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Here are some general tips when sending us your data:



Duplicates 

We cannot detect duplicates during the import process, so please de-dupe your data before sending. Any duplicate records will have to be deleted or merged once the site is ready for use. 



Columns and Rows

Each person must have all of their data on one row with a separate column for each data field. 

Phone Numbers and Dates

Phone numbers and dates can be formatted with - or / characters but the year MUST be in a 4-digit (1923) format. 



Zip Codes

If your zip codes begin with “0”, you must format the zip code column as text. If the column is formatted as a number, the leading 0 will be dropped.

Date of Birth (DOB)

All records must have a DOB, since MySeniorCenter relies on the seniors’ DOB to run many statistics/reports:



1.) DOB must be in the xx/xx/xxxx format 

2.) If no DOB is provided the person's DOB will be set to 1/1/1901

Yes or No Questions

For "Yes" or "No" questions, 1 = Yes and 0 = No



Enterprise Version

If you have signed up for the enterprise version of MySeniorCenter with multiple centers logging into one site, submit the member data on separate sheets/tabs. 



Please direct any questions about your data import to bill@myseniorcenter.com.







Next: Instructions for retrieving your data from specific databases


Excel and Access Database Retrieval



If your center currently uses either an Excel or Access database, please use the process below to export the data to MySeniorCenter:



1. If using Access, create a report from Access and export the data to Excel

2. Import the Excel data to the Senior Member Data template

3. Email us the file

4. If the file is too large to email, please contact Bill at bill@myseniorcenter.com to receive the URL for uploading your file





COATS Database Retrieval



If your center currently uses the COATS database, listed below is the process to export the data to MySeniorCenter:



1. Locate the machine or network drive that has the COATS database file (COATS2003_be.mdb) on it.  This machine or drive must be turned on in order to access COATS.  You don’t need to open the file, just locate where it resides.

2. Go to www.myseniorcenter.com/support to download our remote screen sharing tool (TeamViewer)

3. Click Open/Run or Save/Run (depending on your browser)

4. Call MSC tech support at 866-739-9745 so we can remote in to your system and retrieve the data





ServTracker Database Retrieval



If your center currently uses the ServTracker database, listed below is the process to export the data to MySeniorCenter:



1. Identify the person in your organization who handles your ServTracker server

2. Ask him/her for a back-up of the data

3. Email it to us, or…

4. Go to www.myseniorcenter.com/support to download our remote screen sharing tool (TeamViewer)

5. Click Open/Run or Save/Run (depending on your browser)

6. Call MSC tech support at 866-739-9745 so we can remote in to your system and retrieve the data





SAMS Database Retrieval



If your center currently uses the SAMS database, listed below is the process to export the data to MySeniorCenter:



1. Please retrieve the initial client export in Excel from the Area Agency or County

2. Import the Excel data to the Senior Member Data template

3. Email us the file

4. If the file is too large to email, please contact Bill at bill@myseniorcenter.com to receive the URL for uploading your file

5. After your center is live with MSC and events are set up, our SAMS expert will help map events to SAMS Service names

6. Each month we will work with you to export your data to SAMS
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Step |
Send Us Here’s how to send us your data:
Your Data » Export your data to an Excel file, if possible.

» Cut and paste your data into the provided
MySeniorCenter Member Data template. (See below)

* If custom fields are needed, add them to the
MySeniorCenter Member Data template starting at
the next available column. (See below)

* Add any events your center offers to the
MySeniorCenter Event Data template. (See below)

Double-Click to open these attachments

For data questions, contact Bill: bill@myseniorcenter.com
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Sponsorship List

The list below represents the most common businesses that take advantage and can benefit most from placing a sponsorship ad on your touchscreen. Please take some time to review and prepare this list of who you think would most benefit by reaching out to your Senior Center. Your participation in preparing this list for us will play a significant role in our success. This list should consist of Vendors the Senior Center does business with as well as Members, supporters, and friends that are decision makers or business owners.



