Logged in user is Karyn Velez and working in Friendly Visiting - NSHOPP - CMA program.

I Referrals Pending or Acknowledged I - ¥

6 items « Sorted by Referral Name « Filtered by All referrals - Referral

Referral Namv Referral Status v

RF-B4514

Referral Sent

Referral Sent

Referral Sent

Referral Sent

Referral Sent

Referral Sent

Status, Referral Received » Updated a few seco

Referral Date

3/22/2025

3/23/2025

3/23/2025

3/23/2025

3/23/2025

3/23/2025

s~ | Source Program

Case Management -

Case Management -

Case Management -

Case Management -

Case Management -

Case Management -

nds age

NSHOPP -

NSHOPP -

NSHOPP -

MSHOPP -

MSHOPP -

NSHOPP -

« | Contact
test-joe client
Jimmy Durante
test-avis client
Alfred client
Peter Lorre

test-bradley client

Last Modified By ~
Karyn Velez
Karyn Velez
Karyn Velez
Karyn velez
Karyn Velez

Karyn Velez

VIVE is a Product of NYC Aging
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Step 3: Click on a Referral Name link
to access that Referrals Details
page. The form provides details about
the referral and a link to view the
Friendly Visit Service Plan. Aside
from the Exit button, located at the
bottom of the form, there are three
additional buttons on the referral —
Acknowledge, Accept or Reject —
located at the top-right of the form.

Select the Acknowledge button to let
the referring program know the
referral was received. They see the
update on their Referrals shared by
my Program List View.

Step 4: On the Referrals Details
page under the Friendly Visiting
Service Plan, click on the link to
view a read-only page of the
Friendly Visiting Service Plan.

Referral
RF-84519

Referral Information

Referral Name
RF-g4513

Referral Date
3/23/2025
Source Program

Case Management - NSHOPB - CMA

System Information

Created By

Karyn Velez

Referral Status
Referral Sent

Contact
Alfred client

Target Program

Friendly Visiting - NSHOPP - CMA

External Agency Name

Last Modified By
Karyn Velez

FV Service Plan
FV-00126

Step 5: From the Referral Details page, you can also Accept or Reject the referral. If you select
Accept, the system confirms the referral has been accepted by your program. The Accept and
Reject buttons are replaced with a Create Enrollment button on the Referral Details form.

Referra
RF-84519

Referral Details Notes

VIVE is a Product of NYC Aging
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The referral moves from the list Referrals Pending
or Acknowledged to Referrals Accepted on the
queue. The referring program is updated to this
acceptance on their Referral Queue listing.

If you select Reject, a pop-up window displays
requests for Rejection Code and Reason. Confirm
all required fields are completed before selecting
Save.

*Rejection Code

Consumer is no longer seeking service v

*Rejection Reason

After contacting Mr. client will be receiving more visits from family and friends and has decided that the

program iz no longer really needed by him.

You return to Referral Details where the Accept and Reject buttons
are no longer displayed and no fields are editable. The Rejection
Details display in the middle of the form. Selecting Exit returns you to the Referrals list view.

Rejection Details

Reason for Rejection Rejection Code

decided that the program is no longer really needed by him.

After contacting Mr. client will be receiving mare visits from family and friends and has Consumer is no longer seking 5=

rvice

VIVE automatically updates the Referrals shared by my Program List View of the program that

made the initial service request.

Visit Service Plan).

NOTE: In VIVE reviewing CMA notes can only be done after the referral has been accepted and
an Enrollment has been created for the client. If the client is deemed ineligible for services after
reviewing the CMA notes, then the status of the Friendly Visiting Service plan would have to be

terminated. (see notes under Finalizing Friendly Visit Service Plan and Closing The Friendly

Only Referrals without an attached Friendly Visit Service Plan are Rejected prior to Enrollment.

VIVE is a Product of NYC Aging
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Referral Notes

There is an option to add notes to a referral using the Notes link on the Referral Details page.

Step 1: Click the sub-
menu link: Notes.

The Notes List View
provides the ability to Notes ()
add, print, and find /

specific notes, by date,
using the Filter button.

Showing 1 of 1 Fage(s)

Bt

Subject

Referral Details

To

Referral Acknowledged

o Comments v

Em

Created By v Last Modified By v

n process of reviewing re..  Karyn Velez Karyn Velez

New Note |I Print Notes ‘

Program Name v

Eriendly Visiting - NSHOP | # Edit

Total Records: 1

Adding a New Referral Note:

Select the New Note button.

The New Referral Note pop-up appears.

Enter information and select Save.

You return to the List View where information
about the note is displayed. An Edit button is

available to the far-right of the note row.

