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Chapter 1

CHN ADVANTAGE BASICS

1.0 INTRODUCTION
Welcome to CHN Advantage, a powerful, comprehensive web-based portal for
out-patient referral and in-patient transfer processing. CHN Advantage is
designed as a means for integrating facility personnel with community providers
and streamlining the workflow associated with referral and patient transfer
processing.

1.1 ENTERPRISE INTEGRATION
In addition to its function as a referral portal between your healthcare facility and
community providers, CHN Advantage enables facilities to share provider and
practice information, where desired. CHN Advantage also has the capability of
receiving and displaying patient clinical and demographic data from legacy
systems.

Facilities may use CHN Advantage as independent, stand-alone entities; as
“peer facilities”; and to support “custodial” relationships (also called “parent-child”
relationships) where one facility handles practice, provider, and patient referral
information on behalf of a facility that does not have available administrative
resources to operate the system and/or does not establish direct relationships
with community providers.

Peer-to-peer relationships and custodial relationships are examples of logical
networks in which facilities mutually choose a CHN Advantage data sharing and
referral processing affiliation. These relationships may be exactly the same as
HHC’s physical networks (i.e., North Brooklyn, North Bronx, etc.) or a subset of
these such as if the “Queens Health Network” actually comprised three major
hospitals facilities but only two opted for a data sharing relationship in CHN
Advantage.

Independent Facilities do not share data. However, their configuration and
customization may be controlled by a senior executive or governing body. The
actual practice, provider, and patient data are essentially controlled by the facility
for its own use.

Peer-to-Peer Relationships are the result of two or more facilities that choose to
enter into a close relationship with one another thereby allowing practice,
provider, and patient data sharing. In this regard, they act as if they are a single
facility with multiple sites. The data entered by a user at a peer facility can be
read and edited by a user at any other peer facility. Any peer facility can process
the patient referral. However, because referrals indicate the provider’s intended
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receiving facility, it is common practice for each facility to handle their individual
referrals; CHN Advantage does not prevent one peer facility from processing and
scheduling the referral on behalf of another peer.

Peer facilities do not share clinical service offerings (medical departments,
services or consultation areas such as radiology, cardiac catheterization,
angiogram, etc.) and insurance information. Although there might be a central
administrator for the peer facilities, he/she must enter this information specifically
for each facility.

Custodial Relationships are appropriate when smaller satellite or community-
based diagnostic and treatment centers are involved. Often, the smaller facilities
do not have available community relations or patient referral processing
personnel to maintain CHN Advantage. In many cases patient appointments are
scheduled on behalf of the smaller facility by the larger facility. The smaller
facilities can gain access to practice, provider, and patient records “by
inheritance” the way a peer-to-peer does, although it is not expected that they
enter and manage their own data.

Note the following:
o If Facility No. 1 is a peer to Facility No. 2 and Facility No. 2 is made a
peer to Facility No. 3, then Facilities 1, 2, and 3 are peers.

o A “child” facility in a custodial relationship cannot be a parent to any
other facility.

o A “child” facility in a custodial relationship cannot be a peer to any
other facility.

Physical Network Administrator

Regardless of the CHN Advantage logical network relationship option selected by
the hospital facilities, HHC’s physical networks must still be respected. This
means a senior individual or individuals can preside over the physical networks
and gain access to data from any hospital facility within the physical network,
even if that hospital facility is “independent” in CHN Advantage. Therefore, if
Elmhurst Hospital and Queens Hospital opted to be independent facilities within
CHN Advantage, an executive role is still available to enable Queens Health
Network directors to monitor the activity of both facilities.

Details for creating the different administrative functions are provided in the
System Administrator Appendix.
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1.2

Pati
1

KEY MODULES FOR REFERRAL PROCESSING
CHN Advantage provides three modules to manage the ambulatory referral
processing lifecycle:

0 Practice Management
o Provider Management
o Referral Management (Includes Patient Profile and Referral Forms)

In addition to the key referral processing modules are the reporting functions,
although not all parties who process referrals require reports.

These modules also represent the CHN Advantage patient referral structure,
which is hierarchical. In basic terms, a provider belongs to a practice; a patient
profile belongs to a provider; and a referral belongs to a patient profile. This
means if the same patient is referred to your facility by two or three providers,
you will have multiple records for that patient, the same way you would have
multiple paper referral forms for the patient—one for each referral made by each
provider.

CHN Advantage does not have a patient master record because its purpose is to
automate the current paper-intensive faxed referral processes. It does not serve
as a patient-centric database or clinical system. There are other considerations
such as security, system and account administration, service offerings, workflow,
electronic communications, and reports, which are the bailiwick of the system
administrator.

The three key modules reflect the hierarchy of practice, provider, patient, and
referral, as well as the concept of multiple records for the same patient when
referred by different providers. This is illustrated as follows:

Practice Practice
(Group Practice) (Solo Practice)
Provider 1 Provider 2 Provider 3 Prowider 4

I | |

Patient Patient Patient Patient Patient Patient
2 3 4 5 G 5

emnt

Raferral Rafarml

Refarral

Raferral

Referral
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We see above that the group practice is comprised of three providers, each of
whom has patients. Patients are expressed in CHN Advantage by their patient
profile, which is created by—or on behalf of—a referring provider. The patient
profile is used to generate the referral.

The other practice in our example is a solo practice. However, the provider must
first be created as a practice, i.e., a legal entity, which can be an incorporated
business with a taxpayer identification number (TIN) that is a Federal Employer
Identification Number (FEIN) or an unincorporated business that uses the
provider’s social security number which will be referred to in this manual and in
CHN Advantage as a personal taxpayer identification number (PTIN).

Our solo-practice provider also has patients, and these patients have referrals.
Note that a patient of our solo practitioner, “Patient 5,” is also a patient of
Provider 3 from our group practice. You will therefore have two profiles for this
patient in CHN Advantage, and these profiles may contain different insurance or
contact information, depending on when the information was entered. This again
reflects the fact that the patient demographic profile is created by—or on behalf
of—a specific referring provider at a specific practice.

For internal providers the structure is identical, although the hospital facility will
be considered as the practice of the internal provider.

Note that outside practices currently comprise Community Private Practice (CPP)
and Free Standing Facility (FSF). CPPs are community solo and group practices.
FSFs include nursing facilities, clinics, day treatment centers, and similar care-
giving businesses.
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1.3 STATUS INDICATORS AND STATUS CODES
CHN Advantage forms are easy to use. Required fields appear with black labels.
Blue labels mean optional fields. Many of the forms have status indicators such
as New, Pending, Active, etc., to immediately alert the user of the status of the
form, so the user knows which practice, provider, or patient records need
attention.

Patient referrals also have status indicators that guide the user through the
referral processing steps, so they can determine the state of the referral at a
glance.

In addition, provider forms and search results display status codes such as AGG,

DMN, etc., which are explained through help menus, although most users will
learn these codes very quickly.
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1.4 LOGGING ON TO CHN ADVANTAGE
Internal users access CHN Advantage through a link on the HHC Intranet. You
need to enter your LDAP user name and password. The corporate network will
validate your credentials and then take you to CHN Advantage. CHN Advantage
does not store your password; in fact, your password is never sent to CHN
Advantage. Instead, a message is sent from the corporate network to CHN
Advantage along with your user name that grants you permission to log on.

Community providers and their staff requiring access to CHN Advantage will
logon through the Internet from https://www.hhcadvantage.org.** Community
personnel will be required to have a user name and a password.

In short, the key user groups include:

Global administrators.

Physical hospital network administrators.

Logical hospital network administrators (for peer and custodial relationship).
Facility administrators.

Referral processing personnel.

Provider relations personnel.

Patient transfer processing and approval personnel.

Community providers.

OO0OO0O0O0OO0O0O0

**The URL and product brand are currently undergoing a change at the time of writing.
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1.5

NAVIGATING THROUGH CHN ADVANTAGE

When you logon to CHN Advantage for the first time, you will be required to
accept the corporate usage policy. If you do not accept the policy, you will be
locked out of the system. If you click | Agree, you will be able to proceed to the
main menu. Note that all other times you logon, you will need only to click OK or
Cancel. If, however, you see the buttons have changed back to | Agree and |
Disagree, it means the usage policy has been changed and you are advised to
read the new policy before clicking | Agree.

After you accept, you will come to the home page. Users may experience
different left menu bars, depending on the functions they required. Some users
will have only administrative functions; others will have access to referral
processing functions, provider relations functions, or inpatient transfer functions.

The following shows the master CHN Advantage home page. This is the full
functional home page for a system administrator. All users see the same banner,
top menu, and body section. The differences will be in the left menu bar.

3 CH Kdwant age v.2.0 - Microsolt Intemet Explerer
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1.5.1 The Banner
The banner contains information about the user, demonstrating its
purpose as a tool to orient the user to the system. If you log on and a
name other than yours appears, or if the facility and access level is
incorrect, please notify your system administrator immediately.

The banner will also contain a logo. All global and network administrators
will see the corporate logo. Facility personnel will see the logo of their
home facility. If the logo does not appear or if you see the logo of a
different facility, please contact the system administrator.

1.5.2 Top Menu
The top menu items, from left to right are:

Home: This takes you back to the main menu.

HHC Facility Info: This screen provides links to the official corporation
website.

About CHN: This accesses a pop-up window that tells you the
software version, date, and copyright notice.

Contact: Geared both to internal and community personnel,
this provides a list of system administrators by facility.

Links: This provides a links to outside websites, arranged by
category, that are recommended by the Corporation.

Logout: IMPORTANT!!! Always remember to logout.

1.5.3 Left Menu
All users have access to the My Profile function. If you only handle patient
transfers, you will have access to My Profile and the Patient Transfers
module.

If you work in the referral office, you most likely will have access to the
Referral Management module and perhaps the Practice and Provider
Management modules as well. Provider relations personnel will have
access to the Provider Relations module. Facility and network
administrators will also have access to User Accounts, Admin Tools, and
Facility Controls (NB: The Admin Tools functions may be incorporated
into the Facility Controls functions at the time of implementation.) Only the
global administrator will be able to access the CO Controls. Access to the
reporting tools will be provided as needed.
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The menus make it easy to see the entire scope and features available in
CHN Advantage.
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1.6 GENERAL REMINDERS AND ADDITIONAL SETTINGS

(0]

Black labels for fields indicate a field that is required either at the time of data
entry or to upgrade a status indicator.

Blue labels indicate an optional field.

NEVER use the Back button or the Forward button on your browser!
You risk losing work. If you accidentally click the Back button, quickly
click the Forward button—you may be able to recover your work.

The manual makes reference to Edit buttons and clicking on names and titles
to access records. If you do not see Edit buttons or have the ability to click on
a name or title to access a record, it is because you do not have access to the
edit function. If you require this functionality, please contact your system
administrator.

Turn off your pop-up blockers (if installed) or configure them to allow pop-ups
from CHN Advantage.

The recommended screen resolution is 1024 x 768.

The recommended browser is Microsoft Internet Explorer (IE) I.E. 6 or higher.
Please note there are times when you will need access documents such as
procedure prep notices or medical reports that open up a Microsoft Word file,
an Adobe PDF file, or an image file. Occasionally, when opening a
document, a duplicate window will open on your screen, which you will need
to close. This can be corrected if you upgrade your browser to Microsoft
Internet Explorer 7.0.

Make sure you remove the browser headers and footers before printing. Use
the page setup function at the browser level. Take the following steps:

1. From the browser, select File>Page Setup. The dialogue box show
below will appear.

2. Backspace-out any text in the Header and Footer fields.

3. Click OK.
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PART I.

AMBULATORY REFERRAL PROCESSING
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2.0

Chapter 2

PRACTICE MANAGEMENT

OVERVIEW

As a referral office user, your facility may require you to enter and maintain
community practice information. This may occur when you are a front-line
person who regularly interacts with community providers and their offices.

Even if this undertaking is entirely the responsibility of your facility’s provider
relations department, we advise you to read this section to better understand the
processes involved and data captured because these will have an effect on the
provider and referral management functions.

<Note: Remember, the practice must be entered in CHN Advantage prior
to entering the provider because providers must be assigned to a
practice. In rare cases where you have a referral from a provider
for whom no practice information is available, you may add that
provider to the Candidate List for research at another time.

It is also important to understand that each facility within the Corporation may
maintain its own profile for a particular practice, depending on how the
relationships among facilities are set up. If your facility is in a peer or custodial
relationship with another facility, users from either facility can enter practice data,
which will be shared by the two facilities. Either facility can edit the record. You
can also copy the practice record from a facility that is not in a peer or custodial
relationship with you, or simply enter an entirely new record. If you copy a record
from a facility that is not in a peer or custodial relationship, any changes you
make to the copied record will not affect the original facility’s record. Likewise,
any changes the other facility makes to its record will not affect your version of
the record.
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21 AVAILABLE FUNCTIONS
The Practice Management module is composed of the following five functions:

Add a New Practice.

Copy a Practice.

Search Practices.

Practice Maintenance (Coming Soon).
Create Practice Accounts.

O O0OO0OO0Oo

Depending on your access level, you might not have links to all five functions.
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2.2

PRACTICE STATUS

The Add a New Practice function initiates a search routine to ensure that the
practice in question is not already in the database and then serves up the form to
add a new practice. The default status for this form is New. Other practice form
statuses are Pending, Active, System Ready, and System Active. The trigger
points for these statuses are illustrated in the following table:

Status Trigger Point and Definition

New You are entering a new practice and have not yet
saved the form.

Pending You have saved the form but have not entered a fax

number and/or a taxpayer identification number. You
cannot copy this practice nor can a party outside your
facility copy the practice record.

Active Fax and taxpayer identification numbers are entered
but the privacy proxy information is not complete. This
practice profile may be copied.

System Ready The privacy proxy information has been completely
entered.
System Active The privacy proxy has logged into the system and

changed his/her password. Any associated provider
with a complete profile, agreement on file, facility
credentialing compliance, and CHN Category can
have system access.

Just after the status label on the practice form is a help screen. To access, click
the help icon: §¥?

If your goal is to give a provider system access, the practice profile must be
complete and achieve System Active status. If the goal is to have basic
information in the database and the referral office will enter patient profiles and
create referrals on behalf of providers, you do not need to enter all the
information and achieve System Active status.
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2.3 ADD A NEW PRACTICE
Users: Referral Office, Provider Relations, and/or Facility Administrators.

Purpose: To enter a new practice in CHN Advantage.

How to Access: Left Menu—> Practice Management->Add a New Practice

Steps
1. Determine if the practice is already in CHN Advantage. Enter the practice

name in part or total. The system performs a literal search, so if you are
unsure if the practice name is “West Village Medical Arts, Inc.” or “West
Village Medical Arts, LLC,” it's best to enter only “West Village Medical.”
Click the Search button.

You can also search by taxpayer identification number—first select the
taxpayer identification type (FEIN or TPIN). You can further narrow your
search by entering the practice type, subtype, and the facility that you
believe created the original record).

If the practice is found, you may view it by clicking on the name of the
practice. From there, you may also edit the form by clicking the Edit
button at the bottom of the page.

You can also edit the practice directly by clicking the Edit link, if you have
permission to make edits.

The following shows the Add a New Practice initial search results, where
matching criteria are found.

Add a New Practice

Practice Name: o, Tax D Type: O FEIN OO PTIN

Practice Type: ~Select=- [0 Subtype: | —Salect-- [0 Facility: Al 3 [Ea_rch Eear |

Possible matchwes tomd. Please CLICK HERE to add this practice.,

Piactice Name Fac. Practice Type Aldiess Phione Fax Statiis  Updated By

EDIT Dr. Leo Wassefman NGB CPP - Solo Practice 100 Third Averiss  (212) 5554444 [(545) 555-4444 System Ready Mursgan Kilads
Neswy Yok, N DEQD0 Q43002007

EDIT Dr_Leo Wassenman (Hoboken, NJ) NGB CPP - Private Group 101 Sth Street (2011 2222222 (HHM) 2222232  Pending Adam Smith
Hoboken, B O70E0 OFr2402007

ECAT Dir. Stanley Cepedia MCH CPP - Privabe Group 160 Waber Strae (212) 4d4-4444 (345) 1111111 Sysiem Ready Murugan Hilsds
Brookdyr, MY 10004 DEDEZ2007

The columns returned in the search grid show the practice name, the
primary facility to which the practice is assigned, the practice type and
subtype, address, phone, fax, system status, and the name of the person
who last updated the record, along with the date the record was last
updated.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 16



SNote: Naming Conventions Best Practice. Be sure to always
use the full legal name when entering a practice in CHN
Advantage. This is because there will be many users who
will not be familiar with your abbreviations and will search on
the full legal name only to receive a “not found” message.
Spell out terms as they appear on referral forms and legal
documents. Here are some do’s and don't’s to follow when
entering your practices:

If the Legal Name Includes Don’t Use
East, West, North, or South E., W, N, S.
Dermatology Derm

L.L.P. LLP

Medical Center MC

E., W, N, S. East, West, eftc.

Be literal in your data entry because the other users will
need to be literal as well. You will be reminded of this
throughout this manual.

2. If your practice is not found, use the CLICK HERE link to add the practice
you have searched. Whatever criteria you have entered in the search,
such as the name (or partial name) or taxpayer identification number, will
appear in your new record.

<Note: Even if you are working with a provider who is a solo
practitioner, you must enter him/her first as a practice entity
before entering him/her as a provider. In such cases, the
practice type will be CPP (community private practice) and
the subtype will be solo practice.

3. Notice that the status is New. This is because you have not yet saved the
form. Select the primary hospital facility to which you wish to associate
this practice. In most cases, the list will default to your facility. You will
have other choices only if your facility is in a peer or custodial relationship,
or if you are authorized to work on behalf of other facilities.

In a peer or custodial relationship, choose one facility as the primary
facility, in accordance with the facility’s business practices.

4. Verify the practice name and make any corrections if needed. Remember,
whatever you entered for the search will appear in the form.

5. Enter a practice site where applicable. The site is useful for multi-location

practices, such as the “uptown” and “downtown” offices of a practice. If
the practice is a D/B/A, you may enter the legal holder. Site and D/B/A
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are optional fields.

6. Select the practice type. For community practices, you must choose
either CPP (community private practice) or FSF (free-standing facility).

7. Select the practice subtype. Practice subtypes are dynamic to the
practice types.

8. Enter the practice address. The room/suite number and county are
optional.
9. Enter the phone number, emergency number (even if the same as the

phone number), and the fax number. These are required. If you skip the
fax number, the status will not progress from Pending. You may also
indicate if the practice has an answering service (the default is unknown)
and/or a website.

2.3.1 Privacy Proxy Data

The data covered in this section needs some explanation. The “Privacy
Proxy” is the person at the community practice who acts as a key to
activate the practice’s Internet accounts. He or she is responsible for
allowing practice personnel to request system access to other related
practices, and who can permit or deny outside persons from accessing
practice records. The privacy proxy is also the legally responsible party
who initially interfaces with your facility. As such the privacy proxy acts as
the practice’s “activation key,” which upgrades the practice to System
Active.

0 A privacy proxy is required only if the provider(s) at the practice wish to
gain system access. In the case of a solo practice, the privacy proxy
will most likely be the provider him/herself or the practice administrator.

0 The taxpayer information is needed to facilitate management audits to
ensure that the practice you are entering is a bona fide business entity.

Steps
1. Enter all privacy proxy information. If you do not have all the

information available, you may update the fields later. However,
the status cannot be upgraded to System Ready until all privacy
proxy fields are entered.

2. Check if the privacy proxy is a clinical provider. In CHN Advantage
v. 2.0, this field is for informational purposes only.

3. Select the taxpayer identification type and fill in the tax information,
where available. You must enter tax information to upgrade the
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profile to Active.

4, Most of the fields in the “Other Information” section are optional and
will accept “unknown.” However you must select the practice
preferences for appointment and medical reports information.
These will be matched to the available profile information such as
email address and fax number.

5. The last field in this section is an optional, user defined field. If the
label reads “Practice UDF,” it means your facility administrator has
not opted to use this field. Otherwise, please fill in the information
requested.

6. You may enter public transportation routes/lines (optional) and
notes.

7. Click Add Practice.

<Note: If you omitted any required information, you will
receive an error message asking for that data.

If you did not enter a fax number, you will receive a
message warning you that a fax number is required to
make the practice active. Click OK to accept this
message.

As soon as you save, you will be able to view the profile. The form
is stamped with the name and date/time that the record was
created and will continue to stamp the date/time every time any
change is made to the form.

You may continue to work on this practice by clicking the Edit

Practice button, print, or close and work on another practice,
provider, or referral.
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24 EDIT A PRACTICE PROFILE
Steps
1. After searching for a practice you can click the Edit link in the left column
to access the edit profile screen. You can also click the practice name
itself to open the practice in view mode, then click the Edit Practice button
at the bottom of the form.

2. Edit any values. If you delete a required field, you will not be able to exit
and save your changes. The status of the form may also change
depending on the information you enter or delete.

<Note: Once your practice is made active, you cannot simply edit
the name or taxpayer identification number. This becomes a
change action and will be recorded by the system. Please
see Section 2.8, Practice Maintenance.
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2.5 MAKING A PRACTICE ACTIVE AND SYSTEM READY
The Active and System Ready status indicators tell you all required fields have
been completed. Any Active or System Ready practice can be copied by another
party within your facility or by another facility within the Corporation. Likewise,
you can copy any Active or System Ready practice from any outside facility.

CHN Advantage will automatically upgrade the status indicator or codes after you
enter the data and save.
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2.6

SEARCH PRACTICES

How to Access: Left Menu—>Practice Management->Search Practices
Steps
1. You can use parameters to limit your search or leave everything blank to

search the entire database.
Click the Search button.

A list of all relevant practices will appear. Click on a practice name to view
the profile.

The list will also indicate the practice status and facility to which the
practice was assigned. The list will only contain those facilities within your
facility’s peer or custodial relationships or within your individual system
privileges. The list will also give you the ability to make the practice
inactive or make a copy of the practice. A practice that is System Active
cannot be made inactive from this function.
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2.7

COPYING A PRACTICE

You may need to add multiple instances of a practice when the practice has
multiple sites such as “uptown” and “downtown.” If most of the other information,
including taxpayer identification number or other key data remains the same, you
can facilitate the process by making a copy of the practice and then making any
necessary edits or updates, such as adding a site location. You may also copy
information from another facility, once that facility has made their record active.
However, any changes you make to your copy will not affect the original facility’s
record nor will any changes the other facility makes affect yours.

2.7.1 Copying an Exiting Practice Within Your Facility or Peer Network
Purpose: To copy a practice already in your local CHN Advantage

2.7.2

logical network to add a new site for the practice.

How to Access: Left Menu->Practice Functions—>Search Practices

Steps

1. Use the Search Practices function to find the practice to copy.

2. Click the COPY link in the right-hand column. Click OK when
prompted to confirm. This will open the copy in a new practice
form.

3. Enter new site, address, phone, and fax information.

4. You can manually change the privacy proxy and other information

such as the practice’s patient fees, preferred method of receiving
appointment and consultation information, transportation, and other
information, where applicable. However, because this record is
only a copy of a practice for the purpose of entering a specific site,
it is assumed the taxpayer information will remain the same. Save
the record by clicking Add Practice.

You can abandon the copy by canceling instead of saving.

Copying an Existing Practice Outside Your Facility or Peer Network
Purpose: To copy a practice profile created by another facility external

to your peer network.

How to Access: Left Menu—>Practice Functions>Copy a Practice
Steps
1. Click Copy Practice menu item. This serves up the Get Practice to

Copy form.
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2. Enter the practice you wish to copy. Enter the practice name,
FEIN, or TPIN. Remember to be literal and enter only the
beginning name string to ensure that you don’t make a mistake
such as “West Village Derm. Clinic” when the practice exists in
CHN Advantage as “West Village Dermatology Clinic, LLP.” In
such cases, it is best to enter only “West Village D.” You can also
search by FEIN or TPIN.

The grid returns the practices that match the search criteria, the
facility whose record you can copy, the type and subtype
(concatenated into one column), the address, phone, fax, and last
updated date. The right-hand column provides the Copy link.

Get Practice to Copy

Practice Hamns: Elpstar Ta ID Type: (FEIN ) PTIN
Practice Type: ~Select— 04 Subltype: | ~Select-- (02 lEa-;n:h_J Ee_aFJ
Practice Name HHC  Praciice Type Hikbess Phone Fax Updated  Actlon

Blusstar Medical Assoctales, LLC NGB CPP-Privets Group 83 West 770h Strest (212)555-4444  (212) 5557477 08072007 COPY
Mew York, NY 10028

3. Click COPY and click OK. CHN Advantage will generate a copy
and assign to your facility or, if you are in a peer or custodial
relationship, select the primary facility.
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2.8

PRACTICE MAINTENANCE
Practice Maintenance comprises functions such as name changes, TIN changes,
and closures. These features will be available shortly.

2.8.1

2.8.2

2.8.3

Name Changes

After the practice has achieved active status, you can not longer perform a
simple name change. Changing a practice name, even if it is simply
correcting a typographical error, will be a system action. The system will
retain the old name(s) and log the user name of the person making the
change and also the date and time of the change. These will be retained
in the practice profile and will be available for future tickler reports.

NB: Currently this function is available directly from the practice
profile but for data integrity reasons will be moved to the practice
maintenance function shortly.

TIN Changes

After the practice has achieved active status, you can not longer perform a
simple TIN change. Changing a TIN, even a simple edit, will be a system
action. The system will retain the TIN(s) and log the user name of the
person making the change and also the date and time of the change.
These will be retained in the practice profile and will be available for future
tickler reports.

Inactivating a Practice
Inactivating a practice shuts down a number of actions associated with the
practice:

1. The practice will not appear in active practice searches.

2. No new providers can be associated with the practice.

3. Any providers already associated with the practice where the
practice is an Additional Practice, will have the association
broken.

4, Any providers associated with the practice where the practice is a

primary practice will be orphaned and deactivated until assigned a
new practice.

5. No new patients can be added for providers at the practice.

6. No new referrals can be created by or on behalf of any provider at
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the practice.

7. Internet system accounts associated with the providers and office
staff at the practice will be terminated if there is a one-to-one
relationship. Otherwise, users with access to multiple practices will
only lose access to the affected practice.

Upon inactivating a practice, the user will be prompted to qualify if this is a
practice close, a withdrawal from the CHN Advantage program, or other.
The user will then enter a brief description (up to 500 characters stating
the reason).

SNote: You will also need to handle any orphaned providers
affected referrals. Note that all referrals in the pipelines
will need to be handled on an individual basis. To assist
with this process, the referral’s practice and provider
information will be highlighted in red. See also Section
6.7
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3.0

Chapter 3

PROVIDER MANAGEMENT

OVERVIEW

Providers may be entered in CHN Advantage directly through either the Provider
Management or the Provider Relations module. The choice of entry point
depends on the business need. If your facility has a provider relations
department and wishes to track recruitment activities, use the Provider Relations
module. For providers with whom your facility already has a relationship and
recruitment activity tracking is not required, you can enter provider information
directly through the Provider Management module. The data captured is
basically the same. The key difference is that the Provider Management module
does not record recruitment activity. Understanding that not all users have
access to both functions, the facility needs to establish a business practice for
data entry.

The data entry requirements for a provider profile depend on the types of
providers you enter. The provider types comprise Corporation staff providers
and community providers, and the subtypes include physicians, nurse
practitioners, social workers, and other healthcare professionals. Although CHN
Advantage does not maintain distinct profile templates for different provider
subtypes, the global administrator has the ability to set certain fields to required
or optional. For example, answering questions about board certification or
subspecialties might be required for a physician but not for a licensed speech
pathologist.

As with practice management, if entering provider profiles is the responsibility of
your facility’s Provider Relations department, we advise referral processing
personnel to read this section to better understand the processes involved
because these will have an impact on the provider and referral management
functions.

>Note: If entering provider profiles is the domain of your Provider Relations
department, there may still be times when the Referral Office
receives a referral by fax from a provider who does not have a
business relationship with your facility. The Referral Office has the
ability to create a temporary provider record for the Provider
Relations department to review. These temporary records require
only minimal information (such as the information found on a
prescription pad); these providers are considered “candidates” and
appear on a candidate list (See Sections 3.6 and 7.1).

It is important to understand that each facility within the Corporation may
maintain its own profile for a particular provider, depending on any logical
relationships among facilities. If your facility is in a peer or custodial relationship,
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users from the other facility can enter provider data that will be shared equally.
Either facility can edit the record. You can also copy a provider record from a
facility that is not in a peer or custodial relationship with your facility, or enter an
entirely new record. If you copy a record from another facility that is not in a peer
or custodial relationship, any changes you make to the record will not affect the
original record. Likewise, any change the other facility makes to its record will
not affect your version of the record.

<Note: Also read Chapter 7, The Managed Recruitment Process, to ensure
that you fully understand both methods of creating provider profiles.
If you use the Provider Relations module to enter your profiles,
once you make a provider profile active (or enrolled), the record will
be transferred to the Provider Management module and can only
be updated through the Provider Management module.
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3.1 AVAILABLE PROVIDER MANAGEMENT FUNCTIONS
The Provider Management module is comprised of the following four functions:

Add a New Provider.
Search Providers.
Copy a Provider.

CHN Category Search.
Inactivate a Provider.

O O0OO0O0Oo
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3.2 PROVIDER STATUS

The Add a New Provider function initiates a search routine to ensure that the
provider in question is not already in the database and then serves up the form to
add a new provider. The default status for this provider form is New. The other
status indicators are Pending, Active, System Ready, and System User. There
may also be status codes such as APP, AGG, etc., appended to a status
indicator. The trigger points for these statuses are illustrated in the following
table:

Status Trigger Point and Definition

New You are entering a new provider and have not yet saved
the form.
Pending You have saved the form but have not yet entered the

provider's CHN Category, Application on File information,
and/or Agreement on File information.

PRND Done Reserved for provider whose profiles were created in the
Provider Relations module.

Active The application, agreement, and CHN category have been
entered. This provider record may be copied.

Enrolled—Active Same as active but the provider profile was created by the
PRND process.

System Ready The privacy proxy a practice associated with this provider

has logged in the system at least once (Practice = System
Active). and the provider’'s profile has been completed (at
the Active or Enrolled—Active level). Permissions have not
yet been assigned to the provider.

System User Permissions for the provider have been assigned. A user
at the practice has logged into the system and can now
process referrals on behalf of the provider. The provider is
also eligible for system access him or herself.
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3.3 ADD A NEW PROVIDER

Users:

Referral Office or Provider Relations

Purpose: To enter a provider in CHN Advantage where the provider record

does not require recruitment activity notes and scheduled follow-up
activities, such as a provider with whom the facility already has an
established relationship.

How to Access: Left Menu->Provider Management->Add a New Provider

Steps
1.

Enter search criteria such as provider last name and/or first name. You
may opt to enter only the first few characters of either. You can also
search by NY State license number or NPI, but these items might not have
been entered in the system yet, so the last name is the best criterion.

You can narrow your search by selecting a provider subtype such as
physician or dentist. Click Search.

If the provider is not found in the facility or network database, you will
receive the following message:

There are no possible matches found. Please CLICK HERE to add a new
provider.

Otherwise, you will get a list of possible matches and still be able to click
the link to add the provider as new.

Click the link to add the provider. The Provider Basic Form will appear.
This is where you begin the create provider process. This form is
analogous to the Add Prospect function in the Provider Relations module.

Notice the status indicator at the top of the form. At this point in the
process, the profile status is New.

If you have not selected the provider type (the default is Non-HHC) and
subtype in your search, please select them now.

Select the provider’s degree and title.

Verify the provider’s first name, middle initial and last name. You may
select an optional name suffix. The gender is required.

Enter the provider's NY State license and NPI, if you did not include them
in the search.

Enter the provider's phone and panic values phone numbers.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 31



10.  Select the provider’s practice from the dropdown box. This will populate
the address information.

11. Click Add Provider.

>Note: You will receive an error message if a duplicate NY State license or
NPI is found. If you receive this message, correct the number and
click Add Provider once again.

12.  You will be presented with the Basic Profile record in Pending Status, with
the status codes CHN, APP, AGG, DMN. These codes, if they appear on
the form, are explained at the bottom of the form, and also in the next
section of this manual. You can close the record, print, edit the basic
profile, or continue entering other profile information for this provider by
using the Edit links to the right of each section.

SNote: You should always verify that the practice is entered in
CHN Advantage prior to entering a provider. Use the
Search Practice function described in Section 2.6 prior
to creating a new provider.

sic Profile for Dr, Johnson Smith, MD EDIT
atus of the Provider: ©7  PENDING _ CHN, APP, AGG, DMN
I dwghbied T Siditype G
Hor-HHC Priysician Hate
i State Licenss ]
S T T
Piosra Ko, Provider Panic Vahses Mo,
T3] 134-2347
Irimany Practice Address Courty
Peest Village Medicsl Arts, Inc 1234 L8 an Avenoe, Sufe 1F Dulchess
Broosdym, MY 11274
s Emengency No. o Pager Fax

T18) 5555555 (TIE) 8d4- 4444 {2V 88e-TTTT

Fecard last updated on 8N 42007 34000 P by Enn Mots

Dther Practice(s) EDIT
Insurance(s) Accepted EDIT

ifice Hours EDIT

3.3.1 Status Codes
Notice that the status indicator has changed from New to Pending. There
might also be some qualifying status code to indicate the following:

APP: You did not enter an application received date.
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AGG: You did not enter the agreement information.

CHN: You did not select a CHN category from the dropdown
box.

DMN: You did not enter the (SMS) Doctor Master Number.

CR: The provider’'s credentialing status does not meet the

Corporation’s or facility’s requirements for system
access (See Section 3.4.4.1).

M+CR: The Provider's MetroPlus credentialing status does
not meet the Corporation’s or facility’s credentialing
requirements for system access (See Section
3.4.4.1).

>Note: Although the Doctor Master Number is optional, the status
code will remain on the form as a reminder for you to
optionally request, create, and/or post a number if required
by the facility. The lack of a Doctor Master Number does not
prevent the provider from becoming eligible for system
access.

