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Browser Update

If you update your Internet Browser, user must have 
pop-ups enabled in order for the menu structure to 
operate correctly.  
To enable pop-ups in Internet Explorer, Click on the 
Tools menu | Pop-up Blocker | Pop-up Blocker 
Settings
Enter the ARMS website address in the text box under 
“Address of Web site to allow”
Click Add. This will be required for each PC used to 
access ARMS.
Pop-up Blocker must be enabled to run reports



Pop Up Blocker Settings



Login 

Firstname.lastname
User assign

Click

ARMS Admin 
users will instruct 
new users on 
their first 
password



Security Information

Click yes



Application Icon

Click here

Click to Logout



My Settings

To change your password

Users can change 
their WIRM password 
under My Settings.

This is a good feature 
if you think your 
password has been 
compromised. 



My Settings - Profile

Users can Update their Profile also. 
Must key in password to make 
changes



Logout - Disclaimer

Always logout of ARMS when away from your desk for security 
purposes.  Click the Logout button in the top right corner of the 
screen.  If the screen is idle, ARMS will log you off

If you click the Disclaimer button, it will take you to the DHHS
Disclaimer web page.

http://www.dhhs.state.nc.us/disclaimer.htm



Provider Home Page

Click Details to view info on Provider

The provider agency information 
screen will appear and allow users to 
update their information if necessary



Provider Agency

The provider agency 
information will appear.  
Users can change 
and/or update this 
information.  Once 
changes have been 
made to the record, 
users should press 
Update or Cancel.

Can not change



Provider Home Page
Click Home to return to home

Search Client allows user 
to search the entire Client 
File for an existing client

Add New Client allow user to 
add a New Client that is not 

already or exist in the Client File

Click Clients… link to view a 
list of existing Clients 

assigned to this Provider



Search Client



Client List by Provider



Provider Client Record

The Provider Client 
demographic information is 
pulled the Client Record.



Missing Assessment



Add a Client to Provider

Key last 4 digits of 
SSN or last 4 digits 
of an assigned 
number in the 
current ARMS

Select a client

Refer to Page 
4, Item 4 of 
DAAS-101 
Instructions



Assign Service to Client

Assign 

service or 

services to 

client.



Select service 



Nutrition Assessment

Since the user 
assigned 
congregate 
nutrition to this 
client, the 
nutrition health 
score must be 
completed



Service totals

Click Services to add Service 
Totals to a SRW



Create SRW

Click SRWs
Link 



Available Sites

Create a new SRW



Set up a new Site Code

User will be able 
to set up new 
SRW in ARMS at 
the provider 
level.

Any 3 numeric 
digits can be 
assigned as the 
SRW code



Add clients to new Site

Add existing clients to 
the new route, Click Add



Select clients from list

Clients added to route



Service Totals

Once you get clients added 
to the route, Click Service 
Totals to add units



Add Units



Consumer Contributions

Click to add Consumer 
Contributions



Consumer Contributions



Select Month

Select month, key Consumer 
Contribution Amounts



Edit Record

Click Detail to edit 
an existing record

Click Update to 
save changes



Add another service 

Add an additional 
service to a 
Provider Client

Note the Nutrition 
Health Score



Add another service

Select Service



Additional information

Home delivered 
is a service that 
requires IADLs
and ADLs



Caregiver Information

If the user check one or 
more, the user will be 
required to complete the 
Caregiver Information 
on the CRF Section III, V, 
and VI



Update Provider Client 
Assessment

Select Service

Select “Details” of 
the last assessment



Update a Provider Client 
Assessment

Enter the new Assessment Date

Modify only the items that have changed.  All 
questions must be answered

Cannot use an existing date



Missing Assessment

When the Details link for a client is clicked on a Provider 
Client List, the Client assigned to the Provider will display.  
The word “Add” has been added to the “Update Services”
button to show that not only services are being updated but 
that the user can Add service(s) to the Client.  



Details

Users should select the Details link on the Provider Client Details 
Record to update an existing Provider Client Assessment.  If the
user clicks Details and no Assessment is available as shown  
below  the user should click the Cancel Button to return to the 
Provider Client Details Record.



If a Provider Assessment has an Assessment Date before 8/6/2008, no 
current Assessment on the Client is available because the Client Record 
migrated from the Old ARMS and the information was not collected on the 
Client.  If “Old Functional Score” is visible in the Functional Status field, no 
current Assessment information is available. 



The user can also click the Add Missing Assessment Prompt (in red) 
to add Assessment, if the Assessment screens do not display, 
following the steps outlined below. 