New Referral Note

Title

Referral Acknowledged

Comments

In process of reviewing referral for acceptance or rejection

)

61/10000 characters

(=1

Cancel
Editing a Referral Note
SeleCt Edit at the right Referral Details Notes
end of the note row on —
. . From To
the Notes List View. - |
Notes (1) [ New Note H Print Notes ‘
Event Date Subject Comments v Created By v Last Modified By v  Program Name v
03/24/2025 Referral Acknowledged In process of reviewing re..  Karyn Velez Karyn Velez Friendly Visiting - NSHOP... | # Edit I
showing 10f 1 Pagels) Total Records: 1
VIVE is a Product of NYC Aging 7 Last Updated: 11/6/2025
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Edit Referral Note

The Edit Referral Note pop-up
appears. Make any necessary

Title
changes and select Save. Referral Acknowledged

Comments

In process of reviewing referral for acceptance or rejection. To review by Friday.
The edited item reflects on the List s
View 82 /10000 characters
Cancel ml
_

Enrollment

Enrollment is the process of moving the client into your program so further actions can be taken in
their record. This process also enables the assignment of a worker to a client’s case.

Enroliment of a New Client

Step 1: After a client is accepted on the Referral Details page, select the Create Enroliment button.

Referra

RF-84519 | cresteEnroliment |

Step 2 From the Referral Details Notes

Create

Create Enrollment
Enrollment pop-up enter the Enrollment date,
which can be in the past, but never in the future. *Program * Contact
The other fields will be pre-populated. Once the D rinay veiing o - s @ sreocien

*Enrollment Date

date is confirmed, select Save.

Mar 23, 2025

i |

Step 3: After selecting Save, the Enroliment

Details Menu appears. This page includes tabs to access various forms, complete assessments,
match clients to volunteers and more. The default tab is Enroliment Details, which provides an
overview of the client’s

enrollment and referral evalment

. . Friendly\,‘isiting-NSHOPP-(MA I Assign Worker I Closing Enrollment l
information. The status

for the enrollment is e e

listed as Active. Also
available are two

Enroliment Details Forms Assessments Match Status Friendly Visit Service Plan

buttons _ Assign Enrollment Information

- Enrollment Name Enrollment Status
Worker and Closing Friendly Visting- NSHOPP -ChA
Enrollment.

VIVE is a Product of NYC Aging 8 Last Updated: 11/6/2025
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To Assign Worker:

Step 1: From the Enrollment Details Menu

in the upper right-hand corner, select Assign Worker

Assign Worker. In the pop-up, use the o

dropdown menu to pick a team member to [ifwﬂ j
assign to this client.

The assigned worker receives a

Notification that this client has been added
to their caseload and has two options to view the notification.

Option 1: Select the Bell Icon on the Top Menu to view the message.

Option 2: View the assigned client within the My Enrollments on the Dashboard. Be sure to
Refresh the Dashboard page to view client information.

#A (ClientSearch Referral Queue ProgramTools More v - Karyn Velez ~

NOTE: If the worker assignment needs to be changed, the Assign Worker button is available on
the Enrollment Menu. Complete this same process to re-assign the client’s case.

Ignore Close Enroliment:

Friendly Visiting programs can ignore this Closing Enrollment button on the Enroliment Details
page. This common button is used by only certain programs. A client’s enrollment will automatically
be inactivated once the Friendly Visit Service Plan is Terminated.

Enrollment
Frr"ite;diy Visiting - NSHOPP - CMA Assign Worker Closing Enroliment

VIVE is a Product of NYC Aging 9 Last Updated: 11/6/2025
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You can view this
change to the
Enrollment status on

the Enrollment Details
page where a notation

on the inactivation of
the enrollment will be
displayed.

In the middle of the
Enrollment Details
page, details of the
enroliment closing
are available.

Enroliment

I This Enrollment was marked Inactive on 3/23/2025 I

The updated
status of Inactive
is also displayed
within My
Enrolliments on
the Dashboard.

Friendly Visiting - NSHOPP - CMA | Assign Worker
Contact Assigned To
Alistar Cook Karyn Velez
Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More s
e
IEnroIIment Closing Details I
Closing Date Closing Code
3/23/2025 Qther - Reason not listed
Closing Reason
Mr. Cook will be visiting his family in London. He is not sure when he will be returning and is
not sure that he will continue to need our services when he does return. He asked for his case
to closed
a
Dashboard
£ 2efres
Community User Dashboard | Refresh | ¥ |

As of Mar 23, 2025, 5:17 PM-Viewing as Karyn Velez

My Enrollments

Conta

Aligtar Cool

o+ Enroliment: Enrollment Name

k Friendly Visiting - NSHOPF - CMA

Active

Inactive:

Enroliment Date

32312025

3232025

Service Start Dats

Case Notes: Viewing a CMA Note & Creating an FV Note

Viewing a CMA Case Note

Case notes that have been shared by the case management agency can be viewed in read-only

status using the Case Notes tab. There are three ways to access the Case Notes tab after accepting

and enrolling the client:

a. From the Enrollment Details Menu, click the Case Notes tab.

b. Using Client Search find your client. From the Details Menu click on the Enroliment tab, then

click on the Case Notes tab.

c. From the Referral Queue, pick the Referrals Accepted List View and select the client’s
Referral Name link. On the Referral Details form, select the Go to Enroliment button then
click the Case Notes tab.

