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DISCLAIMER
This manual serves as technical documentation for CBISA for Senior Living version 8.1.
Lyon Software reserves the right to change the information in this document without notice. Any printed or electronic version
of this document, in part or as a whole, cannot be shared with parties other than Lyon Software. Updates to this manual are
available via Lyon Software technical support.
Warning: this program is protected by US copyright law and international treaties. Any printed or electronic versions of this
document, in part or as a whole, cannot be shared with parties other than Lyon Software. You may not, in whole or in part,
copy, photocopy, reproduce, translate, reverse engineer, derive source code, modify, disassemble, decompile, create derivative
works based on, or remove any proprietary notices or labels from CBISA™ for Senior Living or any manuals, newsletters,
training materials, or other materials relating to CBISA™ for Senior Living (collectively, “Documentation”) without the prior
written consent of Lyon.
Lyon Software makes no warranties, either express or implied, with respect to this manual or with respect to the hardware or
software described in this manual, its quality, performance, or suitability for any particular purpose except as described
between Lyon Software and the end user of this equipment.
Except as specifically provided in these terms, the entire risk arising out of use or performance of CBISA™ for Senior Living, the
documentation, and services remains with you, the user. Except as specifically provided, Lyon expressly disclaims (i) any
warranty for CBISA™ for Senior Living, the documentation and the services, and (ii) any common law duties with regard to
CBISA™ for Senior Living, the documentation and the services, including duties of lack of negligence and lack of workmanlike
effort. Except as specifically provided, CBISA™ for Senior Living, the documentation and the services are provided on an “as is”
and “as available” basis, “with all faults” and without warranty of any kind, either express or implied, including, without
limitation, the implied warranties of merchantability, fitness for a particular purpose, or noninfringement.
Copyright © 2019 by Lyon Software. All rights reserved. All title, ownership rights and intellectual property rights in and to
CBISA™ for Senior Living and any and all copies thereof are owned by Lyon.
Internet Explorer and SQL Server are registered trademarks of Microsoft Corporation in the United States and/or other
countries. JavaScript is a registered trademark of Sun Microsystems.
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CONTACTING LYON SOFTWARE
Lyon Software offers customer support from 9:00 a.m. to 5:00 p.m. Eastern time Monday through
Friday.
For all Customer Support questions:
Contact Phone Number

(419) 885-4593

Contact Fax

(419) 885-7727

Contact Email

support@lyonsoftware.com

Lyon Software, Inc.
5800 Monroe Street, Building E
Sylvania, OH 43560-2209
Phone: (419) 882-7184
Fax: (419) 885-7727
http://www.lyonsoftware.com
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1 Getting Your Workstation Ready for CBISA™
Setting up your workstation will require you to access your Control Panel and
Internet Options. If you are unsure how to access these areas, please contact your
IT/IS department for help.
1. Set the Screen Resolution: To properly view CBISA™ for Senior Living, your
screen resolution must be set to a minimum of 1024 x 768. To set the
resolution, access the Control Panel, choose Display, and open the Settings
tab. The screen resolution should be located on this tab. Apply your
changes.
2. Add CBISATM Online as a trusted site: Open the Control Panel and choose
Internet Options (or choose Internet Options from your internet tool bar).
On the Security tab, add https://www.cbisaonline.com as a “trusted site”.
Apply your changes.
3. Turn off “pop up blocker” for this site: Open the Control Panel and choose
Internet Options (or choose Internet Options from your internet tool bar).
On the Privacy tab, turn off “pop up blocker” for www.cbisaonline.com by
choosing the Settings button and adding the site. Apply your changes. Or,
from your Internet tool bar, turn off “pop up blocker” after logging in to your
program.

1.1 ACCESSING CBISA™
1. Open your Internet browser.
2. Type in your unique URL.
3. Enter your unique user name and password assigned to you by your System
Administrator or Coordinator.
Proprietary Information of Lyon Software.
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Enter your secure URL

Enter your
assigned
user name
and
password

1.2 RESETTING A FORGOTTEN PASSWORD
If you forget your password, you can use the CBISA™ for Senior Living password
reset feature to create a new one.
1. Go to your unique URL and enter your assigned user name.
2. Click Reset Forgotten Password.

