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Introduction

The Palm Beach County Ryan White Part A programs have migrated from the Florida State
run Ryan White Part B CareWare database system to the Provide® Enterprise (PE) system. All
historical Client and Service data from the CareWare system that was entered by Palm Beach
County funded Ryan White Part A providers was migrated to the new PE database.

The system is being utilized to accomplish a number of goals:

(@]

o

0O O O O

o

Provide a care management tool to funded agencies that enables them to collect all
required data.

Provide a tool to funded agencies to produce the Annual Ryan White Services Report
(RSR) data file which is uploaded directly to HRSA.

Enable agencies to also document their ARTAS Enrollments and services.

Enable agencies to also document their HIV Counseling and Testing and Outreach
activities.

Improve the consistency and reliability of the data collected.

Reduce duplication of services to clients.

Ensure continuity of care by integrating all potential points of client entry.

Facilitate improved community planning with more accurate and comprehensive
information on the clients being served and the impact of the services being
delivered.

Coordinate care between provider agencies.

Note: The Florida ADAP program is also planning to migrate to the PE system and that
should enable us to more tightly integrate eligibility management and enrollment of clients
that reside in the Palm Beach County EMA.

This User Guide is organized into sections to help you determine what data you need to
enter into Provide® Enterprise in order to meet your data collection and reporting
requirements.




Navigating Provide Enterprise

Prior to accessing the Provide® Enterprise database for the first time, the Provide® Enterprise
Client Software will need to be installed on your computer. For Installation instructions,
please see the Provide® Enterprise Installation Guide.

Logging into Provide* Enterprise

To launch Provide® Enterprise, you will want to double click with your mouse on the Provide®
Enterprise Client Icon that has been placed on your Desktop during installation (similar to
that in the figure below). The Icon is appearance is somewhat transparent.

£
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Also, you may “Pin” the icon to you task bar by right clicking on the icon and clicking on “Pin

"

to Taskbar.” The icon will look similar to this ) and be on your task bar. You can also a
“Pin to Start Menu” by right clicking on the icon and clicking on “Pin to Start Menu.” It will
then appear on the start menu of your computer and appears similar to

=
(_\.-—" Provide Enterprise Client

The Log In Screen will appear, similar to that in the figure below:

Lugl'n to Provide Enterpri

User Name: Test User/GTI oK

Password: | Cancel

Database: PalmBeach Show P Address

[ |
| |
Server: 10.50.10.104 [ Request Password Reset ]
[ )




Enter the User Name, Password, Server and Database provided by your System

Administrator. Click on the " o button to log into the system.

NOTE: After you have logged on for the first time, the User name, Server and Database
will be automatically saved on your computer and will be populated in the login
dialog box on future logins. You will only need to re-enter your password.

As Provide” Enterprise is loading you will notice a window similar to the following on your
screen:

Loading System Info

Provide Enterprise ¥ Creck Vesson

Verfying Cache Files

f £ . . :, Downloading Mew Cache Files
. Loading Data Dictionany
Groupware Technologies Inc. Loading Views

Loading Keywords
Version 5.10.10012.005 Loading User Prafile

Report Engine Version: Loading User Preferences

Checking For OMR Scanner

As a security measure, Provide® Enterprise will automatically lock your account after three
consecutive failed logins. If this happens, you will need to contact your Provide® Enterprise

Request Password Reset

Administrator to reset your account or you can click on and answer

security questions to re-set your password.

Request Password Reset
After you have your security questions (see “Setting Your Security Question” section below

for detailed direction on establishing your security questions) you can request a password
reset when logging-in by clicking on “Request Password Reset.”

' Login to Provide Enterprise

Uzer Name: Test User/GTI oK

Paszword: Cancel

Database: PalmBeach Show P Address

[ |
| |
Server:  10.50.10.104 [ Request Pazsword Reset ]
[ )

e After clicking on “Request Password Reset,” your security questions will appear for you to
answer.




() Verify Security Answer

OK
Question 1 | Where were you when you had your first kiss?

@

Answer 1 Caneel

Question 2 | What was your childhood phone number including area code? (2.g.. D00

Answer 2

Question 3 | What is the middle name of your oldest child?

Answer 3

e After you answer the questions, click on “OK.”

e After clicking “OK.” You will receive the message below that a password reset request has
been sent your email address.

Provide Enterprise u

Password reset request has been sent.

e You will then receive an email with your new password like below:

iladmin@providecm.net Today at 2:11 PM
To Me

Your password has been reset to:Password123

When you log in, the system will give you a message 'Login Failed: Reason - Password of the account must be changed.'. Click 'OK' to this message and you will then be asked to
enter a new password two times. After you do this, you will need to clese out of the login screen and re-login to Provide Enterprise using your new password.

You will not be allowed to reuse a password until you have changed it to five other values. This is to ensure that you do not keep using the same password.

Your password must meet the following minimum requirements:

Mot contain significant portions of the user's account name or full name
Be at least six characters in length

Contain characters from three of the following four categories:

English uppercase characters {4 through Z)

English lower-case characters {a through z)

Base 10 digits (0 through )

Meon-alphabetic characters (for example, I, §, 2, %) (Do not use ' or ™)

Status Bar

An example of the Status Bar appears below. This is variable for each customer and the
user’s preferences, security, and the user’s customization.

R Refil Requests: 010 | Rx Pending: 010 LR S-ISRINEIERIERANE| UC College of Mediing Peoria - Client Services | Amanda Epping/GTI | 10.50.10.103caretest

10




Rx Refill Request: The number of Prescription Refill Requests you have.

Rx Pending: The number of Prescriptions that are pending your authorization.

New Task Alerts: The number of task alerts that you have. (This is based on your selection in
your Task Alert View). This will be highlighted red until you view the alerts.

New Database Alerts: The new database alerts for you. This will be highlighted red until you
view the database alert.

User Security: This is your current user security. (In the example above: UIC College of
Medicine Peoria- Client Services).

User Name: This is your user name when logging into Provide. (In the example above: Test
User/GTI).

Database: This is the database you are currently logged into. (In the example above:
10.50.10.104/PalmBeach).

Windows Toolbar

If you do not have a Start-up Action defined when you log into Provide® Enterprise for the
first time, all you will see is the Windows Toolbar, similar to the following. By clicking on
each of the menu choices you will have different choices for configuring, navigating or
viewing information. Some of the more important menu choices will be discussed below:

7., File Find Wiew Actions Tools Reports  Windows  Help %Windows Toolbar

File Menu

The File Menu options are outlined below.

Change Password
You can change your password in Provide® Enterprise by completing the following steps.

« From your Windows menu choose “File” and then “Change Password” as
shown below.

E] Find View Actions Tools Repor
|
Import
Print Preview... 1
Print... I

Set Security Questions
Lock Ctrl+L
Exit

e The following window will appear:

11



Change Password

Mew Password

Confirm Mew Paszword
Cancel

Y

e Type your new password two times.

Ok
e Next, click on the Al button. A message similar to the one in the
figure below will appear:

Providelibrary

Password change Successfull Restart and login in with new password to continue,

e Next, click on the button. Your Provide® Enterprise software
will automatically be closed and you will need to log back in using the
new password.

Setting Your Security Question
To set your security questions in Provide, when you are in the system, click on File — Set

Security Questions.
 brovide Enterprize I

File | Find View Actions Tools Reports Windows Help

Change Password
Print Preview...

Print...

Set Security Questions

ol Ctrl+L
Exit

e Select security questions and corresponding answers. You also will need to
enter your email address.

12



Gt [ v]

Angwer 1 -Cancel

Question 2 | -]

Answer 2

Question 3 [ ']

Angwer 3

Email Address

e After the information, click “OK.” You may set or re-set your security
questions at any time.

Lock

If you wish to lock Provide® Enterprise in order to prevent anyone else from accessing your
data when you are away from your computer, please follow these steps:

e From your Windows menu choose “File” and then “Lock” as shown below.
|, Provide Enterprise - [Database
_[File] Find Wiew Actions Teools

= Change Password
Import
Print Preview...

Print...

RE——
t Lock Ctrl+L

Exit

e You will notice that Provide® Enterprise will immediately be minimized.

|§ﬂ5tart|“ 1., Provide Enterpise - [Clign... ||

« Click on the Provide® Enterprise Window on your Windows Taskbar (example
shown above) and the following window will appear:

13



Flogin to Provide Enternes

User Hame: Angela Price/GTI

Password:

Server: 10.50.10.104

Database: PalmBeach

| UnLock I

e Type in your password, and then click on the button. You
will be brought back to the same screen you were on at the time that you
locked Provide® Enterprise.

Print

Using the File-Print command will print the document you are viewing or the view you have
open. You may also select File — Print Preview to view a preview of what has been selected to
be printed before actually printing the document.

Exit
Using the File — Exit command will close Provide® Enterprise and take you back to your
Windows Desktop.

e When you click on the File — Exit command you will see the following window
appear on your screen:

Exit Provide Enterprise x|

Do wou wank ko exit Provide Enterprise®

Yes Mo |

® Select - to exit or - to continue working in Provide®

Enterprise.

Find Menu

The Find Menu in Provide® Enterpriseis customized for every Provide® Enterprise
implementation and the list of options can be variable based on the user rights. The
“Find Client” below is one example of how a “Find” sort works.

14



Find Client

You can bring up the Find - Client tool in Provide® Enterprise by completing the following
steps.

e From your Windows menu choose “Find” and then “Client” as the following
shows.

Pruvide Enterpise

File | Find Miew Actions Tools Reports ‘Windows Help

[ Cent |

e A window similar to the one below will appear:

{ Close 33 Search
Search Criteria
Name Last =
Name First =
SSN
Gender = |
Ethnicity |
Date of Birth =
ILPCN
Ryan White Client 1D *
Agency Assigned Client ID

4 Search

e Type in one or more of the search fields and then click on the
button. You can enter an asterisk (*) as a wild card to do more general
searches. If multiple fields are entered, only those client records that match
all of the values will be found.

e After the search is completed, the Client records that match the search
criteria are listed and displayed below the search dialog in a view like the one
below:

Mame Last MWame First MName Midde Gender Bith Date Home Phone Street Address 1 City State Zip Code
Joe Male  7/7/15977 12154124 152 Happy Road BayCity IL 68521

e Simply double click on the record that you wish to view in order to open the
desired Client Profile.

View Menu
The View Menu allows you to select a view of records to be displayed. Each Provide®
Enterprise customer has the ability to define their own views. Any time thereisa * in
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a view, you can expand the sub categories that are defined as a part of that particular
view.

Notice what happens in the example below when picking the “Reference” view:

Provide Enterpise
File Find | Wiew Actions Tools Reparts Windows Help

Bckisiky k
Client 3
Providers  F
q 3

3

Reporking

The view expands to include a further break down of the Reference category.

(_ File Find Acticns Tools Reports  Windows Help

Activity
Client

Providers
CARE Documentation L4

- v v

Reference
Clinical Trials

Codes
Drugs
Fact Sheets

- v w v ¥

Tests

When you click on “Codes” the view expands to include a further break down of the
“Codes” category.

_ File Find |View | Actions Tools Reports Windows Help

Activity L

Client 3 CARE Documentation 4

Providers 2 Clinical Trials »

Reference 3 Codes 3 Diagnoses By Code
Drugs b DSM IV Axis 4
Fact Sheets 3 DSM IV Asis 5
Tests . Procedures By Code

Procedures By Type

You now can see that there are five different “Codes” views to choose from. Click on
the one that you wish to display. Once the view has opened, you can double click on

any record that you wish to open.

Changing/Sorting Views

In Provide® Enterprise, you can change how the views are displayed to you. You can sort any

views by simply dragging columns depending if you want to view columns in a specific order.

For example, if you want to display a client list by last name it would appear:
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(. File Find View Actions Tools Reports Windows Help

qOse @35 F G| @ Create Actvty | View Activity (@) Create SubRecord v (@) Aclion =[] Create Repott

@ View v (@ Master Actions v

Last Name First Name Ml Address 1 City

DDDDDDDDDD DDDDDDDDDD D

EEEEEEEEEE EEEEEEEEEE E 5556 23d Ave Moline
man person 415 W Fullerton Chicago
Smith Joe H 152 Happy Road Bay City
Tree Apple 101 Orchard Street  Alpine

State Zip Home Phone  Home Phone Message

AARARAAARA  AAAAAAMAAA A 1120W. Highway 10 Champaign IL 60161 708-987-4110 Any

312-387-53320
33333 3099746541  Any
60614- (708) 542-4363
68321 12154124 Any
60712 (213)456-1234 Any

IL
IL
IL
IL

However, if you want to display your client list by first name, you would click on the first
name and drag it in front of the last name column. As seen below: (notice the red arrow)

HCose & S 2 (o] ©CreateActivty [ View Activty ) Crete Sub Record v () Action + [ Create Repot

@ View = (@ Master Actiors

LT First Name Ml Address 1 City
AMMAAAAAMA  AAAMAAAAAA A 1120W. Highway 10 Champaign IL
DODDDDDDDD DODDDDDDDD D

EEEEEEEEEE EEEEEEEEEE E 5556 23d Ave Moline IL
man person 415 W Fullerton Chicage  IL
Smith Joe H 152Happy Foad  BayCiy IL
Tree Aople 101 Orchard Street ~ Alping IL

State Aip

Home Phone  Home Phone Message
G061 7089874110 Ay

31298799520
33333 309:974-6541
60614- (708) 542-4363
68921 12154124 Ay
60712 (213) 4561234 Any

Aoy

The view will then appear with the “First Name” as the first column such as:

e @S 5 | @ Create Actvity ] View Activty (@) Create Sub Record  » (@ Action + [] Creste Report (@ View ~ (@ Master Acions =
Firat Name Last Name M| Address 1 City State Zip Home Phone  Home Phone Message
| “AGAAAN ARAARAAA_ A 120V Highvay 10 Crampsion I 60161 AOESE74TI0 Aoy |
DDODDDDDDD DoDDDDDDDD D 312-987-99920
EEEEEEEEEE EEEEEEEEEE E 5556 23d Ave Moline IL 33333 3099746541 Any
person man 415 W Fullerton Chicago IL  60&14- (708) 5424963
Joe Smith H 152 Happy Road BayCity IL 68921 12154124 Any
Apple Tree 101 Crchard Street Alpine L 60712 (213) 4561234 Any

You are also able to sort each column simply by clicking on the column:

i Close

d S S A 2] © CeateActiviy ] View Activy (@) Create SubRecord (@) Action [ Create Report

@ View v (@ Master Actions v

|Last Name /| First Name Ml Address 1 City State Zip Home Phone  Home Phone Message
( AMAAAAMA AKAARARAR A TT20W_Hhway 10 Criampagn 1L 60161 7089674110 Ay |

DDDDODDDDD DDDDDDDDDD D 312-587-98520

EEEEEEEEEE EEEEEEEEEE E 5556 23 Ave Moling IL 33333 3099746541 Any

man person 415'W Fullerton Chicago  IL  60614- (708) 542-4563

Smith Joe H 152 Happy Road BayCity IL 68521 12154124 Any

Tree Apple 101 Crchard Street  Alpine L 60712 (213)456-1234 Any

A will be displayed in the column indicating the direction of the sort. In the example

above, the last name is sorted by descending alphabetical order (sort A>Z). A would
indicate ascending order (sort Z->A). Clicking one time will give you descending order and

clicking twice will give you ascending order.

You can also change the size of your columns by simply dragging the sides of the columns.

4 Close

BOSBRBaE P 2] © Create Activity [ View Activity @ Create Sub Record v (@) Action v [ Create Report

@ View ~ (D Master Actions =

Ciy
1120 W. Highway 11 Champaign

"""""""""" E 5556 23nd Ave Maline IL
man person 415'W Fullerton Chicago IL
Smith Joe H 152 Happy Road Bay City IL
Tree Apple 101 Orchard Street  Alpine IL

State Zip

Home Phone  Home Phone Message
60161 7089874110 Any

312-987-99920
33333 3099746541 Any
60614- (708) 5424963
68921 12154124 Any
60712- (708) 585-95838 Any
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y view that you are attempting to search, you can also group the view by clicking on

=

on top of the page. After you click on the icon, your screen will appear like the one
below. You will see the screen below and “Drag a column header here to group by that
column.”

BRI S S D AT - - |
(. File Find View Actions Tools Reports Windows Help

4 Close @ =] @&‘ B .@ Create Activity B\J’\ew Activity () Create Sub Record  + (@) Action ~ B Create Repot (&) View ~ (@) Master Adtions

Lasl Name Frst Name M\ Address 1 Stats Zip Home Phone  Home Phone Message
1120 W. Highway 11 Champa\gn 60161 7089874110 Any
DDDDDDDDDD DDDDDDDDDD D 312-987-99520

EEEEEEEEEE EEEEEEEEEE E 5556 23d Ave Moline IL 33333 3039746541 Ay
415W Fuleton  Chicago 60614- (708) 542-4963

Smith Joe 152 Happy Road Big Foot Praiie IL  68321- Any
Tree Apple 101 Orchard Street BeecherCity  IL 6D712- (708)989-9393 Any

o

Drag the column header to the designated area to group by that view. For example, if you
want to group your view by last name, you can drag the column “Last Name” into the box as

seen below:

———— T

4 Close @ = (}3’ @ (& Create Activity @ View Activity  (©) Create Sub Record  » () Action ~ @ Create Repot @) View ~ (@) Master Actions =
Last Name - First Name M| Address 1 City State Jip Home Phone  Home Phone Message

[ AAAALAAAAA

= DODDDDDDDD

[#] EEEEEEEEEE
e
[+ Smith

1+ Tree

To “Un-Group” your view, drag the column out of the designated area. You can then click on

el

the on the button again to remove the filtering column header gray box from your

view.

These sorting/grouping options are available in all views. When you log-off of Provide, the
views will return to their default; therefore, you will need to re-sort your views.




Filtering Views

To filter a view, click on E to show the filter bar. A bar will appear on top of your screen
similar to the one below depending on the view you are currently viewing:

| Last Name First Name: MI SSN RW  Birth Date Gender ADAP Status  ADAP Expire Last App Status Last App Submitted ADAP App Status

In any of the boxes, you may filter your view. For example, if you would like to view all of
your clients that are “Open” to ADAP, you can simply enter “O” in the ADAP Status box. This
will filter your view to only see your clients that are open to ADAP. To remove the view filter,
simply delete the text you entered (in the example above, delete the “O”). If you do not

want to see the filter bar, click on 2 to remove the filtering bar from your view.

Adjusting Tab Sizes
You can also change the size of your tabs by simply dragging the side the tab.

_ File Find View Actions Tools Reports Windows Help

4 Cose .:;‘ o D-‘J PEd UE Creste Acivy 4 Create\Fepot (&) Create Stb Record + @ View ~ @ Adion ~ © Print ~

Client Profile - person man ()
Hlinois Department of Public Health - HIV Care Network - Lauren Ruhbeck/parta/ilcars [12/04/2013]

Profile | Demo | Residence | Mai | Household | Income | Medical | Benefis | Insurance | Enroll | Eigibilty |

SSN 000-00-0001

Legal Last Name P
Legal First Name [ 4@
Legel Middie Il

Name S

Eye Color
Also Known As

Pop-up Alet Message

RW Part B Case Mamt Agency

RW Part B Cas Manager

Fyan White Cliert 1D 66214
Curent Program Status

Status Change Reason

Send Client Datato Lab System? No
Medical Case Management Status

ADAP Status

CHIC Status

Client Notes

B S & (4 49 []AddCient Note

Date Due Type Subject Status

Once you have the tabs the size you would like, you can set the size as your default tab size
by clicking on Tools — Set Default Tab Width. This will save your default tab width.
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[Tools] Reports  Windows Help

User Security

User Preference
Set Default Tab Width
Refres| 3

Build Keyword Cache

Set Cache Location

Reset Default Cache Location
Clear all cache files

Clear Report Objects
Scanner Settings

Reload Provide System Views
Explorer ...

Type Ahead in Views

In any view that you are attempting to search, you can “Type Ahead” to help increase the
speed of your searching. These filtering options are available in all views. When you log-off of
Provide, the views will return to their default; therefore; you will need to re-sort your views.
In the example below, if you were searching for Groupware Technologies, you could start
typing “GR” and the choices will start to load for you.

[ Set Securtiy l [ ﬁj

Curmrent Profile

B

Greene County Health Department - Client Services

Groupware Technologies Inc. - Technical Support

In any field, you may type ahead to assist in your search. When you are typing ahead on the
bottom of the screen you will see what you are typing/searching for example if you were
looking for a provider with the first name of Amanda, and typed “Amanda” it will show:

Searching for: AMAMDA

on the bottom of the screen and jump to “Amanda” on the
provider list.

Actions Menu

There is one available action here that is used to register a new client in Provide® Enterprise.

Register Client

In order to register a client in Provide® Enterprise go to the Windows Toolbar, select
“Actions” and then “Register Client”.
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Provide Enterprize -

(_ File Find View |Actions | Tools Reports Windows Help

|| 4{ Close 3} Search Register Client I

If your current user profile does not allow you to register clients, you will get the following

error:
Eror x|

‘our current user profile does not allow vou to reqgister clients.,

If your current user profile does allow you to register clients, a window similar to the one
below will appear on your screen:

—vaTdE Enterprise - I! r Clien - e - -

(_ File Find View Actions Tools Reports Windows Help
|| 4 Close % || (& Register Client
| Register Client
Register Client

First Name =
Middle Initial
Last Mame =
Birth Date = = |z|
Gender = v]
S5N &
Agency Assigned Client |D
How was Client Refemed to Agency? = v]
Date of Intake = m |ZI

NOTE: This screen will be discussed in more detail later in this guide.

Tools Menu
From the Tools Menu, you can set user preferences or refresh design elements.

Set-Security

Provide® Enterprise allows for a variety of user preferences to be set. Click on Tools and click
on User Security.
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_ Provide Enterprise - Find Client] W W

_ File Find View Actions [Tools| Reports Windows Help
| q Close &4 Search User Security

Current Profile

The Current Profile box allows you to select and/or change the User Profile that you wish to
enter and/or view information from.

. Set Securtiy m

Current Profile

ADrg APgm

Agape Missions
UIC College of Medicine Pearia  Client Services
UIC College of Medicine Peoria  Client Services

View Effective Date

Cument -

[ ok | [ Cancel |

To change your current profile, click on the E] and then select the profile.
The Set-Security Dialog Box consists of four different tabs, which will be discussed below.

Current Reporting Scope

The Current Reporting Scope reflects the User Profiles that your System Administrator has

defined for you.
Cumrent Reporting Scope

20 %
AOrg APgm
Agape Missions Client Services

UIC College of Medicine Peoria  Client Services

< UIC College of Medicine Peoria  Client Services

The Current Reporting Scope reflects the User Profiles that your System Administrator has
defined for you. To select reporting scopes, click on the scope and a green check mark will
placed next to the scope selection.
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View Effective Date

The View Effective Date preference allows you to select how you want to view client
information, Current records or records as of a particular date range in the past.

To change the View Effective Date, follow these steps:

e Click on the = next to the View Effective Date field. Your two choices can be
seen in the following figure.

Wiew Effective Date |Curlent ﬂ

Drate Fomnat Past

e If you select “Past”, an additional field (seen in the figure below) will appear to
allow you to select the date that you wish to view information from.

View Hfective Date

Past ']
Past Date

Friday, November 29, 2013 =l
< November, 2013 ' oK | [ Cancal |
27 28 23 30 3 1 2

3 4 5 6 7 &8 9

0 1 12 13 14 15 18

17 18 18 20 21 22 23

24 25 26 27 28[29] 30

1 2 3 4 5 6 7

e Simply click on the appropriate date in the calendar. To scroll between months,
clickonthe * lor _* buttons.

Preferences

Provide® Enterprise allows for a variety of user preferences to be set.

Opening the User Preferences Dialog

To open the User Preferences Dialog box in Provide® Enterprise, follow the steps below:
From the Windows Toolbar (in the figure below), select “Tools” and then “User Preferences”.

(. Provide Enterprise - [Find Client]
(_ File Find View Actions |Tools| Reports Windows Help
|| 4 Close 34 Search ‘ e

User Preferences

This will activate the User Preferences Dialog seen in the figure below:
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_ User Preferences

|| 4 Close o ||

User Preferences

General | Defaults | Common | Other |

User Name Amanda Epping/GTI

Date Format = [MMfddfyyy'y -
Date Format Example 01/27/2014

Views Show Grid Lines? [Nu

Views Show Alternating Colors? [Yes

Task Alert View

o[

Task Alert View to Open

The User Preferences Dialog Box consists of four different tabs, which will be
discussed below.

General Tab

The General Tab of the User Preferences consists of the most basic preferences you can
define in Provide® Enterprise.

Date Format

The Date Format user preference allows you to select the format of all date fields within the
Provide® Enterprise system.

To change your default Date Format, simply follow these steps:

Single click in the button EI on the date format line and select the date format
you wish to use.

Display: View Grid Lines/Alternating Colors

You can to select to view grid lines and alternate colors within the Provide® Enterprise
system. Select Yes or No for each of these preferences.

Task Alert View

The “Task Alert View” is the view that Provide uses to determine if task alerts should be sent
to you. You can select your Task Alerts View. Click on the LI and the below window will be

displayed. Click on the E2 to expand the options under each category.
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Select From View @

Please select tem(s) from the view.

21 S ¢ = _j ﬁ:J o e _1 Create View _1 Create View Column _1 Create View Property

DB View
o Activity

Administration

Cliert

CMS Interface

Grant Management

Health Education Risk Reduction
HIV Counseling and Testing
Medication Invertory

Frevention

Froviders

Reference

Reporting

Secure

Surveillance

System Administration

[ ok | [ cancel |

To select a particular task alert view, double click on the particular view. Double click
the Task Alert View to select that view.

Task Alert View to Open

The “Task Alert View To Open” is the task view that will open when you click on the new alert
that will be highlighted the color red in your status bar. You can select your Task Alerts View

to Open. Click on the [-1] and the below window will be displayed. Click on the to expand
the options under each category.

Defaults Tab

The Defaults Tab of the User Preferences allows you to define some of the values that will
default in various activity records throughout Provide® Enterprise. You can define a default
Diagnosis, Diagnosis Description, Facility, Provider, Superbill and Appointment Length. These
default values are then used to populate fields on Activity records you create. For example, if
you set the default Appointment Length to 15 minutes, every time you create an
Appointment, the end time will default to15 minutes after the start time. This is variable by
customer.

Common Tab

The Common Tab of the User Preferences allows you to define some of the values that will
default in various activity records throughout the system. You can define a common list of
Diagnosis, Procedures, Providers, Facilities, Medical Groups, Organizations, Drugs and Tests.
This is variable by customer.
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Other Tab

The Other Tab of the User Preferences allows you to define some additional values that will

be assigned to your preferences throughout Provide® Enterprise.
User Preferences

| General I Defautts I Commonl Cther |

Supervisor D
Administrative Support =
Soft Deletes e[ ,‘
Start Up Action =l

e Supervisor: This field allows you to define your Supervisor from the Provider’s
List.

e Administrative Support: This field allows you to define your Administrative
Support person from the Provider’s list.

e Show/Hide Soft Deletes: This field allows you to specify whether or not you
want to see deleted records when reviewing a Client Chart.

e Startup Action: This field allows you to define what happens automatically when
you launch the Provide® Enterprise Client. The options are “Find Client”, Action
“Register Client” or even open a view each time that you start up Provide®
Enterprise.

e This is variable by customer.

Defining a Startup Action

The Startup Action will be your first view when you first log into Provide. To define a

Startup Action, follow the steps below:

e Click on the =) button on the Start-up Action. A window similar to the following
will appear:
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Select From View @

Please select item(s) from the view

A5 &, Dl

Action
Action: Register Client I

Find: Client

Find: Client Contact

Find: Codes“CDS

Find: Providers\Facilty

Find: Providers\Individual

View: Activity’(Action Plan Goal Note)

View: Activity’(fction Plan Goal Step)

View: Activity'{fction Plan Note)

View: Activity'[Action Plan Step)

View: Activity(ADAP Enrollment Hold)

View: Activity[ADAP Letter)

View: Activity\(ADAP Medication History Adjustment)
View: Activity'(All Diagnosis Records)

View: Activity[Allergies)

Wiew: Activity{CHIC Enrollment Hald)

View: Activity{CHIC Enrolment Programs)

View: Activity’(Client Activity By Type)

View: Activity’(Client ADAP Enrollment)

View: Activity'(Client ADAP Medication Authorization) -

»

e Scroll up and down the list as necessary and double click on an Action or a View
that you wish to have opened each time you launch Provide® Enterprise. Click on
the “OK” button and the next time you launch the system the setting will be
applied.

Refresh

Provide® Enterprise allows you to refresh certain design elements without having to log out
of the application.

If the System Administrator has made changes to your Data Dictionary, Keywords, Program
Profiles, Reports or available Views while you have been logged into Provide® Enterprise, you
can update them instantly by clicking on the Tools - Refresh menu and selecting one of the
options from the list.

Tools] Reports Windows Help

User Security

User Preferences

Set Default Tab Width

Refresh 4 Cache
Build Keyword Cache Profiles
Set Cache Location Reports

Reset Default Cache Location
Clear all cache files

Clear Report Objects

Scanner Settings

Reload Provide System Views

Explorer ...
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After you have made a selection you will see the spinning blue circle icon while the
design element is updating. Each time you log into Provide® Enterprise these design
elements are automatically updated for you.

Reports Menu

From the Reports Menu you can either run a report or manage your report objects. Each of
these items is discussed below.

Run

Using the “Run” selection will allow you to run any “Stand Alone” reports that have been
added to your system. To do this, follow these steps:

e Select the Reports - Run menu as shown below:

@ Provide Enterprise - [Find Client] L
(_ File Find View Actions Tools [Reports] Windows Help
| 4 Close 34 Search Run

If you have reports that are available to be run as a “Stand Alone” report, they will be
displayed in a dialog box similar the one shown below:

Select A Report
#

RepotGroup ReportName
» Cliert List - Open Clients

ok
e Simply click on the Report name and then click on the 4|
button to run the report.

Windows Menu

Clicking on the Windows Menu will present a few different options for you.

Layout Selection

The “Layout Selection” choice of the Windows Menu, will allow you to select how you
wish to view the open windows on your screen.

e Eveproe T

File Find View Actions Tools Reports [Windes| Help
Layout 4 Cascade
Tile Vertical

Tile Horizontal

Arrange Icons
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Cascading Windows

If you select “Cascade” from the Layout Selection menu, all of the windows you have
open in Provide® Enterprise will be opened, one on top of each other, and you will be

able to see the title of each open window at the top of that window. This can be seen in
the figure below:

Provide Enterprize

Insurance For Test Client

CIient\CIienls All By Last Name
T fl Client Profile For Test Client
[ || .AIIetgy For Test Client

Switching between windows is as simple as clicking on the window you want to
view.

Vertically Tiling Windows

If you select “Tile Vertical” from the Layout Selection menu, all of the windows you have

open in Provide® Enterprise will appear on your screen in a vertical tiled pattern, similar
to that in the figure below:

Provide Enterprise

File Find ‘iew Actions Tools Reports Window

Window Tiles

l

1 Client Profile For Test Client (<)(8)X [ Client\Clients All By Last Name

Lagt Mame  |First Mame  [M]
Client Test

zEdit Kl Create Activity [l Create\Report 4 Create Sub Record  » M Tier

& Wiew v ¢ Action ~ & Print -

|&ddres 1 | Ci

Client Profile : TestClient [}
AIDS Foundation of Chicago - Client Services : J ackie Holmes/GTI [03/16

Switching between windows is as simple as clicking on the window you want to
view.

Horizontally Tiling Windows

If you select “Tile Horizontal” from the Layout Selection menu, all of the windows you

have open in Provide® Enterprise will appear on your screen in a horizontal tiled pattern,
similar to that in the following figure.
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ile Find Wiew Actions Tools Reports  Windows Help

@1 Client Profile For Test Client
Yollose %7 | 4= B - MEdit [ Create Activity  [) Create\Repont 4 Create SubRecord -

Client Profile : | estClient []
AIDS Foundatibn of Chicago- Client Services : Jackie Holmes/GTI [(31652001]

Profile lDemu:u Hesidence] b il ] Huusehuld] Incume] Medical] Insurance] Benefits]

- . - . . L
Profile SectioniFeview =
ssn Window Tiles ]
Lazt Mame =(Client

First Mame Test

iClose |Lp‘1‘ 4 Create Activity |&View.&ctivit}l | 4 Create Sub Record =] 4 Action  ~| 4 View =~ 4

Lazt Mame  |First Mame  [M] |CM Tier [&ddress 1 [ ity |State  |Zip T
LCligrt Test IL

Switching between windows is as simple as clicking on the window you want to
view.

Viewing Open Windows

The final choice under the Windows Menu is a numbered list of all windows that are
open in Provide® Enterprise. The window with the check mark by it is the active window.

(.l File Find View Actions Tools Reports BEGRETEN Help

Close 97 <= @ - AEdi Lawout *

- . . 1 Client\Clients all By Last Mame
Client Profile : TestClient [] > Client Profile For Test Client
AlDS Foundation of Chicago- Client Sery ¥ < /5N Frofie For 1estlen

NOTE: You can select any of the numbered window choices to move to a
different window.

Help Menu

From the Help Menu you can find more information regarding the Provide® Enterprise
version on your machine, direct you the Provide® Enterprise support website, and Provide®
Enterprise email support.

[ Provide Enterprise N ™

File Find View Actions Tools Reports Windows | Help |
About
Support Website

Email Support

e Clicking on “Help” and then “About” will bring up the following Window:
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., About C=TEET

D) Provide ®

Copyright@ 2003 Groupware Technologies, Inc.
All rights reserved.

This Product is Licensed to: Lee GodgluckiGTI
5t. Clair County Health Department - Client Services
Version: 5.10.10012.010
Cache Version: 1/24/2014 9:33:453 PM GMT

C:ilUsersiLee Godgluck\Documents\Provide Enterpriseilee

WWARNING! This program is protected by copyright law and international treaties.
Unauthorized reproduction or distribution of this program, or any portion of it, may
result in sever civil and criminal penalty, and will be prosecuted to the maximum
extent possible under law.

NOTE: You can see the current version of the Provide® Enterprise that is installed on your

machine.

e Clicking on “Help” and then “Support Website” will bring the Provide® Enterprise
website and help documentation.

e (Clicking on “Help” and then “Email Support” will link to your email and allow you to
email the Provide® Enterprise technical support team.

Fields

There are several different types of fields used within the Provide® Enterprise system. They
will each be described briefly below.

When a field is editable, the text is bold. When not editable it is grayed out. It may be grayed
out because you are not in edit mode or because your System Administrator has locked the
field.

Pick list

For fields that contain a downward arrow like thiszl, click on the arrow to display the list of
preset values from which to choose. You can also type the first letter of a value if known and
it will jump to the first keyword that starts with that value. Typing the same letter again will
scroll you to the next value that starts with that letter. For example in a State field, typing “i”
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HA UHA
| |

a third time will

will bring up “IA”, typing a “i” a second time will bring up “ID” and typing

bring up “IL”.
State |||_ ﬂ
County DE ~
Zip Code i
Home Phone GU
Home Phone Meszsage Type :1!
Office Phone D -

Multi-value field

There are some fields similar to the one shown below that allow multiple values to be
selected. To check an item on the list, click on the item’s name and a check mark will appear
to the left of the name. To remove a check mark, click on the name again.

Other Languages Proficent In . American Sign ﬂ
[[] Cantoneese
Englizsh
[[] German =

Required Fields

A red asterisk (*) next to any field signifies that the field is required by Provide® Enterprise in
order to save the document. Some required fields already have a default value while others
are blank by default.

Birth D ate

Curent Age

Gender

Races - All |dentified 'ith

Blazkan Mative

Azian
(u]] | e M e M e s

Required Fields

Date Fields

When you see a date field in Provide® Enterprise you can accept the default value, hit the
delete or backspace key to remove the current date and type in a different date, or click on

the 3 button which will bring up a calendar window shown below.
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B March, 2011 g

S M T W T F 5§

1 2 3 4 5

E 7 & 5 10 11 12

13 14 15@8ld 17 18 13

20 A 22 23 24 25 26
27 28 23 ;0 3

Today Clear

e Click on the day you wish to select. To move backward * orforward ®* amonth at
a time, use the appropriate button.

e You can also change the month by clicking on the name of the current month. This
will bring up a list of months. Simply select the month that you wish to navigate to.

e You can change the year that is shown by clicking in the year (on the calendar) and
using the up and down arrows (circled in the following figure) to change the year.

20064

Radio Button

An example of a radio button (") is shown below:

— Drate Format

" Tuesday Movember 18, 2003 € Tue, Mov 18, 2003

" Movember 18, 2003 Moy 18, 2003
&+ 11/18/2003  11/18/03
Sample Date {11/18/2003 =l

A radio button will allow you to select one or more choices. Simply click on the radio button
(¥") that corresponds to the choice or choices you wish to select.

Check Box

Some fields in the system have check box fields. To check an item, click on the box to select
it.

Current Reporting Scope
TestAgency A - Care Management ﬂ

Test Agency A - Nutrition Support
[] TestAgencyB -Food Pantry
[] TestAgency B -Housing Assistance ;I
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Field Dialog Control Button

Some fields have lists from which to choose a value. Most of these fields will have a [=]]
button to click that will activate the list. To select an item in the list, click on the item name.
To deselect an item, click on the item name again. Provider fields, Diagnosis fields, Procedure
fields, Drug name fields and Test name fields are examples where Field Dialog Control
Buttons are used. In some cases you are able to select only a single value and in others you
are able to select multiple values. Both types will be discussed below.

Click on the E= to expand the options under each category and click on the (=] to
collapse the options under each category.

Provider Field Single Value

There are many fields within Provide® Enterprise where you can select a Facility, Individual,
Medical Group, Service Organization, Service Program or manually enter a value. You will be
able to view your available provider options when you click on the (8] button as the
following shows.

(. Select Provider =NRCN X |

Provider Type |Indi\ridual - | Search | Search

feza |Common '| @ Ertire Database Within Resuts | Clear Results

List of ftems

Provider Name

0K Cancel

Provider Type: The choices available for this field are set by your System Administrator
in the data dictionary field properties of Provide® Enterprise. Generally you will have the
ability to choose from a Facility, Individual, Medical Group, Service Organization or
Service Program. Both the “Provider Type” and the “Select” group that is chosen will
limit your choices in the “Provider Name” view.

Select: By default, this field is set to Common and will display a list of common providers
that you have defined in your user preferences. If you have not defined any common
providers, the “Provider Name” view will be blank. You may also choose to change this
setting to “All” to display all providers that have been defined in Provide® Enterprise.
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List of Items (Provider Name): This view will be limited by both the “Provider Type” and
the “Select” group that is chosen.

Search:

Search Search
@) Entire Database Within Results Clear Results

You may manually type a provider name such as “Smith” in the search field and then
click on the ﬂ' button. All of the provider names with the first name or
last name of “Smith” will appear. When searching for a word or phrase you can use an
asterisk (*) as a wild card. If used at the end of the string like smith*, it will find all values
that start with “smith”. If used at the front like *smith, it will find all entries that contain
“smith” anywhere in the string. You can also use a wild card in the middle like s*h to pull
values like “smith” or “seth”. You can also search the entire database or just the subset
of displayed results.

Clear Results: You can use this button to clear your search results.
Cancel: You can use this button to cancel out of the provider selection screen.

NOTE: Once you have the provider name in the “List of Items” you can select your
provider by double clicking on the provider name, by clicking on the provider name once
with your mouse and pressing the “Enter” key on your keyboard or by clicking on the

provider name once with your mouse and then clicking on the _ ok | button.

