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REPORTING  

HCPF Memo Series can be accessed online: https://www.colorado.gov/hcpf/memo-series 

Purpose and Audience: 

This Benefits Utilization System (BUS) Update Memo describes changes to the Log 
Notes Reporting functionality and will be sent to all Case Management Agencies.  Four 
enhancements will be made to the Add Log Notes screen, and two new Log Notes 
Reports have been created.

Information:  

On September 1, 2018, four (4) enhancements will be made to the Add Log Notes 
screen, and two (2) new enhanced log notes reports will be made available for use by 
Case Management Agencies.  
 
These changes are being made to enhance the reporting capabilities of log notes for 
Case Management Agencies. 

Change #1 – Log Notes Add Screen – Change to Existing Fields 

The Log Notes Add Screen has been modified to incorporate new questions and to 
provide more information that will populate into the enhanced Log Notes Reports.  

 

1. Log Notes Units – This has now been separated into two fields: Billable Log Note 

Units and Non-Billable Log Note Units. 

2. Eight new Contact Types have been added: 

a. Complaint 

b. Complaint Follow-up 
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c. Discharge and Termination 

d. Enrollment Activity 

e. ICM 

f. Service Plan Development 

g. Transition Coordination 

h. Travel 

3. The Current Program the client is enrolled in has been added to the screen and 

will auto populate. 

4. The question, “Is this log note a Targeted Case Management Note?” has been 

added to the screen 

 

These changes are all indicated on the screenshots below. 
 

 

  



   

 

   

 

New Contact Types: 

 

 



 
Change #2 – Detailed Log Notes Report 

This report will incorporate the new fields added to the Add Log Notes Screen described 
in Change #1, creating a more robust report for log notes.   
 
Location of Report: 
Administration > BUS Reports > - Log Note Detailed Report 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Detailed Log Note Report Interface 

 
 

  



   

 

   

 

Report View 

 

 
 

Change #3 – Face to Face Log Notes Monthly Summary 

This new report will summarize all face to face log notes by Case Managers.  Case 

Managers are still required to comply with recent Department direction that all required 

contacts are to use the “Summary Report” contact type when documenting the contact. 

 
Location of Report: 
Administration > BUS Reports > - Face to Face Log Notes Monthly Summary 

 
  



   

 

   

 

Face to Face Log Notes Monthly Summary User Interface  

 
 
Report View 

Attachments: 

None 

Department Contact: 

Brittani Trujillo, Case Management Section Manager, Office of Community Living 
Brittani.Trujillo@state.co.us 
 

Rhonda Johnson, BUS Administrator, Office of Community Living 
Rhondab.Johnson@state.co.us 
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