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Introduction 
his manual describes the system that has been designed for the San Antonio Housing Authority known 
as SAHA Seniors.  

The screens, and the procedures contained in this manual are intended to be used only by the system 
users that work for SAHA if there is any interest in the system outside of SAHA please contact JABR 
Software @ 210.651.3155. 

T 
The system is designed to collect information in the field and transport that information to a central 
system located at the main office.  
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Starting and Running the System  

Starting the system 
• The system has been installed on each portable machine and on the desktop there is an Icon. 

 

 

 

• Click the Icon to start the system 

 3



 

 

Navigation 
 

Navigation throughout the system is button driven. The standards for the system are 

� Buttons allow you to navigate from screen to screen.  

� Screens with buttons DO NOT Save information 

� Doors close screens. 

� Screens with Doors have information that needs to be saved. The information in the screen will 
automatically be saved when the door is clicked.  
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Main Menu 
 

The Main menu is the central point of the system and all roads lead back to the Main Menu. 

 

• All sections of the system launch from the Main Menu 

• Note the Revision Information in the bottom right corner of the screen. Each notification you receive 
from JABR will tell you the revision information you should be looking at. 
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Input and Editing 
 

• The input and editing section is where to look for Residents in your system. 

• It is important to look for residents instead of adding residents.  

• The system will not allow the same resident to be added more than one time the exact same way. This 
means that basic resident information the system needs to create a “client” must be different for each 
individual resident. 

• The system automatically assigns a unique ID for each resident. 

o The ID is the first 3 letters of the last name, the date of birth information and the first 3 letters 
of the first name 

o Before a resident can be entered into the system as a new resident these fields must be present. 

� First Name 

� Last Name 

� Date of Birth 

� Gender 
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Locating a Resident  
 

• Locate a resident by entering any part of the first name, last name, or social security number. Or any 
combination of these fields. 

• Touch the enter key, or click the “Show” button to see the results of he search 

• If the resident is not in the list they will need to be added. 
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Adding a Resident  
• Click the Add New button from the Find Seniors Screen 

 

• Add the first name, last name, gender, SS# and Date of Birth to create a new resident in the system. 
After the Date of Birth has been entered the age will appear. This is the notice the record has been 
created for this resident 

• When the information for this resident is complete, close the door and the information will save. 

• If not enough information is in the record to create a new client the following message will appear. 
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Edit information for a Resident 
• When a resident is located double click the ClientID field and the Assessment history will appear 

 

• All existing assessments will appear in the gray box at the bottom left of the screen 

• To add a new assessment, click the Add button 

• To access the information for the assessment double click the selection 
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• Navigate to the different sections by clicking the appropriate tab at the top of the screen. 
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Information Sections within the record 
• Basic Information 

• Medical 

• Social-Psychological Memory 

• Resources 

• Referral  

• Program Notes 

• Follow – Up 

Some Rules 

• Drop Box information is limited to the Items in the list 

• Updating information in the drop boxes is done thru the “Data Transfer” button on the main menu 

o This process is described later in the manual 

• Different screens require basic information. If basic information is not entered an the user attempts to 
move to the next screen, a prompt will appear.  

 

• Clear the prompt by Clicking “OK” and returning to the screen. Fill in the required information that is 
noted by * 

• Clicking the bar on the left side of the record can choose records that need to be selected for printing 
or deleting. 

  

• If the bar on the left side of the screen shows a Pencil, the record is being edited. 

 

• If the bar on the left side of the screen shows a Star, the record is empty and a new record will be 
inserted in this spot. 
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Bas ic  In format ion  

 
• In fields with Date information, click the button with a “T” and today’s date will appear. If the date to 

be entered is not today, just enter the information. The record will not be updated until the cursor is 
moved from the field by either touching the Tab key or the Enter key. 
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Med ica l  
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Soc ia l  Psycho log ica l  –  Memory  

 
• Information in either box is supplied from the drop down list. 

• Only information in the drop down list can be added. 

• If more information needs to be added to the list, contact JABR and a trouble ticket will be created and 
researched, and approved before additions are made. 
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Resources  
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Re fer ra l  

 
• Adding information to the Referral form will automatically create a new record below the one shown 

on the screen. This is evident because there will be a scroll bar to the right side of the window and a 
blank form will appear. 

• Adding a new record will automatically insert the Assigned Caseworker Name into the Referred By 
field.  

• There must be information in the Date Field and the Referral To field to create a record. If these fields 
are not populated the following message will appear 

 
• Click OK and enter information into the field that is empty or tap the “ESC” key and information will 

not be saved. 

