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Using the VIVE Home Care 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 Home Care 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 of view NYC Aging’s Program’s Standards.

In this guide you will learn how to:

Home Care Flow Chart: Initial Service

Referral Queue

Reviewing a New Client Referral
Acknowledging a Client Referral
Accepting a Client Referral
Rejecting a Client Referral
Referral Notes

o O O O O

Enrollment

o Enrolling a New Client

o Assigning a Client Enroliment to a Worker
Home Care Assessment

o Creating a Home Assessment

o Editing/Updating a Home Assessment
o Cloning an Assessment

HC Consolidated Task List

o Creating a HC Consolidated Task List
o Editing a HC Consolidated Task List
Home Care Service Plan (Start Date)
Case Notes

Home Care Flow Chart: Client Service Updates
o On Hold

o Service Hour Changes

o Cost Share Changes
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o Terminating Services

o Confirming Service Termination

e Managing Home Care Service Units

o Creating a New Service Type: Event
o Entering Home Care Units of Service

¢ Monthly Service Unit Reporting

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

e Basic Navigation

e Case Notes

e Client Profile

e Client Search & Initial

Data Entry
e Consent
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Contacts
Dashboard
Documents

Enroliments

Events
Follow-Up

Glossary
Notifications

NYC.ID Login
Referrals
Reports

Unit Entry
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VIVE: Home Care 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.

Home Care Flow Chart:
This diagram outlines the major steps Initial Service

involved in working with a new client referred
to your program. Referral Queue

Home Care
Service Plan [ Enrollment
Review

Homce Care
erd Consolidated g Service Plan

Home Care O

Assessment

Task List (Start Date)

A\

Case Notes

Home Care Flow
Chart: Client Service

B
T
T
T

Thls.dlagram outlines the' majo'r steps involved in creating Home Care Flow Chart: Managing
service type matches, unit entries and monthly Home Care Service Units

summaries. I
Creating New
Service Type
Monthly Service Home Care Units
Unit Reporting of Service

You can navigate through these steps in this way and once information is entered you can return to
previous sections as needed.

This diagram identifies possible updates to a current client’s
home care service plan.
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Home Care Flow Chart: Initial Service

Home Care
e Service Plan B Enrollment

Referral
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Q Review
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HC Homce Care
Consolidated Service Plan
Task List (Start Date)

Home Care
Assessment

\//

Case Notes

Referral Queue

The Referral Queue is the starting point in evaluating the new client for enrollment into your Home
Care Services program. Referral Queue is one of the links on the Top Menu.

A CientSearch Referral Queue ProgramTools More v

Your program is alerted to a new home care referral with an email sent from NYC Aging VIVE on
behalf of the case management program you are associated with.

New York City Dep... Sandbox: Referral Received Wed 3/26/2025 11:1... 110KB
Hello, A referral for "Mac Client { 0999007183 )" has been received from "Case Management - NSHOPP - CMA". Regards, NYC Aging - VIVE <end>

Any updates or changes made by the case management program to a client’'s home care services
prompts an email to be sent to your program. The initial email notification prompts you to check the
queue for the pending referral.
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Reviewing a New Client Referral

Step 1: From the Top Menu, click
Referral Queue

Step 2: From the Referral Queue, use the
dropdown filter to select how you want to
filter the list. Pin your selection so it’s the
default option when you return.

A description of each Referral filter type:

¢ Recently Viewed: Referrals recently
opened and reviewed by the program.

o Referrals Accepted: Referrals

Refe

# Client Search Referral Queue ProgramTools More

Logged in user is Karyn Velez and working in Home Care - PH

Referrals

rrals Pending or Acknowledgedm m

O items {

a few seconds ago
LIST VIEWS

Recently Viewed

Referrals Accepted

Referrals Pending or Acknowledged (Pinned list)

Referrals Rejected

Referrals shared by my Program

“ | Source Progry

deemed appropriate for and accepted into the program.

¢ Referrals Pending or Acknowledged: Referrals received but have not been reviewed.

o Referrals Rejected: Referrals deemed not appropriate for services from the program.

o Referrals shared by my Program: Referrals made by your program to other programs including

termination of services.

Step 3: To view pending referrals, pick Referrals Pending or Acknowledged. You can sort the list
using any of the column headings. Click the Referral ID link to view the Referral Details form.

A4 (UCientSearch Referral Queue

Program Tools

More v : Karyn Velez -

Logged in user is Karyn Velez and working in Home Care - PERSONAL TOUCH - Bronx program.