3.3.2 Audit Stamping
The provider profiles are stamped with the user name of the person who
created the record as well as the date and time of creation. This
information also indicates who last changed the profile and the date and
time the change was made.
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3.4

EDIT A PROVIDER OR COMPLETING A PROVIDER PROFILE

You can continue to add profile information for the new provider. Click any of the
Edit links that appear for the different sections of the Basic Profile form. This will
open a subsection of the form. Enter the data or make changes and save.

When editing an existing provider, you must first search for the provider.

Use the Left Menu->Provider Management->Search Providers link. Enter
your criteria and click Search. If the provider is found, click on the provider's
name to access the profile. You may then click any of the edit links to edit any of
the profile template sections.

Once you are in edit mode you will see sectional tabs on the provider form.
These tabs make it even easier for you to navigate to the different sections. You
can access the navigation tabs from the Basic Profile form (once you save it) and
from the Other Practice(s), Insurance, Office Hours, Other Details, SMS DMN,
PRND, and Full Profile sections. If you are working on the Full Profile section,
you must use the section links instead of tabs to edit sections.

Note that navigating away from certain pages presents a warning for you to save
your work. The warning is not presented on those pages that require you to save
each item as you enter it, such as insurance and office hours.

The next few sections examine the other provider profile requirements.

SNote: The search results grid will also list providers who are candidates
and prospects currently being recruited by the provider relations
department. However, you will not be able to view their profiles
until released by provider relations.

3.4.1 Other Practice(s)
If the provider has other practices, you may select them from the
dropdown list. If a practice is not found, you must exit this function and
enter the practice through the Practice Management function detailed in
Chapter 2. Once you select the practice, the practice address data will
auto-populate. If any of the information is incorrect, you must use the
Practice Management function to edit the practice to effect a global

change.

a. Click Add Other Practice to save to the database.

b. Select another practice from the dropdown box, cancel (to return to
the Basic Profile), or select another tab to edit another section of
the profile.

If you wish to remove the association of the provider with any other

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 34



practice, use the edit feature and uncheck Association on the form itself,
not in the summary grid.

3.4.2 Insurance
Entering insurance information is important only if: (1) it has an effect on
the insurance prospective patients may have; (2) your facility will
eventually send referrals to this provider (bi-directional referrals).

Steps
1. Click the Insurance Edit link. If the provider is associated with more

than one practice, you must choose the particular practice for which
you are adding the insurance. This is because a provider may
accept insurance plans A, B, and C at one practice, and B, C, and
D at another practice. If the provider is associated with only one
practice, the system will default to that practice.

2. Choose an insurance plan from the dropdown box.

3. Choose the insurance product(s) (line[s] of business) from the list
box, where applicable.

4. Enter the provider’'s insurance number and end date (optional).

5. Click Add Insurance to save the item and continue with the next
insurance or exit.

6. Use the Edit buttons to make changes or inactivate the insurance,

then click Update Insurance. Edit buttons are provided for each
insurance line item.
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Provider Profile

Basic Profile  Other Practice(s) Inswance Office Howrs  Other Details  SMS DMN  PRND  Full Profile

Status of the Provider: ©7 PENDING . CHN, APP, AGG, DMN

Provicler Nams Pronnder Type Primader Subtype

. Sergy P OBrian Jr P HHC Phyrgicinn

Degres NY Siste Licensa N

WD BO-999999

Phomar Mo, Prondided Paic Values Phone

(718} BAG-TTTT (TI8) 4447777

Provider Insurance
Practice Hame Insurance Plan of Line of Business Insurance Product
West Jrd Newrology = [Frieaith Fast =] T
533
s ance Prsvider Mo, Enal Dater Acthe: =
BR-111223 B | Update Insurancs I Cancel Update I
Clhick o Practice Hame: s anc e Plan Insurance Produact Proveder Ho. Erud st Actie

Edq| Yvest3nd Neurology CenterCare MCO, FHP DMIDR0G- 1AM 0342712008 =
Edi Wiasl Ird Neurology Higpalth First MC D, FHP =4
Edd I ‘Wegl 3rd Neusology GHI MCO, CHP B

3.4.3 Office Hours
Entering a provider’s office hours is optional.

Steps
1.

If the provider is associated with more than one practice, choose
the particular practice for which you are adding office hours.

Use the mouse to select the “From” and “To” hours for each day.
You can also use the tab key to focus on the time field, and then
use the arrow keys or number key pad on your computer.

Click Add Office Hours.

Proceed to the provider's next practice, or click Cancel or another
tab to continue updating the provider’s profile.

Use the Edit buttons next to the grid to make changes, and either
Cancel Edit to exit or Update Office Hours to save.

The following screen shot shows the office hours in edit mode.
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FrOWICHeEr Frome N
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3.4.4 Other Details
It is assumed that entering all the fields in the Other Details section
requires a conversation with the provider’s office or comprehensive notes.

Steps
1. Enter the provider's email address, if available.
2. To the right of the email field is an optional user defined field. The

data required in this field is controlled by the facility administrator,
so it will vary among facilities. If the label reads “Provider UDF,” it
means your facility administrator has not opted to use this field.
Otherwise, please fill in any information requested.

3. Enter the provider's Medicaid, Medicare, and Worker’s
Compensation subscriber or identification numbers. These fields
may or not be required as defined by policy. If you do not have the
information available or if irrelevant, you may enter “Not Available,”
but remember to update it as soon as you can.

4, Enter the provider's specialty and subspecialty, where applicable.
If you enter a specialty or subspecialty, you must indicate if the
provider is board certified (the default is No) and the most recent
year of certification.

The following sections detail special requirements in the Other Details
section of the provider form.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 37



3.4.41 Credentialing Questions
Credentialing is a business term that describes the
professional type or level of the relationship between a
provider and the hospital network or facility. It may have a
direct effect on the types of services a provider can request
as well as the methods by which the provider receives
patient results.

CHN Advantage is concerned with only Boolean logic: (1) Is
the provider credentialed by the facility (or its peer facilities)?
and (2) Is the provider credentialed by the parent or HMO or
major insurance affiliate (e.g., MetroPlus)? The Yes/No
responses are mapped to a central control set by the global
system administrator, which determines if an outside
provider can be eligible for system access.

Credentialing indicators

Medical Services

Specialty Board Certified? Year Certified
lFMPrM':m -|  vaz & Na
Specialty z'IUUi"I-!’iEE'f-.iI[‘.- Board Cenlified? Year Cenitted
[-Sotect- = © was & No
Credentialing Questions
CHH Categony: [ CHN Credentisled =]
ts provider credentialed by this faciity? & Yes © to © Unknown
Effective date (il Expiration date (mmiddfnyyy) Credentialing esxpires in 144 dayis).
153005 1 /2008 RECREDEMTIAL THIS PROVIDER
Altach cradentialing lafer 15 provvicer o edentialed by MetroPhs ? Attach MatroPlus credantialing lethar
| Browse... C Yes & No © Unkmown | Browse.,
File Uploaded By Date . File Upioaded By Date '
View Erin Moss - 8152007 105507 AM View Erin Moss 8N S/2007 10:55:07 AM
Steps

1. Select the CHN Category from the dropdown box.
This is a manual selection that serves as an alert for
the type of relationship you have with the provider.
Your selection does not automatically affect the
provider’s ability to have system access.

2. Check Yes, No, or Unknown to indicate if the provider
is credentialed by the facility. If No, proceed to Step
3.

If Yes, the screen changes and prompts you to enter
the effective and expiration dates of the credentialing.
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You can also attach an image of the credentialing
letter (PDF, GIF, TIF, JPEG, etc.) is available. Click
the Browse button to initiate the upload.

If you select Unknown, proceed to Step 4.

3. If the provider is not credentialed by the facility,
please indicate if the provider wishes to become a
member of the medical staff. Notify the appropriate
party at your facility to initiate this process.

4, Is provider credentialed by MetroPlus? If Yes, you
can also attach an image of the MetroPlus
credentialing letter.

34411 Credentialing Letters
If you attach credentialing letters, you can view them
by clicking on the new links that appear in the
provider profile form.

You can also update credentialing letters by attaching
new letters as needed.

3.4.4.1.2 Recredentialing
If the provider's credentialing expires, you must
indicate any recredentialing in CHN Advantage. Use
the RECREDENTIAL THIS PROVIDER link to update
credentialing information.

Credentialing Questions

HN Category: [ Credentialed =]
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1. Click RECREDENTIAL THIS PROVIDER. A
pop-up window will appear.

2. Enter the new effective and expiration dates.

3. Click Save. The window will automatically
close and the provider profile will refresh with
the new credentialing data. To abandon your
change without clicking, click the Cancel link.

4, If you made a mistake, you must re-enter the
information.
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3.44.2 Agreement(s) Section

Indicating if your provider has an application and an
agreement on file with the facility are important steps in the
process. CHN Advantage requires you to indicate when the
provider's application and agreements were filed, if
applicable. Once you enter the information, the APP and
AGG status codes will disappear from the profile status
indicator. If your provider does not have an application
and/or an agreement on file, you must select No or Unknown
in order to save your record; the APP and/or AGG status
codes will remain visible and the provider cannot be given
system access.
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3443 HHC Summary
This section is optional. It further details the provider's
relationship with the Corporation. Indicate if the provider is
also a direct employee of the Corporation. If Yes, you will be
prompted to select the internal job title and Corporation
home facility. You can also enter the provider's staff ID
number, if applicable.

3444 Miscellaneous
This section is optional.

Steps
1. You can select the provider’'s age group(s) specialty.

Hold down the control-key while clicking to select
multiple age groups. This field is optional.

2. You can select the provider's language(s) as well.
This field is optional.

3.44.5 Training and Affiliations
The section is optional. You may enter whatever information
you feel is appropriate. Format your dates using
mm/dd/yyyy.

3.44.6 Permissions

These controls directly affect system access. These are very
important switches that ensure that community providers
have system rights, assuming their profiles are complete and
meet all other requirements, and that the practice itself has
been upgraded to System Active.

Use the radio buttons to convey your desire for the level of
relationship such as if the provider should be able to receive
outgoing referrals from the facility. These are
recommendations based on your facility’s procedures. The
defaults are No.

>Note: Make sure you save your work. Even if you
saved, you will always receive a warning
message when you try to navigate away from
the basic and detailed profile forms.

If you receive an error message while
attempting to save, it is because you omitted a
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required field. The form will advise you which
field(s) is omitted.

3.4.5 SMS Doctor Master Number (DMN)
The SMS Doctor Master Number is optional. If required by your facility,
you may request a number through CHN Advantage. The provider forms
will continue to be stamped with the DMN code, the presence DMN does
not prevent any provider from being granted system access.

3.4.51 Requesting an SMS DMN
You may request an SMS Doctor Master Number off-line or
through CHN Advantage. If you request it through CHN
Advantage, the system will keep track of the date the
request was made.

Steps
1. Click the SMS DMN tab or Edit links from the provider

profile.

2. Select the facility for which you are requesting a DMN
for the provider. If your facility is an independent
facility, the dropdown box will default to that facility.

3. Click Request DMN. A form will appear for you to
contact your facility’'s SMS DMN contact.

4. You can confirm and edit the contact person’s emalil
address and add other email addresses. If you prefer
to fax the request, you will need to type in the fax

number.
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3.45.2 Entering the SMS DMN
Once you receive the provider's SMS DMN, click the SMS
DMN tab, select the facility for which you are entering the
number, and enter the number. Click Add DMN. You may
edit the information by using the Edit button.

3.4.6 PRND Tab
If the provider was initially entered in CHN Advantage as a candidate or
prospect by a Provider Relation’s representative, there may be notes or
scheduled activities attached to the profile. If the provider was created
entirely through the Provider Management module, no notes or activities
will be posted.

3.4.7 Full Profile Tab
The Full Profile tab enables you to view the provider’s full profile with links
to edit the various sections of the profile. You can print the record or close
to return to the provider search page.

3.4.8 Additional Edits
While in view mode or at the full profile, you can still edit sections of the
provider profile form by clicking the Edit links on the right side of the
screen.

Remember to save frequently!

>Note: Don’t have Edit links? Contact your system administration to
ensure that you have the correct access level.
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3.5 PROVIDER ENROLLMENT WELCOME LETTER.
Once you have made your provider Active by entering all required information,
you will have the ability to send an Enrollment Welcome Letter. The button for
this appears at the bottom of the Full Profile screen. You can also access this
from the Other Details tab, if you then click Save and View from there, because
this also takes you directly to the Full Profile screen.
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SNote: In some facilities, granting access can only be performed by a
systems administrator or Provider Relations representative. Please
check your facility’s policy.
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3.6 MAKING THE PROVIDER ACTIVE AND ELIGIBLE FOR SYSTEM ACCESS
After entering all required information, your provider profile is Active. This means
you have entered all required information for your provider and he/she is on the
way to eligibility for system access.

His/her practice must now be System Active. This means the privacy proxy from
the practice has logged in at least once.

The provider will be updated from Active to System Ready automatically once the
practice becomes System Active. Then you can manually upgrade the provider
from System Ready to System User by issuing him/her a login account for CHN
Advantage.

Please refer to Appendix Il for granting community providers system access.
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3.7 THE CANDIDATE LIST
Users: Referral Office

Purpose: To provide leads to Provider Relations whenever a faxed or walk-in
referral is received by the Referral Office from a provider who is not
in the CHN Advantage system or is unknown to the facility.

How to Access: Left Menu—>Provider Management->Search Providers

Any provider added to the facility’s candidate list can be reviewed by a Provider
Relations staff member. If the Provider Relations department wishes to pursue a
relationship with the provider, the provider will be upgraded from candidate to
prospect. Once the prospect becomes an active provider, his/her record is
transferred back to the Provider Management module.

Steps

1. Enter the provider’'s last name as it appears on the referral form; you may
also enter only the first few characters of the last name. You can also
search by NY State license number or NPI, but these items might not have
been entered in the system yet, so the last name is the safest search
criteria.

2. If you know that the provider is not a physician, you can select the correct

subtype or choose “Select” to include all types.
3. Click Search.

4, If the provider has not been entered into the facility or network database,
you will receive the following message:

No provider(s) found for the criteria entered.
CLICK HERE if you wish to create a candidate for PRND review.

Alternatively, if consistent with facility guidelines, CLICK HERE to
enter the provider profile directly.

5. If you wish to create the provider as a candidate for PRND review, click on
the first link. This opens the candidate form.
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3.7.1 Entering a Candidate into the New Candidate Form

Steps
1.

10.

11.

If the provider is an internal staff member, change the provider type
choice, otherwise skip this step. Try to avoid using this function
for internal staff members.

Select the provider subtype—this is an optional field but
recommended. Whatever you entered during your search will
appear in this dropdown box.

Select the provider’s terminal degree as it appears on the referral
form (e.g., MD, Ph.D, MSW, etc.)

Select the provider’s title of address (Dr., Mr., Ms., Mrs., Miss, or
Rev.) as stated in or deducted from the referral form.

Enter (or edit) the provider's first name, middle initial, and last
name. Remember, whatever you entered during the initial search
will appear here.

Select the provider name suffix (e.g., Jr., Sr., lll), where applicable
(optional).

Select the provider’s gender; if you cannot tell the gender from the
name, select Unknown.

Enter the Provider's NY State license number and/or NPI, if
available.

Select the facility to which the referral was sent. This is required
because some referral offices handle more than one facility. If your
facility is independent, the dropdown box will default to your home
facility.

Enter the provider's phone number. You may also enter the
provider's panic value (emergency) phone number, if known
(optional).

If the provider’s practice is included on the referral form, check to
see if it is included in the Practice Name dropdown box. If listed,
select the practice; the address information will populate
automatically. If the address information is different from what
appears on the referral form, you will need to note that in the Note
to Provider Relations box.
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12.

13.

14.

15.

If the practice is not listed, click the “Practice Not Listed” radio
button. You may type the practice name, address, phone, and fax
information in the Note to Provider Relations box if you wish.

Select a reason for including the candidate from the dropdown box.
If none of these apply, please still select one, qualify your reason in
the Note to Provider Relations box, and ask your system
administrator to add the choice for future use.

Use the Note to Provider Relations box for any other comments or
alerts to the Provider Relations staff. This is optional.

Carefully review what you have entered before clicking the Add to
Candidate Sheet button. You will not be able to edit or delete this
message once you click.

You may print the record or click Back to Provider Search or click
any of the choices on your left-side menu bar to continue your
work.

SNote: If the practice was listed, you may be able to print a “Walk-in

Letter” for the provider, upon adding the candidate to the
Candidate Sheet. The Walk-in Letter introduces the provider
to the CHN Advantage program. Even if you have the ability
to create a walk-in letter, your facility might implement a
business practice that allows only Provider Relations
personnel to send these letters. Please follow your facility’s
guidelines. For more on walk-in and other provider relations
letters, see Chapter 7.
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3.8

INTERNAL STAFF PROVIDERS
Internal staff providers are clinicians who:

1. Access corporate email and intranet by logging onto the network
through the LDAP server, and.

2. Have a human resources file with the staff HR department.

These individuals do not require the same detailed provider profile as community
providers. Instead, they only need to fill out an access request form and have
their facility or network administrator approve their request.

Their access level allows them to make referrals on behalf of their “practice,”
which defaults to their home facility indicated at the time they request system
access.

>Note: If the internal provider also has an external practice, he/she will
need to be registered as an external provider and associated with
an external practice. The HHC patients and external practice
patients will be treated as separate populations as well.
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3.9 COPY APROVIDER
You can copy provider records from facilities outside your logical and physical
networks if the provider is active at the originating facility.

Users: Referral Office
Purpose: To facilitate entering new provider profile information in the Provider
Management module.

How to Access: Left Menu—>Provider Management->Copy a Provider

Steps

1. Enter the search criteria for the provider you wish to copy. Click Search.
The grid will return all providers matching your criteria that have been
entered in CHN Advantage from outside your facility.

2. Click COPY; the link is provided in the last column.

3. Click Cancel or click OK to proceed.

4. You will now see a new provider form, which defaults to the Basic Profile
portion. You will have to add all required information and select a practice
with which to associate this provider. Note that only your facility and peer
relation practices will be available. Note also that some key information
has been removed as this information belongs to the facility from which
you copied the record. Proceed to Step 5.

5. Save and continue editing the profile with information that is relevant to

your facility and the local practice.
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3.10 CHN CATEGORY SEARCH

Users:

Referral Office and Provider Relations department.

Purpose: This function is both an online report (query) and a functional tool.

In CHN Advantage v. 2.0, the CHN Category does not have a direct
effect on the provider's system access. However, it serves as an
indicator of the type of relationship that exits between the facility
and the provider.

How to Access: Left Menu—>Provider Management->CHN Category

Search

Steps—If searching for a particular provider:

1. Enter the Provider Last Name and/or

2. Enter First Name and/or

3. Enter NY State License and/or

4. Enter NPI.

Otherwise

1. Select Provider Type (optional). The default is Non-HHC (external
providers).

2. Select Subtype. The default is Physician (optional).

3. Select a CHN Category (optional). If you do not select a CHN Category,
the system will return all CHN providers.

4. Click the Search button.

3.10.1 Updating a CHN Category

From the search return grid, you can update the provider's CHN Category.
In CHN Advantage v. 2.0, the category selection does not affect system
access. If you change the CHN Category, you must save. Notice that
there are two CHN Category update controls—one at the top of the grid
and one at the bottom of the grid. This is because the list could be very
long so the two buttons make it more convenient to save.

Note that you can also click-through the provider's name to edit his/her
profile, if you have the rights to do that.

The providers shaded in blue are inactive providers (See Section 3.11).

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 52



Provesar Typec Stgec My @
Lot Moo [ ] st | ] CHNCaagoy:  (ONCudrtied %
[PY P r— L Wt —

Al et it gt hie s Boimiol Fisl Mo <0 oy ot g il

e MNCE Emram -
Erfirkan, ey Fandrg Wkl Jed Moy CW (T danTTIT |
Erni, Ay Actwe Firvwtcate Mt o1 C enilng. NCB
S, Jery Fercdrgy Or Lo Watsermin HCH G
S, Tom Gyman yver  Fomidy Meacs Care o™
S, Robart Fersiing Eartwilage Nausclogy Conter WCB (13 855888

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 53




3.11

INACTIVATE A PROVIDER
Users: Referral Office and Provider Relations department.
Purpose: This function enables authorized users to perform a logical delete
of an external provider from CHN Advantage.
“Removing” in this context means the Provider profile is inactive.
How to Access: Left Menu->Provider Management->Inactivate a Provider

Clicking the Inactivate a Provider link will immediately display all inactive
providers. You can then use the Search button to find another provider from the
non-Inactive providers in order to make one or move inactive.

Use this control to reactivate inactive providers as well. Any provider that was
inactivated and reactivated will be restored to his/her original status (Pending,
Active, System User, etc.)

Attributes of an inactivated provider:

1. The profile cannot be edited.

2. No new patients or referrals can be created by or on behalf of this
provider.

3. Any other users at the provider’'s practice who are associated with the
provider also lose the ability to create new patients or referrals for this
provider.

Providers can also be inactivated in batch when a practice is made
inactive.

3.11.1 Referral Pipeline
Inactivating a provider requires handling any patients associated
with the provider. First, existing patient profiles will no longer be
available in edit more. The existing profiles will become snapshots
of how they existed at the time the provider was made inactive.

Second, any patients in the referral processing pipeline will need to
be handled manually. The referral form will provide checkboxes for
the user to indicate the instructions of the medical director or
delegate and the actual action taken. The fax server connection
will be closed so any communication will need to take place by
manually printing out and faxing to the appropriate party.
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3.12 RECAP
We have completed the basic Provider Management section. This section
showed you how to enter provider information and how to make the provider
eligible for system access. Appendix IV provides instructions to administrators
for creating accounts for or to act on behalf of this provider.

Now that your provider is created in CHN Advantage, you can create patient
profiles and referrals on his/her behalf. We will begin this process immediately in
Chapter 4.
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Chapter 4

REFERRAL MANAGEMENT—PATIENT PROFILES

4.0 INTRODUCTION
The referral management module is a key element of the core system and is
comprised of the following functions:

Create a New PATIENT.
Search Patients.

Create a New REFERRAL.
Search Referrals.

Prep Notices.

O O O oo

These functions are available to the referral office, for the purpose of creating
referrals on behalf of providers who do not have system access, and to providers
who have system access. Providers, of course, can only access patients who
belong to them at a particular practice.

This chapter is geared toward the referral office. Community providers and their
staff will follow a more streamlined approach explained in the community provider
training guide. It is recommended that you read the community provider training
guide as well, in order to fully understand their processes and to be prepared to
assist community providers, where needed.
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4.1

CREATING A NEW PATIENT—PRELIMINARY STEPS

Users:

Purpose:

Referral Office

To create patient profiles on behalf of providers when a faxed or
walk-in referral is received from a provider who is already in CHN
Advantage.

Referrals from providers and their associated practices who are not
in CHN Advantage cannot be processed through the system.
Providers unknown to the CHN Advantage system can be added to
the Candidate List. Alternatively, some Referral Office users might
be able to create the practice and provider according to the
instructions given in Chapters 2 and 3.

How to Access: Left Menu->Referral Management->Create a New

>Note:

<Note:

PATIENT

Here is where the structural hierarchy is most important. You must
create a patient profile before you can create a patient referral.
Furthermore, there must be one patient profile for each provider
with respect to that provider’s practice affiliation.

To create a patient profile, first verify that the practice and provider
are in CHN Advantage. All communication between the referral
office and the provider will be through CHN Advantage fax services,
or other on-line means.

As with the practice and provider functions, you need to search the
database to ensure that the patient does not already exist with
respect to the referring provider and practice.

The patient may exist in the database under a different provider
but you MUST again create the patient under the referring provider
because you are, in short, automating a paper chart that is unique
to the individual practice—>provider-> patient relationship on a per
occurrence basis. Once you have created a patient profile for a
particular provider at a particular practice, you do not need to
create it again for additional referrals sent by the provider at this
practice.

1. Select a practice from the dropdown box. Once a practice has been
selected, a list of available providers associated with that practice will be
generated dynamically in the Provider dropdown box.

2. Select the provider on whose behalf you are entering the referral in CHN
Advantage. If you do not select a provider, the following message will
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appear: You must enter/select a value for the following fields: Provider.

If you do not find the provider in the dropdown list, you must first create
the provider by going to Left Menu—>Provider Management->Add a New
Provider. If you do not have privileges or enough information to create
the provider profile, you may add the provider information to the Candidate
List for your facility’s provider relations department to review. However,
you will not be able to process the referral in CHN Advantage until the
practice and provider are added.

3. Enter the patient’s last name; you can also qualify the search by entering
the patient’s first name and date of birth. The gender and medical record
number (MRN) fields are reserved for queries against the UNITY system
and are discussed in Section 4.2.2.

4, Click the Search CHN Advantage button to see if the patient’s profile has
already been entered by or on behalf of the selected provider. If the
patient is not in CHN Advantage under the selected practice and provider,
you will receive the following message:

Create a Mew Patlent
Pr e | ey Julandfs P Bractun i 1 Ll Painiiion; s W el =
Pt |l Mo Teriel Patmerl Firsl Mawmae: 4

Dosber aef BTy (oSt MR T Sudith pi

Search CHN Advendage | Clawe |

There are NO matches found. Please CLICK HERE to add this patient manuallty
OR
SEARCH UNITY AND IMPORT PATIENT DATA

You will have the opportunity to search the UNITY system for the patient
and import data if the patient exists in UNITY. Let's hold off on that
function until we finish discussing the manual create patient process. All
you need to know for now is that you can read some patient data from
UNITY in CHN Advantage but you cannot send data from CHN
Advantage to UNITY.

If the patient is not found in CHN Advantage, proceed to Section 4.2.

5. If the patient is found in CHN Advantage and you confirm that this is in fact
the correct practice > provider - patient record, you can (1) edit that
patient’s profile; (2) create a referral directly from the profile; (3) abandon
this function and click on Create a New REFERRAL.

o To edit a new patient profile, see Section 4.3.

o To edit a patient profile created earlier, see Section 4.5.
o To create a patient referral from a pre-existing patient, see Chapter 5.
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4.2 ENTERING PATIENT DATA—TWO OPTIONS
If the patient is not found in CHN Advantage under the selected provider, you
may enter the profile entirely by manual data entry or in part through integration
with UNITY. Each of these methods is discussed, beginning with manual data
entry.

4.2.1 Manual Data Entry for a New Patient
After searching and verifying that no patient record exists for the selected
practice and provider, click the link to add the patient manually (There are
NO matches found. Please CLICK HERE to add this patient manually).

This opens the Create a New Patient form. The form contains up to five
sections:  Provider Details; HHC Patient Identifiers; Patient Basic
Information; Insurance Information; and where applicable, Guarantor
Information. The Guarantor fields are triggered when you enter the
patient’s date of birth; once you enter a date of birth, you can also click the
Guarantor Required checkbox to override any age-related logic. Each
section is explained below.

Provider Details
The Provider Details section is populated with:

Provider name.

Provider phone number.

Provider panic values number.

Provider’s patient ID (will not be available when first creating a patient).
Practice name.

Practice phone number.

Practice emergency number.

Practice fax number.

©ONoOORWDNPE

If you see an error in the practice or provider information, you must exit
this function and correct the practice or provider information using the
appropriate module. However, it is advisable that you complete the
patient profile first or you will lose your work if you exit prior to completing
all required information and clicking Save and Review.

HHC Patient Identifiers

If you are creating a patient on behalf of a provider, you can enter the
provider’'s identification number for the patient, where available. This is
optional.

You can also enter the facility medical record number (MRN) for the
patient, with respect to the facilities in your peer arrangement. If the
patient has been referred to Facility A, where Facility A and B are peers,
enter the MRN only for Facility A. If more than one MRN is found for this
patient, enter the most appropriate (primary) MRN and follow your facility’s
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guidelines for resolving multiple MRNs. CHN Advantage accommodates
up to eight MRNSs per patient per facility.

2 Note: If you are entering this patient manually, you will need to
open UNITY in a separate window and search for the
patient. If the patient is found in UNITY, you will need to re-
enter the patient's MRN in CHN Advantage, if you are
using the manual create patient process.

If the patient is not found in UNITY, follow your facility’s
procedures to create an MRN in UNITY and re-enter the
MRN in CHN Advantage.

Patient Basic Information

Enter all required information. You also have the opportunity to review the
patient's name—the name may be incorrect or incomplete because it will
appear exactly as you entered it for the search.

Patient first name.

Middle initial (optional).

Last name.

Patient alias or nickname (optional).
Gender.

Date of birth.

©uMwNE

The patient’s age will be displayed after you enter the date of birth and
either click on another field or press the Tab key to trigger the age
calculation. If the patient is under 18, a checkmark appears in the
Guarantor Required field. This will require you to enter guarantor
information at the bottom of the form. You can check or uncheck
Guarantor Required for any patient over age 17.

You can also check the Emancipated Minor box for any patient under 18,
where applicable.

The other fields in this section are:

Race (optional).

Mother’s maiden name (optional).

Street address.

Apt No./Suite (optional).

City.

State.

Zip.

Home phone (optional, with OK to call alert).
Work phone (optional, with OK to call alert).

©CxNOGO~WNPE
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10. Cell phone (optional, with OK to call alert).

11. Languages spoken.

12. Preferred language for prep notices (optional—for information
purposes only).

13. Patient email address (optional—No PHI will be sent to patients!).

14. Employer name (optional).

15. Employer address (optional).

16. Occupation (optional).

17. Special considerations (optional).

18. User defined field—as with the practice and provider forms, your
system administrator might have created a special (optional) field.
If the field is marked “Patient UDF” you may ignore this field
because it indicates that your administrator has not opted to use it,
otherwise please fill in any information requested.

Insurance Information
1. Check the box if the patient is the insured. If the box is checked, the
Name of Insured and Insured’s Relation to Patient fields will be locked.

2. If the patient is not the insured, leave the box unchecked and enter the
name of the insured and the insured’s relation to the patient.

2 Note: Insured’s relation to patient includes all the current choices
available in the Corporation’s core systems. Please
disregard those choices which are not viable for your facility.

3. Select the patient or the named insured’'s primary insurance plan and
product or line of business (where applicable) from the dropdown
boxes. The group number, policy number, and effective date are
optional.

4. Note that the first two choices for insurance are: ***Not Listed and
***Self Insured or None. If you select either, you will not need an
insurance product/line of business. Only those insurances entered by
the system administrator will be available as choices in the insurance
dropdown box and product/line of business list box.

5. You may enter other insurance information in the optional textbox.
Guarantor Information (Where Applicable)
If your patient has a guarantor because of age or other requirements,

enter the following information:

1. Guarantor name (First, MlI, Last).
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2. Guarantor address (check the checkbox if same as the patient).
3. Home phone (optional), with OK to call alert.
4. Work phone (with OK to call alert) (optional).
5. Cell phone (with OK to call alert) (optional).
6. Languages spoken.
7. Occupation.
8. Employer name.
9. Employer address.
6. Click Save and Review. This will take you to view mode. From view

mode, you can go back to search for another patient, print the record, edit
the profile (See Section 4.3), or create a referral (discussed in Chapter 5).

Before discussing the edit profile and referral creation processes, we will
learn how to create a new patient using the UNITY interface.

Mother"s Maiden Mame Email Adidress Patient UDF
Casheood
Languapes Spoken Preferred Language for Test Prep Notices
Creole, Dranish, English Dutech
Emiployer Name Employer Address
Wagler and Associates, LLP 20409 Smith Street Brookiyn, NY 11229
Occupation Special Considerations
Coampulers Mona
Insurance Information )
Il Patient is the Insured? Hame of Insured Insured’s Relation to Patient
Yas
Primary lnsurance Plan Product.08 Group Mo.
kot Listed 23423432
Puoicy Mumiser Efferctlive Date
2347323423
Other Insurance
2343223
Guaranter Information
Guarantor Hame Address
Palty Selma 1012 Eas1550d Strae, Swite 198, Mew York, MY 10042
Home Phone - Do not call Work Phone - Do nol call Cell Phone - Do nod call
(212) 555-4444
Languages Spoken Oocupation
Englizh
Emplmer Name Employer Address
<< Back to Search | Print | Edit Profile Create a Refemal »=
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4.2.2 UNITY Interface Integration

The screenshot for creating a new patient shown in Section 4.1 gives links
to create the patient manually in CHN Advantage or to search UNITY to
see if the patient exists and then import selected data to CHN Advantage.
If you choose the latter option, a split-screen interface will open with CHN
Advantage on the left hand side and a list of potential matches on the right
hand side that comes from UNITY. Follow these steps to verify and import
UNITY data:

Steps
1. Click Create a New PATIENT. Search CHN Advantage for your

patient within the context of his/her practice—>provider relationship
as described in Section 4.1.

2. If your patient is found in CHN Advantage, you can create a referral
directly from that profile (See Chapter 5.)

3. If your patient is not found in CHN Advantage you can click the
Clear button to search for a different patient or proceed to creating
the patient (a) manually as described in Section 4.2.1 or (b) through
UNITY integration (beginning in Step 4).

4. Click the SEARCH UNITY AND IMPORT PATIENT DATA link.

5. If no matches are found in UNITY, you will receive a message and
a link advising you to return to CHN Advantage where you can
either change your search criteria or proceed to enter the patient
manually per Section 4.2.1.

6. If one or more patients matching your search criteria are found,
they will be displayed on the right hand side of the screen (in the
gray fields). Click the “+” sign to open a patient record to view more
detail.

7. Review the details to determine which, if any, is the most likely
patient record you are searching.
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CHN Advantage Patient Information UNITY Patient Information

Patient MRN: | If il PRRN Last Name  FirstMame DOE
Last Mame: | 4 EGA 00000155482  ABM####  DOULAT  ####M934 M O
v ——— I_ o] EG41  00DOODSA7A1  ACE#####  DONNA HRHRIMGEZ F O
i Detziled view of selectad patient
First Name: ||:Io Patient PHRN: 00000051711
Facility: EHC - EG41
Gender| |- Select - ACER#EY HRMAI1953 S
F
] DONNA
Address 1: Mother's
Maider | BETa#####
Address 2: I Mame:
N Mame of
City: I Insured: BERELLLLD
State:| |--Select-- j
+ EG41  000DO17FES1  ARM####  DORIS #RRID51 F O
ZIP: + EG41 00000177651  ARW####  DORIS HRHRIMGE1 F O
Phaone: | + EG41 00000241997  BAE#####  DORIS HRRID40 F O
I + EG4  000D0MB7IE7  CAS#¥###  DORIS HHHRMOEE  F O
Date Of Birth: MDD # EG4 00000251452  CHO#####  DORJEE #RHRIM9TEF O
— I Solont j + We4 00000067704 CLAM#A##  DONALD  ####M931 M O
+ WGA1  00DO0DA35TA  COL#####  DONALD  ##M#A950 M O
English =
Language Spgnish + EG4  0DOD011S005  COM#####  DONNA HHRMOTYF O
Spaken| |Chinese # EG4  00DO0M1S005  CON#####  DONNA #RHRIM9T1F O
8. If you find the patient you are searching for, click the checkbox to

10.