Business Type:			Name of Business:	Phone Number:		Contact Person:

Skilled Nursing & Rehab	_________________	___________________	__________________

Skilled Nursing & Rehab	_________________	___________________	__________________

Skilled Nursing & Rehab	_________________	___________________	__________________

Hospital	______________________________	___________________	__________________

Hospital	______________________________	___________________	__________________

Assisted Living	______________________________	___________________	__________________

Assisted Living	______________________________	___________________	__________________

Assisted Living	______________________________	___________________	__________________

Senior Apartments	________________________	___________________	__________________

Senior Apartments	________________________	___________________	__________________

Audiologists / Hearing Aids	_________________	___________________	__________________

Audiologist / Hearing Aids	_________________	___________________	__________________

Nursing Home	______________________________	___________________	__________________

Nursing Home	______________________________	___________________	__________________

Retirement Community	________________________	___________________	__________________

Retirement Community	________________________	___________________	__________________

Home Health	_______________________________	___________________	__________________

Home Health	_______________________________	___________________	__________________

Home Health	_______________________________	___________________	__________________

Hospice	_______________________________	___________________	__________________



Business Type:			Name of Business:	Phone Number:		Contact Person:

Hospice	_______________________________	___________________	__________________

Hospice	_______________________________	___________________	__________________

Elder Law Attorney	________________________	___________________	__________________

Elder Law Attorney	________________________	___________________	__________________

Funeral Home	_______________________________	___________________	__________________

Funeral Home	_______________________________	___________________	__________________

Funeral Home	_______________________________	___________________	__________________

Financial Planner	_________________________	___________________	__________________

Financial Services	_________________________	___________________	__________________

Podiatrist	________________________________	___________________	__________________

Podiatrist	________________________________	___________________	__________________

Chiropractor	________________________________	___________________	__________________

Chiropractor	________________________________	___________________	__________________

Dentist	______________________________________	___________________	__________________ 

Dentist – Dentures	_________________________	___________________	__________________

Medical Clinic	_______________________________	___________________	__________________

Medical Clinic	_______________________________	___________________	___________________

Physician	_______________________________	___________________	___________________

Physician	_______________________________	___________________	___________________

Geriatric Doctor	_______________________________	___________________	___________________

Geriatric Doctor	_______________________________	___________________	___________________

Eye Dr. / Clinic	_______________________________	___________________	___________________

Eye Dr. / Clinic _______________________________	___________________	___________________

Dermatologist	_______________________________	___________________	___________________

Pharmacy	_______________________________	___________________	___________________

Realtor	_____________________________________	___________________	___________________



Business Type:		Name of Business:		Phone Number:		Contact Person:

Reverse Mortage	________________________	___________________	___________________

Estate Sales	______________________________	___________________	___________________

Physical Therapy	________________________	___________________	___________________

Physical Therapy	________________________	___________________	___________________

Insurance	______________________________	___________________	___________________

Medicare Insurance Agent	_________________	___________________	___________________

Home Medical Equipment	_________________	___________________	___________________

Home Medical Equipment	_________________	___________________	___________________

Senior Care Services	________________________	___________________	___________________	

Senior Care Services	________________________	___________________	___________________

Adult Day Care	_______________________________	___________________	___________________

Other Suggestions	________________________	___________________	___________________

			________________________	___________________	___________________

			________________________	___________________	___________________

			________________________	___________________	___________________



Please Email or Fax back to:

Ann Marie Grall / Director of Sponsorships / MySeniorCenter

annmarie@myseniorcenter.com / Direct: 508-834-4120 / Fax: 508-834-4124

[image: C:\Users\Ann Marie\Desktop\Documents\MySeniorCenter Logo.PNG]
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Step 2

Get Ready to
Show Ads

Educate Your Staff

Please let your staff know that
when the system is live, there will
be a maximum of 5 ads showing in
rotation. The ads will disappear as
soon as the screen is touched. Your EXperts SR %‘?E'm
staff should be supportive of this ’ tE e
program since the benefits to your

center are substantial.

