
Managing the Behavioral/Mental Health Services Matrix for 
Greenwich, CT  

 

 -1- 

 
A Project Of The 
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Of The 

Greenwich Health Improvement Partnership 
 
 

Instructions for Use of the 
Interactive Hyperlinked 

Behavioral Health Services 
Matrix Designed For Use As A 

Computer Desktop Icon 
 

DDeessiiggnneedd  bbyy::  
SStteepphhaanniiee  RR..  PPaauullmmeennoo,,  MMSS,,  RRNN,,  NNHHAA,,    

CChhaaiirrmmaann,,  AAcccceessss  ttoo  CCaarree  &&  HHeeaalltthh  EEdduuccaattiioonn  CCoommmmiitttteeee,,    
GGrreeeennwwiicchh  HHeeaalltthh  IImmpprroovveemmeenntt  PPaarrttnneerrsshhiipp  

DDiirreeccttoorr  ooff  tthhee  CCoommmmuunniittyy  HHeeaalltthh  PPllaannnniinngg  OOffffiiccee,,  
GGrreeeennwwiicchh  DDeeppaarrttmmeenntt  ooff  HHeeaalltthh  

  
  ~~  ~~  ~~  ~~  ~~  ~~  ~~  ~~  ~~  

  
TTeecchhnniiccaall  EExxppeerrtt  ffoorr  IInntteerraaccttiivvee  FFeeaattuurree  AApppplliiccaattiioonnss::  

TTaannyyaa  RRoobbiinnssoonn,,    
DDeesskkttoopp  AApppplliiccaattiioonnss  SSppeecciiaalliisstt    

GGrreeeennwwiicchh  HHoossppiittaall    
TTeecchhnniiccaall  EExxppeerrtt  ttoo  tthhee  GGrreeeennwwiicchh  HHeeaalltthh  IImmpprroovveemmeenntt  PPaarrttnneerrsshhiipp  

  
  

NNoovveemmbbeerr  33,,  22000066  
RReevviisseedd::  NNoovveemmbbeerr  1177,,  22000066  
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IInnttrroodduuccttoorryy  CCoommmmeennttss  aanndd  DDeeddiiccaattiioonn  
  

TThhee  ccoommppuutteerr--bbaasseedd  iinntteerraaccttiivvee  mmaattrriixx  ooff  mmeennttaall  aanndd  bbeehhaavviioorraall  hheeaalltthh  
sseerrvviicceess  ffoorr  ppeeooppllee  iinn  aanndd  aarroouunndd  GGrreeeennwwiicchh  iiss  ddeessiiggnneedd  ffoorr  uussee  aass  aann  iiccoonn  
oonn  yyoouurr  ccoommppuutteerr  ddeesskkttoopp..    IItt  rreepprreesseennttss  tthhrreeee  yyeeaarrss  ooff  ddeessiiggnn,,  ssttrruuccttuurree,,  
aanndd  ddaattaa  ggaatthheerriinngg  wwoorrkk,,  aanndd  ccuullmmiinnaatteedd  iinn  aa  pprreesseennttaattiioonn  aatt  tthhee  11sstt  
GGrreeeennwwiicchh  BBeehhaavviioorraall//MMeennttaall  HHeeaalltthh  SSuummmmiitt  tthhaatt  wwaass  hheelldd  oonn  NNoovveemmbbeerr  
33rrdd,,  22000066  aatt  tthhee  CCoollee  AAuuddiittoorriiuumm  iinn  GGrreeeennwwiicchh  CCoonnnneeccttiiccuutt..  
  
IItt  wwaass  ccoonncceeppttuuaalliizzeedd  aanndd  ddeessiiggnneedd  aass  aa  pprroojjeecctt  ooff  tthhee  CCoommmmuunniittyy  HHeeaalltthh  
PPllaannnniinngg  OOffffiiccee  ooff  tthhee  GGrreeeennwwiicchh  DDeeppaarrttmmeenntt  ooff  HHeeaalltthh..  IItt’’ss  pprrooggrreessssiioonn  
aanndd  ccuullmmiinnaattiioonn  wwaass  tthhee  rreessuulltt  ooff  iinnppuutt  aanndd  wwoorrkk  ooff  mmuullttiippllee  mmeennttaall  hheeaalltthh,,  
hheeaalltthh  aanndd  ssoocciiaall  sseerrvviicceess  aaggeenncciieess,,  aass  wweellll  aass  ccoommmmuunniittyy  mmeemmbbeerrss  aanndd  
ccoonnssuummeerrss  ooff  sseerrvviicceess,,  aallll  ooff  wwhhoossee  iinnvvaalluuaabbllee  ccoommmmeennttss  aanndd  
ccoonnttrriibbuuttiioonnss  aalllloowweedd  iitt  ttoo  ttaakkee  ffoorrmm  aanndd  mmoovvee  eeffffeeccttiivveellyy  ffrroomm  aa  ccoonncceepptt  
ttoo  aa  wwoorrkkiinngg  ddooccuummeenntt..    
  