Referrals

Referrals Pending or Acknowledged w | %

3 items » Sorted by Referral Mame » Filtered by All referrals - Referral Status, Referral Received « Updated a minute ago

referral Name T | Referral Status | referral Date “ | Source Program | Contact “ | Last Modified By A
1 RF-84515 Referral Sent 3/22/2025 Case Management - NSHOPP - CMA test-clarey client Karyn Velez -
2 RF-B4531 Referral Sent 3/25/2025 Case Management - NSHOPP - CMA Robert Smith Casze User -
Referral Sent 3/26/2025 Caze Management - NSHOPP - CMA Mac Client Karyn Velez -
VIVE is a Product of NYC Aging 5 Last Updated: 11/7/2025
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Step 4: From the Referral Details page, you can:

Link to view the Home
Care Service Plan.
Acknowledge, Accept or
Reject the referral

Referral Details Notes

Referral Information

Referral Name Referral Status
RE-24357 Referral Tent
Referral Date Contact
3/20/2028 c

= Care- FERIOMAL TOUCH - Sranx

s for external agency? External Agency Mame

Referral Comments

tar. Cliert iz loaking Forward to services. He needs them & zoon a: paszible

Service Plan

Home Care Service Plan

Services Requested

Homemaker/Perzonal Care

Step 5: On top of the read-only Crsasy —

view of the Home Care Service S I

Plan, you can see the requested

service type, including number of S

hours and frequency of care .
needed, the cost share or e e

contribution amount, and comments about

the plan from the case management ) : .
agency. S 5 = .
The bottom portion of the form is - -

designated for your home care program.

Access to this portion becomes available |

once the client is enrolled in your program. Cemmm
Acknowledging a Client Referral

Step 1: From the Top Menu, click Referral Queue, use the filter to list your Referrals Pending or
Acknowledged referrals.
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Step 2: Click the Referral ID link to view the Referral Details.

Step 3: From the

Referral Details reaaser scknowieage |[ Accapt | [ Reject |
and after you have

l'eVIeWGd the referral Details Hotes

referral, you can
choose to select Acknowledge. This alerts the referring program of your receipt of the referral on their
Referral Queue listing.

Accepting a Client Referral

Step 1: From the Top Menu, click Referral Queue, use the filter to list your Referrals Pending or
Acknowledged referrals.

Step 2: Click the Referral ID link to view the Referral Details.

Step 3: From the
Referral Details Prpassy scknowiecge |[ Accest || Reiect |
the Home Care
Service Plan can Referraloetalls | Wotes
be reviewed by service Plan
clicking the Home Care Service Plan Home Care Service Plan
link (in the middle of the page). If the i
plan is appropriate, select Accept. Services Requested

Homemaker/Persanal Care

g

Step 4: After you select Accept, the buttons are replaced with a Create Enroliment button. Also, on
the Referral Queue
the referral is moved
from the list
Referrals Pending
and Acknowledge
to Referrals Accepted. The referring program is alerted to this acceptance on their Referral Queue
listing.

Rejecting a Client Referral

Step 1: From the Top Menu, click Referral Queue, use the filter to list your Referrals Pending or
Acknowledged referrals.
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Step 2: Click the Referral ID link to view the Referral Details.

Step 3: From the

Referral Details RFiss? acmoviedge | [ Accept |[ Beject |
page select the
Reject button.

*Rejection Code

Step 4: From the
Rejection Details page, pick the code
and enter the reason.

Referral Invalid - Service never provided by agency v

*Rejection Reason

Mo home care service plan was attached to the referral for review. Need corrected referral with home care
service plan attached.

VIVE automatically sends a notification 2
and an email to the referring program [ Cancel | [ — ]
on your agency’s behalf informing them -
of the rejection.

Referral Notes

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

Step 1: From the Top Menu, click Referral Queue, use the filter to view your desired list of referrals.

Step 2: Click the Referral ID link
to view the Referral Details. RF54520

Step 3: Click the Notes sub-
menu link. 0 .

Step 4: Select the New Note )

button. New Referral Note

Step 5: From the New e
Referral Acknowledged
Referral Note pop-up enter S
the title of your nOte and In process of reviewing referral for acceptance or rejection
related comments. : z

Step 6: Select Save. [ Cancel ml

Editing a Referral Note
Step 1: From the Top Menu, click Referral Queue, use the filter to view the list of referrals.

Step 2: Click the Referral ID link to view the Referral Details.
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Step 3: From the List View
of the Referral Details and
at the right of note’s row,
select Edit.

Step 4: From the Edit
Referral Note pop-up make

Referral Details Notes

From To

& & m

Notes (1) New Note | | Print Not |

Event Date subject v | commen ts v | Created By s | Last Modified By w | Program name W

03/26/2025 Referral Acknowledged In process of reviewingre...  Karyn Velez Karyn Velez Home Care - PERSONALT...|

Total Records: 1
Showing 1of 1Paj
Edit Referral Note

any necessary changes. —

Select Save.

Enroliment

Title

Rreferral Acknowledged

Comments

In process of reviewing referral for acceptance or rejection. To review by Friday.

4

82 /10000 characters

Enroliment is the process of adding the client into your program so further actions can be taken in
their record. This process begins after you have approved a referral.

Enrolling a New Client

Step 1: From the Referral
Details page, select the Create
Enrollment button.

Step 2: The Create Enroliment

pop-up appears. All fields are pre-

populated. Confirm the

Enrollment Date, which can be set in the
past, but never in the future. Select Save. P—

With the client enrolled, you have access
to the Enrollment Details menu, which

Referra
RF-84557

Referral Information

Referral Name Referral status
RF-84557 Accepted

Refer
3/26/21

ste

Create Enrollment
Source Program

Case Management - NSl

*Program *Contact

Home Care - PERSONAL TOUCH - Bronx E Mac Client

*Enrollment Date

il

| Cance

provides access to forms, assessments,
the Home Care Service Plan, Event Sign-up, Case Notes, Unit Entry, and more. It provides an
overview of the client’s enroliment and referral information.
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Assigning a Client Enroliment to a Worker

Step 1: From the Top Menu, click Client Search, click the Name Link of the client.