Proprietary Information of Lyon Software.
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Enter your
assigned
user name

Click Reset
Forgotten
Password

3. Enter the email address associated with your CBISA™ for Senior Living
account.
4. Click Reset. A pop-up message will tell you an email has been sent to you.
Enter your
email address
Click Reset

Click OK
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5. Check your email. You will receive a message with the subject line “Password
Reset” containing your new password (a combination of random letters and
numbers) and instructions for resetting it to something you will remember.
6. Go back to your unique URL and log in using your assigned username and
your new password from the email.

Your new password

7. Follow the instructions in the email to reset your password. Refer to Section 2,
Editing Your User Account, for more information.
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1.3 NAVIGATING CBISA

A. Main Modules

9

C. Options
B. Sub Menus

E. Browse Box

D. Control Panel

A. Main Modules: Access one of the main modules by clicking on the
appropriate tab.
B. Sub Menus: If a main module has additional screens, they may be accessed
by clicking on the desired screen name.
C. Options: Access additional default screens by expanding the options box.
Reporters have access to the Organizational Default “Users.”
D. Control Panel: Displays which module is currently active and contains
options for data records. (Panel can be minimized/maximized. See Section 14
for details.)
E. Browse Box: Shows alphabetical or descending date ordered data records for
the active module.
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2 Editing Your User Account
1. Hover your mouse over Options (in the upper-right corner of the screen), then
click Org Defaults.
2. Highlight your user account and choose Edit.

3. Check to make sure your email address is entered correctly. Create a unique
password, confirm it, and then Save your changes.
Passwords must be between 6
and 15 characters long. Each
password must contain at least
one letter (A through Z), at least
one number (0 through 9), and
may not contain “password” or
the User Name. The special
character underscore (_) is
allowable in passwords, and may
be used in place of a letter.

Note: Make sure your email address is entered correctly. If you forget your password
and use the password reset feature, your reset password will be sent to this email
address.
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3 The Role of the Reporter
As a Reporter, you are an important part of your organization’s social accountability
initiative. You are responsible for entering the social accountability data that will
ultimately be included in your annual summary report and various other scheduled
and unscheduled reports.
The data elements that you will be able to add to the CBISA™ software are statistical
Occurrences, Narratives, and program evaluations in the Outcomes module. You may
also be able to add Programs if your coordinator has given you that ability. Every
data element that you enter will remain in a pending status until your coordinator
imports it. While the record is in its pending state, you will have access to make any
necessary changes or edits; however, after the status has been changed to active
(through the import process), the record will become “read only”.
You will always be able to see the complete list of available Programs, no matter
which user added the record. When viewing Occurrences, you will be able to see (a)
pending and active records that you have added, and (b) active records that others
have added, for the active fiscal year and one year previous. Active Occurrence
records added by other users will be “read only.” You may copy any “read only”
Occurrences. However, you will only ever see Narratives and Outcomes that “belong
to you” (i.e., were entered by you).
Before entering any social accountability data, make sure you are working in the

correct fiscal year. The active fiscal year shows in the upper right hand corner
of the front page of any main module.
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As a Reporter, you…

Can

Cannot



Edit your user account password



Add Programs (if granted permission)



Add Occurrence, Narrative, & Outcome



records


Edit/Delete records created by you



Copy “read only” Occurrences



Preview/Print/Export 3 reports

See or have access to any
Narrative or Outcome records

while they are pending


Edit/Delete “read only”
Occurrences

records


Edit/Delete any active data

created by another user


Add/Edit/Delete defaults

4 Adding a Program
A program is a service provided to benefit any sector of the community. A program
is entered into the software one time. After it is entered, statistical occurrence
information may be attached. The program will remain available from one fiscal year
to another.

Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.

Step 2: From the main screen (Program/General), click on the Add function button, located
on the control panel above the program title browse box. Clicking on Add activates the
data entry screen.

Note: If all of the function buttons are “grayed out” then you have not been granted
permission to add programs. Contact your System Administrator or Coordinator for additional
information regarding your permission level and responsibilities.
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Step 3: Complete your program information on the General screen. The data that must be
entered includes the program title, the recommended category and the “Targeted for”
population. You may also wish to enter a brief description of the program and assign a
sponsoring department.