Help Us Find Advertisers

Since the advertising is limited to only 5 businesses, we want to give
your established business partners the first opportunity to advertise.
We don't want your business partners viewing their competitors’ ads
on the touchscreen without getting the chance to advertise first. This is
not a hard sell; we simply inform local businesses of this new advertising
opportunity. Also, it's helpful if you provide us information on new area
businesses by using the Sponsorship List Form below.

Keep the Touchscreen Turned On

Your center’s only obligation is to use MySeniorCenter as normal. In
other words, make sure the touchscreen is turned on in a prominent
location and accessible to your members/clients during normal business
hours. No information about your members is passed to the sponsors.
At the end of each month we will tell the sponsors how many people
interacted with the screen but not who they are.

Double-Click to open these attachments

For advertising questions, contact Ann Marie: annmarie@myseniorcenter.com
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NO MORE PAPER SIGN-IN SHEETS[image: ]

We will soon be using an automated check-in system. This new, efficient technology will help 
our future funding and programming efforts.

[image: A picture containing swiping keytag][image: ]EASY AS  1 – 2 – 3

1. Regular visitors and volunteers will receive 
a small keytag.

2. Swipe your keytag across the scanner 
(or enter your name on the touchscreen).

3. Press the touchscreen to select the activities you’ll be participating in that day.

PLEASE HELP US NOW BY FILLING OUT AN INFORMATION SHEET.
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<Center Name> to Install Automated Check-In System in <Month>



A new, automated check-in system called MySeniorCenter will soon be installed in the foyer at <Center Name>. It’s specifically designed to help our staff members manage the various sign-ups and sign-ins, and improve the way we report our services to <town management, city management, county agency>. 



Moreover, by quickly and accurately detailing which services we’re providing, the system will increase our chances of receiving additional funding in the future. Today MySeniorCenter is being used by over 1200 senior centers across the U.S. and Canada—so it’s a proven tool.



A Change for the Better

The new system is extremely easy to use. Here’s how it works:



1. All visitors and volunteers will receive a small keytag. (The card contains no personal information, but it will allow the new system to recognize you.)

2. Instead of signing into our book, you’ll swipe your keytag at the scanner, or you can enter your name on the touchscreen (see below).

3. [image: ]Press the touchscreen to select the programs you’ll be participating in that day.

4. Press FINISH. 























A Smooth Transition

Even though MySeniorCenter is designed to be user-friendly, <Center Name> staff members and volunteers will be available in the foyer for the first <XX> weeks to help people operate the new check-in system. We want to make the transition as seamless as possible for everyone. 



To reiterate, once MySeniorCenter is running smoothly, our registration process will be more efficient and we’ll stand a better chance of receiving funding for future activities.



MySeniorCenter will be installed on <Date>.



image1.png

i Tai Chi
8:00 AM - 9:00 AM
Fitness Room

Pickleball

10:00 AM - 11:15 AM
Dining Room

Salad Platter

11:30 AM - 1:00 PM
Dining Room

3:00 PM - 4:00 PM
Fitness Room

Chair Exercise

9:30 AM - 11:00 AM
Dining Room

Hot Lunch
11:30 AM - 1:00 PM
Dining Room

@ Arts and Crafts o5
1:00 PM - 3:00 PM =
Crafts Room $2) ::,

Next Page\ !

——








image18.emf



 










 


Microsoft_Word_Document5.docx
[image: ]NEW CHECK-IN PROCESS



It’s easy!

JUST SWIPE YOUR KEYTAG ACROSS THE SCANNER

1. Please check in each time you visit.

2. After you swipe your keytag, use the touchscreen to select the activities you want to attend (including lunch).





The information captured will help our future funding and programming efforts.
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PRESS RELEASE



<Center Name> to Install Advanced Check-In System



Automated System Will Improve Center’s Registration, 

Scheduling, and Reporting Capabilities





<CITY, State, Date> – An exciting change is coming to <Center Name>. Starting in <early-/mid-/late-> <Month>, the center will launch a new automated check-in system that all visitors and volunteers will use upon entering the building. The system is called MySeniorCenter.