Provider Field Multi-value

There are places within Provide® Enterprise where you can select more than one Facility,
Individual, Medical Group, Service Organization, and Service Program or manually enter
a value. You will be able to view your available provider options when you click on the

-] button as the following shows.
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() Select Individual =NAC X
Provider Type Ilndi\ridual 'J Search Search
Select ICcmmon 'J @ Entire Database () Within Results MJ
List of kems Selected tems
h Last Name First Name Phone Street Address Provider Name
Lentz ]
Petel ] (708) 225-5000 650 Phoenix Center D
Vora 5 Mt. Sinai
Whealon 5 —_
Add
4 m 3
l Remove ” Remove Al I
0K Cancel

Provider Type: The choices available for this field are set by your System Administrator
in the data dictionary field properties of Provide® Enterprise. Generally you will have the
ability to choose from a Facility, Individual, Medical Group, Service Organization or
Service Program. Both the “Provider Type” and the “Select” group that is chosen will
limit your choices in the “Provider Name” view.

Select: By default, this field is set to Common and will display a list of common providers
that you have defined in your user preferences. If you have not defined any, the
“Provider Name” view will be blank. You may also choose to change this setting to “All”
to display all providers that have been defined in Provide® Enterprise.

View By: In looking at the “View By” field above you will see that it is sorting the
providers by Name. You could also choose to view providers by “Role” such as Nurse or
Social Worker.

List of Items (Provider Name): This view will be limited by both the “Provider Type” and
the “Select” group that is chosen.

Manual Entry: This field is used to manually enter a provider that you do not have
defined in any of your lists. If this is a provider that will be used more than once, you
should notify your Provide® Enterprise Administrator so they can add the provider to
your list of values.

Search: You may manually type a provider name such as “Smith” in the search field

and then click on the —2=aeh_| hutton. All of the provider names with the first
name or last name of “Smith” will appear. When searching for a word or phrase you
can use an asterisk (*) as a wild card. If used at the end of the string like smith*, it will
find all values that start with “smith”. If used at the front like *smith, it will find all
entries that contain “smith” anywhere in the string. You can also use a wild card in the
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middle like s*h to pull values like “smith” or “seth”. You can also search the entire
database or just the subset of displayed results.

Clear Results: You can use this button to clear your search results.
Cancel: You can use this button to cancel out of the provider selection screen.

Add Button: Whether adding just one provider or adding multiple providers to your
Selected Items list you need to place a check mark to the left of their name as shown
in the figure below.

¢ Select Individual [EENEER
Provider Type [Individual "] Search
seis [C"mm"” '] @ Entire Database () Within Results
List of tems Selected tems
Last Name First Name Phone Street Address Provider Name
| Mlan S
o Lentz S
«# | Petel S (708) 2255000 650 Phoenix Center D)
Vora S Mt. Sinai
|~ Whealon .5 |
4| n F
Selected: 4 [ Remove ][ Remove All ]

Diagnosis Field Single Value

There are several places within Provide® Enterprise where you can select a diagnosis. You

will be able to view your available diagnosis options when you click on the 1] button as
shown below:
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. Select Diagnosis | (S |
Select (an | Seeech
Choose Type [By D | ® Ertire Database ) Within Resuts

List of ttems Selected tems

Description Code Code Description

<24 WEEKS OF GESTATION 765.21 I

10-19% BODY BREN 10-15% 3D 54811 i

10-13% BODY BRN 3RD DEG UNSP 948.10

15T DEG BURN ABDOMN WALL 94213

1ST DEG BURN ANKLE 94513 N

15T DEG BURN ARM MULT 943.19

15T DEG BURN ARM UNSPEC 542.10

15T DEG BURN AXILLA 54314

15T DEG BURN BACK 94214

15T DEG BURN BACK OF HAND 94418

15T DEG BURN BREAST 54211

15T DEG BURN CHEST WALL 94212 =

[ Remove ][ Remove All I

The Intemational Classification of Diseases, Ninth Revision, Clinical Modification (ICD-3-CM) is based on the World Health -
Organization’s Ninth Revision, Intemational Classification of Diseases (ICD-5). ICD-3-CM is the official system of assigning codes to
diagnoses and procedures associated with hospital utilization in the United States. The ICD-9 is used to code and classify mortality
data from death certificates.
The ICD-3-CM consists of : 3

a tabular list containing a numerical list of the disease code numbers in tabular form;

an alphabetical index to the disease entries; and

a classfication system for surgical, diagnostic, and therapeutic procedures (alphabetic index and tabular list). B
The National Center for Health Statistics (NCHS) and the Centers for Medicare and Medicaid Services are the U.S. govemmental -

Select Menu: By default this field is set to your “Common” values. You can also
choose to see “All” DSM-IV Axis |, Il or lll diagnosis types. The “Search”, “Clear
Results”, “OK” and “Cancel” buttons work the same way as described in the
“Provider Field Single Value” except there is no option for manual entry.

Diagnosis Field Multi-value

There are places within Provide® Enterprise where you can select more than one diagnosis
record. You will be able to view your available diagnosis options when you click on the

(] button as shown below:
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. Select Diagnosis l‘:' = g

Select (a1 7] Sech
Choose Type [BY Deseription '] @ Entie Database (©) Within Resutts
List of kems Selected tems

Description Code il Code  Description

<24 WEEKS OF GESTATION 76521 [

10-19% BODY BRN 10-19% 3D 34811 . 76521 <24 WEEKS OF GESTATION
| | 10-19% BODY BRN 3RD DEG UNSP 548.10 548.10 10-15% BODY BRN 3RD DEG UNSP

15T DEG BURN ABDOMMN WALL 94213

15T DEG BURN ANKLE 34513

15T DEG BURN ARM MULT 543.19

15T DEG BURN ARM UNSPEC 34310

15T DEG BURN AXILLA 343,14

15T DEG BURN BACK 542,14

15T DEG BURN BACK OF HAND 344 18

15T DEG BURN BREAST 34211

15T DEG BURN CHEST WALL 54212

15T DEG BURN CHIN 34114 i

1CT nCe nUnAL CAn na1 11

Remove Remove All

The Intemational Classification of Diseases, Ninth Revision, Clinical Modffication (ICD-3CM) is based on the World Health
Organization’s Minth Revision, Intemational Classification of Diseases (ICD-9). ICD-3-CM is the official system of assigning codes to
diagnoses and procedures associated with hospital utilization in the United States. The ICD-9is used to code and classify mortality
data from death certificates.

| »

1

The ICD-3-CM consists of -
a tabular list containing a numerical list of the disease code numbers in tabular form;
an alphabetical index to the disease entries; and
a classification system for surgical, diagnostic, and therapeutic procedures {alphabetic index and tabular list). —

The National Center for Health Statistics (WCHS) and the Centers for Medicare and Medicaid Services are the U S. govemmental -

Select Menu: By default this field is set to your “Common” values. You can also
choose to see “All” diagnosis types. The “Search”, “Clear Results”, “OK”,
“Cancel”, “Remove” and “Remove All” buttons work the same way as described
in the “Provider Field Multi-value” except there is no option for manual entry.
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Procedure Field Single Value

There are fields within Provide® Enterprise where you can select a diagnosis. You will be able

to view your available diagnosis options when you click on the -1 button as the following
shows.

Select Procedure =10l x|

Select ICummun j I Search |
¢ Entire Database  © ‘within Results EIEarFlesuItsl

i List of ltems
[Code  |Description

00T EWDOWAS REPR ABDO A0 AMEURYS
00104 ANESTH ELECTROSHOCK

00320  AWESTH MECK ORG&N SURGERY
00402  AWESTH SURGERY OF BREAST

CPT@ 2005 American Medical Azzociation. Al Rights Rezerved ;I

Mo fee schedules, basic units, relative values or related listings are included in CPT. AMA does not directly or indirectly practice
medicine or dispense medical services. AbA assumes no liability for data contained or not contained herein.

CPT iz a registered trademark. of the American Medical Aszociation

o,

Select Menu: By default this field is set to your “Common” values. You can also
choose to see “All” procedure types. The “Search”, “Clear Results”, “OK” and
“Cancel” buttons work the same way as described in the “Provider Field Single
Value” except there is no option for manual entry.
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Procedure Field Multi-value

There are places within Provide® Enterprise where you can select more than one procedure.

You will be able to view your available provider options when you click on the -1 button as
shown below:

Select Procedure =]

Select ICommon j I Search |
' Entire Database W/ithin Results Clear Results |

r—Ligt of lkems —Selected [tems
Code  |Description - Code | Description |
DOMT  ENDOVAS REPR ABDO AD ANELIRYS 00017 ENDOWAS REFR ABDIO A0 ANEURYS
00104 ANESTH ELECTROSHOCK 00104 AMESTH ELECTROSHOCK,
00320 AMESTH MECK ORGAN SURGERY 00320 AMESTH NECK ORGAN SURGERY
00402 AMESTH SURGERY OF BREAST 00402 AMESTH SURGERY OF BREAST

Add>|

=
«| | »

Remove | Remove Al |
()8 | Cancel |
CPT= 2005 American Medical Association. All Rights Reserved. ;I

Mo fee schedules, basic units. relative values or related listings are included in CPT. AMA does not directly or indirectly practice
medicine or dizpenze medical services. AbA azsumes no liability for data contained or not contained herein.

CPT is a registered trademark. of the American Medical Azsociation

=,

Select Menu: By default this field is set to your “Common” values. You can also
choose to see “All” procedure types. The “Search”, “Clear Results”, “OK”,
“Cancel”, “Remove” and “Remove All” buttons work the same way as described
in the “Provider Field Multi-value” except there is no option for manual entry.
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Drug Field Single Value

There are fields within Provide® Enterprise where you can select a drug name. You will be
able to view your available drug names when you click on the -1 button as shown below:

-ioix

Select IEommon | | Search |
& Entire Database ¢ ‘within Fesults Clear Results |

r—List of [tems

|Drug Mame
abacavir
acetaminophen
menthol topical
Pralixin

| | _’lj
()8 | Cancel |

“MPORTAMT MOTICE® Every effort has been made to ensure that the information provided by Cerner Multum, Inc. [Multum'] is -
accurate, up-to-date and complete, but no guarantee iz made to that effect. In addition, the drug information contained herein may

be time sensitive. By uzsing this service, you acknowledge and agree that vour professional duty to the patient in providing

healthcare services lies solely with you. You take full responsibility for the use of the information provided by the service in patient
care and acknowledge that the uze of the service iz in no way intended to replace or substitute for your professional judgment.

Multum does not assume any respongibility for pour actions which may result in any liability or damages due to malpractice, failure to
warh, hedligence ar any ather basis; and

Ewery effort has been made to ensure that the information provided by Cemer Multum, Inc. [Multum'] is accurate, up-to-date, and
complete, but no guarantee iz made ta that effect. In addition, the drug information contained herein may be time sensitive.

<,

Select Menu: By default this field is set to your “Common” values. You can also
choose to see “All” drug types. The “Search”, “Clear Results”, “OK” and “Cancel”
buttons work the same way as described in the “Provider Field Single Value”
except there is no option for manual entry.

42



Drug Field Multi-value

There are places within Provide® Enterprise where you can select more than one drug name.

You will be able to view your available provider options when you click on the -1 button as
shown below:

-l

Select ICommon j Il Search |
& Entire Database ¢ ‘within Fesults C|EalHESU|tS|

r—List of [tems —Selected tems
Drug N‘.ame - Drrug Mame |
abacav.lr abacavir
acetaminophen acetaminophen
menthol topical menthol topical
Pralizin Prolizin

i Add>|

=
| | »

Remove | HemoveAIIl

()8 | Cancel |

Multum Lexicon ﬂ
End-User Licensze Agreement

1. Introduction

4. This License Agreement [the ''Licenze"] applies ta the Multum Lexicon databaze [the "Databaze"]. This License does not apply
ta any other products or services of Cerner Multum, Inc. [“Multum®). A “work bazed on the Database' means either the D atabase
or any derivative work under copyright law; i.e., a work containing the Databaze or a substantial portion of it, either verbatim or with
modifications. & translation of the D atabase is included without limitation in the term “modification”. Each end-user/licenses is
addrezzed herein as 'you'’.

o,

Select Menu: By default, this field is set to your “Common” values. You can also
choose to see “All” drug names. The “Search”, “Clear Results”, “OK”, “Cancel”,
“Remove” and “Remove All” buttons work the same way as described in the
“Provider Field Multi-value” except there is no option for manual entry.

Choose Type: This Field allows you to sort drugs by Brand Name, by Drug Name,
Brand Name by Therapeutic Class or Drug Name by Therapeutic Class.
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Test Field Single Value

There are fields within Provide® Enterprise where you can select a test name. You will be
able to view your test names when you click on the -1 button as shown below:

Select From Yiew |

Pleaze select an item fram the view.

2 r
Test Mame
Anergy Panel

Blood And Liver Panel

Chest * Ray

Chlamydia Screen

Floyd

Gonarrhea Screen —
Hemaglobin

HIY 1 RMA BOMNA

HIv 1 RMA PCR

HIY Antibody

Lab Comment

Lyme Dizeaze

p24

Pap Smear

J | [
0K | Cancel |

Select Menu: By default this field is set to your “Common” values.

Test Field Multi-value

There are places within Provide® Enterprise where you can select more than one test name.

You will be able to view available provider options when you click on the (8] button as
shown below:

SEIE([ Common Tests =10j x|
Select All |l _Seach |
G Efie Detabase  © WikinFesuls _Olzar Resuls |

7 List of ltems —Selected Items

Test Name | Test Name I

Anergy Panel Arergy Panel

Blood And Liver Panel Blood And Liver Panel

Chest % Ray Chest ¥ Rap

Chlamydia Screen Chlamydia Screen

Floyd Eluyd -

Goronhea S onorthea Scieen

onormes Sereen Hemaglabin

Hemoglabin HIY 1 RNA FCR
+|HIV 1T RNA BDMA HIY Antibody

HIV 1 RNA PCR i Lab Comment

HIV antibody Lyme Disease

Lab Comment

Lyme Disease
| _»IJ

Remove I Remove &l |

Select Menu: By default, this field is set to your “Common” values. You can also
choose to see “All” test names. The “Search”, “Clear Results”, “OK”, “Cancel”,
“Remove” and “Remove All” buttons work the same way as described in the
“Provider Field Multi-value” except there is no option for manual entry.
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Button Bar

There are many places in Provide® Enterprise where you will notice a series of buttons
arranged at the top of records and views. Below is an example of a button bar from the
Client Profile record:

 roide Enepree - Clnt Pt ForJoe H St 1 T

(. File Find View Actions Tools Reports Windows Help

H 4 Close J‘ = = [ v‘ﬁEd'rt Create Activity Create\Report () Create Sub Record (@) View ~ (@ Action ~ (@) Print -

The kinds of buttons will vary from record to record. Some of the more common buttons are
described in detail below.

The button will allow you to print data from the open record to a Crystal
Report template. The output can be set to either display on screen in order to review
before printing or it can be automatically sent to the user’s default printer. You can

select what you would like to print by clinking on the down arrow and selecting your

printing choice.
(& Print j

Client Profile

Date Summary
Progress Logs
Service History

Medical Provider Data Collection Form

Edit

The = button places the record you are viewing into “edit mode.” Once in “edit
mode” you will be able to change field values and select items from drop down lists.

Action
© Action . . . .
The button allows you to select from a list of available actions. These actions
differ depending on what you are doing in the Client file. To see each available action click
© Acton ~ . o
on the and a list of actions will be displayed.
Create
Create Activi
Clicking on the ty button will show you a pull down list of all Activity Record

types you are able to create.
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Document History

Every time changes are saved to a record in Provide® Enterprise, an updated version of
[= = &~

the record is created. The buttons allow you to view previous versions of
the record you have open in order to see what the record looked like at a particular point in
time. You can either pick a date from the drop down list or move backwards one change at a

time by clicking the “left arrow”.

View Actions —Teoole  Domarke Wiindowe Lo
2013/12/18 [Updated By Provide Agent Manager/GTI] - Current

" UL]J 2013/12/18 [Updated By Provide Agent Manager/GTI]
201212717 [Updated By Provide Agent Manager/GTI]
2013/12/17 [Updated By Provide Agent Manager/GTI]
2013/12/16 [Updated By Provide Agent Manager/GTI]
2013/12/16 [Updated By Provide Agent Manager/GTI]
2013/12/13 [Updated By Provide Agent Manager/GTI]
2013/12/13 [Updated By Provide Agent Manager/GTI]

s of 1218/20131

= - Joe H. Smith
jtment of Public

o IHesjdence I

When viewing a previous version of the record you will notice that “Historic View as of
... will be displayed at the top of the record.

| Historic View as of 11/13/2013 2:37:12 PM [Update By Test Liser12] ‘

Client Profile : Joe H. Smith ()
lllincis Department of Public Health - HIV Care Network : Test User12 [11/08/2013]

| Profiie | Demo | Residence | Mail | Household [fincome | Medical | Benefits | Insuranee | Enroll | Eiigivity |

Click to update Income Data === [ Update l_

Curment Employment Status Full Time
Current Monthly Household Income

Fields that are highlighted in yellow are fields that are different from the most recent
version of the record. You are not allowed to edit a Historic View of the record. To edit
the record after referencing a Historic View you will need to switch to the Current view
as shown below:

rise - (Client Profie For Joe H. Smith] I

VlEW .Iﬁl.ctiﬂns Tommle DV v AN T [ PN Y
(v 2013/12/18 [Updated By Provide Agent Manager/GTI] - Current

— -
- U_, 2012/12/18 [Updated By Provide Agent Manager/GTI]

Delete

Provide® Enterprise allows you to delete any Client Sub-Records and Activity Records. Only
the creator of the original document or their supervisor can delete the document. When a
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document is deleted it is not truly deleted from the database. It will remain a permanent
part of the client record, but will be “marked” as deleted (similar to putting a line through an
incorrect entry in a paper record) and thus, will not be counted in reports. To delete a
record, follow these steps:

e Open the Record in question.

3 Delete
e On the Action Bar, you will see the button. Clicking on this button will

activate the following dialog box:

) Select reason for deletion: ﬁ

Date of activity incomect
Dollar amount incomect
Entered for wrong client
Incomectly entered
COther

Rewrite of text required
Units of service incomect

oKk || Cancel |

e Select the reason you are deleting the chart note and then click on the
button. You will be backed out of the note.

e Any time the record is opened in the future, you will see a message similar to that in
the following figure at the top of the record:

 Prosds rerprse - efrat For o St I T

(_ File Find View Actions Tools Reports Windows Help

4 Close q‘ = = ||~ |[% UnDelete =j Print

Referral - Joe H. Smith )
UIC College of Medicine Peoria - Client Services : Test User12 [12/18/2013]

Refemral
Referal Status * | Submitted
Refeming Person * | Test User12

¢ In small white font, it will state who deleted the records and the date and time the
record was deleted.

Un-Delete

Once a record has been marked as deleted, you have the ability to “un-delete” the record
within Provide® Enterprise. Only the creators of the record, their supervisor or System
Administrator can “un-delete” a record. To “Un-Delete” a record, follow the steps below:
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e Navigate to the particular record in question and open-the recar

record has been marked as deleted, you will see the

. Because the

% Un-Delete

button.

e Click on this button to “Un-Delete” the record. The deletion information will be
removed, the record will be re-saved and you will be closed out of the record. You
will notice after refreshing your screen that the Delete flag has now disappeared

from the database views for this document.

Saving Record Changes

Cl . .
The button closes the current record you are viewing.

¢ If you have changed fields, you will usually be asked if you want to save the changes

you have made as shown below.

Save Changes?

=

Do You \Want To Save Changes?

=]

Mo Cancel

Details ==

¢ If you have made changes that you want to save, be sure to select “Yes”.

Details »»
e You could also click on the —l button to see a list of all the changes that
were made while you were in the record. A sample of what you might see is

displayed below:

Save Changes?

sl

Do You Want To Save Changes?

‘fes | No | Cancel | <= Details
| Field Label | Oid Value | New Value |
Legal Middle Initial H F
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You can choose to save all of the changes that you made or you can delete changes that
you do not want by clicking on them individually and hitting the delete key on your
keyboard. If you double click on the change you will be taken to the Sub-tab that
contains the field that you modified. You can also select “Cancel” to return to the
document or “No” when prompted to save your changes, and the record you were in will
close.

Sometimes when you click on the = button to save your changes you will see a box
that looks like this:
Save Changes? ! |

Mote: Changes were applied to thiz document zsince vou opened it

Doouwant To Save ChangesY

es | Mo | Cancel I << Details I

e This can happen because the Provide® Enterprise system does not “lock” records
when they are opened by users, so two or more users could be editing the same
record at the same time. Here is a scenario where this may occur. First, we assume
that two users open the same Client Profile at the same time. One person may make
changes to the “Ethnicity” and “Race - Primary Identified” fields in the Client Profile
as shown in the example above, and that person saves their changes. A second user
may change the “Ethnicity” field and “Citizenship” field, when the second user closes
the Client Profile they see the following message:

Save Changes? |

Mote: Changes were applied to thiz document zsince vou opened it

Doouwant To Save ChangesY

Yes | Mo | Cancel I << Detailz I
) << Details .
e |Iftheyclick on the button, they would see a screen similar to the one

below:
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Save Changes? k|

Mate: Changes were applied to thiz document since vou opened it

Do *ouwant To Save Changes?

Tes Mo | Cancel | <4 Detailz |
Changed B Field Label 0ld Value
Ethricity Hizpanic
Current Changes Cifaanshio i
Previous Changes (ale:-: neuwirth/gll | Race - Fomary [denbihed  Lther LEE j

The following rules apply to the “Details” display when two users make changes to the same
record:

The first user to save their changes will have the changes applied without any warning
message.

e The second user to save their changes will see the warning “Note: Changes were applied
to this document since you opened it. Do You Want To Save Changes?”

e If both users make changes to the same field, the second user will only see the original
value of the field and the changes that they made. The “Changed By” box will be blank.

e If only the first user changed a field (See “Race - Primary Identified”), the second user will
see both the original value and the new value of that field. The “Changed By” box will
show the name of the user who made the change.

e The second user will always see every field they changed and the original value. The
“Changed By” box will be blank.

e Any change that is deleted from the “Details” display will result in the original value that
is shown in the “Old Value” field being saved.

e [f the second user accepts all of the changes and clicks on the “Yes” button, they will
update every field they changed and all unique changes that the first user made.

e If the second user selects “No” when prompted “Do You Want to Save Changes?”, only
the first user’s changes will remain.

You can choose to save all of the changes that you or the other person made by clicking on

' o
the = button, or you can delete changes that you do not want by clicking on

them individually and hitting the delete key on your keyboard. If you double click on the
change, you will be taken to the Sub-tab that contains the field that you modified. You can
also select “Cancel” to return to the document or “No” when prompted to save your
changes, and the record you were in will close.

NOTE: You might also see the “Changes were applied to this document since you opened it”
if you make changes to the Client Profile and then edit the Current address record. This

happens because whenever you save changes to the “Current Address” record the Provide®
Enterprise program automatically updates the fields in the Client Profile then as well. This is
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accomplished by saving a new version of the Client Profile with the same values as entered
on the Current Address record.

Save and Create Another

" | Save And Create Another

The Button is available in many of the Activity Records within
Provide® Enterprise. When you see this button, you can use it to close and save the current
document you are in and open a blank record of the same type.

51



Client Registration/Intake

Intake is the process of collecting information concerning the client and his or her support
system, as well as determining program eligibility prior to any services being provided and
funded.

New Client Registration

The following procedures should be followed at the time a new client is to be entered in the
Provide® Enterprise system.

Registration Verification

Prior to entering the client in the Provide® Enterprise database, you should check to make
sure that the client has not previously been entered in the database. To verify that the client
has not already been registered, follow the steps below.

Find Client

The “Find Client” function will search the entire database to see if the client has previously
been entered in the system and, therefore, has received Ryan White Part B services in the
past. To do this, follow the steps below:

e Select the “Find Client” screen in the menu bar.

 Provide Enterprise - Database EporeiiT "

(_ File |Find View Actions Tools Reports Windows Help GTI

[

= ‘ Client |

e This will activate the “Search” criteria screen, seen in the figure below:
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_Prgvfde Enterprise - [Fip m t" -

r_ File Find View Actions Tools Reports Windows Help

‘ 4 Close "3 H (&) Search

| Find Client

Find Cliert

First Name

Middle Initial

Last Name

Birth Date 21
Currert Gender [ -
Birth Gender [ -
S5N

Provide Client 1D

Find Client Results

"EEY-E AL

e Fill out the search criteria as appropriate and click on the button to
complete the search. NOTE: You may not want to enter full SSN or names in the
appropriate fields, due to possibility of prior data entry errors.

e You can enter an asterisk (*) as a wild card to do more general searches.

e After the search is completed, the client records that match the search criteria are
listed and displayed below the search dialog in a view like the one below:

FERACE:

Name Name Name Gender Birth Home Street Address City State Zip

Femalei/26/2013 414-555-555!

e Simply double click on the record that you wish to view in order to open the desired
Client Profile.

e [f, after reviewing the Client Profile, you determine that it is not the client that is
present at your agency to receive services, you can move onto the next steps and
actually register the client in the system.

e If you come to the conclusion that the existing Client Profile is that of the client that is
listed, follow the steps listed in the under “Opening an existing client to your
Agency”.

Client Registration

If, after searching the database, you determine that the client is NOT in the database, you
will want to register the client in the system. To do that, follow the steps below:

e From the Menu Bar, select “Actions = Register Client”.

_ Provide Enterprise - [Database Explorer]
(" File Find View [Actions] Tools Reports Windows Help GITI
=) Register Client
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The “Register Client” screen will appear. The Register screen appears as shown below:

_ Provide Enterprise - [Register Client

. File

Find View Actions Tools

Reports  Windows Help

H 4 Close “& H & Register Client

| Register Client

Register Client | Consert

Anonymous Client?

ls Registration initially for EIS Only?
Owemide Duplicate Checking?
First Name

Middle Initial

Last Name

Bith Date

Cument Gender

Bith Gender

SSN

URN

Provide Cliert |D

Agency Assigned Cliert 1D
Primary Language

HIV Care Network Refemal Source
Date Address Hfective

Housing Type

Street Address 1

Street Address 2

State

County

City

Zip Code

Address - OKto Send Mail?
Primary Phone

Primary Phone Message Type
Secondary Phone

Secondary Phone Message Type

1|Mo

’|No

1[Mo

* Test

* Cliert

uuuuu

* | Fiday April 24, 2015

-

*

*[FL

* | Palm Beach

=

*

’[No

-
l

-

[

Fill out the fields as appropriate.
The “Agency Assigned Client ID” should reflect the ID number that is used at your
agency to identify clients. In addition, if your agency uses a formula to assign ID
number to your clients, GTI can build the formula into this button (as long as the
fields used to compute your ID number are in the Register Client screen). Contact
the Provide® Help Desk for more information.

Once the form is completed, click the

& Register Client

button on the button bar.

At this time, the system will start the duplicate check process to see if this client may
already be in the database. The first part of the duplicate checking logic is looking to

ensure none of the client records you have access to are possible duplicates of the

client you are trying to register.
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e [f the system believes that this client is already in the system and you have access to
that client record, a dialog box similar to the following will appear:

Selector ' @l

The Client you are trying to register may already be in the database. Possible matching Client records are listed
below. If you see the Client in the list select it and click 'Open' else click 'Continue' to proceed with the new registration.
The "Open' will fail if you do not have access to the selected Client record.

FERAYE
RN Full Name Gender Date Of SSMN Organization Program
CIEMO707197E Client . Tesi Male  18975%/07/07 999- UIC College of Medicine Peaorii Client Serviced

[ Open ] [ Continue ] ’ Cancel ]

e If you believe that one of the clients listed in the duplicate check window is the client you
are trying to register, simply place a checkmark B next to the client and click the
“Open” button to go to that Client Profile rather than registering a duplicate.

e If you click the “Continue” button to try to proceed with registering the client, the
system will stop you because it appears you are going to create a duplicate. If there
are no existing client records that you have access to that appear to be a duplicate
of the client then the second stage of duplicate checking is performed. The system
will search for client records in the entire Provide database — even those you do not
currently have access to - that might be a duplicate of the client you are trying to
Register. If it finds a possible duplicate, you will see the following message:

e You will see this screen:
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This client appears to already be in the database. If you are confident that this is a
new Ryan White Client then click Yes below and an Open Client Request will be
routed to PBC with a request that they register this person as a new Client and
release the record to you, If not, click Mo and the Registration process will be
canceled.

| ves || Mo

Yes
If you are sure this is a new client, click the button. The system will route

the open client request to PBC and they will register the client for you and release the
record to you. If you click “Yes” then an “Open Client Request” record will be generated
and sent to PBC for review and processing. If the client does exist in the database and
the Verification of Enrollment form is properly signed and scanned in then PBC will
release access to the client record to your Agency. If the client does not match an
existing client record then PBC will register the client and release the client record to
your Agency. If there is a problem with the Verification of Enrollment record or some
other data in your “Open Client Request”, PBC may reject your Open Client Request. You
can track the status of your Open Client Request by going to the view “Client\Open
Client Requests\By Status.”

N
e Ifyouclick on \—D/, the registration process will be canceled.
Duplicate Checking Logic

The PE system has been configured for Palm Beach to help prevent the possible
duplication of client records. This is critical for the County to properly report on
“unduplicated” clients for the Ryan White programs and to ensure that care
management and coordination between providers is most effective.

When a user attempts to “Register” a client in the PE database the system runs a series
of checks to help prevent duplication. First, the system checks to see if the client the
user is trying to register matches a client that the user has access to in the system by
looking for matches according to the following comparisons:

e Matching Agency Assigned Client ID

e Matching SSN
e Matching Last and First Name
e Matching Last Name and Date of Birth
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If there are not any matches to clients that the user has access to then the registration
process does a second round of possible duplicate checking against all client records in
the database even those client records that the user does not have direct access to. The
following duplicate checks are issued:

e Matching Agency Assigned Client ID

e Matching SSN

e Matching Last and First Name

e Matching Last Name and Date of Birth
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Completing the Client Profile

This section of the guide will review all of the sections of the client profile.

Profile Tab

The Profile section of the client file shown in the following diagram is where you will find
key client information, such as name and date of birth:

_ File Find View Actions Tools Reperts Windows Help

q Close ¥ ” [ Save @ Create ~ (@ View ~ (@ Acton ~

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/27/2015]

Prafile |Address | Alert I Demographics | Relationships I Finances I Health Benefits | Health I RWA Eligibili‘ty|

Anonymous Client? Mo

MName Last izt

Mame First * Test

MName Middle

Cument Gender = [Male

Birth Gender [Male

SSN o
Bith Date * | Thursday November 26, 1570
Provide Client [D 32801

URN TSCI1126701
Status Active

EMessaging Setup

Click to update EMessaging ==> Update

Okeay to send email 7
Email Address
Okay to send text messages?

Fill in the appropriate fields:
e Legal Last Name — Enter the client’s legal last name.
e Legal First Name — Enter the client’s legal First name. I.E. if the client’s
legal name is William but goes by Bill, please enter William and not Bill.
e Legal Middle Initial — Enter the middle initial of the client.
e Name Suffix — Enter any suffix the client wants after their name (Jr., Sr,, |,
I, etc.).
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Also Known As — Enter any aliases the client has.

Current Gender — Enter the current gender of the client.
Birth Gender — Enter the gender of the client at birth.
SSN - Enter the client’s.

EMessaging Setup: To update the client’s emessaging information, you

would need to click on

|pdate

The following screen will appear:

(. Provide Enterprise - [EChange For Test Client]

— - N —

_ File Find View Actions Tools Reports Windows Help

"| 4 Close "

«# Submit

EChange : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

EChange

Status
Submission Source

Current Values
Okay to Send Email?

New Values
Okay to Send Email ?

Email Address

Cell Phone Carier

Pending

Frovider

Okay to Send Text Messages?

EMail cc Recipient Address 1
EMail cc Recipient Address 2
EMail cc Recipient Address 3
Okay to Send Text Messages?

Cell Phone with Area Code =

Fill in the appropriate fields:

e Okay to send Email - Enter “Yes” or “No”

e Email Address - Enter the client’s email address and any
additional email address that the client would also like
copies of the emails sent.

e Okay to Send Test Messages: - Enter “Yes” or “No.”

e Cell Phone Carrier - Select the cell phone carrier.

o Cell Phone with Area Code - Enter the client’s cell phone

" Submit
After you have entered this information, click on to submit the

emessaging update. You cannot save emessaging updates “In Progress.”
You must “Submit” your changes or close without saving.
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Address Tab
[ Provide Enterprise - [Client Profile For Test Client] |GG

(. File Find View Actions Tools Reports Windows Help
‘ 4 Close 5% ||[[Save @ Create v @ View ~ (@ Action ~
Client Profile - Test Client ()
Compass - Client Services : A da Epping/GTI [04/28/2015]
| Profile | Address | Alert | Demographics | Relationships | Finances | Health Benefits | Health | RWA Eligibil'rty|
Click to update Address ==
ick to update ress l Update l
Residence
Date Effective [Tuesday Apri 28, 2015 =
Housing Type Stable/Pemanent
Street Address 1 121 Main Strest
Strest Address 2
State FL
County Palm Beach
City Bean City
Zip Code 21212
Mailing Address
OK To Send Mail? No
Phone
Primary Phone -
Primary Phone Message Type [ v]
Secondary Phone -
Secondary Phone Message Type [ v]
Comments
Commenrts
-
. Update
To Update the address, you must click on .
—
ot e B
(. File Find View Actions Tools Reports Windows Help
| 4 Close & || (@) Create Scan o Submit Open Client Profile
Address : Test Client ()
Ci - Client Services : A ia Epping/GTI [04/29/2015]
Address | Documentation
Status * | In Progress
Update Type It
Date Effective gi[p2/2572015 ==Ea
Housing Type * |Stab|e.—”Pe|Tnanent -
Street Address 1 * 121 Main Street
Street Address 2
State * [FL v]
Courtty * | Palm Beach =
City = | Bean City =
Zip = 21212
Address - 0K to Send Mail? = [No ,]
Primary Phone -
Primary Phone Message Type [ ,]
Secondary Phone -
Secondary Phone Message Type [ ,]
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Fill in the appropriate fields:

e Status — will be set as In Progress until it is submitted.

e Update Type - this will pre-populated for you.

e Housing Status — the current housing status of the client.

e Street Address 1 —the house number and street name for the client.
e Street Address 2 — used to not apartment number, lot number, etc.
e State — the state of residence for the client.

e County —the county of residence for the client.

e City —the city of residence for the client.

e Zip —the zip code of residence for the client.

On the documentation tab, you will document the proof of residency.

¢ Provide Enterprise - [Address For Test Client]

(. File Find View Actions Tools Reports Windows Help

H 4 Close " H (@ Create Scan & Submit _j Open Cliert Profile

Address - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Documentation

Is existing documentation sufficiert? [ v]
Proof of Residency Document(s)

ASRBds F Qg

Date Delete Flag  Type

e Is existing documentation sufficient? — Select “Yes” or “No.” If no, you will
need to answer “Why Not?.” If you need to create a proof of residency
document, click on “Create Scan.” Directions on how to “Create a Scan” can
be found at the end of chapter 3 or at the end of chapter 5 in this manual.

e When the address update is complete, hit the to submit your
changes.

Alert Tab
The Alert section of the client file is where all client alerts a client is located.
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(. Provide Enterprise - [Client Profile For Test Client]

(. File Find View Actions Tools Reports Windows Help

|

q Close JH B Save @ Create v @ View v @ Action ~

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

| Profile | Address | Mt | Demographics | Relationships | Finances | Health Benefits | Health | RWA Eligibility

Cliert Profile Complete? No
Pop-up Alert Message
Testing Alert

Cliert Required Tasks
BSBBEEE S dE

Date Due Type Subject

Fields:

e Client Profile Complete - This will auto populate to tell you if the client’s

profile is complete.

e Pop-Up Alert Message — If you would like an alert message each time you

open the client’s profile, you would type the message in this box.

e Client Required Tasks — The client required task are listed in this section.

Demographics Tab

The Demographic section of the client file is where all vital demographic information on

a client is located.
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: Provide Enterprise - [Client Profile est Client]

(. File Find View Actions Tools Reports Windows Help

‘d Close % ” (5 Save @ Ceate ~ @ View ~ @ Adtion ~

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

Profile | Address | Alet | Demographics | Relationships | Finances | Health Benefits | Heath | RWA Eligibilty

US Citizen? No -
Courtry of Origin Angola -
Races - All Idertified With [ Alaskan Native

[] American Indian

[] Asian

[] Black or Mfrican American

[] Mative Hawaiian

[ Pacific Islander

@e
Ethnicity [Non—Hispanic Latino./a ']
Haitian? [Yes v]
Migrant Worker? Yes - In County -
Sexual Orientation Homosexual -
Marital Status Marmied -
Primary Language English -
Veteran? Yes -
Highest Level of Education College -
Commercial Sex Worker: Status Past -
Commercial Sex Worker: Date Last Worked 2 .
Crack Cocaine Use: Status Past -
Crack Cocaine Use: Date of Last Use 2 -
Injection Drug Use: Status Never -
Incarceration History: Status -
Tobacco Use: Status -
Comments

Fill in the appropriate fields:
e US Citizen? — Select “Yes” or “No.”

e Country of Origin — Select the country in which the client was born.

e Races — All Identified With — Select all the races the client identifies with.

e Ethnicity — Select the appropriate ethnicity.

e Haitian? — Select “Yes” or “No.”

e Migrant Worker - Select the appropriate status.

e Sexual Orientation — Select the sexual orientation of the client.

e Marital Status — Select the current marital status of the client.

e Primary Language — Select the client’s primary communication language.

e Veteran — Select “Yes” or “No” if the client has been in the military.

e Highest Level of Education — Select the highest level of education
obtained by the client.

e Commercial Sex Worker Status — Select the status of the client. If the
client is currently or has a history of being a commercial sex worker, you
will be prompted to enter the date the client last worked.
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e Crack Cocaine Status - Select the status of the client. If the client is
currently or has a history of using crack cocaine, you will be prompted to
enter the date the client last used.

e Injection Drug Use Status - Select the status of the client. If the client is
currently or has a history of injection drug use, you will be prompted to
enter the date the client last used.

¢ Incarceration History - Select the status of the client. If the client is
currently or has a history of incarceration, you will be prompted to enter
the date the client was last released.

e Tobacco Use — Select the status of the client. If the client previously used
tobacco, you will be prompted to enter the date the client last used.

Relationship Tab

This section of the client profile is view and/or create client service profiles, client
service category profiles, and contact records.

(_ File Find View Actions Tools Reports Windows Help

‘0] Close ()‘H 5 Save (@ Creaste v (& View v (@ Action =

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

| Profie | Address | Alett | Demographics | Refationships | Finances | Heatth Benefits | Health | RWA Blgibilty |

Client Service Profiles
2 S B3 B @ & |d @ [ New Client Service Profie Record

Status  Effective Deleted Agency ClientID  Agency  Program
Open  2015/04/28 N Compass Client Services

Client Service Category Profiles
2 S By Ez;] 5. ] ,/’3‘ d E| ] New Client Service Category Profile Record

Status  Effective Deleted Agency Service Category  Assigned Provider

Contacts
2 S By B 4 @ |d gf [ Add Contact Record
Deleted Contact Mame Relstionship Emergency

Fields:
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e Client Service Profiles — You can view the client’s service profiles in this
view. You can also create new client service profile records. (Please see
the common data entry section of this guide for instructions to create
client service profile records).

e Client Service Category Profiles — You can view the client’s service
category profiles in this view. You can also create new client service
category profile records. (Please see the common data entry section of
this guide for instructions to create client service category profile
records).

e Contacts — You can view the client’s contacts in this view. You can also
create new contact records. (Please see the common data entry section
of this guide for instructions to contract records).

Finances Tab

The Finances section of the client file is where the client’ financial information is
located.

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

| Profile | Address | Alet | Demographics | Relationships | Finances | Health Benefits | Health | RWA Eiigibiliy |

Click to update Financial Data ==> l Update

Cument Employment Status
Client Employment Records

# S By Ez;] §l & J d ﬂ:J __j Add Employment Record

Deleted Status  Employer Date Start  Date End Monthly Income

Employment Tab: On the employment Tab, you may update the financial data and/or
add employment records.