Enter a Program Title

Select the
appropriate
category

Enter a brief program description

Select the appropriate indirect
cost factor, “Targeted For”
population (mandatory) and
sponsoring department from
the dropdown lists

Step 4: Enter the information, if applicable, on the additional program screens of
Objectives, Setting/Format, Target Populations, and Health Goals. Each additional program
page (or screen) is accessed by clicking on the corresponding page title located on the submenu. “Save” the record using the function button “Save”. Each screen of information will
also be automatically saved (“auto-save”) as you move off the current screen and open
another page.
Main Modules
Sub-Menu Screens

Step 5: Publish the record. To mark a record as “complete” and ready for import, simply
choose “Publish Record” from the expanded “More” function button.
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Note: Published records will show in a green
font in the browse box. Unpublished records will
show in a red font.

Unpublished record

Published record

Step 6: Continue to add social accountability data, or log out of CBISA™.

Note: Closing out of the software using the red “X” (closing down your browser) is an
abnormal exit. ALWAYS close CBISA™ for Senior Living using the Log Out feature.

Proprietary Information of Lyon Software.
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5. Adding an Occurrence
An Occurrence is an actual event in which community members are served and/or
dollars are spent. An Occurrence is always tied to a program and a program may
have many Occurrences.

Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Locate the Program in the browse box on the control panel. Use the scroll bars to
go up and down the list until you find the correct Program, or type a word or phrase into
the search feature text box.

Backspace over the

Type in a word
contained in a
program title

Browse box now only
contains program titles
that match the search
request

Backspace

Proprietary Information of Lyon Software.
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program list
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Browse
Box

Scroll Bar-Used to view entire
list of Programs (in
alphabetical order by title)

Step 3: Highlight (or choose) the Program. To choose a Program, “click” on it once. It will
be highlighted in blue.

Step 4: Open the Occurrence page for the selected Program. (See illustration below)
SECOND: Click on the link to
open the Occurrence page

Proprietary Information of Lyon Software.
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FIRST: Choose your Program

Step 5: Choose the function button “Add” to activate your Occurrence data entry page.

Step 6: Complete the statistics for your Occurrence. Your Coordinator will give you specific
instructions on which statistics to collect and enter. The available fields include are listed on
page 17, and the Occurrence data entry screen is pictured on page 19.

Step 7: Save your Occurrence record (“Save” function button on the Control Panel). At this
point, you may attach up to five files of any type. The maximum file size is 4 MB and the
name of the file must be 200 characters or less and cannot contain apostrophes or
quotation marks. At the bottom of the data entry screen, click “Attach a File,” click “OK” to
acknowledge the Protected Health Information warning, then click “Choose a File.” Browse
to find your file, click “Open,” then click the Save function button again to upload the file.
To remove an attached file from a record, click on the “garbage can” icon. In both cases
(attaching and removing), the action is not complete until you save the record.

Proprietary Information of Lyon Software.
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Date: Enter the date of the occurrence (not the date you are inputting data).
The date must fall within the active year that has been selected.
Description: Enter a brief description of the event. The field will accept 66
characters; however, not all of the characters appear in the control panel browse
box, so it is suggested that you keep the description brief.
Targeted: This field defaults to the “Targeted For” setting chosen on the
Program/General screen. Do not change this setting unless instructed to do so
by your Coordinator.
Department: Choose the department from the dropdown list (The department
will default to the sponsoring department chosen on the Program/General
screen. You may change the default department by choosing a new department
from the dropdown list.)
Hours (Inputs): Enter the hours your staff “puts in” to each event. The standard
fields delivered with the software are “Staff” and “Volunteer”. Your Coordinator
may customize these fields and add a third input counter.

Note: The hours entered in this field are not automatically entered in the expense hours. For
salary expense to be calculated, hours must be entered in the “expense” section of the
occurrence form.

Outputs – Persons Served: This is the first of the three social accountability
statistics (Persons Served, Expenses, and Offsetting Revenue). Enter the number
of community members served. Your Coordinator may add additional ways of
“counting” people.
Total Expenses: Enter all dollar amounts in whole numbers (no decimal points).
Salary Expense may be entered as a whole dollar amount, or in any combination
of dollars and hours. The department average hours field corresponds with the

Proprietary Information of Lyon Software.
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department chosen from the dropdown list. Additional standard hours fields
may be defined by your Coordinator.

Special Note: If a default Indirect Expense method has been selected on the Program General
screen, do not change the default on the Occurrence screen unless you have been instructed to
do so by your Coordinator.