Service Status
To Add an Assessment for a Client with NO Assessment or Missing 
Assessments, the users should click the Add/Update Services button 
to change the Client Service Status as outlined in the image below.



Steps to Add Missing Assessment

Steps to Add Missing Assessment

1.Click Add/Update Services 

2.Change the Client Service Status to Inactive 

3.Click Next 

4.Click Finish 

5.Same Client, click Add/Update Services again 

6.Change Client Service Status to Active 

7.Click Next



Assessment Added

If the user clicks Finish, a new Assessment is added with the 
current date.  To update this Assessment the user should 
click Details.



If the user does not change the Assessment Date, no new 
Assessment date will be created.  If the date is changed by the user, 
a new Assessment will appear 



New Assessment Dates



Inactive Client

Choose 
“Inactive” and 
select the 
reason for 
inactivity and 
enter the date.  

Note: Inactive 
clients can be 
‘reactivated’ if 
services resume.



Reporting Death

If Death is 
chosen, the 
user will be 
prompted 
with a 
confirmation 
of death.  

Note: 
Deceased 
clients can be 
‘reactivated’ if 
death was 
reported in 
error.



Inactive Clients highlighted - RED

Once a client is made Inactive/Death 
they will not be able to receive units 
in the following months



Reports

Generate reports by clicking Reports on the menu bar

Reports are presented in 
categories. Click on a category 
name to view the list of reports in 
that section. 



Reimbursement Reports

Click on the 
Reimbursement Reports
link list  available reports



Click on the report 
name to view the 
following parameter 
selection screen

Each user will have unique 
report parameters from which 
to choose.  In this example, 
this user can select report 
month and provider.



Report Criteria

This report requires 
that the user select 
the Report Month and 
County using the 
drop-down selection 
method 

Click Generate Report
to create the report



Report Category

Clicking the Report Category 
Link will display a report list 
of available reports



Reimbursement Report
The RUN DATE is the actual date DAAS 
processed the monthly reimbursement

Date report was generated by the user

Report month

The way Reimbursement Reports are compiled and/or 
calculated have not changed

Run Date and Month 
Reporting is the same, but 
Print Date is different



Demographic Reports

Click on the link 
Name of the report

The report functions are the same 
for all selected report, 

As a Provider user you can select 
the year and specify Provider if you 
do not want to print the whole 
report for the region



When the user clicks Generate Report, 
the report will display on the screen.  
The user then have options as to what 
to do with the report

Export to a File
Print 
View on-line

Report Options



Viewing Reports
The Tree View allows the user to Expand the view, by Region, 
County, and/or Provider

Item in list are Links, click to access Region, 
County or Provider Code



Report Navigation
Number of 
pages in 
Report



Verification Reports

Select report criteria 
from the drop down 
selection box

Click on the report link



Client/Waiting Lists

Click on the report link

Select report criteria 
from the drop down 
selection box



Other Reports

Click on the report link

Select report criteria 
from the drop down 
selection box



Questions / Answers

How will I stay informed?
1. The ARMS Support Website will be used 

to keep ARMS Users informed on 
updates, notices and/or announcements. 
http://www.ncdhhs.gov/aging/arms/armspage.
htm

2. ARMS Users will also receive e-mails with 
important information on ARMS.



Contact Us
Linda Owens, ARMS Questions/Reimbursement 919-733-8390 
linda.owens@dhhs.nc.gov
Annette Bagwell, ARMS Questions/Reimbursement 919-733-8390 
annette.bagwell@dhhs.nc.gov
Gary Cyrus – Allocations/Budgeting Questions 919-733-8390 
gary.cyrus@dhhs.nc.gov
Kim Jacobs – Monitoring Questions 919-733-8390 
kim.jacobs@dhhs.nc.gov
HCCBG Service Questions - Service Operations (919) 733-0440

Transportation – Phyllis Bridgeman (phyllis.bridgeman@dhhs.nc.gov)
Nutrition – Audrey Edmisten (audrey.edmisten@dhhs.nc.gov)
In-Home Services – Donna White (donna.white@dhhs.nc.gov)
Adult Day Care/Health - Heather Carter (heather.carter@dhhs.nc.gov) and 
Glenda Artis (glenda.artis@dhhs.nc.gov)

Family Caregiver Service Questions (919) 733-8400
Alicia Blater (alicia.blater@dhhs.nc.gov) 
Project Care Questions - (919) 733-0440
Karisa Derence (karisa.derence@dhhs.nc.gov)



Thank you!