11.

12.
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the right of the record. If you wish, you can select multiple records,
where applicable, by clicking after each name.

When you are ready to import data from UNITY to CHN Advantage,
click the button labeled Load Selected Patients from UNITY, which
is found under the UNITY list.

Select individual data points using the checkboxes in the Select to
Copy column of the UNITY portion of the screen. You can also
select all by clicking Check to Select all Data Points. Only those
data points with a checkbox in the right-hand column can be copied
to CHN Advantage.

Click the Copy Selected Data button. A confirmation box will
appear. You can click OK to continue or Cancel to abandon the
data transfer.

You can enter comments in the CHN Advantage portion of the

screen if you wish. When ready, click the Create CHN Advantage
Patient Profile at the bottom of the CHN Screen.
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HHC Facility Info * About CHM * Contaed * Links - Liogoeit *

CHN Advantage Patient Information UNITY Patient Information
I Chieck to Sedect ol Data Poants
Pation e [ Patiert PMAN: 00000142848 r
FachRy: : L e 1 - B [
Lagt Hame| | Lagi Mamie| LOPFRFRE | =
Widdie iniliak| | Michdie Mame | r
First Mam| [dar . [ Firsi Name: DORA . w- |
| N s i
oanger| |- Saloct- =] Gender, F Br
pddress 1] [ | Address 1| S6-FREEE r
Address 1 [ . Adross 2| r
city] | | | city| COROMA Ir
E!:ﬂu; |..Ee|¢.:|.. ﬂ I E‘Iali- [T -
2e] | ' ' | e 11368 Br
pronel [ | Prone| TiSEusEERE BC
Date of Bt | T pestomm Dt of G| #8151 I =

2 Note: If you receive an error message about data formats, this
means UNITY data has been redacted or is incomplete,
such as if UNITY sends a date of birth “##/##/1987” instead
of actual mm/dd/yyyy dates. You will need to correct this in
the CHN Advantage portion of the screen.

4211 UNITY Interface Integration for Multiple Records
If you selected multiple records for import, you can scroll
from records using the Next and Previous controls on the
bottom of the UNITY portion of the screen, as shown in the
following example:

IP AP 1108 I
Fhone Phona 71 E8IFFFRE I
Dt of Birth MDD Dot o Borthy. $ERIT03G "
Bpiel |--Selgct: = Raca H ®
English 3
Languirzks Spolnn Ef;“'::': Language Spokin r
Kiorgan =
Muther's Maiden Name) [ Wit Masdan Nama . ALIEFEFE r
[ Pakaniis ;
Reishoneree io Paient = e e neured Felafonahis b Pabesd O "
—ilacl- et
Nama of Insued | Mama of Inaed ALRERFRE [
Prenany insurance, Frimargmaurance s T o
Frovides | Fremdar PEYSICTANS HLTH 500G OF
Plan Name 1 Fian Hama.
bcpuramn Plam iD Feauramce Plan D) TEG
| Policy Geoup Memiber Figlicy Giroup Mumbar
[ FoliyNumbes ~ Policy Humbar] | 131858634
Effactve Duala Efachve Duba 412008
Gty = B Chock o seiet il datapoinis
iowing Patant 1 of I
gl

“'““*‘“““"""T Lo [ ey Selcted Duts
ST Copy Solected Duta
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4.21.2 UNITY Interface Error Messages
1. You will receive an error message when no matches are
found. When this occurs, click the Return to CHN
Advantage button.

2. You will receive an error message when too many
records are found (currently the maximum is 100). If this
occurs, you may wish to further qualify your search with
more detail, such as date of birth.

3. You will receive an error message if UNITY is unavailable

or if there is a network problem.

421.3 Other Integration with UNITY
CHN Advantage also interfaces with UNITY during the
referral review process. This will be discussed in Chapter 5.
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4.3 EDITING A PROFILE AT THE TIME OF PROFILE CREATION
Saving a new patient profile, takes you to the review mode. At the bottom of the
form are buttons to return to the menu, print, edit the new patient profile, or
create a referral immediately after completing the profile. This section shows you
how to edit the new profile.

Steps
1. Click the Edit Profile button at the bottom of the form.

2. Change any information about the patient. You cannot change practice or
provider information—you need to make those changes through the
Practice and Provider modules.

3. Click Update Patient to save the changes or Cancel to abandon them.
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4.4

SEARCH PATIENTS FOR VIEWING, EDITING, OR REFERRAL CREATION
Users: Referral Office

Purpose: To search exiting patient profiles created by or on behalf of
providers, edit the profile, or create a referral.

How to Access: Left Menu->Referral Management->Search
Patients

Your searches may be comprehensive patient searches where you will find all
profiles for the patient regardless of the practice and provider or limited to the
practice and provider hierarchy for that patient. Use the Search Patients function
to access the profile of patients who are likely to already be in CHN Advantage.

If no patients are found that match the search criteria you selected or entered,
you will receive a message indicating that no matches are found. You can use
the Clear button to remove your search criteria, or simply make new selections or
type over any information you entered earlier and execute a new search.

If you need to create the patient, you must use the Create a New PATIENT
function, which will initiate its own confirmation search and then if the patient is
still not found, you will be given the choice to manually enter the patient or look in
UNITY for the patient.

4.4.1 Comprehensive Patient Search

To perform a comprehensive search through the entire CHN Advantage
database for your facility and its logical network, do not select or enter any
data. Simply click Search. This will return a grid with a link to Edit the
patient profile, the patient name (which you can click on to view, edit, print,
and create a referral), the patient’s date of birth, address, home phone
number, provider, practice, and facility that created the patient profile. All
data columns can be sorted by clicking the column header.
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Search Patient

Practice — St - W

Provaded: Selel- W

Poaliend Last Naliee: Pagie Fi st B [F
Pamera DO (i ity :--5-l.'dr:-!1-:;.:fi-rnl ]

Todad iviijsksbd of raticiil s foinl 5§

12
Chek 1a Patisiit Naiivi noE Addiess Hsan b, Peddinl Paactice Fa

EOIT AR, DiUILAT 10 0M 934 SG.= CM8).271-TTBE Adex Smith Frimirdale Midical Cenber RO
CORONA, WY 11383

EDIT  ACESR, ARTLIS DEMAEM 354  JOTEEFFR W71} s Jars [hpason 113 Cardinlogy Canlar HCE

Mz

EDNT  ACEWRRRS, ARELED HATHESE 20T eeere (T} Dembed  Jane Dawson 123 Candiatogy Cenler L]
BROOELYN, 11211

EDIT ACESFR ARILIC Mg  JETEREES CFE4) 7545555 lane Crawsan 133 CantHalogy Conler ]
EROOKLYM. MU 1122

EDIT - ACEFFFFF ARELIS V2654 - 2ATERFF P EE-211 Jang Danon V23 Catdialogy Cantar ROB
BROOELYN, 1171

EDIT ACENFSF ARELIZ OTAA9sd 207 Feeee () 7T 15555 Jang CDarwson 132 Candialogy Cantor OB
BROOKLYM, MY 11221

EDIT ACE™, , ARELES LA G  2RT=="" (FU8) ST2-J456  Martin Luther AEC al Jacobi NGB
BROOELYM, N 11321

EDNT  ALISWFFF, AMBMES DEMNAM 848 313-FFred (681} T reer Jane Dusson 1 X3 Cadialogy Center ]

(R R

EDNT  ALWSREFE, AMBES TIAIAGESE 3R [(454) 5555357 Jane Dawson 123 Candialogy Canlar (58]
JSRCHAON HERHTE, 11372

EONT AL alIRE& FAIHAEY 125 (Mg &G27-7707 anbath Travessly . Slanley Capaha [ ]
Re PATTTTT

Use the Clear button to reset the search.

4.4.2 Narrowing Searches

You can search by patient last name, first name, and/or date of birth. For
date of birth, make sure you enter the format mm/dd/yyyy. You can enter
full names or the first few characters, depending upon how wide (“fuzzy”)
or narrow you want the search to be. There is no right or wrong way to
search; it depends entirely on how much information you have available at
the time of searching and how precise (or restrictive) you want to be. Use
the Clear button to reset the search.

4.4.3 Precise Patient Search
This search method ensures you are focusing your search specifically on
the practice—>provider-> patient relation.

Steps:
1. Select a practice from the dropdown box. Once a practice has been

selected, a list of available providers associated with that practice
will be generated dynamically in the Provider dropdown box.

If neither the practice nor the provider is found, they must be
entered in CHN Advantage in accordance with the instructions
provided in Chapters 2 and 3. This should also serve as an
indication that the patient will not be in CHN Advantage. Assuming
practice and provider are found, proceed to Step 2.

2. Enter the patient’'s last name and/or first name, or the first few
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characters of the last and/or first name. Click Search. If the patient
is not found, the profile must be entered using the Create a New
PATIENT function, which is initiated by its own verifying search.

Use the Clear button to reset the search.

4.4.4 Search by Provider

You can also search for all patients associated with a particular practice >
provider relation by using only Step 1 of Section 4.2.3 and clicking Search.
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4.5 EDITING EXISTING PATIENTS
You can search for an existing patient, confirm this is the patient you are seeking,
and edit that existing patient. Make sure you carefully verify the patient's name,
date of birth, provider and practice information, and also the facility that created
that patient to ensure this is (1) the correct patient, and (2) the correct
practice>provider—-> patient relationship you are seeking.

Once confirmed, you can click on the patient name to view all the details. You
can then click the Edit Referral button or Create a New Referral button.

Alternatively, you can also click on the Edit name in the left-hand column of the

search results grid to go immediately to edit mode. Click the Update Profile
button at the bottom of the form to save or Cancel to abandon your changes.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 71



Chapter 5

REFERRAL MANAGEMENT—CREATING PATIENT REFERRALS

5.0 INTRODUCTION
Chapter 4 taught you how to create patient profiles on behalf of a provider. This
chapter walks you through the next step in the process: creating the patient
referral on behalf of a provider.

Finally, Chapter 6 will complete the referral processes by illustrating how to: (1)
process referrals you create on behalf of providers; (2) process referrals sent to
you by providers; and (3) use CHN Advantage Fax Services to communicate with
the referring provider regardless of whether or not the referring provider has
CHN Advantage system access.
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5.1 ACCESSING THE PATIENT TO CREATE A REFERRAL
If you wish to create a referral immediately after creating and saving the patient
profile, you may click the Create Referral button at the bottom of the patient
profile form. Otherwise:

o0 Conduct a search as described in Section 4.4, access the patient by clicking
on the patient name and then the Create a Referral button at the bottom of
the patient profile form; OR

0 Click Left Menu>Referral Management—>Create a New REFERRAL and
perform the search directly in the Create a New Referral function. This time,
the grid returns slightly different information. You cannot edit the patient
profile from here but you can click on the Referral link to create a referral on
behalf of the practice and provider shown in the grid next to the patient’s

name.
Create a New Referral
Practice: —Spdact- oo Provider: —Spdert--
Patient Last Name: Patient Fir st Nannie: k ME

Patend DOB (mmddhsyy):

Search CHN Advantage _J [Clear ]

Patient Hame  Provider Practice Pat. DOB Pat. Address Home No. WarkNo.  CellMo.  Provider

Kerith Enman Johannes Kepler Dr. Leo Wasserman 051211978 55 Oak Street (241) 555-4444 (212} 555-4444 Refarral
Mallan Parke MY NATTY

Proceed to Section 5.2.
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5.2

CREATING A REFERRAL

Once you access the referral form, either immediately after creating a new
patient or after searching for an existing patient, you will see that the referral form
contains several sections. The sections we are concerned with are:

1.  Provider Detalils.
2.  Patient Information.
3. Referral-Specific Information.
4.  PCP Information
5. Insurance Information
6. Consultation Category
7. Consultation Type
8.  Prerequisites (may not be visible—see Section 5.7.2)
9.  Supporting Documentation
10.  Appointment Preferences
11. Notes
5.2.1 Provider Details
This information is populated from the practice and provider management
modules. If there is an error in any of the information, you must change it
through the edit functions of the affected source module.
Note especially if any details are in red. This serves to warn you of the
provider's CHN Category, such as “Walk-In Only.” The CHN Category is
for informational purposes only in CHN Advantage v. 2.0 and does not
trigger any system validations at this time. Follow your facility’s guidelines
on handling referrals from these providers.
5.2.2 Patient Information
The patient information is populated from the patient profile. If there is an
error, you must change by using the edit functions of the patient profile.
< Note: Why can’t | update patient information directly on the referral

form?

This is a good question, and the answer is because the referral
form is a “child” of the patient profile. A single patient profile can
result in many referrals. Think of it as the source document that
populates the referral form. Data is not written back from the
referral form to the patient profile form.

However, look at the next section to resolve any concerns about
having correct contact information for the patient.
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5.2.3 Referral-Specific Information
The patient may have given special contact information for a particular
referral that differs from his/her permanent address in the patient profile,
such as when a patient lives in California but is referred to a hospital
facility during a visit to New York and provides a local address and phone
number specific for the referral. This information is not written back to the
patient profile.

5.2.4 PCP Information
If the referring provider is not the patient's PCP, you can select a PCP
from the dropdown box. This information will facilitate sending back
reports to both the referring consultant and the PCP and also direct any
pre-surgical evaluation notices to the correct provider. Note that in CHN
Advantage v. 2.0, appointment results are sent only to the referring
providers, with the exception of pre-surgical evaluation notices.

If the patient’s PCP does not appear in the box, you must add the PCP as
a candidate, prospect, or provider and update the patient later. Because
the PCP selection is an optional field, the lack of a PCP should not
prevent you from moving the referral along the process.

5.2.5 Insurance Information
This information is populated from the global controls. If there is an error
in any of the information, you must change it through the facility insurance
control.

Please enter the primary insurance plan and product/line of business. If
the patient is uninsured, you may select ***Self-Insured or None. The
Group No., Policy No., Effective Date, and Referral Expiration Date,
Authorization No., and No. of Visits fields are optional.

If the patient’s insurance has not been entered into CHN Advantage by the
facility administrator, you will receive a warning message but this does not
prevent you from processing the referral.

5.2.6 Consultation Category

o Select the referral transmission method. As you are creating a referral
on behalf of a provider, you have received the referral slip by fax, US
mail, from the patient directly (walk-in) or you are making a special
exception.
If you received the referral by fax, you must enter the fax date.
o Select the consultation category from the dropdown box.
o Enter the reason for referral in the Reason for Referral box.

o
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Both are required fields, which means you will receive a red asterisk
warning if you try to submit the referral without completing this information.

List any medications the patient is taking, otherwise check No Medications
Taken. Note: Even if you check No Medications Taken, you can still
enter notes in the Medications box, such as “patient was tapered off...”

5.2.7 Consultation Type
Select if the patient is being referred to an HHC Facility (default), or to a
CPP or FSF. CPP and FSF are available only if the provider or the user
has permission to route externally.

This section of the patient referral form will also require you to indicate if
the patient and the provider agree to an alternate site. This is used if you
choose to reroute the referral to another facility. Both the patient and the
provider must agree to rerouting if the service is unavailable at the facility
where the provider was originally sent.

5.2.71 HHC Facility
If the patient is being sent to an HHC facility, you must select
the facility. The facility listing is limited to the hospital’'s
logical network relationship.

Select the Service Group, Service Area, and Service or
Procedure. There may also be an available Type or
Specification and Specifics or View. In general,
consultations stop at the Service or Procedure level.

5.2.7.2 CPP or FSF (Bidirectional or Bypassing HHC)
Please refer to section 5.4

5.2.8 Prerequisites
If any prerequisites are required, they will appear in the Required
Prerequisites for Service or Procedure block. The provider (or referral
office user creating the referral on behalf of the provider) must check the
Acknowledged box and may add comments. Prerequisites are triggered
by the actual services or procedures selected.

5.2.9 Supporting Documentation
You may attach up to six documents. Use the Browse button to find your
documents. Once uploaded, documents can be removed when you return
to edit mode.
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5.2.10 Appointment Preferences
You may indicate any appointment preferences such as the month and
year, day of the week, period of day, and add any relevant notes
concerning appointment time. This section is optional.

5.2.11 Notes
Use this block to indicate any other notes, medical alerts, or other
information necessary to assist the referral office in approving and/or
scheduling this referral.

You can now save the referral. Follow the instructions provided in Section 5.3.
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5.3 COMPLETING AND SUBMITTING THE REFERRAL
Click the Post Referral>> button. You will receive a warning message if any required
information is missing. Otherwise, the referral status will change from New to
Intake Create.

After reviewing the referral and making any corrections, click the Submit

Referral>> button. The status will change to Intake Queue, meaning the referral
has been transmitted to the facility’s Intake Office for review.

Status Trigger Point and Definition

New You are creating a new referral but have not yet
saved.
Intake Create The person creating the referral on behalf of the

provider has saved a new referral but has not yet
submitted it for review. The referral can still be
canceled or edited prior to submitting for intake review.

Intake Review The referral has now been sent to the Intake Office for
review and, if accepted, scheduling or re-routing.
Intake Queue An Intake user has reviewed the referral and has

agreed to process (i.e., schedule or reroute) it.

For details and other statuses, read Chapter 6.

< Note: Why can’t | compare data with UNITY now?
Another good question, but remember, you had the opportunity to
create the patient profile with some data from UNITY. You will also
have the opportunity to compare the referral information with
UNITY at the time you process the referral.

Also, when you are creating a referral, you are acting on behalf of a

provider’s office, and the provider does not have access to UNITY
data.
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5.4

CPP OR FSF (Bidirectional or Bypassing HHC) REFERRALS
Not all providers have the ability to send referrals directly to other community
providers. Likewise, not all providers can receive a referral directly from another
provider or even from the facility.

If you are creating a referral at a facility on behalf of a provider, you can send the
referral out to any provider in the CHN network who has the ability to receive an
incoming referral. To route a referral to a community provider, whether at a CPP
or FSF, take the following steps:

1.

In the Consultant Type block, change the “Referring To” dropdown

selection to CPP or FSF.

The Provider Search window will pop-up.

You can filter by specialty

and/or insurance, otherwise leave the specialty dropdown box and/or
insurance listbox blank. Only those providers who have permission to

receive referrals will be listed.
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2.

3.

4.

Select the provider. The window will close.

Save the referral to trigger the status change.

You can monitor the progress of the referral, receive the results, and close
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out the referral.

The outside provider, however, can send limited appointment notices and
did not keep appointment notices through CHN Advantage. You will be
able to monitor the referral progress and view the results, which the
originating referring provider can also view.
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5.5

REFERRAL TYPES

Notice at the top of the referral form that there is a code for the referral type. The
code, which may change depending upon how the referral is routed, tells you
what kind of referral is being made, specifically:

N1 (Normal, Type 1), means that the referral is created by an external referral
and sent to an HHC facility. All referrals begin as N1 until the first save action,
which may change the type.

N2 (Normal, Type 2), means that upon submission, it is determined that a
referral was created by a facility on behalf of a provider

R1 (Rerouted, Type 1), means that the referral was routed by the intake office to
another facility within the receiving facility’s logical network. Note, however, that
the same intake staff member can access the referral because a peer relation
exists.

R2 (Rerouted, Type 2), means that the referral was routed to another facility
outside the receiving facility’s logical network.

B1A (Bidirectional, Type 1A), means that the referral was routed from an HHC
facility to a CPP.

B1B (Bidirectional, Type 1B), means that the referral was routed from an HHC
facility to a FSF.

B2A (Bidirectional, Type 2A), means that the referral was routed directly from
an outside provider to another CPP.

B1B (Bidirectional, Type 2B), means that the referral was routed directly from
an outside provider to a FSF.
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6.0

Chapter 6

REFERRAL PROCESSING

INTRODUCTION
Referral processing staff should check the referral queue throughout the day.
There are two ways to search referrals:
Referrals and Referral Management->Bird’s Eye View.

Referral Management—->Search

The first method will immediately present those referrals that you have routed to
external sources, where applicable.

You can refine the search by selecting the practice, practice, and or specific
patient criteria. Otherwise, just click the Search button to display all:

Practice: | —-select-- = Bird's Eye View
Provider: |——Select—— hd I Closed Referrals
Patient Last Name: Patient First Name: M
Patient DOB (mm/ddiv: Clear |
Intake Create @'
Intake Queue e,
Select Patient DOB Provider Practice Fac. Created Updated
[~ Bathory, John 1011968  Tom Stein Dracul Hematology LLL P, CH  Erin Moss Erin Moss
TOM2E2007 10:58:39 A TOR2EL007 11:07:16 AM
[~ Johnson, Doreen 03422005 Mohammad Azam  Family Medical Care CIH  Etin Moss Erin Moss
SHEL007 10042026 A SME2007 10:42:49 Ak
[~ Johry, Doe 1021977 Tom Smith Family Medical Care CH  Tom Smith Tam Smith
S Q2007 11:41:35 Ad SMQR2007 11:42:52 AWM
[~ Johry, Doe T 2H977  Tom Smith Family Medical Care CIH  Tom Smith Totm Smith
SHQL007 11:54: 26 Abd SMQR2007 11:54:35 AW
[~ Johry, Doe 10A21977  Tom Smith Family Medical Care CIH  Lewis Baratz Lewviz Baratz
9M 952007 10050046 Ph 91972007 10:50:59 Ph
| Jones, Dana 11111937 Bab Caral FourPlay, Inc CIH  Boab Caral Bok Carol
11T I2007 55845 Ak AATI2007 §58:50 Al
Take Ownership
Intake Review e
Click to Patient DOBE Provider Practice Fac. Status Owned By Created
Bathary, John 104113968 Tom Stein Dracul Hematology LLP.  CIH  Routed to External Etin Moss
Provider (B14) 11272007 3:01:29
Pha
EDIT Denison, Fannie 08M6M 952 Mayiand Killada Fanily Medical Care CIH  Intske Review Etin Moss Etin Moss
10/3/2007 S:30:02 9172007 10:56:36
Pha Ahd
Glass, Fred 11121945 Wiad Wittenstein -~ Coney Islands Test CIH  Routed to External Erin Mozz Erin Mos=s
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For this search screen, you can also view closed referrals and see the Bird's Eye
View. The Bird’s Eye View shows new referrals that require attention, not
referrals that need to be updated.

o The Bird’'s Eye View link from the main search screen will open as a pop-up.
From there, any referral you select will appear in the main screen, and the
Bird’'s Eye View page will minimize to the bottom of your browser. To
maximize it again, click on the Bird’s Eye View browser icon at the very
bottom of your computer screen.

o The Bird's Eye View does not automatically refresh. To update data to see
any new incoming referrals or any status changes, click the refresh button.

o The other method is to click the left menu Bird’'s Eye View link, which will
open the Bird’s Eye View page in the main screen instead of as a pop-up.

The main referral form states that you need to be concerned with are:

Referral State Description

Intake Create The Referral Office is in the process of creating a
referral on behalf of a provider and has not yet
clicked Submit Referral.

Intake Queue The Referral Office has received a referral
created by a provider or on behalf of the provider.
Intake Review A Referral Office staff member has performed an

initial review of the referral and has taken
ownership of it. Ownership means the referral
has been approved for a more detailed review,
which can result in scheduling an appointment,
returning the referral to the provider, or routing
the referral to a clinical services area or even
outside the facility.

CSA Review Referrals that have been sent by the Referral
Office to the Clinical Service Area for review or
scheduling.

Scheduled or Rescheduled | The status column in this block indicates who

Appointments scheduled the apartment, and the last column

shows days until the appointment or days past
since the scheduled appointment was to have
occurred (as negative integers, in red).

Closed or Canceled This are referrals that have been canceled or
Referrals closed, to the extent that results received has
been confirmed.

< Note: Even though a referral needs an “owner,” any authorized referral
staff member can work on the referral.
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6.1

REVIEWING A REFERRAL—FROM INTAKE QUEUE TO INTAKE REVIEW

For referrals in the Intake Create, the reviewer can click the patient’'s name,
scroll to the bottom and print the referral, access edit mode, permanently cancel
the referral, or submit the referral for Intake Review. You can also click on the
Edit link, which directly accesses edit mode. After saving, you can print,
permanently cancel the referral, or submit for review.

The Submit Referral button might seem redundant but it is needed because
different users have access to different screens so this accommodates all
authorized parties to move the referral from Intake Create to the Intake Queue
to ensure that the workflow cycle exactly parallels the processes followed by
community providers who do not have any review capabilities.

In this regard, the process of reviewing and scheduling referrals actually begins
in the Intake Queue section.

Steps
1. Review the Intake Queue referrals. Click on the patient name to view or

simply click the Select checkbox to bypass an initial review. Click the
Take Ownership button for the referral or referrals you wish to be
responsible for. This moves the referral(s) from the Intake Queue to
Intake Review and stamps you as “owner” of the referral.

2. Once the referral is in the Intake Review, you can click the patient name
to review and then compose a referral letter or “edit” the referral. “Edit
referral,” in this context, means posting internal notes or taking a referral
action such as returning the referral to the provider for additional
information, routing to a clinical service area (CSA) if required by the type
of referral, overriding CSA review if permitted by the type of referral, or
scheduling the referral.

Alternatively, you can click EDIT in the left column of the Intake Review
grid and perform these tasks without first reviewing the details.
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6.2 PROCESSING THE INTAKE QUEUE
This section discusses changing referral specifications, routing, and scheduling.

6.2.1 Comparing Referra

| Data with UNITY

If you wish to compare referral data with the UNITY system:

1. Select the comparison parameters:
o LN= Patient Last Name
o FN= Patient First Name
o DOB = Patient Date of Birth
o PMRN = Patient’s Primary Medical Record Number for the

Do not searc

facility of facilities associated with the provider and
the user making the request.

h for patients only by first name as this will most

likely return too many results and be blocked by the system.

Status of the Referrak INTARE REVIEW

Edit a Referral

Record created on 87272007 11:32:08 AM by Erin Moss
Record last updated on WE2007 3:21:44 PM by Lewis Barat

Provider Details
Provider Name

Anna Kataring Zhivago
Patients Provider ID

Practice Emergency No.
(T18) 368-3092

Patient Information
Patient Mame

Haron T. Davidson

Gender

Famala

Address

Provider Phone No. Prindider Emergency No.
(M TI7-7755 (718) 444-4444
Practice Name Practice Phong Mo.
Farnily Medical Care (718) 368-3092
Practice Fax HNumber CHN Category
(T16) 368-2051 Wiall-in Oy
Look Up UNITY Data By: FILN F FN F DOB T PMRN

Alias Hicknama Race

Whita
Date of Birth Guarantor:  No
a3 961 Emancipated: No

Email Adidress

2. Click the Look Up UNITY Data link. This will open the UNITY

integration p

op-up window. If the UNITY system interface is

available and if your patient is found, you will see the patient’s
information on in the pop-up window.
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Walcoma: [mn Mors

HHC Skl Marsbar
Primaay WHC Facliy:
Sourth Reoeakiymn

Yeu kv | Rew wier reguessts)

Practice Management Stabus of the Feferral: INTAKE REVIEW
Provider Management Ricocd condded on 332007 3 10:39 PM by Erin Mogs

PMAN  LasiMame  Firsthame : : Prosddas Emetgancy Ho.
conntw 4] | 3 i ETETRT  SMRARNEE [ATS N N r B (T18) ddd-aabd
i Practice Plaaie Mo,
et (715 3883003

i A CHH Categony
Admim Tes VI Oy
] W Data By: ¥ LN T FN T DOB T PMRN
lqmrl: w Hispanic
My Profile Guarantor;  No
Patient Tr Emantipated: 1o
Ermail Adddress

Coll Phoms - Do nol cal

Muother s Maidan Hame

3. If you identify your patient in the UNITY list, you can click the
checkbox in the rightmost column, or click the + sign in the left
column to view details, confirm this is your patient, and then click
the checkbox on the right.

4, Click the View Details button at the bottom. This opens a split
screen that shows CHN Advantage on the left and UNITY fields on
the right.

5. If you want to import UNITY data, click those fields you wish to
import (or “Check to Select all Data Points” to copy all, and click the
Copy Selected Data button at the bottom of the right-hand (UNITY)
side of the screen.

6. Click the Update CHN Advantage Patient Profile button.

7. You will get a confirmation message and a link to return to CHN
Advantage. Click that link.

Any data you import from UNITY, with the exception of the MRN, will post

in CHN Advantage to the Referral-Specific Information section of the
referral form.
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6.2.2 Final Review Before Processing
Irrespective of any comparison with UNITY, you can only edit selected
sections of the referral form. This is because the referral form is bringing
in information from the patient profile, which belongs to the provider.

However, you can::

1. Type in a referral-specific address and phone number for the
patient.

2. Edit the languages spoke and select a preferred language for pre
notices.

3. Edit insurance information. Check the radio button if the insurance

has been verified or not.

4. Change the consultation type, including where the referral is being
sent. You will be able to see any insurance alerts presented to the
party who created the referral. The insurance warning will remain
on the referral unless an insurance or other payment accepted by
the facility is selected. Note that insurance warnings are in this
block, not the insurance block, because they relate directly to the
facility chosen in this section.

< Note: You cannot change the referral transmission method. This
was filled in at the time the referral was created and alerts
you of the method by which the referral was created.

5. Verify the patients MRN (You may have been able to do this
through the link to UNITY if the patient already exists in UNITY). If
you need to change or add MRNs, you must do this through the
patient profile form.

6. Change patient and provider agreement to an alternate site, if
permitted by facility policy.

7. Add additional supporting documentation.

6.2.3 Reviewer Action
You may enter a Medical Clearance Deadline date. You will also need to
enter a Clearance Received Date. It is important to enter a clearance date

to remove the referral from the outstanding clearances report.

Select a Referral Action. For all referrals, you can:
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o Cancel the referral (requires a reason from the Details
dropdown).

o Return to the provider (requires a reason from the Details
dropdown).

o Schedule the provider.

However, certain referrals require the review or scheduling of the Clinical
Services Area (CSA). These referrals, as configured by the facility system
administrator, have additional choices:

o CSA Review
o Override CSA Approval and Scheduled

6.2.4 Straightforward Scheduling

1. If the referral does not require CSA review, select Scheduled.
2. Enter the appointment date and time and any instructions.
3. Leave the Disposition block blank until such time that you need to

enter this information.
4. Click Save. This refreshes the form in view mode. You can

continue to edit by clicking Work on Referral. You can also send
out a letter by fax or print. See Section 6.3, Referral Letters.

6.2.5 Rescheduling an Appointment
1. To reschedule an appointment, access the referral in edit move and
select Rescheduled from the Referral Action dropdown box.
2. You may enter a comment in the Referral Action Comments Box.

3. Enter the new date and time in the Appointment Scheduling block.
Click Save. The referral status will refresh to Rescheduled.

6.2.6 CSA Review
If the referral service area requires CSA review, you must either route the
referral to the CSA or override the need for CSA review.

To route to CSA, select CSA Review from the Referral Action dropdown
box and save.

The assigned CSA user(s) must login to the system and edit or view and
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click Work on Referral.
The CSA user can then:

Return to Provider (if submitted electronically)
Return to Intake

Schedule the Appointment

Approve for Intake Scheduling

O O O O

If CSA schedules the appointment, if is CSA’s responsibility to submit the
appropriate letters to the provider and patient, request charts, and alert
patient registration, if required by the facility.

The CSA will be responsible for adding the disposition and closing out the
referral. Intake, however, can monitor the workflow.

If CSA approves the appointment for Intake scheduling, it will be Intake’s
responsibility to carry out the notification and chart requests. The referral
will be returned to the Intake queue for scheduling action. Intake will also
be responsible for closing out the referral.

6.2.7 Overriding CSA Review
Intake can select Override CSA Approval and Schedule to present the referral
from being routed to the CSA. This triggers the scheduling block to appear and
updates the referral status upon saving.
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6.3

REFERRAL LETTERS

Referral letters are letters that are assembled in CHN Advantage and can be
stored in the system, faxed, or print-out and mailed. In CHN Advantage v. 2.0,
letters cannot be emailed directly to the recipient

Each facility can draw from a set of template letters that come pre-loaded in the
system. However, facilities can customize the letters as needed. The letterhead
of each letter will be the letterhead of the facility to which the patient was
referred. In cases where letters are created by participating community
providers, their name and return address will be posted instead of a facility
letterhead.

It is important that Facility Administrators read Appendix Il, Section 8, to learn
how to configure and customize letters for their facility.

The currently available letters comprise five categories. Some facilities may also
create letters in languages other than English. Currently, only Western
characters are available, although non-Western text can be used if attached as

an image file to a letter.