Update

To Update the Financial data, you must click on
Summary Tab:
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l’;, File Find View Actions Tools Reports Windows Help

| 4 Close "

| @ Create Scan  «# Submit Open Client Profile

Income: History - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Summary |Err|p|o_',frnent | Househald | Income | Totals | Documentation|

Status * | In Progress
Date Income Effective Rlli04./30/2015 %| > ||
Update Type * | Interim

Fill in the appropriate fields:
e Status — The status will be “In Progress” until the income record is

submitted.
e Date Income Effective — Enter the data the income is effective.
e Update Type — Will default to the update type.

Employment Tab:

o e e iy o e e

¢ File Find View Actions Tools Reports  Windows Help

‘ q Close & ‘ (©) Create Scan  « Submit Open Client Profile

Income History - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Summary | Employment | Household | Income I Totals | Documerrtation|

Current Employment Status = ,]
Client Employment Records

ERE T W @ [} Add Employment Record

Deleted Status  Employer Date Start  Date End Menthly Income

e Current Employment Status — Select the employment status.
e Client Employment Records — The client’s employment records can be
viewed or created here.

. Add Employment Record
e To Create an Employment Record click on B iy kel
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{ Close ||

Employment : Test Client ()
Compass - Client Services - Amanda Epping/GTI [04/30/2015]

Employment

Employment Status o lCurrent vl
Date Started * | Thursday April 30. 2015

Employer Name *

Manthly Gross Amount =

Employeer Sponsored Health Plan Available? = l -
Employer Address

Employer City l -
Employer State l -
Employer Zip

Employer Phone

Employee Title

Job Description

Fill in the appropriate fields:

Employment Status — Select “Current” or “Past.”
Date Started — Enter the date the client started the employment.
Month Gross Amount — Enter the month gross income of the
employment.
Employee Sponsored Health Plan Available? - Select “Yes” or “No.”
o If“Yes”
= Enrolled in Health Plan - Select “Yes” or “No.”
e If“No” -
o Why not enrolled — Enter the reason they
client is not enrolled.

Employer Address — Enter the Employer’s Address.
Employer City — Enter the Employer’s City.
Employer State— Enter the Employer’s state.
Employer Zip— Enter the Employer’s zip code.
Employer Phone — Enter the Employer’s phone number.
Employee Title - Enter the client’s job title.
Job Description — Enter the client’s job description.

Household Tab:
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r_ File Find View Actions Tools Reports Windows Help

‘ 4 Close "3

‘ (@ Create Scan « Submit [ Open Client Profile

Income History : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Summary | Employmert | Household | Income | Totals | Documerﬂation|

Click to recompute Household Size below ===

Household Size - Ryan White | 1
Client Household Members

l Recompute l

# S By B A & 45 |d e [ Add Household Member

Deleted MName Relationship Emergency

This tab will show you the house hold members and the Ryan White Household size.

To add a Household member, click on

| ] Add Household Member |

 proise i e enber o e et

(_ File Find VWiew Actions Tools Reports Windows Help

‘ 4 Close "

Household Member - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Status * [ Active 7
First Name * Example

Last Name * Housemember

Relationship to Cliert * |ther Relative h
Okay to Contact? * | Yes =
Contact Method Ariy Message hd
Emergency Contact? * | Yes hd
Comments | 1

Fill in the appropriate fields:

Status — Select “Active” or “Inactive.”
First Name — Enter the family member’s first name.
Last Name — Enter the family member’s last name.
Relationship to Client — Select the relationship.
Okay o Contact? - Select “Yes” or “No.”

o If“Yes”

= Contact Method - Select the contact method.

Emergency Contact? — Select “Yes” or “No.”
Comments — Enter any comments.
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e Employer Phone - Enter the Employer’s phone number.
e Employee Title - Enter the client’s job title.

e Job Description — Enter the client’s job description.

e Employer City — Enter the Employer’s City.

e Employer State- Enter the Employer’s state.

e Employer Zip— Enter the Employer’s zip code.

e Employer Phone - Enter the Employer’s phone number.
e Employee Title - Enter the client’s job title.

e Job Description — Enter the client’s job description.

Cl
When the record is completed, click on 4 Goss . Then you will receive the prompt

below:

Save Changes? @

Do ou Want To Save Changes?

[ Tes ][ N H Cancel H Details > ]

Click on “Yes” to save the changes.
[ Provide Enterprise - [lncame History For Test Client]

r_ File Find View Actions Tools Reports Windows Help

‘ 4 Close " H (&) Create Scan  «” Submit ] Open Clisnt Profile

Income History - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Summary | Employment | Household | Income I Totals | Documentation|

Click to recompute Household Size below ==> Recompute ]

Houzehold Size - Ryan White 2
Client Household Members

2 S By B @ 45 (A i [ Add Housshold Member

Deleted MName Relationship  Emergency
Example Housemember Other Relative Yes

After you add household members or complete any updates to the household member
records, you will want to recompute the household size. Click on

Recompute

The Household Size — Ryan White

will then be recomputed.
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Income Tab:

The Income Tab will be where you document the client’s incomes. Input the total
monthly income of the applicant and all legal household members in the respective
fields. Any income type listed in all caps is not calculated for MAGI, but is a required
field.

(_ File Find View Actions Tools Reports Windows Help
‘ 4 Close " H (&) Create Scan  « Submit ] Open Client Profile

‘Irmme History : Test Client () ‘

Compass - Client Services : Amanda Epping/GTI [04/30/2015]

| Summary I Employment | Hougehold | Income |Tota|5 I Documentation|
Cumrent Morthly Househald Income
Naote: Input the total monthly income of applicant and all legal household members in the respective fields. Any Income type listed in all caps is not calculated for
MAGI, but is a required field of entry.
Wages, salaries, tips, etc. (Form W-2) *
Taxable interest {1093-IMT form) *
Tax-exempt Interest (Form 1095-INT box ) *
Ordinary Dividends (1095-DIV box 1a) *
Exempt Interest Dividends (Form 1099-INT box 10) *
Taxable refunds of state/local income taxes =
Alimorny or Other Spousal Support Received *
Business or Self Employed incomeloss (Schedule C or C-EZ) *
Capital gainoss (Schedule D) *
Cther gains/losses (Form 4797) *
IRA distributions - taxable amount =
Pensions and Annuties =
Rental real estate, trusts (Schedule E) *
Fam income.loss (Schedule F) *
Linemployment Income *
Social Securty Benefits *
Social Security Disability (S5D1) *
SUPPLEMENTAL SOCIAL SECURITY INCOME (SSI) =
Other Client Income {Jury Duty Pay, Gambling Winnings) *
CHILD SUPPORT, WORKMAN'S COMPENSATION, OR MONETARY GIFT =

Fill in the appropriate fields with each amount.
*For the fields in blue font:

Wages, salaries, tips, etc: Include the total monthly income that the applicant and any
legal household members receive from Wages or Salary’s (W-2), tip income, and any
disability pension benefits received prior to meeting minimum age requirement.

Pensions and Annuities Definition: Include all income both employer based and
Veterans Administration based on pension. Note, do not include disability pension
income here when disability pay is received prior to normal pension retirement age.

Totals Tab:
The totals tab will calculate the monthly gross income and the household poverty level
percentage.
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Income History - Test Client )
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

| Summary | Employment | Household | Income | Totals | Documerﬂation|

Totals
Click to recompute all totals fields below == l

Recompute

Household Manthly Gross Income:
Household Poverty Level %

After you updated the employment, household, and/or income, you will want to
recompute the income total. Click on

Recompute

The income totals will be

recomputed.

Documentation Tab:

On the documentation tab, you will document the proof of income.

e e -

(_ File Find View Actions Toecls Reports Windows Help

‘ 4 Close “& ” (@ Create Scan ~ «” Submit _‘\1 Open Client Profile

Income History - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

| Summary | Employment I Household | Income I Totals | Documentation |

ls existing Proof of Income sufficient? Yes ,]
Proof of Income Document(s)

A5 REa S dE
Date Delete Flag  Type

e s existing documentation sufficient? — Select “Yes” or “No.” If no, you will
need to answer “Why Not?.” If you need to create a proof of income
document, click on “Create Scan.” Directions on how to “Create a Scan” can
be found at the end of chapter 3 or at the end of chapter 5 in this manual.

When the income update is complete, you will want to click on to submit the
income update.
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Health Benefits Tab

The health benefits section is where you can document the client’s Private and Public
Medical Insurance as well as Ryan White, ADAP, and other benefits. By default, each
program Status is set to “No Benefits”.

_ Provide Enterprise - [Client Profile Clie

(_ File Find View Actions Tools Reports Windows Help

‘Q Closs \}‘H g Save @ Create ~ @ View = (@ Action ~

Client Profile : Test Client ()
Compass - Client Services - Amanda Epping/GTI [04/28/2015]

| Profile | Address | Alet | Demographics | Relationships I Plnancesl Health Benefits | Health | RWA Eligibil'rty'|
Private Health Coverage | Public Health Coverage | Ryan White I Other Beneﬁts|

Click to update Health Benefits ==> l Update ]

Primary Insurance
Status

Secondary Insurance

Status Mo Benefits

Dertal Onby Policy
Status

Vision Only Policy
Status

Updt
To update any of the health benefits, you must click on e
You can click on “Update” on any of the benefit tabs to update the health benefits.

Summary Tab:

o e e e T e
(_ File Find View Actions Tools Reports Windows Help

H 4 Close " H (@ Create Scan (@) Check Medicaid Enrolment & Submit (2 View

Health Benefits - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

Summary | Private Health Coverage I Public Health Coverage I Ryan White | (Other Benefits
Status * | In Progress
Update Type Interim
Changes Summary X
Date Effective elllo5/01,/2015 a

Fill in the appropriate fields:
e Status — This will be default to “In Progress” until the record is submitted.
e Changes Summary — This will populate when changes are submitted.
e Date Effective — Select the date the health benefits are effective.

Private Health Coverage Tab:
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) File Find View Actions Tools Reports Windows Help

‘ 4 Cose " H (@ Create Scan (@) Check Medicaid Enrolment o Submit (&) View ~

Health Benefits - Test Client {)
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

Summary | Private Health Coverage | Public Health Coverage I Ryan White | (Cther Benefits

Primary Insurance

Status = [ D .]
Source = | .]
Camier Name = |

Palicy/Plan Name or Number =

Subscriber or Member on palicy? = ’ - ]
Member ID =

Benefits Phone ) -

Ambulztory Benefits? = [ ,]
Mental Health Benefits? x -
Substance Abuse Benefits 7 = -
Private Prescription Coverage = -
Comments x
ls existing Proof of Primary Private Coverage sufficient? -

Private Proof of Coverage Document|z)
S BREaC S D

Date Delete Flag Type Program

Secondary Insurance

Status * [No Beneiits ~|
Dental Cnly Policy
Status * [Ne Benefits -]
Vigion Only Policy
Status * [No Benefits -]

For each insurance (Primary, secondary, dental, vision), fill out the appropriate fields
and scan the proofs of coverage for each.
Public Health Coverage Tab:
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P e R serts o TG I

(;, File Find View Actions Tools Reports Windows Help

‘ 4 Close "

‘ (© Create Scan (@) Check Medicaid Enroliment o Submit (&) View -

Health Benefitz : Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

| Summary | Private Health Coverage | Public Health Coverage | Ryan White I Cther Benefitz

Medicare

Status = | Dtive v|
Medicare Coverage = | v|
Medicare 1D =

Comments N
ls existing Proof of Medicare Coverage sufficient? -

Medicare Proof of Coverage Document(s)
S BhEdac A

Date Delete Flag Type Program

Medicare Part D

Status = | btive -
Plan Name =

Member ID =

Bin # =

Benefits Phone =y -

ls existing Proof of Medicare Part D Coverage sufficient? [ -

Medicare D Proof of Coverage Documentis)
FEELE XA

Oate Delete Flag Type Program

For each public health insurance (Medicare, Medicare Part D, Medicare Supplemental,
Veterans Benefits, and Medicaid fill out the appropriate fields and scan the proofs of
coverage for each.

You will also need to complete a Medicaid Enrollment check. To complete a Medicaid

enrollment check, click on | © Check Medicaid Enrolment | Enter the date the of the

verification and click “OK”:
¢ Service Verification Date ﬁ

05/01/2015 =T

[ oK || Cancel |

74



Ryan White Tab:

e - e s e i

(. File Find View Actions Tools Reports Windows Help

‘ q Closs & ‘@Create Scan o Submit @) View ~

Health Benefits - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

ite | Other Benefits
Click to set Status fields below ==> [ Set Ryan White Program Statuses l
Part A Premium Support Status Mo Benefits
ADAP Premium Plus Status Mo Benefits
ADAP Medication Assistance Status MNo Benefits
Part A Insurance Support Services Enroliments

BN N 5] [ Request Insurance Services Enrolment
Status Date  Status  Deleted?

ADAP Premium Plus Enroliments

BN RN R ef| [ Add ADAP Premium Assistance Enrolmert
Status Date  Status  Deleted?

ADAP Medication Assistance Enroliments
2 S By B d & ] [ ] Add ADAP Medication Assistance Erroliment
Status Date  Status  Deleted?

The client must be actively enrolled in an ACA Exchange primary or Secondary Private
Health Insurance Policy to request Insurance Services Enrollment or Enrollment in the
ADAP Premium Assistance.

. . t | Services Enrollment
To request an Insurance Services Enrollment, click on |D Request Insurance Services Enrolment |
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 Provice Enterprice - [nsurance Seriees Enel-entForTe e

() File Find View Actions Tools Reports Windows Help

| 4 Close "I H +” Request Enrollment @ Create ~ @) View -

Insurance Servicesz Enroliment : Test Client ()
Compass - Client Services : A da Epping/GTI [05/01/2015]

Insurance Services Enroliment | Documentation |
Status Pending
Premium Payer = R
Date Requested Friday May 01, 2015 =7
Date Submtted =il
Program Type * [ﬁCﬁ Insurance -
ACA Application 1D
Health Plan Camier * | Blue Cross Blue Shield of Florida =
Plan Name * BlueSelect Everyday 1443
Member/Subscriber ID * 91
Premium Payment Due x .
Premium Assistance Coverage Start Date = =1 .
Premiumis) Overdue A Enrollment? * | Na -
Payee Name = =
Payee Vendor [D
Payee Street Address 1 *
Payee Street Address 2
Payes City *
Payee State * [ v]
Payee Zip *_ -
Payee Phone [
Payee Payment Method = [Check v]
Payment MEMO Line Type * [ Client Name - Member ID v
Premium Amourt *|
Premium Amount - Support Portion = |
Payment Cycle ol -

Fill in the appropriate fields.
e Status — This will be default to “Pending” until you click on “Request

Enrollment”.
e Fill out each field and review the documentation on the “Documentation
tab.”

" Reguest Enroliment

e When the form is complete, click on

To add an ADAP Premium Assistance Enrollment, click on |D Add ADAP Fremium Assistance Enrolment |
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Help

P Enepise - (AORYPemiom Asanes Gl For e Cr

(. File Find View Actions Tools Reports  Windows

‘ 4 Close & ‘ © View -

ADAP Premium Assistance Enrollment : Test Client ()
Compass - Client Services - Amanda Epping/GTI [05/05/2015]

ADAP Premium Assistance Enrollment | Diocumertation |

Status

Date Requested

Health Plan Carmier

Plan Name

Member/Subscriber ID

Premium Assistance Coverage Start Date
Premium Amourt

Premium Amount - Support Portion
Payment Cycle

Enrollment Requested

=g
Blue Cross Blue Shield of Florida =
BlueSelect Everyday 1443
1
= |
=8|

Fill in the appropriate fields.

e Status — This will be default to “Enrollment Requested.”

e Fill out each field and review the documentation on the “Documentation

. Then you will receive the

tab.”
. . 4 Close
e When the form is complete, click on
prompt below:
Save Changes? @
Do ou Want To Save Changes?
[ fes ] [ Mo ] [ Cancel ] [ Details =

e Click on “Yes” to save the changes.

To add an ADAP Medication Assistance Enrollment, click on

|| Add ADAP Premium Assistance Envolment
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| Provide Enterprise - [ADAP Medication Assistance Enrollment For Test Client]

‘_ File Find View Actions Tools Reports Windows Help

4 Close "% H © View -

ADAP Medication Assistance Enrollment - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/05/2015]

{ ADAF Medication Assistance Enrollment | Documentation|

Status

Date Requested
Health Plan Camier
Plan Name
Member/Subseriber 1D

Enroliment Requested

* | Tuesday May 05, 2015
* | Blue Cross Blue Shield of Florida
* BlueSelect Everyday 1443

=1

Fill in the appropriate fields.

e Status — This will be default to “Enrollment Requested.”

e Fill out each field. Most of the fields will auto-populate with the
information that you have already entered into Provide. Review the

documentation on the “Documentation tab.”

e When the form is complete, click on When the record is completed, click

4 Close

on . Then you will receive the prompt below:

Save Changes?

=

Do You Want To Save Changes?

[ fes ] [ Mo

] [ Cancel

] [ Details =

e Click on “Yes” to save the changes.
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Other Benefits Tab:

(_ File Find View Actions Tools Reperts Windows Help

4 Close ‘"I ‘ @ Create Scan (£ Check Medicaid Enrollment o Submit (&) View -

Health Benefits - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/06/2015]

| Summary | Private Health Coverage | Public Health Coverage | Ryan White | Other Benefits |

Supplemental Mutrtional Assistance (SNAP)? = [iYes .]
..5NAP Recertfication Date 2.
_..SNAP Monthhy Benefit Amount = | ¢).00

HCD Coordinated Care Program -
PALC Waiver -
Community Action Program (CAF) -
Low Income Home Enengy Assistance Program (LIHEAP) -
Women, Infants and Children (WIC) -
Targeted Outreach for Pregnant Women (TOPWA) -
Children's Medical Services {CMS) -
ADA Paratransit (TOPS) -
(Other Health Benefits Comments %

Benefit Enrollment Tracking Records
2 S By B da & 45 [d 2 [ Add Beneft Enroliment Tracking Record

Oate  Program Mame  Status  Deleted?

Prescription Assistance Program Enrollment Records
S B3 B A & 4 [d ef [ AddPAP Enoliment
Status  Program DrugMame Start End Deleted?

Fill in the appropriate fields:
e Supplemental Nutritional Assistance (SNAP)? — Select “Yes” or “No.”

o If“Yes”
= SNAP Recertification Date — Enter the date.
=  SNAP Monthly Benefit Amount - Enter the SNAP Monthly
Benefit Amount.
e HCD Coordination Care Program — Select “Yes” or “No.”
e PAC Waiver - Select “Yes” or “No.”
e Community Action Program (CAP) — Select “Yes” or “No.”
e Low Income Home Energy Assistance Program (LIHEAP) — Select “Yes” or
“No.”
e Women, Infants, and Children (WIC) — Select “Yes” or “No.”
e Targeted Outreach for Pregnant Women (TOPWA - Select “Yes” or
“No.”
e Children’s Medical Services (CMS) — Select “Yes” or “No.”
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e ADA Paratransit (TOPS) — Select “Yes” or “No.”
e Other Health Benefits Comments: Enter any comments.

To add a Benefit Enrollment Tacking Record, click on | L] Add Beneft Envoliment Tracking Record .

(_ File Find View Actions Tools Reports Windows Help

H 4 Close 7 ” 2 Edit 5 Link to Client Profile Create Scan Document

Benefit Enrollment Tracking : Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/06/2015]

Benefit Enroliment Tracking Documentation|

Status * [Assigned for Tracking
Source Manual Entry

Program Name * [iﬁgﬁ_l_[]_;umnce

Date Flagged for Screening * | Wednesday May 06, 2015
Date Assigned for Tracking *

Aszsigned Provider *

MNext Client Followup Date
Is Cliert Marketplace Eligible?

Premium Assistance Enroliments

EE- N

BT

Status Date  Status Deleted?
2015/05/05  Enrollment Reguested M

Notes
2 S By B d & 4 [d o [ AddNote

Deleted Date CreatedBy Subject

Fill in the appropriate fields.
e Status — Select the status.

e Fill out each field. Different fields will appear depending on the status

and the program name. On the documentation tab, create any necessary
scans. Directions on how to “Create a Scan” can be found at the end of
chapter 3 or at the end of chapter 5 in this manual.

4 Close

e When the form is complete, click on
prompt below:

. Then you will receive the
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Save Changes? @

Do ou Want To Save Changes?

[ fes ] [ Mo ] [ Cancel ] [ Details =

e Click on “Yes” to save the changes.

|_] Add Note

To add a Benefit Enrollment Tacking Record Note, click on

b e e e T Ro e e

_ File Find View Actions Tools Reports Windows Help

Benefit Enrollment Tracking Note - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/06/2015]

4 Close %

Benefit Enrollment Tracking MNote |

Note Date lllns./06/2015] =l
Subject *
Comments

Type in the subject of the note and the note.

. . 4 Close . .
e When the note is complete, click on . Then you will receive the
prompt below:
Save Changes? @
Do You Want To Save Changes?
[ fes ] [ Mo ] [ Cancel ] [ Details ==

e C(lick on “Yes” to save the changes.

When the benefit enrollment tracking record is completed, click on to submit
your changes.
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Health Tab:

(. File Find View Actions Tools Reports Windows Help

‘\J Close JH HSave (@ Create v @ View v (@ Adtion ~

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

| Profile | Address | Alert I Demographics | Relationships | Finances | Health Benefits | Health | RWA Eligibility

Current HIV Disease Stage -

Risk Factor(s) [7] Hemophiiia/coagulation disarder

[ Heterosexual contact

[ Injection drug user (1D}

[ Men who have sex with men (MSM})

[T Perinatal transmission

[ Receipt of transfusion of blood/bloed componentstissue
[ Risk nat reported or identified

Antiretroviral Therapy -
Reason not on HAART -
Comments

Fill in the appropriate fields:
e Current Disease Stage — Click the ()] button to select the client’s current stage

of HIV. Note, once set to AIDS it cannot be set back to HIV+.

e Date HIV Diagnosed — The estimated date the client was diagnosed with HIV.

e Date AIDS Diagnosed — The estimated date the client was diagnosed with AIDS.
This field only appears if the Current Disease Stage is set to “AIDS”.

o Identified Risk Factor(s) — Select all possible sources of transmission of HIV to
the client.

e Antiretroviral Therapy — Select the client’s current antiretroviral therapy.

e Date Antiretroviral Therapy Started — If the client is taking at least one ARV
medication this date field appears asking for the estimated date of when the
client started ARV therapy.

e Reason not on HAART - If the client is not on HAART (three or more ARV’s) this
field appears asking why the client is not on the HAART regimen.

e Comments — Add any necessary comments.
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RWA Eligibility Tab:

(_ File Find View Actions Tools Reports Windows Help
|dClcse {7|.=l = D'|ﬂEd'rl @ Create v @ View v (@ Action ~

Client Profile : Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/28/2015]

| Profile IMdress INerl I Demographics I Relationships I Finances | Health Benefits I Health | H Elglb“ﬁ)"

Status

‘Waming: Hligibility for this Client is about to expire.

Date Higibility Expires Wednesday May 27. 2015 = -
Last Change Reason New Client Registration

Service Category Settings

Medical Case Management Yes

Non Medical Case Management No

Ambulatorny Outpatient Medical Care No

Oral Health Care No

AIDS Phamaceutical Assistance No

Insurance Support Services No

Mertal Health Services No

Substance Abuse Residential No

Home Community-based Health Services No

Food Bank No

Legal Services No

Outreach Services No

Early Intervention Services Yes

Medical Transportation No

Histary

Client Eligibility History

RSB 4 » Q-

Date Effective Delete MCM CM Med Oral Rx MH SAR HHC FB Lleg Owt EIS Tran EFA House
Ovenrides

Client Ryan White Bligibility Ovemide

EEY-Y P EE
|Status Eligibility? Service Category  Date Start  Date End |

The RWA Eligibility Tab will provide a summary the client’s RW eligibility and the client’s RW
eligibility history. Any client Ryan White eligibility overrides will also be noted on this tab.

Update Client

When you create an update to your client, the client’s information will be updated
overnight in PE. However, if you need to update the information immediately for the
client (For example, if you want to see the client in your client list or want to complete
an address update, you will need to click on the arrow next to the action button and
select Update Client.
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(£ Action 3
Delete Client
Check Medicaid Enrollment
Change Client ID
Check For Completeness
Set URM Suffix
Update Client

This will complete the update of your client immediately. Otherwise, the updates will
process in the system overnight. The “Update Client” button does all of the following
and does a nightly agent on all the client records.

a. Pulls data from most recent Approved Address, Income History and
Health Benefits records.

b. Pulls most recent Eligibility History record data.

c. Pulls Enrollment status data.

d. Pulls "misc" Client Profile fields from Client’s eligibility assessment.

Creating Scans

To Create Scans:

(2 Create Scan

Clink on the

button on top of the screen.

H 4 Close “w» H 8ave | Save And Creale Another

Scan : Joe Smith ()

UIC College of Medicine Peoria - Client Services : Test User12 [11/11/2013]

Scanned Document ‘

Document Date
Document Type
Attachment Type

Images

2iScan & Attach [ Save As

* Monday November 11,2013

Ii‘

* l -

* l\mage v

Fill in the appropriate fields:
Document Date - this will automatically populate with the date you are creating

the scan. However, you can change the date by clicking in the box.

Document Type - Click on the E]] and select the document type from the drop-

down list.

Scan - Click on the

=5 Scan

to scan the document directly from your scanner.

Attach - Click on the to attach the document that you saved on your

computer.
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Save - Click on the

£ Save

v

create another.

to save the attachment or click on the

Save And Create Another |t0 save the scan and to
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Eligibility Assessments

Eligibility Assessments are completed to determine program eligibility prior to any services
being provided and funded. Only individuals who have an Open Client Service Category
Profile with a Service Category of Eligibility Assessment will be able to create an Eligibility
Assessment. If you do not have an open client service category for eligibility assessment and
attempt to create and eligibility assessment, you will receive the following error message:

25

Eligibility Assessment Create Error

@5 Error: You cannot create an Eligibility Assessment for this Client until
' you have an Open Client Service Category Profile with a Service
Category of Eligibility Assessment.

OK
Please see instruction on opening the client service category under the “Common Data
Entry” Chapter.

Creating an Eligibility Assessment

« To create an eligibility assessment, click on “Create” and select “Eligibility
Assessment.”
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() Create 9

Appointment

Eligibility Assessment
Eligibility Override
Letter

Payment Request
Progress Log
Provider Note
Referral

Report

Required Action
Scan Document
Service Provided

Test Result

Tobacco Use Assessment

To create an Eligibility Assessment, click on “Create” and select “Eligibility
Assessment.”

The Eligibility Assessment will then display.

Main Tab

The main section of the eligibility assessment shown below is where you will find key
client information, such as name and date of birth:

4 Close “iF

| [ Savein Progress  « Checkin Saveand Close  « Complete (@) Create Scan (@) Create Test Resut (@) View =

Higibility Assessment - Test Client {)
Compass - Client Services : CM Test [05/22/2015]

Main | Demographics I Address I Finances I Health Benefits I Hesalth I Progress Logs

Pssessment Status

Ryan White Cliert 1D 1477

Source Provider

Checked Qut? Yes

Checked Cut By |CM Test

Checked Out Date 05/22/2015] %ﬂ
Status * | In Progress

Assessment D = 9029

Commerts

Applicant Identfication

Legal First Name * Tegt

Legal Middle Initial

Legal Last Name = Client

Name Suffic -
Also Known As

Date of Bith = | 11/26/1570 %ﬂ
Social Security # M1

Curmrent Gender = [Male v]
Gender at Bith = [Male v]

HIV Care Metwork Consent
Is existing documentation sufficiert? [ vl

Authorization To Release
HIV Care Metwork Consent Document(s)

ER=N AL

Date Delete Flag  Type

HIV Care Networlk Consent
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Fill in the appropriate fields:

If any information has been added to the client profile, these will be pulled into

the Eligibility Assessment automatically.

Ryan White Client ID — This will auto-populate with the Client’s Ryan
White ID.

Source — This will auto-populate as “Provider.”

Checked Out? — This will default to “Yes” when you are working on the
assessment.

Checked Out By — This will default to your name.

Checked Out Date — This will default to the date you started the
assessment.

Status — This will default to “In Progress” until it is “Completed.”
Assessment ID — This will default to the Assessment ID.

Comments - Add any comments that is needed.

Legal Last Name — Enter the client’s legal last name.

Legal Middle Initial — Enter the middle initial of the client

Legal First Name — Enter the client’s legal First name. LE. if the client’s
legal name is William but goes by Bill, please enter William and not Bill.
Name Suffix — Enter any suffix the client wants after their name (Jr., Sr., |,
Il, etc.).

Also Known As — Enter any aliases the client has.

Date of Birth — Enter the client’s date of birth.

Social Security # — Enter the client’s social security number.

Current Gender — Enter the current gender of the client.

Birth Gender — Enter the gender of the client at birth.

HIV Care Network Consent — If needed click on “Create Scan.” Directions
on how to “Create a Scan” can be found at the end of chapter 3 or at the
end of chapter 5 in this manual.

Demographics Tab

The Demographic section of the client file is where all vital demographic information on
a client is located.
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(_ File Find View Actions Tools Reports Windows Help
| 4 Close " || [5 Savein Progress o Checkin Saveand Close o Complete () Create Scan (@) Create Test Resutt (@) View ~
BHigibility Assessment : Test Client ()
Compass - Client Services : CM Test [05/22/2015]
Main DEITIUQ'E'Ph'CS| Address | Finances I Health Benefits | Health | Progress Logs

Demographics
Race - Check all that apphy * |[[] Maskan Native

[ American Indian

[T Asian

Black or African American

[T Mative Hawaian

[ Pacific Islander

[ White
Ethnicity * | Nen-Hispanic Latino/a ~
Haitian? * | Yeg -
Migrant Worker? * | Yes - In County -
Veteran? * | Yes h
Marital Status * | Single -
US Citizen? * | Yes -
Country of Origin * | Belgium -
Sexual Orientation * | Bisexual -
Primary Language * | Englizh -
Highest Level of Education * | 8th Grade or Less A
Commercial Sex Worlcer: Status Si|E— -
Commercial Sex Worlcer: Date Last Worked * | 04/01/2013 =
Crack Cocaine Use: Status = [Past v]
Crack Cocaine Use: Date of Last Use = | 04/01/2010 S
Injection Drug Use: Status = [pagt v]
Injection Drug Use: Date of Last Use = (04/01/2008 =
Incarceration History: Status = [Past v]
Incarceration History: Date Last Released = 04/01/2009 =
Tobacco Use: Status = [Current v]

Fill in the appropriate fields:

Races — All Identified With — Select all the races the client identifies with.
Ethnicity — Select the appropriate ethnicity.

Haitian? — Select “Yes” or “No.”

Migrant Worker - Select the appropriate status

Veteran — Select “Yes” or “No” if the client has been in the military.
Marital Status — Select the current marital status of the client.

US Citizen? — Select “Yes” or “No.”

Country of Origin — Select the country in which the client was born.
Primary Language — Select the client’s primary communication language.
Highest Level of Education — Select the highest level of education
obtained by the client.

Commercial Sex Worker Status — Select the status of the client. If the
client is currently or has a history of being a commercial sex worker, you
will be prompted to enter the date the client last worked.
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Crack Cocaine Status - Select the status of the client. If the client is
currently or has a history of using crack cocaine, you will be prompted to
enter the date the client last used.

Injection Drug Use Status - Select the status of the client. If the client is
currently or has a history of injection drug use, you will be prompted to
enter the date the client last used.

Incarceration History - Select the status of the client. If the client is
currently or has a history of incarceration, you will be prompted to enter
the date the client was last released.

Tobacco Use — Select the status of the client. If the client previously used
tobacco, you will be prompted to enter the date the client last used.
Pregnancy Record — If a pregnancy record needs to be added, click on

J Add Pregnancy Record

Provide Enterprize - [Pregnancy For est
(_ File Find View Actions Tools Reports Windows Help

‘ { Close " H

Pregnancy : Client Test ()
Compass - Client Services : CM Test [05/13/2015]

Pregnancy

Status * Iiﬂdive i v
Estimated Conception Date ® =,
EDC - Estimated Date of = 5
When Ertered Prenatal Care = I -
Artiretrovirals prescibed? * ’ -

Status - Select the status of the pregnancy.
Estimated Conception Date - Enter the estimated date of conception.
EDC - Estimated date of Confinement (Due Date) — Enter the estimated
due date.
When Entered Prenatal Care — Select the time when client entered
prenatal care.
Antiretroviral prescribed? — Select “Yes” or “No.”
o If“Yes,”
= Week When Antiretroviral Started — Enter the week the
antiretroviral was started.
= Antiretroviral Names - Select the Antiretroviral names.
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. 4 Cl .
e When completed, click on the °*° | button. You will be prompted to

save your changes. Click on the button to save your changes

and return Eligibility assessment.

Address Tab

The Address section of the client file is where the address and phone numbers are
documented along with the proof of residency.

|, Provide Enterprise - [Eligibility Ass r

_ File Find View Actions Tools Reports Windows Help

4 Close "% H [ Savein Progress o Checkin Save and Close & Complete () Create Scan (@) Create Test Resut (@) View ~

Higibility Assessment : Test Client )
Compass - Client Services : CM Test [05/22/2015]

Main | Demographics |} Address ¥| Finances | Health Benefits | Health | Progress Logs

Residence

Housing Type = [StablefPennanem ']
Street Address * 100 Main Street

Apt / Lot / Floor

State = ’FL v]
County * | Palm Beach A
City * | Bean City =
Zip Code = 1212

Do you consent to receiving mail? = [No vl
Primary Phone Number = mny1-nn

Primary Phone Message Type = ’ v]
Secondary Phone Mumber -

Secondary Phone Message Type ’ v]
Proof of Residency

ls existing documentation sufficient? ’ v]
Proof of Residency Document(s)

AS & Al

Diate Delete Flag  Type

20750430 N Proofof Residency

Fill in the appropriate fields:
e Housing Status — Enter the current housing status of the client.
e Street Address — Enter the house number and street name for the client.
e Apt/Lot/Floor — Enter this field if appropriate.
e State — Select the state of residence for the client.
e County — Select the county of residence for the client.
e Zip — Enter the zip code of residence for the client.
e Does the client consent to receiving mail? - Select “Yes” or “No.”
o If“Yes,”
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= Enter the mailing address of the client.

e Primary Phone Number — Enter the client’s primary phone number.

e Primary Phone Message Type — Select the type of message that may be left
for the client.

e Secondary Phone Number — Enter the client’s secondary phone number.

e Secondary Phone Message Type — Select the type of message that may be
left for the client.

e Proof of Residency — If needed click on “Create Scan.” Directions on how to
“Create a Scan” can be found at the end of chapter 3 or at the end of chapter
5 in this manual.

Finances Tab

The Finances section of the client file is where the client’ financial information is
located.

Employment Tab: On the employment Tab, you may update the financial data and/or
add employment records.

q Close %% ” [ Savein Progress  « Checkin Save and Close " Complete @ Create Scan @ Create Test Result k_-:' View -

Higibility Assessment - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main | Demographics I Address |Finances| Health Benefits I Health | Progress Logs
Employment | Household | Income | Totals | Documertation |

Currert Employment Status * [Under.?-&hours per week -
Client Employment Records

# & 4[4 =f [ Add Employmert Record

Deleted Status Employer Date Start  Date End Monthly Income

Curent | Big Franks 20150430 | §150000)

Fill in the appropriate fields:
e Current Employment Status — Select the employment status.
e Client Employment Records — The client’s employment records can be
viewed or created here.

_1 Add Employment Record

e To Create an Employment Record click on
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{ Close ||

Employment : Test Client ()
Compass - Client Services - Amanda Epping/GTI [04/30/2015]

Employment

Employment Status o lCurrent vl
Date Started * | Thursday April 30. 2015

Employer Name *

Manthly Gross Amount =

Employeer Sponsored Health Plan Available? = l -
Employer Address

Employer City l -
Employer State l -
Employer Zip

Employer Phone

Employee Title

Job Description

Fill in the appropriate fields:

Employment Status — Select “Current” or “Past.”
Date Started — Enter the date the client started the employment.
Month Gross Amount — Enter the month gross income of the
employment.
Employee Sponsored Health Plan Available? - Select “Yes” or “No.”
o If“Yes”
= Enrolled in Health Plan - Select “Yes” or “No.”
e If“No” -
o Why not enrolled — Enter the reason they
client is not enrolled.

Employer Address — Enter the Employer’s Address.
Employer City — Enter the Employer’s City.
Employer State— Enter the Employer’s state.
Employer Zip— Enter the Employer’s zip code.
Employer Phone — Enter the Employer’s phone number.
Employee Title - Enter the client’s job title.
Job Description — Enter the client’s job description.

Household Tab:
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(_ File Find View Actions Tools Reports Windows Help

‘ q Close % H [ Savein Progress & Checkin Saveand Close  «” Complete  (©) Create Scan (D) Create Test Resut (@) View -

Higibility Assessment - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main I Demographics I Mdressl Finances |Heahh Bensfits I Health I Progrezss Logs
Employment |} Household }| income | Totals | Documentation |

Click to recompute Household Size below == [

Recompute

Household Size - Ryan White * |2
Client Household Members

ER= 4 5[] Add Household Member

Deleted Name Relationship  Emergency

Example Housemember |Other Relative

This tab will show you the house hold members and the Ryan White Household size.
r | ] Add Household Member |

To add a Household member, click o

 Proisetnepre o venber o e e

(. File Find View Actions Tools Reports Windows Help

Household Member - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

| 4 Close "

Main
Status * [ﬁcti\re ']
First Name * Eampls
Last Name * Housemember
Relationship to Cliert * | Other Relative M
Okay to Contact? * | Yes h
Contact Method Any Message h
Emergency Contact? = [Yes i
Comments | 1

Fill in the appropriate fields:
e Status — Select “Active” or “Inactive.”

e First Name — Enter the family member’s first name.
e Last Name — Enter the family member’s last name.
e Relationship to Client — Select the relationship.
e Okay o Contact? - Select “Yes” or “No.”

o If“Yes”

= Contact Method - Select the contact method.

e Emergency Contact? — Select “Yes” or “No.”
e Comments — Enter any comments.
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a
When the record is completed, click on 4 Qose . Then you will receive the prompt

below:

Save Changes? @

Do You Want To Save Changes?

[ fes ] [ Mo ] [ Cancel ] [ Details = ]

Click on “Yes” to save the changes.
[ Provide Enterprise - [lncame History For Test Client]

(. File Find View Actions Tools Reports Windows Help

‘ 4 Close |3 H (@) Create Scan  «” Submit ] Open Client Profile

Income History - Test Client ()
Compass - Client Services : Amanda Epping/GTI [04/30/2015]

Summary | Employment | Household | Income I Totals | Documentaticn|

Click to recompute Household Size below ==> ]

Recompute

Household Size - Ryan White 2
Client Household Members

# S By B 4 & 45 [d e [ Add Household Member
Deleted Name Relationship  Emergency

Example Housemember Other Relative Yes

After you add household members or complete any updates to the household member
records, you will want to recompute the household size. Click on

Recompute

The Household Size — Ryan White

will then be recomputed.

Income Tab:

The Income Tab will be where you document the client’s incomes. Input the total
monthly income of the applicant and all legal household members in the respective
fields. Any income type listed in all caps is not calculated for MAGI, but is a required
field.
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|, Provide Enterprise - [Eligibility Assessme
(_ File Find View Actions Tools Reports Windows Help

4 Close & H [ Savein Progress " Checkin Save and Close  «# Complete @ Create Scan @ Create Test Result @ View -

Higibility Assessment : Test Client ()
- Client Services : CM Test [05/22/2015]

| Main I Demographics I Address | Finances | Health Benefits | Health I Frogress Logs
| Employment | Household |In-:c-me| Totals I Documeﬂtation|

Current Monthly Household Income

Note: Input the total monthly income of applicant and all legal household members in the respective fields. Any
Income type listed in &ll caps is not calculated for MAGI, but is a required field of entry.