VIVE is a Product of NYC Aging
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Step 1: From the Enrollment Details Menu, click on the Case Notes tab. Notes can be filtered by
date using the date fields and Filter button. Notes are grouped by program type, under Program
Name column, with the notes associated with the viewing program listed first and notes from the

shared program listed after.
Click on the Subject link to

Enroliment Details

Forms Assessments

Match Status

view the Case Note p

Details form.

To

a

Case Motes (7)

subject

B A S LT e Mot

Mew Case Note l Print Case Notes

Step 2: The read-only form (the record
cannot be edited), displays pertinent

information including the case note entry
in the Notes field. Select Exit to return to

the Case Notes tab.

“ | NoteType ~~ | ServiceDate v | Status ~ | Motes ~ || programmn.. «» Jown/share..~s | createdBy -~ | CreatedDa. v
In-Home Initial .  04/22/25 Final Conducted asse... | Friendly Visiting.. Own Karyn Velez 04/28/25
Phone Call 04/17/25 Final Spoke to Mac CI_f| Friendly Visiting.. | Own Karyn Velez 04/28/25
Benefits/Entitle..  04/30/25 Final Spoke to Mr. Cli... Case Managem.. [} Shared Karyn Velez 04/30/25
Connect to Reso...  04/28/25 Final Shared DRIE inf... § Case Managem.. [ Shared Karyn Velez 04/28/25

——

I
Cazenote

’ DRIE Update

Contact Name

Date Status

=ne
Subject Note Type

Caze Mansgement - NTHORF - CMA

DRIE Updete

Program Mame
Caze Management - NIHORF - CMA

ner

Senefitz/Entitlements

Share with other programs?

Last Modified By

Xaryn Velez

Creating a New Friendly Visiting Case Note

Step 1: From the Enroliment Details Menu, click the Case Notes tab.

Step 2: On the
Case Notes tab,
select the New
Case Note button.

From

Case Notes (4)

nitial As:

3 Home D

nitial Asses:

sment Visit

ment Summary

To

Subject ~ | NoteType

In-Heme Initial ..

Assessment Su..

24 Hr Visit/Call

. KB

Service Date Status

03/23/25

03/23/25

03/23/25

Final

Final

Final

v

Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More

Notes ~
Initial visit cond...
Mr.Alfredisa7..

Telephone cont

I[ New Case Note l I[ Print Case Notes

Program N.. v+  Own/Share.. v CreatedBy s Created Da.. v
Case Managem...  Shared Karyn Velez 03/23/25
Case Managem...  Shared Karyn Velez 03/23/25
Case Managem Shared Karyn Velez 03/23/25

VIVE is a Product of NYC Aging
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Step 3: On the New Case Note pop-up, complete all
required fields. The Service Date can be backdated
but not set in the future. The Status field defaults to
Draft. Use the dropdown to change status if needed.

If you want this case note to be shared with the client’s
case management program, be sure to select the
Share with Other Programs checkbox before
selecting Submit.

When you return to the Case Notes tab, the note will

be in Draft status with your Program in the Program
Name column. Notes remain in draft status until they
are finalized.

Printing Case Notes

New Case Note

Service Date Contact With

Mar 24,2025 & Alfred client (Client) -
Status *Note Type
Draft v In-Home Initial Assessment Visit - By Phone ¥
*Subject
Initial Assessment
Notes
Completed the initial assessment on the telephone. Also completed the loneliness and social iselation
assessment.
7~
115 / 10000 characters

bhare with Other Programs?

-]

Notes can be printed by selecting Print Notes button and following the prompts for printing.

Enrollment Details

Step 1: Select Print Case Notes
on the Case Notes List View. A
pop-up will display with the print
preview for the note.

Case Notes (1)

Subject

Assessments Waitlist Cost Share Plan

Step 2: Select the 3-dots at the top
right of the window to access the
dropdown menu selection. Choose
Print. Exit the pop-up and return to
the Case Notes List View.

Meal Delivery Plan

- + 1 | of4 af - h
& Print Ctrl+P
Save Ctrl+S
Client Mame: test-clarey clicnt
o . Service ) § | EEB SEttings ’
Bubject  |[Note Type Date Status Comments N _ . .
ASSESSMENT SUMMARY
test-clarey client is an
H2-year-old, single, black
female of Jamaican descent
who lives alone in a neat and

menu bar.

TIP: Selecting the Print Case Notes button can also be used to view all the client’s case notes at
the same time. This feature may help streamline the process of reviewing case notes.