1. Letters sent by the Facility to Providers:
Form ID Title Sent By To Purpose
Prov-01 Did Not Keep Facility Provider Notifies provider that patient did
Appointment not keep appointment at facility.
(No Show) This is the result of referral
office research and
confirmation that patient did not
show (charts and Misys).
Prov-02 Appointment Notice Facility Provider Notifies provider of patient’s
to Provider appointment and what to bring.
(Appt. Notice)
Prov-03 Medical Report Facility Provider Post-consultation notice of
recommended follow-up action.
Prov-04 Pediatric Medical Facility Provider Notifies provider that a pediatric
Clearance Request patient requires a surgical
for Ambulatory procedure and requests
Surgery medical clearance.
Prov-05 Pediatric Medical Facility Provider Notifies provider that a pediatric
Clearance Request patient requires a surgical
for Ambulatory procedure and request medical
Surgery clearance for a rescheduled
Rescheduling procedure.
Prov-06 Non-Pediatric Facility Provider Notifies provider that a non-
Medical Clearance pediatric patient requires a
Request for surgical procedure which
Ambulatory Surgery requires medical clearance.
Prov-07 Non-Pediatric Facility Provider Notifies provider that a pediatric
Medical Clearance patient requires a surgical
Request for procedure and request medical
Ambulatory Surgery clearance for a rescheduled
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To

| Form ID

| Title

~ Purpose

Rescheduling procedure.
Prov-08 Appointment Did Not Facility Provider Notifies provider that an
Materialize appointment did not materialize,
for reasons other than No
Show.
Prov-09 Managed Care Facility Provider Issued when insurance requires
Referral Request authorization from the PCP in
order to send the patient to
another service/consult area.
For example, the patient has a
urological consultation at an
HHC facility and the urologist
recommends a consultation
with a cardiologist, so a new
referral is required.
2. Letters sent by the Provider or Facility to the Patient or Patient’s
Guardian:
Form ID Title Sent By To Purpose
Patient-01 Request for Provider Patient Heads up alert that an
Appointment appointment has been
(Temporary requested and will most likely
Appointment Notice) be scheduled at an HHC
facility.
Patient-02 Appointment Notice Facility Patient Notifies patient of appointment
to Patient. and what to bring.
Patient-03 Doctors Note or Facility Patient This letter serves as proof that
School Letter the patient was at the hospital
facility (“sick day”).
Patient-04 Ambulatory Surgery Facility Patient Confirm surgical appointment
Appointment Notice and basic information
Patient-05 Pediatric Ambulatory Facility Patient’s Confirm surgical appointment
Surgery Appointment Guardian and basic information
Notice
Patient-06 Gl Appointment Facility Patient Special instructions for Gl,
Notice For Procedure where authorized
3. Letters sent by the Facility to the Patient for OBS:
Form ID Title Sent By To Purpose
OB-01 Obstetrics Welcome Facility Patient Welcome new patient.
Letter
OB-02 Birthing Letter Facility Patient OB Patient follow-up 1
OB-03 LD Tour Letter Facility Patient OB Patient follow-up 2.
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4, Letters sent by the Facility to an Internal Service Unit or Clinical
Service Area:
Form ID Title Sent By To Purpose
Internal-01 | Request for Service Facility CSA Intake office sends to internal
Approval consultant specialty area for
review prior to making
appointment.
(NOTE: This letter may be
removed during implementation
as the functionality is handled
directly by CHN Advantage.)
Internal-02* | Registration Alert* Facility Ambulatory Advises the registration desk to
(Reg Form) Patient expect the patient.
Registration
Office
Internal-03* | Chart Letter* Facility — CSA Alerts the service area so that
Intake office CHN Advantage can pick up
the chart and get the report
back to the referring provider

*These services are handled through a streamlined query, coming soon.

5. Letters sent by an External (Referred to) Provider to the Initiating
Provider or from the Facility to the Initiating Provider and/or Patient
Concerning a Rerouted Referral:

Form ID Title Sent By To Purpose
External-01 | Appointment Notice Facility Patient Used when the facility has
To Patient From rerouted the patient to an
Facility outside provider.
External-02 | Appointment Notice Outside Patient Used when the facility has
to Patient From Provider rerouted the patient to an
Outside Provider outside provider.
External-03 | Appointment Notice Facility Provider Used when the facility has
to Provider From rerouted the patient to an
Administrator outside provider.
External-04 | Appointment Notice Outside Provider Used when the facility has
to Provider From Provider rerouted the patient to an
Outside Provider outside provider.
External-05 | Medical Report From | Facility Referring Used when the facility has
Facility to Provider Provider rerouted the patient to an
outside provider.
External-06 | Medical Report From | Outside Referring Used when the facility has
Outside Provider to Provider Provider rerouted the patient to an
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Provider outside provider.

External-07 | Did Not Keep Facility Referring Used when the facility has
Appointment From Provider rerouted the patient to an
Administrator to outside provider.
Provider

External-08 | Did Not Keep Outside Referring Used when the facility has
Appointment From Provider Provider rerouted the patient to an
Outside Provider to outside provider.
Provider

6.3.1 Dynamic Letters

6.3.2

Four of the CHNAdvantage v. 2.0 referral letters are built with dynamic
logic that present the letters only if the Consultation Type or Clinical
Services area is Gastroenterology or Labor and Delivery; three of these
are geared toward expectant parents, the remaining letter for Gl patients
All other letters are available directly from the patient referral.

Issuing a Referral Letter

“Referral Letter” refers to any of the letters related to the referral lifecycle,
from appointment notice to did not keep appointment notice to results
letter to the “doctor’s note” a patient might need for school or work.

From the View Referral mode, you will see the list of referral letters at the bottom
of the form. From there you can select the appropriate letter and click Compose
Letter. Letters to providers can be faxed or printed. Letters to should always be
printed and sent to the patient, or faxed to the provider to give to the patient.
Letters cannot be emailed to patients and providers or faxed to patients.
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6.4 REROUTING A REFERRAL TO ANOTHER CORPORATION FACILITY
If while reviewing a referral you opt to re-direct the referral to another Corporation
facility, and IF the provider and patient rerouting agreement radio buttons are
both checked YES, take the following steps:

1. Go to edit mode by clicking the Edit link from the referral list or clicking
Work on Referral from view mode.

2. In the Consultant Type block, change the HHC Facility.

3. Change the Service/Procedure and other referral details. You do not need
to take a Referral Action. Click Save.

Note that you can view the referral from the referral list but will no longer be able
to take action on the referral.

6.4.1 Monitoring Status
You can continue to monitor the status of the referral routed to
another Corporation facility but you cannot edit it once it is ceded.

The other facility can:
o Return the referral back to you (sending facility).
o Schedule the appointment.

< Note: In CHN Advantage v. 2.0 the receiving facility cannot further
route the referral to CSA or to another provider. It can only
be acted on by the receiving facility’s Intake office. This
ensures that you, as sending facility, has a central point of
contact to track the referral.

* HHC Fagcility Info . About CHN . Contact . Links ¢  lLogout +
Search Referrals =
Practice: |--select-- | Bird's Eye View
Provider: |--Select-- - Closed Referrals
Patient Last Name: smith Patient First Name: d ML
Patient DOB (rmm/ddiny): Clear |
Intake Create &
Intake Queue o
Intake Review o’
CSA Review &
Scheduled or Rescheduled Referrals s
Click to Patient DOB Provider Practice Fac. Status Appt. Date  Mo. Days b
EDIT Smith, DORIS 054141852 Johnson Smith West Village Medical Arts, Inc. CH  Scheduled by CSA 09/04,2007 70
11:15 &M
EDIT Senith, DORIS  08MEMS7S  Thomas Bulova  Dr. XYZ CH  Scheduled 09/19:2007 55

1115 AM

L WSRO PR S F T | -2
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6.5 HANDLING REFERRALS ROUTED BY ANOTHER CORPORATION
FACILITY
As indicated in Section 6.4.1, if you receive a referral from another facility
not in your logical network, you can only either schedule the appointment
or return the referral to the sending facility. You must conduct any
scheduling or review issues with the SCA off-line, to ensure that the
sending facility always maintains you (Intake) as the central point of
contact.

You must update the referral with the correct status indicator. You can
indicate if the consultation was fulfilled (and select if successfully
completed), not fulfilled (and select the reason why), or reschedule.

< Note: You do not search for referrals sent to you from a facility
outside your logical network the same way you search for
referrals created by providers within your network. This is
because the search by name and/or practice and provider
presents only those patients, practices, and providers
directly affiliated with your facility.

As soon as you click Left Menu->Referral
Management->Search Referrals, any referrals routed to
you awaiting action will be presented.

CHN Advantage v. 2.0 the receiving facility cannot further
route the referral to CSA or to another provider. It can only
be acted on by the receiving facility’s Intake office. This
ensures that you, as sending facility, has a central point
contract to track the referral.
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6.6

REROUTING A REFERRAL OUTSIDE THE CORPORATION
Please also review Section 5.4; the actions taken in rerouting a referral outside
the Corporation are nearly identical to the actions you take when creating a
referral for the express purpose of sending outside the referral.

If while reviewing a referral you opt to re-direct the referral out the Corporation,
and IF the provider and patient agree to rerouting radio buttons are both checked

YES, take the following steps:

1. Go to Edit mode by clicking the Edit link from the referral list or clicking

Work on Referral from view mode.

2. In the Consultant Type block, change the “Referring To” dropdown

selection to CPP or FSF.

The Provider Search window will pop-up.

insurance listbox at Select or blank.

You can filter by specialty
and/or insurance, otherwise leave the specialty dropdown box and

Only those providers who have permission to receive referrals will be

listed.

:ﬂ e il Pape - Hicrosall Inbemiet Bplorer

e Bk

If'rll'tdrr Sranch - Mioroesoll Iaternel Explarer

PETES

f Provider Search
e e | I At Skt il
=10 CHARGE
==taot Listed
Clase I Swarch ! el resuned or Mone
118 Mstional leresfits Fund =l
| P —————— e
LT
Jareiry D, Stanioy Copedia 160 Waler Streal, Brookhm, WY (212) 448 (545) 111- Adolescant Sedett =l =
Cansga 10004 4444 1141 Mudicing
of T Dir. Riobard Taglor, PC 150 Wartler Sireel, Maw Yook, BY (2120 558 (212} 555 Adolescen] Bedect
Cangia 10005 ' Frre Murdicing
Patricla Bochar East Vilage Meursdogy 501 Avenun of the Americas, (21230 100 (313 222 Audiology Bedact acticn Fay
Cantar Cantar Bridge, NY 10003 Fri) Fiki|
Fredds Blussiar Mpdical £3 Wesl TTih Streel New York, (210555 (212) 555 Cardiology Sedect
Chopin Agandiates, LLC MY 10028 Lad4 T4
Mohammad  Consy Blands Test FRAT Ocean Parkway, Beookhn, (T18) 444 (F108) 755 Famsy Prachce Sedect
AT Praciice Ma 1 MY 11235 4444 I
Browse.
Browze
|
x
Notes -
“I‘lﬂf_"
Appointment Scheduling
Agppointmint Date:
Appoird st Insr ction:
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3. Select the provider. The window will close.
4. Save the referral to trigger the status change.

5. You can monitor the progress of the referral, receive the results, and close
out the referral.

The outside provider, however, can send limited appointment notices and
did not keep appointment notices through CHN Advantage.
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6.7 INACTIVATION ACTIONS AND REFERRALS IN THE PIPELINE
If the provider withdraws from the CHN Advantage program or is otherwise
unavailable to receive results, the facility must initiate a pipeline handling
process.

CHN Advantage provides boxes for referral office staff to indicate the instructions

of the medical director or delegate and the actions taken for cases where the
provider has been deactivated but has outstanding referrals in the pipeline.
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6.8 RECAP
1. You can process “N1” and “N2” referrals and also route that referral
internally through CHN Advantage to CSA, where applicable.

2. You can cede ownership of a referral to a corporation facility outside your
logical network.

3. You can send a referral to a CPP or FSF can continue to monitor the
status of that referral. You must take a close action on the referral.

4. CPP and FSF have limited letter capability to send referral letters to
patients and the referring provider.
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PART Il. THE MANAGED RECRUITMENT PROCESS
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7.0

Chapter 7

THE PROVIDER RELATIONS NETWORK DEVELOPMENT MODULE (PRND)

INTRODUCTION

The PRND module supports the relationship building process and is meant for
business development personnel involved in community provider relations
outreach. Entering a provider in this module is generally initiated by a recruiter
who actively seeks out providers who may be interested in establishing a
business relationship with the facility. These providers are considered prospects
until they are enrolled in CHN Advantage.

“Enrolled” and “Enroliment” mean, in the context of the CHN Advantage software,
that the provider's profile has been upgraded from Prospect to Active and
transferred to the Provider Management module for continued maintenance.
Once the provider's profile is upgraded to Active, no additional contact
information or scheduled activities can be added to the provider’s record.

The process can also be initiated by the Referral Office whenever a referral
arrives by fax or walk-in from a provider who is not in an existing relationship with
the facility. The system provides a means for the Referral Office to enter the
limited provider contact information found on the referral form and transmit it to
the Provider Relations department. These “unknown providers” are considered
candidates until a recruiter contacts him/her and determines that the provider is
interested in establishing a more formal business relationship with the facility.

Providers entered and enrolled in CHN Advantage can become eligible for
system access, allowing them or their office staff to create and send referrals
through a secure Internet channel, receive appointment notices and statuses,
and receive back results, where applicable.

Available Functions
The Provider Relations module is comprised of the following functions:

View Candidate List.
Add a New Prospect.
Search Prospects.
Inactivate a Prospect.
CHN Category Search.
Activity Summary.
Recruiter Activity.
Letter Management.
Print Letters/Labels.
Unlock a Candidate.

OO0OO0OO0OO0OO0O0OO0O0O0
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You will have access to one or more of these functions, depending on your user
group. Some users will not have any links to the Provider Relations module,
whereas others will be able to access some or all functions. You will learn about
each of the following key points:

Creating a prospect from the candidate list.

Unlocking a candidate.

Creating a new prospect from scratch.

Adding initial contact information.

Adding follow-up activities.

Adding additional data.

Sending out *“Walk-In,” “Walk-In Follow-Ups,” *“Introduction,” and

“Enrollment Welcome” Letters.
8. Requesting and adding an SMS Doctor Master Number.
9.  Enrolling a provider.

10.  Queries.

11. Managing PRND letters.

12.  Printing letters and labels.

NooakwnNE
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7.1

CREATING A PROSPECT FROM THE CANDIDATE LIST

Users: Provider Relations

Purpose: The candidate list is initiated by the Referral Office when a referral
arrives from a provider who is not in CHN Advantage (or at least
not in the facility’s instance of CHN Advantage). Providers on the
candidate list can be escalated to prospects or deleted from the list
at the discretion of the Provider Relations department.

How to Access: Left Menu—>Provider Relations>View Candidate List

2 Note: Adding a provider to the candidate list was detailed in Section 3.6.
This section continues that workflow.

Steps

1. After opening the candidate list, select a provider to work on. You can sort

by candidate name, facility, provider type, provider subtype, listed practice
(where applicable), reason, the Provider Relations staff member who
created the record, date created, or who locked the record. To sort, click
on the specific column heading.

>Note: You cannot edit a record that is locked by another Provider
Relations staff member. Only an authorized user can unlock
the file (See Section 7.1.1 Unlocking a Candidate).

Click on the provider you wish to work on to view the basic information
entered by the Referral Office. You can print the record and may be able
to send the provider a “Walk-In Letter,” delete the record from the
candidate list, or create a prospect profile for this provider. Letters are
available only if the practice was listed. If the practice was not listed by
the Referral Office, you cannot create a Walk-In Letter until the provider is
assigned a practice by PRND.

>Note: If a user has already faxed a walk-in letter to the provider,
the grid below will show the user name and date/time that
the letter was faxed. You can re-fax or print out and
manually fax/mail the letter to the provider.
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Prondder Type

Mon-HHGC

Camdidale Name

John Depson

HY State License

Phone No.

(212) 5554444 eants 45654

Practice Mame
Dr. Stanley Cepedia

Pt

(212) d44-4444

Reason for ncluding:
Hote to Provider Felations:
Wvalk-In Leter

view Candidate

Proweiler Sulbiype Degres Tile
Physician MWD Dr
Suifix Gender

Mala
NP
Provider Panic Value No. Practice

Practice Listed

Address
160 Water Streel, 109
Brookiyn, MY 10004-4444

Practice Emergency Mo, Fast
(M) 436-4576 (545 111-1111
Fawed Rafarral
| senk a walk-in lefler. please last
Fax Lewls Baratz THT/2007 3:48:22 PM

Candidale was created by Lewis Barat on TH 72007 34814 PM

Cancal | Prinl| Walk-In Latter | Dalalal Create Prospect I

3. If the practice was not entered by the Referral Office, you may select the
practice from the dropdown box.

Provador Type
Hon-HHC
Cancidate Hame
Jakn Tuller

N St Licadias
ED-4 45555
Phoes Ha,

217 273-73121

Practice Nami
Phore

Reason fof Inchndng:
Wobi 1o Prosddies Reslations:

Primader Substype Dngren Tithn
Prysitian e or
Sut G

Male
L]
Primader Pansc Valas o, Practice

Practce Mol Listed
Aldnss
Practice Emergency Mo, Fax

Pafan]Walk-In
Molksled pracice. Tesing

Candidale wat creabad by Lewss Baralz on TN TR0OT 35378 Pl

Cancal I Pm'll Deleae

Mobis; Fheaso Chch i ihe pr sctice exisis m the IS belfore i oceadeg T wpgn akn camndidate 1o pasmect, 1 e practice doos rol exs], yn)
it @il thie Tt and (s creshs the e actcn before pioceeding. To creale & new practice, CLICK HERE. To cigny & practice Trom

il Facilitioes, CLICK HERE.

Primary Practice: E— _
SNote: If the primary practice is not found in the dropdown box, you

must click on the Create Practice link. You will also be able
to check if a facility outside your network has entered the
practice and copy that entry. You will be prompted to enter
the practice name or taxpayer identification number, and if
the practice is not found, you can enter it by following the
instructions in Chapter 2.
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If you are in the process of back-filling a new practice to accommodate the
provider, after entering and confirming the practice information, use the
left menu bar to return to the candidate list, select your provider again,
select the newly entered practice, and click Add a New Prospect. The
process for entering prospect data is the same for those provider records
initiated in the Referral Office as Candidates and for those providers
entered “from scratch” entirely by the Provider Relations office. Please
skip to Section 7.2.

4, Click the Create Prospect button to upgrade the candidate to prospect.
You will receive a confirmation message asking if you wish to lock the
Candidate. This means that only you can edit the candidate until the
candidate is enrolled.

5. Click OK to accept locking the candidate to your name.

7.1.1 Unlocking a Candidate
o If you locked a candidate to work on, you can also unlock the
candidate to allow others to work on the profile.

o |If you access a candidate from the candidate list and do not have the
ability to unlock the candidate, you must refer the case to a manager or
the system administrator.

Managers and systems administrators will have a link called Left
Menu->Provider Relations>Unlock a Candidate. To use this function:

Steps
1 Click the link. A grid will appear with all the locked candidates

within the logical network.

2. Click the UNLOCK link in the Action column of the grid. Click OK
when you receive the confirmation message.

3. Click OK for the second confirmation message. The candidate is
now available for others to work on.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 105



7.2 CREATING AN ENTIRELY NEW PROSPECT

Users:

Provider Relations

Purpose: Create a new prospect without the assistance of a candidate lead

from the Referral Office. The recruiter might have actively recruited
the provider, or the provider might even have contacted the facility
to express his or her interest in becoming a CHN Advantage
system user.

How to Access: Left Menu—>Provider Relations>Add a New Prospect

Note that you must first search and confirm that the prospect does not exist in
CHN Advantage.

Steps
1.

Enter the provider’'s last name; you can also enter only the first few
characters of the last name. You can also search by NY State license
number or NPI, but these items might not have been entered in the
system yet, so the last name is the safest search criterion.

If you know that the provider is not a physician, you can change the
Subtype dropdown box to the correct type or to “Select,” which includes all

types.

Click Search.

If the provider is not in the facility or network database, you will receive the
following message:

There are no possible matches found. Please CLICK HERE to add a new
prospect.

Otherwise, you will get a list of possible matches and still be able to click
to add new.

CLICK HERE will open the Add a New Prospect form.

Proceed to entering prospect data as described in Section 7.3.
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7.3 ENTERING PROSPECT BASIC DATA

Users: Provider Relations
Purpose: Creating a prospect file to ensure that the provider is in CHN
Advantage.

How to access: After completing Section 7.2, Step 7 or after locking a

prospect.

Steps

1. Notice the status indicator at the top of the form. At this point in the
process, the prospect will be NEW. You can also review the reason the
provider was included on the candidate list and any notes created by the
Referral Office, where applicable.

2. Select the recruiter from the dropdown box. You may select yourself or
any other registered PRND user.

SNote: The system does not default to your name because you
might be entering a prospect on behalf of another person.
Therefore, you must always select the recruiter.

3. Select the initiation type (the reason why the candidate is being entered in
CHN Advantage).

4, Select the facility or facilities in which the provider is interested in
establishing a relationship. Only those facilities that you can access are
included. Hold down the Control-key and click the mouse to select
multiple facilities.

5. Select the provider type (the default is Non-HHC), and select the provider
subtype (the default is Physician). Select the provider's degree and title.
If the provider’s primary practice is not an HHC facility and if the provider
is a physician, you do not have to do anything to accept the defaults,
otherwise, you may select the most appropriate item(s).

6. Verify the provider’s first name, middle initial and last name. You may
select an optional name suffix. The gender is required.

7. Verify the provider's phone number.

You have the option to enter the provider's panic values phone number,
email address, NY State license, NPI, Medicaid ID, Medicare ID, and
Worker's Compensation No. Many of these fields will be required to enroll
the provider in the CHN Advantage program, but at this stage of the
process, you may leave these fields blank and enter them at a later time.
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10.

11.

12.

13.

14.

15.

7.3.1

>Note: It is assumed that you will have a conversation or meeting
with the provider to obtain this information during the
prospect stage.

Select the CHN Category from the dropdown box. The CHN Category
does not have a direct effect on the provider obtaining system access or
having his/her referrals processed through CHN Advantage. The CHN
Category is used only as an alert to Provider Relations and Referral
Processing personnel of the business relationship the provider maintains
or wishes to maintain with the facility.

Select the provider’s specialty and subspecialty, where applicable.
You may change the provider’s primary practice, if needed.

Select the provider’'s relationship interest(s) by clicking the appropriate
checkbox or checkboxes.

You may enter a general status or comment in the text area if you wish.

You may enter initial contact details and follow-ups, as needed. These
are detailed in Sections 7.3.1 and 7.3.2. Read these sections before
proceeding to Step 15.

When finished, click Save Prospect.

>Note: If you omitted any required fields, such as the Recruiter or
Initiation Type, an error message will appear at the bottom of
the form when you attempt to save the prospect.

Initial Contact Details

There can only be one initial contact detail, specifically, the method by
which you contacted the provider for the first time and the general
outcome: the provider is either interested, not interested, or has been
sanctioned.

You must add the initial contact date and time to ensure accuracy in
the recruitment activity summary report.

Steps
1. Select the contact type from the dropdown box. Your choices are

limited to the four items in the dropdown box.

2. Enter the date (mm/dd/yyyy) or use the calendar control to select
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the date. The date must be today's date or before because the
initial contract is considered as a “past” activity.

3. Select the outcome, and add notes where applicable.

7.3.2. Follow-Up Details
Follow-up details involve a few more steps because they can consist of
many items and they are all future activities. Furthermore, a future activity
becomes a current activity when it reaches its scheduled date, and a
current activity becomes a past activity once the scheduled date passes.

Follow-up details are entirely optional. They are there for the convenience
of the Provider Relations staff to list their activities. However, once you list
an activity, be aware that management can also see this activity and
monitor activities that are not brought to resolution.

Steps
1. Select the follow-up type from the dropdown box. Your choices are

limited to the four items in the dropdown box.

2. Enter the reminder date (mm/dd/yyyy) or use the calendar control
to select the date. The date must be today’s date or after because
follow-up activities are considered as “future” activities. If you enter
a date that has passed, you will get an error message when you
attempt to save the prospect.

Initial Contact Details
Corftact Type  Date Oucome Haes
~Select— (3 =5 ) | ~Selext~

Follow-Up Details

Follow-Up Type Set Reminder Hotes
Liskbar sfzsizoo? | 8 leonam L) Testing
[ Cancel ||  Unlock Candidate || Sava Prospect |

You can always come back to the follow-up details section by accessing the
prospect in edit mode. You access edit mode by going to Left Menu->Provider
Relations>Prospects, and entering the name of the provider or filtering by the
recruiter in the search screen. Once the system returns the provider, click on the
Edit link. The follow-up details grid will always be at the bottom of the Basic
Profile page:
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Initial Contact Details

Comtact Type  Dade Oifcome Hotes
St | ) | ~Seloct-
Follow-Up Details Add/Edit/View Details
Type Date Hotes Done Oicoms Commuments Created By
Letter 071 72007 Unkravam Lewss Baralz

THATROOT 31445 P

[ Cancel ][ Save Prospect |

Steps
1. Click Add/Edit/View Details on the right-hand size of the grid. This opens

a pop-up window.
2. The pop-up window displays some key information about the prospect.

You may add additional follow-up activities or bring closure to an open
activity.

Prospect Profile

Prospect Name Provider Type Provider Subtype
Dr. John Depson MNon-HHC Fhysician
Degree NY State License NP1
Mo B5-444444
Phone No. Provider Panic Values Phone
(212) 555-4444
Follow-Up
Followi-Up Type Set Reminder Notes
--Select-- H :ﬁ
Close Window ||  Add Follow-Up |
Type Date Notes Completed wutcome Comment Created By
Letter 072007 Unknoyvyn Lewis Baratz

THATR2007 3:14:45 PM

3. For each item you wish to add, you must click the Add Follow-Up
button to store the activity in the database. The item will appear in
the grid in the order in which it was entered.

4. To bring closure to open activity, click on the item in the Type
column. This will allow you to do the following:

a. Change the time of the activity—you cannot change the
follow-up date or reminder date.

b. Edit the notes.

C. Check if the item was completed.
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d. Select the outcome.
e. Enter Comments.

5. Click Update Follow-Up.

6. You may proceed to the next item or click Close Window.
Prospect Profile
Prospect Hanie Provider Type Prosdder Sulitypre
Dr John Deapson Man-HHC Phwysician
Dierigi @é N State License NP1
MD B5-444444
Pluoie Ho. Provided Panic Valies Fhone
(212) 555-4444
Follow-Up :
Follow-Up Type St Reminder Hotes
450 PM ) Send weicome lstter to Or, Depson,
Coimpleted Chfcome Comments
Oves ()Mo ~~Select -
[_ Close Window || Cancel Update || ~ Update Fallow-Up
Type Drate Hotes  Comgdeted (it come Comumnent Created By
Letter  OTMU200T 450 PM test Ha Lewis Barotz
TAT2007 3:39:47 PM
Fhore  07/2002007 Call Ho Lewis Baratz
7. Notice that your updates do not post to the main prospect form right

away because of the application’s frame structure. However, if you
edit another section and come back to the Basic Profile page, these
items will be posted. You can also refresh the page yourself by

taking the following actions:

a. Right click once on any white space on the form.

b. Select refresh (left click).

C. The updated items should appear.

The Provider Relations module has a tickler and activity reporting functionality.

Please see Section3 7.9 and 7.10.4 for details.
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7.4 UPDATING AND COMPLETING THE PROSPECT PROFILE
Users: Provider Relations

Purpose: Updating and/or completing a prospect’s profile.

How to access:

Status Codes

After completing Section 1.4, Step 15. Use the Search
Prospects link, search, and bring up your prospect. Click
Edit to access the prospect profile in edit mode, or click on
the prospect name to review. From the review page, you
can still edit sections of the profile by clicking the Edit links
on the right hand side.

The first thing you will notice is that the status code has changed from New to
Pending. There might also be some qualifying abbreviations to indicate the

following:
APP: You did not yet enter an application received date.
AGG: You did not yet enter the agreement information.
CHN: You did not select a “CHN category from the dropdown box.”
DMN: You did not yet enter the (SMS) Doctor Master Number.
SNote: Although the Doctor Master Number is optional, the status code will
remain as a reminder for you to optionally request, create, and/or
post a number if required by the facility. The absence of a Doctor
Master Number does not prevent the provider from becoming
eligible for system access.
Steps
1. Find your prospect from searching the prospect list.
>Note: CHN Advantage will allow the Referral Office to create
patients on behalf of a provider who is still in a prospect
stage. However, prospects will not be able to create their
own referrals or view consultation results through CHN
Advantage until enrolled. In addition, the Referral Office
cannot edit the provider’s profile until you enroll the provider.
2. From the Basic Profile page, you can select another profile page to work

on by using the tabs at the top of the page. You do not have to access
these tabs in the order in which they are listed. You can enter information
in “real-time” as you are speaking on the phone with the provider’s office
or work from a paper form or email communications. We will, however,
discuss each tab in the order in which the tabs are presented.
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SNote: The Basic Profile and Other Details pages are programmed
to warn whenever you attempt to navigate away from them.
The other pages will not present such warnings because the
information entered there needs to be saved one line item at
atime.

Al Practice|s) lresam a6 Office Hom s Dl Dotalls SWMS I Full Prodibe

Edit Prospect
Status of the Prospect; PENDIMG . APP, AGG, DMH
Rl ed By lisl i b T Facillty lillei et
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B e ol Cenie
Corsy Feand Hosglt el
Puorder Type Proniler Sailstype Degres Title
MonHHD | Phessician D D,
First Hare Last Mams Suffi Gender
Jobii Ml Deagrann =St - Maks
Plhoae No, Frowider Panic Yalue No Email Addiress
22 SEEE - 4444 BN 4mEE4 - - PN
MY State License MP
B = 4
Mg Eecald 1D Medican IDUPIMN Workgr's Compensation No
CHM Cadegory Specialty Sulb-Spaciulty
OHY Nor-Crevientiabed e Crolofy i ~< Sk

[ CFTERT IR TS TP Bl By vy 5

7.4.1 Other Practice(s)
If the prospect has another practice, you may select it from the dropdown
list. If a practice is not found, you must exit this function and first enter the
practice through the Practice Management function detailed in Chapter 2.
Once you select the practice, the practice address data will auto-populate.
If any information is incorrect, you must use the Practice Management
function to effect a global change.

Steps
1. Click Add Additional Practice to save to the database.

2. Select another practice from the dropdown box, cancel (to return to
the Basic Profile), or select another tab to edit another section of
the profile.

If you wish to remove the association of the prospect with any other
practice, use the edit feature and uncheck the Association box on the form
itself, not in the summary grid.

7.4.2 Insurance
Entering insurance information is important only if: (1) it has an impact on
the insurance prospective patients may have; and (2) your facility will
eventually send referrals to this prospect once he/she becomes an active
provider (bi-directional processing).
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1. Click the Insurance Edit link. If the prospect is associated with more than
one practice, you must choose the particular practice for which you are
adding the insurance. This is because a prospect may accept insurance
plans A, B, and C at one practice, and B, C, and D at another practice. If
the prospect is associated with only one practice, the system will default to
that practice.

2. Choose an insurance plan or line of business from the dropdown box.

3. Choose the insurance product(s) from the list box, where applicable. Hold
down the Control key while clicking to select multiple insurance products.

4, Enter the prospect’s insurance number and end date (optional).

5. Click Add Insurance to save the item and continue with the next insurance
or exit. Click Cancel to abandon your changes.

6. Use the Edit buttons to make changes or inactivate the insurance then
click Update Insurance. Edit buttons are provided for each insurance line
item.

7.4.3 Office Hours
Entering a prospect’s office hours is optional.

Step

1. If the prospect is associated with more than one practice, you must

choose the particular practice for which you are adding office hours.

2. Use the mouse to select the “From” and “To” hours for each day.
You can also use the tab key to focus on the time field, and then
the arrow keys or number key pad on your computer.

3. Click Add Office Hours.

4, Proceed to the next practice, or click Cancel or another tab to
continue updating the prospect profile.

5. Use the Edit buttons next to the grid to make changes, and either
Cancel Edit to exit or Update Office Hours to save.

The following screen shot shows the office hours in edit mode.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 114



Basic Profile Other Practice(s) Insurance Other Details SMS DMN Full Profile

Prospect Profile
Status of the Prospect: @7 PENDING . CHN, APP, AGG, DMHN

Prospect Name Provider Type Provider Subtype
Mr. Jacck ag Mon-HHC Physician
Degree NY State License HPI

DDs

Phone No. Provider Panic Values Phone

(1113 111-1111
Office Hours

Practice Mame: ABC Care |
From To

Monday 8 ||| 00 [w ]| AM | 5 |» || 00 [w || PM |»
Tuesday w00 [w || AM [» w00 ||| PM |w
Wednesday 7 o™ || 00 [w ]| AM [a 6 |w || 00 |w||[PM |w
Thursday w00 [w || AM [» w00 ||| PM |w
Friday w00 [w || AM [» w00 ||| PM |w
Saturday 9 ||| 00 (%] AM | 5 |» || 00 [w || PM |»
Sunday w00 [w || AM [» w00 ||| PM |w

Cancel H Add Office Hours

7.4.4 Other Details
It is assumed that entering all the fields in the Other Details section
requires a conversation with the provider’s office.

Steps
1. Enter the provider's email address, if available.
2. To the right of the email field is an optional user defined field. The

data required in this field is controlled by the facility administrator,
so it will vary among facilities. If the label reads “Provider UDF,” it
means your facility administrator has not opted to use this field.
Otherwise, please fill in any information requested.

3. Enter the prospect's Medicaid, Medicare, and Worker’s
Compensation subscriber or identification numbers. These fields
may or not be required as defined by policy. If you do not have the
information available or if irrelevant, you may enter “Not Available,”
but remember to update it as soon as you can.

4, Enter the provider's specialty and subspecialty, where applicable.
If you enter a specialty or subspecialty, you must indicate if the
provider is board certified (the default is No) and the most recent
year of certification.

The following sections detail special requirements in the Other Details
section of the provider form.

7.4.41 Credentialing Questions
Credentialing is a business term that describes the
professional type or level of relationship between a provider
and the hospital network or facility. It may have a direct
effect on the types of services a provider can request as well
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as the methods by which the provider receives patient
results.

CHN Advantage is concerned with only Boolean logic: (1) Is
the provider credentialed by the facility (or its peer facilities)?
and (2) Is the provider credentialed by the parent or HMO or
major insurance affiliate (e.g., MetroPlus)? The Yes/No
responses are mapped to a central control set by the global
system administrator, which determines if an outside
provider can be eligible for system access.

Steps
1. Select the CHN Category from the dropdown box.

This is a manual selection that serves as an alert for
the type of relationship you have with the provider.
Your selection does not automatically affect the
provider’s ability to have system access.

2. Check Yes, No, or Unknown to indicate if the provider
is credentialed by the facility. If No, proceed to Step
3.

If Yes, the screen changes and prompts you to enter
the effective and expiration dates of the credentialing.

You can also attach an image of the credentialing
letter (PDF, GIF, TIF, JPEG, etc.), if available. Click
the Browse button to initiate the upload.

If you select unknown, proceed to Step 4.

