
 
 

ProActivity Reports 
 

User Guide 
 
 

This document will help you get started using ProActivity Reports. It has three 
parts.  
 
The first part, “Overview Tour of ProActivity Reports”, walks you through 
the major areas of the software to give you a high-level view of what the 
software can do for you.  
 
The second part, “Getting Started”, shows you how to set up the system to 
work the way your facility works. 
 
The third part, “Step-by-Step Guides”, is organized around specific actions 
that you’re likely to want to do, such as setting up your system, adding 
residents, or creating activities. If you need help figuring out how to do 
something, just scan the table of contents at the beginning of this document 
and jump straight to the step-by-step guide for that action. 
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Overview Tour of ProActivity Reports 
 
 
The first screen that appears when you run ProActivity Reports is the Login Screen. 
 

 
 
ProActivity Reports is a multi-user system. It works over your computer network. Multiple 
people can use the system at the same time. You’ll all share the same information about your 
residents and activities. Changes that you make will be automatically updated on your co-
workers’ computers. You tell ProActivity Reports who you are by typing in your user name 
and password. 
 
ProActivity Reports also has a built-in Training System. The training system provides new 
users an opportunity to explore the system. You can make changes to information about 
fake residents and activities without worrying about affecting any of the information about 
your real residents. 
 
For this overview tour, we want to switch to the Training System. 
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From the “Work with:” menu immediately under your facility name (“Golden Valley 
Care Center” in the picture above), choose “Training System”.  
 
 
 

 
 
The Login Screen changes to show you that you’re now using the Training System. An 
orange box that says “Training System” appears at the top of the screen. 
 
 
Type “explore” (without the quotes) into the “User Name:” box. 
Type “secret” (without the quotes) into the “Password:” box. 
Click the “Login” button.  
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The “Residents” Screen 
 
When you log in to ProActivity Reports for the first time, you’ll be taken to the Residents 
Screen. This screen displays detailed information about your residents. 
 

 
 
 
 
 
If your screen doesn’t say “Residents” in large white letters at the top left of the 
window, click the “Residents” icon on the main toolbar at the top of the screen.  
 

 
This will take you to the Residents Screen. 
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Resident List 
 
The left part of the screen is the “Resident List”. It shows all of the residents in your 
facility. When you click on a resident’s name in the list, ProActivity Reports displays that 
resident’s information in the Resident Detail Area on the right. 
 
Click on a few resident names and see that the Resident Detail Area shows each 
resident’s information. 
 
 
The Resident List also shows which group each resident belongs to.  In the Training System, 
there are three groups: 
 
 �  Maple, for Long Term Care residents 
 �  Evergreen, for Rehabilitation residents 
 �  Willow, for Dementia residents 
 
You can set up your groups to reflect the way your own facility is organized. We’ll cover that 
later when we explore the Setup Screen. 
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Filter Menus 
 
At the top of the Resident List is a “Filter Menu”. It controls which residents appear in the 
list. 
 

 
 
 
Click on the blue words “in all groups”. From the menu that appears, choose the 
“Maple (Long Term Care)” group. 
 

 
 
 
Notice that the Resident List now shows only residents who are in the “Maple” group. 
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You may also have noticed that the little grey arrow to the left of the filter menu has turned 
green. This is the “Reset” arrow. It’s a shortcut to put the filter menu back to its normal 
condition. 
 

 
 

 
Click the Reset arrow to make all the current residents reappear in the Resident List. 
 
Filter menus and their Reset arrows are an important way to control which information 
ProActivity Reports shows you. You’ll see that they’re used in many other parts of the 
system. 
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Resident Detail Area 
 
The right side of the Residents screen shows the “Resident Detail Area”. The upper part is 
called the “Resident Header”, and the lower part is called the “Resident Tabs”.  
 

 
 
 
 
Resident Header 
 
The Resident Header displays a summary of information about the currently selected 
resident. In addition to the resident’s name, room number, age, and group, it also shows 
three “Preferred Fields”. 
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ProActivity Reports lets you keep track of dozens of different kinds of information about 
each resident. The Preferred Fields let you choose three of your favorites to show in the 
Resident Header. 
 
Click on the “Mobility” Preferred Field. From the menu that appears, choose 
“Cognitive Level”. 
 
The Resident Header now shows the resident’s cognitive level. 
 

 
 
If there’s a To Do item due for this resident, it will appear right above the Preferred Fields. 
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The right side of the Resident Header also shows icons that indicate the resident’s Mobility 
Level and any Precautions or Flags that are relevant for this resident. 
 

 
 
 
Hold the mouse over the Mobility Level icon. (Don’t click.) 
Hold the mouse over the Precautions/Flags icons. (Don’t click.) 
Notice the ToolTip Help that appears which explains what each icon means. 
 
 
One other useful tool in the Resident Header is the Zoom Icon. It looks like a magnifying 
glass. It’s in the upper right. 
 

 
 
 
The Zoom Icon lets you tell ProActivity Reports to use the whole screen to show just one 
resident’s detail information. It gives you more room by hiding the Resident List and 
Header. 
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Click the Zoom Icon to zoom the Resident Detail Area. 
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Click the Zoom Icon again to unZoom the Resident Detail Area. 
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Resident Tabs 
 
The lower part of the Resident Detail Area is called the “Resident Tabs”. 
 

 
 
 
Each tab shows a different kind of information about the resident. 
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Face Sheet 
 
Click on the “Face Sheet” tab to select it. 
 

 
 
 
If your screen doesn’t look like the picture above, click on the filter menu’s reset 
arrow to make the Face Sheet show the “Summary” section. 
 
You can also click on the underlined part of the filter menu and select “Summary” to show 
the Summary section. 
 
Each one of the blue underlined words in the Summary section is a link that will show you 
more detail about that section. 
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Click on each of the Face Sheet section names to explore all of the Face Sheet 
sections. 
 
Important: ProActivity Reports allows you to track lots of different kinds of information 
about your residents, but you don’t have to enter all of it to use the software. All you really 
need to get started is each resident’s name. 
 
Over time, you’ll probably enter more information about your residents. The more you put 
in to the system, the more you’ll get out of it. 
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Interests 
 
Click on the “Interests” tab to select it. 
 

 
 
 
You can use the Interests tab to indicate what kinds of activities interest this resident. You 
can also use the Interests tab to indicate what time of day this resident prefers for activities. 
 
ProActivity Reports has several easy-to-use reports that let you get an overview of what your 
current residents are interested in as a group and what time of day would be best to ensure 
the most participation. You can use these reports to help you decide what kinds of activities 
to schedule and when to schedule them. 
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Participation 
 
Click on the “Participation” tab to select it. 
 

 
 
 
This tab shows you information about which activities this resident participated in. 
 
The filter menus at the top of the tab let you control which activities are displayed. The 
background colors of each event tell you how actively the resident participated in each 
activity. 
 
You can decide what the colors mean and what activity levels you want to track in the Setup 
section of ProActivity Reports. We’ll cover that in more detail later. 
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You can mark a resident’s participation level in an activity by double-clicking it. 
 
Click twice on an activity. 
 

 
 
A window opens that lets you mark this resident’s participation level for this activity. 
 
Click in the “Independent” box. 
 
You’ve just told the system that this resident independently participated in this activity. You 
can also set participation levels by typing the number above each participation level. For 
example, to mark this resident as “Disruptive” in this activity, press the “6” key. 
 
Click “Save” to record your changes and return to the Residents screen. 
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Observations 
 
Click on the “Observations” tab to select it. 
 

 
The “Observations” tab allows you to record unscheduled activities that the residents 
participate in that are less structured – and maybe more self-directed – than scheduled 
activities. For example, if a staff member observes a resident doing a crossword puzzle on 
his own, then that observation can be recorded here. 

You can record how many times a resident was observed doing a particular activity by 
selecting the box that corresponds to the day and the activity, and then typing the number of 
times the resident was observed doing that activity that day.  

In the example pictured above, this resident was observed playing computer games twice in 
the month of August, once on the 1st and once on the 10th. 
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Progress Notes 
 
 
Click on the “Progress” tab to select it. 
 

 
 
 
This tab lets you record Progress Notes about the resident. 
 
You can create new notes for a resident using the “New Note” command from the 
command bar on the left side of this tab. You can also schedule a reminder to yourself to 
create a new progress note for this resident using the “Schedule Next Note” command. 
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There’s a shortcut for writing notes built in to ProActivity Reports. 
 
Click “Show QuickEntries” on the command bar on the left side of this tab while 
you have a Progress Note selected. (It must be a Note that hasn’t been signed off 
yet.) 
 
The QuickEntry tool opens. 
 

 
  
The QuickEntry tool lets you build a library of frequently used sentences to quickly write 
progress notes. You can enter your own QuickEntries in the Setup section of ProActivity 
Reports. 
 