Step 2: From the Details menu, select the Enrollment tab. Click on the Enroliment Name link.

Step 3: Select
the Assign ;;;r;:&are - PERSOMNAL TOUCH - Bronx Il Assign Worker || Closing Enrollment |
Worker button.

Contact Assigned To

Assign Worker

Step 4: From the
Assign Worker Frrolment Details
pop-up, use the
dropdown to pick the worker. Select
Submit.

*Assigned To

Karyn Velez

You can re-assign a worker at any time.

The assigned worker receives two notifications.

e The client’s enrollment is listed within the assigned workers My Enroliments on the
Dashboard. It can take a minute, refresh the Dashboard if the enrollment isn’t immediately
there.

e The assigned worker receives a notification accessible from the Bell icon on the Top Menu.

BEST PRACTICE TIP: Since clients are usually assigned to the home care coordinator, it is
not required for programs to use the Assign Worker feature. However, this feature is a tool that
can be used by the home care program if it helps streamline the overall workflow.

Home Care Assessment

An assessment is a collection of forms that streamline the re-assessment process. The Home Care
Assessment includes 9 forms. There are two parts of an assessment: the details and forms.

e Assessment Details include when the assessment was created, by whom and its status. Only
pending assessments can be edited. The completed status allows you to track your client
overtime. There is a cloning feature that further streamlines the reassessment process

e Forms are a mixture of Page and List View and have three different status types for
assessments: Pending, Completed and Inactive.

There are different styles forms. The first is a List View, such as Assistive Devices. List View forms
display rows of historical forms saved. Click the New button to create one or click on the form ID
number link to access and/or edit the details. The second is a single Page View form, such as
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Information (HC). Page View is a single form that when edited overwrites the previous entry. To start
or edit a Page View form, select the Edit button.

Example List View: Assistive Devices

These provide a historical list of completed forms. To create this form, select New. To edit a form,
click on the form’s ID link.

Assessment Details Forms
Information (HC) Health Status (HC) Medication List Risk Factors for Falls Assistive Devices Home Safety Checklist More s~
Assistive Devices (2) [
Sr. No. N Assistive Devices v Does the client v Assessment 1D v Created Date Own/Shared Form v
1 Hand Held Shower Has Device AS5-23519 04/12/2025 Own Form
2 Cane/Support Cane Has Device AS5-23519 04/12/2025 Own Form

Assistive Devices | Reset || Cance |m Save & Exit

Assistive Devices (Please indicate which assistive device the client has, needs or requires training to use)

Select the Assistive Device
Hand Held Shower -

Does the client:

v Has Device Needs Training on use of
Needs Device device

List View forms have multiple options after you have viewed or edited the page. They are:
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.

e Save & Exit: The information entered is saved and you are returned to the List View.

Example Page View:
Assessment Details Forms
Information (HC)
i Information {(HC) Health Status (HC) Medication List Risk Factors for Falls Assistive Devices Maore
Savgd edits rgplace —
previous entries. s nformat
Some fields are grey, chent Lves i — I
riend Other Family Significan er
because they are pre_ Lives Alone Paid Help Spouse
populated from the Client et |

I . _
Profile. Select the Edit ||_ Reset | [ cancel | (D }-

button to make changes.
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After editing a Page View form, there are three actions: Reset, Cancel and Save. These actions have

the same properties described as List View.

Creating a Home Assessment

Step 1: From the Top Menu, click Client Search, click on the client's name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enroliment name link.

Step 3: From the Enroliment Details Menu, click the Assessment Tab and select the Create

Assessment button.

Enrcliment

Home Care - PERSONAL TOUCH - Bronx

Assign Worker

I Closing Enrollment

Contact

Assigned To

Mag Client

Karyn Velez

Case Notes

Enrollment Details Forms Assessments Home Care Service Plan Event Signup
Assessments (0)
AssessmentID v | AssessmentType ' | AssessmentRea.. “ | AssessmentStat. W

Assessment Start Da...

Unit Entry More

o Create Assessment

Program Name v | Own/Shared Form

Step 4: On the Create Assessment pop-up all
the fields are pre-populated. Confirm the
Assessment Date. It can be set in the past but
never in the future. Confirm that all required
fields are completed before selecting Save.

* Assessment Type

Home Care Assessment

* Assessment Reason

Create Assessment
Contact
v B MacClient
Enrcliment

Initial 4
* Assessment Date
Mar 31,2025 &

[E) Home Care - PERSONAL TOUCH - Bronx

Step 5: From the
Assessment Details sub-
menu, the Status defaults ___
to Pending. Use the
pencil icons to make any
changes. Select Exit.