Designed specifically for senior centers, the system is keytag based, meaning visitors can simply swipe their keytag across a digital scanner to check in. An easy-to-navigate touchscreen will also allow them to quickly register for activities of their choosing.



Three Major Benefits

According to <Name>, Director of <Center Name>, this advanced functionality will improve the center’s performance in three key areas: registration, scheduling, and reporting.



“For starters, it’s a vastly more efficient accountability tool,” said <Last Name>. “We currently have more than <XX> people coming in and out of our door each <day/week/month>, and they all need to be registered. Right now volunteers use paper and pencils, but soon we can track them by computer.”



The automated check-in system will also provide the center with detailed demographic information on the people using its services. This will help the center with the scheduling and reporting of activities. 



“By telling us the ages, backgrounds, and even the economic status of our visitors, MySeniorCenter will help us schedule—and fund—activities that are more in line with their preferences,” explained <Name>. “It’s all about serving our people better.”



Other organizations using a similar keytag and touchscreen system include the YMCA. 



About <Center Name>

<Insert boilerplate language; just a few sentences>



[bookmark: _GoBack]
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Step 3

Market to
Your Members

It's important to get your members on board with the idea of change —
and that change is for the better! Use these collateral pieces to get the
word out.

Newsletter Article

Use the MySeniorCenter Newsletter Article template in your newsletter.
Publish the article -3 months before roll-out. (See below)

Press Release

Use the MySeniorCenter Press Release template if your city or town
issues press releases. (See below)

Announcement Poster

Use the MySeniorCenter Announcement Poster template to get your
members excited about the new system. (See below)

Scanning Poster

Use the MySeniorCenter Scanning Poster template to show how
easy it is to swipe in every day. (See below)

Double-Click to open these attachments

For marketing questions, contact Tina: tina@myseniorcenter.com
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Get Ready for Training

All training sessions use a webinar and conference-call format. We’ll provide you with a phone number once your training is scheduled. You can access the webinar using TeamViewer – see steps below.



Set up a room with a projector connected to a PC. If you don't have a projector, be sure you have enough space for everyone to view the screen. 



Make sure you have all of your hardware:



1. Touchscreen(s) loaded with MSC software

2. Desk scanner(s), mobile scanner(s) webcam(s) and cable(s)

3. MSC keytags

Allow us to connect to your computer:



1. Establish internet and electrical connectivity (just plug it in and connect it to the internet)

2. Open ports 80 and 443 so we can configure the machine remotely (applies if firewall in place)

3. TeamViewer must be loaded on the computer you’re using for training and the MSC Kiosk. 

· If Team Viewer is not installed on your computer, download it here --> http://download.teamviewer.com/download/TeamViewer_Setup_en-icy.exe

· Run TeamViewer and click on the Meeting tab

· Enter the Meeting ID






Personalizing MySeniorCenter



The following are customizable lists in MySeniorCenter. Please consider these in advance of your training since you will be created these lists during your session.



Section Name: Client Records

· Disabilities

· Allergies

· County

· Municipality

· Township

· Member Type

· Meal/Mailing Routes (can be used for sorting newsletter deliveries if done internally or for determining meal delivery routes)

· Ethnic Status

Section Name: Services

· Interaction Type

· Category

· Assistance

· Refer From

· Refer To

Section Name: Transportation

· Destinations – name and address of common locations (e.g. grocery store, senior center, clinic); seniors’ home addresses do not need to be included, those are loaded automatically as part of the client records

· Category – make sure to use the same categories that your primary funders ask for

· MISC/Subcategory –

· Sponsor – if needed

· Vehicle names – if you have more than one vehicle, how do you want them to be listed

Section Name: Volunteer Activities

· Categories

· Activities (and their relationship to the categories)

Section Name: Phone Logs/I&A

· Category

· Sub Category

· Type

Section Name: Groups

In MySeniorCenter you’ll have the ability to group members based on interests, membership type, join date and more. Think about some groups that you might like to create during the training (e.g. Red Hat, January Membership, Friends of the COA, etc)



Section Name: Events

· Categories – make sure to use the same categories that your primary funders ask for