Total Offsetting Revenue and Adjustments: Enter all dollar amounts in whole
numbers (no decimal points).
Notes: Enter any notes into the free form text box. You may type as much text
as necessary. The notes section will always stay attached to the Occurrence
form.
User Defined Codes: To open User Defined Codes, click on the UDC tab.
Check all codes that apply (if any).
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Note: Make
sure you have
selected the
correct active
fiscal year for
Clicking “Add” activates

the occurrence

the Occurrence screen so

you’re

you can enter your

entering.

statistics

For a Program to be
included on your
“Occurrences-Selected
Programs” report, you must
have one field completed
for at least one of the
required statistics: Persons
Served, Expenses, or
Offsetting Revenue.
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Step 8: Publish the record. To mark a record as “complete” and ready for import, simply
choose “Publish Record” from the expanded “More” function button.

Step 9: Click on “Add” to input information for another Occurrence for the same program
or return to the Program.

Return to the
Program

Step 10: Continue to add social accountability data or log out of CBISA™.

6 Adding a Narrative Record
Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Click on the Narratives main tab to open the module.
Step 3: Click on the Add button to activate the Narratives screen.
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Main Module Tabs

Step 4: Complete the applicable data on the General screen. The available fields are:
Narrative Title (which will show in the browse box on the control panel and in the
Relationship Manager), Date (which must fall within the active year), Department
(dropdown list), Keyword (dropdown list, used to “tag” your narrative), and Hours (optional
field). (See picture below)

Dropdown
lists
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Step 5: Click on the Subjects sub-menu to change to the next screen. Check one or more
subjects that apply to your narrative.

Checkboxes:
choose all that
apply

Step 6: Click on Narrative (sub-menu) tab to change to the next screen. Type in your
narrative, or story, then click the Save button to save your Narrative entry. You may also
attach a supporting document to the Narrative, if applicable. See Part 5, Step 7 for
instructions on how to attach a file to a record.

Clicking the function button “Save”

Type the narrative in the text box.

adds your entry to the Narrative
module. As a Reporter, you will only
see the narratives in the browse box

You are not limited to the amount
of text you may enter.

that you have entered. You will only
be able to make edits or changes
while the record remains “pending”.
Proprietary Information of Lyon Software.
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Step 7: Publish the record. To mark a record as
“complete” and ready for import, simply choose
“Publish Record” from the expanded “More” function
button.
Step 8: Continue to add social accountability data or
log out of CBISA™.

7 Adding an Outcome
Evaluations of programs or initiatives are stored in the Outcomes module.
Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Click on the Outcomes main module tab.
Step 3: Click the Add button to activate the Outcomes screen.
Step 4: Complete the Outcomes page by selecting an appropriate date, adding a title and
entering text in each applicable text box. Checkboxes allow you to select if your indicator is
short term, intermediate term or long term. See Part 5, Step 7 for instructions on how to
attach a file to a record.
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Step 5: Save the evaluation information (Save button on the control panel).

Step 6: Publish the record. To mark a record as
“complete” and ready for import, simply choose
“Publish Record” from the expanded “More”
function button.

Step 7: Continue to add social accountability data or
log out of CBISA™.

8 Editing/Deleting an Existing Record
As a Reporter, you may edit or delete any record you have added while the record is
Pending. However, when the record has been imported and the status changed to
Active, you may no longer edit or delete it.

Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Open up the module that contains the record you wish to edit or delete.
Step 3: Highlight, or choose, the applicable record in the browse box on the control panel.
Step 4: To edit the active record, simply make your changes on the data entry screen and
then Save your changes, then Publish the record.
Step 5: To delete the active record, which permanently removes the record from the
pending database, highlight or choose the applicable record and click on the function
button Delete.
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Step 6: Continue to edit/delete social accountability data or log out of CBISA™.

9 Linking a Narrative or Outcome to a Program
At times you may need to link a Narrative to a Program if you want to expand on
the quantifiable information (tell the “rest of the story”). Or, if you are evaluating a
specific social accountability program, you may need to link the Outcome record to
the Program. The Relationship Manager will allow you to create links between
Narratives, Outcomes, and Programs.

Step 1: Log into CBISA™ Online using your unique, secure URL, your assigned user name
and password.

Step 2: Open either the Narratives or Outcomes module and choose the applicable record
you wish to link to a Program (highlight the record in the browse box).