Assessment Details Forms

Assessment 1D
AS-19724

3/31/2025

Reassessment Due Date

Referring Agency Name
Case Management - NSHOPP - CMA
Created By

Karyn Velez

Assessment Type
Home Care Assessment
Assessment Status

Pending

Assessment Completed Date

Linked Referral

RF-84557

Referring Worker Name
Karyn Velez

Last Modified By

Karyn Velez

VIVE is a Product of NYC Aging
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Step 6: Click on the Forms sub-menu to access the forms of the Home Care Assessment. There
are 9 forms available here. Click the forms link to access them. Depending upon your widow width
you may need to click on More to access other forms.

Step 7: Click the desired
form sub-menu then pssessment petals

Select either the Edit Information (HC) Health Status (HC) Medication List Risk Factors for Falls Assistive Devices I More v I

button or New button Information (HC)

depending upon the Basic Information SR
Client Lives With IADLS

form style. Friend Signifcant Other
Lives Alone Paid Help Spouse

NOTE: If there is an Assessment with the status of Pending, you cannot create another. You
must change the status of the Pending Assessment to Completed before creating a new one.

Editing/Updating a Home Assessment
Step 1: From the Top Menu, click Client Search, click on the client’s name link.
Step 2: From the Details Menu, click Enrollment tab, click the enrollment name link.

Step 3: From the

Enrollment Details Menu
click the Assessments tab
and click on a pending
Assessment ID link. Only
pending Assessments can
be edited.

Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry More

Assessments (1) (e Create Assessment

D v Type v tRea.. Vv | 2 Stat.. W StartDa.. | ProgramName  “ | Own/Shared Form v

1 I AS-19784 Home Care Assessment  Initial Pending I 03/31/2025 Home Care - PERSOM... Qwn Form

Showing 1 of 1Page(s) Total Records: 1

Step 4: On the _
Assessment Details Forms

Assessment Details

Assessment 1D

page use pencil iCOnS AS-19784 Assessment Reason Assessment Status
Initial
. e . Assessment Reason Completed v
to edit specific fields.
Assessment Start Date Assessment Completed Date
H Assessment Start D
When addlng the F— 3/31/2025 B 4/1/2025 =
Reassessment Due [ Reassessment Due Date Linked Referra
Assessment
completion Date it Referring Agency N Referring Agency Name Referring Worker Name
’ c.h ‘M 558 . Case Management - NSHOPP - CMA Karyn Velez
ase Management - N5
cannot be the same Cented vy Crested 5y Last Modifed By

Karyn Velez Karyn Velez

date as the Start Date. s
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After confirming edits, click Save then Exit.

Step 5: From the Assessment Details page, click Forms sub-menu. Then click the Form Name you
want to edit. If you don’t see the form name, click More.

If the form is Page View,

then select the Edit button. poemment betefle |
. . . . Information (HC) Health Status (HC) Medication List Risk Factors for Falls Assistive Devices
If the form is List View, click |~ oo
the Form ID link. Basic formation oo
Confirm your edits before e o
selecting the Save or the

Cancel button if you do not
want to save your entries.

Cloning an Assessment

At the time of the 6-month assessment visit, you can Clone or copy the previous assessment to
streamline the editing process of the assessment if any changes have occurred for the client.

Step 1: From the Top Menu, click Client Search, click Client’s Name link.
Step 2: From the Details Menu, click Enrollment tab, click Enrolilment Name link.

Step 3: On the Enroliment Details Menu, click Assessments tab, click most recent Assessment ID
link marked Completed.

Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry More

Assessments (1) c Create Assessment

Assessment ID w Assessment Type Assessment Rea... v # Stat.. W Start Da.. Program Name w Own/Shared Form v
|I AS-00750 Home Care Assessment  Initial Completed I 01/16/2025 Home Care - PERSOM..  Own Form
showing 10f 1
—— Assessment
AS-00750 Clone Assessment
Linked Enrollment Contact Assigned To
Home Care - PERSOMAL TOLUL. test-gail client
Assessment Details Forms

VIVE is a Product of NYC Aging 14 Last Updated: 11/7/2025
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Step 4: From the Assessment Details sub-menu, select Clone Assessment button in upper right
corner.

Step 5: Review and then confirm SRE et
Yes that you want to clone the _ _ . _
If you clone this assessment, a new assessment will be created for the client with pending
assessment on the Clone status. Are you ready to clone this assessment?
Assessment pop-up.

NOTE: After cloning an Assessment, the List View will show both the previous and cloned
assessments — the recently cloned with a Pending status and the previous with the status
Completed.

HC Consolidated Task List

The HC Consolidated Task List is the only form within the Forms section.

Creating a HC Consolidated Task List
Step 1: From the Top Menu, click Client Search, click on the client’s name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enrollment name link.

Step 3: On the
. Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry
Enroliment Details
Menu, click the Forms HC Consolidated Task List
tab' CIICk the New Adult Day Care Task Lists (0) < E
button. _ _ .
Step 4- From the HC Consolidated Task List
Consolidated Task iy
List Details form, enter all appropriate & | |t -
flelds ia:: Who provides th:
Selecting Save returns you to the Details trcoese - - i proides e sstanc
page with the completed fields in grey.