OOnnccee  ddeessiiggnneedd,,  tthhee  pprroojjeecctt  wwaass  bbrroouugghhtt  ttoo  tthhee  AAcccceessss  ttoo  CCaarree  aanndd  HHeeaalltthh  
EEdduuccaattiioonn  CCoommmmiitttteeee  ooff  tthhee  GGrreeeennwwiicchh  HHeeaalltthh  IImmpprroovveemmeenntt  PPaarrttnneerrsshhiipp  
wwhheerree  iitt  wwaass  aabbllee  ttoo  ssuuppppoorrtt  aa  mmeennttaall  hheeaalltthh  wwoorrkk--iinn--pprrooggrreessss  ooff  oouurr  
PPrrooggrraammss  aanndd  SSeerrvviicceess  CCoommmmiitttteeee..    
  
TThhee  AAcccceessss  ttoo  CCaarree  aanndd  HHeeaalltthh  EEdduuccaattiioonn  CCoommmmiitttteeee  mmeemmbbeerrss,,  wwhhoo  
rreepprreesseenntt  mmuullttiippllee  ggrreeaatteerr  GGrreeeennwwiicchh  aaggeenncciieess,,  sseerrvviiccee  pprroovviiddeerrss  aanndd  
iinnddiivviidduuaallss,,  ssppeenntt  ccoouunnttlleessss  hhoouurrss  eennggaaggeedd  iinn  rreevviieewwiinngg  wweebbssiitteess,,  
ccoonnttaaccttiinngg  tthhee  rreepprreesseennttaattiivvee  aaggeenncciieess,,  ddeeffiinniinngg  tthhee  sseerrvviiccee  ccaatteeggoorriieess,,  
aanndd  ssuuggggeessttiinngg  llaayyoouutt  mmooddiiffiiccaattiioonnss  ffoorr  eeaassee  ooff  vviieewwiinngg..  OOuurr  tteecchhnnoollooggyy  
eexxppeerrtt  pprroovviiddeedd  tthhee  gguuiiddaannccee  nneeeeddeedd  ttoo  aallllooww  tthhee  vviissiioonn  ooff  aann  iinntteerraaccttiivvee  
ttooooll  ttoo  bbeeccoommee  aa  rreeaalliittyy..  
  
TThhiiss  wwaass  aann  uunnffuunnddeedd  iinniittiiaattiivvee,,  iinnccuurrrreedd  nnoo  mmoonneettaarryy  oouuttllaayy  bbeeyyoonndd  tthhee  
wwoorrkk  hhoouurrss  ooff  tthhee  tteeaamm  mmeemmbbeerrss,,  aanndd  wwaass  bbrroouugghhtt  ttoo  ffrruuiittiioonn  ssoolleellyy  aass  aa  
rreessuulltt  ooff  ddeeddiiccaatteedd  pprrooffeessssiioonnaallss  wwhhoo  bbrroouugghhtt  tthheeiirr  sskkiillllss  aanndd  kknnoowwlleeddggee  ttoo  
bbeeaarr  oonn  aa  pprroojjeecctt  ddeessiiggnneedd  ttoo  iimmpprroovvee  iinnffoorrmmaattiioonn  aanndd  rreeffeerrrraall  ffoorr  ppeeooppllee  iinn  
nneeeedd  ooff  mmeennttaall  oorr  bbeehhaavviioorraall  hheeaalltthh  sseerrvviicceess..    
  

FFoorr  iinnffoorrmmaattiioonn  ccoonnttaacctt::  
  

SStteepphhaanniiee  RR..  PPaauullmmeennoo,,  MMSS,,  RRNN,,  NNHHAA  
DDiirreeccttoorr,,  CCoommmmuunniittyy  HHeeaalltthh  PPllaannnniinngg,,  GGrreeeennwwiicchh  DDeeppaarrttmmeenntt  ooff  HHeeaalltthh  
CChhaaiirr,,  AAcccceessss  ttoo  CCaarree  &&  HHeeaalltthh  EEdduuccaattiioonn  CCoommmmiitttteeee  ooff  tthhee  
GGrreeeennwwiicchh  HHeeaalltthh  IImmpprroovveemmeenntt  PPaarrttnneerrsshhiipp  
((220033))  662222--  77884499  oorr  ssppaauullmmeennoo@@ggrreeeennwwiicchhcctt..oorrgg  
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Save Matrix to Desktop – places Matrix right on the user’s desktop, making it 
easy and convenient to retrieve the information. The document will be sent to 
recipients via email. When the message containing the attachment is opened, 
double click the attachment icon. You should be prompted about whether the 
attachment should be opened or saved. Select Save. In the Save dialog box, 
similar to one pictured below, click the drop down arrow (circled) and select 
Desktop. Select Save to complete the process.  
• Freeze Panes – for accuracy and ease of reading it’s important that the first 

several rows of the Matrix are always visible. To ensure that these rows are 
“frozen” on screen, position the cursor in a cell so the rows above and the 
columns to the right are the ones that will remain stationery (should be A6). 
Select Windows, Freeze Panes from the menu. As you scroll through the data 
these rows will always be in view. To unfreeze panes select Window, Unfreeze 
Panes. 