3. If the provider is not credentialed by the facility,
please indicate if the provider wishes to become a
member of the medical staff. Notify the appropriate
party at your facility to initiate this process.

4. Is provider credentialed by MetroPlus? If Yes, you
can also attach an image of the MetroPlus
credentialing letter.

If at any time during your relationship with the provider you
need to recredential the provider, please follow the
instructions given in Section 3.4.4.1.2, which discusses the
recredentialing function of the Provider Management
module.
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7442 Agreements
Agreements are also important elements in the prospect
assignment process. CHN Advantage requires you to
indicate when the prospect’s application and agreements
were filed. Once you enter the information, the APP and
AGG warning messages will disappear from the profile
status header.

7443 HHC Summary
This section further details the provider’s relationship with
the Corporation.

7444 Miscellaneous
Steps
1. You may select the prospect’s age group(s) specialty.
Hold down the control key while clicking to select
multiple age groups. This field is optional.

2. You may select the prospect’s language(s) as well.
This field is optional.

7445 Training and Affiliations
The section is entirely optional at this time.

Steps
1. Fill out whatever information you feel is appropriate.

Format your dates using mm/dd/yyyy.

7.4.4.6 Permissions
Permissions will directly affect system access. Use the radio
buttons to convey your desire for access the provider can
receive, once all other information is completed. The
defaults are No.

>Note: Make sure you save your work. Even if you
save the page, you will always receive a
warning message when you try to navigate
away from the Basic Profile and Other Details
forms.
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7.5 SMS DOCTOR MASTER NUMBER (DMN)
The SMS DMN is one of the key required data points for enrolling a
prospect as a provider and eventually granting the provider access to the
CHN Advantage system.

7.5.1 Requesting an SMS DMN
You may request an SMS DMN off-line or through CHN Advantage.
If you request it through CHN Advantage, the system will keep track
of the date the request was made.

Steps

1. Click the SMS DMN tab or the Edit link from the prospect
profile.

2. Select the facility for which you are requesting an SMS
Doctor Master Number for the provider. If your facility is an
independent facility, the dropdown box will default to that
facility.

3. Click Request DMN. A form will appear for you to contact

your facility’s SMS DMN contact.

4. You can confirm and edit the contact person’s email address
and add other email addresses. If you prefer to fax the
request, you will need to type in the fax number.

Request for SM2 Doctor Master ID

Facity: [Morth Central Bror: Hosgtal =] _ Requast SMS
To: Lewis R, Baratz
Froem: Ramana
Dt THarmnT
Rz New SMS Masier Docor ID

Kindéy prowide us wilh a SWE IDE for the
Last Marm:

Fiwst Mama;
Specialy;
License o

HPL:

Bedcare IDAFIN:
Primary Practice;
Thank you

Ermeail foc

Caher Ermad to;
b Ermadl 1o
Other Ermad o

Fas to:

fallowang docior

Cigpson

Jofin

Cngalogy
Bhddeda4

SHEE
D Slanley Cepedia

o ptolind sk aired . com
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7.5.2 Entering the SMS DMN
Once you receive the provider's SMS DMN, click the SMS DMN

tab, select the facility for which you are entering the number, and
enter the number. Click Add DMN. You may edit the information
by using the Edit button.
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7.6  ADDITIONAL EDITS

While in view mode, you can still edit sections of the prospect form by clicking the
Edit links on the right side of the screen.

Remember to save frequently!

SNote: Don’t have Edit links? Contact your system administrator to ensure
that you have the correct access level.
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7.7 PRND LETTERS

There are four letters available in the PRND function. The actual text of the
letters is controlled by Left Menu->Provider Relations=»Letter Management.
Please refer to Section 7.11 Letter Management for instructions on how to edit
the content of any of the four letters. Not all users will have access to this

function. However, all persons with access to candidate, prospect, and provider

information will be able to access at least some of the actual PRND letters.

The four types of PRND letters available in CHN Advantage v. 2.0 are:

Letter Type

Walk-In Letter

Description

Sent to candidates or prospects, i.e.,
unknown providers, who refer a patient
to the facility but there is no relationship
with the provider.

When Available

Available at the time a
candidate is created if the
practice information is
available.

Introduction Letter

Sent to known providers who have an
existing relationship with the facility but
have not yet been enrolled in CHN
Advantage.

Available at the time a
prospect is created.

Follow-up Walk-In Letter

Sent to candidates or prospects only
after a Walk-In letter has already been
sent.

Available only at least 60
days after the Walk-In letter
was sent.

Enrollment Welcome
Letter

Sent at the time of the provider’'s
enrollment in the CHN Advantage
Program.

Available after the provider is
enrolled in CHN Advantage.

View Candidate
Py ovacier |ygee Py omvtdenr Sl Drrige o T
P bl Frert » i
Carstedte M Seaf i Cerrwhig Faciey
Ardbtnar Foer s £ 1 ] B
HY Slate L nan
£0-1 Taa44
Faarme Mo, I oo e Waliers Mo P actice
Tigh ddd-didd Pracics Linded
Iy st NasTer At s
C taniey C opd-Sua 1 &0 Wiater Streef, 109
Brogken PV 1 - 5444
(L [EF s PR R UL R e [
ral g LTEEETE 17 A a5TE 4y 119-1111
Fum arsrrs o o Bum Sy F g Ralerr i
o o Py omgtalieen Holoof i Teubng for ielers
Loty Typem Sl by [eate werdt
i b | B L Ern hbaia BOOOT 433 12 Pa
Wi e LS £ W4 BT a3 %% PN
S bhe wintd (fd led Ty Erm MO on RO T 430 88 PN
Carni el ] F"rﬂll Wtk in Letter j Dalnte I Creme Prospect J
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7.7.1 Sample Letters
This section contains (1) a succinct description of the four letter types, (2)
the modules from which you can access the letters, and (3) a sample of
each type of letter.

7.711 “Walk-In” Letter
Description

The Walk-In Letter is a letter designed by the facility as a
letter of introduction. Ideally, the Walk-In Letter summarizes
the benefits of enrolling in the CHN program. This letter is
sent to candidates or prospects, i.e., unknown providers,
who refer a patient to the facility but the referral might not be
processed because there is no relationship with the provider.

How to Access

This letter is available from Left Menu - Provider
Relations 2> Add a New Prospect or Search Prospects >
click Search - click on provider's name in the grid - click
on Walk-In Letter at the bottom of the page. You can print
and either mail the letter, or manually fax it to the provider, or
fax it through the system to the number entered by the
Referral Office. Clicking the Fax button will present a
message box confirming the fax number. If the number is
incorrect, cancel this action and either correct the number
through the edit function or print out and send by US mail or
fax manually.

If a Walk-In Letter was already sent to the provider, it will be
listed in a grid. You will also receive a warning message if
you try to re-fax a Walk-In Letter to a provider. NB: CHN
Advantage currently does not confirm if the fax was received
by the provider’s office, only that the fax request was sent to
the fax server.

< Note: Please refer to Section 7.11 Letter Management for
instructions on how to edit the contents of a Walk-In
Letter.

Sample Walk-In Letter
Below is a sample Walk-In Letter created by Queens Health
Network.
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QUEENS LETTERHEAD
March 16, 2007

Dr. Aaron Davidson, M.D.
2 Pro Health Plaza
Lake Success , NY 11042

Dear Dr. Davidson:

Are you familiar with the Community Health Network (CHN) at EImhurst and Queens Hospital Centers? We
are a provider Referral and Consultative service designed to provide services to medical practices like yours.

Chances are that you have referred your patient to specialty or radiology services via a prescription and your
patients were expected to find a provider for a consultation and have the results send back to your office.
Sometimes, these very same patients fall through the cracks and never return to your office. We are interested
in bridging the gap and at the same time providing better services to you and your patients; and we would also
like to get a disposition on your referral in a timely manner. These services can be provided to your office
through CHN.

The services and many benefits of participating in our network of over 400+providers of care include:

A comprehensive referral service that pre-registers patients, schedules appointments for specialty, diagnostic
and consultative services, notifies the patient and your office of scheduled appointments, and forwards to your
office a copy of the patient’s medical record. Future plans include a Web-based Referral System with on-line
capabilities.

Medical staff affiliation or privileges. Our provider relations will help connect you with the managed care
plans with whom we have contracts.

Professional services. As a participating provider in CHN you will have access to weekly departmental grand
rounds, CME Category | credit and seminars that will enhance your clinical knowledge. We also will notify
you of Infection Control Seminars and other services that support your professional interests.

Enclosed please find an information package including; a Community Health Network Physician profile, List
of Health Plans we accept, and sample forms for making referrals for specialty and ancillary services which you
may use to fax your referral. Please feel free to call me (718) 334-5926 with any questions or to schedule a
meeting.

We look forward to developing a working relationship with you in the near future.

Sincerely,

STATIC NAME

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 123



7.71.2 Introduction Letter (a/k/a “Dear Doctor” Letter)
Description
The Introduction Letter is a letter designed by the facility as a
letter of introduction. It describes the  benefits of enrolling
in the CHN program. This letter is sent to known providers
who have an existing relationship with the facility but have
not yet been enrolled in CHN Advantage.

How to access

This letter is available from Left Menu -> Provider
Relations > Add a New Prospect or Search Prospects -
click Search - click on provider’'s name in the grid - click
on Introduction Letter at the bottom of the page. You can
print and either mail the letter, or manually fax it to the
provider, or fax it through the system to the number entered
by the Referral Office. Clicking the Fax button will present a
message box confirming the fax number. If the number is
incorrect, cancel this action and either correct the number
through the edit function or print out and send by US mail or
fax manually.

Sample Introduction Letter
Below is a sample Introduction Letter created by Queens
Health Network.

2 Note: Please refer to Section 7.11 Letter Management for
instructions on how to edit the contents of an Introduction
Letter.
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QUEENS LETTERHEAD
April 23, 2007

Dear Dr. Test Kim:

I would like to introduce you to the Community Health Network (CHN) at EImhurst & Queens Hospital Centers. CHN was
established in 1994 to facilitate referrals from physicians with community-based practices to our specialty, consultative and
diagnostic services. Our mission is to guide patients along the continuum of care and to ensure there is timely flow of
information between your office and our institution (s).

Responding to the expressed needs of CHN'’s participating physicians, we have expanded our offerings to include the services
and benefits summarized below:

A comprehensive referral service. Our operations staff pre-registers patients, schedules appointments for specialty,
diagnostic and consultative services, notifies the patient and your office of scheduled appointments, and forwards to your
office a copy of the patient’s medical record.

e Direct Access to our specialty care and ancillary services.

Medical staff affiliation or privileges. We will coordinate the medical staff affiliation process and become the liaison
between the medical staff office and you. Our office will coordinate your health assessment clearance and fast-track your
application.

e Mount Sinai/Elmhurst Medical Staff Affiliation--One of the best hospital systems in the country.

Managed Care participation. Our Provider Relations staff will help connect you with the managed care plans with whom we
have contracts.

e  Contracting with carefully selected health plans with a proven track record in Queens enrollment.
e Expansion of patient base.

Professional services.

e Continuing Medical Education (CME) seminars and programs that will enhance your clinical knowledge.

I would like to invite you to become a participating physician in our expanding network. To become a participating provider
please complete the enclosed Physician Profile and forward it to the address on the application. Within a week you will receive
a “welcome” letter with your unique Elmhurst Hospital Center or Queens Hospital Center identifier number and preprinted
ancillary and specialty care referral forms. If you have any questions, please feel free to call our Provider Relations staff at
(718) 334-5970, option 2.

Sincerely,

STATIC NAME
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7.71.3 “Walk-In Follow-Up” Letter

Description

The Walk-In Follow-Up Letter is a letter designed by the
facility as a follow up to the Walk-In Letter described in
section 7.7.1.1. It describes the  benefits of enrolling in the
CHN program. This letter is sent to known providers who
have an existing relationship with the facility but have not yet
been enrolled in CHN Advantage.

How to access

This letter is available from Left Menu - Provider
Relations 2> Add a New Prospect or Search Prospects >
click Search - click on provider's name in the grid - click
on Walk-In Follow-Up Letter at the bottom of the page. You
can print and either mail the letter, or manually fax it to the
provider, or fax it through the system to the number entered
by the Referral Office. Clicking the Fax button will present a
message box confirming the fax number. If the number is
incorrect, cancel this action and either correct the number
through the edit function or print out and send by US mail or
fax manually.

Important: note that the Walk-In Follow-up button on the
Add a New Prospect page will only be available if a Walk-In
Letter was already sent to the prospect and only if such letter
was sent at least 60 days before the date when you attempt
to send a Walk-In Follow-Up Letter.

Sample Walk-In Follow-Up Letter
Below is a sample Walk-In Follow-Up Letter created by
Queens Health Network.

2 Note: Please refer to Section 7.11 Letter Management for
instructions on how to edit the contents of a Walk-In
Follow-Up Letter.
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QUEENS LETTERHEAD

March 16, 2007

Dr. Test Kim, M.D.
12-34 Any Street
Anytown , NY 11990

Dear Dr. Kim:

You may have received a letter from us, within the last few months, introducing you to the Community
Heath Network (CHN) at Elmhurst and Queens Hospital Center. We are a physician referral and
consultative service, providing the medical community with accessibility to our services via appointment
scheduling and automatic copies of medical reports for patients referred to our centers. The service is
intended for physician s enrolled in CHN and who are utilizing the service via a faxed request.

As previously mentioned, the CHN program also provides offices like your with services including
medical staff affiliation, managed care participation and notices on seminars, courses and events to
enhance your private practice.

We are interested in providing the most effective and expedient services to those physicians that are
currently members of CHN, therefore, if you are interesting in continuing to receive consultation reports
from this office, please complete the enclosed enrollment application and forward to my office ASAP.

If you are not interested in joining CHN, you may still obtain a copy of a report by contacting medical
records department at (718) 334-3144. Please make sure you have the patient authorization on file since
you may have to fax it to them in advance.

If you have any questions or would like to obtain more information about joining CHN, please feel free to
call (718) 334-5926. We look forward to working with you in the near future.

Sincerely,

STATIC NAME

7.71.4 “Enrollment Welcome” Letter
The Enrollment Welcome Letter is a letter that is sent to
providers at the time they are enrolled in CHN Advantage
and is designed by the facility as a welcome letter,
describing the benefits of being a CHN member.
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How to access

This letter is available from Left Menu -> Provider
Relations > Add a New Prospect or Search Prospects >
click Search - click on provider’'s name in the grid - click
on Enrollment Welcome at the bottom of the page.
Alternatively, in case your facility wishes to send a letter to
an existing provider advising him or her of the CHN
Advantage Program, the Enrollment Welcome Letter is also
available from Left Menu -> Provider Management -
Search Providers - click Search - click on a provider’s
name in the grid whose status is listed as Enrolled —Active.
Note that the Enrollment Welcome button will only be
available for providers who have already been enrolled and
are active in CHN Advantage.

You can print and either mail the letter, or manually fax it to
the provider, or fax it through the system to the number
entered by the Referral Office. Clicking the Fax button will
present a message box confirming the fax number. If the
number is incorrect, cancel this action and either correct the
number through the edit function or print out and send by US
mail or fax manually.

Sample Enrollment Welcome Letter
Below is a sample Enroliment Welcome Letter created by
Queens Health Network.

S Note: Please refer to Section 7.11 Letter Management for
instructions on how to edit the contents of an Enrollment
Welcome Letter.
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QUEENS LETTERHEAD

March 16, 2007
Dear Dr. Antony:

Welcome to the Community Health Network (CHN) at EImhurst Hospital Center! You are now among
the 500+ providers currently enrolled in CHN—a provider services program for both EImhurst and
Queens Hospital Centers.

There are many benefits to becoming a member of CHN:

A comprehensive referral service. You may fax your referral (see attached forms) to (718) 334-1866.
Our operations staff pre-registers patients, schedules appointments for specialty, diagnostic and
consultative services, notifies the patient and your office of scheduled appointments, and forwards to your
office a copy of the patient’s medical record.

Medical staff affiliation or privileges: Mount Sinai/ElImhurst Medical Staff Affiliation--One of the best
hospital systems in the country. We will coordinate the medical staff affiliation process and become the
liaison between the medical staff office and you. Our office will coordinate your health assessment
clearance and fast-track your application. If you are interested in medical staff affiliation, please call
Provider Relations department at (718) 334-5926.

Managed Care participation. Once credentialed we will connect you with our managed care plans
namely MetroPlus, Healthfirst and Neighborhood Health Providers.

Professional services. Continuing Medical Education (CME) seminars and programs that will enhance
your clinical knowledge.

Enclosed please find your pre-printed referral forms for specialty care and ancillary services along with
simple referral instructions. When properly completed and faxed, these forms will ensure that your
patients are expedited through the referral process and that you are provided timely feedback on your
patients' visit. If you have any questions or need an immediate appointment, please call our CHN office
at (718) 334-5970.

I look forward to working with you and your staff.

Sincerely yours,
STATIC NAME

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page 129



7.8 ENROLLING A PROSPECT
After completing all required fields, the status indicator will change to “PRND
DONE.” You will now have the ability to:

1. Send a Walk-In Letter or a Welcome Letter. If you have already sent one
or both of these letters, you will see the grid indicating the type of letter
sent, method sent, and the name of the person who sent the letter with the
date and timestamp.

2. Enroll the PRND Done prospect as a provider by clicking the Enroll
Provider button. This means you will no longer be able to add follow-
activities to the provider. More important, by enrolling the provider, you
will now transfers update functions to the Provider Management module.
The provider will also be on the path for eligibility for CHN Advantage
system access.

Steps
1. Click the Enroll Provider button. You will receive a warning message

alerting that the prospect’'s profile will be upgraded to provider and
transferred to the Provider Management module. Click OK to accept.

2. The status changes to Enrolled-Active. If the practice is already on-line,
the provider’s status will change to System Ready or System User, if
permissions are set to Yes for this provider.

3. You can now send an Enrollment Welcome letter to the provider. The

Enrollment Welcome letter control is always found on the Full Profile page.
You can no longer send a basic Walk-In or basic Welcome Letter.
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7.9

ACTIVITY SUMMARY REPORTING

Users: Provider Relations/Managers

Purpose: To view a summary of prospect-related activity, such as prospect
status (e.g. new, enrolled) as well as follow up details entered by
the Provider Relations staff for the last x number of days.

How to access: Left Menu—>Provider Relations—=>Activity Summary

Steps

(0]

For a quantitative summary of prospect-related activity performed by your
facility’s Provider Relations staff during a certain period of time, enter the
number of days. For instance, if you wish to view the summary for the last
20 days, enter 20 and click Show. Note that the default summary is for the
last 7 days.

For a summary of future follow-up activity during a certain period of time,
enter the number of days. For example, if you want to view the summary
for the last 10 days, enter 10 and click Show. Note that the default
summary is for the last 30 days. You cans sort the list by prospect, facility,
recruiter, initiation type, follow-up method, or follow-up date by clicking on
the desired column heading.

The last grid displays all those past follow-up activities performed by the
Provider Relations staff which have not yet been completed. You can sort
the list by prospect, facility, recruiter, initiation type, follow up method, or
follow up date. In order to do so, click on the desired column heading.
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7.10 RECRUITER ACTIVITY REPORTING

Users: Provider Relations/Managers

Purpose: To view a summary of the Provider Relations staff activity by
individual recruiters in order to assess recruiter and/or department
performance.

How to Access: Left Menu—>Provider Relations—>Recruiter Activity

Steps

1. Select the recruiter whose performance you want to assess from the
dropdown list. If you select the default All, you will be able to see a
summary of each recruiter’'s activity in alphabetical order. In addition,
selecting All will result in a grid displaying a summary of the overall activity
of the entire department — you will find this summary at the bottom of the
grid, right after the last recruiter’s activity summary.

2. Enter the start and/or end dates (mm/dd/yyyy) or use the calendar control
to select the dates. Click Search. Note that if you do not select the start
date and click Search, the start date will default to 01/01/2007. If you
conduct a search without having selected the end date, it will default to
today’s date.

3. The grid below will display a summary of the activity of the chosen

recruiter for the specified time period. It will also provide you with a
statistical summary of prospect-specific recruiter activity performed prior to
the time period selected.
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7.11

LETTER MANAGEMENT

Users: Provider Relations

Purpose: To update the actual text of the Walk-In Letter, Introduction
Letter, Follow-up Walk-In Letter, and Enrollment Welcome
Letter that has been created by and for your facility.

How to Access: Left Menu—>Provider Relations—> Letter Management

Please refer to Section 7.7 PRND Letters for a detailed description of these

letters,

to view sample letters, as well as for in-depth information about their

availability.

Steps to edit the text of the letters

1.

2.

Select the facility from the dropdown box.

Select the letter type whose contents you wish to update/add to from the
dropdown box.

Click the Edit Content button. This will open a window containing the text
of the standard letter that has been designed specifically for your facility.
The window’s appearance will resemble that of a Microsoft Office Word
document. You will be able to update the text by simply making the
desired changes in the text below just like you would in a customary Word
document. You will also be able to format the text by means of the
available formatting tools located at the top of the page.

Click Update to save your changes. You will receive a message
confirming that the letter content has been successfully updated. In the
alternative, click Cancel if you wish to abandon your changes.
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7.12 PRINT LETTERS/LABELS

Users: Provider Relations
Purpose: To print a letter/label for a particular prospect.
How to access: Left Menu->Provider Relations=> Print Letters/Labels

Note that you must first search for the prospect to whom you intend to send the
printed letter in order to confirm that the prospect already exists in CHN
Advantage.

Steps to print a letter for a particular provider

1.

Select the provider type (the default is Non-HHC), and select the provider
subtype (the default is Physician). Select a status from the dropdown box.

Enter the provider's last name; you may also enter only the first few
characters of the last name. You can also search by NY State license
number or NPI.

Check the Include box corresponding for the particular prospect(s) you
want to print a letter and/or label for.

Select a label from the dropdown box. You will have two choices: one
selection will contain merely the name of the selected provider(s), the
other will contain both his or her name and address. Click Print All Labels
to print a label for each provider that appears in the grid. Click Print
Selected Labels to print a label for each provider you selected when you
checked the Include box. Click Print or Cancel.

Select the letter type you wish to send to the provider(s). Note that here
you will be limited to three letter types; the Enrollment Welcome Letter will
not be available for selection since the prospect has not yet been enrolled
in CHN Advantage. Click Print All Letters to print a letter for each provider
that appears in the grid. Click Print Selected Letters to print a letter for
each provider you selected when you checked the Include box. Click Print
or Cancel.
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PART Il

REPORTS AND OTHER FUNCTIONS
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Chapter 8

REPORTS AND QUERIES

CHN Advantage reports and queries provide the user with information about the
referrals, providers, and practices. New reports also provide basic information about
patient transfers and outside user means of accessing CHN Advantage. Many queries
also provide active links that can be used to expedite certain edit processes.

CHN Advantage’s reports and queries will be phased in to the system throughout the
initial roll-out period. The reports and queries will be phased in over the next few

weeks.

ID Report or Query Name Summary of Usage or Functionality | Returns
1.1 Referral Query Searches referrals based on selected | Returns a list of matching criteria with
parameters. the ability to click through the patient
name to view mode for the referral.
0 The user can click on the patient
name to view the referral. User Also shows referral response time.
can click when the referral is
Canceled to view the reason why.
0 User can filter in various ways,
including today’s activity.

1.2 Referral Status Query Similar to above but with the ability to

send DNKA faxes—details to follow.

1.3 Provider Search Query Searches providers based on Shows all providers within specific

selected parameters. criteria, as well as by primary and
additional practices (color-coded),
with address and fax information.
Always direct update to CHN
category.

1.4 Practice Search Query o Returns a grid with the requested

information and links to view or edit.

15 CHN CHART REQUESTS This query is used to facilitate

generating patient Chart requests and
Registration letters, which in CHN
Advantage v. 2.0 will be delivered
manually to the recipient.

1.6 Outstanding Medical Shows referrals for which the provider | Shows referrals for which the provider
Clearances has not responded to a medical has not responded to a medical
(Medical Clearance Pending) | clearance requests. Enables second | clearance requests. Enables second

request faxing directly from the query | request faxing directly from the query
results. results. Use only for PEDIATRIC
SURGICAL CLEARANCE
REQUESTS.
1.7 Fax History Report Displays the type of alert/notices have | Lists the fax from and fax to names,

been faxed within a date range.

dates, and fax number particular

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0

Page 136




documents were sent from CHN
Advantage to the fax server. Does
not confirm  transmission was
successful.

2.1 External Quick View User selects outside provider criteria. | Shows external users based on the
criteria.

2.2 Provider Privileges User selects outside provider criteria. | Shows a list of the privileges
associated with a provider (refer in,
refer out, receive referrals)

2.3 Provider SMS ID Search Select SMS DMN Not Requested, Returns the providers with the

Requested, or Entered. selected criteria.

2.4 Provider Status Report Select a time period. Providers by insurance type and
specialty.

Shows new providers added to the
CHN Advantage system as
authorized users who are
credentialed by either the facility or
MetroPlus at the time of system
access.

25 Lacking Agreement Providers lacking a CHN Agreement
on File

2.6 Inactive Practices Part of Practice Maintenance, coming

soon
2.7 Name Change Events Part of Practice Maintenance, coming
soon
2.8 Recruiter Activity A PRND Report Query by recruiter to monitor

prospects who became CHN
Providers.
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Chapter 9

MANAGEMENT REPORTS

Management reports are being developing according to the functionality in the original
QHN version of CHN Advantage. Users will be sent an update to this manual when
these reports are integrated into CHN Advantage v. 2.0.

3.0 Access Survey By Timeframe Records survey at first login.

3.1 At-A-Glance Report Monthly Report. Referral increases/degreases over 6
months, Payers, and Response
Times.

3.2 Appointment Summary Search over time NO LONGER AVAILABLE

3.3 Quality Assurance Search over time Comprehensive initial fax response
report, organized by date ranges.

3.4 Payers Appointments scheduled or fulfilled, Bar or pie chart results, with
pie or bar chart, over a selected time | percentages of the total with respect
period to insurance payers.

35 Referral Summary Select timeframe. Returns a table with CHN categories,
number of providers within each, and
number of referrals and percentages
by provider CHN types.

3.6 Top Did Not Keep Select timeframe. Returns Practice, Provider, Total

Appointment Providers Referrals Received, No. of No-Shows,
Percentage, and link to a graph for
the provider monthly, since
enrollment.

3.7 Payer Mix Coming Soon

3.8 Scheduling Response Query by practice, patient, and dates. | Shows the number of days until the
initial response (i.e., first fax is sent).

3.9 Referral Summary Query by referral type, status, referral | Returns number of referrals by clinical
transmission, and dates. service, insurance, and status within

the specified criteria.

3.10 Service Summary Query by referral type, status, referral | Returns referrals by practice and
transmission, and dates. providers, insurance, and status,

within the specified criteria.

3.11 Bidirectional CPPs Query by individual provider, Indicates if provider can receive
insurance, zip code, specialty, and referrals from HHC and/or bypass
subtype HHC.

3.12 Internal Users Queries on all internal accounts Grid with all registered user detalils.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0

Page 138




Chapter 10
UPDATING YOUR PROFILE

Purpose: Enables users to view their CHN Advantage account profile and make

selected changes.
Users: All internal users.
How to Access: Left Menu->My Profile
Users may edit any of the information on the page except for their name, LDAP user
name, or group assignment. Contact you system administrator if you require a change

to your name, LDAP user name, or group assignment.

After reviewing or editing, click Save if you wish to remain on this page or Save and
Close to return to the home page.
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PART IV.

INPATIENT TRANSFER FUNCTIONS

The Inpatient Transfer Module Supplement

This supplement is provided as pages 139A-139ZZ to facilitate removal and distribution only to
relevant parties.
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1. TRANSFER FUNCTIONS
There are basically two transfer function user groups: Transfer Processors such as RNs
and CSWs, and Transfer Approvers, such as AODs and AOCs.

Both parties login to CHN Advantage through the Intranet and accept the usage policy.
If these users have not other functions, their home page will be limited to the following
menu items. Users will more extensive privileges will see the transfer links at the bottom
of their menu.

Walearna: Kumir, Semitesh M, S Fonre Tl Care Mok
HHC S ¥ Marmhbar S
Prirniasy HHC Facdiby:

HRC Faodity Indo

Hy Profile
Patient Transfers
Pationk Transfer Reports

L]

Help Baresna q: '
{Prasiice Guideinas @

4 Inkerret

2. PROCESSOR FUNCTIONS
Processes will have two links within the transfer module:

1. View Patient Transfer (For Viewing Transfer Queue)
2. Blank Face Sheet (To View and Printout Blank Face Sheet)

Wiim | Biknan, Anitesh e,

FEC S Marrhas
Priemai iy FHG Facifipn

Donin Beona Hoal th qﬁé'ﬁ;i&i’unl

Viaw Fatiant Transtan

Hiank Face Shaat

Patinnt Tranater Hepsrts

HIY Isfcrmation '; !E

T
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A. View Patient Transfers Link

Presents the patient transfer queue and shows the following records,
which are transmitted from the Ensemble interface with the clinical

syste ms:
Show Available Transfer
Patient Age Queue can take
Print.
r— _ L&)
B Shows Total fhow_Patlent
ocation N
Transfer Record N\« Number of el il B Show
can be filtered Transfer Record A
According to = Found = fssigned
'g 1O Show AOD/AOC AOD Name
Some Criteria. o & welzamne: Kumy List ) e
GE.org &
AN 2 A R G
My Profil ént Transfer Queue
Show “
Pati ent View Patient Transfars Tokal Number of T/Ansfers Found: 7.
c= Sheet
Name Filter Trangfers
EaiE atient Sending Location Service MRI Receiving Facility Appr Transfer Djsposition Assigned Click
Facility Status, Status \ To
on Albert 24 NCB Zi:rvsvey il 201 glebert Ej ‘ Y]ancer :T:nd L ?re;:;r;gr M\ Roger Woore U pdate
AnslDenald 29 NCB M Pedistrics- 203 fedical Crtr P o Transferred Transty Ramali Gopal Patient
- General wal R
Show Sendi ng Grahm Fleming 34 Fikago Pediatri facabi Medical Crir ing Pending Mot Detail
HH roval Transfer Transterreck
H H C Fac' I Ity Gral Mot Listednknown, Info Pending Mot
Transfer Transterred
Show Current i Mediosl pproved  Pending Mot
Transfer Transterred
Approval Status

Show Receiving

Vv Show Current
Facility

Transfer Status

Show Current
Disposition Status

&

44 Internet
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0 The Processor selects and individual record by clicking on the patient name. The
entire row will highlight to indicate that the selection has worked.

0 The processor can then assign an AOD/AOC from the dropdown box.

D Crm Adwanjage v, 7,0 - Micrassti Indprned | aplores

Fila & Ve Farokas  Tock Feip

Gm* O O 9 O Omvyhrwme ™ Fi-ip 2 - .H 3

B b fhbe b el oo D mibl ames

o [ G -1

it Eamner, Aerrtakh e,

Bawth Broin Mﬂt ﬁn Mudvianl
P Gtal¥ Mpmbar
P map BEeD iy t_‘ﬁ,._ } ‘ s

Dropdown Box:

Select AOD/fADC
Ll ;; Vatanq 1||r|1-ﬂ::
Blanih Fasy Dhesd
e e Rl LT e
r itk B DaaihFeme md
Crpfm Mevag 4 0B Chibmgs Falsltes- 208 g Mgl Trir Parimg Farslrg Lo Fogred; Koy (=5
] Aol Fimsteite Fragislors ad
trwuBela 2% RCD W el ol o e ot} i Lo feediLirsrscwn Hieres irdn Fadudrg N Smas Cortey Tae
D Ry Fraeniey Fomralereed
Orafes frlin 0 OB Vi aEOE X0 o< e Pl -l igrrerd Pl bl it by [
e Doy Frarais Pranuter ed
12
ﬁ ¥ et

o After the AOD/AOC from the dropdown box, two default run-time actions will be
executed:

1. The Command Butti [Assign AOD/ACE | il appear.

2. The selected AOD/AOC contact information will also appear next to the
button to help the processor confirm he/she has selected the correct person.
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D CHN Advantage v. 2.0 - Micresall Imternet Explarer
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Selected AOD/AOC
Individual Personal
Information
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0 After confirming, click Assign AOD/AOC. The patient leaves the work queue of
the processor and moves to the work queue for the assigned AOD/AOC.
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2. APPROVER (AOD/AOC) FUNCTIONS START HERE
As soon as the processor selects and transmits the transfer request to the

AOD/AOC, an alert is sent to the approver and the ASSIGNED AOD/AOC
Column in Data Grid is populated with the record.

3 CHM Advanlage v. 2.0 - Microsafl Iaternel Explorer
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There are special considerations in this process:

1. If Transfer record is already assigned the to the same AOC/AOD a
message box will display and alert the user that the request is already
assigned to the Selected AOD/AOC. The user should acknowledge the
message by clicking OK.
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If Transfer record is assigned the a different AOC/AOD a message box
will display and prompt the user with the following:

This Request is already assigned. Do you want to change the Assignment
to AOD/AOC?

Click OK to proceed or Cancel to retain the original AOC/AOD
assignment.
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3. FILTER TRANSFER
You can filter the Transfer Queue by the following criteria:
o Location
Service (Available Values)
Disposition Status (Available Values)
Facility (Available Values)
Last Name

o0 o0 oo

CHNwoywTGEers T p,;_,h

W e

HHG Facillty info

lers

Trandiess
Blank Feoa Shawt
Patient Translor Reparts

Senaon: | ieiect Servite-- -
Bisposition Stalus; | ekt ot -
s By el Fackty— -
Last Hamsa:

>

Clicking Cancel will return to the RN Workload Screen.
Clicking OK will filter the transfer records
The Clear Filter option is available only if there is existing filter criteria.

Upon filtering, the Filtered button will display in red and show the total number of
transfer found.
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To remove the filter, click the (red) Filtered button.
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PRINT QUEUE (RN WORKLOAD SCREEN)
Click the Print Queue link at the bottom of the transfer queue. The following
screen will appear:

[ HHC Facifty ndo * About TN
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You will have to links: Click to Print and
print process.

Click to Back. Click to Print initiates the
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5. EDIT FUNCTIONS (IN DATA GRID)
Clicking the EDIT button you will be redirected to Transfer Face Sheet.