Selecting Save & Exit saves the data and
returns you to the List View. Cancel does not save anything and returns you to the List View.
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Editing a HC Consolidated Task List

From the HC HC Consolidated Task List ‘ Edit ‘
consolidated Task List Consolidated Task List Details

click on a pending ID e el :
link. Then select Edit. ating

Assist Who provides the assistance
Then SeleCt the Independent Some Assistance Total Assistance ;E:tmopt-o. -

appropriate button to Encourage I_wh“
. . Independent Some Assistance Total Assistance ( v N
return to the List View. . I‘ Reset | [ Cancel |m Save & Exit L

Home Care Service Plan (Start Date)

Once a date is set for the start of a client’'s home care services, update the Home Care Service Plan
to reflect this service start.

Updating Home Care Service Plan
Step 1: From the Top Menu, click Client Search, click on the client’s name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enrollment name link.

Step 3: On the

Enroliment

Enro"ment DEta“S Home Care - PERSONAL TOUCH - Bronx l Assign Worker ] l Closing Enroliment l
Menu, click on the i

Home Care
Service Plan tab.

Enroliment Details s = Home Care Service Plan EventSignup  CaseNotes  UnitEntry  More

. Home Care Service Plan Name s | Status ~ | Authorization Date | HC Start Date Category ~ | Frequency ~ | Source Program ~
Step 4: Click on the
d ft PI I D I . k 1 I HC-00186 Draft I 03/26/2025 Initial Authorization Weekly Case Management - NSHO.

Total Records: 1

Step 5: The top el [ 1750705

section of this form N

is for the CMA to manage. e

Your section is toward the > For ClA Only

bottom. Click the triangle | .

down to reveal the HC Start | .. He strt Dae ]
Date. The start date cannot HC End Date ===

be prior to the Referral m .
Date, but it can be in the =13

future. Dates that are more

than 5 business days in the future will require the Reasons for Delay Start field to be completed.
Select Save. The referring program will view the service start date on their Home Care Service Plan
List View.
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Case Notes

Case Notes is a tool that can be used to document client interactions and update your Program
Officer. (For more information on Case Notes.)

Documents

Documents is a tool that can be used to add, edit, and view records of various document types
associated with a client’s file by uploading them into the database. (For more information on
Documents.)

BEST PRACTICE TIP: [t is not required for programs to use either the Case Notes or Documents
features. However, these features are tools that can help streamline the process of providing
access by your Program Officer to documented actions taken by the home care service program.

Home Care Flow Chart: Client Service Updates

There are four service updates that impact the provision of home Home Care Flow Chart: Client
care services: Service Updates

1) Placing a client’s service on hold.

2) Changing the number of service hours. V’ "On Hold"
3) Changing the cost share/contribution amount.

4’ Service Hour Changes
4) Terminating home care services.

Q Cost Share Changes
These Updates are Managed within Home Care Service Plan
Step 1: From the Top Menu, click Client Search, click on the )) VST muaidig SEiviczs

client’s name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enroliment name link.

Step 3: From the Enrollment Details Menu, click the Home Care Service Plan tab.

On Hold

When a client’s home care services are put On Hold, the case management agency initiates the on
hold, and your agency receives an email.

New York City Dep... Sandbox: On Hold for Home Care Tue 4]1/2025 5:00 PM 111 KB

Hello, Home Care services for "test-cutie client { 0999007173 )" were placed On Hold on "4-2-2025". Regards, NYC Aging - VIVE <end=
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Information about the on hold is noted in the client's Home Care Service Plan. Once the scheduled
dates for the on hold have ended, the system automatically removes the notation from the service
plan.

There is no further action that needs to be taken by the home care program in VIVE.

Service Hour Changes |—|
This Home Care Plan is scheduled to be On Hold from 4/2/2025 to 4/4/2025

If the client’s service hours
need to be changed, the case

management program sends a
new service plan referral. An
email is sent to your program
alerting you to the new referral.

Home Cara Service Plan
HC-00190

New Yerk City Dep... Sandbox: Referral Received Tue 4/1/2025 5:05 PM 118 KB
Hello, A referral for "test-jack client { 0999001606 )" has been received from "Case Management - NSHOPP - CMA". Regards, NYC Aging - VIVE <end=

As changes to Service Hours require a new referral (for auditing purposes), you must accept the
referral as described at the beginning of this guide.

Cost Share Changes

If the client’s cost share rate changes or becomes a contribution rate, the case management program
sends an updated service plan referral to the home care program. An email is sent to your program
alerting you to the new referral.

New York City Dep... Sandbox: Referral Received PM 112 KB

Client ( 0999007183 )" h g NSHOPP - Ch

As changes to Cost Share require a new referral (for auditing purposes), you must accept the referral
as described at the beginning of this guide.

Terminating Services

If the client’s home care services need to be terminated, the case management agency initiates this
action, and your agency receives an email regarding the termination.

New York City De... Sandbox: Terminate Services - Home Care Mon 3/31/2025 2:19... 108 KB
Hello, Home Care Service Termination was scheduled for "Tallulah Bankhead ( 0998006784 )" on "4-2-2025" Regards, NYC Aging - VIVE <end>
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Notification about the scheduled termination is displayed on the Home Care Service Plan associated
with the client.