• Select Cell without Activating Link – where applicable, column A of the 
Matrix contains a link to the indicated agency’s website. Simply by clicking 
the cell, the user is taken to their website. To select a cell without activating 
the link, instead of clicking the cell, click and hold the mouse button until the 
cursor changes to a cross, then let go. That cell is now the current cell and its 
contents are displayed in the Formula Bar.  
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• Edit Hyperlinked Cell – normally in Excel to edit the contents of a cell you 
would click on it to select it. In a hyperlinked cell however, clicking will 

activate the link. To edit a linked cell first click and hold the mouse button 
until the cursor changes to a cross, then let go. The cell is selected. In the 
Formula Bar (circled in illustration) the current cell’s address and contents are 
displayed. You may click in the contents to revise. Make your changes in the 
formula bar, not the cell 

• Selecting Current Row – to prevent the eye from wandering and allow the 
viewer to maintain their focus on a particular program row, users may 
temporarily highlight that row. On the left in the area where the row number 
appears maneuver the cursor until it changes to a black rightward pointing 
arrow. Click once and the entire row is selected. To highlight a service 
category, click on the gray letter at the very top of the column depicting the 
service you wish to view. To remove either highlight, simply click on a non-
hyperlinked cell. 

• Viewing – also for ease of reading you can change the Zoom or 
magnification, which will allow users to see more or less of the Matrix on 
screen. Select View, Zoom from the menu. You may select from one of the 
magnification levels offered (ex: 75%, 100%) or select Custom and enter a 
value between 10 and 400%. 

• Printing – given the dimensions of the Matrix, for printing purposes, the 
larger the paper the printer will accept the better. Select File, Page Setup, 
Page tab, and Paper size from the menu to determine what that is. If 8 ½ X 11 
is the largest size available the easiest way to fit the data is to let Excel do it 
using its Scaling options, also on the page tab. Select the Fit to option and set 
the pages wide to 1, so all the headings will fit across the top and Tall to 12, 
indicating that Excel should use as many as 12 pages, which should be more 
than necessary to print lengthwise. 

• On occasion it may be necessary to enlarge a row if you have added any new 
data. To do this, click on the permanent gray number in the left-most column 
that is right below the cell you wish to enlarge, hold the mouse down, and 
drag the cell to the desired size. Shrinking a cell may hide some of the 
taxonomy description data on the right cell, so view both sides before saving. 
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• Alternating Column Colors – for ease of reading the color of every other 
column is green, and for those categories that are not part of the standard 
taxonomy, peach. As new information is added it may be necessary to format 
the new cells. Begin by selecting the range to be formatted, for example 
A60:AH70. From the menu select Format, Conditional Formatting and make 
the following changes as noted in the illustration below. To set the color, click 
the Format… button, Patterns and select the Light Green or Peach color. 

Click OK twice to return to the worksheet. 

• Hyperlink – a hyperlink is a shortcut to location. By clicking the hyperlink 
the user is taken to a designated location. Where the information is available, 
hyperlinks to an organization’s website has been coupled with the contact 
information in column A. Should the link be broken, following are 
instructions for creating or restoring it. The easiest way to create a hyperlink is 
to copy and paste a website address, which will eliminate the possibility of 
typos. From an Excel worksheet enter the text, as you would like it to appear 
in a cell, for example Center for Disease Control. Then get to the site you 
want to link to. Once at the site, the address will appear in the Address bar 
near the top of the screen. Click in the Address bar and its contents will 
display with a blue box around it (see circled portion of illustration). Select 
Edit, Copy from the menu. In Excel right click on the cell that should have the 
link and select Hyperlink from the menu. When the Insert Hyperlink dialog 
box appears, in the Address box near the bottom hold down the CTRL key 
and tap V to paste the address into that box. Click OK to complete the action. 
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• Sometimes when you access a hyperlinked cell the content data in the 
information box goes out of alignment. After you have been transported to 
the website of your choice, always return to the matrix to see if this has 
occurred. If so, use the “Undo/Autocorrect arrow” on your toolbar to 
restore the data to its format pre- hyperlinked-access state, and hit 
“Saved”. 

• If you insert a new row in order to include a new agency, please remember 
that you will also be impacting the taxonomy descriptions down the right 
side of the document. If it is important to you to keep those descriptors 
organized as they are now, you will need to move the descriptions below 
your new line up by one line. Cutting and pasting the items below to fill 
the gap can correct this. 

• If you need to insert a new “X” into the categories for a new additional 
agency, the font is Arial, and the size is 16 - Bold. 

 

If you have any difficulties with the use of this grid, wish to 
develop one of your own, or would like a demonstration on its 
interactive features for your agency or group, please contact: 

Stephanie R. Paulmeno, MS, RN, NHA 
Director, Community Health Planning Office 

Greenwich Department of Health 
101 Field Point Road 
Greenwich CT 06830 

 
(203) 622-7849 or at spaulmeno@greenwichct.org 

 
 
 
 