Double-click “Resident is alert, but not oriented.” in the middle column. 
 
The text is automatically entered into your progress note. 
  
Click “Save” to record your changes and return to the Residents screen. 
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Census History 
 
Click on the “Census” tab to select it. 
 

 
 
 
This tab helps you track the in-house status of each resident. 
 
When you first add a resident to you ProActivity Reports database, the system will 
automatically create an “Admitted” entry for the resident. If the resident later transfers out 
or is discharged, you can use this tab to keep track of the resident’s comings and goings. 
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To Do’s 
 
Click on the “To Do’s” tab to select it. 
 

 
 
 
This tab lets you keep track of all the “To Do” tasks related to each resident. 
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To create a new To Do task, click the “New To Do” command on the command bar on the 
left of this tab. You can see more information about all of this resident’s To Do tasks by 
clicking the Zoom icon. 
 
Click the Zoom icon in the upper right of this window. (It looks like a magnifying 
glass.) 
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To get more information about a specific To Do task, double-click it. 
 
Click twice on the To Do task shown. 
 

 
 
Click “Cancel” to return to the Residents screen. 
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The “Activities” Screen 
 
The next major area that we’ll explore is the “Activities” Screen. This part of the software 
lets you schedule your activities, record resident participation, and create the calendars that 
you’ll post in your facility and distribute to your residents. 
 
Click the “Activities” icon on the main toolbar. 
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Clicking the Activities icon takes you to the Activities screen. 
 

 
Let’s make sure that we’re both looking at the same screen. If your screen doesn’t 
look like the picture above, click the “Activities” icon on the main toolbar and then 
click the “Scheduling and Participation” tab. Make sure that the “Month” and 
“Planner” views are selected by clicking those icons. 
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Scheduling and Participation 
 
This screen shows all of the activities that you have planned for the month. You can view 
them a month at a time, a week at a time, or daily. You can view them in a graphic “Planner” 
view, or as a list. 
 
Click on the “Day”, “Week”, and “Month” buttons on the command bar on the left 
(under the small calendar).  
 
Click on the “Planner” and “List” buttons. 
 
When you’re done exploring the different formats available, click the “Month” and 
“Planner” icons to make your screen look like the picture above. 
 
 
You can have several different activity calendars in your facility. For example, you might 
have one calendar for your high-functioning residents and another for your low-functioning 
residents. The Training System data is set up this way. 
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The “Scheduling and Participation” tab lets you look at activities on each of your calendars 
individually, or look at all of the activities from all of your activity calendars combined.  
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Choose “Low Functioning” from the Calendar Selector. 
 
The software now shows you only the activities that are on the “Low Functioning” calendar. 
 

 
 
 
Notice that the activities are color-coded. The activities that are on the “Low Functioning” 
calendar are shown in pink. Activities on the “High Functioning” calendar are shown in 
green. 
 
In this example, the church services on Sunday are on both the High and Low Functioning 
calendars, so they’re shown in both pink and green. 
 
You can create your own calendars and assign colors to them in the Setup section of the 
software. We’ll cover that later. 
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Creating New Activities 
 
Click on the “New Activity” command icon. (It’s under the small calendar on the 
left.) 
 

 
 
This window lets you create new activities. You pick the activities Type (whether it’s a group 
activity, a one-to-one, or an independent activity) with the radio buttons at the top of the 
window.  
 
You pick the activity description from the drop-down menu just below that, or you can click 
the browse button to see your whole library of activities. We’ll cover your Activity 
Description Library in a moment. 
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For now, just notice that you can use this window’s tabs to make an activity repeat (like, say, 
Bingo every Wednesday at 3:00), and to assign facility staff to the activity. 
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The last tab lets you record resident participation. 
 
Click the “Residents & Participation” tab. 
 

 
 
 
This tab lets you record your residents’ participation in each activity. Just click in the 
appropriate column to mark a resident’s participation level for this activity. You can also 
type the number written above each participation level to record a residents’ participation. 
For example, instead of clicking in the “Independent” box for a resident, you can click on 
the resident and type the number “2.” 
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Click in the “Verbal Prompts” box for Dale Dean. 
 

 
You can set up the software to use whatever participation levels you currently use in your 
facility in the Setup section of the software. We’ll cover that in more detail later. 
 
Notice the “Signed-Up” column. You use this column to pre-schedule a resident for an 
activity. For example, if you’re having an outing to the mall on Friday and want to have 
residents sign up for it in advance, you’d record it here. Click in the “Signed-Up” column to 
indicate that a resident had reserved a space for the trip. In the following illustration, Anna 
Crawford has been “signed-up” for this activity. 
 

 
 
This window also uses filter menus to make recording participation faster and easier. 
Imagine that you’re recording participation for an activity from your Low Functioning 
calendar. You can use the filter menu to tell the software to only display residents from your 
low functioning group. 
 

 
 
Click “Save” to save your new activity and return to the Activities window. 
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Smart Calendar Creator 
  
 
Click on the “Smart Calendar Creator” tab. 
 

 
 
 
This tab helps you create the graphic calendars that you’ll give out to your residents and post 
in your facility.  
 
It automatically takes all the activity information that you created in the “Scheduling and 
Participation” tab and puts it in a graphic format that you can dress up with fonts, colors, 
and pictures. It’s a lot like Calendar Creator – only smarter. When you make changes to your 
activity schedule on the “Scheduling and Participation” tab, your graphic calendar is 
automatically updated. 
 
You can create daily, weekly, and monthly calendars, in List and Planner styles. You can 
make calendars for several different paper formats, from 8 ½ by 11 inches to two feet by 
three feet. 
 
From the Calendar Selector, choose “Low Functioning”. 
From the View Selector, choose “Month” and “Planner”. 
From the Format Selector, choose ‘8.5” x 11”, landscape’. 
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You can control the fonts, styles, and colors of your calendar. Let’s start by setting the font 
for all of the activities for this month. 
 
Click an activity to select it. 
 

 
 
 
Notice that the “Apply To” radio buttons appear once you’ve selected an activity. They 
control which calendar items you’ll affect with your formatting commands. 
 
Click the “Every Activity in September 2006” radio button. 
 
Notice that all of this month’s activities are now selected. 
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Change the font for the selected activities to Garamond 9 Bold 
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Now we’ll add a picture to your calendar. 
 
Click the “Add Picture” command icon in the toolbar at the top of the tab. 
 

 
 
 
In the “New Picture” dialog that appears, click the “Get New Picture…” button. 
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Navigate to your “My Pictures” folder and select a picture file. 
 
The picture is added to your calendar. You can drag it around and resize it. 
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Observations 
 
Click on the “Observations” tab. 
 

 
 

The “Observations” tab records participation for activities that are unscheduled and self-
directed. These activities include things like doing crossword puzzles and writing letters. 
Residents often participate in these activities but they do not take place in structured, 
scheduled events like group or 1:1 activities.  
 
“Observations” are for less structured, more informal self-directed activities that your facility 
staff observe your residents engaging in. For example, if a staff member sees Edith reading 
in the library, you’d record that as an Observation. Or if Carl and Esther are seen playing 
cards on their own in the activity room, that would be recorded as an Observation. 
 
The Observation system was inspired by the new CMS interpretive guidelines. State 
surveyors now want us to keep track of what residents are doing on their own, not just in 
structured activities, as part of the new “Person Appropriate” care model. The guidelines 
also stress that monitoring resident activities is now the responsibility of the whole facility, 
not just the activity department. To help you with this, ProActivity Reports will let you print 
out Observation Worksheets that you can distribute around your facility to help the entire 
facility staff record resident Observations. 
.  
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Only those activities that you mark as “Observable” will show up in the Observation 
reports. Since ProActivity Reports ships with over 150 predefined activities, and including 
them all in the Observation reports would make the reports unmanageably large, it’s 
necessary to identify which activities you’d like to include. For example, you probably don’t 
want to make activities like Bingo “Observable”, because that’s usually a structured, 
scheduled event that you’d use the “Record Participation” mechanism to track. On the other 
hand, self-directed activities like “Internet Use” are prime candidates for resident 
Observation. 
 
To mark an activity as “Observable”, go to the “Activity Description Library”, select the 
activity, and click the “Observable” checkbox on the “Details” tab. 
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To record an Observation, go to the Observations tab and click on the square that 
corresponds to the resident that was observed and the activity he was observed doing. After 
you have clicked on the square, you can type in the number of times the resident was 
observed engaging in that activity for the day. In the example picture above, a staff member 
observed Tom Clouse participating in two of these self-directed, observable activities on 
September 1st. The staff member saw him doing a crossword puzzle and a jigsaw puzzle that 
day, so she entered “1” for Tom Clouse for each of those activities. 
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Activity Description Library 
  
 
Click on the “Activity Description Library” tab. 
 