Wages, salaries, tips, etc. (Form W-2) * £1,500.00
Taxable interest (1099-INT form) * |50.00
Tax-exempt Interest (Form 1055-INT box 8) = ¢0.00
Ordinary Dividends (1095-DIV box 1a) = 120.00
Exempt Interest Dividends (Form 1089-INT box 10) = e 0D
Taxable refunds of stateocal income taxes = 50.00
Alimoryy or Cther Spousal Support Received = 20.00
Business or Seff Employed incomeAoss (Schedule C or C-EZ) = ¢0.00
Capital gain/loss (Schedule D) *|50.00
Other gains/losses (Form 47597) *50.00
IRA distributions - taable amount * |50.00
Pensions and Annuties * | 50.00
Rental real estate, trusts (Schedule E) * |50.00
Fam income/loss (Schedule F) *150.00
Unemploymert Income * 50.00
Social Security Benefits *150.00
Social Security Disability (SSDI) * |50.00
SUPPLEMENTAL SOCIAL SECURITY INCOME (SS1) * 000
Cther Client Income (Jury Duty Pay, Gambling Winnings) = | 50.00
CHILD SUPPORT, WORKMAN'S COMPENSATION, OR * 000

MONETARY GIFT

Fill in the appropriate fields with each amount.

*For the fields in blue font:

Wages, salaries, tips, etc: Include the total monthly income that the applicant and any
legal household members receive from Wages or Salary’s (W-2), tip income, and any
disability pension benefits received prior to meeting minimum age requirement.

Pensions and Annuities Definition: Include all income both employer based and
Veterans Administration based on pension. Note, do not include disability pension
income here when disability pay is received prior to normal pension retirement age.

Totals Tab:
The totals tab will calculate the monthly gross income and the household poverty level
percentage.
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Q_J Provide Enterprize - [Eligibility Assessment For Test

(o File Find View Actions Tools Reports Windows Help

” 4 Close I ” [ Savein Progress  «# Checkin Save and Close " Complete () Create Scan (2) Create Test Result @ View =

Higibility Assessment - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main I Demoagraphics I Address | Finances | Health Benefits I Health I Progress Logs
| Employment | Household | Income | Totals | Documentation |

Totals

Click to recompute all totals fields below == l Recompute
Household Monthly Income * | 51,500.00

Household Poverty Level % *1113

After you updated the employment, household, and/or income, you will want to
recompute the income total. Click on

Recompute

The income totals will be

recomputed.

Documentation Tab:

On the documentation tab, you will document the proof of income.

e If you need to create a proof of income document, click on “Create Scan.”
Directions on how to “Create a Scan” can be found at the end of chapter 3 or
at the end of chapter 5 in this manual.

Health Benefits Tab

The health benefits section is where you can document the client’s Private and Public
Medical Insurance as well as Ryan White, ADAP, and other benefits. By default, each
program Status is set to “No Benefits”.
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( File Find View Actions Tools Reports Windows Help

‘d Close "% ‘_ESa\re © Create v (@ View v (@ Action ~

Client Profile : Test Client ()

Compass - Client Services - A da Epping/GTI [04/28/2015]

| Profile | Address | Alett
Private Health Coverage

Demographics | Relationships I Financesl Health Benefits | Health | RWA Eigibil'rty|
Public Health Coverage | Ryan White | Other Benefits |
Click to update Health Benefits ==> l

Update ]
Primary Insurance
Status

Secondary Insurance

Status No Benefits

Dertal COnly Policy
Status

Vision Only Policy
Status

Updat
To update any of the health benefits, you must click on e
You can click on “Update” on any of the benefit tabs to update the health benefits.

Summary Tab:

s e - st e O
() File Find View Actions Tools Reports Windows Help

H 4 Close "

‘ (@ Create Scan  (©) Check Medicaid Enrolment o Submit  (©) View

Health Benefits - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

Summiary | Private Health Coverage I Public Health Coverage I Ryan White | Cther Benefits
Status In Progress
Update Type Interim
Changes Summary 5
Date Effective lll05/01/2015 =B

Fill in the appropriate fields:
e Status — This will be default to “In Progress” until the record is submitted.
Changes Summary — This will populate when changes are submitted.

e Date Effective — Select the date the health benefits are effective.

Private Health Coverage Tab:
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Tonde e - i BerersFories Cren

() File Find View Actions Tools Reports  Windows Help

‘ 4 Close

‘ (@) Create Scan  (©) Check Medicaid Enroliment o Submit (@) View v

Health Benefits - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/01/2015]

Summary | Private Health Coverage | Public Health Coverage | Ryan White | Other Benefits

Primary Insurance

Status * | hotive - |
Source = - |
Carmier Name =

Policy./Plan Mame or Number *

Subscriber or Member on policy? = [ -]
Member ID =

Benefits Phone =y -

Ambulatory Benefits? = -
Mertal Heatth Benefits? o -
Substance Abuse Benefits? = [ v]
Private Prescription Coverage = [ v]
Comments N
ls existing Proof of Primary Private Coverage sufficient? ’ v]

Private Proof of Coverage Documents)
S B4,

Date Delete Flag Type Program

Secondary Insurance

Status * [ No Benefiis -
Dertal Only Palicy
Status * [No Benefits -]
Vision Only Paolicy
Status * Mo Benefits -

For each insurance (Primary, secondary, dental, vision), fill out the appropriate fields
and scan the proofs of coverage for each.
Public Health Coverage Tab:
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(_ File Find View Actions Tools Reports Windows Help

H 4 Close " H [y Savein Progress o Checkin Save and Close o Complete () Create Scan (@) Create Test Resut @) View -

Higibility Assessment : Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main | Demographics | Address | Finances | Health Benefits | Health | Progress Logs |
| Private Health Coverage | Public Health Coverage | Ryan White I Other Benefits |

Medicare

Status = ’ T -l
Medicare Coverage = ’ 'l
Medicare D = |

Comments 5
s existing Proof of Medicare Coverage ’ -
sufficient 7

Medicare Proof of Coverage Document(s)
B S & 4l

Date Delete Flag Type Program

Medicare Part D

Status * [ No Benefits ~|
Medicare Supplemental

Status * [ No Benefits ~|
Veterans Benefits

Status = ’ T -l
WA Medical 1D 121213

Mediicaid

Date Last Verfication Completed | E=r-]
Medicaid Coverage? Mo

For each public health insurance (Medicare, Medicare Part D, Medicare Supplemental,
Veterans Benefits, and Medicaid fill out the appropriate fields and scan the proofs of
coverage for each.

You will also need to complete a Medicaid Enrollment check. To complete a Medicaid

enrollment check, click on | © Check Medicaid Enrolment | Enter the date of the verification

and click “OK”:
¢ Service Verification Date ﬁ

05/01/2015 =T

[ oK || Cancel |
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Ryan White Tab:

(. File Find View Actions Tools Reports Windows Help

‘ 4 Close "% H | [ Savein Progress & Checkin Save and Close o Complete  (©) Create Scan (D) Create Test Resut (@) View -

Higibility Assessment - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main I Demographics I Address I Finances | Health Benefits | Health | Progress Logs|
| Private Health Coverage I Public Health Coverage |F{)'E|”Whﬂ3| Other Benefits |

Click to set Status fields below ==>
e pelieEs e [ Set Ryan White Program Statuses

Part A Premium Support Status * | No Benefits
ADAP Premium Flus Status * | No Benefits
ADAP Medication Assistance Status * | No Benefits

Part A Insurance Support Services Enroliments

E S \j'v@’ E:|E| D Request Insurance Services Enrollment
Status Date  Status  Deleted?

ADAF Premium Plus Enroliments
@ S & @] [} Add ADAP Premium Assistance Enrollment
Status Date  Status Deleted?

Enrcllment Requested

ADAP Medication Assistance Enrollments
@S & @] [} Add ADAP Medication Assistance Enrollment
Status Date  Status Deleted?

Enrallment Requested

The client must be actively enrolled in an ACA Exchange primary or Secondary Private
Health Insurance Policy to request Insurance Services Enrollment or Enrollment in the
ADAP Premium Assistance.

. . st | Servi Enrollment
To request an Insurance Services Enrollment, click on |D il mierrdsimin o]
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(_ File Find View Actions Tools Reports Windows Help

| 4 Close "

| +" Request Enrollment D Create ~ (@ View -

Insurance Services Enrollment : Test Client ()
Compass - Client Services : A ia Epping/GTI [05/01/2015]

Insurance Services Enrollment Documentation|

Status

Member/Subscriber ID

Premium Payment Due

Premium Assistance Coverage Start Date
Premiumis) Owerdue At Enroliment ?
Payee Name

Payee Vendor ID

Payee Street Address 1

Payee Street Address 2

Payee City

Payee State

Payee Zip

Payee Phone

Payee Payment Method

Paymert MEMO Line Type
Premium Amount

Premium Amount - Support Portion
Payment Cycle

* BlueSelect Everyday 1443
1

Pending

Premium Payer = -
Date Requested Friday May 01, 2015 )
Date Submtted -
Program Type * | ACA Insurance -
ACA Application 1D

Health Plan Carmier * | Blue Cross Blue Shield of Florida =
Plan Name

* | No

| S

* |Check

Client Name - Member 1D

*|

°|

Fill in the appropriate fields.

e Status — This will be default to “Pending” until you click on “Request

Enrollment”.

e Fill out each field and review the documentation on the “Documentation

tab.”

e When the form is complete, click on

Other Benefits Tab:

" Request Enroliment
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| Provide Enterprise - [Eligibility Assessme

(. File Find View Actions Tools Reports Windows Help

4 Close "% H [ Savein Progress  « Checkin Save and Close " Complete @ Create Scan @ Create Test Result @ View =

Higibility Assessment - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

| Main | Demographics | Address | Finances | Health Benefits | Heatth | Progress Logs |
| Private Health Coverage I Public Health Coverage I Ryan White |OthEFBBanft3|

Supplemental Nutritional Assistance (SNAP)? = ’No ,]
HCD Coordinated Care Program? = ’ ,]
PAC Waiver? * ’ ,]
Community Action Program (CAP)? * [ -]
Low Income Home Energy Assistance Program = [ .]
(LIHEAP)?

Women, Infants and Children (W1C)? = [ .]
Targeted Outreach for Pregnant Women (TOPWA)? = l .]
Children'’s Medical Services (CMS)? = ’ ,]
ADA Paratransit (TOPS)? = ’ ,]
Palm Tran? * ’ ,]
Prescription Assistance Program Enrolment Records

2 & 4 [d 9 [ Add PAP Enrolment

Status  Program DrugName Start End Deleted?

Cther Health Benefits Comments

»

Fill in the appropriate fields:
e Supplemental Nutritional Assistance (SNAP)? — Select “Yes” or “No.”
o If“Yes”
= SNAP Recertification Date — Enter the date.
= SNAP Monthly Benefit Amount - Enter the SNAP Monthly
Benefit Amount.
e HCD Coordination Care Program — Select “Yes” or “No.”
e PAC Waiver - Select “Yes” or “No.”
e Community Action Program (CAP) — Select “Yes” or “No.”
e Low Income Home Energy Assistance Program (LIHEAP) — Select “Yes” or
“No.”
e Women, Infants, and Children (WIC) — Select “Yes” or “No.”
e Targeted Outreach for Pregnant Women (TOPWA) — Select “Yes” or
“No.”
e Children’s Medical Services (CMS) — Select “Yes” or “No.”
e ADA Paratransit (TOPS) — Select “Yes” or “No.”
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e Palm Tran —Select “Yes” or “No.”

e Other Health Benefits Comments - Enter any comments.

e Prescription Assistance Program Enroliment Records - To Add a PAP
'] Add PAP Envoliment |

Enrollment click on

r_ File Find View Actions Tools Reports Windows Help

4 Close | " Save And Create Another  +# Find Application

PAP Enrollment : Client Test ()
Compass - Client Services : CM Test [05/13/72015]

Ervolmert |
Status = [iﬂpplied v]
Phamaceutical Comparny *
Program Mame *
Enrolled Drug *
Drug D Code
Date Applied * = .
Provider Assisting with Application  * |CM Test D

Fill in the appropriate fields.
e Status — Select the status.

¢ Pharmaceutical Company - Select the company

e Program Name, Enrolled Drug, and Drug D Code — These will
automatically populate when selecting the pharmaceutical company.

e Date Applied - Enter the date applied/denied/enrolled/terminated.

. . 4 Close . .
e When the record is completed, click on . Then you will receive
the prompt below:
Save Changes? @
Do You Want To Save Changes?
[ fes ] [ No ] [ Cancel ] [ Details ==

e C(lick on “Yes” to save the changes.
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Health Tab:

. Provide Enterprise - [Eligibility Assessment For

(_ File Find View Actions Tools Reports Windows Help

4 Close % H [ Savein Progress  « Checkin Save and Close  « Complete () Create Scan () Create Test Result @ View -

Higibility Aszessment : Your Name ()
Compass - Client Services : Amanda Epping/GTI [06/03/2015]

| Main | Demographics I Address I Finances | Health Benefits | Heatth | Progress Logs|

HIV Status
Stage of Disease = ’NDS v]
Date HIV Diagnosed * | Monday June 03, 2002 S
Identified Risk Factorz) * |[C] Hemophilia/coagulation disorder

[¥] Heterosexual contact

[T Injection drug user (IDU)

[7] Men who have sex with men (MSM)

[Wl| Perinatal transmission

["] Receipt of transfusion of blood./blood components tissue

[] Risk not reported or identified
Antiretroviral Therapy = [iMRT v]
Date Antiretroviral Therapy Started = | [&07/2003 =
HIV Verification
ls existing HIV Verification documentation sufficient ? [ v]
HIV Verfication

ASBREEE & -
Date Delete Flag Type

Key Lab Results
ls existing Lab documentation sufficient? -

CD4 and Viral Loads
#H S 2y B o & 47 (A el [ Add Test Resut
Test Date Status Result

Fill in the appropriate fields:

e Current Disease Stage — Click the button to select the client’s current stage
of HIV. Note, once set to AIDS it cannot be set back to HIV+.

e Date HIV Diagnosed — The estimated date the client was diagnosed with HIV.

e Date AIDS Diagnosed — The estimated date the client was diagnosed with AIDS.
This field only appears if the Current Disease Stage is set to “AIDS”.

¢ Identified Risk Factor(s) — Select all possible sources of transmission of HIV to
the client.

e Antiretroviral Therapy — Select the client’s current antiretroviral therapy.

e Date Antiretroviral Therapy Started — If the client is taking at least one ARV
medication this date field appears asking for the estimated date of when the
client started ARV therapy.
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e Reason not on HAART - If the client is not on HAART (three or more ARV’s) this
field appears asking why the client is not on the HAART regimen.

e Is Existing HIV Verification Documentation Sufficient? Select “Yes” or “No.” If
you need to create a verification, click on “Create Scan.” Directions on how to
“Create a Scan” can be found at the end of chapter 3 or at the end of chapter 5
in this manual.

e Is Existing Lab Documentation Sufficient? Select “Yes” or “No.”

) _] Add Test Resutt
e If needed, click on to add rest results.

o o (Tt et PR e

_ File Find View Actions Tools Reports Windows Help

7| Save And Create Another

4 Close ;‘|

Test Result : Client Test ()
Compass - Client Services : CM Test [05/13/2015]

Test Result | Attachmerts

Test Name ® =
Test Date * (05/13/2015 2
Test Result Status &= [Flnal vl
Test Result Modfier * [= vl
Test Facility =]
Test Completed By =]
Entry Mode Manual

Test Result Comments

Fill in the appropriate fields: (depending on the test, different fields will appear).
e Test Name — Click the ) button to select the test name.

e Test Date: The date will default to the date you are entering the result, but you
can change the date as needed.

e Test Result Status: Select correction, final, preliminary, not available, not
required, pending, or clinically indicated.

e Test Result Numeric Value: Enter the numeric value.

e Test Result Modifier: Equal (=), greater than (>), less than (<), less than or equal
to(<=) or greater than or equal to (>=).

e Test Result Unit of Measure: Unit of measure will automatically populate.

e Reference Range: Enter the reference range.
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e Test Result Source: Select the source of the test result by click on the [-]

e Test Facility: Select the testing facility (in the same manner you selected the test
name).

e Test Completed By: Select who the testing was completed by facility (in the
same manner you selected the test name).

¢ Normalcy Status: Select the normalcy status by click on the [-].

e Entry Mode: If you are entering the results, this will default to manual.

e Test Result Comments: Add any comments to test results as need.

e Attachments: Create the attachment/scan. Directions on how to “Create a Scan”
can be found at the end of chapter 3 or at the end of chapter 5 in this manual.

|"~e] Close

e Ifyouclickon it will then prompt you to save or not to save the test

7| Save And Create Another

record. If you want to add another test record, click on

Progress Log Tab:

The Progress log tab will be where you can enter your eligibility assessment progress

logs.

(_ File Find View Actions Tools Reports Windows Help

‘ q Close "5 ” [ Savein Frogress & Checkin Save and Close " Complete 'uj' Create Scan ‘u) Create Test Result \_,) View -

Higibility Assessment : Test Client ()
Compass - Client Services : CM Test [05/22/2015]

Associated Progress Logs
Status Deleted Date Agency Provider Contact Category  Description

| j Add Progress Log

To add an eligibility assessment Progress log, click on

107



o e g o oGl e A

| File Find View Actions Toels Reperts Windows Help

{ Close " || « Complete () Get Sample Text [ Link to Client Profle =3 Print

Progress Log - Client Test {)
Compass - Client Services : CM Test [05/13/2015]

Summary | Appointments | Labs | Referals |

Status * | In Progress

Provider = M Test E]
Date * |05/13/2015 =1
Start Time = [3:46 PM -
Minutes =

Contact Category = E]
Contact Type

Funding Source =

Brief Description = N
Full Description

Fill in the appropriate fields:

e Status - It will default to “In-Progress” until the progress log is completed.

e Provider - Select the provider name from the list by clicking on the . Double
click on the provider name. The funding source will automatically populate.

e Date - Enter the date.

e Start Time - Enter the start time.

e Minutes - Record the minutes.

e Contact Category — Select the contact category.

e Contact Type and Funding Source — These will auto populate based on the
contact category selected.

e Brief Description - Enter a brief description.

e Full Description - Write your full note.

e Appointments, labs, and referrals — These can be created on each of the
corresponding tabs of the progress logs. Please see the “Common Data Entry”
Section of this manual for instructions.

" Complete
When the progress log is complete, click on . You will be prompted if you

want to save your changes, click on “Yes.”

When you are done with your eligibility assessment, you will want to click on

¥ Complete

. If you are missing anything in your assessment, Provide will notify you
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which fields are currently missing.

Prowvide Error ﬁ

' 1 Please fill in the required field <Medicare Coverage™s before saving.
#' Please fill in the required field <Medicare ID*= before saving.

Please fill in the required field <Part & Premium Support Status™s=
before saving.

Please fill in the required field <ADAP Premium Plus Status™> before
saving.

Please fill in the required field < ADAP Medication Assistance Status®=
before saving.

If you are missing CD4 or Viral loads on the initial assessment, you will receive the
warning below:

Eligibility Assessment Warning ﬁ

Medical - Missing a CD4 Count Test Result.
Medical - Missing a HIV 1 Viral Load or HIV 1 Viral Load LoglQ Test Result

You will be able to continue with the completion of the initial eligibility assessment
without these entered.

When completing the eligibility assessment, you will receive the completion alert below:
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r )
Completion Alert l""m""]

Alert: By continuing with the submission of this Eligibility Assessment the client is
attesting to the accuracy of the information included in this assessment. The
client is authorizing the release of his/her client record and assocciated pregnancy
activity records and the assessment itself to the Palm Beach County Ryan White
Part A Program Office and their contracted agencies. To proceed, click Yes or
Click Mo to stop this submission of the Eligibility Assessment.

ve || no

To proceed, click on “Yes.” To stop the submission, click on “No.” The eligibility
assessment is then completed. You can see the completed eligibility assessment in
“View — Eligibility Assessment.”

. Provide Enterprise - [View Eligibility Assessment For Client Teﬂ;

©_ File Find View Actions Tools Reports Windows Help

[com o]

View Higibility Assessment : Client Test ()
Compass - Client Services : CM Test [05/14/2015]

Eligibility Assessment
Client Eligibility Assessment Records

7 = & [
Date Deleted Status Source  Submitied By Checked Oui? Checked Out By

N Completed Provider

Eligibility Assessment Progress Logs
2 S & [Q
Status Deleted Date Agency  Provider Contact Category Description

Complete N 201/05/13 | Compass |CM Test _ Ehgiblty Asscssment Testing___|

Eligibility Determination/Background:

A completed Eligibility Assessment establishes Service Category level eligibility for the
client and is good for six months. If during the six month period a client has his/her
Address, Income or Health Benefits change, the client eligibility settings may be
modified but the renewal date for recertification will remain the same.

Note: Palm Beach County decided that because the updates to Address, Income and
Health Benefits could impact eligibility these changes can only be made by Eligibility
staff.
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The logic used to calculate the eligibility is as follows:

1)

2)
3)

When a client is initially registered their eligibility is set to “No” for all Service
Categories except EIS and non-Medical Case Management which are set to

“Yes”. These setting are good for up to 29 days during which time it is expected
that the Client will have an Eligibility Assessment completed.

Note, a client is always considered eligible for Eligibility Determination activities.
Whenever a client’s Eligibility expires, their Eligibility settings are automatically
adjusted to “No” for all Service Categories.

When an Eligibility Assessment is completed it calculates a client’s Service Category Level
Eligibility according to the following rules:

1)
2)

3)

4)

5)

Initially the system assumes that the client is not eligible for any services.
If the client resides in Palm Beach County in the State of Florida then the client is
assumed to eligible for EIS and Outreach services (although Outreach is not
currently Part A funded in Palm Beach) and may be eligible for other categories.
If the client has a medical diagnosis of “AIDS”, “HIV Positive Not AIDS” or "HIV
Positive AIDS Status Unknown" and their household income is less than or equal
to 400% of the Federal Poverty Level (FPL), the client is eligible for the following
services:

a. Medical Case Management
Non Medical Case Management
Adherence Services (although not currently Part A funded in Palm Beach)
Legal Services
Housing Services

f. Emergency Financial Assistance
If the client’s Household Income is less than or equal to 150% of FPL, the client is
also eligible for the following services:

a. Food Bank

b. Medical Transportation
By default, clients that meet the criteria of 2 and 3 above are assumed to be
eligible for:

a. Home Health

b. Insurance Support Services (Premium and Copy/Deductible services)

c. Local Prescription Assistance (Medications assistance thru the Palm
Beach County Health Care District)
Medical Care
Oral Health Care
Oral Health Care Specialty (Not a current Part A service category)
Mental Health

O

@™ o a
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h. Substance Abuse - Outpatient (although not currently Part A funded in
Palm Beach)
i. Substance Abuse - Residential
6) A series of checks are done for data points that may make the client ineligible for
services in some of the categories listed in 5 above.
a. If the Client has Private Insurance in a Status of “Active” or “Cobra” then
the following sub checks are completed:

The client is not eligible for Home Health Care.

If the Private Insurance has “Ambulatory Coverage” then the
Client is not eligible for Medical Care.

If the Private Insurance has “Mental Health Coverage” then the
Client is not eligible for Mental Health Care.

If the Private Insurance has “Substance Abuse Coverage” then the
Client is not eligible for Substance Abuse (Residential or
Outpatient).

If the Private Insurance has “Pharmacy Coverage” then the Client
is not eligible for Local Pharmacy Assistance.

b. If the client has Dental Insurance in a Status of “Active” or “Cobra” then
the client is not eligible for Oral Care or Specialty Oral Care.

c. If the client has Medicare then the client is not eligible for Medical Care.

d. If the client has Medicare Prescription coverage then the client is not
eligible for Local Pharmacy Assistance.

e. If the client is enrolled in the Health Care District Coordinated Care
Program and has “Option 1” or “Option 2” then the client is not eligible
for the following services:

i
ii.
iii.
iv.
V.
Vi.

Home Health Care

Medical Care

Mental Health

Substance Abuse — Outpatient
Substance Abuse — Residential
Prescription

f. If the clientis enrolled in the Health Care District Coordinated Care
Program and has “Option 2” then the client is not eligible Oral Care or
Specialty Oral Care.
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Common Data Entry

Provide Enterprise has a variety of forms that are used to enable providers to capture
their interaction with clients, the services they provide, and key data required to help
manage the care and support of client and meet data reporting requirements and
outcome measures.

Opening Existing Clients to your Agency
If the client had previously been registered in Provide® Enterprise and served by another
agency, you will need to create a Client Service Profile to document that the Client is
now being served by your agency.
To do this, follow the steps below:

e First, navigate into the Client Profile (via “Find — Client” or one of the “Views” of

Client information.
e On the “Relationships — Tab”
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Pt Etrpre - Gt Profte P TetCrer

) File Find View Actions Toals Reports  Windows Help
|ﬁ Close "7 | &= = QV‘ﬁEd'rt @ Create ~ @ View ~ (@ Action -

Client Profile - Test Client ()
Palm Beach County - HIV Care Network : Amanda Epping/GTI [04/28/2015]

| Profile | Address | Alet | Demographics |} Relationships | Finances | Health Benefits | Health | RWA Eiigibility |

Client Service Profiles
ER=N 4 =] [_j New Cliert Service Profile Record

Status  Effective Deleted Agency ClientID Agency  Program
QOpen  |2015/04/28 |N Compass Client Services

Client Service Category Profiles
ER=N 4 = [_j New Client Service Categry Profile Record
Status  Effective Deleted Agency Service Category Assigned Provider

Client Provider Relationship Records
ER=N 4 = [_J Add Provider Relationship Record
Status  Provider Relationship

Contacts

EREN A =] [ Add Contact Record

Deleted Contact Name Relationship Emergency

|D MNew Client Service Profile Record

e If you do not see your agency listed, click the
button to open the Client Service Profile, seen below.
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4 Closs J|<.=- — Dv ¥ Delste (&) Close

Client Service Profile : Client Test ()
Compass - Client Services : Amanda Epping/GTI [05/12/2015]

Main

Agency Assigned Client 1D
Status
Status Effective

Status Reason

Last Service Date (auto set nightly)
Client Service Profile History Records

Cpen
05/12/2015 =
New Client

]

Date Deleted  Field New Value Change Reason Change By

N CSPSius Open NewClient  Amanda Epping/GTl

Client Service Category Profile Records
2 & 4° [d = [ MewClient Service Category Profile Record

Status  Effective Deleted Agency

Service Category  Assigned Provider

e Once done, click on the
the record.

4 Close

button to save your changes and back out of

Opening Existing Clients to your Service Category

If the client had previously been registered in Provide® Enterprise and served by another
agency or by other programs at your agency, you will need to create a Client Service
Category Profile to document that the Client is now being served by your agency and
service category. NOTE: If the client has previously been served by your Service
Category, follow the steps below under “Re-Opening Existing Clients to Your Service

Category.”

To do this, follow the steps below:
e First, navigate into the Client Profile (via “Find — Client” or one of the “Views” of

Client information.

e In the Profile Section — “Relationships Tab”
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4 Close |

= = QY|XDeIeie @Close

Client Service Profile : Client Test ()
Ci - Client Services : A da Epping/GTI [05/12/2015]

Main

Agency Assigned Client 1D |

Status Open

Status Effective |n5;1 2/2015 %| = ||
Status Reason Mew Client

Last Service Date (auto set nighthy) | =
Client Service Profile History Records

@S ¢ A

Date Deleted  Field Mew Value Change Reason  Change By

20150512 |N CSPStatus |Open Mew Client Amanda Epping/GTI

Client Service Category Profile Records
#H S Jb @E D New Clisrt Service Category Profile Record
Status  Effective Deleted Agency  Service Category  Assigned Provider

e If you do not see your agency listed, follow the steps in the previous section to
“Open Existing Clients to your Agency.”

e Clickon |3 Mew Gt Service Category Profle Record| to add the new service category.

e e G S Gy Pt o et e

(. File Find View Actions Tools Reports Windows Help

|| 4 Close ¥ |

Client Service Category Profile - Client Test ()
Compass - Client Services : CM Test [05/12/2015]

Main

Status COpen

Service Category * | Q
Aesigned Provider | =
Status Effective [05/12/2015 =i
Status Reason Mew Cliert

Last Service Date {auto set nightly) | %l > ||

Client Service Category Profile History Records
E= G

Oate Deleted Status Change Reason  Change By

Fill out the fields as appropriate:
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o Service Category: Select the category of service that you wish to open
the client to.

o Assigned Provider: Select the assigned provider.

Status Effective/Status Reason: These will automatically be computed.

o Client Service Category Profile History Records: This window will track
each change to the Service Profile History Status records over time. This
will automatically occur when changes are made to these records.

. e
e Once done, click on the °*° I button to save your changes and back out of

. 4 Ci . . .
the record. Click the >*° | button again to back out of the Client Service

Profile.

O

Re-Opening Existing Clients to Your Service Category

If the client had previously been registered in Provide® Enterprise and served by your
agency and service category, you will need to re-open the client to your service category
(if they are closed). Please note that if the client was closed to your agency, you will
need to re-open the client to your agency as well. See the steps above under “Re-
Opening a Client to Your Agency.”

To do this, follow the steps below:
e First, Navigate into the Client Profile (via “Find — Client” or one of the “Views” of
Client information.
¢ In the Profile Section — “Relationships — Tab”

_ Provide Enterprise [Client Service Profile For Client Teztl

_ File Find View Actions Tools Reports Windows Help

‘ 4 Close " | = = |:| v | ¥ Delete (@) Close

Client Service Profile : Client Test ()
Compass - Client Services : Amanda Epping/GTI [05/12/2015]

Main

Agency Assigned Client ID
Status

Open
Status Effective 05/12/2015 a1

Status Reason New Client

Last Service Date (uto set nightly) =1 .
Cliert Service Profile History Records

Date Deleted  Field New Value Change Reason  Change By

N CSPStaivs Open —New Clienl  Amends EppinglGTI

Client Service Category Profile Records
ﬁ = _’: _J éJ J New Client Service Category Profile Record

Status  Effective Deleted Agency  Service Category Assigned Provider

Closed 2010612 N Compoos Elgiiity Assessment CM Test |

e Double click on the “Client Service Profile” for your agency. It will open on your
screen and will look similar to that in the figure below.

117



[ Provide Enterprise - [Client Service Category Profile For Client Test] NG

(. File Find View Actions Tools Reports Windows Help

” 4 Close 3}"\: = Qv‘@Open

Client Service Category Profile - Client Test ()
Compass - Client Services - CM Test [05/12/2015]

Main

Status Closed

Service Category * | Eligibility Assessment

Assigned Provider |CM Test -
Status Effective [05/12/2015 =l
Status Reason Unknown

Last Service Date (auto set nightly) | =l
Client Service Category Profile History Records

A5 & [d el

Diate Deleted Status  Change Reason  Change By
OperNewClient CH Test
201510612 |N Clesed |Unknown CM Test
. © Open . ,
e Click the button to open the service category profile.
() Dialog Client Service Category Profile Open oo =0 [
Dialog Client Service Category Profile Open
Dialog Client Service Category Profile Open |
Reason for Open Sfe—
Date Open Effective B ’W

Fill out the fields as appropriate:
e Reason for Open: Select the reason client is open.

e Date Open effective: Enter the date that this change should be effective

from.
e Once done, click on the button to save your changes.
. 4 Ci
e Next, click the °*° | button to save your changes and back out of the record.
. 4 . . . .
e C(lick the **¢ | button again to back out of the Client Service Profile.
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Closing to Your Service Profile Record

*Only supervisors can close service profile records.
To close a client to your service category, follow the steps below:
e First, navigate into the Client Profile (via “Find — Client” or one of the “Views” of
Client information.
e On the “Relationships — Tab”

_ Provide Enterprise - [Client Service Profile For Test Client]

(_ File Find View Actions Tools Reports Windows Help

|q Cose |55 |@ = \:|V|3‘=f Delste @ Close

Client Service Profile - Test Client
Compass - Client Services - Amanda Epping/GTI [04/28/2015]

Main

Agency Assigned Client 1D
Status

Open

Status Hfective Tuesday April 28, 2015 =l
Status Reason New Cliort

Last Service Date (auto set nightly) =T,
Cliertt Service Profile History Records

BoBas A

Date Deleted  Field Mew\Value Change Reason  Change By

Cliert Service Category Profle Records
E S By B G @ 2 4 98 [ New Client Service Category Profile Record

Soius _ Effective  Deleted  Agency  Service Calegory  Assigned Provider
Open 201505728 N Compass Eligibility Assessment CM Test

&) Close

Click the button to close the service category profile. Enter the reason for close
and the date effective. Then, click “Ok.”

Changing the Provider of the Client Service Category Profile Record

To close a client to your service category, follow the steps below:
e First, navigate into the Client Profile (via “Find — Client” or one of the “Views” of
Client information.
e On the “Relationships — Tab”
e Open the Service Category you need to change the Provider.
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(_ File Find View Actions Tools Reports Windows Help
| 4 Close "% | = = |:\ v | % Delete (@ Close () Change Provider
Client Service Categery Profile - Test Client ()
Compass - Client Services : CM Test [05/28/2015]
Main
Status Open
Service Category * | Eiigibilty Assessmert
Assigned Provider CM Test
Status Effective Thursday May 28, 2015
Status Reason New Client
Last Service Date (auto set nightly)
Cliert Service Category Profile Histary Records
BSEBRBRE & D
Date Deleted Status  Change Reason  Change By
Open  MNew Client CM Test
) (&) Change Provider . .
Click on . Enter the new relationship start date and select the

newly assigned provider. Then, click on “Ok.”

Closing to Client Service Category Profile Record

To close a client to your service category, follow the steps below:

e First, navigate into the Client Profile (via “Find — Client” or one of the “Views” of

Client information.
e On the “Relationships — Tab”
e Open the Service Category you need to close.

(_ File Find View Actions Tools Reports Windows Help

| 4 Close "% | = = |:\ v| ¥ Delete () Close  (©) Change Provider

Client Service Categery Profile - Test Client ()
Compass - Client Services : CM Test [05/28/2015]

Main

Status

Open
Service Category * | Bligibility Assessment
Assigned Provider CM Test
Status Effective Thursday May 28, 2015 Sl
Status Reason MNew Client
Last Service Date {auto set nightly) i
Client Service Category Profie History Records
FS BB, D

Date Deleted Status Change Reason  Change By
Open  MNew Client

Click on © Close

. Then select the reason for closure and the close effective date. Then,

click “Ok.”

Provider Relationship Record

These records will automatically be created when creating the service category profile.
However, they can also be created in the relationship tab of the client profile.
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i e - Gl Pt or e Crr

(. File Find View Actions Tools Reports Windows Help

|-ﬂClose | = Qv|ﬂEd'rt @ Create v @ View v @ Action v

Client Profile - Test Client ()
Palm Beach County - HIV Care Network : Amanda Epping/GTI [04/28/2015]

Client Service Profiles
ER= @] [ New Client Service Profile Record

Status  Effective Deleted  Agency Client D Agency  Program
Open  2015/04/28 N Compass | Client Services

Client Service Category Profiles
F=] \}5 I@E D Mew Cliert Service Category Profile Record
Status  Effective  Deleted Agency  Service Category  Assigned Provider

Client Provider Relationship Records
ER=N @] [} Add Provider Relationship Record
Status  Provider Relationship

Contacts

ER=N @] [ Add Contact Record

Deleted Contact Mame  Relationship  Emergency

Double click on “Add Provider Relationship Record.” It will open on your screen

and will look similar to that in the figure below:

|, Provide Enterprise - [Provider Relationship For Test Client]
" File Find View Actions Tools Reports  Windows Help

4 Close %7 H

Provider Relationship : Test Client ()
Compass - Client Services - CM Test [05/28/2015]

Provider Relationship |
Status * |{Active v]
Pravider Mame = E]
Provider Relationship = v]
Provider Relationship Start Date * | 5/28/2015 %l > ||
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Fill in the appropriate fields:
e Provider Name- Select the provider name.

e Provider Relationship - Select the provider relationship.
e Provider Relationship Start Date — Enter the start date.

To make a Provider “Inactive” open the provider record and select “Inactive” and
enter an “End Date.”

. 4 Close
When note is completed, click on and the “Yes” to save your changes.

Appointment

This form is used to document scheduled, kept and missed appointments. Normally it is
primarily used to track AOMC appointments but can be sued to track other types as
well. The PE system automatically will generate AOMC Appointment records if a client
has a Medical or Lab Procedure record recorded by a provider on a given date and no
appointment exists. It is also useful to record scheduled and missed appointments and
these can either be entered manually or can be uploaded from a providers EHR data
system.

To create an appointment, under create click on “Appointment.”

() Create 3 (& View - (@ Action
Eligibility Assessment
Eligibility Owverride
Letter
Payment Request
Progress Log
Provider Mote
Referral
Report
Required Action
Scan Document
Service Provided
Test Result

Tobacco Use Assessment
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r_ File Find View Actions Tools Reports Windows Help

4 Close ,,,;r|

¥| Save And Create Another [ Link to Client Profile

Appointment - Test Client ()
Compass - Client Services : CM Test [05/18/2015]

Appoirtment

Status * Scheduled 2
Type * [ V]
Provider Agency = [:]
Appointment With [:]
Appointment Date = |05/18/2015 Sk

Fill in the appropriate fields:

Status - Select the status of the appointment.

Type - Select the type of appointment.

Provider Agency - Select the provider name from the list by clicking on the
or type in the agency.

Appointment With - Select the provider name from the list by clicking on the
or type in the agency.

Appointment Date - Enter the appointment date.

Services Provided

This form is used to capture when a service is provided to a Client. Typical examples are
Bus Passes and Food Vouchers. Service provided records are used to track services only
when a more detailed or specific record type would not be appropriate —e.g. a
Procedure or Progress Log.

To create a service provided, under create click on “Service Provided.”
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Fill in the appropriate fields:
*Depending on the service provided, the date entry fields will vary.
Status - Select the status of the service provided.

() Create B@‘u“lew + (& Action 1

Appointment
Eligibility Assessment
Eligibility Owverride
Letter

Payrment Request
Progress Log
Provider Mote
Referral

Report

Required Action

Scan Document

Service Provided

Test Result

Tobacco Use Aszessment

PITETRCTI G - |

(_ File Find View Actions Tools Reports Windows Help

|| 4 Close i

| « Complete [ Link to Client Profile

Service Provided : Test Client ()
Compass - Client Services : CM Test [05/18/2015]

Service Provided | Support Documentation

Status

Provider

Service Date
Service Category
Service Provided
Funding Source
Units of Service

Unit of Measure

Unit Cost of Service
Total Cost of Service
Bus Pass Voucher ID
Comments

* | 05/18/2015

=5

[s0.00

Provider - Select the type of appointment.

Service Category — Select the service Category

Service Date — Select the service date from the list by clicking on the
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e Service Provided, Funding Source, Units of Service, Unit of Measure — These will
populate based on the selected service category.

e Unit cost of Service — Enter the unit cost of service.

e Total Cost of Service — This will be computed and automatically populate.

e Buss Pass Voucher ID — Enter the bus pass voucher ID.

e Comments — Enter any comments needed.

e Support Documentation Tab — Scan/attach any necessary support
documentation. Directions on how to “Create a Scan” can be found at the end of
chapter 3 or at the end of chapter 5 in this manual.

*** For Food Bank Vouchers, the County has set a $50 monthly limit.

Referral

This form is used when you want to document the referral of a client to another agency.
Referrals can be “Internal” (to another agency within the HIV Care Network or another
department or group within an agency) or “External” (to an agency or provider outside
the HIV Care Network). When an “Internal” Referral is created if the agency that the
Referral if being made to does not currently have access to the client record the Referral
submission will automatically generate an Informed Consent to release the client to the
referred to agency for 30 days. This will give them time to work the referral and if
appropriate Open a Client Service Profile which will keep the client chart open to the
agency until the “HIV Care Network Consent” expires (in 3 years) or they close their
Client Service Profile.