Step 3: Link the record. To link a Narrative or Outcome to a Program, simply hover your
mouse over the More function button and choose “Manage Relationships”, or click Link.
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Step 4: The Overview tab will
show how many Programs have
already been linked to the
Narrative/Outcome you selected.
Click to the Detail tab. Select the
Program in the “available” box
(left side) and move the “linked”
box (right side) by using the
arrow or by double-clicking.

Step 5: Save the link.

Step 6: Continue to work with social
accountability data or log out of CBISA™.
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10 Copying an Existing Program
As a Reporter, you may copy a Program record that you have added while the
record is Pending. However, when the record has been imported and the status
changed to Active, you may no longer copy it.

Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Open the Program module and choose the Program record you wish to copy
(highlight the record in the browse box).
Step 3: Copy the record. To copy a Program, simply choose “Copy Program” from the
expanded “More” function button.
Special Note: When you copy a Program record, you are making an exact clone of the
record; however, you are copying ONLY the Program screens, not any Occurrences
associated with the Program.
Step 4: Make any edits to the copied Program, Save and Publish.

Step 5: Continue to work with social accountability data or log out of CBISA™.
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11 Copying an Existing Occurrence
As a Reporter, you may copy an Occurrence record that you have added while the
record is Pending or Active. If the record belongs to a prior fiscal year, a locked
year or a closed year, the date of the record will automatically update to the first
day of the next available fiscal year.

Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Open the Program module and choose the Program record from the browse box.
Step 3: Open the Occurrence page for the selected Program by clicking on the Occurrence
link on the control panel.
Step 4: Select the Occurrence in the browse box and copy the record. To copy the
Occurrence, simply choose “Copy Occurrence” from the expanded “More” function button.

Step 5: Make any necessary edits or
changes to the newly created Occurrence
record. Save and Publish the copied
Occurrence. Note: The “record created by”
date will reflect the date the record is
copied.
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Step 6: Return to the Program record and continue to work with social accountability data
or log out of CBISA™.

12 Copying an Outcome
As a Reporter, you may copy an Outcome record that you have added while the
record is Pending or Active. If the record belongs to a prior fiscal year, a locked year
or a closed year, the date of the record will automatically update to the first day of
the next available fiscal year.
Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Open the Outcomes module and choose the Outcome record you wish to copy
(highlight the record in the browse box).
Step 3: Copy the record. To copy an Outcome, simply choose “Copy Outcome” from the
expanded “More” function button.
Step 4: Make any edits to the copied Outcome, Save and Publish.
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13 Accessing Page Specific Help Screens
Clicking on the link for Help (upper-right corner) opens up a file designed
specifically to answer questions regarding the current active CBISA™ screen. You will
get information on how to move around the data entry fields, what data to enter,
definitions, links to other Help files, and links to other useful websites.

Step 1: Click on the Help file link (located in the upper-right corner of the screen).
Step 2: When you are ready to close the Help file, click on the red “X”.
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14 Minimizing/Maximizing the Control Panel
Minimizing the Control Panel allows for an expanded view of the active page. To
minimize or maximize the Control Panel, simply click on the resize handle (arrow)
located on the right edge of the Control Panel. You can also click and drag the
border of the Control Panel to manually expand and contract it.

Minimize

Maximize

15 Accessing Reports & Listings
Reporters have the ability to preview three different CBISA™ reports:
Occurrences - Selected Programs: Contains a list of all of the Program records that
have Occurrences entered in by the user (Reporter) for the requested date range.
The Occurrence will show a status of “Active” or “Pending”.
Narratives: Contains a list of all of the Narratives entered in by the user (Reporter)
that are currently active (have been imported) for the requested date range.
Outcomes: Contains a list of any Outcome records entered in by the user (Reporter)
that are currently active (have been imported) for the requested date range.
Step 1: Log into CBISA™ using your unique, secure URL, your assigned user name and
password.
Step 2: Click on the Reports & Listings main module tab.
Step 3: Select the desired report from the browse box.
Step 4: Choose your Options

Date Range (defaults to the starting and ending dates of the active year and may be
changed)

Report Orientation (Portrait reports show standard statistics, Landscape reports show
expanded statistics and “notes”)
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Step 5: Preview the report.
Step 6: Print or Export the report.

Choose
Preview

your report
from the

Choose your

Browse Box

options

your Report

Printing or Exporting Reports

Export to another application
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