 
 
 
This tab shows your library of activity descriptions. You’ll pull from this library when you’re 
scheduling activities on the “Scheduling and Participation” tab. 
 
The left part of the tab is the activity description list. When you select an activity description 
from this list, its details are displayed in the “Details” tab on the right. 
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In the “Details” tab, there is an option for making an activity “observable.” If you check the 
box labeled “Observable,” then this activity will appear on your list of activities in the 
“Observations” tab. 
 

 
 

 
Below the list are commands for importing and exporting your activity descriptions. You can 
share them with colleagues over the Internet. 
 
Above the list are commands for creating new activity descriptions and deleting them from 
the library, as well as a “Schedule” command that’s a shortcut for scheduling an instance of 
the currently selected activity. 



 49 

 
Click the “Notes” tab. (It’s to the right of the “Details” tab.) 
 

 
 

 
 
This tab let’s you describe the detailed notes for each activity. You can print the activity 
notes (using the “Print” icon on the main toolbar at the top of the screen) and give them to 
your staff who need instructions on how to run an activity. 
 
Also notice the “Budget” field at the bottom of the tab. You can enter a dollar amount here 
that reflects what it costs to run each activity. ProActivity Reports will automatically total up 
the costs of your planned activities to help you with your monthly budgets. 
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The “Dashboard” Screen 
 
The next major area that we’ll explore is the “Dashboard” Screen. This part of the software 
helps you run the day-to-day operations of your Activity Department. It tracks appointments 
and To Do tasks for you and your staff. 
 
Click the “Dashboard” icon on the main toolbar. 
 

 
 

Clicking the Dashboard icon takes you to the Dashboard screen. 
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The dashboard screen is shared by your appointments and your To Do’s. You can focus on 
one or the other by clicking its Zoom icon. 
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Appointments 
 
Click the “Zoom” icon to the right of the word “Appointments” to zoom the screen 
to show your appointments. 
 

 

 
 
 
This view shows your schedule. You can control what kind of events appear on your 
schedule with the “Show” controls at the top of the screen. You can also use this screen to 
see your individual staff members’ schedules. 
 
You can view your daily, weekly, or monthly schedule by clicking the icons below the small 
calendar on the command bar on the left. 
 
You can create new appointments by clicking the “New Appointment” command icon on 
the command bar on the left. 
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To Do’s 
 
Click on the “Show To Do’s” command icon near the top of the command bar on the 
left. 
 
The “To Do” screen appears. 
 

 
 
 
This screen shows your To Do items. 
 
You can control which items to display using the filter menus in the top part of the screen. 
 
For To Do’s that are associated with a specific resident, you can click on the resident’s name 
and you’ll be taken to that resident’s detailed information in the Residents section. 
 
To create a new To Do, click the “New To Do” command icon on the command bar on the 
left. 
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The “Reports” Screen 
 
The next major area that we’ll explore is the “Reports” Screen. ProActivity Reports offers 
dozens of reports that will help you professionally manage your Activity Department. 
 
Click the “Reports” icon on the main toolbar. 
 

 
The “Reports” screen appears. 
 

 
 
 
The blue bar on the left of the screen lists the report categories. 
 
Click on “Interest Reports”, the first item listed under “Report Categories”. 
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When you click on a report category in the list on the left, all of the reports in that category 
appear in the list on the right. 
 
Click on “Resident Interests” in the list on the right. 
Click the “Show Report” button in the lower right corner of the screen. 
 

 
 
 
You can control which information is displayed in each report by using the filter menus at 
the top of the screen. 
 
Click the “Generate Report” button in the upper right. 
 
The report appears. In this case it’s a tabular listing of each resident’s interests. 
 

 
 
 

You can also get a graphic version that summarizes the interests of all of your residents. 
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Click the “Graph” command icon. 
 

 
 
 

ProActivity Reports can also present this information as a pie graph. 
 
Click the “Pie Graph” command icon. 
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Explore the other reports by clicking on each report category from the list on the left 
and then clicking on the report titles from the lists that appear on the right. 
 
 
 
You’ve now seen an overview of what ProActivity Reports can do for you. The system has 
built-in online help that can provide you more detailed help on specific actions. It’s available 
from the “Help” icon on the main toolbar at the top of the screen.  
 

 
 

You can also explore the system by holding the mouse over the command icons throughout 
the program. “ToolTip Help” will pop up to explain what each command does. 
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Getting Started 
 
 
This section will show you how to get started working with ProActivity Reports with your 
own resident and activity information.  
 
ProActivity Reports is a big system. It can help you manage almost all aspects of your 
Activity Department. You may find that it’s easiest to get started by learning small pieces of 
the program at a time. For example, the system can track lots of different kinds of resident 
information for you, but you don’t need to type it all in at the very beginning to get useful 
work out of ProActivity Reports. We recommend that you start by just entering your 
residents’ names and assigning them to groups. 
 
The first step in getting started with ProActivity Reports is telling it how you run your 
department. To do that, we need to log out of the Training System and then log in to work 
with your Real Resident Information. 
 
Click the “Log Off” icon on the main toolbar at the top of the screen. 
  

 
 
You’re returned to the “Login” screen. Instead of working with the Training System, we’ll 
work with your Real Resident Information. 
 
Unlike the Training System, which is full of fake resident and activity information for you to 
practice with, the Real Resident Information system has no resident or activity information 
in it until you add your own. This is the part of the system that you’ll use to run your real 
activity department. 
 
You can always switch back to the Training System to experiment or to train your staff. 
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From the “Work with: menu, choose “Real Resident Information”. 
 
Enter your user name and password, and then click the “Login” button. 
 
ProActivity Reports needs to know some of the specifics of how you run your department. 
For example, what are the names of your resident groups, how many different calendars do 
you want to work with, and what participation levels do you use to track resident 
participation. 
 
You provide this information to the system using the “Setup” screen. 
 
Click the “Setup” icon on the main toolbar at the top of the screen. 
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Facility Information 
 
 
Click “Facility Information” in the top left of the Setup screen. 
 

 
 
 
This screen is for entering information about your facility. 
 
Enter your facility’s name and address. 
 
If you have a picture of your facility (or a logo or some other identifying art), you can 
make it appear on the Login screen by clicking in the “Graphic” box and loading it 
from a file or pasting it in. 
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Resident Groups 
 
Most facilities organize their residents into “Care Groups” or “Resident Groups”. These 
groups may be based on resident acuity, length of stay, or what part of the building the 
residents are in. We next need to tell ProActivity Reports how you group residents in your 
facility. 
 
Click on “Groups” on the bar on the left. (It’s under “Resident Information.”) 
 

 
 
 
Initially, there are no Groups defined in ProActivity Reports. You’ll add group names that 
are appropriate for your facility. 
 
Click the “New Group” command icon and enter the name of one of your groups 
(e.g., “Rehab”, “Dementia”, “Long Term Care”, or “Maple”). 
 
Do this for each of your groups. 
 
Click the “Save Changes” button in the lower right. 
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Creating Interest Categories 
 
Interest Categories are an important part of managing your activity program. You can tell 
ProActivity Reports which kinds of activities interest each resident, and you can tell it what 
interest category each activity that you schedule addresses.  
 
The software will help you make sure that the activities that you’re scheduling reflect the 
interests of your current residents. It will also let you create reports that you can use to 
demonstrate to state surveyors that your activity program meets or exceeds their interpretive 
guidelines. 
 
Matching the activities that you offer with the interests of your current residents is the key to 
creating a better activity program. 
 
 
ProActivity Reports comes with a pre-defined set of Interest Categories, such as “Physical”, 
“Cognitive”, and “Music”. You can also add your own categories. For example, if your 
residents are interested in fishing, you might add a “Fishing” category. 
 
To create a new Interest Category, we need to go to the Setup screen. 
 
Click the “Setup” icon on the main toolbar at the top of the screen. 
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On the Setup screen, click on “Interest Categories” on the bar on the left. (It’s under 
“Activities”.) 
 

 
 
 
Click the “New Interest Category” command icon and enter the name of your new 
interest category (e.g., “Fishing”). 
 
You can organize your interest categories by color, too. By clicking on the colored circle to 
the left of the interest category, you can customize how your interest categories appear 
throughout the program. 
 
Click the “Save Changes” button in the lower right. 
 
You’ve successfully created a new Interest Category. You can now tell the software which of 
your residents are interested in Fishing. For detailed help on assigning resident interests, 
please see the “Assigning Resident Interests” section of this Step-by-Step Guide. 
 
You can also tell the software which activities address each interest category by using the 
“Activity Description Library” tab of the “Activities” screen. 
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Calendar Names 
 
Most facilities have more than one activity calendar in use at the same time. For example, 
you may use a “High Functioning” calendar and a “Low Functioning” calendar, each with 
activities for residents of different acuities. Another approach is to use calendars named after 
the resident groups that they serve. 
 