To create a referral, under create click on “Referral.”

() Create E] 2 View ~ () Action

Appointment
Eligikility Assessment
Eligibility Override
Letter

Payrent Request
Progress Log
Provider Mote
Report

Required Action
Scan Document
Service Provided
Test Result

Tobacco Use Assessment
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P

rovide Enterprise - [Referral For Test Client]

File Find View Actions Tools Reports Windows Help

|

Close 27 | |

Referral - Test Client ()
Compass - Client Services : CM Test [05/19/2015]

Referal

Refemal Status = lOpen v]
Refeming Person * |CM Test E]
Refermal Date * [05/19/2015 2|
Refemed Type = llmemal v]
Refemed To =

Refemed for Service Type = ’ -.-]
Refemed To Assignee

Refemed for Service Description I
Date Check Back = [06/19/2015 s

Fill in the appropriate fields:

Status - Select the status of the referral.

Referring Person - This will default to you or you can select the referring person.
Referral Date — Enter the referral date.

Referred Type — Select if it is an “External” or “Internal” referral.

Referred To — Select the agency the client is being referred.

Referred for Service Type — Select the service type.

Referred to Assignee — If referred to assignee, select the assignee.

Referred for Service Description — Enter the description of the service.

Date Check Back — Enter the date to check back on the referral.

When a referral is completed, the agency receiving the referral will receive an email
regarding the referral. Referrals can also be viewed by the receiving Agency in

"

“"

View- Referrals- To my Agency Unacknowledged. The referrals then can be
Acknowledged” by the receiving agency (by clicking on the “Acknowledge” button)

which will inform the referring provider that they referral has been received.

Specialty Referrals

To create a specialty referral, under create click on “Specialty Referral.”
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(@) Create 3 @ View ~ (@ Action
Appointment
Eligibility Assessment
Eligibility Override
Letter

Payment Request
Progress Log
Provider Note
Referral

Report

Required Action
Scan Document
Service Provided

l Seeciahﬁ Care Referré l

Test Result

Tobacco Use Azsessment

s Provide Enterprise - [Specialty Care Referral For Test Client]

r_ File Find View Actions Tools Reports Windows Help

4 Close % H o Submit [ Link to Client Profile

Specialty Care Referral : Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Specialty Care Referal ,Pd_'[achment5|

Status * | Pending

Requesting Provider * |CM Test

Appointment Date
Specialty Service Type
Specialty Provider Type
Specialty Provider
Payer Organization
Payer Program

Service Categony
FundingSource

Total Cost of Service
Assignee

Procedures

ﬁ =] ._,""? _.1 :H _1F~dd Procedurs

= 082725

4

10

L]

(I[E]] 4

Status Deleted EndDate Code

Procedure Cost Description

Fill in the appropriate fields:

e Status — This will default to “Pending” until it is “Submitted.”
e Referring Provider - This will default to you or you can select the referring

person.
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e Appointment Date — Enter the appointment date.

e Specialty Service Type — Select the specialty service type.

e Specialty Provider Type — Select the specialty provider type.

e Payer Organization - Select the payer organization.

e Payer Program — Select the payer program.

e Payer Organization — Select the payer organization.

e Funding Source - Select the funding source.

e Assignee — Select the assignee.

o Referred for Service Description — Enter the description of the service.

After filling out the record, click on the
referral.

Payment Request

@ Submit

button to submit the specialty care

This form can be used to request that a payment be made on behalf of a Client. A
Provide User can submit a Payment Request within their agency or to another agency.
For example, a Medical Case Manager at one agency may submit a Payment Request to
another agency for a service that the MCM agency does not offer.

To create a service provided, under create click on “Payment Request.”

Letter

Report

() Create 3 ) View ~ (&) Action

Appointment
| Eligibility Assessment
] Eligibility Override

Payment Request

Progress Log
Provider Mote

Referral

Required Acticn
Scan Document
Service Provided
Test Result

Tobacco Use Aszessment
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¢ Provide Enterprise - [Payment Request For Test Client]

. File Find View Actions Tools Reports Windows Help

H q Close “% || & Submit [ Link to Client Profile

Payment Request - Test Client ()
Compass - Client Services : CM Test [05/19/2015]

Paymert |"u"endur | Fd'tac:hmentsl
Status * | Pending
Requesting Provider * | CM Test
Payment Service Date * [05/19/2015 2
Payer Organization *
Payer Program *
Service Category *
Service Provided =
FundingSource =
Units of Service =
Unit of Measure *
Unit Cost of Service *
Total Cost of Service £0.00
Agsignee E]

Fill in the appropriate fields:
e Status — This will default to “Pending” until it is submitted.

e Requesting Provider - This will default to you or you can select the referring
person.

e Payment Service Date — Enter the service date.

e Payer Organization — Select the payer organization

e Service Category, Service Provided, Funding Source, Unites of Service, Unit of
Measure — These will all populate when payer organization is selected.

e Unit cost of Service — Enter the unit cost

e Total Cost of Service - This will be computed and automatically populate.

e Assignee — If an assignee, select the assignee.
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Vendor Tab:

q Close ‘“&% H & Submit 5 Link to Client Profile

Payment Request - Test Client ()
Compass - Client Services - CM Test [05/19/2015]

Vendor | Mtachments

Vendor Name =]
Vendor Address 1

Vendor Address 2

Wendor State v]
Vendor County Palm Beach
Wendor City West Palm Beach
Vendor Zip

Vendor Phone '

Comments 0

Patient Account No

Vendor Invoice 1D

On the Vendor tab of the payment request, enter any of the necessary vendor
information. On the attachment tab, scan/attach any necessary support
documentation. Directions on how to “Create a Scan” can be found at the end of
chapter 3 or at the end of chapter 5 in this manual.

Letter

This form is designed to make it easy to write a Letter to a Client or one of their
Providers, print it, and retain the text of the letter in Provide.

To create a letter, under create click on “Letter.”

(@ Create E] © View v (@ Action
Appointment
Eligibility Assessment
Eligibility Override

Payment Request

Progress Log
Provider Note
Referral

Report

Required Action
Scan Document
Service Provided

Test Result

Tobacco Use Assessrment
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ot Enerprce i or Tkl
¢ File Find View Actions Tools Reports Windows Help
|| 4 Close “¥ || (© Get Sample Tet 5§ Print
Letter - Test Client ()
Compass - Client Services : CM Test [05/22/2015]
Letter
g;tjrzr:;\tider [ Get Provider Address l
Subject =
Date * | 05/22/2015 =
Address Test Cliert 3]
Salutation Dear Test Client,
Body
Closing Sincerely,
Sender Name CM Test -
Postscript

You can address a Letter to a Client or a Provider. Use the “Click to Select Provider and
Get Address” button to select a Provider you wish to address the letter to. Use the “Get
Client Address” button on the button bar of the form to populate the address from the
Client Profile Mailing Address fields. Both buttons populate the address and dalutation
fields. The body of the letter can be typed or it may be helpful to use sample text
(described below).

Using Get Sample Text

If there are letters that are commonly sent to your Clients, you can store them so that
they are easily accessible and will not need to be re-written.

To use the sample text, follow the steps below:

. ) Get Sample Text . .
e C(lick on the |k"} AP | button. A dialog box will appear.
e Single click on the sample text you wish to utilize.

e Click on the button.

e You will then see the text copied into the “Body” of the Letter.

Provider Note

This form is designed to allow one Provider serving a client to place a Note in the client’s
chart that is addressed to another provider serving the client. The Provider Note will
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appear in the “Activity\Tasks” views and the “Client Tasks” view on the Alert tab of the
Client Profile.

To create a Provide Note, under create click on “Provider Note.”

@ Create ~ @ View ~ (@ Action

Appointment
Eligibility Assessment
Eligibility Override
Letter

Payment Request
Progress Log
Referral

Report

Required Action
Scan Document
Service Provided
Test Result

Tobacco Use Assessment

 Provie e -lrager o For T e

(_ Fle Find View Actions Tools Reports Windows Help

| 4 Close " H « Send

Provider Note : Test Client ()
Compass - Client Services : CM Test [05/22/2015]

Provider Mote
Status * |In Progress
Provider Originating the Mote * M Test [:]
Who Provider Note is for * | Amanda Epping/GTI =
Subject of Mote = | I
Provider Note Text

Fill in the appropriate fields:
e Status — This will default to “Pending” until it is “sent”.

e Provider Originating the Note - This will default to you or you can select the
provider.

e Who Provider Note is For — Select the provider the note is intended for.

e Subject of Note — Enter the subject of the note.

e Provider Note Text — Enter the note.
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When note is completed, click on

Eligibility Override:

" Send

and the “Yes” to save your changes.

This form is used to request that the County authorize a client to be eligible for a given
category or services for a given time period even though the client may have been
flagged as not eligible by the most recent Eligibility Assessment, Income, Address, or
Health Benefits update. For example, a client may have Primary Health Insurance that
includes Mental Health Counseling benefits so the client may not be eligible Mental
Health Services. However, if the client has exceeded their health plan annual visit cap,
the Eligibility Override could be used to authorize a provider to provide additional

Counseling sessions.

To create an Eligibility Override, under create click on “Eligibility Override.”

() Create E] @ View = (& Action

Appointment

| Eligibility Assessment

|
Letter
Payrment Request
Progress Log
Provider Mote
Referral
Report
Required Action
Scan Document
Service Provided
Test Result

Tobacco Use Aszessment
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. File Find View Actions Tools Reports Windows Help

4 Close ¥ || " Submit

Higibility Overmride - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

Eligibility Cvemide
Status * | Pending
Bligibility Setting * [ : v]
Service Category = [ v]
Date Start = =1 .
Date End = =i
Ovemide Request Reason N
Support Doc Attachment Type Image -
Images
& Attach Save As
|

Fill in the appropriate fields:
e Status — This will default to “Pending” until it is “Submitted.”

o Eligibility Setting — Select the eligibility setting.
e Service Category — Select the service category.
e Date Start — Enter the start date.

e Date End — Enter the end date.

e Override Request Reason- Enter the override request reason.

On the attachment section, scan/attach any necessary support documentation.
Directions on how to “Create a Scan” can be found at the end of chapter 3 or at the end
of chapter 5 in this manual.

w Submit

When note is completed, click on and the “Yes” to save your changes.

Required Action:

This form is used to document when a specific action should be taken on behalf or with
a client. Many Required Action documents are automatically generated in client charts
by the PE system. For example, clinical triggers will generate a Required Action when a
client had a CD4 Count below 200 altering the medical provider that the client should be
evaluated for PC Prophylaxis and Medical Case Management triggers will generate a
Required Action when a Open Medical Case Management Client has not had a Face to
Face encounter in more than 30 days. A provider can also manually create a Required
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Action document in a Client chart to help remind them of some task that they need to
address with a Client.

To create a Required Action under create click on “Required Action.”

@lﬂreatelt‘@‘ﬂew ~ (@) Action 1

Appointment

Eligibility Assessment
Eligibility Cwverride
Letter

Payment Request
Progress Log
Provider Mote
Referral

Report

Scan Document
Service Provided
Test Result

Tobacco Use Aszessment

= ——
o e - g e o T i

7. File Find View Actions Toaols Reports Windows Help

| 4 Close 2 H

Required Action - Test Client ()
Compass - Client Services : CM Test [05/22/2015]

Required Action

Required Action = |

Service Category = v]
Aszsignee Mame(s) * \CM Test (]
Date Due * | 05/22/2015 =ald|
Source of Required Action Manual

Required Action Motes i
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Fill in the appropriate fields:

e Required Action — Enter the name of the required action.

e Service Category — Select the service category.
e Assignee Name — Select the assignee’s name.
e Due Date - Enter the due date.

e Source of Required Action — This will default to manual if a user is creating the

required action.
e Required Action Notes- Enter the corresponding notes.

4 Close

When note is completed, click on

Pregnancy:

and the “Yes” to save your changes.

This form is used to track each pregnancy of a Client. Each Pregnancy should be
documented as it may impact the client’s eligibility for some services. Pregnancy records
can be created within an Eligibility Assessment and from the Views of “Case
Management Summary” and “Medical Summary.” From any of these areas, you would

_1 Add Pregnancy Record

click on

Provide Enterprize - [Pregnancy For

est,

(. File Find View Actions Tools Reports Windows Help

‘ { Close " H

Pregnancy : Client Test ()
Compass - Client Services - CM Test [05/13/2015]

Pregnancy

Status

Estimated Conception Date
EDC - Estimated Date of
When Entered Prenatal Care
Artiretrovirals prescribed?

= Iﬂdi\re D

*

EHCHE

Fill in the appropriate fields:

e Status - Select the status of the pregnancy.

e Estimated Conception Date - Enter the estimated date of conception.

e EDC - Estimated date of Confinement (Due Date) — Enter the estimated

due date.

e When Entered Prenatal Care — Select the time when client entered

prenatal care.

e Antiretroviral prescribed? — Select “Yes” or “No.”
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If “Yes,”
=  Week When Antiretroviral Started — Enter the week the
antiretroviral was started.

©)

=  Antiretroviral Names - Select the Antiretroviral names.

4 Close

e  When completed, click on the

button. You will be prompted to

save your changes. Click on the button to save your changes.

Creating Scans:

e To Create Scans:

&) Create Scan

e Clink on the

button on top of the screen.

H 4 Close “w» H 8ave | Save And Creale Another

Scan : Joe Smith ()
UIC College of Medicine Peoria - Client Services : Test User12 [11/11/2013]

Scanned Document ‘

Document Date * Monday November 11, 2013

Iil

Dacument Type * l

Attachment Type * l\magg

Images

EiScan & Attach [d Save As

Fill in the appropriate fields:

e Document Date: this will automatically populate with the date you are creating

the scan. However, you can change the date by clicking in the box.

e Document Type: Click on the Eﬂ] and select
down list.

=5 Scan

e Scan: Click on the

the document type from the drop-

to scan the document directly from your scanner.

e Attach: Click on the to attach the document that you saved on your

computer.

e Save: Click on the & Save

Audit Trail:
If you go to View — Audit Trial

to save the attachment or click on the

v
Save And Create Another |t sgve the scan and to create another.
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| @ View (@) Action
I Audit Trail

: Activity

Address History
Administrative Motes

Case Management Summary
Client Charges

Early Intervention Services
Eligibility Assessments
EMessages

L ESetup
You can see a list of all users who accessed the client’s file along with the date and time
the user accessed the client’s profile.

View Access Audit Trail : Test Client )
Compass - Client Services : Amanda Epping/G1

View Access Audit Trail |

Client Access Audit Trail

A5 BEas S

Audit Date
2015-05-29 09:52:03

|lzer Name

2015-05-29 09:51:20
2015-05-29 09:50:37
2015-05-29 09:43:13
2015-05-29 094112
2015-05-29 05:40:14
2015-05-29 09:15:48
2015-05-29 09:15:29
2015-05-29 08:29:18
2015-05-29 07:43:18
2015-05-28 15:37:01
2015-05-28 10:36:42
2015-05-28 10:32:01
2015-05-28 10:16:16
2015-05-28 08:55:35

Amanda Epping/GTI
Amanda Epping/GTI
CM Test

Amanda Epping/GTI
Amanda Epping/GTI
Amanda Epping/GTI
Keith Gray/GTI
Keith Gray/GTI
Amanda Epping/GTI
Amanda Epping/GTI
CM Test

Amanda Epping/GTI
Amanda Epping/GTI
CM Test

Amanda Epping/GTI
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Legal Service Providers

Legal service providers in Provide will be able to document legal matters, legal notes, and
referrals.

You will need to create a Client Service Profile for Legal Matter to document any legal activity
for the client. Please see the common data entry section of this guide for instruction on
opening clients to your service category.

From the client Profile, you will select “Legal Summary” from the “View.” See screen-
shot below.

D View 3 & Action -

Activity
Address History
Client Charges
Eligibility Assessrments
EMessages
ESetup

| Health Benefits History
HIV History
Inceme History
Scanned Documents

I Informed Consents

From the client Profile, you will select “Legal Summary” from the “View.”
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[ o e e e R T

¢ File Find View Actions Tools Reports  Windows Help
|| 4 Close " |

View Legal Activity - Client Test (12121)
Legal Aid of Palm Beach County - Client Services - Legal Test [05/14/2015]

View Legal Activity

Legal Matters

ER=N 4 sf| [ Add Legal Matter

Status  Delete DateOpen  FileID  Practice Area
2015/05/14

Legal Matter Notes

A58 & a

Status Deleted Date Deescription
In Progress N 2015/05/14  |test

Refemals

A 9 ¢ A 5 [JAdRefersl

‘Status Deleted Date Agency Referred By  Referral Type

Entering Legal Matter:

|_] Add Legal Matter

To Add a “Legal Matter,” click on

. File Find View Actions Tools Reports  Windows Help

H 4 Close " H\E]Sa\re

Legal Matter : Client Test (12121)
Legal Aid of Palm Beach County - Client Services : Legal Test [05/14/2015]

Main |

Status Open ']
Date Open 05/14/2015 =8|
File ID

Brief Description A

Practice Area * [Public Liiities 7]
Case ID

Venue |

4

Judge |

Funding Source * ’Hyan VWhite Part A ']
Legal Matter Notes

A5 & A

Status Deleted Date Description

Fill in the appropriate fields:
e Status - Select that status “Open” or “Close.”
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e Date - Enter the date Open or Close.
e File ID - Enter file ID
o Brief Description- Enter the brief description of the legal matter.

e Practice Area — Select the practice area.
e Case ID — Enter the Case ID.
e Venue - Select the Venue.

e Judge — Select the Judges.

e Funding Source - Select the funding source.

To “Save” the legal matter, click on

5 Save

save your changes.

Legal Matter Notes:
To Add a “Legal Matter Note,” double click on the “Legal Matter.”

oron

4] Close

and then on “Yes” to

(. File Find View Actions Tools Reports Windows Help

(K

Close |“%

‘ [ Save

Matter - Client Test (12121)

Legal
Legal Aid of Palm Beach County - Client Services - Legal Test [05/14/2015]

Cpen

Date Open 05/14/2015

Brief Diescription

Practice Area = ’Support

Case ID

Venue

Judge |

Funding Source * ’H)-an White Part A

Legal Matter Motes

B35 & Q] [JadNoe

Status Deleted Date Description

inProress N 201505/14 Jtest

Click on

|_j Add Note
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(_ File Find View Actions Tools Reports Windows Help

|| q Close ¥ ||

Legal Note : Client Test (12121)
Legal Aid of Palm Beach County - Client Services - Legal Test [05/14/2015]

Summary | Appointmerts | Labs | Refemals |

Status * | In Progress

Provider * | Legal Test ]
Date * [05/14/2015 =
Units of Service (Hours) *

Funding Source Ryan White Part A

Brief Description = P

Full Description

Fill in the appropriate fields:

Status: Select that status “In Progress” or “Complete.”

Provider: This will default to your name, but you can choose a different provider
in needed.

Date: Enter the date.

Unit of Service (Hours): Enter the service hours

Funding Source — The funding source will default to the legal matter funding
source.

Brief Description — Enter the brief description.

Full Description — Enter the full description.

If the note is complete, change the status to “Complete.” To “Save” the legal matter,

click on

You ma

4 Close

and then on “Yes” to save your changes.

y also add an appointment, lab results, or referrals from the note on the

corresponding tabs. To add appointment, labs, or referrals please refer to the common
date entry section of the manual.
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Medical Case Management Providers

This chapter will include instructions on documentation that is specific to medical case
managers. Medical case managers may also need to reference the previous chapter
outlining common date entry.

In the client profile, medical case managers will often use the view of “Case
Management Summary.”

£ View :J ) Action -
Access Audit Trail
Activity
Address History
Client Charges
Eligibility Assessments
EMessages
ESetup
Health Benefits History
HIV History
Income History
Scanned Documents

Informed Consents

In the Case Management Summary, a medical case manager can create or view client
assessment, actions plans, progress logs, services provided, payment request, medical
appointments, test results, and referrals.

Progress Log:

This form is designed to capture the date and time and number of minutes that a
provider spent working with or on behalf of a Client. Notes of the encounter/effort
should be documented.

To create a progress log, it can be created under “Create” then click on “Progress Log”
or from the “Case Management Summary”
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P epive-rages g o e

(_ File Find View Actions Tools Reports Windows Help

‘ 4 Close H o Complete () Get Sample Text ,j»' Link to Client Profile ~ =J Prirt

Progress Log - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Summary |Appoir|tment5 I Labs I Rfjenals|
Status * | In Progress
Provider * |CM Test =
Date * | D5/26/2015 =R
Start Time = |9:22 AM =
Minutes =
Contact Category = E]
Contact Type
Funding Sounce *
Brief Description = I
Full Description

Fill in the appropriate fields:
e Status - The status will be “In Progress” until the note is marked “Complete.”

e Provider - This will default to your name, but you can choose a different provider
in needed.

e Date - Enter the date.

e Start Time -Enter the start time.

e Minutes - Enter the minutes spent.

e Contact Category - Select the contact category.

e Contact Type and Funding Source - This will auto populate bases on the contact
category that you select.

o Brief Description — Enter the brief description.

e Full Description — Enter the full description.

e You may also add an appointment, lab results, or referrals from the note on the
corresponding tabs.

e Goals Addressed — On this tab, you can select the goals that were address by

clicking on the [-] and select the goals that were address.

. . ': |E't “ ” H H
If the progress log is complete, click on . To “Save” the note in progress, click

4 Close o
on and then on “Yes” to save your changes.
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Client Assessment:

This form is optional for now but the expectation is eventually it will be required. When
completed, the Client Assessment can auto generate Action Plan Goals based on the

needs of the client identified

From the “Case Management Summary” view, click on
assessment.

Status Tab:

. File Find View Actions Tools Reports  Windows Help

| Add Client Assessment

to add the

[ Provi Eerprice = Ot Aszesment For Tet Gt

H 4 Close % || [ Savein Progress  +” Answers Completed

Client Assessment - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

i Status | Medical | Other Core Services I Support Services I Risk I Quality of Life I Domestic Violence | Summarny

Assessment Status In Progress

Assessment Status - This will be “In Progress” until the assessment is marked

“Completed.”

Medical Tab:

(_ File Find View Actions Tools Reports Windows Help

s e At o e I

‘ 4 Cose "%

[ Save in Progress " Answers Completed

Client Assessment - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

5"'\"18"5!5'3"“\5‘ Other Core Services | Support Services | Risk | Quality of Life | Domestic Violsnce | Summaryl

Overall Health =
Physician treating HIV? =
Primary Care Physician

HIV Care Physician |
CD4 and Viral Load in past & months = IN°

CD4 Count and Viral Load Test Results

# S & [ @l [ Add Test Resut

Test Date Result

Taking medication as prescribed? = [

Concems about being prescibed HIV medications? 9

Curmertt Drug Protocol

45 & (D d] [)addng

Date Started Drug Name  Strength  Messure  Route

Doctor appointment attended in the last six months? -

Recent Medical Appointments

A& # 3 & [ Add Appointment

Date Deleted Status  Provider
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Fill in the appropriate fields:
e Overall Health — Select the overall health of the client.

e Physician Treating HIV- In this field, select whether or not the client has a
physician treating their HIV.

e Primary Care Physician - Select the client’s Primary Care Physician. This can be
done by clicking on the ] button to search for the Physician.

e HIV Care Physician - Enter who the client’s HIV Care Physician is. This can be
done by clicking on the [-] button to search for the Physician. This may be the
same as the primary care physician.

e CD4 and Viral Load in Past 6 Months - Select whether or not the client has had
both a CD4 and Viral Load test completed in the last 6 months.

e Taking Medication as Prescribed - Select “Yes” or “No.”

e Concerns about being prescribed HIV medications: Select the level of concerns.

e Doctor appointment attended in the last six months: Select the level of
appointments attended.

CD4 Count and Viral Load Test Results

This window will show any CD4 and/or Viral Load test results that have been entered for
this client. You can also enter test results from this screen. To add a Test Result simply

. Add Test Result . A
click on the | B =S TS | button. A screen will appear similar to the one shown

below:
 Provide Enterprice - Test Resut P st Ciert] N

. File Find View Actions Tools Reports Windows Help

| 4 Close .J|

7| Save And Create Another

Test Result : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Test Result | Attachments

Test Name =

Test Date * | 05/26/2015 =
Test Fesult Status = [Flnal

Test Result Modifier = [=

Test Facility

Test Completed By

Entry Mode Manual

Test Result Comments

10

L]

(] s

Fill out the fields as appropriate:
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e Test Name: In this field simply enter the Test Name. This can be found by
clicking on the [-] button and searching in the appropriate fields.

e Test Date: Enter the date the test was completed.

e Test Result Status: Enter the status of the test result. Typically this will be
“Final”.

e Test Result: Enter or select the result.

e Test Result Modifier: For most results, you will set this to “=", except in the case
of HIV Viral Loads that are undetectable. In these situations, the Modifier would
be set to “<” and the “Rest Result” would be set to the lowest number of copies
used by the physician.

e Test Facility: In this field enter the Test Facility where the Testing was
conducted. Simply click on the ] button to search for the facility.

e Test Completed By: In this field enter who the Test was Completed By. Simply

“u_n

click on the [=] button to search for the person who completed the test.

e Test Results Comments — In this field enter any additional comments on the Test
Results.

e Attachment Tab — Scan or attach the test results. Directions on how to “Create a
Scan” can be found at the end of chapter 3 or at the end of chapter 5 in this
manual.

4 Close

To Save the Test Result click on the button. A screen will appear asking
you if you would like to Save Your Changes. Click “Yes” to save your changes.

Current Drug Protocol

This window will show any Drug records that have been entered for this client. You can
also enter drug records from this screen.

To add a drug click on the button. A screen will appear similar to the one
shown below:
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_ File Find View Actions Tools Reports Windows Help
4 Close & | ¥ | Save And Create Another
Drug : Test Client ()
Compass - Client Services : CM Test [05/26/2015]
Drug
Drug Status * |Hictive v]
Date Started * | 05/26/2015 =
Drug Name * [:]
Drug Mame Generic
Strength
Route [ ,]
Dosage Form [ .,l
Frequency [ v]
Instructions i
Drug Commerts n

Fill out the fields as appropriate:

e Drug Status - Enter the Drug Status either Active or Inactive.

e Drug Started - In this field enter the date when the drug was started.

e Drug Name - Enter the name of the drug in this field. This can be found by simply
clicking on the =] button and searching in the appropriate fields for the name.

e Drug Name Generic - This will be automatically filled out after you select the
“Drug Name” above.

e Strength - Enter the strength of the drug in this field.

e Route - Enter the Route.

e Dosage Form - Enter the Dosage Form.

e Frequency - Select the frequency.

e Instructions — In this field enter instructions on how to take the drug.

e Drug Comments - Document any other comments related to this drug.

4 Close

To save the record, click on the button. A screen will appear asking you if you
would like to Save Your Changes. Simply click Yes to save the record.

Recent Medical Appointments
This window will show all existing Medical appointment records. To add an

Appointment, simply click on the |} Add Appoirtment | button. A screen will appear similar
to the one shown below:
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P s - ppsinivert For T Cren T

r_ File Find View Actions Tools Reports Windows Help

| 4 Close C,r|

7| Save And Create Another  [=F Link to Client Profile

Appointment - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Appoirtmert
Status * |Scheduied v
Type * | Medical Care -
Provider Agency = E]
Appointment With =]
Appointment Date = | NR/26/2015 2.,

Fill out the fields as appropriate:

e Status - In this field enter whether the Status is Scheduled, Kept, Missed, or
Rescheduled.

e Type - Select the appointment type

e Provider Agency - Select the agency the appointment is scheduled with.

e Appointment With — In this field enter who the Appointment is with. Simply click
on the [=] button to search for the appropriate answer.

e Appointment Date — Enter the Appointment Date in this field.

4 Close

To save the Appointment, click on the button. A screen will appear asking you
if you would like to Save Your Changes. Simply click Yes to save your changes.

Other Core Services Tab:
I Provide Enterprise - [Client Assessment Fer Test Client] -

. File Find View Actions Tools Reports Windows Help

|| 4 Close " H [ Savein Progress  « Answers Completed

Client Assessment : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Mental health concems? *

]

Taking medications as prescribed ?

L]

Depression

L]

Drug or alcohol use and/or abuse
Dental Needs

Dental visit in past year?

Eating habits over the last month
Meed for Nutrtional Counseling?
Vision MNeeds =

]

L]

L]

]

[
[
[
[
[ )
[
[
[
[

NOTE: All fields marked with a red ( * ) are required. Fill out the fields as appropriate:
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e Mental Health Concerns - In this field enter if the client has any Mental Health
Concerns.

e Taking Medications as Prescribed - In this field enter if the client is taking
medications as prescribed.

e Depression - Select the client’s self-identified level of depressive feelings.

e Drug or Alcohol Use and/or Abuse -Document if the client has any Drug or
Alcohol use and/or abuse.

e Dental Needs - Select whether or not the client has any dental needs.

e Dental Visits in Past Year -Enter if the client has had a dental appointment in the
past year.

e Eating Habits Over the Last Month - Enter the client’s eating habits over the last
month.

¢ Need for Nutritional Counseling - Select whether or not the client has a need for
nutritional innervation.

e Vision Needs - Document if the client has vision needs or not.

Support Services Tab:

_ Provide Enterprise - [Client Assessment For Test Client]

(i File Find View Actions Tools Reports Windows Help

|| 4 Close 27 | [ Savein Progress  «* Answers Completed

Client Assessment : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

| Status | Medical I COther Core Services | Support Services | Risk I Quality of Life | Domestic Violence I Summar'_.r|

Housing, mortgage, wtility, and.for emengency financial *
assistance needed?

L}

Support Group needed?

»

Legal needs?
Food Bank/Home Delivered Meal needs?

Rehabilitation/Job/Education needs?

*

L]

Transportation needs? *

l
l
| 7
|
|
l

Fill out the fields as appropriate:

¢ Housing, Mortgage, Utility, and/or Emergency Financial Assistance Needed -
Document whether or not the client needs financial or housing related
assistance.

e Support Group Needed - Document if the client needs a support group.

e Legal Needs - Document the client’s need for legal services.

¢ Food Bank/Home Delivered Meal Needs - Select the client’s need of food bank
or home delivered meals.

¢ Rehabilitation/Job/Education Needs - Document the client’s need for
rehabilitation or vocational services.

e Transportation Needs - Document if the client has any Transportation Needs.
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Risk Tab:
ot e - Clent Reveament For Tes Ceri I

r_ File Find View Actions Tools Reports Windows Help

| 4 Close % H [ Savein Progress & Answers Completed

Client Assessment - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

| Status I Medical | Cther Core Services | Support Services |H15k| Quality of Life | Domestic Yiolence | Summaryl

Knowledge of HIV = [ .]
Knowledge of HIV Medications and how they affect HIV - = [ v]
Risk assessment completed in last six morths = [ v]
Diagnosis of STD in last 12 months = [ v]
Partner Motification assistance needed = [ v]

Fill out the fields as appropriate:

e Knowledge of HIV - Document the client’s understanding of HIV Disease.

e Knowledge of HIV Medications and how they affect HIV - Enter the client’s
understanding of HIV Medications and how they affect HIV.

e Risk Assessment completed in last six months - Document whether or not the
client has had a risk assessment completed in the last six months.

e Diagnosis of STD in last 12 months - Document if the client has received a
diagnosis of an STD in the last year.

e Partner Notification assistance needed - Enter if the client needs assistance with
partner notification services.

Quality of Life Tab:

';_',. Provide Enterprise - [Client Assessment For Test Gieng

r_ File Find View Actions Tools Reports Windows Help

| 4 Close I H [ Savein Progress  +# Answers Completed

Client Assessment : Test Client ()
Compass - Client Services - CM Test [05/26/2015]

| Status | Medical I Other Core Services I Support Services | Riskh | Quality of Life | Domestic Violence Summary|

Managing manthly bills *
Cuttural factors?

Linguistic factors?

Adaptive Equipment MNeeded?
Meeds Assist with ADL's?
Ary Religious or Spirtual affiliations? *

L]

L]

L]

L]

[
[
[ ]
[
|
[

Fill out the fields as appropriate:
e Managing Monthly Bills - Enter if the client is able to manage their monthly bills
without assistance.
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e Cultural Factors - Document whether or not the client has cultural factors that
may impact their care.

e Culture Identified With - This field will only show if “Cultural Factors” is set to
“Cultural barriers to accessing services”. Enter information related to the culture
the client identifies with.

e Linguistic Factor - Document whether or not the client has linguistic factors that
may impact their care.

e Needs Interpreter - This field only shows if “Linguistic Factors” is set to
“Language barriers to accessing services.” Select whether the client needs an
interpreter when obtaining care.

¢ Which to you prefer to write? - This field only shows if “Linguistic Factors” is set
to “Language barriers to accessing services.” Document the language in which
the client prefers to write.

¢ Which do you prefer to read? - This field only shows if “Linguistic Factors” is set
to “Language barriers to accessing services”. Document the language in which
the client prefers to write.

e Adaptive Equipment Needed - Document the client’s need for adaptive
equipment.

o Needs Assist with ADL - Select whether or not the client needs assistance
completing their activities of daily living.

e Any Religious or Spiritual affiliations? - Select whether or not the client any
religious or spiritual affiliations.

Domestic Violence Tab:

_ Provide Enterprise - [Client Assessment For Test Client]

r_ File Find View Actions Tools Reports Windows Help

| 4 Close F || [ Savein Progress o Answers Completed

Client Assessment : Test Client ()
Compass - Client Services : CM Test [056/26/2015]

| Status I Medical I Cther Core Services | Support Services I Risk: I Quality of Life | Domestic Viclence :| Summary

Fear of ham regarding disclosure of HIV status = I ,,J
Domestic violence or abuse in cument relationship * I vJ
Perpetrates violence toward partner, child, others * I vJ

Fill out the fields as appropriate:
e Fear of harm regarding disclosure of HIV status - Document whether or not the
client fears actual harm when disclosing their HIV status.
e Domestic Violence or Abuse in Current Relationship - Select if the client is
currently in a violent or abusive relationship.
e Perpetrates Violence Toward Partner, Child, Others - Document if the client is a
perpetrator of violence.
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Summary Tab:
_ Provide Enterprise - [Client Assessment For Test Client]

(. File Find View Actions Tools Reports Windows Help

|| 4 Close "% H [ Savein Progress  +# Answers Completed

Client Assessment : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

| Status I Medical I Other Core Services I Support Services I Risk IQuaI'rtyof Life I Domestic Violence | Summary

Case Management Action Plans
ER= N
Date Opened  Status  Deleted Case Manager Date Last Review

This will provide you a summary of actions plans.

Answers Completed:
After answering ALL questions in the Client Assessment, you must document that you

have done so. This is done by clicking the | ¥ Answes Complsted | p +ton. Once this is
done, you will not be allowed to edit the Client Assessment.

Get Relevant Areas of Concern:

w” Get Relevant Areas of Concem

The button can be used to evaluate the client assessment
for areas that may be of concern for the client and case manager. Click this button to
find the areas based on assessment answers, appear to be of concern for the client.
This will place the values in the appropriate field on the Summary Tab of your Client

Assessment. See the figure below:
4 Close " | = = D v| 3 Delete  « Select Areas of Concem to Address

Client Assessment - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

| Status I Medical I Cther Core Services I Support Services I Risk I Quality of Life I Domestic Violence | Summary

Relevant Areas of Concem

Continue good oral health care habits.

Continue to provide supportive HIV education.

Discuss mental health services available and provide immediate referral for mental health.

Follow up at next assessment on notification of partners.

Health status will be monitored by MCM and client will contact MCM with ary Ttelhesds or concems.

Identify needs to develop individualized financial budget.

Maintain relationship with physician treating HIV and encourage attendance at all scheduled physician appointments.

Selected Areas of Concem

[wm.] »

1

Case Management Action Plans
B S & A
Date Opened  Status  Deleted Case Manager  Date Last Review
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Select Areas of Concern

Once your assessment has been evaluated for the “Areas of concern” relevant for your
client, you can select which areas will be addressed as part of the client’s plan of care.

w” Select Areas of Concem to Address |

To select the “Areas of Concern” simply click on the
button. A screen will appear similar to the one shown below:
Areas of concern @

Select areas of concem that you and the client choose to work: on as part of their plan of care

»

[7] Cortinue good oral health care habits.

[7] Continue to provide supportive HIV education.

[ Discuss mental health services available and provide immediate refemal for mental heatth
[ Follow up at nest assessment on notification of partners.

[] Heatth status will be monitored by MCM and client will contact MCM with any medical ne
[ Idertify needs to develop individualized financial budget.

[7] Mairtain relationship with physician treating HIV and encourage attendance at all schedi
[ Monitor mental heatth due to cument Mental Health treatmert.

[7] Needs HIV education.

[7] Needs HIV medication and treatment adherence education.

[T Provide assistance mairtaininn heatth hahits and trestment adharence sinnot
1| m | 3

m

[ ok | [ cancal |

Select the “areas of concern” that will be addressed with the client. Simply click in the
box to the left of the fields that apply and then select the OK button. The Summary Tab
screen will now appear similar to the one shown below:

Selected Areas of Concem

Follow up at next assessment on notification of partners. p
Maintain relationship with physician treating HIV and encourage attendance at all scheduled physician appointments.
Monitor mental health due to cument Mental Health treatment.

MNeeds HIV education.

Meeds HIV medication and treatment adherence education.

Create/Update Action Plan
Once you have selected the areas of concern, you can create or update the action plan.
¥ Create/Update Action Plan

Simply click on the
one shown below:

button. A screen will appear similar to the
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Please Maote: @

If you had an existing Action Plan for this client, but did not have goals for each
of the selected areas of concern, goals matching the selected areas of concern
have been added.

If you did not have an Actien Plan, a new Action Plan with goals for each selected
area of concern above have been added.

The Action Plan and goals should be reviewed and updated. This can be done
from the window below.

If the client is a new client that does not have an existing Action Plan, one will be
created. Action Plan Goals will be created for each of the “Areas of Concern” selected
above.

If the client has an existing Action Plan, but does not have goals for the “Areas of
Concern” selected above, new goals will be created. If they currently have existing goals
of the same type, no change to the Action Plan or Action Plan Goals will be made.

NOTE: Each goal needs to be “Edited” to update and include further detail, including
the “Target Resolution Date” and the specific Interventions for that goal.

. . . . " Completed
When the client assessment is completed, you will want to click on .
.. Enter the Complete Date: I&

s
L LI *
= O 2| =

[ oK | | Canesl |

Enter the completion date. The client assessment will then be completed.

Action Plans:

The Action Plan is used to document the Plan of Care for your client. It contains the specific
goals that the client and Case Manager will work towards while the client is being case
managed. To create an Action Plan (or to view the existing Action Plan), follow these steps:
From the “Case Management Summary” view, click on the second tab “Actions Plans.”

J Add Action Plan |

Then, click on | to add an action plan.

Summary Tab:
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Provide Enterprize - [Action Plan For Test Client]

_ File Find View Actions Tools Reports Windows Help

4 Close a‘@ = [.‘|v|ﬁEd'rt % Delste (@ Print ~

Action Plan - Test Client )
Compass - Client Services : CM Test [05/26/2015]

Summary | Goals |Notes

Action Plan Status

Open
Case Manager/Counselor CM Test
Action Plan Type

Funding Source =

Date Opened 05/26/2015 =1,

Life: Areals) With Identified
Deficiency
Date entered case management = =1,

Medical Case Management

Did you provide information on *
available services and eligibility
criteria?

Is Client in Medical Care? =

Fill out the fields as appropriate:

e Action Plan Status - This will be “Open” or “Closed” (when action plan is closed).

e Case Manager/Counselor - This will default you, but another provider can be
selected.

e Funding Source - Select the funding source.

e Date Open - Select the date the action plan was opened.

e Action Plan Type — This will default to your action plan type.

o Life Areas With Identified Deficiency — Select the life area or areas in which the
client is experiencing difficulties.

e Date Entered case management: Enter the date the client entered Case
Management services.