Options such as Highlighting, Fit to Page, and Zoom in/Zoom out are also available on the Print

VIVE is a Product of NYC Aging
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Editing a Friendly Visiting Case Note

Step 1: From the Enroliment
Details menu, click the Case
Notes tab.

Service Date

3/24/2025

Step 2: Click on the Subject

o

8t

link name to access the Case

Notes Details page.

Program Name

Notes

Step 3: Click on any pencil
icon, make your edits to the
Service Date, Subject, Notes,
or Status. Step 2: The form
displays pertinent information
including the case note entry in
the Notes field. To view entries

Created By
Karyn Velez

Qwner

I Initial Assessment Phone Call

Friendly Visiting - NSHOPP - CMA

Completed the initial assessment on the telephone. Also

and social isolation assessment.

Friendly Visiting - NSHOPP - CMA

completed the loneliness

Status

Draft

Note Type

In-Home

Share with other programs?

Last Modified By

Karyn Velez

[ ]

" = Required Information

Initial Assessment Visit - By Phone

that any of the pencil icons to

open Notes fields. Then use the up/down arrows to scroll through the note. Select Exit to return to

the Case Notes tab.

Step 4: Select Save, then select Exit.

NOTE: Case notes remain editable only
when they are in Draft status. Once the
status is changed to Final, the note can
no longer be edited.

When the note’s status is Final and you
select Save, you will receive a Snag error
message that states you don’t have
permission to modify the record. Select
Cancel to return to the List View.

MNotes

Mr. Alfred is a 75-year-old widowed, black male who lives alone in a well-kept 2-
bedroom apartment. Mr. Alfred was alert and eriented X 3 at the time of the

Created By
Karyn Velez
Owner

Case Management - NSHOPP - CMA

@

®

We hit a snag.
Red By
Review the errors on this page.
® You cannet edit this record because you do
not have permission to modify records
owned by other programs

o [ I

VIVE is a Product of NYC Aging
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Assessments & Forms

There is only one form within the assessment section and one form on the Forms tab. These two
forms are in two different styles: Page View and List View.

e Page View forms link directly to the questions. FV Program Assessment is Page View.

e List View forms provide a historical list of completed forms. The list often includes multiple
completed forms. Loneliness/Social Isolation (FV) is List View.

Creating a Friendly Visiting Program Assessment

Step 1: From the Top Menu, search for a client using either Client Search or Referral Queue. Click
on the desired client’s link. From the Details menu, click the Enroliments tab. Click Enroliment
Name link.

Enroliment — - -
Friendly Visiting - NSHOPP - CMA | assignworker | [ closing Enroliment |

Step 2: From the o
Enrollment Details '
Menu, click the
Assessments tab.

Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More

Assessments (Q) [ Create Assessment

Step 3: SeleCt create Assessment ID v Assessment Type v Assessmen it Rea... e Assessment t Stat... v Assessment Start Da... Program Name W Own/Shared Form
Assessment button.

Step 4: From the Create Assessment pop-up complete the required fields. The Assessment Date
can be in the past but never in the future.
Confirm that all required fields are entered Create Assessment
before selecting Save.

* Assessment Type Contact
Friendly Visiting Assessment v E Peter Lorre
* Assessment Reason Enrollment
Initial v Friendly Visiting - NSHOPP - CMA

* Assessment Date

Mar 24, 2025

3

VIVE is a Product of NYC Aging 14 Last Updated: 11/6/2025
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The Assessment Details form opens with general information about the assessment and an

Assessment Status of

Pending.

To update the page, fosesmentlo
click on any of the ot feson
pencil icons to open Assessment Start Date
editable fields and e

Reassessment Due Date

select Save.

Referring Agency Name
Case Management - NSHOPP - CMA

You return to the Created By
Assessments List View e
by selecting Exit on the

page.

Assessment Type

Friendly Visiting Assessment

Assessment Status

pending I 4

Assessment Completed Date

Linked Referral

RF-84520

Referring Worker Name
Karyn Velez

Last Modified By

Karyn Velez

Step 5: Select the
Forms link to bring frreramentpetatis |
up the Friendly
Visiting Program
Assessment form.
Select Edit to

FV Program Assessment

FV Program Assessment

Client Background

Primary language

enter new data or Selectan Option
update eXlSt'ng Do you speak any other language(s)
data. Select an Option

| Edit |

Secondary Language

v Select an Option A4

I‘ Reset ‘ ‘ Cancel ‘ m |

After entering or editing a Page View form, there are three additional actions to choose from:

e Reset: A pop-up box asks you to confirm that you want to clear all the information entered.

e Cancel: Does not save any changes and reverts to the last version of the saved form.

e Save: The information entered is saved and you stay on the form.

VIVE is a Product of NYC Aging
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Editing the Friendly Visiting Program Assessment

Step 1: From the Enroliment Details Menu, click the Assessments tab. The List View displays

three assessment types: Pending, Completed and Inactive. Only the pending one is editable. Click
the Assessment ID link to view its details.