I
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The Transfer Face Sheet includes information such as:
v Transfer Current Status
Current Assigned AOD/AOC
Current Approval Status
Current Transfer Status
Current Disposition Status
Sending & Receiving Facility
Sending & Receiving Service Code
Patient Demographics
Patient’s Medical Condition
Approval — Sending Hospital Physician In Charge
Ambulance Service
Patient’s Belongings
Receiving Facility Information
Insurance Information

AN N N N N NN

In addition, there are different functions that can be triggered with command button
controls:

= Pending

= Transferred

= Returned

= Cancelled

= Withdraw

= New Info

=  Select AOD/AOC
=  Print

= Update

= Reset
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The command buttons trigger the following actions:

1. Pending (Set by the System or RN or other transfer processor)
Indicates the transfer request has been reviewed and work has actually
begun on this transfer as indicated by manually setting this code or
automatic when the transfer record is being documented by RN. The
status can also be reset to NEW by using the “Withdraw” Button.

2. Transferred (Set by the system or RN or other transfer processor)
Indicates that the patient was transferred, that is, has left the sending
facility (but not that the transfer has been “fulfilled”). CHN Advantage will
set this code automatically when the “Actual Time the Transport Arrived” is
recorded on the transfer record. The status can also be reset to NEW by
using the “Withdraw” Button.

3. Returned (Manually set by the RN or other transfer processor)
The patient has been transported from the HHC sending facility, but the
receiving facility has denied admission and the patient has been returned
to the sending facility. The status can also be reset to NEW by using the
“Withdraw” Button.

4, Cancelled (Manually set by the RN or other transfer processor)
If instructed by the MD, the status can also be reset to Pending using the
Cancelled button. The status can also be reset to NEW by using the
“Withdraw” Button.

5. Withdraw (Manually set by the RN or other transfer processor)
The status is reset one level to New.
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10.

11.

New Info (Manually set by the RN or other transfer processor)
The RN has provided additional information in response in response to the
AOD/AOC'’s request for more information.

Select AOD/AOC (Manually set by the RN or other transfer
processor)

Select AOD/AOC for Transfer Request Assignment. After selecting
AOD/AOC from the Dropdown Box, two Default Run Time Action Will
Perform:

Assign buttons will appear as appropriate.

Print (For Printout)
To print a Transfer Face Sheet

Update (RN or other transfer processor)
Used to execute updating patient information.

Reset (RN or other transfer processor)
Cancels any temporary changes.

Close Manually set by the RN or other transfer processor)
Redirects to the RN Workload Screen.
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6. Printing a Blank Face Sheet
If you are initiating a manual transfer outside CHN Advantage, you will need to
print a Blank Transfer Face Sheet. Clicking on the link will redirect you.

W mlcomes s, Annritesb Piowth ml‘lﬁlﬂql_‘:-‘ﬂ_ﬁmmmh
s na fpcom Byi

HHE Faciry info

In-:-—uunum-

98

You will receive a pop-up message advising you that to confirm that you are
using this function either because the clinical system interface is unavailable or
you have an emergency situation. Click OK to accept this message. If neither
reason is true, you need to exit the function and contact the MD to create a
transfer request in the clinical system, which will be transmitted to CHN
Advantage.

Assuming the off-line transfer is feasible, the transfer processor will need to
enter:

1. The Reason for transfer
2. patient Name
3. The MRN.

i A i S, - -..,..........w@;‘?;.‘.mﬁ.
ﬁ:.?:;::‘gh;;', ‘Fﬁ-ﬂt-ll- mft::'.-_.'

e

AT AT T

Faamon for Traneler] | —Sslst A -
Blgnk Facm Shoaet Fioud Houwye
[ Wy Larsa Hhuwe:
BIFH Rl ; |
[ oK || Rews |
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Click OK to print out the Blank Face Sheet, or Reset to clear the input.

l.'\n|-- Fanarm Tranifass
Blesk Faoa Thaat L o ot L0t il e e B D i
ransferBeperts | Date/Time of Transfer:
Sermling Facibty M | Fecheating Facibty Mame:
| Stnating Chrical Serace: | Rt hrvinng Clinkcal Senace:
Patient Demographics:
Patient’s name (Last)  RATHORE Getden: Ao Pate of Biskic il Recond
Pafiend Frst Haime:  RITA BET075
Manial Stahes: ReligEsic Rare:
r— [Homa Tole: Dy Tol == okl Tod 1
Ir.. TG Il.m“m - ]P.“_-" rm:urnmmr .I. wﬂi";:‘"‘"
] rore B Inkermat

[END TRANSFER FUNCTION SUPPLEMENT]
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APPENDIX |

USER ACCESS FORMS

USER ACCESS REQUEST

HHC staff who handle referrals, provider relations, or other non-
clinical (provider) functions.

Purpose: To request system access to CHN Advantage.

How to access: You must be logged in to the HHC Intranet. There will be a

link from the Intranet to CHN Advantage. Click on the User
Request Form link located on the login page.

Select title, job title, and facility from the appropriate dropdown boxes.
Enter your first name, last name, phone number, HHC email address in
the appropriate fields and indicate the type of access that you are
requesting.

Enter the reason for requesting system access. Note that the text is limited
to a maximum of 300 characters.

Enter your LDAP user name and password. Note that both the user name
and password entered must be the same that you use to access your
HHC email and the Internet. = CHN Advantage will not maintain your
password nor will the CHN Advantage system administrators have access
to it.

Click Send Request at the bottom of the page. You will receive a message
confirming that your request for user access has been successfully filled
out and sent to the Administrator. Once you click OK, you will see the
View User Access Request Form which contains a summary of the
information you entered in view mode. You will once again see a
confirmation that your request has been sent to the administrator, along
with a time and date stamp.

>Note: Note that you can only submit one request form per user. If you

attempt to send multiple requests, you will receive a message
notifying you that your second request did not go through.
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STAFF PROVIDER FORM

HHC-employed physicians or other clinicians who will make
referrals through CHN Advantage.

Purpose:  To request system access to CHN Advantage.

How to access: You must be logged in to the HHC Intranet. There will be a

link from the Intranet to CHN Advantage. Click on the Staff
Provider Form link located on the login page.

Please read the text at the top of the page in order to make sure that you
are using the appropriate form.

Select a title, job title, primary HHC facility, and terminal degree from the
dropdown boxes.

Enter your first name, last name, gender NYS license number, NPI, phone
number, panic value number, fax number, and HHC email address in the
appropriate fields. These are required fields.

<Notes: Why do you need my gender?

CHN Advantage captures provider gender for identification and
statistical reporting.

Why do you need any of this information if I'm directly
employed by the facility?

CHN Advantage requires a substantial amount of information for
providers to have system access. For HHC staff providers. the
information required for an account appears on this form. For
community providers, there are many more bits of information
required. Your account creation process has been significantly
streamlined.

Enter the reason for requesting system access. Note that the text is limited
to a maximum of 300 characters.

Indicate whether or not you require access to the Patient Transfer module.

Enter your LDAP user name and password. Note that both the user name
and password entered must be the same that you use to access your
HHC email and the Internet. = CHN Advantage will not maintain your
password nor will the CHN Advantage system administrators have access
to it.
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7. Click Send Request at the bottom of the page.

SNote: Note that you can only submit one request form per user. If you
attempt to send multiple requests, you will receive a message
notifying you that your second request did not and will not go

through.
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APPENDIX II
FACILITY ADMINISTRATOR FUNCTIONS—FACILITY CONTROLS

The facility administrator has the ability to customize certain data points that will be
used for dropdown lists and system-generate letters. In some cases, such as
Services/Procedures and Insurance, the facility administrator is working with a data set
established by the global administrator, and picking those items that are relevant to
his/her facility. Other tools allow the facility administrator to populate entirely, such as
patient check-in points and prerequisites.

1 PATIENT CHECK-IN POINTS (Control No. 1)
This tool is a look-up file that enables you to set up all of the facility’s patient
check-in points. The items you enter here, if Active, will appear in the service
offerings dropdown controls and populate confirmation letters to patients and
providers.

Steps
1. Select the facility. If your facility is independent, the dropdown list will

default to the facility. Otherwise, you must enter data for each facility you
are responsible for.

2. Enter a check-In point, e.g., Outpatient Services Desk, Managed Care
Office, Johnson Pavilion, etc.

3. Enter the location or room number of the check-In point.

4. Click Add Check-In Point to save the new item. The system will post who
created or updated the item.

To edit an exiting check-in point:
1. Click the Edit button next to the item you wish to edit.

2. Change, check, or uncheck Active, where needed.
3. Click Update to save or Cancel to return to the menu.
Check-in Point: LocationRoem No.: |_ Add Eﬂ““"" Point .|

Check-In Polni Location Romm Acthe Created By Dt e Updated By Diate

Eﬂ Ambulatany Care Desk Main Lobby West 23nd Murigan Kisda  OXZIC007  Murugan Kiksda 023007

Edit| Johson Pavilion Main Lobby Right Murugan Kikada 02A32007  Wurugan Kikada 22007

:Edﬁ | Out-Patient Services Weasl 22nd St Murigan Kilada O5A T R007 Murugan Killada 0s22007

fﬁ_n—j Pediatrics B-232 Murugan Kilsca 01242007 Murugan Kilada 04092007
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.2 PREREQUISITES (Control No. 2)
This tool enables each facility to build a customized list of prerequisites that will
be used to complete the Service/Procedure settings that control the service
offerings and the types of providers that can make specific service referral.
Specific prerequisites will appear on referral forms for providers to acknowledge.

Steps
1. Type in a prerequisite. You may also copy and paste a list containing

multiple items instead, but separate each prerequisite with a line break
(press the Return or Enter key).
2. Click the Add Prerequisite button to save.

3. Use the Edit button to make changes or uncheck Active.

Type o copsy aed paste in Prerequisi e list vahees

[ Add Prerequsie

ik o Prol it Mcthw  CieatedBy  DateCroated  UpidatedBy  Date Updal
[Edn] Basic Metabolic Pansl Morigen Kilads D4 HE0GT P
Edit| Birth Veeight and Weeks Gestation eS0T DECROMT
[Edqn] EUN and Croatining Murugen Millads (473002007 007
[Eanl Cardiogram Murugen Wllads (40007 Mrugan Kilsds  4/30T0T
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1.3 SERVICES/PROCEDURES (Control No. 3)
This tool is the most complex tool you will need to work with as a network or
facility administrator. The tool establishes all the services and procedures that
are offered by the facility, according to the major service groups established by
the global administrator.

Let's first explore the hierarchical relationship of service offerings. CHN
Advantage v. 2.0 allows up to five levels. The first two levels are controlled by
the global administrator.

The facility can then enter all appropriate services/procedures to the service
Group and Consultant Type/Clinical Service Area (CSA). Therefore, if the global
administrator established that Ambulatory Services is a Level 1 group, and
Pulmonology is a Level 2 group, the facility can then determine the offerings,
such as consultation, PFT, exercise study, and so forth.

The facility also has the option to add two additional levels, as show in the
following model:

[ Global _Controls 11 Facility _Controls ]
Level 1 - Level 2 - Level 3 > Level 4 - Level 5
Service Group - Consultation Type/CSA -> Service/Procedure > Type or Specification > Specifics/View
Ambulatory Services - pulmonology > PFT - Full - w/Methocholine

You can also use this tool to assign the patient’s check-in point from the list you
created earlier, and select any prerequisites. You can indicate from whom you
will accept a referral.

You must also add the service point. The service point is the room or location
where the actual consultation, service, or procedure will take place. This data is
necessary to ensure that the patient’s chart is delivered to the correct place.

This tool also enables you to check off if the referral for the service/procedure will
require approval of the clinical service area. This has a direct effect on the
routing process of the referral. If you check Needs CSA Approval, you will get a
list of CSA reviewers.

Finally, to add level 4 and 5 details, click the Get button after Adding the
service/procedure.
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Services/Procedures Offered (Level 3)

Facility: |-—Sele-:t-- - I Service Point:
Service Group: |--Select-- - I Consultation or CSA: |--Select-- - I
Service.Procedure: Check-In-Point: |-—Select—- - I
Prerequisite(s): —-Select-- Accept From: --Select-- a
HHC-Based - Certified Midwife
HHC-Based - LCP
HHC-Based - NP
HHC-Based - Physician
HHC-Based - Podiatrist
HHC-Based - Psych NP |
Needs CSA Approval: [l

Add Serice/Frocedurs

* meansHHC Based

Fac Service Group CSA Service/Procedure Service Check-In-Point Prereguisites Accepting CSA Active Details

Point From

Edit CH Ambulstory Cardiology Adutt Cardiology 41 Patient Registration P |l Get
Services Conzuttation Ares Physician®

Dentist

Physician

Edit CHH Ambulatary Pulmonology Azhestos Consult Mone Out Patient Service X-Ray Film Physician® ] = Get
Services Physician

Edit CH Ambulztory Dermatology Biopsy More Patient Redgistration CBC Physician® - Get
Services Area Physician

Edit CH  Ambulstory Cardiology Cardiac Electrophysiology Mone Patient Registration Physician® E = Get
Services Area Physician

Edit CH Ambulatary Dermatalogy Conzultation Mone Referral Office Phyzician® | i Get
Services Physician

Edit CH  Ambulztory Pulmancl oy Conzuttation Mone Phyzician® | il Get
Services Phyzician

Edit CH Ambulstory Cardiology Conzuttation Mone Patient Registration Phyysician® F = Get
Services Area Physician

Edit CH Ambulatary Gastroenteralogy Consultation Mone Patient Registration Physician® | i Get
Services Aren Physician

Edit |CIH Ambulatory Encocrinology  Consultation - Disketes  Mone Referral Office Phyzician® F ¥ Get

The above shows four items that have been posted by the system administrator
who has access to CIH and NCB facilities. The Accepting From column saves
space by showing a red asterisk for those providers who are HHC-based; those
without a red asterisk are community providers.

To add a Level 4 specification, click the Get button. This opens a new form, in
which you can enter or copy and paste level four procedures, such as the body
part to be X-rayed, or w/Contrast or w/o Contrast. Click Add Type of
Specification.

Service Type/Spedfications for
Typee oo Copy and pastie in Senace Type Speclic ation st v

=l

| Add Type or Specdication | Em[
Chek o e  Acive Crosted By Diate Craend Updatod By Duste Uipdiated Dot s
Edd Full = Lirwit Barats Ol anr Lewin Daratz D8r22007 Gl

Finally, you can add a 5th level of detail by clicking the Get link in the Details
Column.

Click Exit when done to take you back to the Level 4 screen, then Exit again to
return to the main Services/Procedures tool.
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1.4 INSURANCE (Control No. 4)
The facility can select insurance providers and products/LOBs from a universal
dataset entered by the global administrator. These will be mapped to referrals
and present a warning message whenever a patient’s insurance, as indicated on
the patient referral form, does not match those insurances selected by the facility.
If you attempt to enter an insurance that is already in the system, you will be
presented with a warning message (as shown in the screenshot below).

This does not prevent the user from processing the referral if they wish to

proceed.
Fadlity Insurance Plans {Companies, Providers)
Facility: [Coney 1sknd Hospral | insurance Provider:  [Beacon Health Strategies =l
Product L 06: -
Click to  Fac Insurance Plan Product L OB Active  Created By Date Upekated By Daster
Created
Ed'rr| CIH  ™Nol Listed [# ErnMoss 02052007  Ern Woss OR2007
Edit | MCB TSeltinsured or None [ Mursgen OSMER007  Lewis Borstz  (SU0RG00T
L ]
Edit | #MC T Sei-Insured or None [F Munagan OF 02007 Mrugan OF 00T
Lt ] Fillaiy

Edit| ©H T Seiinsured ar None Lewis Baralz  OTQTR007T  Lewis Baratz 07272007

4|

Edit | NCB Asina HMO, P05, Medicare Murugan 0SNBROOT  Murugan (e B2007
MCO Hittwls K

Edu ]| NCB Affindy MCO, FHE, CHP Lewis Boealz  0B0S0007  Lewis Boralr 06255007

k|

Al

SNote: If an insurance provider or product/LOB accepted by your facility is
not found, please contact the global administrator to add the item to
the database.
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1.5 SMS CONTACT (Control No. 5)
This control enables the facility administrator to routing requests for an SMS
Doctor Master Number through CHN Advantage.

Steps
1. Select the facility from the dropdown box. If you are a peer or other kind

of network, each facility will require an SMS contact—even if it is the same
person. If your facility is an independent facility, the dropdown box will
default to your facility.

2. Enter the facility’s SMS contact name, email address, and phone number.
3. Click Save SMS Contact. You will receive a confirmation message after
saving.

Only one SMS contact can be added—updating will overwrite any existing
contact. Users can still send their request to up to three other individuals on an
occurrence basis.

>Note: You can also fax the SMS DMN request form through the system,
but you will need to enter the fax number on a per-occurrence basis
at the time you actually make the request. You can also send email
copies to up to three other individuals.
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.6 LOAD FACILITY PREP NOTICES (Control No. 6)
The facility has the ability to upload test prep notices. These notices will be
available to providers logged to print out and give to patients.

To load a test prep notice, name the notice and the language of the notice. Use
the browse button to find the test prep notice document and click Upload Prep
Notice.

To update a notice, delete the original and re-upload.

Facility: Im Prep Notice Name:
Upload Prep Notice: I— Browse... | Upload Prep Motice
Facility Name Prep Notice  Active  Updated By Date Updated Action
Edit | CIH Chaolesterol Screening - English e [#  ErinMoss 1052007 11:11:49 AM Delete
Edit| CH Chalesteral Screening - Russian igw [#  ErinMoss 10052007 11:14:47 AW Delete
Edit| CH Test Motice with Spaces e [#  Lewis Barstz 10102007 10:51:18 AM Delete
Edit| CH Testing for DOC BLOB File. Wiew [F  Lewis Baratz 1101352007 12:38:14 PM Delete
Edit| CH Upper Gl Series - English iew [#  EfinMoss Bf22/2007 5:18:52 PM Delete
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.7

USER DEFINED FIELDS (UDFs, Control No. 7)
This tool enables you to set labels for any of the three customizable fields. The
fields are optional textboxes. One each is included on the Practice form, the
Provider Profile form, and the Patient Profile form.

The data entered in a UDF is optional and for informational purposes only. At
present, the data is not included in any reports.

Steps
1. Click the Edit button to access the UDF controls.

2. Enter a label for one, two, or all three of the controls.
3. Click Update to save or Cancel to return to the menu.

SNote: For facilities in peer-to-peer relationships, the change made by a
system administrator will appear on the forms accessed by the peer
facility. Remember, in a peer-to-peer relation, the facilities share all
data, forms, and customization, except for service offerings and
insurance information.
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1.8

REFERRAL LETTER MASTERS

This customization tool enables the facility to edit the template letters that can be
printed, stored, and/or faxed through CHN Advantage. The system comes
loaded with template letters based on the current letters in production at the
Queens Health Network.

However, understanding that different facilities need different wording in the
letters the system links to a proprietary content management system that enables
facilities to create their own referral letters, using several built-in key data points.
These data points are called FlexData, and work as inserted objects that draw
data directly from the CHN Advantage database. The system works like a mail
merge function, where you select certain inputs that will merge or be dropped
into the letter.

The content management for referral letter masters offers more functionality that
the basic text editor for the PRND letters. This section will guide you through
creating and managing the referral letters.

SNote: Some HTML knowledge will be very helpful for creating or
modifying tables in the letters. This manual will provide instructions
for modifying tables using HTML. Otherwise, you don’t need any
HTML knowledge.

11.L8.1 Types of Referral Letters
There are five types of referral letters:

1. Letters sent by the Facility to Providers:

Form ID Title Sent By To Purpose
Prov-01 Did Not Keep Facility Provider Notifies provider that patient did
Appointment not keep appointment at facility.
(No Show) This is the result of referral
office research and
confirmation that patient did not
show (charts and Misys).
Prov-02 Appointment Notice Facility Provider Notifies provider of patient’s
to Provider appointment and what to bring.
(Appt. Notice)
Prov-03 Medical Report Facility Provider Post-consultation notice of
recommended follow-up action.
Prov-04 Pediatric Medical Facility Provider Notifies provider that a pediatric
Clearance (Pre- patient requires a surgical
Surgical Evaluation) procedure and requests a pre-
Request for surgical evaluation action by
Ambulatory Surgery the PCP.
Prov-05 Pediatric Medical Facility Provider Notifies provider that a pediatric
Clearance Request patient requires a surgical
(Pre-Surgical procedure and requests a pre-
Evaluation) for surgical evaluation action by
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To

| Form ID

| Title

~ Purpose

Ambulatory Surgery the PCP for a rescheduled
Rescheduling procedure.
Prov-06 Non-Pediatric Facility Provider Notifies provider that a non-
Medical Clearance pediatric patient requires a
(Pre-Surgical surgical procedure which
Evaluation) Request requires a pre-surgical
for Ambulatory evaluation action by the PCP.
Surgery
Prov-07 Non-Pediatric Facility Provider Notifies provider that a pediatric
Medical Clearance patient requires a surgical
(Pre-Surgical procedure and a pre-surgical
Evaluation) Request evaluation action by the PCP
for Ambulatory for rescheduled procedure.
Surgery
Rescheduling
Prov-08 Appointment Did Not Facility Provider Notifies provider that an
Materialize appointment did not materialize,
for reasons other than No
Show.
Prov-09 Managed Care Facility Provider Issued when insurance requires
Referral Request authorization from the PCP in
order to send the patient to
another service/consult area.
For example, the patient has a
urological consultation at an
HHC facility and the urologist
recommends a consultation
with a cardiologist, so a new
referral is required.
2. Letters sent by the Provider or Facility to the Patient or Patient’s
Guardian:
Form ID Title Sent By To Purpose
Patient-01 Request for Provider Patient Heads up alert that an
Appointment appointment has been
(Temporary requested and will most likely
Appointment Notice) be scheduled at an HHC
facility.
Patient-02 Appointment Notice Facility Patient Notifies patient of appointment
to Patient. and what to bring.
Patient-03 Doctors Note or Facility Patient This letter serves as proof that
School Letter the patient was at the hospital
facility (“sick day”).
Patient-04 Ambulatory Surgery Facility Patient Confirm surgical appointment
Appointment Notice and basic information
Patient-05 Pediatric Ambulatory Facility Patient’s Confirm surgical appointment
Surgery Appointment Guardian and basic information
Notice
Patient-06 Gl Appointment Facility Patient Special instructions for Gl,
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| Form ID

~ Title B | To
Notice For Procedure

~ Purpose
where authorized

3. Letters sent by the Facility to the Patient for OBS:

Form ID Title Sent By To Purpose
OB-01 Obstetrics Welcome Facility Patient Welcome new patient.
Letter
0OB-02 Birthing Letter Facility Patient OB Patient follow-up 1
OB-03 LD Tour Letter Facility Patient OB Patient follow-up 2.
4. Letters sent by the Facility to an Internal Service Unit or Clinical
Service Area:
Form ID Title Sent By To Purpose
Internal-01 | Request for Service Facility CSA Intake office sends to internal
Approval consultant specialty area for
review prior to making
appointment.
Internal-02* | Registration Alert* Facility Ambulatory Advises the registration desk to
(Reg Form) Patient expect the patient.
Registration
Office
Internal-03* | Chart Letter* Facility — CSA Alerts the service area so that
Intake office CHN Advantage can pick up
the chart and get the report
back to the referring provider

*These services are handled through a streamlined query, coming soon.

5. Letters sent by an External (Referred to) Provider to the Initiating Provider
or from the Facility to the Initiating Provider and/or Patient Concerning a
Rerouted Referral:

Form ID
External-01

Title
Appointment Notice
To Patient From
Facility

Facility

Patient

Purpose

Used when the facility has
rerouted the patient to an
outside provider.
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 FormID  Title ~ Purpose

External-02 | Appointment Notice Outside Patient Used when the facility has
to Patient From Provider rerouted the patient to an
Outside Provider outside provider.

External-03 | Appointment Notice Facility Provider Used when the facility has
to Provider From rerouted the patient to an
Administrator outside provider.

External-04 | Appointment Notice Outside Provider Used when the facility has
to Provider From Provider rerouted the patient to an
Outside Provider outside provider.

External-05 | Medical Report From | Facility Referring Used when the facility has
Facility to Provider Provider rerouted the patient to an

outside provider.

External-06 | Medical Report From | Outside Referring Used when the facility has
Outside Provider to Provider Provider rerouted the patient to an
Provider outside provider.

External-07 | Did Not Keep Facility Referring Used when the facility has
Appointment From Provider rerouted the patient to an
Administrator to outside provider.
Provider

External-08 | Did Not Keep Outside Referring Used when the facility has
Appointment From Provider Provider rerouted the patient to an
Outside Provider to outside provider.
Provider
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11.8.2 Available FlexData

Field Name Data type Notes

Appointment Date and Time Datetime From the referral form.

Appointment Date Only Datetime From the referral form. Ignores the time
field.

Appointment Facility or Practice TextString The ultimate site to which the patient will be
sent for the referral.

Appointment Instructions TextString Pastes in data from the appointment
instructions box.

Appointment Time Only Datetime Ignores the data field.

Check-In Location TextString Shows the locations available for the
selected service. Allow nulls.

Consult Practice Address TextString Used for bi-directional or re-routing

Consult Practice City, State, Zip TextString Used for bi-directional or re-routing

Consult Practice Name TextString Used for bi-directional or re-routing

Consult Practice Phone No.

Formatted String

Used for bi-directional or re-routing

Consult Provider Fax No. TextString Not generally used.

Consult Provider Degree TextString Used for bi-directional or re-routing

Consult Provider Full Name TextString Used for bi-directional or re-routing

Consult Provider Last Name TextString Used for bi-directional or re-routing

Consultation Type/CSA TextString Appointment information.

Date Datetime The date the specific letter is being created
(“today’s date”)

Did Not Materialize Reason 1 Textbox This is a text box that the user can fill in at
the issuing a letter to the recipient. At least
one.

Did Not Materialize Reason 2 Textbox This is a text box that the user can fill in at
the issuing a letter to the recipient.

Did Not Materialize Reason 3 Textbox This is a text box that the user can fill in at
the issuing a letter to the recipient.

Facility Letterhead Image Pulls from the CO system.

Facility MRN 1 Text Up to four MRN's can be inserted in any
letter. All null.

Facility MRN 2 TextString

Facility MRN 3 TextString

Facility MRN 4 TextString

Facility Name — Referral TextString Where the referral was originally sent.

Facility or Practice - Ultimate Dropdown Used if the patient is referred to another
facility after treatment/service performed at
a facility. Shows available facilities.

Follow-up Visit Date & Time Datetime When follow-up field is populate.

HHC Confidentiality Notice Datetime Set by central office in the global controls.

Medical Clearance Deadline Datetime Used for showing the deadline for a medical
procedure clearance request, when data is
entered.

Patient Address 1 & 2 TestString From patient main address

Patient City, State, Zip TestString From patient main address
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Field Name

Data type

Notes

Patient DOB Date

Patient Full Name Text The patient for whom the referral was
created

Patient Gender String M, F, U

Patient Gender Possessive String His, Her, His/Her

Patient Insurance Plan TextString Values are as set by CO System
Administrator in the dropdown controls
management

Patient Insurance Policy No. TextString Allow null.

Patient Insurance Product TextString Values are as set by CO System
Administrator in the dropdown controls
management.

Allow null.

Patient Phone 1 TextString Where available. Allow null.

Patient Phone 2 TextString Where available. Allow null.

Ref. Auth. Exp. Date TextString Pulls from the CO system. Allow null.

Ref. Auth. No. TextString Entered at the time of creating the letter .
Allow null.

Ref. Auth. No. Visits TextString Optional field in the referral form. Allow null.

Ref. Practice Address TextString The address of practice of the provider who
made the referral.

Ref. Practice Fax No. TextString The fax number of the practice of the
provider who made the referral.

Ref. Practice Name TextString The name of the practice of the provider
who made the referral.

Ref. Practice Phone No. TextString The phone number of the practice of the
provider who made the referral.

Ref. Provider Degree TextString The degree of the provider who made the
referral

Ref. Provider Full Name TextString The full name of the provider who made the
referral

Ref. Provider Last Name TextString The last name of the provider who made the
referral

Ref. Provider Patient ID TextString Allow null.

Service/Procedure TextString The referral service.

Special Instructions Textbox Text Entered at the time of creating the letter.
Allow null.

Textbox Text Entered at the time of creating the letter
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11.8.3 Creating or Editing a Referral Letter with the Content Management
System
The facility administrator can edit letters without any knowledge of HTML,
although a little bit of HTML experience will certainly help with creating
more attractive letters with table layouts. This manual will demonstrate
the HTML tags for tables, as this is most like the only HTML knowledge
necessary for the content managed letters. In most other cases, the text
editor is sufficient.

1.8.4 Editing an Existing Letter
We will start with editing existing letters, since most facilities will use the
preloaded letters.

SNote: If a facility does not perform an edit function, they will
always use the master template that comes preloaded
with the system. Once a facility administrator edits a
letter, the facility then owns that copy.

Click Left Menu->Facility Controls—>8. Referral Letter Masters.

2. If your facility is in a peer or custodial relationship with another
facility, you will need to select each facility whose letters you wish
to edit. If your facility is independent, the list of available letters will
default directly to your facility.

3. Click the Edit Content link in the right-hand column for the letter you
wish to customize. You will see the letter and the language that is
available. You can use the Add button to create another language
version of the letter (See Section 11.8.5).

Lottisr G Bttt Holcs Foit P ooodaio’ Contenls:

Language St Mk
I'-n-:..-'.f'! :-_I hop: :h."n_!!n"nl H_r.'J_u- For r'ru_tm:-.'n EJ:-' ) E:'_-"!!'r'.l':_
o, ol records fpage : 15 e 1 S8 R
[ Add ] Back
4. Click Edit to open the letter. You can use the text editor to change

fonts and sizes, colors, add bullets, numbered lists, bold, italic, and
underline. You can also add or remove text as needed.

Remember, the Enter key defaults to a two-line break. Use
CONTROL-Enter to skip only one line.
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5. To customize the letters in terms of pulling data from the referral
form, use the FlexData in the dropdown box.

The following example shows how to add Patient City, State, Zip to
the letter. Move the cursor to the exact place where you want to
insert the FlexData object; click on the item in the dropdown box
and it will appear in the template.

HHE Faclity lnks & Aboul CHN +  Contasl ¢ Lk T
ige ']‘
| Gl Appaintmen] NoSce For Fmocedun
! ElPu:-g-w'. "'Ia.."t- i IE B.fﬂﬁ-xll‘-{.?i
TErL T ey -".'f‘_iﬁ = T
= I3 [smbok =] B8 E [ciect Mo Dt

[Fiodkcal Clear ance Deadine
Paitwont Address | &2

<Farility Letterbead-
Paftiesrd [0}

Patiant Pl Name

3 - Fatwtd, Gerder

“Date Pratrt [rmr acaos Plan
Pratarl [rar ot Pobcy b

<Patient Full Names [ Darswe frodst

<Patient Address | & 3Paoen o

Facility WEY <Facility MEN 1> <Facility MBN 2> <Facility MRN 3> <Facility MEN 4>
F.eferr_".,g Thysician <Refl. Provider Full Name>

Your Gastromtestmal/Colonoscopy appombmest at <Facility Name - Referral> . o dyied for

o Iroeerat

6. To remove an item, click on it then use the Delete key. To
immediately restore an item you accidentally deleted, click
CONTROL-Z (same as in MS Word—this undoes the last action).
You can also copy and paste objects.

7. When you have finished customizing your letter, click the Save
button all the way at the bottom left of your screen. You will then
have the ability to further edit or preview your letter, or make it
inactive.

As you see, basic editing is done through the user interface, where you
can add bullets, numbers, indentations, bold, italic, and underline. Notice
in the following example, the Check-In Location Flexdata has been added
twice. To remove the second Check-In Location, click once on the
Flexdata. The Flexdata will highlight, and you can delete with the Delete
key.
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School or Employer Letter {'Doctors Mote™) *

EINUrmaI ;IITimEs ;”3 ;I IWhite - E B 7 U zhe xX° X, /7 E

BT A AN Y-S AT N N=Y =[] =N

= A ISymbols;la i |Select Flex Data ;IB

To Whom It May Concem:| =

This is to certify thay <Eatient Full Name> .. .cn ot our facility on <ADPointment Date Only> 1.,
require additional confirmation please call us at <TYPE IN PHONE WNUMEER=.

Thank you.
<Check-In Location> <Check-In Location>
Tours truly,

<TYPE I CONTACT MAME=
Director, CHIV Eeferral Services

CONFIDENTIALITY NOTICE: -

=HHC Confidentiality Notice=

When creating your letters, make sure you add all spaces and
punctuation. You can add formatting to the text such as Bold, Italic, and
Underlining. You can right, left, center, and justify the formatting, add
bullets, and add lines.

The Enter key after a line results in a double space; to single space, use
CONTROL-Enter.

After creating or editing your letter, click the Save button.

The Text and Special Considerations Flexdata will create a text box or text
area where you can input items at the time of creating the letter for a
patient. Use the Text Flexdata is the data is short, such as a date or room
number. Use the Special Considerations Flexdata if you require a larger
data field, such as to type in special instructions to the provider or the
patient.

Preview

When you preview your letter, you will notice many of the flexdata will
appear as text boxes. This is because no data is available to fill in these
fields. You will also not have your letterhead or other data loaded. These
are assembled at the time you actually generate a specific letter from the
referral processing screen.

However, when you create a letter for a referral, the data will be
populated.
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1.8.5 Adding a Language Version of a Letter
In CHN Advantage v. 2.0, facilities cannot create new letters but can add
different language versions of an existing letter. The system accepts only
Western characters; non-Western characters need to be added as image

objects.