¢ Did you provide information on available services and eligibility criteria? -
Select “Yes” or “No.”

e Is Client in Medical Care: Select whether or not the client is receiving medical
care.

Goals Tab:

4 Close "2 || " Plan Development Completed @ Pt -

Action Plan : Test Client ()
Compass - Client Services - CM Test [05/26/2015]

| Summary| Goals |Notes |

Goals

2 & # [d o] © AddManual Geal () Add Template Goal

Status Date Category Lifefrea Goal
-_— Follow up at next assessment on notification of partners.

Maintain relationship with physician treating HIWV and encourage attendancs
Monitor mental health due to current Mental Health treatment.

Needs HIV education.

Needs HIV medication and treatment adherence education.
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The list of goals will be listed on the “Goals” tab. You can create additional manual or
template goals.

Adding Manual Goals to an Action Plan:

Provide® Enterprise allows you to create “Manual” Goals to associate with a client’s Action
Plan. Manual Goals are ones that you and the client develop to work on together. These
are different from the “Template” Goals which will be developed by a workgroup of Case
Management providers and will be available for all Case Managers to add to their Action
Plans (the workgroup is working on this in the near future). To create a “Manual” Goal,
follow these steps:

e While in the Action Plan, click the |'Q3' Add Manual Goal | button. The Action Plan Goal
form, similar to that below, will appear on your screen. You will notice that the
Action Plan Goal contains two tabs: Summary and Notes.

Summary Tab of Plan Goal:

_ Provide Enterprise - [Action Plan Goal For Test Client]
(_ File Find View Actions Tools Reports Windows Help

|| 4 Close

7| Save And Create Ancther Close Action Plan Goal ~ =j Print Goal

Action Plan Goal : Test Client ()
Compass - Client Services - CM Test [05/26/2015]

Summary | Notes

Goal Status * | Open

Goal Type * |§M_@_nua| i
Goal Category = | -
Gioal Life Area * I -
Goal Statement = Z
Interventions 0
Date Goal Established = [D5/26/2015 Al
Target Resolution Date x =~
Provider Assigned CM Test 8]

Fill out the fields as appropriate:
e Goal Status - Automatically set to “Open”

e Goal Type - Automatically set to “Manual”.

e Goal Category - Select the category that matches the goal that you are adding to the
Action Plan (Access, Adherence or Retention).

e Goal Life Area - Select the life area that this goal most closely relates to.

e Goal Statement - Enter a brief summary describing the goal.

e Interventions - Type in the specific interventions that will be followed in working
towards meeting this goal.
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e Date Goal Established - Defaults to the current date, but can be changed if you
developed the plan with the client on a previous date.

e Target Resolution Date - Enter the date that you hope to have resolved the goal by.

e Provider Assigned - Defaults to your name.

Notes Tab:

. Provide Enterprise - [Action Plan Goal For Test Client]
. File Find View Actions Teols Reports Windows Help

|| 4 Close 7 7| Save And Create Ancther  «# Close Action Plan Goal =4 Print Goal

Action Plan Geal - Test Client ()
Compass - Client Services - CM Test [05/26/2015]

General Action Plan Goal Notes

Action Plan Goal Note(s)
A5 & Q4 ©ndne
Date By Progress

Action Plan Related Progress Logs
B S & A
Date By  Brief Description

General Action Plan Goal Notes - Enter any notes related to this goal that you wish.
Action Plan Goal Notes - This window allows you to create specific notes related to this goal
at the time the goal is opened, when a goal is closed or when you want to document

Progress towards the goal. To enter an Action Plan Goal Notes, simply click the

button. The form will appear on your screen. Fill out the fields as appropriate, including the
“Review Date”, “Current Progress” and the appropriate “Notes.”

Action Plan Related Progress Logs: This window will show all Progress Logs that have had
this specific goal linked to it.
o After filling out all appropriate fields, you can save this record and return to the

Action Plan by clicking on the button and saying to the “Want

to Save Your Changes” message.
e [f creating more than one “Manual” Goal, you can click on the

7| Save And Create Anather

button. This will save and close the current record and
bring up a brand new Action Plan Goal record for you to fill out.
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Adding Template Goals to an Action Plan:

Provide® Enterprise allows your community to create “Template” Goals to associate with a
client’s Action Plan. These are suggested goals that can be integrated into a client’s Action
Plan. Basically, when you add a Template Goal to your Action Plan, you do not need to re-
write many of the fields within the Action Plan Goal, as they will be automatically filled-in
based on the information within the Template Goal. Currently, the Case Management
Workgroup is working on creating these goals for Broward County Case Managers to use.
They will be available in the near future. To add a “Template” Goal, follow these steps:

ilei i ; 2 Add Template Goal
e While in the Action Plan, cI|ckthe|‘-JI empiaie o

will open, similar to that in the figure below:

button. The template selector

Select From View =]

Please select temis)from the view

OK Cancel

e C(Click on K next to the applicable Life Areas to expand the view and show the
Categories of goals that are available to be selected. Click on the k4 next to the
“name” of the goal that you wish to add to your Action Plan and click on the

i button.

e The goal will be added to your Action Plan. Clicking the Refresh button (ﬂ ) will
refresh the embedded view of the goals and you will see the “Template” Goal
appear.

2 Edit

button

e If you wish to edit the goal, simply double click on the goal, click the
and make any necessary changes.

Notes Tab:
e The Notes tab of the Action Plan holds information related to the overall General
Action Plan, as well as Action Plan Progress Notes related to the plan. Simply type
any general notes in the “General Action Plan Notes” section.

Action Plan Progress Notes:

e Action Plan Progress Notes are meant to be used to document progress towards
meeting the goals that make up the Action Plan.
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e To create an Action Plan Progress Note, simply click on the & Add Note | 1 +ton. The
Action Plan Progress Note, similar to that in the figure below will appear:

_ Provide Enterprise - [Action Plan Progress For Test Client]

r_ File Find View Actions Tools Reports Windows Help

| 4 Cose “F H

Action Plan Progress : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Notes

Action Plan Progress
Review Date lll0526/2015] -
Reviewed By * CM Test
Cument Progress = ’ .

Fill out the fields as appropriate:

e Review Date -

Enter the Date of the Review of the plan.

e Reviewed By - This field will default to your name.

e Current Progress - Select the reason this note is being entered.

e Notes: Enter any notes related to this Action Plan Progress Note, such as why

the goal is being opened, closed or specific progress has been made towards

meeting the goal.

Completing the Action Plan:

Once you have added applicable goals to your Action Plan, it is important to mark the plan as
Completed with the client. Changing the status of the Action Plan is important because it will
be used in reporting and auditing. To Complete the Action Plan, follow the steps below:

e From within the Action Plan, click on the

¥ Plan Development Completed

button on the

Action bar. A dialog box similar to that in the figure below will appear:

.y Enter the Action Plan Develo... @

Iy

L L -
= O 2| =

[ oK | | Ccanesl |

e Enter or Select the Date that the Action Plan was completed with your client and click

onthe " oK

I button. The Action Plan will refresh, with the “Action Plan

Status” changing to “Completed” and the “Date Completed” and “Completed By”
fields being populated (seen in the figure below):
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(_ File Find View Actions Tools Reports Windows Help

‘ 4 Close |3 H «” Reviewed + Close Action Plan @ Pirt -

Action Plan : Test Client {)
Compass - Client Services - CM Test [05/26/2015]

Summary | Goals | Motes
I Action Plan Status Completed
Case Manager/Counselor CM Test E]
Action Plan Type Medical Case Management
Funding Source = ’R)'EII"I White Mal v]
Date Opened 05/26/2015 hé
Date Completed 05/27/2015 I hé
L Completed By CM Test
Life Areals) With Identified Child Care/Support [
Deficiency Functional Assessment -
HIV Digease Progression =
Legal 4
Medications -
Date entered case management = | 05/26/2015 = -
Did you provide information on = [Yes v]
available services and eligibility
criteria?
Is Client in Medical Care? = [Yes v]

Reviewing the Action Plan:

Once the Action Plan has been marked as Completed, you will be available to “Review” the
Action Plan at any time. Marking the Action Plan as Reviewed is certifying that you have
reviewed the plan with your client and made any adjustments and updates necessary. To
mark the Action Plan as Reviewed, follow the steps below:

e From within the Action Plan, click on the button on the Action bar. A
dialog box similar to that in the figure below will appear:

i, Enter the Review Date:

e Enter or Select the Date that the Action Plan was reviewed with your client and click
on the | K | button. The Action Plan will refresh with the “Action Plan
Status” changing to “Reviewed” and the “Last CM Review Date” and “Last CM
Reviewed By” fields being populated (seen in the figure below):
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_, Provide Enterprise - [Action Plan For Test Client]
_ File Find View Actions Tools Reports Windows Help

" Reviewed < Supervisor Review ¢ Close Action Plan @ Prirt -

‘ 4 Cose |"%»

Action Plan : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Summary | Goals |Nntes

EIOH Plan Status Reviewed l
Case Manager/Counselor |CM Test =]
Action Plan Type Medical Case Management
Funding Source * | Ryan White MAI ']
Dale Opened Tuesday May 25, 2015 =
Date Completed Wednesday May 27, 2015 %E”
Completed By CM Test
—
st Review Date Wednesday May 27, 2015 1 %B\
st Reviswed By Amanda Eppina/GTI
Life Areafs) With Identfied Deficiency Child Care/Support ®)
Functional Assessment N
HIV Disease Progression -
Legal Lol
Medications -
Date entered case management * | Tuesday May 26, 2015 %El
Did you provide information on available services  * [yg v]
and eligibility criteria?
Is it in Mecical Cars? * Yes -]

Supervisor Review of the Action Plan:

Once the Action Plan has been marked as Completed, the Supervisor will be available to
document their review of the Action Plan. To mark the Action Plan as having been reviewed
by the supervisor, follow the steps below:

e From within the Action Plan, click on the I*f S.oE Lo EE | button on the Action
bar. A dialog box similar to that in the figure below will appear:

7, Enter the Supervisor Review ... ﬁ
05/27/2015 =
[ 0K | [ canca |

e Enter or Select the Date that the Supervisor reviewed the Action Plan and click on the
| oK

| button. The Action Plan will refresh and the “Last Supervisor Review
Date” and “Last Supervisor Reviewed By” fields being populated (seen in the figure
below):
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¢_ File Find View Actions Tools Reports Windows Help

‘ q Cose | H  Reviewed + Supenvisor Review o Close Action Plan (@ Print

Action Plan : Test Client )
Compass - Client Services : CM Test [05/26/2015]

Summary | Goals | Notes

Agction Plan Status

Functional Assessment
HIV Disease Progression
Legal

Medications

Diate entersd case management * | Tuesday May 26, 2015

Reviewed

Case Manager/Counselor CM Test B
Action Plan Type Medical Case Management
Funding Source * | Ryan White MAI ']
Date Opened Tuesday May 26, 2015 2 bt
Date Completed Wednesday May 27, 2015 Sl
Completed By CM Test
Last Review Date Wednesday May 27, 2015 -
Last Reviewed By Amanda Epping/GTI

" Tast Supervisor Review Date Wednesday May 27, 2015 =
Last Supervisor Review By Amanda Epping/GTI

g e G G S ®

Did you provide information on available services  * [Yes

and eligibility criteria?

Is Cliert in Medical Care? * [Yes

NOTE: Only users set up with Supervisory level access will be able to see and use the

“Supervisor Review” button.

Closing the Action Plan:

The Action Plan should only be closed when the client is being discharged from your service
and/or if the client is being transferred to another agency. To close the Action Plan, follow

the steps below:

4 Close Action Plan

e From within the Action Plan, click on the

button on the Action

bar. If you have not yet closed your Action Plan Goals, a dialog box similar to that in
the figure below will appear:
PEScript -

You must Close all Goals before you can Close the Action Plan

QK
e |[f this occurs, click on the
e Double click on each Open Action Plan Goal.
Edit
e C(Click onthe # button.
. ¥ Close Action Plan Goal
e C(Click onthe

additional fields will appear:

button to return to the Action Plan.

button. The goal will be closed and three

e Actual Resolution Date: Enter the date the goal is being closed.
e Outcome Measure: Enter the reason the goal is being closed.
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e Outcome Comments: Enter any comments relative to why the goal is being

closed.

e Once all Open Action Plan Goals have been Closed, click on the

¥ Close Action Plan

button on the Action bar.
e Two additional fields will appear:
e Date Closed: Enter the date the Action Plan is being closed.

e Reason Closed: Enter the reason that the Action Plan is being closed.

Action Plan - Test Client ()
Compass - Client Services - CM Test [05/26/2015]

Summary | Goals |Notes

Action Plan Status

Closed
Case Manager/Coungelor CM Test E]
Action Plan Type Medical Case Management
Funding Source = th.'an White MAI v]
Date Cpened 05/26/2015
Date Completed 05/27/2015
Completed By LM Test

ate Closed

Reason Closed

IR e M

Y
*
-
-
-
-
-
-
L
A

-

e After filling out the record, click on the button. You will be prompted to

fes

save your changes. Click on the
return to the View Case Management Activity form.

Updating the Action Plan:

button to save your changes and

Any time you need to update the Action Plan, double click on the action plan and click on

“Edit.”

Printing the Action Plan:

To print the Action Plan, simply click on the © Pint_~ button in the plan.

You can then

select whether you wish to print the “Active Plan” which will print only open goals or the
“Entire Plan” which will print all goals associated with this plan. The print out will open on

your screen where it can be printed for the client to sign.

Benefit Enrollment Tracking:

This form is used to track efforts made by Medical Case Managers to help Clients get

enrolled in other benefit programs.

164



To create or update a benefit enrollment tracking record, go to the Client Profile, on the

Health Benefits — Other Benefits tab and click on |J SilsEo o= Giiiil |

' Provide Enterprise - [Benefit Enrollment Tracking For Test Client:

. File Find View Actions Tools Reports Windows Help

4 Close 7 || S Edit = Link to Client Prafile Create Scan Document

Benefit Enrollment Tracking : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Benefit Enrollment Tracking | Documentation |

Status = liﬂussigned for Tracking V]
Source Manual Entry
Program Mame * l v]
Date Flagged for Screening * (05/26/2015 2|
Date Assigned for Tracking * | 05/26/2015 b
Assigned Agency = lCnmpass "]
Assigned Provider = |CM Test =]
Motes
A5 & Q0 1) Adoe

|Deleted Date Created By Subject |

Fill out the fields as appropriate:
e Status - Select the status.

e Source - This will default to manual entry.

e Program Name - Select the program name.

e Date Flagged for Screening - Enter the date the client was flagged for screening.

e Date Assigned for Tracking — Enter the date the client was assigned for tracking.
e Assigned Agency — Select the assigned agency

e Assigned Provider — Select the assigned provider.

e Next Client Follow-up date — Enter a follow-up date.

e Is Client Marketplace Eligible? Select “Yes,” “No,” “Unknown.”

e Add Note - You can add a benefit enrollment tracking note by clicking on
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", Provide Enterprise - [Benefit Enrollment Tracking Mote For Test Clieng

r_ File Find View Actions Tools Reports Windows Help

4 Close H

Benefit Enrollment Tracking Note : Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Benefit Enrollmert Tracking Mote |

Nete Date ol|os/26/2015 =
Subject =
Comments

Fill out the fields as appropriate:
e Note Date — Enter the date of the note.

e Subject — Enter the subject.
e Comments — Enter the text of the note.
After filling out all appropriate fields, you can save the note and return to the benefit

enrollment tracking by clicking on the button and saying to

the “Want to Save Your Changes” message.

Payment Request:

This form can be used to request that a payment be made on behalf of a Client. A
Provide User can submit a Payment Request within their agency or to another agency.
For example, a Medical Case Manager at one agency may submit a Payment Request to
another agency for a service that the MCM agency does not offer.

To create a service provided, under create click on “Payment Request.”
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¢ Provide Enterprise - [Payment Request For Test Client]

. File Find View Actions Tools Reports Windows Help

H q Close “% || & Submit [ Link to Client Profile

Payment Request - Test Client ()
Compass - Client Services : CM Test [05/19/2015]

Paymert |"u"endur | Fd'tac:hmentsl
Status * | Pending
Requesting Provider * | CM Test
Payment Service Date * [05/19/2015 2
Payer Organization *
Payer Program *
Service Category *
Service Provided =
FundingSource =
Units of Service =
Unit of Measure *
Unit Cost of Service *
Total Cost of Service £0.00
Agsignee E]

Fill in the appropriate fields:
e Status — This will default to “Pending” until it is submitted.

e Requesting Provider - This will default to you or you can select the referring
person.

e Payment Service Date — Enter the service date.

e Payer Organization — Select the payer organization

e Service Category, Service Provided, Funding Source, Unites of Service, Unit of
Measure — These will all populate when payer organization is selected.

e Unit cost of Service — Enter the unit cost

e Total Cost of Service - This will be computed and automatically populate.

e Assignee — If an assignee, select the assignee.
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Ambulatory Outpatient Medical Case
Management Providers

This chapter outlines the tasks that need to be completed by Ambulatory Outpatient Medical
Case Management Providers in Provide® Enterprise to meet all billing and reporting
requirements. Over time, the data elements outlined in this Chapter must also be kept
current as things change for the client.

Client Profile

Within the Client Profile, it is important to keep all information updated as the client’s life
situation changes.

Medical Summary

Much of the data related to the client’s Medical Care can be found in the Medical Summary
To navigate to the Medical Summary, follow the steps below:

e Navigate to the Client Profile. Once in the Profile, select the “View” button and then
choose “Medical Summary”.

&9 View <
Activity
Address History
Application History
| Case Management Summary |
Certifications

e Aform similar to that in the figure below will open:
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o e e ed Sy For e G

G File

Find View Actions Tools Reports Windows Help

‘ 4 Close |%% ” 2 Graph CD4 and Viral Loads

View Medical Summary - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Condition |Sen.'ice5 I Medical Appointmerts I Medications I Test Results | Vaccinations | Care Notes I F{effenalsl
Recent Diagnosis (Within the last 12 months)
H S & d éj _] Add Diagnosis

Date Diagnosed Code  Diagnosis Name

Medical Problems

2 & 4 (4 @i [ Add Medical Problem Record

Deleted Status  Problem Date Started  Date Ended

TB Assessments
2 & 4 [d =f [ Add TB Assessment Record

Date Assessed  Clinically Indicated Action

Treatments
# S (4 a1 [ Add Treatment Record

Status Type Started Ended Reason Ended

e The Medical Summary contains eight tabs of information, described below:

o

Condition - The Condition tab collects information related to the client’s
diagnosis, medical problems, treatment and annual TB Assessments.
Services - This tab holds information regarding services provided to the client,
including Care Actions, Service Provided, and Procedure records. Care
Actions and Services Provided can be created from this tab.

Medical Appointments - This tab list all medical appointments the client has
in Provide and an appointment can be added on this tab.

Medications - The Medications tab holds information on the client’s current
drug protocol as well as prescriptions the client may have had filled and
allergy records. Drug, Prescription, and Allergy records can be created from
this tab.

Test Results - This tab displays all labs the client has had completed, including
CD-4 and Viral Load counts. You can also create an individual Test Result or a
Lab Panel from this tab.
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Diagnosis

Pregnancies - This tab contains information related to when a client is
pregnant. All pregnancies must be documented.

Vaccinations - The vaccinations tab contains information regarding the
client’s vaccination for Hepatitis A, B, HPV, Influenza and Pneumonia.

Care Notes - This section will show Medical Case Management, Peer
Counseling, and Outreach related Progress Logs.

Referrals - The Referrals tab of the Case Management Summary displays any
referrals made for the client and also allows for creation of a Referral record.
Special care referrals are also displayed and created on this tab,

Diagnosis records are used to track medical diagnoses a client may have received. To create
a Diagnosis record, follow the steps below:

e From within the Medical Summary, Conditions Tab, click on the |

_] Add Diagnosis |

button. The Diagnosis record, similar to that in the figure below, will open:

| Provide Enterprise - [Diagnosis For Test Client]

_ File Find View Actions Tools Reports Windows Help

{ Close 7

" | Save And Create Ancther

Diagnosis - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Diagnosis

Diagnosis Status

Date Diagnosed = | 05/27/2015 . |
Diagnosis Code = |:|
Diagnosis Description

DSM-V Severity - |
Diagnosed By D

Commerits

Fill out the fields as appropriate:

Diagnosis Status - Select whether this diagnosis is Active or Inactive.

Date Diagnosed - Enter the date the client was diagnosed with this condition.
Diagnosis End Date - This field will only show if the “Diagnosis Status” is set
to “Inactive.” Enter the date the client no longer had an active diagnosis.
Diagnosis Code/Description - Select the diagnosis code. This will fill in both
the Diagnosis Code and the Diagnosis Description fields.

DSM-IV Severity — Select the severity.

Diagnosed By - Enter the name of the provider who diagnosed the client with
this condition.

Comments — Add any needed comments
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4 cl
e After filling out the record, click on the °*® I button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the View Medical Summary form.

Medical Problem

Medical problem records are used to track the client’s medical problems using either
generalized problem names or SNOMED problem list codes. To create a Medical Problem
record, follow the steps below:

From within the Medical Summary, Condition Tab, click on the

| Ploi oot i | button. The Medical Problem record, similar to that in the
figure below, will open

i File Find View Actions Tools Reports Windows Help

[ o]

Medical Problem : Test Client ()
Compass - Client Services - CM Test [05/27/2015]

Medical Problem

Problem Class b v]
Status * |ifctive V]
Date Start = | 05/27/2015 ==

Fill out the fields as appropriate:
e Problem Class - Select the problem class.
e Problem Name - Select the problem name.
¢ Snomed Code — Select the snomed code.
e Date Start - Enter the start date of the medical problem.
e End Date — Enter the end date of the medical problem.

4
e After filling out the record, click on the **¢ I button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the View Medical Summary form.

TB Assessment

This is documented within the TB Assessment record. To create a TB Assessment record,
follow the steps below:

e From within the Medical Summary, Conditions Tab, click on the
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[L] Add TB Assessment Record| 1y ytton. The record, similar to that in the figure below, will

open:

_ Provide Enterprise - [TE Assessment For Test Client]

(_ File Find View Actions Tools Reports Windows Help

| 4 Close %7 H

TB Assessment - Test Client ()
Compass - Client Services - CM Test [05/27/2015]

Date Assessed * |05/27/2015 =
Clinicalty Indicated Action = | PPD -
Status * |£ompleted i
PPD Reaction Size {mm)

Resutt = |Unknown -

Comments

NOTE: Many of the fields shown in the figure will be hidden until certain fields are
filled out (i.e. PPD Status, PPD Result, etc.).
Fill out the fields as appropriate:

Date Assessed - Enter the date the client’s TB status was assessed.
Clinically Indicated Action - Select the action that was clinically indicated
for this client.

PPD Reaction Size/PPD Result - These fields will show only if the “PPD
Status” is set to “Completed”. Enter the reaction size and/or the result of
the client’s PPD skin test.

Chest X Ray Status - This field will only show if the “PPD Result” is set to
“Positive” or “Indeterminate.” Enter the status of the client’s Chest X-
Ray.

TB Type - This field will only show if the “Chest X Ray Status” is set to
“Completed.” Enter the type of Tuberculosis indicated by the client’s
Chest X-Ray.

TB Treatment Started/TB Treatment Ended - These fields will only show
if the “PPD Treatment” is set to “Started” or “Completed”. Enter the
applicable dates in these fields.

Treating Provider - This field will only show if the “PPD Treatment” is set
to “Started” or “Completed”. Enter the provider who is treating the client
for tuberculosis.

4 Close

After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the View Medical Summary form.
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NOTE: Only 1 TB Assessment Record should be created annually. As a client moves
through the screening and treatment process, you can update the existing TB
Assessment record as needed.

Treatment Record

This form is used to track when a client undergoes treatment for (or documents when it is
determined that treatment is not clinically indicated) for key conditions that are monitored
and reported on for HIV Care. Conditions are listed below:

Chlamydia

cmv

Gonorrhea
Hepatitis A
Hepatitis B
Hepatitis C
Herpes

HPV

MAC Prophylaxis
PCP Prophylaxis
Syphilis

Toxo Prophylaxis

Documentation of treatment for these conditions is done within the Treatment record. To
create a Treatment record, follow the steps below:

e From within the Medical Summary, Conditions Tab, click on the

| L] Add TreatmentRecord | 1) +ton. The record, similar to that in the figure below, will
open:

_ Provide Enterprise - [Treatment For Test Client]

_/ File

Find View Actions Tools Reports Windows Help

| 4 Close J|

7 Save And Create Another

Treatment : Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Treatment

Treatment Status = |§:°dive L |
Treatment Type * | - |
Date Treatment Started = | 05/27/2015 |

Fill out the fields as appropriate:

Treatment Status - Select whether or not the client is currently being treated for
this condition.
Treatment Type - Select the condition the client is receiving treatment for.
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Date Treatment Started - Enter the date the client started treatment for this
condition.

Date Treatment Ended - This field will only show if the “Treatment Status” is set
to “Active”. Enter the date the client’s treatment for this condition ended.

4 Close

e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Care Action

This form is used to capture some specific clinical activities that are not typically captured as
data points like in CPT-4 or HCPCS encoded Procedures. If a provider does capture them as
Procedure records in their EMR with “custom” codes and can export them from the EMR and
upload them to PE, the PE system can be set to recognize these codes and auto generate the
Care Action records. These interventions may or may not have been provided by your
agency, but need to be documented when they occur. They include:

Adherence Counseling
Dental Treatment Plan

HIV Risk Counseling

Mental Health Evaluation
Oral Health Education

Oral Health Exam

Oral Health History
Substance Abuse Evaluation

To create a Care Action, follow the steps below:

e From within the Medical Summary, Services Tab, click on th

e | ] Add Care Action

button. The record, similar to that in the figure below, will open:

_ Provide Enterprise - [Care Action For Test Client]

_ File Find View Actions Tools Reports Windows Help

| 4 Close 7 H

Care Action - Test Client ()
Compass - Client Services - CM Test [05/27/2015]

Care Action
Service Category Ambulatory Outpatient Medical Care
Provider * |CM Test )
Care Action * | Adherence Counseling -

Fill out the fields as appropriate:

e Service Category - This will default to your service category
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e Provider - Enter the name of the provider that provided these interventions.
e Care Action(s) - Select the interventions that were provided to the client.

4
After filling out the record, click on the %% I button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Service Provided:

] Add Service Provided

From within the Medical Summary, Service Tab, click on the
button. The record, similar to that in the figure below, will open:

(_ File Find View Actions Tools Reports Windows Help

|| 4 Close i || « Complete [ Link to Client Profile

Service Provided - Test Client ()
Compass - Client Services - CM Test [05/18/2015]

Service Provided | Support Documentation

Status i v]
Provider * |CM Test

Service Date * [05/18/2015 =
Service Category *

Service Provided *

Funding Source *

Units of Service

Unit of Measure

Unit Cost of Service

Total Cost of Service £0.00

Bus Pass Voucher ID =

Comments

Fill in the appropriate fields:
*Depending on the service provided, the date entry fields will vary.

Status - Select the status of the service provided.

Provider - Select the type of appointment.

Service Date — Select the service date from the list by clicking on the

Service Category — Select the service Category

Service Provided, Funding Source, Units of Service, Unit of Measure — These will
populate based on the selected service category.

Unit cost of Service — Enter the unit cost of service.

Total Cost of Service — This will be computed and automatically populate.

Buss Pass Voucher ID — Enter the bus pass voucher ID.

Comments — Enter any comments needed.
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e Support Documentation Tab — Scan/attach any necessary support
documentation. Directions on how to “Create a Scan” can be found at the end of
chapter 3 or at the end of chapter 5 in this manual.

Procedure

This form is used to track the provision of Ambulatory Outpatient Medical Care, Lab Services
and Oral Health Care services at the CPT-4, D-Code level, or “Local Codes.” Most procedure
records are loaded via Imports from the EHR.

A nightly agent in the Provide system automatically creates medical appointment, vaccine,
and care actions from procedure records as follows:

e Medical Appointment Records are created for any client has a medical procedure or
lab service on a given date where there is not already a medical appointment record
for the provider agency.

e Vaccine records are created for any client where the procedure code has been
mapped to a specific vaccine in the Provide code set library.

e Care Action records are created for any client where the procedure code (local code)
has been mapped to a specific care action in the Provide code set library.

From within the Medical Summary, Service Tab, click on the | _] Add Procedure | button. The
record, similar to that in the figure below, will open:

Fronie e oo e e e

. File Find View Actions Tools Reports Windows Help

| 4 Close .J‘|

7| Save And Create Another  [=F Link to Client Profile

Procedure : Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Procedure

Status * | Completed

Date Completed lll05/ 27/ 2015 2
Funding Source = [Ryan White Part A ,l
Procedure Code = =
Service Category = [ ,l
Procedure Description

Place of Service [ ,l
Facility E]
Provider =]

Cost of Procedure

e Status - This will default to “Completed.”
e Date Completed — Enter the date completed.
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¢ Funding Source - Select the funding source.
e Procedure Code - Select the Procedure Code for the procedure being

documented. Clicking on the button will activate the Procedure field
selection dialog.

e Service Category and Procedure Description - These will auto populate
based on the selection of the procedure code.

e Place of Service - Select the location of the procedure.

e Facility - Select the facility of the procedure.

e Provider - Enter the provider that performed the procedure.

e Cost of Procedure — Enter the cost of the procedure.

Appointment

This form is used to document scheduled, kept and missed appointments. Normally it is
primarily used to track AOMC appointments but can be used to track other types as
well. The PE system automatically will generate AOMC Appointment records if a client
has a Medical or Lab Procedure record recorded by a provider on a given date and no
appointment exists. It is also useful to record scheduled and missed appointments and
these can either be entered manually or can be uploaded from a providers EHR data
system.

_] Add Appointment

From within the Medical Summary, Medical Appointment Tab, click on the
button. The record, similar to that in the figure below, will open:

r_ File Find View Actions Tools Reports Windows Help

| 4 Close .;'|

¥| Save And Create Another [ Link to Client Profile

Appointment - Test Client ()
Compass - Client Services : CM Test [05/18/2015]

Appoirtment

Status * Scheduled v
Type = [

Provider Agency *
Appointment With

Appointment Date = [[5/18/2015 =

| [ ]

Fill in the appropriate fields:
e Status - Select the status of the appointment.

e Type - Select the type of appointment.
e Provider Agency - Select the provider name from the list by clicking on the L]
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e Appointment With - Select the provider name from the list by clicking on the .}

e Appointment Date - Enter the appointment date.

Drug

Optional form used to track a client’s medication protocol.

To document a client’s medication protocol, create a “Drug” record for each medication a
client is taking.

From within the Medical Summary, Medication Tab, click on the ] AddDrug button. The
record, similar to that in the figure below, will open:

_ Provide Enterprise - [Drug For Test Client]

(_ File Find View Actions Teools Reports Windows Help
H 4 Close "% || 7| Save And Create Another
Drug - Test Client {)
Compass - Client Services : CM Test [05/27/2015]
Drug
Drug Status = [iﬁdi\re v]
Date Started = | 06/27/2015 =
Drug Name * =]
Drug Name Generic
Strength
Foute [ ,]
Cosage Form [ ,,]
Frequency [ ,]
Instructions L
Drug Comments L

Fill out the fields as appropriate:

Status - This field will default to “Active” to indicate that the client is
actively taking this medication.

Date Started - Enter the date the client started taking this medication.
Date Ended - This field will only show if the “Status” is set to “Inactive,”
meaning that the client is no longer taking this medication. Enter the
date the client stopped taking this medication.

Drug Name - Click on the I button to activate the Drug selection dialog.
Drug Name Generic/Drug Code/Strength/Route/Dosage Form - These
will all be filled out automatically after selecting the Medication,
Strength, Route and Dosage Form from the drug selection dialog.
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e Frequency - Select the frequency of which the client is prescribed to take
this medication.

e Instructions - Enter any necessary instructions related to this medication.

e Reason Ended - This field will only show if the “Status” is set to
“Inactive”, meaning that the client is no longer taking this medication.
Simply select the reason the client stopped taking the medication.

e Comments - Enter any comments related to the medication.

e After filling out the record, click on the button. You will be prompted to

save your changes. Click on the button to save your changes and

return to the View Case Management Activity form.

Prescription
This form is used to track each Prescription.

| j Add Prescription | button

From within the Medical Summary, Medications Tab, click on the
The record, similar to that in the figure below, will open:

_ File Find View Actions Tools Reports Windows Help

4 Close "% " | Save And Create Ancther :;' Link to Client Profile

Prescription : Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Prescription

Status * [Fiiied v

Ryan White Part A -

Funding Source *
Date Prescribed

Date Filled * | 05/27/2015
Refil? [ ~|

Drug Name *

(w4

Drug Name Generic

Strength

Route -
Dosage Form -
Frequency -

Instructions A

Quantity Prescribed

# Days Supplied

Prescribed By

Phamacy

Dispensed By

Prescription 1D

Coordination of Benefits = |
Charge Class = |

0gQ

4

4

Prescription Price
Dispensing Fee
Copay Amount

Prescription Comments A
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Fill out the fields as appropriate:

Status - The Status field defaults to “Filled,” “Dispense” can also be selected.
Funding Source - Select the funding source.

Date Filled - Enter the date the prescription was filled.

Refill - Select whether or not this was a refill.

Drug Name/Drug Name Generic/Strength/Route/Dosage Form/Drug Code
NDC/Drug Code - These fields will automatically be computed based on the

drug, dosage, and NDC codes selected by clicking on the m button.
Frequency - Enter the frequency this medication is prescribed for.
Instructions - Enter any necessary instructions related to this medication.
Quantity Prescribed - Enter the quantity prescribed.

# of Days Prescribed - Enter the number of days medications were
prescribed for.

Prescription End Date - Enter the end date of the prescription.

Number of Refills Authorized - Enter the number of refills authorized by the
prescribing physician.

Prescribed By - Select the provider who prescribed this medication.
Pharmacy - Select the pharmacy that filled this prescription.

Dispensed By - Enter the name of the provider who dispensed this
medication.

Prescription ID - If appropriate, enter the identification number for this
prescription.

Lot ID - If appropriate, enter the Lot # for this prescription.

Prescription Price - Enter the price of this prescription.

Dispensing Fee - Enter the dispensing fee associated with this prescription, if
applicable.

CoPay Amount - Enter the amount of the copay paid by the client, if
appropriate.

Prescription Comments - Enter any comments related to this prescription.

4 Close

After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Allergy

Optional for used to document a Client’s allergies.

From within the Medical Summary, Medications Tab, click on the

|} Add Allergy Record

button.

The record, similar to that in the figure below, will open:
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Test Results

_ Provide Enterprise - [Allergy For Test Client]

. File Find WView Actions Tools Reports Windows Help

| 4 Close °F ||

Allergy - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Allergy

Alergy Type * | Medication - |
Drug Name = |:|
Drug Mame Generic

Diagriosed By

Treatment Status - |
Allergic Reactions

Comments

Fill out the fields as appropriate:

Allergy Type - Select the allergy type.
Drug Name — Select the drug name.
Drug Name Generic — This will auto populate based on the drug name
selected.

Treatment Status - Select the treatment status.

Allergic Reactions - Enter the allergic reactions.

Comments — Enter any additional comments.

4 Close

After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

The Test Results Tab of the “Medical Summary” shows information related to specific
medical tests a client has been given, including CD-4, Viral Load, STl and Ol screening tests.
At a minimum, each the following Tests need to be documented when a client has them
performed:

CD-4 Count

Viral Load

Syphilis Screening
Hepatitis B Screening
Hepatitis C Screening
PAP Smear

Other STl Screenings
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Adding a Test Result

From within the Medical Summary, Test Results Tab, click on the

J Add Test Result

button.

The record, similar to that in the figure below, will open:

Select the “Test Results” Tab, seen in the figure below:

_ Provide Enterprise - [Test Result For Test Client]

_ File Find View Actions Tools Reports Windows Help

|| 4 Close %7

7| Save And Create Another

Test Result - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Test Result | Atachmerts

Test Name *

Test Date * [05/27/2015 2 b
Test Resutt Status * |F|na| b
Test Result Modifier * |= e
Test Facility D
Test Completed By 8]
Entry Mode Manual

Test Result Comments

Fill out the fields as appropriate:

Test Name - Select the name of the medical test you are documenting by

clicking on the D button.

Test Date - Enter the date the test was performed.

Test Result Status - Enter the status of the result.

Test Result Madifier - Select the modifier for this lab. For the most part,
this will be = for medical tests (with the exception of tests such as a Viral
Load, where a result may come back as < 50 copies/ml).

Test Facility - Enter the facility where the lab was completed by clicking

on the D button.
Test Completed By - Enter the provider who completed the test by

clicking on the D button.

Entry Mode — This will default to “Manual.”

Test Result Comments - Enter any necessary comments related to this
specific test.

Attachment Tab — Scan/attach any necessary test result documentation.
Directions on how to “Create a Scan” can be found at the end of chapter
3 or at the end of chapter 5 in this manual.
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4 Close

e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Adding a Lab Panel

To document a series of Test Results performed on the same date by the same provider,
create a “Lab Panel.” To do this, follow the steps below:

Click the | . AddLab Panel | button to activate the Lab Panel record, similar to that in the

figure below:

_ Provide Enterprise - [Lab Panel For Test Client]

(_ File Find View Actions Tools Reports Windows Help

‘ q Close 7

7| Save And Create Another

Lab Panel - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Lab Panel
Lab Panel Name *
Lab Panel Completion Date = [05/27/2015 3
Lab Panel Completion Time =224 PM
Lab Panel Status |F|na| |

Lab Panel Test Facility
Ordering Provider
Lab Panel Test Completed By

Comments

Tests

000 =0

TestName Status Mod TestResult

Fill out the fields as appropriate:

Lab Panel Name - Select the name of the Lab Panel you wish to

document by clicking on the D button.

Lab Panel Completion Date - Enter the date this panel was completed.
Lab Panel Status - Enter the status of the lab panel.

Lab Panel Test Facility - Enter the facility where the lab panel was

completed by clicking on the D button.
Lab Panel Test Completed By - Enter the provider who completed the lab

panel by clicking on the D button.

Tests: Test Name/Status/Modifier/Test Result - For each medical lab
included in this panel, enter the Status, Modifier, and Result in the
appropriate rows and columns.
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4 Close
After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Vaccine

This form is used to capture the administration of a vaccine or the documentation of a
“not clinically indicated” decision made by a physician. These records can auto
generated from CPT-4 or HCPCS encoded procedure records but when done this way are
typically limited to the generation of Vaccine records where the provider actually
administered it. Historical records of Vaccines are typically captured in an EHR not in
Procedure records so in those cases the clinical provider would have to enter these
historical records manually in Provide.

| _] Add Vaccination

From within the Medical Summary, Vaccination Tab, click on the button.

The record, similar to that in the figure below, will open
_ Provide Enterprize - [Vaccine For Test Client]

_ File Find View Actions Tools Reports Windows Help

| q Close % || " | Save And Create Another

Vaccine : Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Waccination

Vaccine Status * | Administered A |

Vaccine Name * |EHepat'rti§ E - Booster 'l
Date Administered, Refused or Determined NA * | 05/27/2015 =

Administered By CM Test |:|
WVaccine Type | - |

Waccine Reactions

Vaccine Manufacturer | - |

Waccine Lot Number

Waccine Expiration Date =1 .

Fill out the fields as appropriate:
e Vaccinated Status? - Select that status.
e Vaccine Name - Select the vaccine name.
o Date Administered, Refused, or Determined NA? - Enter the date.
e Administered By - Enter who administered the vaccine.
e Vaccine Type — Select the vaccine type.
e Vaccine Manufacturer - Select the manufacturer.
e Vaccine Lot Number - Enter the vaccine lot number.
e Vaccine Expiration Date — Enter the vaccine’s expiration date.
e Date Vaccinated for HPV - This field will only show if “Vaccinated for HPV” is
set to “Yes”. Enter the date of the HPV vaccine.
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e Date Last Influenza - Enter the date of the last Influenza Vaccination.
e Date Last Pneumococcal - Enter the date of the last Pneumococcal

Vaccination.