This Home Care Plan is scheduled to be Terminated on 4/2/2025%

HC-00185

Within the For Home Care Only section of the Home Care Service Plan (at the bottom of the page),
enter the termination date in the HC End Date field and select Save. The system automatically
changes this

For Home Care Only

status to
. *HC Start Date
Terminated.
Reason for Delay Start
Apr2,2025 s ~None— v
=
B

There is no further action that needs to be taken by the home care program in VIVE.

NOTE: The Closing Enrollment button does not need to be selected by the Home Care program
as part of the Termination process. VIVE will automatically close the client’s enroliment once the
date of termination is reached.

Confirming Service Termination

The client’s service termination is noted both on the Enroliments Tab and on the Home Care
Service Plan.

Confirming Service Termination: Enroliments Tab

Step 1: From the Top Menu, click Client Search, click on the client's name link.
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Step 2: From the Details Menu, click the Enrollment tab, click the enrollment name link. View the
Enrolliment Status as

Inactive. T

Contact Type Date of Birth Phone
Upload Picture Client 5/5/1958

Details Consents Contacts General Comments Referrals Enrollments Documents Program History More s

Enrollments (2) ]

Ste p 3 - Cl I Ck on th e Enroliment Name » | Enroliment status + | Enroliment Date Program ~

Inact- e n ro men 1 Home Care - PERSONAL TOUCH - Bronx Inactive 03/31/2025 Home Care - PERSONAL TOUCH - Bronx
ive Enroll t

Name |In k' I This Enrollment was marked Inactive on 4/2/2025 I

The Enroliment
Details Menu displays _

a message and the ottt e
Enroliment Details
Status changes to
Inactive.

Enrollment -
Q Home Care - PERSONAL TOUCH - Bronx Assign Worker

Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry More

Enroliment Information

Enrollment Name Enroliment Status

Home Care - PERSONAL TOUCH - Bronx Inactive

If the services are ever required again, the case management program would create a new Home
Care Service Plan referral. A new enrollment would then be created by your program.

Confirming Service Termination: Home Care Service Plan
Step 1: From the Top Menu, click Client Search, click on the client’s name link.
Step 2: From the Details Menu, click the Enrollment tab, click the enroliment name link.

Step 3: From the Enrollment Details Menu, click the Home Care Service Plan tab.

On the Home Care

Se rvice Plan List Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry More

View the plan’s

Home Care Service Plans (1) <
tatus changes t
S a u S. C a n eS O Home Care Servi_. » | Status ~ | Authorization Date HC Start Date category ~ | Frequency ~ | Source Program v
Te rml nated - 1 I HC-00185 Terminated I 03/26/2025 03/26/2025 Reauthorization Weekly Case Management - N._.
Total Records: 1

Showing 1of 1Page(s)
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Step 4: Click the Plan’s ID link to

see on the Home Care Service

Plan details that Status also e I~
changed to Terminated. :
The service plan now provides VAR
. . . Home Care Program
information regarding the date of | o .
termination, the code associated - AutoriztonDate
with the termination and detailed Q o
reasons for the termination. e e

*# of Hours *Fraquency

Contribution Rate Per Hour @ Primary Language

Cost Share Monthiy Amount Cost Share Fee Rate Per hour

Override Cost Share Monthly Plan Comments

Event-heced mszessment for Mrz. Bankhesd.
P
Termination Date

Termination Reason

bz, Bankhead will b2 moving o Maine o live with her daughtsr.

P4
~ For Home Care Only
Referral Date *HC Start Date
Mar 20, 2073
HC End Date Reazon for Delay Start

—hane=

Managing Home Care Service Units

Management of home care service units involves three actions:
1) Creating Home Care Service Types
2) Entering Units of Service

3) Generating Monthly Unit Summary Report

VIVE is a Product of NYC Aging 21
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Home Care Service Units
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These Actions are Managed within Program Tools on the Top Menu.

#& UCientSearch Referral Queue ProgramTools More

Within Program Tools, units of service are managed by Event Profile.

Each Home Care service type, such as Housekeeping/Chore is created as an Event. There are five
actions with Events:

1
2

Create an event.

Edit an event.

3) Sign up clients to an event.

4) Mark clients that have attended an event.
5) Inactivating an event.

N— N N N

The first action, creating an event, is unique to Home Care. The other four actions are common. (For
more information on Events.)

Creating a New Service Type: Event

Step 1: From the Top Menu, click Program Tools, click the Event Profile tab.

Step 2: Select the
New Event Profile
button. Active Event (1) New Event Profile

Event Profile Meonthly Unit Summary Survey Invitation Links Ticketing Module

Event Name “ | Host Type “~ | EventType | unitType % | Eventstart Date Event End Date

Step 3: From the 1 Homemaker / Personal Ca..  In-Person Units by Client Hour 02/07/2025
New Event Profile

“Start Date End Date
pop-up, complete .
the required fields. “Event Name Status
Housekeeping / Chore Open
e Event Name: recommend using the same name as et Stertime . et EndTime
the Service Type. “Host Type +Service Type
e Host Type: always In-Person g——
. *Is this event happening at Program e
e Service Types are those you are contracted to e
provide. gl
. . . Search Addresses Q =
Select Save after confirming entries. Event Capacit Fee Amount
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Entering Home Care Units of Service
Home Care Units of Service can either be entered via Event Profile or through the client’s record on
Enroliment Details. Event Profile unit entry can be used for a single client, or several clients at the
same time. Enrollment Details unit entry is specific to that client and is generally used when there
has been some type of service interruption for the client during the month (i.e., an on-hold of

services).