Enroliment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More
Assessments (1) c Create Assessment

Assessment ID v  Assessment Type v | AssessmentRea.. v Assessment Stat.. v  Assessment Start Da.. Program Name % | Own/Shared Form

0053

AS-19053 Friendly Visiting Asses..  Initial Pending 03/24/2025 Friendly Visiting - NSH..  Own Form

Total R ds: 1
Showing 1of 1 Page(s) al Records:

Step 2: From the

Assessment Assessment Details Forms
Details, click on

the Forms SUb_ FV Program Assessment -Edit
tab. Select Edit.

Client Background

FV Program Assessment

Primary language secondary Language

Select an Option - Select an Option -

Do you speak any other language(s)

Select an Option -

Step 3: After entering the required information, select Reset, Cancel or Save.

NOTE: You cannot create more than one New Assessment at a time. If an Assessment is

listed with the status of Pending, you cannot create another one until the current Assessment
status become Completed.
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Ignore Cloning an Assessment

Cloning an Assessment does not apply to Friendly Visiting. This common button is only used by
certain programs. Friendly Visiting programs can ignore this Clone Assessment button on the

Assessment Details

page Of an assessment AA(SS:;"(‘:)E;; | Clone Assessment ‘
Wlth a Status of Lmked‘Eonhnent _ ) Contact Assigned To

Completed.

Assessment Details Forms

Assessment ID Assessment Type

ASI9052 . Frien dly Visiting Assessment

Assessment Reason A ment Status

nitial Completed s

Creating a New Loneliness/Social Isolation Form
Step 1: From the Top Menu, click Client Search, click on the client's name.
Step 2: From the Details menu, click the Enroliments tab.

Step 3: From the Enroliment Details Menu, click the Forms tab.

Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up Contacts Documents Status History

Loneliness/Social Isolation (FV)

——
Loneliness/Social Isolations (0) I ‘ New |
Sr. No. v Loneliness Start Date Loneliness Total Score v Social Start Date Social Total Score A Own/Shared Form ~
Step 4: Select the New button. pp—— T

Interms of family and friends, please select the response that would best describe your current relationships.

Step 5: Enter all the required
information.

How many close friends do you have, people that you feel at ease with, How many relatives do you have, people that you feel at ease with that
can talk to about private matters? you can talk to about private matters?

Select en Option - Select an Cptian -

Relationship Comments:

The Loneliness/Social Isolation form
has multiple actions after entering the

LOMELINESS

page . Th ey are: ’Lo.ne.liness Screening Start Date *select screening Location
o Save: The Loneliness In::t:::zlz':ie-ek.how often do you feel lonely? : Loneliness Total score
Serverity Rating, Loneliness Lonaliness Severity Rating

Total Score, Social Isolation
Severity Rating and Social Isolation Total Score are calculated. The information entered is
saved and you stay on the form.
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e Save & Exit: The severity ratings and total scores are calculated, the information entered is
saved and you return to the Loneliness/Social Isolation (FV) List View where ratings and
scores are displayed.

e Cancel: Does not save any information and returns to List View.

Step 6: Select either Save or Save & Exit.

Editing the Loneliness/Social Isolation Form
Step 1: From the Top Menu, click Client Search, click on the client's name.
Step 2: From the Details menu, click the Enroliments tab.

Step 3: From the Enroliment Details Menu, click the Forms tab.

p ) Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up Mare
Loneliness/Social
ISOIatIon Iln k Loneliness/Social Isolation (Fv)
Loneliness/Social Isolations (1) s New
Sr. Mo. ~ Loneliness start Date Loneliness Total Score ~ Social Start Date Social Total Score ~ | Own/shared Form w
03/25/1025 1 03/25/2025 1 Own Form
showing 1 of Total Records: 1
Loneliness/Social Isolation (FV) [Reset | [ Cancel | m Save & Bxit
e— " terms of family and friends, please select the response that would best describe your current relationships.
How many close friends do you have, people that you feel at ease with, can talk to How many relatives do you have, people that you feel at ease with that you can talk to
about private matters? about private matters?

Select an Option v Select an Option v

Relationship Comments:

List View forms have multiple
options after you have viewed
or edited the page. They are: “Loneliness Screning Start Date “selectscreaning Location

4/9/2025 & Phone v

In a typical week, how often do you feel lonely? Loneliness Total Score

e Reset: A pop-up box B
asks you to confirm that Lonelines Severity Rating
you want to clear all the
information entered.

e Cancel: Does not save any changes and reverts to the last version of the saved form.

e Save: Scores and severity ratings are calculated, the information entered is saved and you
stay on the form.

e Save & Exit: Scores and severity ratings are calculated, the information entered is saved and
you return to List View where ratings and scores are displayed.

Step 5: Select either Save or Save & Exit.
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New Volunteer Flow Chart

Program Tools .