You can set up multiple activity calendars in ProActivity Reports to reflect the way you run 
your facility. 
 
You create and name your Calendars using the “Calendar Names” area of the “Setup” 
section of the software. 
 
To create and name a new Calendar, 
 
 
Click the “Setup” icon on the main toolbar at the top of the screen. 
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Click on “Calendar Names” from the list on the left. (It’s under “Activities.”) 
 

 
 
 
Click the “New Calendar Name” command icon in the top left of the “Calendar 
Names” panel. 
 
Enter the name of one of your calendars (e.g. “High Functioning”, “Low 
Functioning”, “Dementia”, or “Maple”). 
 
Click on the colored circle to the left of the calendar name to pick its color. (The 
color will be used to identify which calendar each activity is on.) 
 
Do this for each of your groups. 
 
 
Click the “Save Changes” button in the lower right. 
 
You can now add activities to your new calendar in the “Activities/ Scheduling & 
Participation” section. 
 
You can format it, and add text and graphics to it, in the “Activities/ Smart Calendar 
Creator” section.  
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ProActivity Reports has two built-in calendars that can’t be deleted. They are the “1:1 
Activities” calendar and the “Independent Activities” calendar. One-to-one and Independent 
activities are automatically placed on these calendars. 
 
ProActivity Reports ships with a fake calendar called “Sample” already created. It’s included 
just to make exploring the software easier. Once we’ve added calendars that are appropriate 
for your facility, we can delete the Sample calendar. 
 
 
Click on the “Sample” calendar to select it. 
 
Click the “Delete Calendar Name” command icon. 
 
Click the “Save Changes” button in the lower right. 
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Participation Levels 
 
The last thing we need to do before getting started is to tell ProActivity Reports what 
“Participation Levels” you use in your facility. That is, how do you describe how actively a 
resident participated in an activity. 
 
Click on “Participation Levels” on the bar on the left. (It’s under “Activities.”) 
 

 
 
ProActivity Reports ships with a participation level structure that’s used by a lot of facilities. 
If a resident participated independently in an activity (without any prompting required), 
you’d mark his participation for that activity as “Independent”. If he required verbal 
prompts, you’d mark him “Verbal Prompts”, and so on. 
 
If your facility uses a different system, you can delete the levels that don’t work for you using 
the “Delete Participation Level” command, and you can add more appropriate level 
descriptions using the “Add Participation Level” command. 
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Notice that, just like with Calendar Names, you can assign colors to each level by clicking in 
the colored circle to the left of each participation level’s description. You can also change the 
order in which your participation levels appear in this list using the commands listed under 
“Position”. This will affect how they appear when you’re using them in other parts of the 
program. 
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Other Setup Items 
 
The Setup screen lets you completely customize ProActivity Reports to work the way you 
do. 
 
In addition to the changes we’ve made here, you can control things like Precautions and 
Flags, cognitive levels, dietary restrictions, etc. You also use this Setup area to add user 
names and passwords for your staff to be able to use ProActivity Reports. (It’s a multi-user 
system – you can share resident and activity information over your network.) 
 
You can explore the other areas of the Setup screen by clicking on the items listed on the left 
side of the screen. Most of them are self-explanatory, but there’s always help available using 
the ToolTip Help or from the Help menu on the main toolbar at the top of the screen. 
 
 
Getting Started 
 
For now, though, you’ve done enough setting up that you should be able to get use out of 
the software. Again, it’s a big system, and you don’t have to jump right in and start using all 
of it at once. 
 
We recommend that you start now by adding your residents (by clicking the “Residents” 
icon on the main toolbar at the top of the screen, and then clicking the “Add” or “Import” 
buttons above the Resident List). The next section of the manual will give you detailed 
instructions for adding or importing your resident names. You don’t need to enter all of the 
information about residents. You can get started by entering just their names. You will also 
find it immediately useful if you tell ProActivity Reports which Resident Group each 
resident belongs to (you’ll enter it in the “Administrative” section of the Face Sheet). 
 
You might want to next explore planning your activities using the “Scheduling and 
Participation” tab of the “Activities” screen. You can then use the “Smart Calendar Creator” 
tab of the “Activities” screen to automatically create the calendars that you post in your 
facility. 
 
 
If we can help you get started, please don’t hesitate to call Sean Rome at Mature Solutions at 
(513) 871-0030 or email him at srome@MatureSolutions.com. 
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Step-by-Step Guides 
 
 
This section will show you step-by-step how to use ProActivity Reports. It’s organized 
around specific actions that you’re likely to want to do, such as setting up your system, 
adding residents, or creating activities. If you need help figuring out how to do something, 
just scan the table of contents at the beginning of this document and jump straight to the 
step-by-step guide for that action.  
 
Remember, there’s also an extensive on-line help system built into ProActivity Reports. It’s 
available from the “Help” icon on the main toolbar at the top of the screen.  
 

 
 

You can also explore the system by holding the mouse over the command icons throughout 
the program. “ToolTip Help” will pop up to explain what each command does. 
 
 
 
 
 
 
Importing Residents 
 
There are two ways to add new resident names to your ProActivity Reports system: you can 
add them one at a time manually, or you can import a list of them automatically. Importing 
them is much faster and easier. 
 
Adding them one at a time is covered in the next section.  
 
To import a list of resident names, we first need to get your list into a “text” file. A text file 
is in a special format that all word processors can write, but it’s different from their normal, 
default format. It’s a very simple file format, with all of the fonts and styling information 
removed. You have to explicitly save your file in “text” format.  
 
The instructions below will show you how to create your resident list in Microsoft Word. If 
your list is in another application, the steps should be very similar. If you have any trouble, 
please contact Mature Solutions Technical Support Group at (513) 871-0030 or email your 
questions to srome@MatureSolutions.com. 
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Creating a Text-Format Resident List from Microsoft Word 
 
In Microsoft Word, create your list by putting your resident names one per line, like 
in the picture below.  
 
They can be in either “FirstName LastName” order or in “LastName, FirstName” order 
(but they all have to be in the same order).  
 
You probably already have a list of resident names that you’ve used for some other purpose. 
If so, make a copy of it and delete all of the information from it except for the residents’ 
names. 
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From the “File” menu at the top left of the Word menu bar, choose “Save As…”. 
 

 
 
From the “Save as type:” menu at the bottom of the dialog, choose “Plain Text 
(*.txt)”. You may have to scroll through the list of available file types to find it. 
 
For the “File name:”, enter “Resident Names.txt”. 
 
Usually, you’ll want to save your files in your “My Documents” folder. You can choose this 
folder from the “Save in:” menu at the top of the dialog window. 
 
Click “Save”. 
 
After saving your file, quit Microsoft Word. 
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Importing Residents Once You Have Your Resident List Text File Ready 
 
Open ProActivity Reports. 
 
 
If your screen doesn’t say “Residents” in large white letters at the top left of the 
window, click the “Residents” icon on the main toolbar at the top of the screen.  
 

 
This will take you to the Residents Screen. 
 
If you haven’t added any residents yet, your screen will look like this: 
 

 
 
Click the “Import” command icon in the top left of the Residents screen. 
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Clicking the “Import” command icon opens the dialog shown below. 
 
First, ProActivity Reports needs to know how your list of resident names is arranged. Are 
the first names of your residents before the last names (like “John Smith”), or are they listed 
last name first (like “Smith, John”)? 
 
If the resident list that you created is like the one in this example, which lists the 
residents’ first names before their last names, click the “FirstName LastName” 
control. 
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Next, we need to tell ProActivity Reports where to find the file containing your resident list. 
 
Click the “Open Import File” button. 
 
 

 
 
Select your “Resident Names.txt” file and then click “Open”. 
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ProActivity Reports reads in your resident list and tries to figure out which part of each line 
is the first name and which is the last name.  
 
It will sometimes get confused with names that are more than two words. For example, with 
names like “Lee Van Cleef” or “Bobby Joe Hinton”, it doesn’t know whether to put the 
“Van” or the “Joe” with the first name or the last name. You can click on a name in the list 
to edit it. 
 
The leftmost column is a checkbox that you can use to tell the software whether or not to 
import each resident name that it found. If you leave the box checked, it will add that 
resident. If you uncheck the box, it won’t add that resident. It will show residents that it’s 
not going to add in red. 
 
If you already had entered some residents before importing your new resident list, 
ProActivity Reports will show your old residents mixed in with the ones that you’re about to 
import. They’re all sorted together by last name. 
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If ProActivity Reports finds duplicates in your imported resident list – that is, it thinks that 
you’re trying to import a resident that you’ve already added previously – it will flag the 
duplicate name and not add it. You can force it to add the resident a second time by clicking 
its checkbox (although you probably don’t want to do that). 
 