Event Profile

Home Care Service Signup: Client

Step 1: From the Top Menu, click Program Tools, click the Event Profile tab.

Step 2: Click desired Event
Name ID link. Three sub-tabs
display:

e Details: Overview of the
service type event.

e Event Signup: Ability to
assign enrolled clients to
service type event.

e Unity Entry: Ability to enter
client home care units.

Step 3: Click Event Signup,
select Edit button. Enrolled
clients List View displays.

Step 4: Select checkbox for
client to receive service. Select
Save.

VIVE is a Product of NYC Aging

RN Monthly Unit Summary

Active Event (1)

Event Name

Showing 19 1 Pagels)

Inactive Event (30)

Event Name | HostType

Survey Invitation Links

Ticketing Module

~ | EventType ~ | unitType

Units by Client Hour

| EventType | unitType

| New Event Profile ‘

~ | Eventstartpate Event End Date

02/07/2025

Total Records: 1

~ | EventsStart Date Event End Date

Units by C|

um(sbs‘c‘l Details

Event Signup

Unit Entry

Event Profie
c Homemaker / Personal Care

Host Type Event Type Unit Type: Start Date End Date
In-Person units by Client Hour 4/27/2023
Details  EventSignup  Unit Entry
Active Event Signup Sean ORC

Code | Edit |

Client Name ~  Enrollment Start Dats Enroliment Ststus s EventSignup Date Event Signup End Date Signup Status w
Details  Event Signup  Unit Entry

Active Event Signup
Client Name “  Enrollment Start Date Enrollment Statuz % Event Signup Date Event Signup End Date Signup Status w
aaron Azare 04/03/2024 Active
addie Singletan 02/07/2023 Active

Aids Alvarez 14 o Active
Aida C 1/28/202 Active
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Home Care Service: Unit Entry

Step 1: Click Unit
Entry, select New
button. Unity Entry
page displays. Three

actions are available

(middle of page) to
enter home care units:

e Filter: Sorts clients by
name.

e Auto Fill: Adds
Funding Source, Units
and/or Fee Amount to
one or all clients on
List View.

e Select all Attended: If
selected, denotes
services received by
all clients on List View.

Step 2: Complete Date of
Occurrence and all
required fields. Select
Save. The List View
displays Unit Entry status
as Draft.

Details Event Signup  Unit Entr
Uit ety O
UnitEnt. »  Dateof Ocou.. Service - w  TotalcCli. w  Totalun.. w  Total § w o Created . w Status W
Event Details
Event Profile Event Type
D Ho b by
Unit Type
Fee Amount Event Manager
* Status
7] v
Total U Total &
Filter & Auta Fill
MName Funding Source Units Amount
teze | Flker | NYC Aging FundedSer_ w || @ o ‘ At Scan QR Code
Client List
Name Date of Birth ~ Gender Home Address Enrollment Status Units  Amount  Attended?
teza-blanes clisnt 02/24/1948 115-45 UNION TURNFIKE, 120, QUEENS, MY 11375 Active a "
tese-cutiz clisnt 03/20{1948  Female(F) 433 GERARD AVENUE. 19, BRONIX, MY 10451 artive a "
test-gnil client 12/31534 433 GERARD AVEWUE, 300, BROMY, NY 10451 Active a o
test-helen clent 0=/081348 2 LAFAYETTE STREET, MAMHATTAN, NY 10007 Active a ¥
Details  Event Signup  Unit Entr
Unit Entry (2) | New |
UnitEnt_ »  Doteof Occu..  Serviee— w  Total Cli. w  Totalun.. ~  Total w Status w
04/27/2023 Homemaker/.. L] Draft
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Editing Units: Single Client

Step 1: From the Top Menu,
click Program Tools, click the
Event Profile tab.

Step 2: Click desired Event
Name ID link, click Unit Entry
sub-tab, click Unit Entry # link
on List View. Unit Entry page
displays.

Step 3: Use Filter to find client
record for editing. Use Auto
Fill to edit Funding Source,
Units and/or Fee Cost. Select
Save. The List View displays
edited Total Units amount.

a Homemaker / Personal Care

Host Type Ewent Type Unit Type Start Date End Date
n-Perzon units by Client Hour 4/27/2023
Details  Event Signup  Unit Entr
Unit Entry (1) | New
Unit Entry & ] Dotz of Otcu...  Service— v TotalCli.. »  TetslUn. ~  Tetal$  w  Crested . ~  CrestedDate  Source  ~  Status W

' 04/27/1023 =omemaker 13 152 aryn Velez 04/27/2023 soert Diraft

Filter & Auto Fil
Mame Funding Source Units Amount Select all Attended?
test-nash chent | Filter | NYCAging FundedZer. w || 4 Aute Sean QR Code
Fill
Client Lizt
Hame Date of Birth  Gender  Home Address Enroliment Stats  Funding Source Units  Amount  Attended?
testnoshcliemt  04/0171548 433 GERARD AVEMUE, 20, BRONI, MY 10431 Active MYC Aging Funded Service w 4 2 !