Friendly Visiting

Volunteer
Information

Friendly Visiting
Volunteer Units

of Service

When entering a new volunteer in VIVE, the process follows the basic flow represented in the New
Volunteer Flow Chart diagram above. This process is managed via the Program Tools section where
both FV Volunteer Information and FV Units of Service are accessible.

Friendly Visiting Volunteer Information

Within this section you can add a volunteer, search for volunteers, and edit a volunteer’s information.

Adding a New Volunteer

Step 1: From
the Top Menu,
click Program
Tools. Click the
FV Volunteer
Information
tab.

FV Volunteer Information (21)

Name “ | Status
1 James Jones Pending
2 Gary Shivavi Pending

3 testname Pending

Age

80

65

~ | Address

Search Volunteers...

| Start Date

01/16/25

123 WEST 123RD STREET, 5..  01/15/25

01/15/25

v | End Date

New

v

Step 2: Select the New button.

Step 3: On the New FV Volunteer Information
pop-up enter the required fields. Select Save.

VIVE is a Product of NYC Aging

*First Name
Calvin

Title
~None-

*Date of Birth
Sep 10,1998

Home Phone

Email

chelps28@gmail.com

New FV Volunteer Information

*Last Name
Helps
Gender Identity
A d Male
Cell Phone
& 5558883434

Work Phone

Address

) 35 CENTRAL PARK NORTH, 4, MANHATTAN, X

New Address

| -

19
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The FV Volunteer Information form includes multiple sections: Details, Availability, Match Status,
Notes and

FV Volunteer Information
Update Volunteer Status

Documents. jim jones
The Details section Details Availability Match Status Notes Documents

includes multiple > Jinformation

types of information. Jemergency Contact nformation ]
The SeCtlonS can be Efhergency Contact Name ) Emergency Contact Relationship

m

ergency Contact Phone 1 Emergency Contact Email

collapsed or
expanded. Click the
Caret to the to reveal
additional information N

> BAdditional Volunteer Information

> Bif you have volunteer experience, please describe below

or hide information. —
For example, the Emergency Contact Information caret is facing down and displaying more fields.

Use the pencil icons to enter additional information. Confirm that all required fields are completed
before selecting Save.

Adding Volunteer Availability

The Availability form provides the ability to capture details associated with the days and times the
volunteer can visit clients. To complete the form:

Step 1: From the Top

Menu’ C||Ck Prog ram FV Volunteer Information FV - Units of Service Survey Invitation Links  Ticketing Module
Tools. Click the FV
Volunteer FV Volunteer Infermation (1) calyin o New
I nfo rm at i on ta b . Mame v | status v | Age “ | Address “ | start Date “ | End Date v
Select Name link for ' Pending 7 35 CENTRALPARK NORTH..  03/25/25
volunteer.
Step 2: Select the B i
Availability link and then
the New button_ Details Match Status Notes Documen ts
Availability (1) New
Availability Name Matched with multiple clients? Availability Start Date Availability End Date

VIVE is a Product of NYC Aging 20 Last Updated: 11/6/2025
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Step 3: On the New Availability pop-up pick the N
Start Date from the dropdown. !
Highlight the times and use the triangles of the information _
multi-select fields to move times from Available Matched with multiple dlients? ©
to Chosen. e Y
* Availability Start Date Availability End Date
If a choice is made in error, use the left-facing & 8
arrow to move the choice back to its original box. What i your availabity?
Confirm that all required fields are completed Monday
before selecting Save. Available Dcmsm
Tuesday
Available Chosen
10am-1pm g 1pm-5pm
Wednesdawv e ——
[cancer || ver S
Editing Volunteer Availability
Step 1: From the Top Menu, click Program Tools. Click the FV Volunteer Information tab.
Step 2: From FV Volunteer Information, click on the volunteer’s name link.
Step 3: Click the Availability sub-menu.
Step 4: Click any e
pencil icon to open AB-0035
fields for editing. .
Select Save when
Matched with multiple clients?
completed.
Availability Start Date Availabilit Dat:
~ What is your availability?
e
.'-ii-:-ni:
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Step 5: Use the browser’s back arrow at the top left of the screen to return to the Availability List
View.

<] > C

Volunteer Documents

From the volunteer’s details page, upload information, such as driver’s license, to the Documents
section.

Details Availability Match Status Notes Documents

Documents (1) ¢ Add Document |

Document Type “ | Document Title “ | Access Level “ | Uploaded By “ | Status “ | Uploaded Date “ | Program Name '

Applications Fv Application.png Program Level David Dring Active Apr 9, 2025 Friendly Visiting - NSHOPP.. D

To add a new document, select the Add Document button and follow the common procedures.

To change the status of a document, click on the downward facing arrow and select Edit Status.

Adding Volunteer Notes

From the

Volunteer’s details Details Availability Match Status Notes Documents

section, add, filter, ™" o B

edit and print —
Notes (1) New Note H Print Notes ‘

notes.