After filling out the record, click on the

4 Close

button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Specialty Referrals

From within the Medical Summary, Referrals Tab, click on the

| j Add Specialty Care Refemal

button. The record, similar to that in the figure below, will open:

7 Provide Enterprise - [Specialty Care Referral For Test Client]

. File Find View Actions Tools Reports Windows Help

|| 4 Close ::;;r‘ & Submit [ Link to Client Profile

Specialty Care Refemral : Test Client ()
Compass - Client Services : CM Test [06/27/72015]

Fill in the appropriate fields:

Specialty Care Referal | Attachments |
Status * | Pending
Requesting Provider * | CM Test C]
Appairtment Date * |05/27/2015 e
Specialty Service Type = [ v]
Specialty Provider Type * [ v]
Specialty Provider * =]
Payer Organization * ]
Payer Program =
Service Category *
FundingSource =
Total Cost of Service £0.00
Pssignes =]
Procedures
2 & 4 [d =] ] Add Procedure
Status Deleted End Date Code Procedure Cost Description

e Status — This will default to “Pending” until it is “Submitted.”
e Referring Provider - This will default to you or you can select the referring

person.

e Appointment Date — Enter the appointment date.

e Specialty Service Type — Select the specialty service type.

e Specialty Provider Type — Select the specialty provider type.
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e Payer Organization - Select the payer organization.

e Payer Program — Select the payer program.

e Payer Organization — Select the payer organization.

e Funding Source - Select the funding source.

e Assignee — Select the assignee.

e Referred for Service Description — Enter the description of the service.

- . & Submit . .
After filling out the record, click on the button to submit the specialty care
referral.
Referrals
S . . Add Referal
From within the Medical Summary, Referrals Tab, click on the ] button. The
record, similar to that in the figure below, will open:
(i Provide Enterprise - [Referral For Test Client]
| _ File Find View Actions Tools Reports Windows Help
|| 4 Close “iF ||
Refermral - Test Client ()
Compass - Client Services : CM Test [05/19/2015]
Referral
Refemral Status = [Open ,]
Refeming Person = |~ Test =]
Refemal Date * | 05/19/2015 |
Refered Type = [Intemal ,]
Refered To = E]
I Refemed for Service Type = [ : ,]
| Refered To Assignee
| Refemed for Service Description A
| Date Check Back * [06/19/2015 Sk

Fill in the appropriate fields:
e Status - Select the status of the referral.

e Referring Person - This will default to you or you can select the referring person.
e Referral Date — Enter the referral date.

e Referred Type — Select if it is an “External” or “Internal” referral.

e Referred To — Select the agency the client is being referred.
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e Referred for Service Type — Select the service type.

o Referred to Assignee — If referred to assignee, select the assignee.

o Referred for Service Description — Enter the description of the service.
e Date Check Back — Enter the date to check back on the referral.

{ Close
After filling out the record, click on the button. You will be prompted to save

your changes. Click on the button to save your changes and return to the

Medical Summary form.
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Oral Health Care Provider

This chapter outlines the tasks that need to be completed by Ambulatory Outpatient Medical
Case Management Providers in Provide® Enterprise to meet all billing and reporting
requirements. Over time, the data elements outlined in this Chapter must also be kept
current as things change for the client.

Oral Health Care Summary
Much of the data related to the client’s Medical Care can be found in the Medical Summary.
To navigate to the Medical Summary, follow the steps below:

Navigate to the Client Profile. Once in the Profile, select the “View” button and then choose
“Oral Health Care”.

& View :]

Activity

Address History
Application History
Case Management Summary
Certifications

Client Charges

CM Summary

Food Bank Summary
HIV History

Housing Summary ALF
Income History
Insurance History
Intake Summary

Legal Summary
Medical Summary

Mental Health Summa
I Oral Health Care Summary l

A form similar to that in the figure below will open:
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| Provide Enterprise - [View Oral Health Activity For Test Client]

_ File Find View Actions Tools Reports Windows Help

4 Close & H

View Oral Health Activity - Test Client ()
Compass - Client Services : CM Test [09/27/2015]

| Procedures | Test Resus |

Dental Procedures

#E & & [d ﬂ:J _j Add Procedure
Deleted Date Code Description

Care Actions
2 & & |4 9] [ AddCars Action
Date  Action  Provider

The Oral Health Activity form procedures, care actions, and test results can be viewed and
created.

Procedures:

From within the Oral Health Summary, click in the Procedure Tab. Click on the

[ AddProcedure | 1 +t0n The Procedure record, similar to that in the figure below, will open:

_ Provide Enterprise - [Procedure For Test Client]

r_ File Find View Actions Tools Reports Windows Help

4 Close "% ‘ 7| Save And Create Ancther [ Link to Client Profile

Compass - Client Services : CM Test [05/27/2015]

Procedurs

‘Procedm:T&dGia‘tﬂ |

Status * | Completed

Date Completed ios/27/2015] =
Funding Source * [F{yan White Part A ']
Procedure Code = =
Service Category * [ ']
Procedure Description

Place of Service ’ v]
Facility E]
Provider 8]

Cost of Procedure

Fill out the fields as appropriate:
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Status - This will default to “Completed.”
Date Completed - Enter the date this procedure was completed.

Procedure Code - Select the Procedure Code.

Service Category and Procedure Description — This will auto populate based
on the selected procedure code.

Facility - Select the facility that the procedure was performed at.

Provider - Enter the provider that performed this procedure.

Cost of Procedure — Enter the cost of the procedure.

4 Close

e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the [ button to save your changes and
return to the Oral Health Activity form.

Care Action:

From within the Oral Health Summary, click in the Procedure Tab. Click on the

|j Add Care Action

button. The care action record, similar to that in the figure below, will

open:

| Provide Enterprise - [Care Action For Test Client]

2 File

Find View Actions Tools Reports Windows Help

4 Close 5F H

Care Action : Test Client ()
Compass - Client Services - CM Test [05/27/72015]

Care Action
Service Category Oral Health Care
Provider * |CM Test ]
Care Action * | Oral Health Education =

Fill out the fields as appropriate:

Service Category - This will default to your service category

Provider - Enter the name of the provider that provided these interventions.
Care Action(s) - Select the interventions that were provided to the client.

4 Close

e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Oral Health Activity form.
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Adding a Test Result:

From within Oral Health Activity, Test Results Tab, click on the

J Add Test Result

button. The

record, similar to that in the figure below, will open:

Select the “Test Results” Tab, seen in the figure below:

_ Provide Enterprise - [Test Result For Test Client]

_ File Find View Actions Tools Reports Windows Help

|| 4 Close %7

7| Save And Create Another

Test Result - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Test Result | Atachmerts

Test Name *

Test Date * [05/27/2015 2 b
Test Resutt Status * |F|nal b
Test Result Modifier * |= e
Test Facility D
Test Completed By 8]
Entry Mode Manual

Test Result Comments

Fill out the fields as appropriate:

Test Name - Select the name of the medical test you are documenting by

clicking on the D button.

Test Date - Enter the date the test was performed.

Test Result Status - Enter the status of the result.

Test Result Madifier - Select the modifier for this lab. For the most part,
this will be = for medical tests (with the exception of tests such as a Viral
Load, where a result may come back as < 50 copies/ml).

Test Facility - Enter the facility where the lab was completed by clicking

on the D button.
Test Completed By - Enter the provider who completed the test by

clicking on the D button.

Entry Mode — This will default to “Manual.”

Test Result Comments - Enter any necessary comments related to this
specific test.

Attachment Tab — Scan/attach any necessary test result documentation.
Directions on how to “Create a Scan” can be found at the end of chapter
3 or at the end of chapter 5 in this manual.
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4 Close

e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Medical Summary form.

Adding a Lab Panel:

To document a series of Test Results performed on the same date by the same provider,
create a “Lab Panel”. To do this, follow the steps below:

Click the | . AddLab Panel | button to activate the Lab Panel record, similar to that in the

figure below:

_ Provide Enterprise - [Lab Panel For Test Client]

(_ File Find View Actions Tools Reports Windows Help

‘ q Close 7

7| Save And Create Another

Lab Panel - Test Client ()
Compass - Client Services : CM Test [05/27/2015]

Lab Panel
Lab Panel Name *
Lab Panel Completion Date = [05/27/2015 3
Lab Panel Completion Time =224 PM
Lab Panel Status |F|na| |

Lab Panel Test Facility
Ordering Provider
Lab Panel Test Completed By

Comments

Tests

000 =0

TestName Status Mod TestResult

Fill out the fields as appropriate:

Lab Panel Name - Select the name of the Lab Panel you wish to

document by clicking on the D button.

Lab Panel Completion Date - Enter the date this panel was completed.
Lab Panel Status - Enter the status of the lab panel.

Lab Panel Test Facility - Enter the facility where the lab panel was

completed by clicking on the D button.
Lab Panel Test Completed By - Enter the provider who completed the lab

panel by clicking on the D button.

Tests :Test Name/Status/Modifier/Test Result - For each medical lab
included in this panel, enter the Status, Modifier, and Result in the
appropriate rows and columns.
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4 Close
e After filling out the record, click on the button. You will be prompted

to save your changes. Click on the button to save your changes and

return to the Oral Health Activity form.
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Non-Medical Case Management, Nurse
Care Coordinators, and Peer Mentors

Client Profile

Within the Client Profile, it is important to keep all information updated as the client’s life
situation changes.

Progress Log

This form is designed to capture the date and time and number of minutes that a
provider spent working with or on behalf of a Client. Notes of the encounter/effort
should be documented.

To create a Progress log, within the client profile, click on “Create” and then on
“Progress Log.”

(L) Create 3 ) View = (&) Action
Appointment
Eligibility Assessment
Eligibility Override
Letter
Payrnent Request
Provider Mote
Referral
Report
Required Action
Scan Document
Service Provided
Specialty Care Referral
Test Result

Tobacco Use Assessment
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_ Provdetnerise e Lo or et e

. File Find VWiew Actions Tools Reports Windows Help

4 Close % || o Complete () Get Sample Tt [= Link to Cliert Profile 5§ Print

Progress Log - Test Client ()
Compass - Client Services : CM Test [05/26/2015]

Summarny |.Pppcirrtmerrts I Labs I H.efeﬂa|5|

Status * |In Progress

Provider * | M Test [:]
Date = [05/26/2015 i

Start Time *9:22 AM :

Minutes =

Contact Category * [:]
Contact Type

Funding Source *

Brief Description * x

Full Description

Fill in the appropriate fields:

Status - The status will be “In Progress” until the note is marked “Complete.”
Provider - This will default to your name, but you can choose a different provider
in needed.

Date - Enter the date.

Start Time - Enter the start time.

Minutes - Enter the minutes spent.

Contact Category - Select the contact category.

Contact Type and Funding Source - This will auto populate bases on the contact
category that you select.

Brief Description — Enter the brief description.

Full Description — Enter the full description.

You may also add an appointment, lab results, or referrals from the note on the
corresponding tabs.

Goals Addressed — On this tab, you can select the goals that were address by

clicking on the ] and select the goals that were address.

. . E |E-‘t “u ” H 1
If the note is complete, click on . To “Save” the note in progress, click on

4 Close

and then on “Yes” to save your changes.
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Insurance Support Service Providers

Overview

Insurance Support Services service category support both the payment of Insurance
Premiums on selected ACA Policies but also assists clients in paying their copay and
deductible charges. This chapter is designed for the County contracted provider that
will be issuing these payments.

The system supports the Premium Payment process with the following feature:

e Insurance Services Enrollment: This record is used to document the plan and
premium payment details of a client, submit it to the County for approval to
enroll the client in Part A premium support, and then track the period of
enrollment.

e Premium Payment: This record is used to track the issuance of premium
payments for enrolled Clients.

e Premium Payment Batch: This record is used to collect a group of approved
Premium Payment records into a batch, generate a batch payment file that can
be imported into the providers accounting system, and then a “Voucher Detail
File” can be imported back into the Premium Payment Batch record to
automatically update the Premium Payment records (set the Status to “Paid”,
the Voucher ID and Voucher Date).

The PE system supports the Copay/Deductible Payment process with the following
features:

e Payment Request: This is a new record can be used by any Part A provider to
document and submit a request for payment of a copay or copay/deductible
charge on behalf of a qualifying client. The Payment Request is reviewed and
can be approved or rejected by the county.

e Payment Request Batch: This record is used to collect a group of approved
Payment Request records into a batch, generate a batch payment file that can be
imported into the providers accounting system, and then a “Voucher Detail File”
can be imported back into the Premium Payment Batch record to automatically
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update the Payment Request records (set the Status to “Paid”, the Voucher ID
and Voucher Date).

All of the records that are used to manage the program can now be found under a new
set of views under the heading of “Benefits Management”.

The rest of this manual details the above features.

Insurance Services Enrollment

The Insurance Services Enrollment record can be created by any provider that is using the PE
system or can be directly entered by the county. The most comment way currently that
these records are created and submitted to the county is by clicking the “Request Insurance
Services Enrollment” button on a Health Benefits — Ryan White Tab associated with a Client
that has just enrolled in one of the qualifying plans under the ACA and they qualify for
premium assistance thru Part A as shown below.

[ Provide Enterprise - [Client Profile For Test Client] &5

_ File Find View Actions Tools Reports Windows Help

4 Close ‘1” HSve @ Create ~ @ View = (@ Action =

Client Profile - Test Client ()
Compass - Client Services - Amanda Epping/GTI [04/28/2015]

‘ Profils IAddress | Alert | Demographics | Relationships I Financesl Health Benefits |Heahh | RVVA Eligibility
‘ Private Health Coverage | Public Health Coverage | Hyan Vit |0thar Beneértsl

Click to update Health Benefits == [ Updat ]
pdate

Part A Premium Support Status No Benefits

ADAFP Premium Plus Status No Benefits

ADAP Medication Assistance Status No Benefits

Part A Insurance Support Services Enroliments

B SmBEadEFsa ﬂjl Request Insurance Services Enroliment I

Status Date  Status  Deleted?

ADAF Premium Assistance Enrollments
2 & By E] 3 & S a éj |_] Add ADAP Premium Assistance Enroliment

Stetus Date  Status Deleted?
2015/05/05  Enrcllment Requested N

ADAP Medication Assistance Enrollments
B S 2y B A & 5 (A @ [ Add ADAP Medication Assistance Enrollment

Status Date  Status Deleted?
2015/05/05  Enrcllment Requested N
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| Provide Enterprise - [Insurance Services Enrollment For Test Client]

_ File Find View Actions Tools Reports Windows Help

4 Close "7 || & Request Enroliment QCreate - Q\f‘lew -

Insurance Services Enrollment - Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/28/2015]

Insurance Services Enrollment | Documentation

Status Pending

Premium Payer Compass v]
Date Requested Thursday May 28, 2015 S
Date Submited =1 .
Program Type * | ACA Insurance ']
ACA Application ID

Health Plan Camier Actna =

Plan Name
Member/Subscriber 1D
Premium Payment Due

Aetng Classic 3500 PD
1l

Grace Period (# Days)
Premium Assistance Coverage Start Date

Premium(s) Overdue At Enrollment ?

L T R )

No ']

Payee Name
Payee Vendor ID
Payee Street Address 1 =
Payee Street Address 2

Payee City =

Payee State * [ -
Payee Zip *

Payee Phone -

Payee Payment Method = [Check -
Payment MEMO Line Type * [Chent MName - Member 1D -
Premium Amourt =

Premium Amourt - Support Portion

Payment Cycle = [ -

Fill in the appropriate fields:

Status - The status will be “Pending” until the note is marked “Requested.”
Premium Payer - This will default to your agency, but you can choose a different
agency if needed.

Date Requested - Enter the date.

Date Submitted - This will auto populate when it has been submitted.

Health Plan Carrier, Plan Name, Member/Subscriber ID - These fields will
populate with the information from the client’s profile.

Premium Payment Due - Enter the date by when the next (first) premium payment is
due. This should normally be set to the current system date as you normally want
payments to go out ASAP to ensure coverage is initiated as quickly as possible.
Premium Assistance Coverage Start Date - This is normally set to the first of the
month of the first month of coverage that the Client is eligible to have their coverage
start on.

Premium(s) Overdue at Enrollment? This Yes/No flag field is used to document if
the client is already behind one or more premium payments on their policy. If Yes,
additional fields will ask for the Overdue Amount, Months, and if authorized the
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number of months and amount that the program will pay for the client. Note, at this
time this feature is not used in Palm Beach.

Payee Name - Click the Ul button to select the Payee which will populate the rest of
the Payee and Payment Method fields puling from the selected Vendor record.
Note, see below for instructions on setting up new Vendors.

Premium Amount - Enter the Premium Amount that will be due at each payment
cycle —the premium amount less any tax credit the client is eligible to receive.
Premium Amount — Support Portion - Enter the amount of the Premium Payment
that the Part A program will be covering. Currently, the County rule is that if the
Client is enrolled the Part A Program covers the entire Client portion of the premium
(less tax credits).

Payment Cycle - Select the premium payment cycle. For most clients this will be
“Monthly”.

Contact Type and Funding Source: This will auto populate bases on the contact
category that you select.

Brief Description — Enter the brief description.

Full Description — Enter the full description.

You may also add an appointment, lab results, or referrals from the note on the
corresponding tabs.

Goals Addressed — On this tab, you can select the goals that were address by

clicking on the [-] and select the goals that were address.

Once filled in, go to the “Documentation” tab and you should see in the embedded view any
Scan document records that are “Proof of Insurance”, “Insurance Premium Statements” or
“ACA Enrollment Documentation” that are associated with the Client. Review these can
documents to ensure that the information in the Insurance Services Enrollment record
match up to them. If everything is valid, click the “Submit to County” button. This will place
the record in a queue for the County to review and either approve or reject the enroliment.

Once the request is complete, click on

" Reguest Enrollment

Designated users will then review the requested enroliment and submit those to the

County, by clicking on

¥ Submit to Courty

You can find a listing of the Insurance Services Enrollment records under one of the views
shown below:
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(Q; Provide Enterprise - [Client\Clients &l1 By Last Marne]

r_ File Find | %iew | Actions Tools  Reports  MWindows  Help  Agency
4 Close 2] Activity b | Ackion
Benefits Managerment ¥ Insurance Services Enrollments k Al By Status
Last Mame -
Client Billing ' Paymment Request Batches 3 Currently Enrolled
Clignt Budget Management [ Payment Requests Approved to Pay Enrollrment Requested
E:!en: Client | Payment Requests Submitted Submitted to County
i

Open the view “Benefits Management\Insurance Services Enrollments\Enrollment

Requested” to see records that have been submitted to the county for processing. Open one

of the records and they will display as shown below:

Inswance Services Entoliment | Dacumentation

If the County approves the enrollment, the Status is set to “Enrolled” and at this point County
can begin to issue Premium Payments. You can see all Enrolled clients in the view “Benefits

Status

Premium Assistance Provides
Date Requested

Frogram Type

ACA Appleation D

Health Plan Camer

Flan Narme

Mermbet/Subscriber ID

Prasniurn Payrnerit Dus

Premium Assistance Coverage Start Date
Premium(z) Overdue At Ernrollment?
Payee Name

Payee Vendor 1D

Payee Stieet Address 1

Payee Stieet Address 2

Payee City

Payee State

Payee Zip

Payee Phone

Payee Payment Method

Payment MEMO Line Type
Premium Amournk

Premium Amount - Support Portion
Payrent Cycle

Enroliment Requested

Part &

|12n2/2014

ACA Insurance

BlueSelect Everpday 1443
* 7657576

* [12112/2014

= [01/01/2015

No

Blue Crozs Blue Shield of Flonda

[l
ala

(1) <
Check
* | Client Name - Member 1D

Management\Insurance Services Enrollments\Currently Enrolled” as shown below:

dCose @3 HE @ E F» (A
Last Mame  FistMame Ml Program Type  Date Enrolled
Client Jahr ] ACA lngurance | 2015/ 416

A Insurance

204/
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dCce & S By B @ & & a1
Date Due A Client I Lagt Mame  First Mame MI F'ru:ugram T_I,Ipe ‘v’enu:h:urID

.-i‘-.E.-i'-. Insurance 1 E|2

Open each Insurance Services Enrollment record from this second view when you are ready

to start entering Premium Payments.

Premium Payment

From within the Insurance Services Enrollment record you will be able to click on the
“Create\Premium Payment” button as shown below:

4 Cloze

- | = = E| v| 2 Delete o Teminate () Change v| () Create F] 2 View -

Insurance Services Enrollment : John Q. Chent [CRJHCID414641)
BCHCS - Intake : Paul Cazper/GTI [01/1652015]

Program Type

Insurance Services Enrallment | Premiurn Paymentz I Motez | Ducumentatiun|

Premiurm Payrment
Scan Document

YWendaor

ae
[]

4

Status Enraolled
Premiumn Azgistance Provider Part &

[ate Requested M AE2015
Date Submtted M AE/2015
Date Enrolled M Ae/2015

4

* | ACA Insurance

A new Premium Payment record will be opened as shown below:

' Provide Enterprise - [Premium Payment For Keith Gray]

() File Find View Actions Tools Reports Windows Help

| 4 Close "%

4 Saveand Close o Status Payment Approved to Pay @ Wiew

Premium Payment : Keith Gray (CO44567)
Compass - Client Services : Amanda Epping/GTI [05/29/2015]

Premium Payment | Payment Nmﬁl

Status

FundingSource

Payment Type

Program Type

Premium Coverage From Date
Premium Coverage To Date

Premium Coverage Comments

Murmber of Months

Premium Amourt

Premium Amourt - Client Portion
Premium Amount - Support Portion
Payee Name

Cligrt Portion Status

Commerts

Pending

* [ Ryan White Fart A

Premium

ACA Insurance

* | Monday June 01, 2015

=8

= ‘Tuesday June 30, 2015

=0

1

[s400.00

[s26.00

[$374.00
UnitedHealthCare of Forida
Pending
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All of the fields will automatically be filled in other than the two comments fields which
can be used to enter some specific documentation related to the individual premium
payment record. If the record appears correctly filled in and your comments have been
entered as desired, click the “Status Payment Approved to Pay” button.

The PE system will automatically set the payment amount and coverage period for the
payment. If the first payment is being issued after the 15 of the month for the next
month, it recommend that you consider entering a second Premium Payment for the
next month right away as the system would remind you to issue that payment as of the
first of the next month anyway. This will prove to be more efficient.

Premium Payment Batch

The Premium Payment Batch record is used to group one or more Premium Payment
records into an extract file that will be fed into the BRPC Accounting system to generate
the Premium Payments.

Open the view “Benefits Management\Premium Batch Batches\All by Status” and click
on the “Create Premium Payment Batch” button as displayed below:

4 Cese 2 =9 23 3 0 & 7 [ =] o o | Create Premium Payment Batch
Statuz Statuz D ate B atch Amaount Total Batch Amount Paid

+

Reected

A new Premium Payment Batch record will be created as shown below:

|, Provide Enterprise - [Premium Payment Batch]

_ File Find View Actions Tools Reperts Windows Help

4 Close "% || A Aoproveto Pay (& View Summary

| Premium Payment Batch

Premium Paymert Batch
Status In Progress
Vendor Specific? (Fis -]
Excluded Vendors - Click button to select [:]
Total Batch Amourt
Valid Batch Record Count
Batch Amount Paid
Paid Batch Record Count
Lirked Premium Paymerts
S B B @l & S (A @f [ Scanfor Approved to Pay Paymerts

Del Status  Vendor Name  Premium From Date  Premium To Date Premium Amount Suppert  Premium Amount Payment Method ~ Payee Mg

< . >
File Attachments

& Attach [ Save As 1 Launch
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Fill in the form as desired:
e Vendor Specific - This Yes/No field can be set to “yes” if you want to only have
payments to a specific payee (Carrier).
e Excluded Vendors. - This field appears if the “Vendor Specific” field is set to
“No”. You can use the Ul button to select one or more Vendors (Carriers) to be
excluded from the Batch.

Once the above fields are set, click on the “Scan for Approved to Pay Payments” button.
This will search the database and for all Premium Payment records in a status of
“Approved to Pay” that are not already linked to another batch and that meet the
criteria selected above will be “linked” to this Batch record and display in the embedded
view. It will calculate the number of payments that are in the batch and the grand total
of al payments in the batch and set those fields on the form long with the name of the
person that clicked the “Approved to Pay” button and the date when it was done.

You can now manually review the list of Payments in the view or click the “View
Summary” button at the top to generate a report listing the Premium Payments in the
Batch.

When you are confident that the Batch is correct and you wish to extract the Payment
records to feed your accounting system, click the “Approved to Pay” button at the top of
the form. This will generate a Batch file and automatically attach it within the Batch
record as shown below:

Date Approved To Pay | 0141842015 %| = H”
Approved To Pay By BEret Ballinger/GTI

Total Batch Amount | $553.00

alid Batch Recaord Count | 2

Batch Amaount Paid |

Paid Batch Fecard Count |

Linked Premium Payments

A 2Ed & F d ol

Del  Status Yendor Mame Premium From Date Premium To Date Premium &
Approved to Pay | Blue Cross & Blue Shield of Fl | 2015071401 2015401 /31

Approved to Pap | Test 2015/02/M 2015/02/28

€| n 3

File Attachments

& Attach Save &5 [ Launch

PremiumPaymentE atchFile_201507718201 232 txt
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Click once on the file attachment and then on the “Save As” to save a copy of the fill to
your local system or a network drive from where you will be importing the file into your
accounting system.

Once the batch file has been imported and processed in your accounting system you will
need to generate a “Voucher Detail” file containing a row for every Premium Payment
that was imported and paid with the original transaction ID, Payment Date and Payment
ID that can then be imported. To do this, click the “Import Voucher Details” button on
the Batch record and enter the file name of the import file. The Status of all records in
the voucher detail file will update the associated Premium Payment records Status to
“Paid” and set the Paid Date and Payment ID fields. Assuming all Premium Payments in
the Batch were paid, you will then be able to click the “Paid” button on the Batch
record.

Vendor

The Vendor record is where you can document detailed information on each Payee
(Carrier or Health Care Provider) that your agency will issue payments to. You can
create a Vendor record from one of the “Providers\Vendors\” views or from the
“Create\Vendor” button within the Premium Payment record or the Payment Request
record.

A new Vendor record will appear as shown below:

| Provide Enterprise - [Vendor]
(_ File Find View Actions Tools Reports Windows Help
4 Close %~ H
|Valbr
[ Vendor |
Agency * Compass
Vendor Status * |Bctive M
Vendor Name * UnitedHealthCare of Florida
Vendor 1D o
Vendor Tagpayer ID
Vendor Type l\nsumnce Camier M
Address Line 1 * 1445W. Wayward
Address Line 2
County Palm Beach (]
City * | West Palm Beach (=]
State [ -
Zip (+4) Code * 33333-3333
Phone -
Second Phone -
Fax L —
Email Address
Contact Name
Payment Method lq—,egk -
Payment MEMO Line Type [ lient Name - Member ID e
Notes

Fill in the fields and save the record. Some key fields are outlined below:
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e Vendor Type - Select “Insurance Carrier” for Premium payees and “Medical
Provider” for any Payment Request payees.

e Payment Method - Select how you want to normally pay this Vendor (Check,
ACH or Credit Card). If you select ACH you will be required to also fill in the
Vendor FRD ABA and Vendor DDA Number.

e Payment MEMO Line Type - Select how the payee wants the Memo line
constructed on each Payment.

The advantage of setting up the Vendor is that once it is established, as you “link” each
Insurance Services Enrollment or Payment Request to a Vendor these data elements will
automatically be inherited so you don’t have to recheck and potentially have payments
generated with memo line or payment types incorrectly specified.

Note: When in the Insurance Services Enrollment record if you click the
“Create\Vendor” button a Vendor record will be created and it will be pre-populated
with data from the Insurance Services Enrollment This way, you can always first click
the Vendor Name Ul button to search or an existing Vendor if it is found you can select
it and the data from that Vendor setup will be inherited into the Enrollment. However,
if not found, you can collect all of the Vendor data on the Enrollment and then click the
“Create\Vendor” button and create a new Vendor from the data collected and entered.
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Early Intervention Service Providers

EIS Episode of Care

This form is used to document each attempt to engage a client into Care that is newly
positive or fell out of care. An Episode occurs over a period of time and includes
multiple contacts with the client attempting to re-engage the Client in Care.

To create an EIS Episode of Care, within the client profile, click on “Create” and then on

“EIS Episode of Care.”

() Create |»| D View ~ (2 Actic

ARTAS Enrallment

EIS Episode of Care

EIS CQutreach
EIS Testing Encounter
Report

EIS Episode of Care Tab

| 4 Close " || [ Save

El5 Episode of Care : AC ()

Compass - Client Services : Amanda Epping/GTI [06/08/2015]

Care Epizode Status
Type
Outreach Location

Date Opened

Refemal Source

Refemed to Medical Case Mgmt?
Refemed to Medical Care?
Health Education Given

Cpen

[}

Monday June 08, 2015

[ Adhersnce

[T Other

[ Risk Reduction
[] Safe Sex

Fill out the fields as appropriate:
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e Care Episode Status — Select “Open” or “Closed.”
e Type - Select the type.

e Outreach Location — Enter the location.

e Date Opened - Enter the date.

e Referral Source — Select the referral source.

¢ Referred to Medical Case Management? — Select “Yes” or “No.”

= If“Yes”
e Linked to Medical Case Mgmt? - Select “Yes” or “No.”
o If“Yes”
= Date First MC Mgmt Appointment — Enter the
date.
e Referred to Medical Care Agency? — Select “Yes” or “No.”

= If“Yes”

¢ Linked to Medical Case Agency- Select “Yes” or “No.”

o If“Yes”

= Date First Medical Care Appointment — Enter

the date.

Client Information Tab:

Heath Education Given — Select the health education that was given.

| 4 Close "I || [ Save & Link to Client Profile

EIS Episode of Care : AC ()
Compass - Client Services - Amanda Epping/GTI [05/28/2015]

EIS Episode of Care |{ Client Information { Contacis |

Name First
Name Last
AMso Known As

Cument Gender *

Okay to send email?

Primary Phone Message Type

Races - All ldentified With = Alaskan Native

American Indian

Psian

Black or African American
Mative Hawaiian

Pacific lslander

White

Ethnicity *

Haitian?

Sexual Oriertation

Fill out the fields as appropriate. Only fields with the red * are required.
Contacts Tab:
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) Provide Enterprise - [EIS Episode of Care For A C]

|(_', File Find View Actions Tools Reports Windows

Help

|H 4 Close 5 H [ Save & Linkto Client Profile

EIS Episode of Care : AC ()

Compass - Client Services : Amanda Epping/GTI [05/28/2015]

| EIS Episode of Care | Client information | Contacts |

Progress Logs

S 5 E% g = J’b |'—_'j, E:|E| DMd Progress

Log

Date Status Deleted Provider Description

Progress Log

This form is designed to capture the date and time and number of minutes that a
provider spent working with or on behalf of a Client. Notes of the encounter/effort

should be documented.

D Add Progress Log

To add a progress log, click on

_ Provide Enterprise - [Progress Log For A C]
¢ File Find View Actions Tools Reports  Windows Help
‘ 4 Closs ‘& ‘ o Complete  (©) Get Sample Tet [ Link to Client Profile =3 Print
Progress Log : AC ()
Compass - Client Services : Amanda Epping/GTI [05/28/2015]
Summary
Status * | In Progress
Provider * |ﬁmanda Epping =
Date = [ Thursday May 28. 2015 =l
Start Time = [9:124M =2
Minutes =
Contact Category = =
Contact Type
Funding Source *
Brief Description = N
Full Description

Fill in the appropriate fields:

e Status - The status will be “In Progress” until the note is marked “Complete.”

e Provider - This will default to your name, but you can choose a different provider

in needed.
e Date - Enter the date.
e Start Time - Enter the start time.
e Minutes - Enter the minutes spent.
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e Contact Category - Select the contact category.

e Contact Type and Funding Source - This will auto populate bases on the contact
category that you select.

e Brief Description — Enter the brief description.

e Full Description — Enter the full description.

If the note is complete, click on . To “Save” the note in progress, click on

4| Close

and then on “Yes” to save your changes.

EIS Outreach

This form is used to document when group based anonymous outreach activities are
conducted. These services are not billable to Ryan White Part A.

() Create E| @ View = (@ Actio
ARTAS Enrollment
EIS Episode of Care

EIS Qutreach

EIS Testing Encounter

Report

Summary Tab:

) Provide Enterprise - [EIS Outreach For A C]

— e — — e ——

(_ File Find View Actions Tools Reports Windows Help

|| 4 Close %7 H

EIS Outreach - AC (
Compass - Client Services : Amanda Epping/GTI [05/28/2015]

{Summary | Clients | Client Riske |

Status * |In Progress

Provider

Date

Minutes

Contact Category
Outreach Type
Funding Source
Brief Description

Full Description

* | Amanda Epping
* | Thursday May 28, 2015

*

Outreach

*

RWA - PEC

*

Fill in the appropriate fields:

e Status - The status will be “In Progress” until the note is marked “Complete.”
e Provider - This will default to your name, but you can choose a different provider

in needed.
e Date - Enter the date.

e Minutes - Enter the minutes spent.
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e Contact Category - Select the contact category.

e Contact Type and Funding Source - This will auto populate bases on the contact
category that you select.

e Brief Description — Enter the brief description.

e Full Description — Enter the full description.

Client Tab:

4 Close & H (@ Save +F Complete

EIS Outreach : EIS Anenymous ()
Compass - Client Services : Amanda Epping/GTI [06/10/2015]

Summary Cl\ervts Client Rigk

Client Gender
Male

Female
Transgender - MTF
Transgender - FTM
Transgender - Unspecified
Total 0
Cliert Ethnicity
Hispanic or Latino
Mot Hispanic or Latine
Total 0
Client Race
American Indian or Alaska Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
White
Muttiracial
Total 0
Haitian
Haitian Total
Cliert Age
Under 13
13-18
19-24
25-34
35-44
45and Over
Total 0

Fill in the appropriate fields.
Enter the number of clients for each gender, ethnicity, race, and age category.

Client Risk Tab:
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r File Find View Actions Tools Reports

 Proide e B GuvesFor AT T

Windows Help

‘ 4 Close "

EIS Outreach - AC ()

Compass - Client Services : Amanda Epping/GTI [05/28/2015] ‘

Primary Risk Categony
MSM

DU

MSM/IDU

Sex with Transgender
Heterosexual Contact
Cther

Total

HIV Status
Positive
MNegative
Unknown
Total

Fill in the appropriate fields.

Enter the number of clients for each primary risk category.

To “Save” the record, click on

To “Complete” the record, click on

EIS Testing Encounter

4 Close

and then on “Yes” to save your changes.
w* Complete

This for is used to document confidential HIV testing encounters. Up to three tests can
be captured for a given Client on a given Encounter. These services are not billable to

Ryan White Part A.

() Create B @ View = (@ Actio

ARTAS Enrollment
EIS Episcde of Care
EIS Cutreach

Els Testing Encounter

Report
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Client Tab:
[P Etec [ Tesing et For 5 Ay o ™

(U File Find View Actions Tools Reports Windows Help

H 4 Closs q‘

4" Testing Complete

EIS Testing Encounter : EIS Anonymous: )
Compass - Client Services : Amanda Epping/GTI [06/10/2015]

Client | Risk | Tests

Status * | Testing In Progress

Session Start Date = | 06/10/2015 =
Session End Date * | Wednesday Jurne 10, 2015 ==
Testing Event Code * 10011

Testing Provider Name *

Testing Provider 1D

Site Name =

*Year of Birth =

Races - All Identified With

"

[] Maskan Native

] Amesican Indian

[] Asian

[ Black or Afican American
[T Native Hawaiian

[ Pacific Islander

[] White
Ethnicity = [ -
Haitian? = [ -
State of Residence = [FL -
County of Residence * | Palm Beach 8
City of Residence = [:]
Zip Code =

Fill in the appropriate fields:
e Status - The status will be “In Progress” until “Testing Complete” is marked.

e Provider - This will default to your name, but you can choose a different provider
in needed.

e Session Start Date - Enter the date.

e Session End Date — Enter the date

e Testing Event Code — The code will auto-populate.

e Testing Provider Name — Select the provider.

e Testing Provider ID- This will auto-populate.

e Site Name — Select the site name.

e Year of Birth — Enter the year of birth.

e Races —Select all the races client identifies as.

e Ethnicity — Select the ethnicity

e Haitian? — Select “Yes” or “No.”

e State of Residence — Select the state.

e County of Residence — Select the county.

e City of Residence — Select the city.
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e Zip Code - Enter the zip code.

Risk Tab:
ot rtrpee - [ES Teding rcgurtr P 65 Arryc

(_ File Find View Actions Tools Reports Windows Help

‘ 4 Close "= H « Testing Complete

‘EIS Testing Er - EIS Anony 0 ‘
Compass - Client Services : Amanda Epping/GTI [06/10/2015]
Client | Fisk | Tests

Previous HIV Test? = [¥es -
Previous HIV Test Result? * -
Estimated Previous HIV Test Date = =l -
Risk Assessment
Risk Factors Assessed? * | Cliert was asked and risk was identified -
In the past 12 morths, did the client engage in any of the following:
Vaginal or Anal Sex with Male? = -
Vaginal or Anal Sex with Female? * -
Vaginal or Anal Sex with MTF? = -
Vaginal or Anal Sex with FTM? * -
Additional Risk Factors:
Used injection drugs? = -
Diagnosed with STD/STI (Net HIV)? = -
Sex with anonymous partner? = -
Sex with partner met on Intemet 7 * -
Sex with person of unknown HIV status? * -
Sex with person who exchanges sex for drugs/money? = -
Exchange sex for drugs/money-/or something they need? = [ v]
Sex while intoxicated and/or high on drugs? = [ v]

Fill in the appropriate fields:
e Previous HIV Test? — Select “Yes” or “No.”

e Previous HIV Test Result — Select the result

e Estimated Previous HIV Test Date — Enter the date.

e Risk Factors Assessed ? — Select the response. If “Client was asked and risk was
identified” is selected, several risk factor questions will populate. If you answer
“Yes” to some of the risk factors, additional field will populate. Fill in the
appropriate fields.
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Test Tab:

oo e 65 T e Fr 85 by A

(_ File Find View Actions Tools Reports Windows Help

4 Close "3 || +# Testing Complete

ElS Testing Encounter - EIS Anonymous ()
Compass - Client Services : Amanda Eppino/GTI [06/10/2015]

Client [ Risk | Tests

Test Hection

Test 1
Sample Date

Test Name
Test Result

Test 2
Sample Date

Test Name
Test Result

Test 3
Sample Date

Test Name
Test Result

Result Provided to Cliert?
Date Result Provided
Follow-up Test Requested/Suggested?

Result Provided to Client? * | Yes -
Date Result Provided
Follow-up Test Requested/Suggested?

* [ Corfidertizl -

"
¥

Negative -

Yes -

LI

Yes -

Unsatisfactony -

Fill in the appropriate fields:
e Test Election — Select “Confidential,” “Anonymous,” or “Declined.”

o Testl:

© O O O O O

Sample Date- Enter the sample date.

Test Name — Select the test name.

Test Result — Select the test result.

Results Provided to Client — Select “Yes” or “No.”

Date Results Provided — Enter the date.

Follow-up Test Requested/Suggested - Select “Yes” or “No.”

This information will need to be entered for each test sample.

When testing is complete, click on

lke#® Encournter Complete

|g»/ Testing Complete

. Then, you will need to click on

again to mark the encounter complete.

214



Specialty Care

After “Specialty Care” referrals are entered, Specialty Care users will need to review the
referrals. Special care referrals can will be in “View — Activity

& View B & Action -

Audit Trail

Address History

LAdminictratinee Blotes

A screen similar to below will appear:

i File Find View Actions Tools Reports Windows Help

| 4 Close

S EBEE LA ore
Form Deleted Summary

I=l Specialty Care Referral
Specialty Care Referral : - Specialty Medical Care - Infectious Disease Specialist -
Specialty Care Referral 1 - Specialty Medical Care - Infectious Disease Specialist -

Double click on the special care referral to open the record.