Scroll through the list of resident names and make any corrections. Uncheck the box 
in the “Add” column if there’s a resident name that you don’t want to add. Click the 
“Save” button to import your resident names. 
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ProActivity Reports imports your resident names and adds them to the Resident List. If you 
click on a resident name in the list, you can then enter more information about him in the 
Resident Detail Area on the right side of the Residents screen. 
 
ProActivity Reports lets you keep track of lots of different kinds of information about each 
resident, but you don’t have to enter it all right now to start getting valuable use from the 
software. The more information you put into the system, the more you’ll get out of it – but 
ProActivity Reports only needs a little information to start being helpful. 
 
For most people, the most immediately useful information that you can add about each 
resident is what Group he belongs to and what his Interests are. Please see the “Creating 
Resident Groups”, “Assigning Residents to Groups” and “Assigning Resident Interests” 
sections of this Step-by-Step Guide for detailed help. 
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Adding Residents One at a Time 
 
If you have several residents to add, it’s faster and easier to import their names from a text 
files than to add them one at a time. For detailed help on this approach, please see the 
“Importing Residents” section of this Step-by-Step Guide. 
 
To add a single Resident, start by going to the Residents screen. 
 
If your screen doesn’t say “Residents” in large white letters at the top left of the 
window, click the “Residents” icon on the main toolbar at the top of the screen.  
 

 
This will take you to the Residents Screen. 
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Click the “New” command icon in the top left of the Residents screen. 
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Clicking the “New” command icon opens the dialog shown below. 
 

 
 
 

Enter the new resident’s first and last name. 
 
Enter the date the resident was admitted and where he was admitted from (for 
example, “Home”, a hospital, another facility, etc.). 
 
If you don’t have the admission information handy, you can come back later and enter it on 
this resident’s “Census” tab. For detailed help on using the Census History, please see the 
“Census History” section of this Step-by-Step Guide. 
 
Click the “OK” button. 
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Your new resident, Bill Adams, has been created. Notice that he appears selected in the 
Resident List on the left, and that the Resident Detail area on the right shows his 
information. 
 

 
 
 
 
If you’ve already set up your Resident Groups, you can assign this new resident to a Group 
by selecting it from the Group menu on the Face Sheet/Administration tab. For detailed 
help on setting up Groups, please see the “Creating Resident Groups” section of this Step-
by-Step Guide. 
 
If you’d like to provide a picture for this resident, please see the “Resident Pictures” section 
of this Step-by-Step Guide. 
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Creating Resident Groups 
 
Most facilities organize their residents into “Care Groups” or “Resident Groups”. These 
Groups may be based on resident acuity, length of stay, or what part of the facility the 
residents are in.  
 
To tell ProActivity Reports how you group residents in your facility, we need to go to the 
Setup screen. 
 
Click the “Setup” icon on the main toolbar at the top of the screen. 
 

 
 
 
 
On the Setup screen, select “Groups” from the command bar on the left. (It’s under 
“Resident Information.”) 
 

 
 
 
 



 84 

Click the “New Group” command icon and enter the name of one of your groups 
(e.g., “Rehab”, “Dementia”, “Long Term Care”, or “Maple”). 
 
Do this for each of your groups. 
 
Click the “Save Changes” button in the lower right. 
 

 
 
 
You can now assign residents to these groups to reflect the way you run your facility. 
Organizing residents into groups will help you quickly find residents by letting you filter 
resident lists when you’re entering information or running reports. 
 
For detailed help on assigning residents to Groups, please see the “Assigning Residents to 
Groups” section of this Step-by-Step Guide. 
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Assigning Residents to Groups 
 
Most facilities organize their residents into “Care Groups” or “Resident Groups”. These 
Groups may be based on resident acuity, length of stay, or what part of the facility the 
residents are in. This section shows you how to assign each of your residents to a Group. 
 
If you haven’t set up your Groups in the software yet, please see the “Creating 
Resident Groups” section of this Step-by-Step Guide. 
 
To assign a resident to a Group, we need to go to the Residents screen. 
 
Click the “Residents” icon on the main toolbar at the top of the screen. 
 

 
 
On the Residents screen, we need to go to the Administrative section of the Face Sheet tab 
for the resident we want to assign to a Group. For this example, we’ll assign Bill Adams to a 
Group. 
 
From the Resident List on the left of the Residents screen, click on Bill Adams. 
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On the Residents screen, click on the “Face Sheet” tab. 
 
This tab shows the resident’s Face Sheet information. It’s divided into sections. You choose 
which section to display using the “Show” menu at the top left of the Face Sheet tab. Each 
resident’s Group information is shown in the Administrative section. 
 

 
 
 
From the “Show” menu, choose the “Administrative” section. 
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From the “Group” menu, choose a Group for this resident. 
 
Notice that his Group is automatically updated in the Resident List. 
 
Click “Save Changes”. 
 
You have successfully assigned a Group to this resident. 
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Resident Pictures 
 
You can give each resident a picture. These pictures will help you and your staff recognize 
each resident, and they’ll help you make sure that you’re entering information about the right 
resident. The pictures also show up in many of the system’s reports. 
 
The first step, of course, is to get pictures of your residents into your computer. Most people 
just use a simple digital camera. The software that comes with your camera will make it easy 
to load your pictures on to your computer. 
 
Your residents’ families may also be able to provide you with pictures that you can scan in to 
your computer. Please see your scanner’s instructions for details. 
 
 
To associate a picture with a resident, we need to go to the Residents screen. 
 
Click the “Residents” icon on the main toolbar at the top of the screen. 
 

 
 
 
Next, select the resident that you want to give a picture to. For this example, we’ll use Bill 
Adams. 
 
From the Resident List on the left of the Residents screen, click on Bill Adams. 
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Once you’ve selected the resident in the Resident List, click on his picture box 
(where it says “No Image Available”).  
 
The “Image Editing Tool” will pop up. 
 

 
 
 
There are two ways to assign a picture to a resident: you can load it from a file, or you can 
Paste it from the clipboard. (The “clipboard” is the temporary holding place where things go 
when you use the Copy and Paste commands.) 
 

To load the picture from a file, click the  button.  
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A window will open asking you where to find the file that contains the resident’s picture. 
Most people keep their pictures in their “My Pictures” folder, which is inside their “My 
Documents” folder. 
 

 
 

 
Click on the resident’s picture and then click “Open”. 
 
The resident’s picture is loaded from the file. 
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Click the “Close” button to close the Image Editing Tool. 
 
You’ve successfully given this resident a picture. 
 
Instead of loading a picture from a file, you can also Paste it from the clipboard. Your 
method will depend on what other software you’re using to create or store resident pictures. 
The key is selecting the resident picture in that other software and copying it to the 
clipboard. 
 
 
To use the Paste command to give the resident a picture, select the picture in the 
application that you’re using to create or store resident pictures, and Copy it. 
Then, return to ProActivity Reports, click on the resident’s picture box, and click the 

“Paste”  button.  
 
 
There are two other buttons in the Image Editing Tool: 
 

The  button deletes the current resident picture. 
 

The  button rotates the current resident picture. 
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Census History 
 
When you add residents one at a time to the system, a Census History admission record is 
automatically created as you add each resident. When you import a group of residents, no 
Census History records are automatically created, so you may want to add an admission 
record for each resident you imported. 
 
You can also use the Census tab to keep track of a resident’s status as he’s temporarily 
transferred out (say, to a hospital) or re-admitted.  
 
ProActivity Reports helps you keep track of each resident’s census status so that you can 
filter residents in lists and reports. For example, you may want to run a report that only 
includes your current, in-house residents. 
 
To edit the Census History status of a resident, we need to go to the Residents screen. 
 
Click the “Residents” icon on the main toolbar at the top of the screen. 
 

 
 
On the Residents screen, we select a resident and then go to the Census tab. For this 
example, we’ll create an admission record for Bill Adams. 
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From the Resident List on the left of the Residents screen, click on “Bill Adams”… 
 

 
 
 
…and then click the “Census” tab. 
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Click the “Admit” command icon. 
 

 
 
In the “Admitted From” field, type “Home”. 
 
Click “Save Changes”. 
 
You’ve successfully created an admission record for this resident. When he’s transferred out 
or discharged later, you’ll come back here and click the appropriate command icon to update 
his status. 
 
Notice that there’s also a command icon that says “New Progress Note”. If you click it, the 
system will automatically take you to the Progress tab, ready to enter a new progress note. 
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Assigning Resident Interests 
 
Interest Categories are an important part of managing your activity program. You can tell 
ProActivity Reports which kinds of activities interest each resident, and you can tell it what 
interest category each activity that you schedule addresses.  
 
The software will help you make sure that the activities that you’re scheduling reflect the 
interests of your current residents. It will also let you create reports that you can use to 
demonstrate to state surveyors that your activity program meets or exceeds their interpretive 
guidelines. 
 
