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1.  Note: Columns are sorted by clicking on the column 
heading.  In this screenshot, the column headings are 

Name, Primary Care Manager, Active and Address.  
In this example, the Primary Care Manager was sorted in 

descending order by clicking on the column heading 
twice.  The first click sorts the data in ascending order 
and the second click will sort it in descending order.



1/8/2010 PA Department of Aging and Office of Long Term Living           
MODULE 2  Format - Search - Find

4

2. Note: Consumers and their 
information listed in italics 

indicate the case is inactive.    
Note:  In the third column, Active 

is not checked.

2. Note:  Consumers and their 
information listed in italics 

indicate the case is inactive.    
Note: In the third column, Active 

is not checked.
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3.   Note: Supervisors, Care Managers and 
Assessors can choose which column headings 
will appear on their screen and in which order. 
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4. Click
VIEW

After clicking on EDIT, 
this window Opens 

5. Click CURRENT VIEW

After clicking on CURRENT 
VIEW, this window Opens

6. Click FORMAT COLUMNS
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7. Clicking on FORMAT COLUMNS 
as demonstrated in Slide 6, opens 

the Format Column window
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8.  SCROLL up and down to view 
the AVAILABLE COLUMNS
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9. HIGHLIGHT the columns 
you want showing on your 

screen when you log on
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10. CLICK Left or Right ARROW 
to move Headings into or 

out of the required viewing.
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11. HIGHLIGHT the Column 
Heading by clicking on it  
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12. HIGHLIGHT Either UP or DOWN by 
clicking on it then click the UP or DOWN 
ARROW to move the column headings in 

the order wish to see them 



1/8/2010 PA Department of Aging and Office of Long Term Living           
MODULE 2  Format - Search - Find

13

13. CLICK 
OK
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14. Clicking on OK as 
demonstrated in Slide 13, closes 

the window and formats the 
columns in the manner chosen
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1.  Click  SEARCH 
for searches in the 
ENTIRE database.
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2.  Click on FIND for 
searches in the 

VIEWABLE PAGE 
ONLY!
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3.  Clicking on SEARCH as 
demonstrated in Slide 16 

opens this window
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4.  Enter some  
IDENTIFYING INFORMATION
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5.  Click  
FIND
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6.  Clicking on  FIND as 
demonstrated in Slide 20, 

opens this table
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7.  Double Click on the 
appropriate consumer
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8.  Double Clicking on the  
CONSUMER as demonstrated in 

Slide 22, opens this window 
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1. This window will indicate the 
consumers available in the 

VIEWABLE PAGE for the FIND feature
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2.  Click FIND
for searches in the 
VIEWABLE PAGE
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3.  Clicking on FIND
as demonstrated in Slide 26, 

opens this window 
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4.  Enter  IDENTIFYING INFORMATION
In this example, LAST NAME
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5.  Click
FIND NEXT
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6.  Clicking on  FIND NEXT
as demonstrated in Slide 29, 

HIGHLIGHTS a potential match
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7.  Click
CLOSE 
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8.  If this is the consumer 
you want to open, Double 
Click HIGHLIGHTED AREA
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9.  Double Clicking   
HIGHLIGHTED AREA

as demonstrated in Slide 32, 
Opens this window
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END of MODULE 2. You will now be able to:END of MODULE 2. You will now be able to:
1.1. FORMAT COLUMNS FORMAT COLUMNS in SAMS
2.2. SEARCH SEARCH for a consumer in SAMS
3.3. FIND FIND a consumer in SAMS

Remember, practice makes perfect.  Ask your supervisor 
for access to the SAMS_80 Database to practice what you 
learned in this module. 
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