• If for any reason the Referral needs to be deleted: 

o Click on the bar to the left side of the window (the bar will turn black which means the record 
has been selected) 

o Touch the delete key on the keyboard 

o A reminder will appear letting you know the deletion is permanent 

o If you choose to delete the record, it cannot be retrieved. 
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P rogress  Notes  

 
• Adding information to the Progress Note form will automatically create a new record below the one 

being added. This is evident because there will be a scroll bar to the right side of the window. 

• Clicking on the “T” button will add today’s date and the assigned caseworker name to the Case 
Manager Signature field 

• Click Resolved when the Progress note is complete 

• There must be a date in the date field for the progress note to be logged. 

• If for any reason the Progress Note needs to be deleted: 

o Click on the bar to the left side of the window (the bar will turn black which means the record 
has been selected) 

o Touch the delete key on the keyboard 

o A reminder will appear letting you know the deletion is permanent 

o If you choose to delete the record, it cannot be retrieved. 
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Fo l low –  Up  

 
• Adding information to the Follow-Up form will automatically create a new record below the one 

shown on the screen. This is evident because there will be a scroll bar to the right side of the window. 

• If for any reason the Follow-Up needs to be deleted: 

o Click on the bar to the left side of the window (the bar will turn black which means the record 
has been selected) 

o Touch the delete key on the keyboard 

o A reminder will appear letting you know the deletion is permanent 

o If you choose to delete the record, it cannot be retrieved. 
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Data Transfer 
 

This section is used to update drop boxes, Import information from the main system, and Export information 
to the main system from the mobile application. 

 

 
 

• Import from the Main Office is still under construction 

• Export to the main office is still under construction 

• Import specific Information 

o This is used to update drop boxes 

o Make sure the downloads from the web go to the laptop machine before updating system 

o Files for drop boxes have a .txt extension in the file name 

• Export specific information is still under construction 

 

Import Specific information 
• Click the Import Specific Information bubble and headings on the screen change 

o “File Location” changes to “Location of Import Files” 

o “Export changes” to “Import” 

• Click the “Browse” button to locate the files 

o The default location for the files is C:\Program Files\JABR Software\SAHA 
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• There can be up to 10 files for drop boxes in the system 
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• Double click any of the files to fill in the location on the import screen 

 
• Click the “Import” button and the all the information in all the drop down lists will be updated 

• When the information is complete you will be prompted in the main screen 

 
• This process only needs to be done one time 
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Transportation 
 

 
 

• The transportation section is used to track clients that went to an event 

• The date field is for the date of the event. If you are logging an event that happens today, click the “T” 

• The only seniors that will appear in the “Seniors” field will be residents that you have entered on your 
machine. You will not see the entire list that is in the “Find Senior” Screen 

• Enter the rest of the fields for what event the transportation is for 

• If the Resident is with a group for the event being logged, click the “group” check box 
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Reports 
 

• The Reports section is under construction 
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Utilities 

 

• Update Tables from Standard – This option is necessary to update the data tables when there is a 
change in the program 

• Each time there is a change made to the program and a field is added, the e-mail you receive will tell 
you whether this feature needs to be completed. 

• Included in the e-mail will be the name of the standard to use for the latest update. 
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• Before this process can be run, the update program must have been downloaded from the web. 

• The download procedure is described in the next chapter 

• To update the tables in the system the computer must compare what is on your machine with the 
information that was sent with the update. By default the update files are located on the hard drive of 
the machine the update was sent to, this location is C:\Program Files\JABR Software\SAHA 

• There will be a data file, “SAHAFieldData.mdb”, and a standard file, which will be described in the e-
mail you get letting you know there is an update. 

 

• The path for the standard file will be placed in the top field. 

• To do this click the browse button and follow the path to the folder where the files are (C:\Program 
Files\JABR Software\SAHA) 
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• Choose the standard file, by double clicking the file, and you will be returned to the original screen 

 

• Click the browse screen and locate the SAHAFielddata.mdb file, in the same folder 

 

• Click the “Compare” button and when the comparisons are complete you will get a message 

 

• The process is complete. Click the OK button, then the Door and you will be back at the main menu 
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Update from the Web 
Each time there are changes to the application your laptop needs to have these changes installed. You will 
receive and e-mail notifying you there are changes and the files that are involved. 

You will also have a link to the location where the files are. 

• The e-mail will contain information about the update 

• Within the e-mail will be a link where the download file is. 

 

• Click on the link 
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• Click Download and you will receive a prompt about safety.  

 

• Click Open, and you will see a WinZip extractor screen 

 

• Click Unzip in the upper right corner of the screen 

• When the files are extracted you will see a message 

• Close the extractor and the e-mail and the browser down and start the program 

• At this point the instructions will need to be followed.  

o If tables need to be updated follow those instructions 

o If the drop boxes need to be updated follow those instructions. 
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