Event Date Subject ~ | Comments v | Created By v | Last Modified By | Program Name v

04/10/2025 Excellent first meeting with Jan...  Met with Janetta at her house ..  David Dring David Dring Friendly Visiting - NSHOPP - C.

Match Status

Match Status is the function that enables you to match a client with a volunteer. This match can be
done either in the client’s or volunteer’s record. Once completed in one record, the match status is
reflected in both records.
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Creating Match — Client Process

To create a match between an FV client and volunteer, a volunteer must be within the system. (See
above for instructions on entering a volunteer.) Next, are the steps to create a match from the Client

file.

Step 1: From the Top Menu, click Client Search or Referral Queue, search for the client and click

their name link.

Step 2: From the Details
menu, click the Enrollments
tab.

Step 3: From the Enrollment
Details Menu, click the Match
Status tab. Select the New
Match Status button.

Enroliment

Friendly Visiting - NSHOPP - CMA

Contact
Peter Lo

Enroliment Details

Match Status (0)

Assigned To
Karyn Velez

Friendly Visit Service Plan

gn Worker ‘ | Clasing Enrollment

Case Notes Follow up More

Step 4: On the New Match Status pop-up
complete the required fields. The volunteer
field uses type-ahead technology. Start

typing a volunteer’s name and pick one from

the list. Select Save.

%

Start Date

Apri0,2025

New Match Status

End Date

]

*Volunteer

Corgact

ien

Q] Peter Lore

*Match Status

Select an Option

Volunteer Mobile Phone Number

Enrollment

v B Friendly visiting - NSHOPP - ChA

at

Creating a Match — Volunteer Process

Similarly, a match can be created from a volunteer’s details page.

Step 1: From the Top Menu, click Program Tools, click the FV Volunteer Information tab.

Step 2: From the FV Volunteer Information List View, click on a volunteer’s Name link. Click on the

Match Status link.

VIVE is a Product of NYC Aging
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Step 3: Select
the New
Match Status
button.

FV Volunteer Information
jim jones

Details Availability Match Status Notes Documents

Match Status (0) el
New Match Status

Sr.No. v Match End Date

*Start Date End Date

Step 4: On the JR—
New Match Status pop-up complete Volunteer *Contact
the required fields. The client field uses E" o
type-ahead technology. Start typing a

client’'s name and pick one. Select “Match Status

Save' Select an Option v

Bt
@t

test-pilar client

Finalizing Friendly Visit Service Plan

When a “match” is made between the client and volunteer and the service is ready to start, you must
update Friendly Visit Service Plan so the referring program can be alerted to the new service
status.

NOTE: The original service plan
is created by the referring Case
Management Agency.

Updating the Friendly Visit Service Plan

Step 1: From the Top Menu, click Client Search or Referral Queue, search for the client and click
their name link.

Step 2: From the Details Menu, click the Enrollments tab and click on an active enrollment name
link.
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Step 3: From the
Enrollment Details Menu,
click the Friendly Visit
Service Plan tab. The
service plan will be in Draft
status. Click the Friendly
Visit Service Plan name
link.

Step 4: From the FV

Service Plan details, select
the Status dropdown and pick
Service Started. Select Save.

This will update the view of the
service plan for the case
management agency as well.

Enroliment

Friendly Visiting - NSHOPP - CMA

Assigned To
Karyn Velez

Assign Worker | |

Closing Enrollment

Enrollment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More
Friendly Visit Service Plans (1} (&
Friendly visit Service Plan .\ | status ~ | Authorization Date service Authorization “ | source Program ~
|I FV-00127 Draft I 03/21/2025 Outreach Case Management - NSHOPP - C
showing 1.of 1Page(s) Total Records: 1
FV Service Plan
Fw-00127
Conta Assigned Ta
Karyn Velez
Friendly Visiting Program Status
D Friendly Visiting - MSHOPP - CMA Service Started -
Authorization Date Service Authorization
Mar 21, 2025 Outreach hd

Closing the Friendly Visit Service Plan

If the client no longer wishes to no participate in the friendly visiting service program the “match” must
first be dissolved and then the service plan closed.

Dissolving Match Status

Step 1: From the Top Menu, click Program Tools, click the FV Volunteer Information tab.

Step 2: From the FV Volunteer Information List View, click on a volunteer’s Name link. Click on the

Match Status link.

Step 3: From the
Match Status
List View click on
client’'s Match
Status ID link.
The Match

Details

Match Status (3)

Sr. No.

Availability

FV Volunteer Information

George Burns

Match Status Motes Documents

Update Volunteer Status

[

. New Match Status ‘

Match Status Details

Status Details

page will display.
In the Match Status field
choose Match Dissolved from
dropdown. Select Save.