· Event Names – and which category they belong to



Section Name: Floor plan

If you haven’t given us a floor plan to load into MySeniorCenter, have a list prepared of room names prepared along with the maximum capacity for each room



Section Name: Trips

· Categories – make sure to use the same categories that your primary funders ask for

· Trip Agency – if you use private/third party agencies to run your trips, this is where you’ll store and select their name so you can report on it later

· Trip Sponsor – like agency, if you have groups sponsor your trips, you’ll store them   here





[bookmark: _GoBack]For training questions, email Bill Henderson at bill@myseniorcenter.com, or call 508-834-4119
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Step 4

Train Your Staff

Open the Get Ready for Training document (to the right)
to prepare your staff for the following courses:

Assessment Call Length: 30 min  Attendance: Center Director
This phone call reviews the implementation process,
timeline and training requirements.

Kiosk Set-Up Length: | hour Attendance: Center IT Staff + MSC Tech Rep

This course walks you through unpacking your hardware, touchscreen
and scanner connections, and touchscreen configuration.

Training Session | Length: 2 hours Attendance: Center Director and Staff

This webinar covers material the entire staff will need to begin using
MSC. WEe'll review: adding and managing members, standard & custom
fields, adding photos, assigning tags, creating groups, volunteers and
equipment rentals. We'll also cover Voice Connect. The final 30 minutes
of this session is for the Director only where we'll review system settings
and staff logins.

Training Session 2 Length: 2 hours Attendance: Center Director and Staff

This webinar covers topics related to Events and Trips. We'll review
creating and scheduling events and meals, archiving vs. deleting events,
checking-in at the kiosk, viewing rosters, printing calendars, and creating
single & multi-day trips.

Training Session 3 Length: | hour  Attendance: Center Director and Staff

The third webinar will cover Home Delivered Meals (I hour) and/or
Rides and Transportation (I hour). In the HDM section, you'll learn
how to schedule meal delivery and produce route sheets. In the Rides
module we'll teach you how to schedule rides for individuals and print
daily driver sheets. We'll also review reporting for both modules.

Statistics Training Length: | hour Attendance: Center Director
After your center has used MySeniorCenter for 2-4 weeks, we'll
schedule a short training to cover reports and statistics.

For training questions, contact Bill: bill@myseniorcenter.com
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Rolling Out MySeniorCenter



How to Assign Keytags: Choose the best option for your center.

1. Pre-Assign Keytags: This is a good option for smaller centers. Take time before the launch date and assign each active member a tag. Put each tag in an envelope labeled with the member’s name (last, first). Store these envelopes in a box, then when a member comes in, take their photo, find their envelope and hand them their tag.  Proceed to show them how to scan in to MSC.

For larger centers, we can help you pre-assign tags. We’ll create a spreadsheet that includes each member’s name.  We will email you that spreadsheet, and the next steps are yours:

1.  Sit down with a box of envelopes and the box of scan cards and the spreadsheet open on a computer screen

1. Take an envelope and a card

1. Write the person's name from the spreadsheet on the envelope (last, first)

1. On the spreadsheet, type the card number next the that person's name under the “Scan Card” column

1. Drop the card in the envelope

1. Go to next person

1. When all members have been assigned a barcode number, email the spreadsheet back to us

1. We will import the data and will notify you when the work is done

1. Take their photo, find their envelope and hand them their tag; proceed to show them how to scan in MSC



2. Blitz Day: This is a good option for larger centers. Schedule as many volunteers as you can for the day of the launch. Each volunteer will have their own computer (they can even bring laptops from home) and use the MSC staff system to take photos and assign tags to members as they come in.  Have another volunteer (or two) at the kiosk showing members how to scan in.



3. Launch Week: If having one day to assign tags seems overwhelming, try this approach.  You can assign tags all week, starting Monday with last names beginning with A-E, F-J on Tuesday, etc. 