Matching the activities that you offer with the interests of your current residents is the key to 
creating a better activity program. 
 
 
If you haven’t set up your Interest Categories yet, please see the “Creating Interest 
Categories” section of this Step-by-Step Guide. 
 
 
To tell ProActivity Reports which kinds of activities interest a resident, the first step is to 
select the resident in the Residents screen. 
 
Click the “Residents” icon on the main toolbar at the top of the screen. 
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Next, select the resident whose interest information you want to enter. For this example, 
we’ll use Bill Adams. 
 
From the Resident List on the left of the Residents screen, click on Bill Adams… 
 

 
 
…and then click the “Interests” tab. 
 
The software shows you your list of Interest Categories (that you defined in the Setup area). 
You can now tell ProActivity Reports which of these Interest Categories are relevant to this 
resident. 
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Let’s say that Bill is interested in Music (but only classical music) as well as Arts & Crafts. 
 
Click the checkbox next to “Music” and the checkbox next to “Arts and Crafts”.  
Click in the “Details” area next to “Music”, and then type “classical only”. 
Click the “Save Changes” button. 
 

 
 
 
Notice that Bill’s interests are now shown in the Resident Header (if you have chosen 
“Interests” as one of your Preferred Fields). 
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From the “Reports” screen, you can run reports that help you understand the interests of 
your current resident population as a whole. For example, you can get a list of all residents 
who are interested in music. Or you can create a graph that shows how many residents are 
interested in each Interest Category with a few clicks of the mouse. 
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Assigning Interest Categories to Activities 
 
Assigning interest categories to residents is an important first step towards organizing your 
residents and understanding what sort of activities your residents are interested in.  
 
The next step is to assign interest categories to activities. 
 
Click on the “Activities” icon in the main toolbar at the top of the screen. 
 

 
 
 
Click on the “Activity Description Library” tab. 
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Click on the “Details” tab. 
 

 
 
To assign an Interest Category to an activity, click on the drop-down box labeled “Interest 
Category.” 
 
All the interest categories you created in the Setup Section are shown in the drop-down box. 
You can scroll down the list and choose the interest category that best fits the activity you 
are working with. 
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For example, if you’d like to categorize the activity 1:1 Visits as a social interest, you can do 
so by scrolling down the drop-down box and selecting “Social.” 
 
 
 
Select the activity “1:1 Visits” from the Activity List on the left side of the screen. 
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Select the drop-down box labeled “Interest Category” 
 

 



 103 

 
Scroll down the drop-down list until you reach “Social.” Select it. 
 

 
 
Click “Save Changes.” 
 
“1:1 Visits” now has “Social” as its interest category. 
 



 104 

You can follow the same process for all of your activities. The interest category will show up 
next to the name of the activity in the “Activity List” on the left side of the screen. If you 
click the gray heading “Interest Category,” the list will re-appear sorted in order of interest 
categories. 
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Interest Reports 
 
Once you have assigned Interest Categories to your residents and your activities, you can use 
this information to help you plan activities that your residents are interested in. 
 
The “Interest Reports” section of the “Reports” screen offers several reports that show you 
interest information. 
 
Click on the “Reports” icon on the main toolbar. 
 

 
 
 
 
 
Click “Interest Reports” from the left panel. 
 

 
 

There are several types of Interest Reports that you can choose from. For example, you can 
see which of your residents is interested in music by running the “Resident Interests” report. 
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Select the “Resident Interests” report from the list. Then click the “Show Report” 
icon at the bottom of the page. 
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To show which of your residents are interested in music, you can use the filters that appear 
at the top of the page. 
 
Click on the “Interests” filter. A drop-down box should appear. Select “Music” from 
the list. 
 

 
 
You can also use the resident filters to control which residents appear in the report. 
 
After you have selected the interest you want, you can click the “Generate Report” icon to 
produce the report. 
 
Click the “Generate Report” icon. 
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After clicking “Generate Report,” here is how your report could look: 
 

 
 
This report appears as a Table, with all the current residents interested in “Music” listed 
alphabetically. To make a report appear as a Graph, click the “Graph” icon in the top-right 
corner of the screen. To make a report appear as a Table, click the “Table” icon in the 
corner of the screen. 
 
By clicking on the headings highlighted in blue, you can sort the residents by name, room 
number, or group. 
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Knowing your residents’ interests can be helpful for planning your activities. If you are 
planning activities for a certain group of residents, having all their interests available in a 
report form can help the planning process go more quickly. Using the reports section of 
ProActivity Reports can help you generate a list or graph of all your residents’ interests. 
 
Click on the “Reports” icon in the main toolbar. 
 

 
 
Select “Interests Reports” from the left panel. 
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Select the “Resident Interests” report from the list. Then click the “Show Report” 
icon at the bottom of the page. 
 

 
 
For this example, we’ll use the Maple Group (Long Term Care) from the Training System. 
You can select the group you are interested in. 
 
Click on the “Groups” filter. Select the group you are interested in from the drop-
down box. Make sure that the “Interest” filter is set on “All Interests.” 
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Click the “Generate Report” icon. 
 

 
 

For graphs, you can choose between pie and bar graphs. To choose a pie graph display, click 
on the “Pie Graph” icon. To choose a bar graph, click on the “Bar Graph” icon. 

 

 
  
The graph shows you what interests the residents in this group have, and it shows you the 
most common interests for this group. Since most residents in this group share cognitive 
and music interests, activities that fall into these categories will likely be the most attended 
and participated-in activities. 
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Another tool in the reports section you can use is to show your “Activities Scheduled by 
Interest”. Using this report with the “Resident Interests” report we just explored above can 
be especially helpful because you can make sure you are scheduling activities that are of 
interest to your residents. 
 
Click on the “Reports” icon in the main toolbar. 
 

 
 
 

 
Select “Interest Reports” from the left panel. 
 

 



 113 

 
Select the “Activities Scheduled by Interest” report. Then click on the “Show 
Report” icon. 
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There are five filters for this report. You can control which interests and activities are 
shown, which residents are shown, and what time period the report covers. For this 
example, we’re going to leave all the filters at their default settings except the time period. 
 
Click the “Time Period” filter. Select “This Week” from the drop-down menu. 
 

 
 
Click the “Generate Report” icon. 
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This report appears as a pie graph. You can change it to a bar graph by clicking the “Bar 
Graph” icon. You can change it to a Table by clicking the “Table” icon. 
 
The graph shows you, by percentage, how many activities for each interest category were 
scheduled for this week. In this example, 42 percent of activities that were scheduled 
belonged to the “Social” interest category. Cognitive activities made up 32% of all activities 
scheduled. 
 

 
 

Using the Interest reports can be an efficient and dynamic way of evaluating your activity 
program. 
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Creating New Activities 
 
Creating new activities takes place in the “Scheduling and Participation” tab of the Activities 
section of ProActivity Reports. 
 
Click on the “Activities” icon in the main toolbar. 
 

 
 
 
 

Click on the “Scheduling and Participation” tab. 
 

 
 

The “Scheduling and Participation” tab contains a lot of information and has many different 
tools you can use. To create a new activity, click on the “New Activity” command icon. 
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Click on the “New Activity” command icon. 
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After you click the “New Activity” command icon, a dialog box appears on the screen. 
Inside the dialog you can customize, name, schedule and describe an activity. 
 
At the top of the dialog is an entry field for the activity type, where you can decide if it is a 
group activity, a 1:1 activity, or an Independent activity. There is a drop-down menu where 
you can choose the activity description. There is also space for the activity name. The 
software comes with built-in activities, and you can customize them or add new activities. 
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Click the “Select Activity Description” drop-down tab. 
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There are dozens of activity descriptions for you to choose from. For this example, however, 
we’re going to choose Bingo. 
 
Scroll down the drop-down menu and select “Bingo.” 
 
The date for the activity defaults to today’s date. The starting and ending times have drop 
down menus, and you can choose starting and ending times on the hour and half hour. 
However, if you have an activity that starts at another time (like on the quarter hour) you can 
click on the time and edit it manually. 
 
Your software may already be set to change the end time to one hour later than the start 
time. As soon as you select a start time, the end time will immediately change to one hour 
later. If you’d like the activity to have a duration other than one hour, you can change the 
activity’s scheduled end time by clicking the drop-down menu and selecting a different time, 
or by manually changing the end time. 
 
You can also choose the location of the activity with a drop-down menu.  You can enter the 
cost of an activity as well.  
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Click the “Start Time” drop-down menu. Select 6:30 p.m. 
 
Click the “End Time” drop-down menu. Select 7:30 p.m. 
 