1. Select the letter you wish to work on. Click Edit Contents.

2. From the screen shown above in Section 11.8.4, Step 3, click Add

3 Select the language from the list of Western character-based

languages.
To insert characters such as accents marks, you must use the
ASCII codes, as follows

Hold-Down | Number Pad Character

Sequence
ALT 128 C
ALT 129 i
ALT 130 é
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Hold-Down | Number Pad Character
Sequence

ALT 131 a
ALT 132 i
ALT 133 a
ALT 134 a
ALT 135 c
ALT 136 é
ALT 137 é
ALT 138 é
ALT 139 i
ALT 140 ]
ALT 141 i
ALT 142 A
ALT 143 A
ALT 144 E
ALT 145 ®
ALT 146 £
ALT 147 o
ALT 148 o
ALT 149 )
ALT 150 a
ALT 151 u
ALT 152 Y
ALT 153 (o)
ALT 154 U
ALT 155 ¢
ALT 156 £
ALT 157 ¥
ALT 158 Pts
ALT 159 f
ALT 160 a
ALT 161 i
ALT 162 6
ALT 163 a
ALT 164 i
ALT 165 N
ALT 168 é
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11.L8.6 Working with Tables
Working with tables may require a little knowledge of HTML if you want to
make changes to the table once it has been created.

The arrow in the following screenshot shows the icon for the create table
feature. Note that it may be in a different location in your screen.

T e8!’ conterd

ospital - Letter Template Administration

ﬁ+
wnigliah Faecifity (0 eokbed for masiet L
e ol [tows =1 ] ] v Bzt xx o BiEasm =i

i anxiae sEOLE AmEi= 30 el Fearon ] |

Click on it to open the Table dialogue box. You can set the size and
number of rows and columns required. Click OK.

i 1 >
> Fioeis: F
Bl Aopanbmant N
i S cels: 2 width: [100 [Percers =]
f[Hemd = Lyt Spaing
I: AE idegrimeni: Em’iﬂ'ﬁ '1 Colt mpacinag: 1
!r = : ,3, Bu'dler!h-:i:m'ﬁ Gl paieing: |1
|
o Cancel

<Dhate=

| Pagent of <Patienl Nameé (concalenate Ml and Last Naine)=-
<Patient Adidress 1 & I, coneatenstal=-

wPatiami Wama lrancatanata WT amd T asd WNamais

Your table will have borders around it unless you set the Border Thickness
to 0. We recommend that you keep the Border Thickness at 1 until you
are completely done with the design work. Then you can click on the
HTML link at the bottom of the screen, find the HTML code that handles
the table, and change “Border=1" to “Border=0" and save your work. The
HTML for the table looks like the following highlighted text:
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L HHC Facilty info

L,lng;uane.fi t 2 fd 3]

Sulject .  Appointmignt HoSce b Pabient Ingm Adminidfrator =

Conbent - ] e aph = [Fere Flme 3] oo =1

[riae dl Bor i b e El

i-cr' alignecentec><STRONG><IRG -
pre=Thocp! fSehn2 oaat. dideso. com/ LT/ Resoutcess Inageas Letcer Fielda/Facility Logo, gif™
ldsuffin="0" code="FCL_LOGO"></STROMGH </ PrcBTRONGS < STRON G

<P/ P>

<P align=center><<ITRONG Appointoment Motice</STRONG: </Us</P>

<P aligr=lefr><ING arc="Resources/Images/LectarFiclda/Date, gil" idaulffix="0" code="DATE">
«BR><ERxFarent of <ING sec="Resources/ImagesSLeccecFields/Pacient Nase Concacenated.gif”
ldsuffin="0" code="PTHN_NAEE"><BR-<ING

mro=*Rkespurces’ Imagea/LecterFinldes/ Patient Address_1 I Concatenated.gif® ldsuffix==07
Eade="FTH_ADR1_2%»<BR></P>

<F alige=lefr>

<THOD Y —
2TH>

< TDwL/ Tha

Th s/ Tl TR

<TR

T </ Th

£
2T s 4 Whn o F TS !

Design View
Design view for a table without boarders will resemble the following
sample:

* HHE Facility Info * Abaar SHM
Tarens of “Fatient Name (concatenate M and Last Name)-
. <Patient Address 1 & 2, concatenated= 1
Patienit Hame =Patient Name (concatenate MI and Last Name)=
Appomtment Date <Appointment Date Oub—
Teme <Appoaintment Time Only=-
Rars Serace Frowder's Name «<Provider Name> |
b Service Prowder's Address| <Provider's Address
Zernce Frovider's Mame <Provider Name>
- ' Servce Prowader's Telephene Phone Mo T18) 457-3000
= ! Innzance SInSUrance= Pobey <Policy=
: Reithshs <RellAuth No= Mo Vise - ove. af Vit
| )
f— Eorraration Thate SExpiration Dates !;t
: {al I+
L [Cmal
. " Mandalory Sedds |

Adding a Line to your Table.
If you need to add a line to the table, you will need to use some HTML—
with the stress on “some.”

1. Click on the HTML button. This will open the letter code.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page -164



2. Select the last row of text you added, beginning with tag <TR>, all
the way to the closing tag, </TR>. Note that the closing </TR> tag
might be in the middle of a line instead of at the end of a line as
shown below. Click CONTROL-C to copy this code.

3. Paste the copied section immediately after the last </TR> using
CONTROL-V.

C Facility Info L] About THN L Contact * Links * Logout

TR> = —

(Th>Insurance: <ING sco="Rescurces/Images/LetcerFields/ Insurance.gif" idsuffix="0"
zode="INSU">£nbep; &énbep: £nhap;: cnbap;: </ Th>

tTh>Policy: <IHG scc="Resources/Images/LetterFielda/Policy.gif"™ idasuffix="Q"
sade="POL"> </ Th></TR>

-Ref/Authfi: <IHG idsuffix="0"
"TREF _AUTH NOQM=>

:Th>No. Viaita :énbap;<

srec="Rescources/ Images/LeccerFields/Ref Auth No.gif"™

ING src="Resources/Images/LectacFields/No Of Visice.gift™
VIS">L/Th></TR>

LTR></ TR></TEODY></ TAELE><BR>Expiracion Dace: <IHG

src=MResources/ Imagea/LetterFields/Expication Date.gif™ idauffix="0"

-'tlﬁE‘"E?{F__.D.i.TE"}{EF}RE:f-cr;‘H‘al;r Provider: Smith, Jones's<BR></P>

P align=center><U><STRONG>This appointment is NOT at Elmhurat Hospital</STRONG> «/U=</P>

tPx</P><BR>Tou have an appointment with D.D.5. Charle's Besnick at BZnd Dental's Care on

JSE8/Z006 ar 3:00 PH <BR><BR:Eindly bring your insurance card and any imporcant medical

iiatory with you to thi=s appointment. <BR><BR>If you nead to cancel or reachedule your

appointment please contact B8Znd Dental's Care at (7T18) 457-3000 ASAP.<BR><BR>Sincecely

fours, <BR><BR>Ramana Yalamanchl li<BR>Communicy Healch Nectwork.<BR>CONFIDENTIALITY

dsuffix="0" code="N|

4. Click again on the Design button. You should see that the last two
lines of the table are identical. You may now edit the last line
accordingly.

Deleting a Line from Your Table
1. Click on the HTML button. This will open the code behind the
letters.

2. Select the last row of text you want to delete, beginning with tag
<TR>, all the way to the closing tag, </TR>. Note that the closing
</TR> tag might be in the middle of a line instead of at the end of a
line as shown below.

3. Use the delete key to delete the selected text.

4. Click on the Design button. The text should be deleted.
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To Add a Column or Columns to your Table

If you need to add a column, insert as many <TD></TD> tags as you need
to reflect the number of additional columns. These tags must be inserted
between each <TR> and </TR> pair.

To Delete a Column or Columns to your Table
Select the column you need to delete by highlighting the <TD></TD> pair
and depress the Delete key.

[ e s A eSS — — e —— e |
'E?FE!!!!!!!!!!!!!1!1!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!! d:E

S S

SPrf P

<P align=center><B><U>Did Not Keep Appointment</Us </BxL/P>

<P><ING src="Resources/ Images/LectecFields/Dace.gif™ idsuffix="0" code="DATE">
{BER><BR>Artention: <BR:</P»

<P

<TABLE atyle="WIDTH: 100%" cellSpacing=l cellPadding=1 border=1>

CTHODY >

< TR

< ThxEsdf</ TDh>

< Th>Ead</ Th>

<Ti>Ead<,/ TP></TR>

T TR
<TO>EP</ TDy
LThrsamas</ T

E

o

< The< Th

FTﬁ:chb?

i

eTh></ Th></TR>
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1.9 CREDENTIALING SETTINGS
The Central Office Level Credentialing Controls can be found at: CO
Controls->General Settings—>CO Credentialing Controls.

The Facility Level Credentialing Controls can be found at: Facility
Controls>Credentialing Settings. The administrator has the ability to
customize the settings that are permitted at the Central Office Level.

The credentialing settings at the global level affect the facility level and include:

Allow Providers to Send Referrals to Other Providers

Allow Facility to Direct Send or Reroute Referrals to Community Providers
Credentialing Required for System Access (global)

Grandfather non-credentialed provider?

MetroPlus Credentialing Required for System Access?

Grandfather MetroPlus non-credentialed provider?

ogahwNE

The administrator should be away of the following possibilities:

Setting

No If CO Sets to: Facility Can Set to: Comment

YES YES / NO Override control for

1 allowing outside
NO NO providers to user CHN
Advantage.
2 YES YES / NO Override control for
NO NO bidirectional referrals.
YES YES Override control for
3 credentialing as a
NO YES / NO prerequisite for system
access.

YES N/A Result of CO changing
credentialing
requirement from Yes
and No; non-

4 credentialed providers

NO N/A with CHN Advantage
access can either keep
(grandfathered) or lose
system access.

YES YES Override control for

5 MetroPlus credentialing

NO YES / NO as a prerequisite for
system access.

6 YES N/A Grandfathering specific

NO N/A to MetroPlus.
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The control enables the facility administrator to see the global defaults and set
the facility-specific parameters within the context of the global settings. The
facility administrator’s selections appear in the grid at the bottom of the page; the
facility administrator can change the settings by selecting new radio buttons and
clicking Save. The radio buttons are blank each time because they are used only
to effect changes and rely on the global administrator’s settings.

CO Credentialing Controls

Allow Providers to Send Referrals to Other Providers No
Allow Facility to Direct Send or Reroute Referrals to Cammunity Providers Mo
Credentialing Required for System Access (olobal) No
Grandfather non-credentialed provider? Mo
MetroPlus Credentialing Required far Systemn Access? Mo
Grandfather MetroPlus non-credentialed provider? Yes

Facility Credentialing Controls - Setting Changes

Facility: | Coney Island Hospital R

Allow Providers to Send Referrals to Other Providers (Child of Global) Oves O No
Allow Referral Office to Reroute or Direct Send Referrals to Community Oves O No
Credentialing Required for System Access? Oves O Mo
MetroPlus Credentialing Required for System Access? Orves O Mo

Save

Facility Current Settings
Fac. Can Providers Send Referrals Can Referral Office Send Referrals Require Credentialing Require MetroPlus Credentialing
BHC Mo Mo fes fes
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110 REFERRAL ALERTS
Many facilities desire email notifications to alert referral processing whenever a
new referral arrives in the Intake Queue. The facility administrator needs to set
this control.

Select the user(s) from the box—hold down the control key and click the name(s)
to select multiple users. The users listed comprise anyone with your logical
network with referral management access. Click Save. User the Delete link to
remove the user from the user group.

Referral Alert

Facility: Users:
|Cu:-ney Island Hospital = | --Select-- -
Azalia Cancela (Azalea. cancela@nychoc, org)
Eill Aiken (Ibaratz@dataind. com)
Save | Carol Smith (lbaratz@dataind .com)

Drarnian Snnikh {baratz@dataind, com)

Etin Mass (erin.mass@nychhe.arg)

Janos Hunyadi {jhunyadi@nychhc,org)

Jhonti Murthy (Fiocco@comcast, net)

Katalin Karadi (kkaradi@nychhe.org) LI

Fac. Users

CIH Carol Smith (Ibaraz@dataind.com) - Delete
Damian Smith (baraz@dataind.com) - Delete
Jhonti Murthy (fiocco@comeastnety - Delete

Include only those users who you wish to receive notification of new referrals in
the Intake Queue. You do not need to add Clinical Services Area users here—
use the Service/Procedures tool to set up email alerts for them.
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11 CHART/REG REQUESTS
Each facility can enter one phone number and fax number that will appear as the

contact phone and fax on the chart and patient registration request forms.
Adding or updating an existing item will overwrite that item.

Facility: ICnnev Island Hospital ;l
Chart'Req. Phone: 715 |- 444 |- 59555
Chart/Reg. Fax: 718 |- |585 |- 4444

Hote: Please note that the facility phone and fax will be overwritten by the new numbers if already present.
Add/Update Phore & Fax |

Facility Phone Fax
ZIH (212 471-1064 (2127 742-9822

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page -170



112 CHN EMAIL
This tool is to send system emails to predefined user groups then search for any
emails sent. There are eight different email groups. They are:

All Users

All System Administrators
All internal users

All Community Providers
All Referral Reviewers
Referral office users

All PRND users

All Transfer function users

ONOORAWNE

These groups have different meanings for different users. For example an
Administrator at the central office sends emails to all users when selecting all
users. An Administrator at a facility would only send emails to all users at that
particular facility when selecting all users.

Steps
1. Select the group to which you are sending the email

2. Enter the email subject.

3. Enter the body (text) of the email

4, Click Send Email or, if you wish to abandon, click Close. You will receive
a confirmation message; click OK if you wish to close without sending the
email.

If you do not select a facility, the email will default to any facilities within your

peer group, if your facility is independent, you will only send emails to groups

within your facility.

CHN Advantage maintains an email log, which you can access by group and
date.
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Group Email

Select Facility: --Select- R
Select Group: all Users N
Subject:

Body of the Email:
{max 5000 characters)

Search Group Email Sent
Select Group: --Select-- v Select Facility: --Select-- v
Start Date: #H End Date: iz
>Note: Make sure you train users not to reply to CHN Advantage

generated emails. CHN Advantage does not receive incoming
emails. However, depending upon the email system you use, the
user can click Reply to All, and send an email through the regular
email system to all recipients of your CHN Advantage email.
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APPENDIX 1lI

FACILITY ADMINISTRATOR FUNCTIONS—GRANTING ACCESS TO INTERNAL
USERS (INTRANET)

.1 NEW REQUESTS

Appendix | demonstrated the user access request forms. If you are an
authorized central office, network, or facility administrator, you will be able to act
on those user requests. If you are an administrator, you may see a number
flashing at the top banner of the main menu, which indicates the number (if any)
of outstanding) user requests that have been routed to you. You can click that
number directly to access the Internal User Access Requests screen, or click
Left Menu->User Accounts—>Internal User Accounts to access the same.

This screen will default to new (outstanding) requests. You can also search for
active users, requests that were denied, or accounts that were inactivated.

UN ADVANTAGE ar
CHN®DVANTAGE.org

Welcome: Baratz, Lewis R. 1TI, Dr. “ pre———
WIALTH AND
WAL
HHC Staff Member conpeRATEN
nyc.gov/hhe

Prirnary HHC Facility:

Central Office User
You have 1 new user request(s)

+  Home + HHC Facility Info + About CHN + Contact + Links *  Logout *

CO Controls Internal User Access Requests

Facility Controls Search Criteria

Practice Management User Request(s):l New ;I First Narme: Last Mame:

e Facility: | Al (Network Abb, - Facility Abb.) 3| & Any " CSA Only ¢ Non-CSa

Referral Management

Admin Tools Name Group Facility LDAP Name CSA Phone Req. Date Status

Lo bl 1. Francis, Steven Dr. - QHE francis N (231) 345-3453 10/05/2007 12:064M  New act
Internal User Requests

Provider Relations

Reports and Queries

Management Reports

My Profile

Patient Transfers

Patient Transfer Reports

The first column shows the name of the request, followed by the user group,
which should be blank. The facility follows; if there are multiple persons
performing the administrative role, such as in a peer relationship or in the case of
a logical network administrator, you can act on any request routed to you or
choose to act only those requests that are for your facility.

Hover the mouse over the facility abbreviation and you can see the job title. The

master list of job titles is provided by the global administrator. The LDAP user
name follows.
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The CSA Yes or No status alerts you if the requestor handles referral reviews or
scheduling at a particular clinical services area. This is followed by the
requestor's phone number, date of the request, and the status of the request,
which defaults to new.

You can also filter users and requests by facility and by the type of user
request—All, CSA, or non-CSA requestors, and also by requestor or user name.

1.

* Home

Facility Controls
Practice Management
Provider Management
Referral Management
Admin Tools

User Accounts
Reports and Queries
My Profile

Patient Transfers

'HIN 1 J ] - 5
CHN#bvANTAGE.org

Click Act. This opens the permissions page.

Prirmary HHE Facility:
South Brooklyn Network
You have 5 new user request(s)

Welcome: Erin Moss WIW YORK CITY
WAALTH AND
HHE Staff Member Corrotaton
nyc.gov/ hhe

+ HHC Facility Info + About CHN * Contact * Links * Logout
rRequester Details:
MName: Murthy, Jhoni Mr. Facility: Coney Island Hospital
Location: Annex C Job Title: Reception Desk
Phoneis): 1. {718) 877-7777 , . .
2. (718) 444-4444 PR IFeps
Access Type: CS5A User - Endocrinology
Transfers: NfA Ernail: |baratz@dataind.com LDAP UserMame: jhontim

a. For Requesting
|— To schedule Endo appointments

Please state the reason if access is denied or inactivated. (Lp to 300 characters)

)
-
Assign to Group:| ¥**¥Selacdh ks =]
T T T I I ] - '—I
3 - Hospital Metwork Power User = Decline Back To Search

4 - Hospital Metwork Executive (Rpts) or the selected Group.
5 - Facility Systern Adrinistrator

& - Facility Power User

7 - Facility User—PRND and Credentialing Admin

& - Facility User—PRMD and Credentialing User

9 - Facility User—PRMHD User —
10 - Facility Uzer—Referral Processing

Il User Rigt

To deny access, enter a reason and click Decline. The user will be
notified by email and will have the opportunity to resubmit a request with
updated information, if appropriate. The requester will receive an email
indicating that the account has been denied.

To grant access, select the appropriate user group based on the
information the user has provided to you. This will open the detailed
permissions form that will show all the defaults for this user group. You
can deselect default permissions on a case-by-case basis. Once you click
Approve, the requestor will receive an email notifying his/her that the
request has been approved.
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.2 EDITING EXISTING USERS

1.

Search for the user by selecting All or Active Users from the search

criteria User Requests dropdown box Notice the controls available to you
for the different categories of individuals:

CO Controls

. General Settings

.

2, Hospital Metworks

3. Fadlity Types

4, Create Facilities

S. Fadility Relationships
&. Fadlity Lagos
7
g
9

* HHC Facility Info

welcome: Baratz, Lewis R. II1, Dr.

HHC Staff Member
Prirmary HHC Facility: =
Central Office User Ayc.gov

NIW FORK CIIY
WEALTH AND

You have 1 new user request(s)

Internal User Access Requests

Search Criteria
User Request(s):lAll ;I First Name: Last Marne:
Facility: | AIl (Network Abb, - Facility Abb,) =l # Any © CSA Only © Non-CSA
1 2 3 4 25

Name Group Facility LDAP Name CSA Phone Req. Date Status
. Fadility Letterhead 1. aiken, Bill III, Mr. 2 MNBE® aiken0 M (718) 777-7777 08/07/2007 2:33PM  Active  Act  Edit Profile
» U Palliey 2. archer, Michael Mr, ENT marcher N (z1z) 554-5878 06/25/2007 3:13PM  Denied Yiew
. Links Managernent .
10. Service Groups & CSAs 3. artek, Gwen Mr. 5| UM Gartel M (212) 234-5554 06/25/2007 3:44PM  Active  Act  Edit Profile
11, Insurance 4. asdfaddsfa, asfdasdf Miss cumM praifaizen M (343) 343-3434  08/27/2007 11:57AM Denied Wiew
12 Custam List Values 5. 4ssali, John Mr. 5 KCH dfarms M (f46) 458-3791 07/19/2007 4:39PM  Active  Act  Edit Profile
13, Practice Types . L .
6. Baratz, Lewis R, III, Dr. u] [afe) luigi h (212) 215-5457 06/06/2007 11:41AM  Active Edit Profile
14, Provider Types
15. Frovider Template 7. Baratz, Lewis 2 CBN Iharatz1 M (212) 545-5421 07/26/2007 4:55PM  Active  Act  Edit Profile
18, US States 8. Baratz, Lewis Dr, 15 M lewis M (455) ddd-d444  10/04/2007 2:01PM  Active  act  Edit Profile
17. Group Email .
9. Barker-Smythe, Karen Mrs. 10 KiCH karen il (212) 888-9999 10/08/2007 12:33PM  Active  Act  Edit Profile
18, Manage Group Luls
19, Manage Sub Modules 10. Bourgos, Michelle Ms, 2 GEN+ michelle M (718) 444-4444  10/04/2007 S:10PM  Active  Act  Edit Profile
Facility Controls 11.Brickman, Jane Mr. 10 KiCH janeh il (212) 999-8888 10/08/2007 12:43PM  Active  Act  Edit Profile
- - . i e P e AL - . - Fma AN A A AAaa A bAoA e . e e hl
4 | o] L4 | B
[E 4 Trkernat

Notice that you can only view the profiles of requestors who were denied access, and
that you can act on new requests, and also edit the profile of existing users. You can
change existing users privileges by clicking on the Act link as well. The only thing you
cannot do is change an internal user's password, as this is handled by the Corporate
Security group and is never sent to CHN Advantage.
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One of your main functions as a systems administrator is to create access for
authorized outside persons at the practices. The outside users can be a provider or
practice staff working on behalf of a provider.

It is important to understand that there are three external roles: Privacy proxy,
Practice Administrator, and Provider User.

APPENDIX IV

These roles are defined as:

Group No.

23

Title
Privacy Proxy

GRANTING ACCESS TO EXTERNAL USERS (INTERNET)

Function

Initiates the practice—upgrades
the status from System Ready to
System Active upon logging in for
the first time and changing the
temporary password. By logging
in, the privacy proxy becomes the
duly authorized legally
responsible party for initializing
the practice.

The privacy proxy’s other role is
to approve outgoing and
incoming requests for system
access for persons from practices
other than the home practice.

The privacy proxy can also act as
a practice administrator, i.e.,
create additional accounts for
users at the practice, and create
referrals and read results.

Note: If an individual serves as a
privacy proxy at one practice and
an administrator or provider user
at another practice, he/she will
need two accounts and apply for
permission. However, if he/she is
the privacy proxy at both
practices, then he/she can use
the same user name and
password.

20

Practice Administrator

Has the ability to create and
monitor patient profiles and
referrals for all system user
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Group No. Title Function
providers within the practice.

Has the ability to create other
accounts at the practice.

21 Provider User Has the ability to create and
monitor patient profiles and
referrals for specified system user
providers within the practice.

Practice Administrators and Provider Users can request access to their providers’
other practices. These requests go to the privacy proxy for outbound approval
and then to the other practice’s privacy proxy for inbound approval
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V.1

Creating an External Account for the Privacy Proxy

You begin the process by activating the Privacy Proxy account. You can create
this account for any practice that is System Ready, meaning that all profile details
are entered. Only then can you create a privacy proxy account.

1. Click Left Menu—>Practice Management->Create Practice Accounts.

2. Select the facility and the practice. If you are searching for an existing
user, enter that user’s name, email, or user name, otherwise, click Search.

If no records are found, or if the specific user you are searching is not
found, you will see the following screen:

Community Practice Accounts

 Search Criteria

Facility: |SE‘-N - Coney Island Hospital ;I Practice: |West Village Medical Arts, Inc, (Sys, Ready) ;I
First Mame: Last Mame:
Email ID: User Mame:

* No Practice Accounts are found for the practice West Yillage Medical Arts, Inc. (Sys. Ready) with the selected criteria.

CLICK HERE to create Privacy Proxy for WEST YILLAGE MEDICAL ARTS, INC. (SYS. READY).

Use the CLICK HERE link to initiate creating the user. This opens the
Create Community Practice Accounts form.

3. The system will present the privacy proxy’s name, title, phone, and email
address if this information was entered in the Practice Profile form. If not,
you will need to enter it here. You must confirm the email address, and
confirm the practice, and which should appear as a green label abofe the
Additional Practice(s) box, as also be highlighted in the box. You can
select other practices from the listbox, where applicable. Click Save.

Create Community Practice Accounts For Cycle-2, LLP (Sys. Ready)

~ Enter User Details

First Name: Murray MI: Last Name: |Antonescu

Office Tite: I Administrator ;I Phone: |212||444 14444 gy .
Email Address: |lbaratz@dataind.corm Confirm Email:

Assign Group: | Privacy Proxy ;I Selected Practice: Cycle-2, LLP (Sys. Ready)

Available Practice(5):

v N N N s 2, LI
¥ check if User is also Provider MERGE PRACTICE 1-(1)

Available Provider(s)
[¥ ANl Available Providers for - Cycle-2, LLP

¥ Bob Cycletwo (3) ¥ Charles Cycletwo (S}

<< Back To Search I Save I

Group Level Menu Modules:

Assign Form Level Privileges

Main Levels Sub Lewvels Assign Raad Only Edit I:;:I:::;“l:: CSI;::
1.Practice Management Create Practice Accounts i

2. Referral Management Create a New PATIENT v i~ v § | |

Search Patients i v v o o

Create a New REFERRAL I v v I r
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4. The names of the providers associated with the practice will appear with
shaded checkboxes indicating that the privacy proxy will inherit the rights
to create referrals on behalf of all the providers at the practice.

5. Check if the user is also a provider. This will be used in future statistical
reports.
6. A unique user name and a temporary password will appear. You must

give these to the user in question. It is advisable to transmit these by
phone or in person, as this will mostly likely be the first user at the
practice.

Once this user logs in to CHN Advantage, the practice profile will upgrade
from System Ready to System Active. After the privacy practice logs in,
you will no longer be able to see the password,; this is true for all users at
the practice.

7. Click Back to Search. You can review the new user, reset the password,
edit the profile, or change the privacy proxy to a different party. If you
update the privacy proxy information, it will be written back to the practice
management form.

The privacy proxy must log in prior to other accounts being created. From a
process perspective, this means:

o You must create the privacy proxy account before any other accounts at the
practice.

o Because the privacy proxy’s key role is to activate the practice and approve
outbound and incoming user requests for individuals not immediately
associated with the practice, you can work with individual over the phone.
They can also make referrals and create other accounts at the practice so
their initial training is important. You need only to talk them through logging in
and changing their password.

o Once the privacy proxy logs in and initializes the practice, meaning its status
has changed from System Ready to System Active, you can create accounts
for the other users, such as the practice administrator and any other required
users.

o At this point, you may wish to arrange training and visit with the practice
personnel to set up their accounts.
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IV.1.2 Privacy Proxy First-Time Login
The privacy proxy will login to the www.hhcadvantage.org website with the
user name and temporary password you provided. At first login, the

system will:

1. Prompt to accept the usage agreement.

2. Prompt to change the password.

3. Confirm that the password has been changed.
4. Present the usage survey.

All other logins will prompt for the usage agreement only, unless the
change password routine is initiated.
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IV.2 Creating an External Account for the Practice Administrator

After the privacy proxy has logged on, you can proceed to creating other
accounts using the same process. However, after you search and follow the link
to create a new user, you will need to select the Group: Practice Administrator or
A perfect example would be if you want to give one of the
physicians at the practice administrative access but not privacy proxy (legally
responsible party) access.

Provider User.

A series of default rights will appear which you can modify on an individual basis.

1. Select the facility and practice from the Community Practice Accounts
screen.
2. The privacy proxy information will appear. Once you confirm that this is

the practice with which you wish to work, click the link to create practice
accounts for that practice.

3. To facilitate data entry, there will also be a dropdown box with the existing
If you are creating an account for a provide, select the
provider's name, otherwise, select NON-PROVIDER STAFF.

providers.

CO Controls
Facility Controls

Practice Management
Add a Mew Practice

Copy Practice
Search Practices
Practice Maintenance
Create Practice Accounts
Provider Management
Referral Management
Admin Tools
User Management
Provider Relations
Reports and Queries
Management Reports
My Profile
Patient Transfers

Patient Transfer Reports

community Practice Accounts

 Search Criteria

Facility: ISBN - Coney Island Hospital

_~| practice:

First Nama: Last Namae:

| Cycle-z, LLP (Sys. Active)

Email: User Mame:
Clear I Search
Create an External Acctount For:
|NON-PROVIDER STAFF =] of CYCLE-2, LLP (5¥S. ACTIVE).
|----Charles Cycletwo (S) 1
Name LMOM-PROVIDER STAFF e Phone User ID Active Date Created

1. Antonescu, Murray CIH - Cycle-2, LLP
Privacy Proxy

(212} 444 -4444 MAntonescu Y

2. Cycletwo, Charles CIH - Cycle-2, LLP
Practice
Administrator

(212) 444-7777 CCycletwoz7s Y
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SNote: If no providers are found for this practice, the user will not be able
to create referrals.
>Note: ??7? 1 know for sure | have a System Ready provider attached to
that practice. Why doesn’t he/she come up?
Check to make sure your provider has system permissions, go to
his/her profile, edit the Details section of the profile, and set the
Radio button to yes.
T ves O Mo
ves O Mo
T ves O Mo
Fellawshipis)
ves O Mo
Coves O Mo
Affiliations
Fritnary Maon-HHC Affiliation Seconday Mon-HHC Affiliation Tediary Mon-HHC Affi
Permissions
Electronic referrals can be made by this Provider or Practice staff ™ ves © Ro
Can provider receive referrals from the facility? ¢ ves & Mo
Can provider send a referral to another CPP or FSF? Yes ™ Ro
=< Cancel I Save | Save & Wiew ==
4, Either review the information about the provider you selected in Step 3

above, or enter the staff member’s information in the new screen.

o
o

o

>Note:

Select the office title.

Assign the user to an external user group: Practice Administrator,
meaning the new user will have the ability to create other users at the
practice, or Provider User, meaning he/she will not be able to create
other users at the practice.

Check if the user is also a provider (for informational purposes only).
Select the provider or providers for whom this user will have access.
Click Save to generate a new user name and temporary password.

Even if this user is a provider, you must still check the discreet
rights, meaning you are giving him/her rights to create referrals on
his/her behalf, and/or on the behalf of others.

5. Give this information to the user. Upon first login, he/she will be prompted
to change the password.
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Create Community Practice Accounts For Cycle-2, LLP (Sys. Active)

~ Enter User Details

First Name: Bobbie MI: Last Name: |Michael

Office Tile: | Office Assistant ;I Phone: Ext.:
Email Address: |baratz@dataind.com Confirm Email: |lbaratz@dataind.com
Assign Group: I Practice Adrministrator ;I selected Practice: Cycle-2, LLP (Sys. Active)

Available Practice(5): I

" check if User is also Provider

Available Provider(s)
¥ Select All Available Providers for - Cycle-2, LLP

I~ Charles Cycletwo (S)

<< Back Tosearch | Save I

Group Level Menu Modules:

Assign Form Level Privileges

Main Levels Sub Levels Assign Read Only  Edit ﬂ:l::;‘gr csl;:::

1.Practice Management Create Practice Accounts o

2.Referral Management Create a New PATIENT v v v [ | u
Search Patients v i~ v o '
Create a New REFERRAL I I v I |
Search Referrals v i~ v o '
Prep Notices v

3. My Profile v

4.5pecial Requests Provider Other Practice Form [

IV.2.1 Practice Administrator Limitations
If you do not have the option to create another Practice Administrator at a
given practice, then you have reached the maximum number of allowable
users of this type for that practice. The maximum number is controlled by
Central Office.

>Note: It is understood that at small practices or solo practices with
multiple sites, the privacy for both practices or locations may be the
same individual. Nonetheless, he/she must login to CHN
Advantage and respond to the outbound and inbound request and
approve the request.
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IV.3 Allowing a User from One Practice to Access Data at Another Practice
Using the Same Password
This function can only be performed by the practice administrator because of the
business function of the privacy proxy. The privacy proxy at the person’s first
practice must approve the request (outbound request). Also, the privacy proxy at
the practice where the user is requesting access must also approve the request
(inbound request). This ensures that the gatekeepers at both practices have
approved this.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page -184



IV.4 Allowing a User from One Practice to Access Data at Another Practice
With a Different Password
If a user is employed at two practices that do not have an affiliation or where
permission to share patient information is not allowed, then the user must be
treated as distinct at each practice. He/she will therefore have two user names
and password—one for each practice. This is analogous to having two distinct
on-line bank accounts at different banks or an AOL and Hotmail email accounts.
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IV.5 Privacy Proxies with Multiple Practices
An individual cannot be a privacy proxy at one practice and a practice
administrator or provider user at another practice with the same account.

The need for an individual to be a privacy proxy at more than one practice is rare
and will most likely occur at solo or small practices where the providers have
multiple locations with a mobile staff. If the practices have distinct office staff,
then there is little need to have a privacy proxy with multiple practices.

Some Examples:

1. Solo Practice, same log-in.
Dr. Hill has a psychiatric solo practice on 33rd Street and works there on
Monday and Tuesday. She has no office staff so she acts as Privacy
Proxy and handles CHN Advantage referrals herself.

Dr. Hill works from her 42nd Street practice on Wednesday through
Friday. Again, she has no office staff.

If Dr. Hill has registered her practices in CHN Advantage as district
practices or sites, in order for her to gain system access for these sites,
she would need to be privacy proxy at both, thereby activating each
practice. She can use the same password.

2. Group Practices, same log-in.
Jillian is the office manager for Main Street Medical Associates, Inc., and
is the privacy proxy. She can create accounts for other users at this
practice. One of the providers, Dr. Martin, is also affiliated with EIm Street
Cardiology.

If Dr Martin, or a staff member working on his behalf, needs to access Dr.
Martin’s EIm Street records using the same password they have from
Main Street Medical Associates, this user must make a request to the
privacy proxy. Jillian must approve the outbound request and the privacy
proxy at EIm Street must also approve the request.

It is unlikely that in busy practices that one individual will be the privacy
proxy at both Main Street and at EIm Street. However, the system will
handle that case, but will not allow Jillian to be a privacy proxy at Main
Street Medical Associates and a regular user at ElIm Street with the same
password.

If Jillian must have access to the EIm Street records, she will need a

secondary account created at Main Street Medical Associates first. She
will then:
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Login as a Provider User at Main Street Medical Associates.