Editing Units: Voiding a Unit Entry

Step 1: From the Top Menu, click Program Tools, click the Event Profile tab.

Step 2: Click desired Event Name ID link, click Unit Entry sub-tab, click Unit Entry # link on List

View. Unit Entry page displays.

Step 3: Select Void Unit button. The List View displays Unit

Entry status as Voided.

Enrollment Details

Details  EventSignup  Unit Entr

Unit Entry (2) | New |

UnitEnt_ ~  Dateof Ocou..  Serviee — w  TotalCli. »  TotalUn.. +  Total$ +  Created . w  CrestedDate  Sowrce  Stakus W

04/27/2023 Homemaker, -] o Karyn Velez 04/27/2023

Home Care Service Signup & Unit Entry

Step 1: From the Top Menu, click Client Search, click on the client's name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enroliment name link.

VIVE is a Product of NYC Aging
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Step 3: On the

Enrollment Details
Menu, click on the Unit
Entry tab and then the
New button. Unit Entry
page displays.

Enrollment

Home Care - PERSONAL TOUCH - Bronx

Contact
Theodore T Client

Assigned To

Assign Worker H Closing Enrollment

Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry More

backdated), is the last day
services are delivered, prior

Unit Entry (0) ‘ New ‘
uUnit Entr... \v Date of Occu... Service T... v Funding ... Units v Amount v Created ... v Created Date Source v Status v
Step 4: Complete all required fields and Host Type. The Date of Occurrence (date can be
Unit Entry
*Date of Occurrence *Status
Enrollment Client

to service interruption,
during that month. Selecting
a Service Type changes
Time Spent to a required
field. Time Spent must then
be recorded in minutes to
autogenerate the correct
Total Units. Select Save.
The List View displays Unit
Entry status as Draft.

[E) +ome Care - PERSONAL TOUCH - Bronx

*Service Type

Homemaker/Personal Care

*Funding Source

NYC Aging Funded Service

*Time Spent

150 min

Service Comments

B meodore T client

Host Type

In-Person

Unit Type

Hour

*Total Units

250

‘Case Notes
Subject v NoteType ~ | Contact Name ~ | Service Date Status v | Created Date Created Name v
(o |
Contact Assigned To

Theodore T Client

Enrollment Details

Unit Entry (1)

Unit Entr... v

1 UE-23168537

Forms Assessments Home Care Service Plan

Date of Occu... | Service T.. v Funding ... v Units

10/23/2025 Homemaker/...  NYCAEIng Fu...

25

Event Signup

v Amount v Created ...

Case Notes Unit Entry

v Created Date

Karyn Velez 10/23/2025

| New |

Source v Status

Enroliment

v

Editing Units

Step 1: From the Top Menu, click Client Search, click on the client's name link.

Step 2: From the Details Menu, click the Enrollment tab, click the enroliment name link.
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Step 3 On the Enroliment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry
Enrollment Details
Menu, click on the Unit

. Unit Entr... » Date of Occu... | ServiceT.. v  Funding.. Units v | Amount s | Created.. v  Created Date Source v | Status v
Entry tab and CIICk l 10/23/2025 Homemakery/... NYC Aging Fu... 25 Karyn Velez 10/23/2025 Enroliment Draft
desired Unit Entry # link
on List View. Unit Entry
page displays.

Unit Entry (1) ‘ New ‘

Showing 1 of 1Pagel(s) Total Records: 1

Step 4: Make all edits and select [':!if.‘p - 3 Fra
Save. The List View continues to
display Unit Entry in Draft status
with updated T
information. o pe— coneirame
UnitEntr.. »  Date of Occu... | ServiceT.. ~  Funding.. ~ || Units ~ void Unit
1 UE-23168537 10,"BI2025 Homemakery/... NYC Aging Fu... 5.5

Editing Units: Voiding a Unit Entry

Step 1: From the Top Menu, click Client Search, click on client’s name link and select the Enroliment
name link on Enroliment Details.

Step 2: Click on the Unit Entry # link on List View. Unit Entry page displays.

Step 3: Select Void Unit button. The List View displays Unit
Entry status as Voided.

Enrollment Details Forms Assessments Home Care Service Plan Event Signup Case Notes Unit Entry

Unit Entry (1) ‘ New |

Unit Entr... ~v Date of Occu... | ServiceT.. v Funding.. v Units v Amount v | Created .. v Created Date Source v Status v

1 UE-23168537 10/23/2025 Homemakery... NYC Aging Fu... 4] Karyn Velez 10/23/2025 Enroliment

Showing 1 of 1 Page(s) Total Records: 1

Monthly Service Unit Reporting

Monthly Unit Summary (accessible from Program Tools) reports on the units entered. For auditing
purposes, the Monthly Unit Summary finalizes each month’s units. (For more information on Monthly
Unit Summary.)
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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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