· Set up a table with 1-2 laptops next to the kiosk and have the keytags on hand

· When the members arrive at the center, direct them to the MSC kiosk. Find them in the database or add them if needed and assign their card

· Have another volunteer (or two) at the kiosk showing members how to scan in
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<Center Name> 

Member Registration Form



First Name:_________________________  Last Name:___________________________ Middle Initial:_____

Date of Birth: ____/____/______   SSN: ______-_____-________   Gender:              Male               Female

Address: _________________________________ City: ___________________ State: ______ Zip: __________

P.O. Box: _____________ Phone: ____________________ Email: ____________________________________

Do you live alone?            Yes             No        Are you a Veteran?            Yes              No

Marital Status:           Married		Single		Widowed  	        Divorced

Please list any Allergies: _____________________________________________________________________

		EMERGENCY CONTACT INFORMATION (provide up to 2 contacts)







Name: ______________________________ Relation: ___________________ Phone: ____________________

Name: ______________________________ Relation: ___________________ Phone: ____________________

		PLEASE COMPLETE THE FORM BY PLACING A CHECKMARK IN EACH SECTION





Ethnicity:	       Hispanic or Latino		Race:		African American/Black

		       Not Hispanic or Latino			Asian

								American Indian/ Alaskan Native

								Native Hawaiian/Other Pacific Islander

								White



Annual Income:     Please Check Your Household Annual Income Range

        	    $0 - $10,830				$18,311 - $24,264			$36,397 - $43,710

        $10,831 - $14,570			$24,265 - $32,490 			$43,711 - $48,528

        $14,571 - $18,310			$32,491 - $36,396			$48,529 – or above



RELEASE: I understand and agree that the information contained on this form may be released for statistical purposes, and I agree to the release of information for that limited purposed only. I understand that any release of information in identifiable form must be accompanied by a signed consent form and that the information will not be used as an eligibility determination or effect participation as a recipient unless a law has specifically restricted program participation



SIGNATURE: _________________________________________________ DATE: ________________________

[bookmark: _GoBack]

< Center Name> does not discriminate based on age, race, gender, national origin, color, creed, religion, political affiliation, or physical or mental disabilities in its employment practices or the provision of services except where it a requirement of law





<Center Name>
Member Registration Form
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Step 5

Roll It Out

Now for the final step — the roll out! This is where you assign tags to
your members and show them how to swipe in. Many centers turn
this roll out into a fun event, with snacks, coffee and games.

Pre-Launch

If applicable, have each member
fill out the Membership Form
(see sample below) a few weeks
after you assign tags. The staff
can use those forms to enter the
members' current information into
MySeniorCenter, making assigning
tags a simple process.

Volunteers assisting members who
are signing In for the first time

Roll Out Event ldeas

Open the MySeniorCenter Roll Out document below to see the
three events we think work best. One of these could be perfect
for your center.

Double-Click to open these attachments

For roll-out questions, contact Tina: tina@myseniorcenter.com
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Getting Started with MySeniorCenter

Welcome! Follow these steps to get MySeniorCenter
up and running in your center quickly and efficiently

I. Send Us Your Data

To save time, MySeniorCenter will use the
member data you've already collected. So please
send us the electronic version of your database
along with a logo, floor plan and picture to be
used for the touchscreen wallpaper.

2. Get Ready to Show Ads

Your Senior Center is a member of the
MySeniorCenter Sponsor-based model, which
means you have agreed to show ads on your
touchscreen in exchange for the big discount you received when you purchased the
system. To get started showing ads, there are a few steps we both need to take.

3. Market to Your Members

Get your members excited about using MySeniorCenter. Use the provided articles and
posters to announce the system.

4. Train Your Staff

We'll schedule a minimum of three custom webinars for staff members at your center.
We'll start with the basics and move into the advanced material for appropriate staff.

5. Roll It Out

After the training is complete, we'll come up with a customized plan to assign keytags to
your members and go live with the system.

Please read pages 2-6 for more information on each of these steps

myseniorcenter”

innovation at the center
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Microsoft_Excel_Worksheet.xlsx
Sheet1

		Do not include Event dates at this time. This is done after the import by clicking Schedule for each template.										optional		optional

		Event Start Time		Event End Time		Event Name		Category Name		Room Name		Instructor		Cost
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