Click the “Location” drop-down menu. Select “Activity Room” 
 
Click the “+” button to the right of the cost box. Click it five times. The cost should 
read “5.00” 
 

 



 122 

 
You can also choose to have an activity appear only on certain specific calendars. When you 
create calendars, they will automatically appear in the white box in the middle of the screen. 
From the calendars you have created, you can choose which calendars the activity will show 
up on. You can do this by checking the box next to the Calendars you want this activity to 
appear on. 
 
For our example, we want Bingo to only appear on the “High Functioning” calendar. We 
can click on the box next to “High Functioning” to select it. 
 

 
 
For more on working with multiple calendars, please see the section entitled “Calendar 
Names.” 
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Select the “Repeat” tab. 
 

 
 
The “Repeat” tab helps you schedule your activity so that it automatically repeats on a daily, 
weekly, monthly, or yearly basis. For example, using the tools available in this tab, you can 
schedule an event to occur every other Monday, every day, or the second Thursday of every 
month. 
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For our example, let’s say you would like to schedule Bingo every Tuesday and Thursday.  
 
Click on the “Week” icon to select it. Days of the week should appear. 
 
Click on the boxes next to Tuesday (T) and Thursday (H). 
 

 
 

There are also tools on this screen that can help you control the scheduling of an activity. 
You can use the +/- icons to control how often an event occurs. You can schedule an 
activity to occur every other week or every third week, for example. You can also decide 
when you would like an event to end. For outside events during the summer, for example, 
you could have them repeat every week until the end of September. 
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Select the “Staff” tab. 
 

 
 
The “Staff” tab assigns staff members to activities. This screen helps you assign staff to your 
activity, or to change staff members. The list on the left contains all the active staff members 
who are not assigned to the event, and the list on the right contains all the staff members 
who are assigned to a given activity.  
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To add a staff member to the activity, select his name from the “Active” staff list and click 
the “add” button. 
 
To remove a staff member from the activity, select his name from the “Assigned” staff list 
and click the “Delete” button. 
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Click on the “Residents & Participation” tab. 
 

 
 
The “Residents & Participation” tab helps you keep track of which of your residents 
participated in a scheduled activity, and what their level of participation was. To record 
participation, select the box that corresponds to the resident and the level of participation 
that best describes how the resident behaved during the activity. 
 
The “Residents & Participation” tab is used after an event has already been scheduled, and 
the residents have participated in the activity. Therefore, when scheduling a new activity, you 
probably won’t need to use the “Residents & Participation” tab. 
 
When you are finished creating your activity, click “Save” to save the activity you created. It 
will now appear in the calendar in “Scheduling and Participation.” 
 
Click “Save.” 
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Making Activities Observable 
 
Many of the activities that appear in ProActivity Reports are structured and scheduled. 
However, many residents also participate in less structured, more self-directed activities, like 
doing a crossword puzzle or writing letters. ProActivity Reports can help you keep track of 
how your residents engage in these kinds of activities, too. 
 
 
Navigate to the “Activities” screen. 
 

 
 
 
Click on the “Activity Description Library” tab. 
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On the left side of the screen, all of the activities are listed alphabetically.  
 
You can make any activity you see trackable as an unstructured, self-directed event that a 
resident does on her own an observable activity. By making an activity observable, it will 
appear on your list of observable activities. You can print out a worksheet of all your 
observable activities, which you can hand out to your facility staff so they can record 
observations throughout the day.  
 
ProActivity Reports comes with over 150 activities built in, and since they wouldn’t all fit on 
one worksheet, the system needs a way to know which ones you want to include. By marking 
an activity “observable” in the Activity Description Library, it will appear on your worksheet. 
To make an activity “observable,” select it and check the box marked “Observable.” 
 
From the Activity List on the left, select an activity. 
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In the center of the screen, click the box labeled “Observable.” 
 

 
 
Click “Save Changes.” 
 
You have made your activity observable! It will now automatically appear on your 
Observations Worksheets and reports. 
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Recording Participation 
 
There are several ways to record resident participation in scheduled activities (activities that 
appear on your activity calendars) in ProActivity Reports. You can record and view an 
individual’s participation on the Resident Participation page in the Residents Area. 
 
Note that "Recording Participation" is different from "Observations". Observations 
are for less structured, more self-directed resident activities. For a detailed 
explanation of the difference, please see the sections titled “Recording 
Observations”. 
 
 
You can also record participation in scheduled activities for multiple residents at one time in 
the “Activities” screen. 
 
 
Navigate to the “Activities” screen by clicking on the “Activities” icon in the main 
toolbar. 
 

 
 

 
Click on the “Scheduling and Participation” tab. 
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Click on the scheduled activity you want to record participation for in the calendar. 
 
Then click “Record Participation.” 
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After you click “Record Participation,” a box pops up. This box shows a graph where you 
can record how each resident participated in the activity, according to the participation levels 
you created in Set-Up. For more information on how to set your participation levels, please 
see the section entitled “Participation Levels.” 
 
You can record participation for a resident by clicking on the box that corresponds to both 
her name and the level at which she participated in the event. In the example below, Carl 
Brownfield participated in “Music and Massage” independently, while Brenda Dean was 
disruptive during the activity. 
 

 
 
Once you have finished recording all of the residents’ participation levels, click “Save.” 
There is also a button to print this screen if you would like to have a paper copy. You can 
print a filled-out copy for your permanent files, or you can print a blank copy to use as a 
participation-recording Worksheet to take with you to the activity. 
 
For information on other ways to record resident participation, please see the online Help 
system in ProActivity Reports. You can access it by clicking the Help icon in the main 
toolbar. 
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Recording Observations 
 
The Activities Observations Tab allows you to record unschedules, self-directed activities 
that you or your staff members have seen a resident involved in. 
 
Note that "Recording Participation" is different from "Observations". 
 
You record participation for scheduled activities -- that is, activities that you've put on your 
activity calendar. For more information on recording participation for scheduled activities, 
please see the “Recording Participation” section of this guide. 
 
"Observations" are less structured, and are often self-directed activities that your residents 
engage in on their own. For example, if a CNA sees two residents playing cards in the 
library, that would be recorded as an Observation. Similarly, if a staff member notices a 
resident reading in the courtyard, that would also be an Observation, too. These activities are 
important to record because they give you a fuller picture of residents' involvement. 
 
The government's new interpretive guidelines stress that resident activities are the 
responsibility of the whole facility, not just the Activity Department. To help meet this 
requirement, ProActivity Reports provides an Observation Worksheet that you can print out 
and distribute around your facility so that the whole staff can help record Observations of 
resident activity. 
 
Before you can record observations, you must first decide which activities are observable 
and which are not. This helps keep the size of your observation worksheets manageable and 
makes it faster to record observations. To see how to make activities observable, please see 
the “Making Activities Observable” section of this guide. 
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Observation Worksheet 
 
 
To record observations, 
 
 
Click on the “Activities” icon on the main toolbar at the top of the screen. 
 

 
 
 
 

Then select the “Observations” tab. 
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The observations tab has two parts. It has a list of all your residents and what group they 
belong to along the left side. Across the top it shows all the activities you have marked as 
“observable.” To make an activity observable, please see the section entitled “Making 
Activities Observable.”  
 
There are two filters at the top of this screen that you can use to show only residents in 
certain groups. Also at the top of the screen there is a drop down menu from which you can 
choose the date you want to record observations for. 
 
For our example, we want to show all current residents in all groups, and the observation 
date is September 15, 2006. Once you have the filters and the date set for what you want, 
you can begin recording information. 
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To record observations, find the box that corresponds to the resident you want and the 
activity they were observed engaging in. Click the box, and then type in the number of times 
the resident was observed engaging in that activity that day. 
 
For example, James Sargent was observed watching TV for sports on September 15, 2006. 
 
Click the box that corresponds to both the resident and the activity that resident was 
observed doing. 
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Type in the number of times the resident was observed participating in that activity 
for the day. 
 

 
 
Click “Save Changes.” 
 
You have recorded an observation. 
 
You can also print out a blank worksheet to hand out to your staff. To do so, select the day 
you want to print, and then click the “Print” icon in the main toolbar at the top of the 
screen. 
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Smart Calendar Creator 
 
 
You can use the “Smart Calendar Creator” to create the calendars you post in your facility or 
hand out to your residents. The calendars you create in this screen will automatically update 
themselves whenever you change your activity plans or add a new activity. 
 
 
Click the “Smart Calendar Creator” tab. 
 

 
 

 
 

On the left side of the screen, there is a command area where you can select the calendar 
you want to work with, the date, the time frame (day, week, month), and the presentation 
format (Planner or List view). 



 140 

 
Click on the “Select Activity Calendar” drop-down menu to select the calendar you 
want to edit or publish. 
 

 
 

 
 
The names of the Calendars that appear in the drop-down menu are the names you created 
in the “Calendar Names” section of set-up. To create and name a new Calendar, please see 
the “Calendar Names” section. 
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Below the calendar tools, you can select the size paper you want to print your calendars on. 
There are eight options available. 
 