Make a request for access to EIm Street records.

Log back in as Privacy Proxy at Main Street Medical Associates
and approve her own request.

4. After the request is approved by the privacy proxy at ElIm Street,
she can now access both records, provided she uses her Practice
User user name and password.

wN e

This is not as complicated as it seems because in actuality, Jillian ONLY
needs her privacy proxy account to approve requests for outbound and
inbound requests. Once the accounts are created, she never needs to act
in this capacity again.

3. Group Practices, different log-ins.
If a user is employed at two practices that do not have an affiliation or
where permission to share patient information is not allowed, then the user
must be treated as distinct at each practice. He/she will therefore have
two user names and password—one for each practice. This is analogous
to having two distinct on-line bank accounts at different banks or an AOL
and Hotmail email accounts.

Users at multiple practices will continue to be explored as the user population grows
and different scenarios are encountered. If your facility encounters any special cases,
please contact a central office administrator to discuss your requirements.
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The central office controls are special configuration controls that are used to set up and
customize CHN Advantage at the time of implementation.
enhance the user experience by marinating the dropdown menus, logos, Internet usage

APPENDIX V

GLOBAL CONTROLS

policies, clinical service offices, and other items

There are 19 available controls in CHN Advantage v. 2.0. This chapter describes each

control.

V.1  GENERAL SETTINGS (Control No. 1)

This is the master configuration panel to be used by the global system
administrator to set parameters for passwords and other security controls.
However, in CHN Advantage v. 2.0, several parameters are locked and cannot
be changed without source code modifications, to ensure adherence with

corporate standards.

Security Controls:

N~ WNE

Maximum practice administrations per practice

Minimum external user name characters.

Minimum external user password characters.

Days to password expiration (external users only).

Notify user of password expiration starting n days.

Password issuance activity to lock-out in days.

Emergency global lockout (PIN and rest PIN to be provided).
Emergency global password reset (PIN and reset PIN to be provided)

Configuration Controls:

1.

ouhrwN

Allow facility to direct send or reroute referrals to community providers
(Y/N).

Allow providers to send referral to other providers (Y/N).

Credentialing required for system access (global)

Grandfather non-credentialed provider?

MetroPlus required for system

Grandfather MetroPlus non-credentialed provider?

Integration Controls

1.

2.
3.
4.

Site URL

Mail Server IP Address.

Mail From Address

Ensemble Record Return Maximum No.
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V.2

HOSPITAL NETWORKS (Control No. 2)

This tool affords the opportunity to create and activate a hospital network in two
clicks. To create a network, enter the network name and an abbreviation then
click Save. The default mode will be active but you can make the network
inactive by clicking the Edit button and upchucking Active.

For all active networks, you can enter account information for the top-level
network administrators. These are the individuals with ultimate authority to
create facility administrators, patient transfer users, and, if desired, all other
users.

Create Hospital Networks
Hetwork Hame Abbreviation

Please note: MNetwork names are limited to 50 characters. Making a netwark

Inactive will prevent you from assigning any new facilities to the network. This
control only populates other controls. It will not rermove any existing relationship or
inactivate any facilities. You can remowe facility relationships by using Control Mo. 5,
Facility Relationships. To deactivate an entire facility fram CHM Advantage, use
Contral Mo, ¢, Create Facilities.

nNetwor: Name Abbr. Active Created Updated
Edit|  central Brookiyn Network — L puﬂ;fr;zgfznugylig?uunm Iii?ljisé,fg%?;zs:znpm
Edit|  Gen Plus Netwark GENt [ Eq;;gzg;%nug;”ig?uunm IiE?ni;,fE.'z%rua;zl:lnPM
ﬂl iz & [RIpelin Care il r Eq;;gzg;znug:i"”ig?uunm IiE?niz,fEé%ruaﬁt'izusnM
(Edit|  Mew Test Netwark NTHNL T 07/30/2007 4:12PM Iﬁg?niifazzrtna;it:ospm
ﬂl Mardh Brems Hsimer: V12K ¥ Eﬂ:;;lz-lzgfznugylig?uunm Iig,bfvni;,faz%rua;zl:14pm
ﬂl el Breaidi e i Eﬂ:;gzg;nug;”ig?uunm Iig,?ni;,faz%?;zluztpm
Edit|  Queens Health Network L L puﬂ;fr;zgfznugylig?uunm qul,fr;zg;aznug:if”ig?atatnm
Edit|  south Braokiyn Netwark Sz u pu\q;;*rzl-lzgfznug:if”ig?uum Iﬁ;?nié'fe.'z%rua?t'zz:1apm
Edit|  South Manhattan Y i qu;gzg;znugylig?oum Iﬁ?‘?zisafeé%?;it:ctspm
(Edit|  TEStand REMOVE I L Iﬁea}vzistu?z%roa?tzg:lapm Iﬁg?ziso,fazzrtnagzg:14pm
ﬂl (ot et & (2 L lﬁg?uissfzaurua?tzwmanm Iﬁg,bfvziif,faz%?;zs:cmpm
| SR P DA o — Lewis Baratz Lewis Baratz

Click on the Create Admin Profile(s) link to create up to three Admin Profile(s) or,
if there already is at least one administrator, the Edit Admin Profile(s) link to
access the form. Filling out a complete profile for an individual and clicking Save
will immediately activate that user’s account.
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V.3 FACILITY TYPES (Control No. 3)
This tool populates the look-up tables of healthcare facility types. It is a stand-
alone tool that populates other tools. Enter all the healthcare facility types used
by the Corporation, and save each item. Use the Edit button to update.
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V.4 CREATE FACILITIES (Control No. 4)
Use this tool to add all the facilities that will be used in the CHN Advantage
logical networks. Enter the facility code (abbreviation) and HL7 code, if available
(reserved for future use).

o0 Choose a facility type from the dropdown box. This dropdown box was
populated by the Facility Types (Control No. 3) tool.

0 Choose a physical affiliation. This dropdown box was populated by the
Hospital Networks (Control No. 2) tool.

0 Use the Edit buttons to make changes, deactivate, or reactivate.
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V.5 FACILITY RELATIONSHIPS (Control No. 5)

The first dropdown control provides a global listing of facilities arranged by the
physical networks you created using the Hospital Network Control (Control no.
2). The second dropdown control enables you to choose the logical network
Independent, Peer-to-Peer, or Custodial.
provides facilities that are restricted to the physical network or your first choice.

relationship:

After making your choice, click Submit.

If you created North Central Bronx as a peer to Jacobi Medical Center, you do

The third dropdown

not also need to create North Central Bronx because this would be redundant.

Create Internal Facility Relationships

Select: Facility One (All)

CBM - Kings County Hospital Center

CEM - Kings County Hospital Center

GEM+ - Lincoln Hospital and Mental Health Center
GEM+ - Lincoln Hospital and Mental Health Center
MEBM - Jacobi Medical Center

MBR - woodhull Medical and Mental Health Center

SBM - Coney Island Hospital

w

Parent-Child
Parent-Child
Peer-to-Peer
Peer-to-Peer
Peer-to-Peer
Peer-to-Peer

Independent

Select Relationship b

Dr. Susan Smith McKinney

East New vork D&TC
Renaissance D&TC

Harlerm Hospital

Morth Central Bronx Hospital

Curnberland D&TC

Mot Applicable

Facility Twa (within Metwork)

Murugan Killada
09/26/2007 10:36FM
Murugan Killada
09/27/2007 12:31FPM
Murugan Killada
09/27/2007 11:37AM
Murugan Killada
08/21/2007 1:33FM
Murugan Killada
0872172007 1:59PM
Murugan Killada
08/22/2007 6:07FM
Murugan Killada
09/26/2007 10:36FM

.

If you try to remove a relationship, you will receive a warning message prior to

being able to execute the task.
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V.6

FACILITY LOGOS (Control No. 6)

This tool enables the global administrator to upload logos for individual facilities
using the system. The logo images uploaded using this control will appear on
screens and forms for users associated with those facilities. Logos are optimum
size at 336 x 103 pixel JPEG files.

The logos entered in this tool are the logos that are displayed for internal users.

Steps
1.

Select the facility from the dropdown box. Because this is a central office
control, all facilities created in CHN Advantage will appear. The logo files
should be in a standard image format such a JPEG file.

Click the Browse button next to the Upload Image box. The Windows file
object dialogue box appears. Find the logo image in the same manner in
which you would find an attachment for an email and click OK.

Click the Upload Logo button. You will receive a message confirming that
the logo has been successfully uploaded.

SNote: Before uploading the logo, make sure it has been formatted
in a size and file type that will be clear. The recommended
size and resolution is 336 x 103 pixels.

<Special Note to System Administrators:

Because CHN Advantage is being hosted in a clustered environment,
the simple upload control is only half of the process. You must
contact a technical systems administrator to ensure that the logo
you upload is distributed throughout the system. This requires
checking the application folder, verifying to which folder the logo
was updated, and then manually copying the logo object file to the
mirror folder.

In this regard, see the As-Build System document, Appendix 1.
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V.7 FACILITY LETTERHEAD (Control No. 7)
This tool enables the global administrator to upload letterhead images for
individual facilities using the system. The letterhead images uploaded using this
control will appear on letters that are generated to patients and providers.
Letterheads are optimum size approximately 500 to 600 pixels wide and 100-150

pixels in height.

The logos entered in this tool are the logos that are displayed for internal users.

<Special Note to System Administrators:

Because CHN Advantage is being hosted in a clustered environment,
the simple upload control is only half of the process. You must
contact a technical systems administrator to ensure that the logo
you upload is distributed throughout the system. This requires
checking the application folder, verifying to which folder the logo
was updated, and then manually copying the logo object file to the
mirror folder.

In this regard, see the As-Built System document, Appendix 1.
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V.8

USAGE POLICY (Control No. 8)

The usage policy is hardcoded to Display=Yes with application logic. The logic
verifies if the user is attempting a first-time log-in. All new users will be
presented with the text you provide and then asked to click either | Agree or | Do
Not Agree. Those users who do not accept the policy will be not permitted to
logon.

Users who accept the policy will be presented with the policy each time they
attempt to logon. However they will need only click OK to continue or Cancel to
exit.

Steps
1. Enter the text in the text in the Internet Policy Text Management window.

You may also copy text here from another document.
2. Click the Save Change button located at the bottom of the page.

3. Check Reset All Logins if you wish all users to be notified of the changes
made to the content of the policy terms. Checking this box will result in all
users being required to acknowledge the new policy prior to being
permitted to proceed with accessing the system. Note that any user’s
failure to agree to such changes when prompted to do so will result in that
particular user being prohibited from accessing the CHN Advantage
system.

Viewing Previous Versions

You can view all past changes made to the text of the Internet usage policy by
clicking on the View Update History List link located at the top left of the link
control window. A pop-up window will open with a grid showing the name of the
person who made the change and the date and time the change was made. The
last column has a View Content link that shows you the version created by the
specific user at the specific time indicated.

If you need to, you can copy and paste an older version into the latest version
window.
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V.9

LINKS MANAGEMENT (Control No. 9)

The purpose of this control is to enable the global administrator to create links
external to CHN Advantage for users to access. Those links that are available
on the Internet should not require any integration work (“plug and play”); those
links that are on the Corporate intranet may require custom integration,
especially for outside users to access.

Assuming Internet links are being added, the global system administrator can
specify if a link will be available to internal users only (LDAP users), external
users (community providers), or both.

Savw

Links Management
Link Typi: |- Snloci- ~| Manage Link Types

Link Nama: |

Link WAL [add hitp=" ar hapei: |

Link Awallable to: T LDAP Usss

|

B EERE EEE

™ External Users
| et
e Updated iy

Local Heath News 10104ina v F F F e Cnlete
o T W P F P MomEe o
F;D.:E::;;!.,_ vy wme F F © i hace Dekste
Aot dematalog v FOF gt Dol
Lol Health News Maaith watch we F F F e Labete
Srofstons] HIPAA w F F T e Dt

[T

To Create a New Link—Steps

1.

Select the link type from the dropdown box. If you wish to add additional
link types, please follow the steps described below under Link Types
Management below. CHN Advantage is preloaded with “Federal
Programs,” “Government Clinical Sources,” “Local Health News,” “NY
State Licensing,” “Other Approved Links,” and “Professional
Organizations.”

Enter the new link name such as the name of the website or organization
(e.g., “The American Medical Association” or “AMA”).

Type in the exact URL (web address) of the link. Make sure to start with
http:// or https://.
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4, Check which user type or types will have access to the link (LDAP and/or
external users; check both boxes if you want to make the link available to
all users.

5. Click the Save button to add the newly created link name to the list in the
table below. Note that the link names in the table appear in alphabetical
order. To test the URL, click the View link for the item.

To Edit or Delete an Existing Link URL—Steps
1. Click the Edit link next to the item you wish to change. The form will
refresh in edit mode.

Links Management
Link Type: | -Select- | Manage Link Types

Link Name: |

Link URL{add "hitp:/" or “hittps:/): |
Link Awvailable to: [ LDAP Usars
[ External Users

Sava Raszel |

Link Tvpe Lipls Hares puct, 1Y ':? Updated By
Edt  Local Health News 1010Wins View B B Bt Dee
Save Cancel | Frefessional Duganaatio = | [Amarican Medical Associ: [hittg:fwww. ama. org R N %ﬂ;di
Professional n
B et CAN ew F F [ "™panis dee
Professional Lewis Baralz oy
B Organizations fematoiog e I [ (8 ua_rus,r;;;?
Bt Local Health News Haalth tiatch View F F F "“‘u':‘fﬂ;r}z';:;;d* Delete
Professional :
Bt o ganiz:tl.'l;'ﬁ HIP A Views i ";;;;:‘q;‘ﬂ;;‘ Delete
Eefit 1ol Haalth ko HI = delibec (1= = = (=4 I'l'h.rug]n Kilada Neleta
2. Change the link type, link name, or URL. Always remember to include
http:// or https://, where appropriate.
3. You can also change the user group(s) permitted to view the link.
4. Click the Save button or Cancel to return to the menu.
5. Click the Delete button for the corresponding link name that you wish to
delete.

Link Types Management—Steps
To create additional link types:

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page -197



Click the Manage Link Types link next to the Link Type dropdown box.
Once a new link type is created, it can then be edited, updated, canceled
or deleted.

Enter the name of the link type you wish to add.
Click the Save button. The name of the newly created link type will be

included among the existing link types in the table below. Note that all link
types are listed in alphabetical order.

To Edit an Existing Link Type—Steps

1.

2.

Click the Edit button next to the link type you wish to edit.

Delete the name of the link type and re-enter the name as you want it to
appear on the list of link types.

Click Update to save your changes or Cancel to abandon your changes
and to return to the menu.

To make s link type inactive, uncheck the box located near the link name,
in the Active column.

To delete the link type completely, click Delete. Note that if you choose to
delete a particular link type, you will have to follow Steps 1 through 3
above to create that same link type again if you wish to do so in the future.

Click the Back to Link Management button which will take you back to Link
Management. Now you will be able to add link names to the link type you
have just created by following Steps 1 through 5 as outlined under Links
Management above. Note that the newly added link type will appear in the
dropdown box, however, it will not appear in the table below until you
create at least one link name for that link type.
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V.10

[

SERVICE GROUPS & CSAs (Control No. 10)

This tool is used to standardize the highest level service groups throughout the
corporation. The administrator can enter items either one at a time or in batch, if
each item is separated by a line break (return carriage). These service groups
and Clinical Services Areas will be available to the facilities to add details. This
control handles the two levels that full under the Global Controls.

Global Controls 11 Facility Controls ]

Level 1

- Level 2 - Level 3 - Level 4 - Level 5

Service Group - Consultation Type/CSA - Service/Procedure - Type or Specification - Specifics/View
Ancillary Services - pulmonology > PFT - Full - w/Methocholine

gervice Groups - Corporate Level (Level 1)
Type of copy and paste in Sendce Group lst values

i Add Serace Group(s) ]

“'Please limit your entries to 100 characters per lnve; longer entries will be truncated,
Separate each item with the ENTER key.

Serice Groug Active Cramted By [t Crrastinal Upibatd By Do Updiated
1 Lerwas Barslz A 2007 Lenwis Barslz 10O 2007
2 Lerwis Barslz 10 2007 Lenaviz Barslr 100N 2007
3 Lerwis Blarals 1000 2007 Lewyis Baralz 10012007
Admigsions Murugan Kilsds £ 00T Murugsn Kilads O 2007
Ambulatory Semvicas Murugan Kilads CHEC00T Mirugan Kilads H T
Ancillary Services Murugan Kilads zeraT Mhurgan Kilads M 24007
lrene Services Iruapan Kiada 0007 Muragan Kilads 0007
Oiter Murugan Kilada 02 307 Murugan Kilads 3062007
Pediatric Serdces Murisgan Kilkads /00T Murugan Kilads [iE T e il i
Fadiology Murugen KB M 007 Murigan Hilada [ el

Wil
Wi
Wi
Wiew
Wiew
WiE
View
Wik
Wiew

Wiew

To add the specific Clinical Service Area details, click the View link for the
Service Group in question. From the Edit button, you can update an item or
make it inactive.
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i =

ﬁ Cardiology F Munugen Hieds DT 00T Whrugan Kilsds QEOTE0T
Edit| Derratology B Murgen Hilads D200 Murugan Kilads RN BIZ00T
Edit| Endocrinclogy [ Lewis Dotz 0T Lerevia Blarstz ORI
Edi| oasoensriony B Maweimeds  0so7GON T ——
‘a Labs r ek s Mty A ST Lerwiz Biarats e LTl i
Edn| Heumiogy F Murugen Hisds AT 00T W rugan Fiads AT T
E_I_ Fagidomy F orugen Hillsda D4ABD00T oy i A BS00T
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V.11 INSURANCE (Control No. 11)
This control enables the global administrator to load the entire universe of
insurances accepted by the corporation. Insurances comprise the plan name,
meaning the insurance company, and the product or line of business, meaning
the specific policy type. The product or line of business (LOB) is therefore a child
of the plan name, so an example of this would be HealthFirst>Freedom Plan,
HealthFirst > Liberty Plan, etc.
The insurances entered through this tool will be available to the facilities. The
facilities can then choose which insurances they will accept. Such insurances
will also appear on the patient demographic forms.
Like the service groups tool, you must enter the parent entity first, meaning the
insurance plan such as MetroPlus, HealthFirst, or Aetna, etc. You can enter
these plans individually, or copy and paste from a list, provided there is a line
break between each item.
You can also select the Insurance Type from the dropdown box. The current
choices are: Commercial, Government, Managed Care, New York (meaning a
local New York insurance), No Charge, Other, and Self-Pay/None. If you enter
several insurances at once, you can only select one type, so you can enter all
your managed care or commercial insurances together. If you do not select an
insurance type for an item, it will default to “Not Selected” in insurance reports.
Click Add Insurance Plan to save the plan you entered.
Insurance Plans {(Companies,; Providers)
Type or copy and paste in insurance plan list values Insurance Type
[ Add Insurance Plan ]
*“‘Please limit your entries to 100 characters per line; longer entries will be truncated.
Separate each item with the ENTER key.
Click to Insurance Plan Type Active Created By Date Created Updated By Date Updated ProductsLOBs
N0 CHARGE Mo Charge Lewvis Baratz 08052007 Lewviz Baratz O0G2007 Wiew
*Mot Listed Mot Selected Lewvis Baratz 05MmE2007 Lewiz Baratz O0G2007 Wiew
*=*Self-Insured or Mone Cther hurugan Killacs 050212007 Miurugan Killsda 050272007 Wiew
1199 Mational Benefits Fund Managed Care Murugan Killads 050952007 Lewvis Baratz 09062007 Wiew
Aetna Other Murugan Killads 027252007 hurugan Killada Q292872007 Wiew
Affinity Other Murugan Killads 0502007 Murugan Killada 030972007 Wiew
Beacon Health Strategies Other Murugan Killads 05/09/2007 Murugan Killada 0582007 Wiew
CenterCare Cther Murugan Kilada  05/09/2007 Murugan Kilads  05/09/2007 Wiew
Comrnunity Care Partners Other Murugan Killads 05/09/2007 Murugan Killada 0582007 Wiew
Community Premiere Plus Managed Care Murugan Killads 050952007 Lewvis Baratz 09062007 Wiew
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Used the Edit button to update an item. From edit mode, click Update or Cancel.

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Elzzlzzlzlzzz]e

Update I Cancel | MY Presbyterian Community Health

Edit

Edit

22

mMedicaid

Medicare

MetroPlus

mMHIHealth First Increased Benefits

Flan

mMHIHealth First Life Improvement Plan

mMHIHealth First Life Maximum Plan

MHIHealthFirst 65+

MHIHealthFirst Coord Benefits Plan

MultiFlan

Meighborhood Health Providers

Cifard

Walue Options

DRI v

Cither

Cther

Cther

Cither

Cither

Cther

Cther

Cther

Cither

Cither

Mlurugan
Killada
Murugan
Killada
Murugan
Killadz
hurugan
Killads
Mlurugan
Killada
Murugan
Killada
Murugan
Killadz
Murugan
Killads
Mlurugan
Killada
hurugan
Killada
Murugan
Killada
Murugan
Killads
hiurugan
Killadz

[ R,

A I A1 51 1 1 1 1 1 51 1 1 K

1

0202772007 Murugan
Killadz
0202712007 Murugan
Hillawclz
020272007 Murugan
HKillaclz
050972007 Murugan
Hillaclz
05092007 Murugan
Killadz
05092007 Murugan
Killadz
05092007 Murugan
HKillaclz
05092007 Murugan
Hillaclz
05092007 Murugan
Killada
050972007 Murugan
Killadz
05092007 Murugan
Killadz
0252202007 Murugan
Hillaclz
0509/2007 Murugan
HKillaclz

NS AINAT R e mame

0272872007

Q27272007

02727 2007

050952007

050952007

050952007

050952007

050952007

050952007

050952007

050952007

061 252007

05092007

NS AT

Wiew

Wi ey

Wi ey

Wiew

Wiew

Wiew

Wi ey

Wi ey

Wiew

Wiew

Wi ey

Wi ey

Wiew

To add Products/LOBs to a plan, click the View link for the plan. This open the
Insurance Products/LOBs window for the plan. Type or copy and paste in the
products or lines of business and click Add Product/LOB. You can edit an item

by clicking the Edit button.

From edit mode, click Update or Cancel.

Use the <<Back button to return to Insurance Plans.

Insurance Products/LOBs for
Type or copy and paste in Products/LOBs list values

"“'"Please limit your entries to 100 characters per line; longer entries will be truncated.

Separate each item with the ENTER key.

HO

POS
PPO
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Plan Type

Medicare MCO

Active

Created By
Murugan Killads

Murugan Killads
Murugan Killads

Murugan Killads

Add Product/LOB | [ << Back
Date Created Updated By Date Updated
0301472007 Murugan Killada 0301472007
0301472007 Murugan Killada 0301472007
0301472007 Murugan Killada 0301472007
050972007 Murugan Killada 050972007
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V.12 CUSTOM LIST VALUE CONTROL (Control No. 12)
This is a powerful control that affects most of the forms and screens in CHN
Advantage. This tool enables the system administrator to create new controls
(such as age group of patients, contact method types, etc.) and then populate or
edit the specific choices for each of these (e.g., children, adolescents, senior
citizens; or contact by fax, contact by email, etc.).

SNote: Adding new controls such as “Age of Patients” does not make the
new control appear on any forms. It only creates a place holder in
the database to be used by a programmer.

CHN Advantage v. 2.0 come pre-loaded with all the list value
controls needed to populate the dropdown boxes on the forms so it
is highly unlikely that you will need to add a list value control.

Steps
1. Enter the control name.

2. Enter the Data Dictionary Control ID. Note that in CHN Advantage v. 2.0
the data dictionary control ID is manually entered, not system-generated.

3. Click the Add Control button

To edit an existing control:

1. Click the Edit button next to the item you wish to edit. Change the
dropdown value, Abbreviation, and Check or Uncheck Active where
applicable.

2. Click Update to save or Cancel to return to the previous page without
saving.

To add a new dropdown value:
1. Click on the View button to the right of the Control Name you would like to
add a value to.

2. Enter the dropdown value. You may also enter an abbreviation.
3. Click the Add Value button.
4. Click the Exit button to abandon.

To edit an existing dropdown value:

1. Click the Edit button next to the item you wish to edit.
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2. Change the dropdown value, Abbreviation, and Check or Uncheck Active
where applicable.

3. Click Update to save or Cancel to return to the previous page without
saving.
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V.13 PRACTICE TYPES (Control No. 13)
Outside practices should be limited to CPP (Community Private Practice) and
FSF (Free Standing Facility). CHN Advantage v. 2.0 has been preloaded with
these items activated. It is strongly suggested that the administrator not change
these settings because routing logic has not been implemented for other practice

types.

Pra:l:l_bl Types

Practice Type Add Practice Type

Clicki 1o Pradtice Ty Aatten Created By Mt Craated Upiliibinl By Dhita: Uhatedd st
(Eat] CPP khurugan Hilada H20000T Murugan Hileds (R0 Wiew

Eat| FEf Murugan Kilada (2R Musigan il CSraR0T Virw

Within each of the practice types are details such as solo practice providers,
group practices, nursing homes, health centers, etc.
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V.14 PROVIDER TYPES (Control No. 14)
The provider types control works the same way as the practice types control.
Provider types are preloaded with HHC-based and non-HHC; these are the only
settings that should be active for routing purposes. The details for these
providers include physicians, dentists, certified midwives, nurse practitioners,
podiatrists, and other healthcare professionals. These must be loaded for HHC-
based and non-HHC.

Note the Permission column. Upon entering a provider subtype, you must
indicate if the provider subtype will be available to the facility to grant permission
to make referrals for a particular service group. For example, if you indicate No
for a dentist, then a facility does not even have the option to permit a dentist to
make a referral of any kind. If you indicate Yes for a dentist, then the facility has
the ability to select the scope of services to which a dentist can make a referral.

This tool is integrated with the facility Services/Procedures tool detailed in
Appendix I1.5.

Provider Sub Types for

Provider Sub Type: Permission: O Yes C'No [ Add Provider Sub Type ]
Please select avalue for permission.

Click to Provider Sub Type Permission  Active Created By Date Created Updated By Date Updated
Cerified Midwife Yesg Murugan Killads 01/31/2007 Murugsn Killads 042072007
Dentist Mo Murugsn Killads 01/31/2007 Murugan Killads 0212002007
LCP Yesg Murugsn Killads 022072007 Murugan Killads 031072007
LCEW Mo Muruigan Killads 027202007 Murugan Killads 054 0/2007
kP Yes Murugan Killads 02202007 Murugan Hillads 05M 0/2007
Physician Yes Murugan Killads 01/31 /2007 Murugan Killada 024 212007
FPodiatrist fes Murugan Hillads 022002007 Murugan Killads 022002007
Psych MNP Yes Murugan Hillads 042002007 Murugan Hillads 0sM 02007
RPA Yes Murugan Hillads 0202002007 Murugan Hillads 0sM 02007
Speech Pathaologist Mo Murugan Killsds 02/20/2007 Murugan Killada 054 0/2007
Substance Abuse Counselor Yesg Murugan Killads 02/20/2007 Murugsn Killads 0272072007
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V.15 PROVIDER TEMPLATE REQUIREMENTS (Control No. 15)
The provider template requirements control enables the global administrator to
specify 12 provider template fields as required or optional, for each of the
provider types and subtypes.

Steps
1. Click on the Edit Provider Template button located at the bottom of the grid. The

grid opens in edit mode, with a series of dropdown boxes for key of the 12 key
points (NYS License, NPI, Medicaid ID, Medicare ID, Workers’ Compensation
number, Degree, and two Specialties, Board Certifications, and Year Certified
criteria.

2. Use the dropdown boxes in the grid to specify whether the qualification is
Required (“R”), Optional (“O”), or Non-Applicable (“N”). The level of criticality
you select will effect the provider template and either permit or deny system
access until the required fields are filled in on the provider profile template.

3. To abandon your changes, click the Cancel button at the bottom of the table,
otherwise click Save. You will receive a message confirming that all provider data
elements have been successfully added or updated. If you wish to save your
changes and close the edit function, click on the Save & Close button. Y

In view mode, the grid appears as:

Provider Template Requirements

W¥S License NP1 Medicaid I Medicare I WC Ho. Degree  Specialy 1 Board1 Year 1 Specialy ?  Board 2 Year 2
HHC-Basad - Cortified Mcwile M M
HHC-Basad - Dentest
HHC-Based - LCP
HHC-Baad - LC3W
HHC-Bazad - NP
HHC-Bazed - Physician
HHC-Based - Pockstrist
HHC-Bazed - Payeh NP
HHC-Basad - FPA
HHC-Batad - Speach Pathologist
HHC-Based - Substance Abwue Coundelon
Hor-HHC - Certifiad Michwite
orHHC - Chiropeactor
Mon-HHC - Dentist
Mor-HHE - LCP
Hon-HHC - LCSW
Hon-HHC - Murse Practfioner
Hon-HHC - Firysician
Mon-HHC - Podbsirist
Mon-HHC - RPA
Hon-HHC - Speech Languags FPathoiogest
Hon-HHC - Subrslance Abuee Counseior

= 0
=

i

e e o (e o Jie o [ 1 i 1

R
R
R
8]
R
R
R
R
R
R
R
R
R
R
R
R

(=]
CJDIDIIDIDDADDDDDEZTDDDO

C

2/ ODZTOoDZ
O DD DDDDDDDDDTDD DD DD DD

OQOoOIDDIDIDDIDIIIIDIDIDIDOCTDDE
OO DD D DDADIDDADITDIDTDDODD DI
Do DDIDIIDDIDDIDTDDDSDD DO
DO DDDRDIDTDDDDNDDDDDDDD

ST DAIDDDDIDDIDIDDDDDST DD
OMDDDDDD DDA D DD DD SIDDDO
ZD DD OSDDIIDIDIDIDDDDDSDDTDDD
ZD DD ODDIIDDIDITIDDTDDDSDDDS

R
R
R
]

B
Z Z D D

0
VS License NP1 Medicabd 10 Medicare 1D WC o, Degree  Specialty!  Board 1 Year 1 Specialy 2 Board 2 Yea 2

[ Edit Provider Template |
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In edit mode, the grid changes to:

HHC-Bazed - Cetified Midwife
HHC-Bazed - Dertist

HHC-Based - LCP

HHC-Based - LCSW

HHC-Bazed - NP

HHC-Based - Physician

HHC-Bazed - Podistrist

HHC-Based - Psych MP

HHC-Baszed - RPA

HHC-Based - Speech Pathologist
HHC-Bazed - Substance Abuse Counselor
Mon-HHC - Certified Midwite

Mon-HHC - Chiropractor

Mon-HHT - Dentist

Mon-HHC - LCP

Mon-HHC - LTS

Mon-HHC - kurse Practitioner

Mon-HHC - Physician

Mon-HHC - Podistrist

Mon-HHC - RP&,

Mon-HHC - Speech Language Pathologist
Mon-HHC - Substance Abuse Counselor

<< Cancel Save & Close »»
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V.16 US STATES (Control No. 16)
This control establishes the US states that will populate dropdown boxes on the
practice and patient profile forms. To add a new state:
1. Enter the State name.
2. Enter the US Postal Service (USPS) two character abbreviation.

3. Click the Add State button.

To Edit an existing State:
1. Click the Edit button next to the item you wish to edit.

2. Change the State name, Abbreviation, and Check or Uncheck Active
where applicable.

3. Click Update to save or Cancel to return to the previous page without
saving.

NB: This version of CHN Advantage does not have an automatic method of
assigning zip codes.

To add Counties
1. Click the View link to the right of the State to which you would like to add
counties.

2. Enter or copy and paste one or more county names. Be sure to enter
each county on a separate line.

Use the Edit buttons to update counties, and click Update or Save.
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V.17 GROUP EMAIL (Control No. 17)
The purpose of this tool is to send system emails to predefined user groups then
search for any emails sent. There are eight different email groups. They are:

9. All Users

10. All System Administrators
11.All internal users

12. All Community Providers
13. All Referral Reviewers

14. Referral office users
15.All PRND users

16. All Transfer function users

These groups have different meanings for different users. For example an
Administrator at the central office sends emails to all users when selecting all

users. An Administrator at a facility would only send emails to all users at that
particular facility when selecting all users.

Steps
1. Select the group to which you are sending the email

2. Enter the email subject.
3. Enter the body (text) of the email
4, Click Send Email or, if you wish to abandon, click Close. You will receive

a confirmation message; click OK if you wish to close without sending the
email.

CHN Advantage maintains an email log, which you can access by group and
date.
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Group Email

Select Facility: --Select- R
Select Group: all Users N
Subject:

Body of the Email:
{max 5000 characters)

Search Group Email Sent
Select Group: --Select-- v Select Facility: --Select-- v
Start Date: #H End Date: iz
>Note: Make sure you train users not to reply to CHN Advantage

generated emails. CHN Advantage does not receive incoming
emails. However, depending upon the email system you use, the
user can click Reply to All, and send an email through the regular
email system to all recipients of your CHN Advantage email.
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V.18 MANAGE GROUP MODULES (Control No. 18)
The user groups are preprogrammed in CHN Advantage v. 2.0. This control
enables the global administrator to assign which of the 12 module menu items
will be available to each of the user groups.

To use this control, select the pre-programmed user group from the group

dropdown box, and check or uncheck the Assign box for each top level menu
block. Click the Save button when done.
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V.19 MANAGE SUB MODULES (Control No. 19)

This control works in concert with the Manage Group Modules tool. For each
main menu level function, this tool enables the individual links available under
ach module. For example, if you assign a Practice Management menu to a
Group 7 user (Facility User—PRND and Credentialing Admin), this tool gives you
the ability to assign the actual menu links: Add a Provider, Search Providers,
Unknown Candidate, Copy a Provider, and CHN Category.

Within some of the individual submenu links, you can also enable the edit links to
be available. This corresponds to the sections of this manual that mention that
not all users will be able to edit practice, provider, or patient profiles. This is the
tool that allows this at the group level.
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Comments? Questions? Suggestions?

Please contact the global administrator with any comments, questions, or suggestions
you have concerning CHN Advantage.

User Manual, Version 1.10, November 2007 — CHN Advantage v. 2.0 Page -214