VIVE is a Product of NYC Aging

Name
Ms-3475
*Start Date
May 7,2025
Contact

test-nozh client

Volunteer Mobile Phone Number

Owner
Friendly Visiting - NSHOPP - CMA

*Match Status

[ Matched

‘ ' Matched

Match Dissolved

B ccoe

Volunteer Home Phone Number

Enrollment
Friendly Visiting - NSHOPP - CMA

25
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The match will now have a status of Match Dissolved on the List View.

Closing the Service Plan

Step 1: From the Top Menu, click Client Search or Referral Queue, search for the client and click
their name link.

Step 2: From the Details Menu, click the Enrollments tab and click on an active enroliment name
link.

Step 3: From the

Enroliment

Enro"ment Details Friendly Visiting - NSHOPP - CMA Assign Worker l [ Closing Enroliment
Menu’ C||Ck the Contact Assigned To

Friendly Visit Service '

Pla n ta b . The Se rVICG I Enroliment Details Forms Assessments Match Status Friendly Visit Service Plan Case Notes Follow up More

plan will be in Service

. Friendly Visit Service Plans (1) c
Started status. Click the
. . m . Friendly Visit Service Plan .. v | Status “~  Authorization Date Service Authorization ~  Source Program v
Friendly Visit Service _
. I FV-00173 Service Started I 04/09/2025 Outreach Case Management - NSHOPP - C.
Plan name link.

i Total Records: 1
showing 1of 1 Pages)

Step 4: From the FV

Service Plan details,
select the Terminate ot ——
FV butto n . testnoah client
Friendly Visiting Program Status
D Friendly Visiting - NSHOPP - CMA Service Started v
Step 5: On the FV
. . Authorization Dite Wmn
Termination pop-up apro, 205 .

. FV Termination
completed all required

fields. Termination
Date can only be in
future. Select Save.

*Termination Date “Termination Code
May 12, 2025 & Client moved out of the service area v

*Termination Reason

The service plan will Mr. Client moved to Maine to live with his family.

now have a status of %
Terminated on the E m
List View. The client’s

enrollment in the

Friendly Visiting Program can now be closed.
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VIVE automatically updates the Case Management Program that made the initial service request of

the termination.

NOTE: Termination of the Friendly Visit Service Plan will automatically close the client’s
Enrollment in the program once the termination date has been reached.

Friendly Visiting Volunteer Units of Service

This sub-tab allows you to log Units of Service provided by your volunteers.

Adding a New FV - Units of Service Record

Step 1: From the Top Menu click Program Tools. Click on the FV — Units of Service tab. A List
View displays the program’s units of service records by month/year to date. Each record has a status

of either Draft or

Select New FV - Units of Service (2)

Name ~ Month

W Created Date

FVU-D00015 Februa ry 02/19/2025
FWU-300006 January 01/14/2025
Total Records: 2

Showing 1of 1 Pagels)

Step 2: From the FV- Units of Service form confirm the Status, Year and Month.

Step 3: Select Calculate to update

the numbers and display the list of ——
matches. D e | -
NOTE: You cannot create a
service form for a month or year
that is in the future.
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Step 4: For the active
matches, enter their units
across the row of 6 fields: o

visits, calls, etc. = .

Total # of In-Person Visits Total # of In-Person Hour

y Visiting - NSHOPP - CMA Draft -

Use the Search field to find a
SpeCifiC V0|unteer by typing Total # of Virtual Visits Total # of Virtual Visit Hours
either their name, their VIVE

Total # of units for the month

ID or the name of the client
they are matched W|th Recalculate lLazt Calculated Date: 03/25/2025

Total # of Telephone Calls Total # of Telephone Hours

Once all units are entered, o o
Se I eCt Save - volunteer ID  volunteer Name Client 1D matched client Start Date End Date # of In-Person visits ¥ of In-Person Hours ¥ of Telephone Calls % of Telephone How

V-00061 Calvin Helps 0999006781  Peter Lorre 03/25/2025 I 5.00 500 400 200 I

V-00061 Calvin Helps 0999006790 test-bradley client  03/25/2025

4 13

Editing an Existing FV — Units of Service Record
Step 1: From the Top Menu click Program Tools. Click on the FV — Units of Service tab.
Step 2: Click the Name link of a draft FV Unit of Service form.

Step 3: Browse or use the Search field to select the volunteer whose service units need editing.
Update the desired data and select Save.

Finalizing Existing FV — Units of Service Record
Step 1: From the Top Menu click Program Tools. Click on the FV — Units of Service tab.
Step 2: Click the Name link of a draft FV Unit of Service form.

Step 3: After confirming each entry twice, select the Final button at the bottom of the form.

NOTE: Once an FV — Units of Service record is finalized it cannot be
edited. Be sure to enter all necessary data before finalizing any records.

Access Assistance with VIVE and the VIVE Knowledge Base
e VIVE Knowledge Base contains reference guides, short videos and recorded trainings.
e 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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