 
 

 
 
There are different layouts for each combination of the following: calendar, time frame, 
presentation format, and paper size. 
 
If you do some editing for one combination, those changes won’t appear in other calendars 
with different combinations. You can control each format combination individually. 
 
At the bottom of the left side is the option to save your calendar as an image file. 
 

 
You can use the Image File that you create to email your calendar to residents’ family 
members, include it in your newsletter, or post it on your in-house television system.  
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To edit Calendars in the “Smart Calendar Creator,” you’ll use the tools we just reviewed. 
 
 
Select the calendar you want to work with by clicking the Calendar drop-down menu. 
 

 
 
 
 

Select the Time Frame to “Month” and the presentation format to “Planner.” Select 
a paper size 8.5” x 11”, portrait. Change the date in the calendar at the top left so 
your activities are visible.  
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There are many ways to edit your smart calendars. You can format the activities on a single 
day, a whole month, are all days in all months. 
 
To format the activities on a single day, click on the date in the View Calendar. 
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To edit every day in the month, click on the “Every day in Sep 2006” radio button. 
 

 
 
 

To edit everyday in every month, click on the “All days in all months” radio button. 
 
Once you have selected the time period you want to edit, you can use the toolbar to edit the 
color, font, and the overall style and appearance of your calendar. 
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For example, you can make the background of your calendar blue. 
 
Click on the “Every day in Sep 2006” radio button 

 
Click on the Paint bucket icon to pull down a menu of colors. Click on the color of 
your choice. 
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You’ll notice that the areas surrounding the activities didn’t change. That is because you can 
also edit activities individually. 
 
To edit an activity, click on it. 
 
As with editing the days, you can choose between editing the selected activity only, editing all 
the activities on that date, editing all activities in the month, or editing all activities in all 
months. 
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From the calendar drop-down menu, select the “High Functioning” calendar. 
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Click on an activity. 
 
 

 
Click on the “Every activity in Sep 2006” radio button.  
 

 
 
Clicking on the “Every activity in Sep 2006” radio button will highlight every activity in the 
month. 
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You can use this tool bar to change the appearance of the activities you have selected. For 
example, you can change the font style and size of all the activities in this month. 
 
Click the font style drop-down arrow and choose the style you prefer. 
 

 
 

Click the font size buttons (+/- ) to choose the size you prefer. 
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You have changed the font of your activities. 
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Besides changing the font and the color of you calendar, you can add images and text boxes 
to personalize your calendar. 
 
To add an image to your calendar, click the “Add Picture” command icon from the toolbar. 
 
Click the “Add Picture” command icon. 
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In the New Picture dialog box that appears, click the “Get New Picture…” button. 
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Navigate to your My Pictures folder and select the image you want to add to your 
calendar. 
 
The picture is added to your calendar. You can drag it around and resize it. 
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You can also add text boxes to your calendar. 
 
Click on the “Add Text box” command icon from the toolbar. 
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A “New Text Box” dialog box appears. In this box you can enter your text, change font 
styles and sizes, and alter the background and font color. When you are finished, click 
“Apply Changed Setting.” 
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Your text box appears on the calendar and you can drag it around or resize it. 
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You can customize your calendars in many ways. You can make all of your different 
calendars (High Functioning, Low Functioning) have different styles. You can also change 
calendar formats. You can create and print out day planners, or make a large monthly 
calendar on 2 foot by 3 foot sized paper.  
 
After you schedule activities in the “Scheduling and Participation” tab, they will appear on all 
your calendars, no matter how you format them. So you can create a monthly calendar, and 
then you can select a day and print out a day planner without having to reschedule all the 
activities. 
 
Here is an example of a customized calendar: 
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You may notice, as you edit your smart calendars, that not all activities will show up on a 
given date. There may be too many activities to fit on one date. An easy way to fix this is to 
decrease the size of the font for that day. 
 
Select a day that doesn’t show all of its scheduled activities. 
 
Days that have more scheduled activities than shown in the box will have an ellipsis button 
(…) near the bottom. When you click this button, you will see a list of hidden activities. 
 

 
 

Select an activity on this date. Then select the “Every Activity on [date]” radio 
button in the left control panel. 
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On the Smart Calendar toolbar, use the  button to decrease the activity font size 
until all the activities show up in the date box. 
 

 
 

 
For information on editing your calendars, please see the online help that is available in 
ProActivity Reports. You can get to it by clicking the Help icon in the main toolbar at the 
top of the screen. 
 
There’s also a special section on tips for making all of your activities fit on your 
calendar. It’s in the “Smart Calendar Creator” section of the “Activities” area of the 
online help. 
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Backing Up Your Database 
 
Your resident and activity information is stored in a database, and you should periodically 
make a safe copy of your data in case something goes wrong with your system. This safe 
copy is called a “backup”. 
 
A backup is a save point, where all of your information is captured to a single file. If you 
have a catastrophe with the software or the computer, you can recover your information 
from a backup file by doing a “restore”.  
 
Making frequent backups is very important. If something goes wrong with your 
computer (and it does  happen), you will lose all of the work that you’ve put into it if 
you don’t have a safe backup. 
 
Note that making frequent backups is only half the job. You must also make safe copies of 
your backups that are not on your local computer. For example, you can copy your backups 
onto compact discs (CD’s), and then store the CD’s in a safe location. 
 
The importance of backups can’t be overstressed. If you’d like help on creating backups, 
please call the Mature Solutions Technical Support Group at (513) 871-0030. 
 
 
Automatic Backups 
 
When ProActivity Reports is installed, the system automatically makes an initial backup. A 
backup program also runs continuously on the application server (the main computer where 
ProActivity Reports is running). It wakes up each morning at 2:10 AM and makes a backup 
of your data. Please leave your computer running overnight so the nightly backup can 
be made. If your computer is not running, no automatic backup will be made. 
 
It ’s  ac tual ly  be t te r for your computer to leave  i t running continuous ly  than to  turn i t o f f  
every  n ight .  It ’s  not  the  to tal  hours  that  a computer i s  running that  wears  it  ou t ,  i t ’ s  
the  “thermal cy c l ing” – the  repe ti t i ve  heat ing up and coo l ing down that  comes  wi th 
frequent ly  turning it  on  and o f f .  
 
Periodically you may be reminded to do a backup, and you can click the “Backup” button in 
the reminder dialog to backup your information. 
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Manual Backups 
 
If your computer is the application server, you can do a manual backup by choosing 
“Backup Database” from the “File” menu. 
 

 
 
Backup Files 
 
Backup files are saved in the “Backups” directory for the application, which for Windows 
XP is usually: 
 

C:\Documents and Settings\All Users\Application Data\ProActivity 
Reports\Backups 
 
 
For Windows 98 and Windows ME, the backup directory is usually: 
 

C:\Windows\All Users\Application Data\ ProActivity Reports \Backups 
 
Each backup file has the date and time that it was created as part of its name. 
 
You should periodically copy the backup files to a safe network volume or write them to a 
CD-R. 
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Backing up is extremely important. Sometimes computers develop problems even if you 
haven’t done anything wrong. Having a safe copy of your backup files can be the difference 
between a minor inconvenience and a major catastrophe. 
 
For detailed help on restoring your data from a backup file, please see the “Restoring Your 
Database” section of this Step-by-Step Guide. 
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Restoring Your Database 
 
All of your resident and activity information can be restored from a backup file. For detailed 
help on creating a backup file, please see the “Backing Up Your Database” section of this 
Step-by-Step Guide. 
 
If your computer is the application server, you can restore your database by choosing 
“Restore Database” from the “File” menu. 
 

 
You can also run the Restore application directly from the Windows Start menu. 
 
Before starting a restore operation, make sure that ProActivity Reports isn’t running on any 
of the other computers on your network. Note: they can’t just be logged out; all copies of 
the software must be quit. (You can quit ProActivity Reports by clicking the red and white 
“X” in the top right corner of the screen.) 
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The restore application will ask you to select a backup file, and it will restore your resident 
and activity information back to the point when the backup file was made. Any changes 
made after the backup was created will be lost – which is why it’s so important to back up 
your database frequently. 
 
Click the “Restore” button. 
 
A file selection window will appear: 
 

 
For detailed help on where your backup files are normally stored, please see the “Backing 
Up Your Database” section of this Step-by-Step Guide. 
 
Notice that your backup file names include the date and time that they were made. You will 
usually want to select the most recent one. 
 
Select the backup file to restore from and click “Open”. 
 
Usually, if you’re restoring your data from a backup file, it’s because a major problem has 
occurred. We recognize that this can be traumatic. If you need any help restoring your 
database, please call Mature Solutions Technical Support Group at (513) 871-0030. We’ll 
walk you through it.  
 