Authorizing Specialty Care Referrals

To authorize a specialty care referral, open the referral as outlines above.
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4 Close "3 | = = D v| 9 Delete o Authoized 7 Rejected 5 Link to Client Profile

Specialty Care Referral - Angela A Anderson ()
Compass - Client Services : Lee Godgluck/GTI [05/29/2015]

Specialty Care Referral

Status * | Submitted
Referal Type

Initial Consuft
Requesting Agency * Compass

Lee Godgluck
Friday May 29, 2015

»

Requesting Provider
Appointment Date

Date Submitted Friday May 29, 2015
Specialty Service Type * | Infectious Disease Specialist
Specialty Provider Type * | Provider

Speciatty Provider * | Kitunga P Kiminyo, MD

Payer Organization * | Treasure Coast Health Council
Payer Program * | Client Services

Service Category * | Specialty Medical Care

»

FundingSource Ryan White Part A
Assignes Kathie: Brannen

Procedures

S BB @ @ (4 4 [ Add Procedure Code

4|1 |4 ¢

Status Deleted EndDate Code Max Bill Rate Description

Claims
BES2EAE L EH o
Provider

Date Status
)

To authorize the specialty care referral, click on

. After itis “Authorized” a

claim can created. See below for the instruction on created a claim.

Rejecting Specialty Care Referrals

To reject a specialty care referral, open the referral as outlines above.

 Close "% | = oy D v| 3 Delete o Authorized  + Rejected 5 Linkto Client Profie

Specialty Care Refenal : Angela A. Anderson ()
Compass - Client Services © Lee Godgluck/GTI [05/29/2015]

Specialty Care Refemal

Status * | Submitted
Referral Type * | Inttial Consutt
Requesting Agency * Compass

Lee Godaluck

Friday May 29, 2015

"

Requesting Provider
Appointment Date

»

Date Submitted Friday May 29, 2015
Specialty Service Type * | Infectious Disease Specialist
Specialty Provider Type * | Provider

Specialty Provider * | Kitunga P Kimiryo, MD

Payer Organization * | Treasure Coast Health Council
Payer Program * | Client Services

"

Service Category Speciaty Medical Care

»

FundingSource Ryan White Part A
Assignes Kathie Brannen

Procedures

B S 33 [ & @ 4 [d @i [ Add Procedure Code

i

Status Deleted EndDate Code Mazx Bill Rate Description

Claims
= RE=N = R -
Provider

Date Status
)
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. . _ «” Rejected _
To authorize the specialty care referral, click on . You will then need to

enter a referral rejected reason.

Reject Reason & s
Why was the Referral Rejected?

Then, click on “OK” and the referral will be rejected.

Adding a claim to the Specialty Care

To add a claim after the specialty care referral has been authorized, click on “Add
Claim.”

[T TOv IO CI TP [op ST TS TCT T T O TS T G T TS ST O]

) File Find View Actions Tools Reports  Windows Help

4 Close "

= = O v| 3 Delete  [5 Link to Client Profile

Specialty Care Referral : Angela A. Anderson ()
Treasure Coast Health Council - Client Services : Amanda Epping/GTI [05/29/2015]

Specialty Care Referal

Status * | Rejected

Refemal Type * | Initial Consult

Requesting Agency * Treasure Coast Health Council
Requesting Provider * |.ﬂmanda Epping

Appointment Date * | Thursday June 04, 2015

Date Submitted Friday May 25, 2015

Date Rejected Friday May 29, 2015

Reject Reason test

Specialty Service Type * |Infectious Disease Specialist
Specialty Provider Type * | Provider

Specialty Provider * |O|ayem\ Osiyemi, MD

Payer Crganization = |Treasure Coast Heatth Council
Payer Program * |C||ent Services

Service Category * | Speciaty Medical Care
FundingSource * | Ryan White Part A

Assignes |Kath\e Brannen

Procedures
F 5 By B d & P A e [ Add Procedure Code

Status Deleted EndDate Cede Mazx Bill Rate Description

Claims
FEEYY AL Ik A |
[nate tatus  Provider

The claim will then appear as shown below:
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|, Provide Enterprise - [Claim For Angela A. Anderson]
. File Find View Actions Tools Reports Windows Help
4 Close "% ||
Claim - Angela A. Anderson () ‘
Treasure Coast Health Council - Client Services - Amanda Epping/GTI [D5/29/2015]
Claim
Claim Status v]
Claim 1D
Claim Date: * | Friday May 29, 2015 S
Specialty Service Type * [ -
Specialty Provider Type - [ -
Specialty Provider * E]
Claim Detail
B BBRaAE, A0
Fill in the appropriate fields:
e Claim Status — Select “Pending,” “Processed,” or “Rejected.”
e Claim Date - Select the claim date.
e Specialty Service Type — Select the specialty type
e Specialty Provider Type — Select the specialty provider type
e Specialty Provider — Select the specialty provider.
“ ” H {4 DDSE o ”
To “Save” the record, click on and then on “Yes” to save your changes.

Adding claim details to the Specialty Care

To add a claim detail to a claim, click on “Add Claim.”

Provide Enterprise - r

(_ File Find View Actions Teocls Reports Windows Help

H 4 Close -’i‘;'y‘sf.:- = E_]V‘WDelete « Bpproved  + Rejected

Claim : Wendy Walker {)

Treasure Coast Health Council - Client Services : Amanda Epping/GTI [06/03/2015]

Claim

Claim Status

Claim 1D

Claim Date

Specialty Service Type
Specialty Provider Type
Specialty Provider
Claim Detail

2558605 /0 ((E==)

Pending

* | Wednesday June 03, 2015
* | Cardiologist

* | Provider

Jean Foucauld

Status  Date Of Service POS  Service Code  Modifier Max Allowed Amount  Billed Amount

Authorized To Pay Amount
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rovide Enterprise - etal
_ File Find View Actions Tools Reperts Windows Help
4 Close "% H " Approved  ” Rejected
Claim Detail : Wendy Walker )
Treasure Coast Health Council - Client Services : Amanda Epping/GTI [06/03/2015]
Status * | Pending
Claim 1D
Claim Date ednesday June 03, 2015 > -
Service Date = =
Place of Service = B
Service Code (CPT, HCPCS, Revenue) * E]
Service Description *
Service Modifier =
Service Units =
Max Allowed Unit Rate =
Max Allowed Amourt = | e .00
Billed Amount =
Approved to Pay Amount *
Notes

Fill in the appropriate fields:

e Service Date — Enter the service date.
e Place of Service — Select the place of service.
e Service Code - Select the service code.
e Service Description — Enter the service description.
e Service Modifier — Select the service modifier.
e Service Units — Enter the service units.
e Max Allowed Unit Rate and Max Allowed Amount — This will automatically
compute.
e Billed Amount — Enter the billed amount.
e Approved to Pay Amount — Enter the approved to pay amount.
. 4 Close
To “Save” the record, click on and then on “Yes” to save your changes.
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ARTAS Case Managers

ARTAS Enrollment

To create an ARTAS Enrollment, within the client profile, click on “Create” and then on
“ARTAS Enrollment.”

() Create |:J @ View - (& Actic
ARTAS Enrollment

EIS Episode of Care
EIS Outreach

EIS Testing Encounter

Report

NPT -

(_ File Find View Actions Tools Reports Windows Help

| 4 Close %

| @ Save [ Link to Client Profile

ARTAS Enrollment : AC ()
Compass - Client Services : A ia Epping/GTI [05/28/2015]

Status * | Admitted ']
Intake Date * | Thursday May 28, 2015 =L
Admission Date * | Thursday May 28, 2015 =l
ARTAS Case Manager * | Amanda Epping E]
Target Population(s) ] Woman

Children

Men who have sex with men

Homeless

Gay lesbian and bisexual youth
Gay lesbian and bisexual adults
Incarcerated persons

Parolees

All Adolescents

Runaway street youth

Drug User

Fill in the appropriate fields:
e Status - It will default to “Admitted” but can change to “Discharge.”

¢ Intake Date — Enter the intake date.
e Admission Date — Enter the admission date.
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e Discharge Date — Enter the discharge date.
e ARTAS Case Manger — This will default to the user’s name, but a different
provider can be selected.

e Target Population — Select the target populations by placing a check mark the
corresponding boxes.

Activity Tab:
P Eiep - ARTAS Evclinent o A T I

. File Find View Actions Tools Reports  Windows Help

‘ q Close "% ‘ @ Save [5 Link to Cliert Profile

ARTAS Enrollment : AC ()
Compass - Client Services : Amanda Epping/GTI [05/28/2015]

Progress Logs

A S By B @ & 4 (A = [ Add Progress Log

Status  Deleted Date Count Provider Description

Progress Log

This form is designed to capture the date and time and number of minutes that a

provider spent working with or on behalf of a Client. Notes of the encounter/effort
should be documented.

D Add Progress Log

To add a progress log, click on

v v~ g o3 or i o

|/ File Find View Actions Tools Reports Windows Help

4 Close "%

‘ o Complete (2 Get Sample Text [ Link to Client Profile (5§ Print

Progress Log - Client Test ()
Compass - Client Services : CM Test [05/13/2015]

Summary | Appoirtments | Labs | Referals |
Status * |In Progress
Provider * |CM Test =
Date * | 05/13/2015 %d
Start Time = [3.45 PM %
Minutes *
Contact Category * (9]
Contact Type
Funding Source =
Brief Description = 0
Full Description

| |

Fill in the appropriate fields:
e Status - It will default to “In-Progress” until the progress log is completed.
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e Provider - Select the provider name from the list by clicking on the ], Double
click on the provider name. The funding source will automatically populate.

e Date - Enter the date.

e Start Time - Enter the start time.

e Minutes - Record the minutes.

e Contact Category — Select the contact category.

e Contact Type and Funding Source — These will auto populate based on the
contact category selected.

e Brief Description - Enter a brief description.

e Full Description - Write your full note.

e Appointments, labs, and referrals — These can be created on each of the
corresponding tabs of the progress logs.

When the enrollment is complete, click on “Save.” You will be prompted if you want to
save your changes, click on “Yes.”

222



Crepter

Mental Health Providers

At this time, mental health providers in Provide will only be entering Services Provided
which is outlines below. In the future, Mental Health Providers will be able to document
additional information including psychosocial evaluations, mental health assessments,
and mental health actions plans.

*To enter a mental health service provided, you must have a client service category
profile for mental health. Please refer to chapter 5 of this guide for the steps to create a
client service category.

Services Provided

This form is used to capture when a service is provided to a Client. Service provided
records are used to track services only when a more detailed or specific record type
would not be appropriate — e.g. a Procedure or Progress Log.

To create a service provided, under create click on “Service Provided.”

223



Fill in the appropriate fields:
*Depending on the service provided, the date entry fields will vary.
Status - Select the status of the service provided.

() Create B@‘u“lew + (& Action 1

Appointment
Eligibility Assessment
Eligibility Owverride
Letter

Payrment Request
Progress Log
Provider Mote
Referral

Report

Required Action

Scan Document

Service Provided

Test Result

Tobacco Use Aszessment

PITETRCTI G - |

(_ File Find View Actions Tools Reports Windows Help

|| 4 Close i

| « Complete [ Link to Client Profile

Service Provided : Test Client ()
Compass - Client Services : CM Test [05/18/2015]

Service Provided | Support Documentation

Status

Provider

Service Date
Service Category
Service Provided
Funding Source
Units of Service

Unit of Measure

Unit Cost of Service
Total Cost of Service
Bus Pass Voucher ID
Comments

* | 05/18/2015

=5

[s0.00

Provider - Select the type of appointment.

Service Category — Select the service Category

Service Date — Select the service date from the list by clicking on the
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Service Provided, Funding Source, Units of Service, Unit of Measure — These will
populate based on the selected service category.

Unit cost of Service — Enter the unit cost of service.

Total Cost of Service — This will be computed and automatically populate.

Buss Pass Voucher ID — Enter the bus pass voucher ID.

Comments — Enter any comments needed.

Support Documentation Tab — Scan/attach any necessary support
documentation. Directions on how to “Create a Scan” can be found at the end of
chapter 3 or at the end of chapter 5 in this manual.
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Florida Department of Health

ADAP Premium Assistance Enrollment

To add an ADAP Premium Assistance Enrollment, click on U Add ADAP Fremium Assstance Enoliment |

 Frovie Enerprse - AOR?Premiom Asistrce vl For et Cr

(_ File Find WView Acticns Toecls Reports Windows Help

‘ 4 Close ‘"7 H @ View ~

ADAP Premium Assistance Enrollment : Test Client ()
Compass - Client Services - Amanda Epping/GTI [05/05/2015]

ADAP Premium Assistance Enrollment | Documentation |
Status Enrollment Requested
Date Requested Rl Tuesday May 05. 2015| ==
Health Plan Carmier * | Blue Cross Blue Shield of Florida =
Flan Name * BlueSelect Everyday 1443
Member/Subscriber ID *1
Premium Assistance Coverage Start Date * =
Premium Amourt =
Premium Amount - Support Portion *
Payment Cycle * -

Fill in the appropriate fields.
e Status — This will be default to “Enrollment Requested.”

e Fill out each field and review the documentation on the “Documentation

tab.”
e When the form is complete, click on When the record is completed, click
Cl
on { Goes . Then you will receive the prompt below:

Save Changes? @

Do You Wart To Save Changes?

[ fes ] [ Mo ] [ Cancel ] [ Details ==

e C(lick on “Yes” to save the changes.
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ADAP Medication Assistance Enrollment

To add an ADAP Medication Assistance Enrollment, click on |_] Ads ADAP Frmium Assistancs Envolmet :

| Provide Enterprize - [ADAP Medication Assistance Enrollment For Test Client]

(_ File Find View Actions Tools Reports Windows Help

© View =

4 Close ‘

ADAFP Medication Assistance Enroliment : Test Client ()
Compass - Client Services : Amanda Epping/GTI [05/05/2015]

{ ADAF Medication Assistance Enroliment | Documentation|

Status Enrollment Requested

Date Requested * | Tuesday May 05, 2015 ==
Health Plan Carmier * | Blue Cross Blue Shield of Florida =
Plan Name * BlueSelect Everyday 1443

Member/Subseriber 1D *1

Fill in the appropriate fields.
e Status — This will be default to “Enrollment Requested.”

e Fill out each field. Most of the fields will auto-populate with the
information that you have already entered into Provide. Review the
documentation on the “Documentation tab.”

e When the form is complete, click on When the record is completed, click

Close
on h . Then you will receive the prompt below:

Save Changes? @

Do You Want To Save Changes?

[ fes ] [ Mo ] [ Cancel ] [ Details =

e Click on “Yes” to save the changes.
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Crepter

lmports

You can import Client Records, Client Sub Records and Activity Records into Provide®
Enterprise.

There are a number of common characteristics that you must keep in mind when preparing
to import records into the system.

All input files need to be formatted as an ASCII delimited text files with the first
record (header) containing the Provide® field names.

GTl recommends using “tab” for the field delimiter as input files may contain
commas or semicolons.

GTI does not support the import of rich text fields.

All dates must be in MM/DD/YYYY format

Imports require a unique file for each table. For example, data fields for the client
profile cannot be imported at the same time as data fields for an allergy record. You
must do two separate imports.

Additionally, each record must have a separate row in the input file. For example,
you cannot have three vaccinations in one row. A separate record would be needed
for each vaccination.

All records have a certain number of required fields that are needed in order to save
a record. Within Provide® Enterprise these fields are marked with a red asterisk.
When importing, however, the only time all required fields are necessary is when
doing the initial client import. Though you may be able to import records without
including all required fields, it is always better to include them. Not importing all
required fields may cause errors when editing the record at a later date.

All imports generate error files.

In order for Client Sub-Records and Activity Records to be imported, the record’s
Client Key (“Client ID”, “Client Name”, “HealthPlan + Member ID” or “SSN”) must
match an existing Client Key of a Client Service Profile that fits the user’s (Importer’s)
User Profile.

In order for Client Sub-Records and Activity Records to be imported, the Client Profile
or a backup Client Profile must be released to the record’s Organization-Program.

Importing a File

To import into Provide, Click on “File — Import.”
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E] Find View Actions Tools Repo
Change Password
Import
Print Preview...
Print...

Set Security Questions
Lock Ctrl+L
Exit

The following screen will appear:

. Provide Enterprise - [Impori]

_ File Find View Actions Tools Reports Windows Help
| 4 Close 2] GetFields o Test (& &
Import Type l Standard v]
Record Type [ Client Profile v]
Client Key l Client Service Profile: CSPClientlD v]
Actiens on Client Key Match Found [Upnate v]
Actions on No Client Match Found [Create v]
Field Delimiter [mab -
Multi-value Delimiter [- v]
Input File D C:hUsers\Amanda Epping*\Desktop Clients limport bt
Run Script for Computed Fields [Yes v]
Run Document Pre Save Script IYes v]
Run Lookups to Reference Databases [Yes v]
Reference Record Reguired IYes v]
Import Fields

Field AllowedValue | Type

*

Import Type: Select Standard or Custom

Record Type: Select the record type you wish to import.

Client Key: Select the client key that is based on the record type.
Multi-Value Delimiter: Select comma, tab, semicolon, colon, or ~~.

Input File: Click on the and select the file you are importing.

Run Script for Computer Fields: Select “Yes” or “No.” Within the Data Dictionary, there are a

number
of fields that are computed automatically within Provide® Enterprise. Examples of
computed fields include the “ACreateDate” (the date a document is created in the
system) and the Selector Description (the description of each document that shows
in the database views). If you wish to automatically compute these fields at the time
of import, simply leave this field set to “Yes”. If you wish to actually include the
computed fields in your import file, select “No” and make sure that you include all of
the computed fields in your import file.

Run Document Pre Save Script: Select “Yes” or “No.” There are a few documents in Provide®
Enterprise that have an associated “Pre Save Script”, meaning that prior to saving the
document completely; a script is activated to perform a specific function. For
example, when creating a Client Service Profile, there is a Pre Save Script in effect to

229



create a Client Service Profile History record. If you want the system to automatically
run these Pre Save scripts at the time of import, simply leave the field set to “Yes”. If
you do not want to run the Pre Save scripts, set the field to “No”.

Run Lookups to Reference Databases: Select “Yes” or “No.” For selected Activity imports, the

system
has the ability to lookup information in the Reference databases to ensure that data
in the import file matches information in the Reference Databases. For example, if
you are importing Procedure records, Provide® Enterprise can look to the Code Sets
Database to ensure that the CPT Codes you are importing are valid. If you want the
system to automatically Run lookups to the Reference Databases, leave this field set
to “Yes”. If not, change the field to “No”. NOTE: It is recommended that you use the
lookups to the Reference Databases to ensure data quality.

Reference Record Required: Select “Yes” or “No.”

Get Fields

After you enter the information above, click on 2 . The fields there are giong

to be imported are then indicated under “Import Fields.”

|_ Provide Enterprise - [1
(. File Find View Actions Tools Reports Windows Help

| 4 Close  [2] GetFields o Test [ lport (@ Submit lmport
Import Type [standara -
Record Type [ciient Profile -
Client Key [cient Service Profie:CSPCIentD -
Actions on Client Key Match Found [upoate -
Actions on No Clisnt Match Found [create -
Field Defmiter [Tab -
Muki-value Delimiter - -
Input File [-] C:\Users\Amanda Epping\Deskcop\Clents fimport b¢
Run Script for Computed Fisids [ves -
Run Document Pre Save Script [ves -
Run Lookups to Reference Databases [ves -
Reference Record Required [ves -

Field | AllowedVslue | Type
| |CSPClientlD Text Single
| |CSPStatus  Text Single
| |SCPClientla Text Single
| |SCPClientFir Text Single
| |SCPClientMl Text Single
| |SCPDateDfBi Date Single
| |SCPGender Text Single
| |SCPAddrDat Date Single
| |SCPStreetdd Text Single
| |SCPCity Text Single
| |SCPState Text Single
| |SCPZip Text Single
| |SCPClientHo Text Single

*

Then, click on to complete a test of your import. The results will then appear as seen
below:
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Results Iﬁ

Test Completed on First 20 Rows.

Records read from input file: 20

Records that would be saved from input file: 0
Records bypassed from input file: 0

Errors encountered: 0

When you are satisfied with your results, you have two options to complete your import. If
you

click on , the import will be completed immediately in the system. If you click on
, the import will be completed in the system overnight.

Monitoring Imports

After imports have been run, the import log contains the original import file as well as an
error file (listing any errors that occurred during the Import Process), and an error records file
(a file containing the records that caused errors during the initial import.) The Error Records
file can be used to import corrections once they have been made (either in the file itself or
the matching client files in Provide® Enterprise. It isimportant to monitor the import logs,
especially if the system is automatically importing data from another system.

To view the Import Logs, navigate to the “Imports” Views, under “View\Activity\Import
Log...”

2 Provide Entcrprise M T

File Find Actions Tools Reports Windows Help Agency

Activity ZI Access Applications Pending

Billing k Activity »

Budget Management r Adrinistrative Motes b

Client 4 AICP Payments 4

Contract Management k Appointrments »

Grant Management r Client Charges »

Inventory k Food Bank 4

Lab Import k HICP Payments »

Management k HOPWA Certifications »

Providers r Housing Assistance Applications »

Reference k By Agency
Reporting k egal bervices By Creator
Secure » MAT Medical Case Management Enrcllments By Date
Systemn Administration k MAI Medical Case Managernent Referrals By Type

[ - s

You will see all Import Logs that have been created in the system, similar to that in the figure
below:
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_ Provide Enterprise - [Activity\Import Log\By Agency]

r_ File Find View Actions Tools Reports Windows Help

dCe @3 EE DS Aol o0

Agency  Import Form Date User Mum Documents  Error Count  Import Count Status Delete
= Compass
= Contract User Setup

Compass Contract User Setup 2015/05/18  Keith Gray/GTI 54 0 54 Completed N
Compass Contract User Setup 2015/05/18  Keith Gray/GTI 9 8 1 Completed N
Compass Contract User Setup 2015/05/18  Keith Gray/GTI 54 13 41 Completed N
Compass Contract User Setup 2015/05/18  Keith Gray/GTI 9 0 5 Completed N

Click on the ® next to a given category in the view to expand that section. Once the section
is expanded, you can double click on the actual import log to open the log file. When the file
opens, it will look similar to that in the figure below.

. Provide Enterprise - [Mass Import]
) File Find View Actions Tools Reports Windows Help
|-ﬂClose Ao | e = E]'|x|35|819
[Mass Import
[ Mass Import |
Mass Form Type Contract User Setup
Import Type Mass Reference Import
Status Completed
Delim Tab
Mutti Delim —
PrimaryKey
Primary KeyMatch Update
PrimaryKeyNoMatch Bypass
SecondaryKey Maone
SecondaryKeyMatch Bypass
SecondaryKeyMNoMatch Create
RunCompute Yes
RunEverts Yes
RunLookup Yes
RunRefRequired Yes
Record Count [3
Evror Courtt [o
Record Import Count |9
Record Update Court |
Import Files Attach Save As [ Launch
IEI Compass Ready for Import bt
@ Compass Ready for Import Emor b
@ Compass Ready for ImportErorRecords b

Note: In the screenshot above, the first Import file is the original file that was imported into
Provide Enterprise.

The “Import File Error” file is the file that lists out each error that resulted from the import.
The “Import File Error Records” is the file containing all of the records that generated errors.
If you “Launch” the Import File Error file, you will see messages defining what the specific
errors were, seen in the figure below:
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(@] =] O e

File Edit Format View Help

Record Row Error Type Error Description  Result  Client Key Record Key

1 ERROR  Could not find client that matches the Key for record number  Activity will not be in
2 ERROR Could not find client that matches the Key for record number  Activity will not be in
3 ERROR  Could not find client that matches the Key for record number  Activity will not be in
4 ERROR Could not find client that matches the Key for record number  Activity will not be in
5 ERROR  Could not find client that matches the Key for record number  Activity will not be in
8 ERROR Could not find client that matches the Key for record number  Activity will not be in
9 ERROR  Could not find client that matches the Key for record number  Activity will not be in
10 ERROR  Could not find client that matches the Key for record number  Activity will not be in
11 ERROR Could not find client that matches the Key for record number  Activity will not be in
12 ERROR  Could not find client that matches the Key for record number  Activity will not be in
13 ERROR Could not find client that matches the Key for record number  Activity will not be in
14 ERROR  Could not find client that matches the Key for record number  Activity will not be in
15 ERROR Could not find client that matches the Key for record number  Activity will not be in
16 ERROR  Could not find client that matches the Key for record number  Activity will not be in
17 ERROR Could not find client that matches the Key for record number  Activity will not be in
18 ERROR  Could not find client that matches the Key for record number  Activity will not be in
19 ERROR  Could not find client that matches the Key for record number  Activity will not be in
20 ERROR Could not find client that matches the Key for record number  Activity will not be in
21 ERROR  Could not find client that matches the Key for record number  Activity will not be in
22 ERROR Could not find client that matches the Key for record number  Activity will not be in

The most common error is “Could not find client that matches the Key for record number...”.
This indicates that Provide Enterprise was unable to find a client using the key identified in
your import file. Typically, this means that the client may have an incorrect URN.

To fix this, you will need to find out who the client is from your EMR system. Once you have
figured out who the client is, you can navigate to that client’s profile in Provide Enterprise
(using one of the Views of clients or using the Find\Client function). Once in the Client
Profile, you can see the Client Service Profiles on the bottom of the “Profile — General” tab,
seen in the screenshot below:
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7 Provide Enterprise - [Client Profile For Test Client] & = - - -

_ File Find View Actions Tools

Reports  Windows Help

|| 4 Close J|.=' = Dv|ﬁEd'rt @ Create + (@ View ~ (@ Action -

Client Profile - Test Client ()

Compass - Client Services : Amanda Epping/GTI [04/28/2015]

Profile |Pnddress I Alert | Demographics I Relationships I Finances | Health Benefits | Health | RWA Eligibil'rt)rl
Anorymous Client? Mo
Mame Last * Cliert
Mame First * Tast
Mame Middle
Mame Suffix
Also Known As
Cument Gender = | Male
Birth Gender Male
33N 111-11-1111
Birth Date = 11/26/1970 2l
Provide Client 1D 1477
Eﬁﬁ TSCI1126701 B |
Status Active
EMessaging Setup
Olcay to send email? Ma
Olcay to send text messages? Yes
Cell Phone Camier ATET
Cell Phone with Area Code FIIFIIFITD

NOTE: Possibly the URN is incorrect on the import and it need to match the client’s URN in
their profile. If the URN is then corrected on the import, this client will then be able to have
services imported.

After fixing all appropriate errors, simply re-import the Import File Error Records by following
the steps at the beginning of this guide.

Contact the Provide Help Desk (provide.help@grouptech.com) should you receive other
errors during the import process.

234


mailto:provide.help@grouptech.com

Reports and Reporting in Provide

Reports Menu

From the Reports Menu you can either run a report or manage your report objects. Each of

these items is discussed below.

Run

Using the “Run” selection will allow you to run any “Stand Alone” reports that have been

added to your system. To do this, follow these steps:

e Select the Reports - Run menu as shown below:

File Find View Actions Tools

Windows Help Agency

e If you have reports that are available to be run as a “Stand Alone” report, they will be
displayed in a dialog box similar the one shown below:

Action Plan Summary
Action Plan Summary - Closed in Date Range

Action Plan Summary - Multi Program

Action Plan Summary - Opened in Date Range

Active Case Manager. 1D Physician. Primary Care Physician and Facility by Client - Served Clients
Active Cass Manager, ID Physician, Primary Care Physician by Client - Open Clients

Active Clients with Eligibility Expiring in the Next 45 Days with Contact Detail

Active Clients With Most Recent Activity Date

Active Clients With No Activity in Selective # of Days

Activity Agency Detail by Provider By Client

Activity by Provider by URN by Date

Activity Detail by Client

Activity Detail by Client URN - Multi Program

éQ
ReportGroup _ ReportName P
zxev ACCESS Application Detail with Current Medicaid States ____________________ &
Zxcv ACCESS Application Outcomes =
eV ACCESS Application Summary
zXCV Action Plan Goals Closed By Client
eV Action Plan Goals Expiring in Date Range
Zxev Action Plan Goals Open - TargetResolution in Date Range
eV Action Plan Goals Past Due by Client

L EEEERRNNN—————

1[4
e Simply click on the Report name and then click on the 4| button to

run the report.
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e Depending on the report, you may need to select your parameters. For example,
you may need to enter the dates of the report or select values from a list. To
select a value simple click on the ¢ | to move the field to your “Selected
Values.”

Enter Parameter Valu,

o -
| &

Enter End Date: End Date

€

Select the Service Category(s) to indude: Service Category
Enter ServiceCategory:

Available Values: Selected Values:

Admin: 3rd Ave Admin Bldg Flood Insurance -

Admin: 3rd Ave Admin Bldg Lawn Maintenance =1
Admin: 3rd Ave Admin Bldg Water
Admin: 3rd Ave Admin office Electricity

Admin: 3rd Ave Admin office Pest Control

Admin: 3rd Ave Admin Office Pest Control Service v

Elp ~1 )@=

Remaove Remove All

m

Select the Status of Ledger Entries to Indude: Ledger Status
Enter Status:

Available Values: Selected Values:

Billed
Paid

Paid As Billd
Pending

Rejected

Remove Remove All

OK Cancel |

e Depending on the report, you may need to select your parameters. For example,
you may need to enter the dates of the report or select values from a list. To
select a value simple click on the * | to move the field to your “Selected

Values.”
e After you have your parameters entered or selected, click to run the
report.

e **¥|tjsimportant to note that depending on the data and the date range, it
could take time for the report to generate.
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Template Reports

Reports including the HHS Outcomes, In Care Campaign, and the RSR are ran from

templates in Provide.

Creating a New Report Template

To create a new template report, you will need to go to “View — Reporting — Report

Templates — By Title or By Type”

Report Ternplates

4

ﬁ Actions Tools Reports Wi
Activity b
Administration ]
Benefits Management r
Clients 4
Contract Management 3
Lab Import [
Providers r
Reference 4
Reporting 3
Systern Administration -

By Title
By Type

From that view, click on “Create Template” and select the template you want to create.

() Create Template B

HHS Outcomes
I In Care Campaign
RSR 2014

The report template, similar to that in the figure below, will open on your screen:

Provide Enterprise - col

l’;, File Find View Actions Tools Reports Windows Help

H 4 Close %% H () Generste -

| HHS Outcomes
HHS Outcomes

Title
Service Category = [Mbula{or}r Outpatient Medical Care ']
Last Run By Amanda Epping/GTI
Last Run Date Thursday May 28, 2015 =I5
Providerfs) [
Reporting Thru Date %l s ”
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Each template report will be slightly different. For the one above, you would need to select
the providers and enter a thru date. Then, you would click on “Generate” and select what
report you would like to generate.

() Generate |+

Cutcomes Report

Client Level Report

Client Level Report with Mames
WICY Outcomes Report

WICY Client Report

WICY Client Report with Mames

Editing and Running a Saved Report Template

Once you have saved a Report Template, it is easy to access it at a later date so that you can
re-run it for the same date period or for a new date period without having to set up a new
report template.

e From within Provide® Enterprise open one of the Reporting Views, using the
navigation from the Windows Toolbar (View — Reporting — Report Template...),
similar to that seen in the figure below:

File Find View] Actions Tools Reports Windows Help Agency
Activity
Billing

Budget Management
Client
Contract Management

Grant Management

Lab Import

Management
Providers

Reference

Global Graphs
Report Templates All By Agency
All By Title
All By Type

By Title

Reporting
Secure
System Administration

»
3
»
»
L4
3
Inventory 4
»
3
3
»
»
3
»

By Type

e Aview, similar to that seen below, will open on your screen:

¢ File Find View Actions Tools Reports  Windows Help

dCse E S B0E d &8 & [d o] © CeseTemplate ~

Title Type Last Fun By Last Fun Date
Palm Beach County - RSRE RSR 2014 Paul Casper/GTI 4244015
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e Find the template that you want to run and double click on the template. It will open

up on your screen and will look similar to that in the figure below.

|, Provide Enterprise - [RSR 201:

_ File Find View Actions Tools Reports Windows Help

4 Close :g;,|= = |:|v|/9Ed'rt @ Print =

[RSR 2014
Settings | Data Sources

Use this template for 2014 and later RSRs.
Last Run By Paul Casper/GTI
Last Run Date Friday April 24, 2015 =~
Title Palm Beach County - BSR
Technical Contact Name * Test
Technical Contact EMail * Test@Test.Com
Technical Contact Phone * |555 555 5555
Technical Contact Phone Bxt
Provider(s) Palm Beach County - HIV Care Network
Client Level Output File * |CARSRbd
RSR Output File * |CARSRaaml
Start Date Thursday January 01, 2015 b
End Date Thursday December 31, 2015 -

e Click on the button to edit the report template. Enter the Agency(s) you
want to run the report, and change any other applicable fields, such as the Start and
End Dates.

e After you have filled out all applicable fields, “Generate” or “Compile Client Data” etc

depending on the report you are running

. . . . . cl
e After you are done working with this report template, simply click on the
button. A message similar to the one below will open.

Save Changes? @

Want To Save Your Changes?

[ ves || MNo || cancel |

e C(lick on the button if you wish to save the template. Saving the

template will ensure that you can re-run the export at a later date, making only the
necessary changes in the date range of the report, without having to setup a new
template.
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Contract Management

Contract User Profile Setup

In order for a PE User to be able to access any Client or Service data associated with a
given Contract the User must have a “User Profile” associated with the Contract. These
are created from the view “Contract Management\Setup Requests\User Profiles.”Then,
click on “Contract User Profile Set-Up Request. The User Profile Setup form appears as
follows:

s Provide Enterprise - [Contract User Profile Setup]

(_ File Find View Actions Tools Reports Windows Help

H 4 Close "% || «" Submit

[Contract User Profile Setup

Cortract User Profile Setup | Documentation
Status * |Pending
Requested By * Amanda Epping/GTI
Requested By Email Address
Request Type = [ v]
Agency Name = E]
Program Name [ v]
Provide Erterprise User Name = E]

Fill in the form. The combination of the fields Agency and Program Name define the
Contract that you are requesting that the User be granted access to Client and Service
data for.

When all filled in, click the “Submit” button. If the setup request passes all edit checks it
is placed in a queue for Contract Administrators to review and Approve if appropriate.
You can return to the view “Contract Management\Setup Requests\User Profile” as
shown below to check on the status of your request:

240



dCse @S B3E @ & & 5] o o [_]Contract User Profile Setup Request

Status Reguested By Agency Program zer Name

+ O 20

Open the submitted record and click ether the “Approve” or “Reject”. Once approved,
they will go into a Queue for the PE Administrators (GTI staff) to “Process”. Once
Processed the User Profile will have been created and the User will then have access to
the records associated with the Contract.

Contract User Setup

In order for a PE User to be granted access to the PE system at all they must have a valid
User account. The Contract User Setup form is used to request the setup of a new user
to the PE system, to request the replacement of an existing user with a new one
(staffing change) or to request the deletion of an existing user. To create a new
Contract User Setup, open the view “Contract Management\Setup Requests\User” as
shown below.

. Provide Enterprise - [Contract Management\Setup Requests\User]

(_ File Find View Actions Tools Reports Windows Help
4 Cose & & E% o L ‘/J}’ I@E o'a DCorrtlEld |ser Setup Request

Status Reguested By Agency Last Name First Name FE User? Part A7
& Approved
Processed
Rejected
Submitted

Click the “Contract User Setup Request” button and the form will open as shown below.

" Provide Enterprise - [Contract User Setup]

(U File Find View Actions Tools Reports Windows Help

H q Close "% ‘JSubmﬂ

[Contract User Setup

| Contract User Setup | Documentation |
Status * |Pending
Requested By * Amanda Epping/GTI
Reguested By Email Address amanda @gti.com
Request Type * ']
Agency Name * =
Provide User? = |y -
Part A User? = b
Provider Role v
Comments an

Select the Request Type (Add User, Delete Users, Replace User). Each option presents
different fields to be filled in on the form. If the setup request passes all edit checks it is
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placed in a queue for Contract Administrators to review and Approve if appropriate.
Open the view “Contract Management\Setup Requests\User” as shown below:

4 Close g] =i EE EE;] j_.] iy Jb E:|E| a'a DCnrrtlact User Setup Request

Status Requested By Agency Program Last Mame  First Mame
Submitted

Open the submitted record and click ether the “Approve” or “Reject”. Once approved,
they will go into a Queue for the PE Administrators (GTI staff) to “Process”. The User
Name and initial password for the new User will be emailed to the email address that
was entered as the “Requested by Email Address” on the Contract User Setup record.

Contract User Roles Change Request

To change a user’s roles within Provide, open the view “Contract Management\Setup
Requests\User Role Change.”

 Provde Enterprse - Cortart VaragEmentSep PV PO

(. File Find View Actions Tools Reports  Windows Help

(%= 8558005708 o [otemtees

Status Reguested By Agency User Name
= Pending
Subrmitted

Click on “Contract User Roles Change Request.” A form similar to the one below will
appear:

o e G U s Crrge I
: e

(_ File Find View Actions Tools Reports  Windows Help

| { Close &

4 Submit

|Cnrlracl User Roles Change

Contract User Roles Change | Documertation

Status * |Pending

Requested By * Amanda Epping/GTI
Requested By Email Address amanda@dqti.com
Agency Name * |

Provide Erterprise User Name - |
Current Roles

» 00

New Roles = E]
Explain reason for Role change request.

»

Fill in the appropriate fields:
e Status - It will default to “Pending” until it has been submitted.

e Agency Name - Select the agency name.
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e Provide Enterprise User Name — Select the user’s name.

e Current Roles — This will populate with the user’s current roles.

e New Roles — Click on the [-]|. The list of roles will populate. Select the additional
roles or remove other roles if needed.

e Explain reason for Role change request — Enter the reason for the role changes.

After the form is completed, click on “Submit”

Contract

The Contract record defines the funds allocated to your agency to provide a defined set of
services over a given time period. A “Line ltem” budget is required and once defined and
approved by the State, you are limited by the PE system to billing the State under the
Contract to the specific budget limits defined at a Line Item level. To see a list of your
Contracts, open the view “Contract Management\Contracts\By Status” as shown below:
_ Provide Enterprise - [Contract Management\Contracts\All By Status]

r_ File Find View Actions Tools Reports Windows Help

O @S B33 d@ @ & (A 5 g o [ Creste Contract
Status Agency Start Date  End Date  Amount
In Progress

An “Open” Contract is one that the state has set up and is ready for you to enter the
Line Item budget. The Contract budget must be set and the Contract Submitted to the
State for review/approval before you can begin to generate and submit reimbursement
requests. To set the Contract budget, open the Contract record.

The Contract budget is defined by setting projected units or amounts on the individual
Line Items. You can open each Line Item on that Funding Source individually to set the
Amount or Budgeted Units. All the Line Items on the Contract can be seen by selecting
the Line Items tab on the Contract as shown below.

4O % |== O v‘ (© Create Document 7 Submit to State

[contract

[ Wain [ Funding Sources |} Lin ftems { Cortract Documerts |

All Contract Funding Source Line tems

A S 2y 3 a9 [ g [t UnitCourts ] Set Budget Amounts
Funding Source  FFS  Admin Planning Core Bulk _ SetUnitRate  UnitRate  Budgeted Units  Amount  Target Pop

CDC - e Mo o' NoNo Ves Isi00 z
Contractual Services | Counseling Testing and Referral - HCV GRF Yes No No No Mo Yes £1.00 0 £0.00 Non Targeted
Contractual Services | Counseling Testing and Referral - HIV GRF Yes Mo No No Mo Yes $1.00 0 $0.00 Non Targeted
Contractual Services | Counseling Testing and Referral - HIV GRF Yes | No No No Mo Yes 510,00 0 $0.00 HIV+ Adult Hispanic MSM
Contractual Services | Counseling Testing and Referral - HIV GRF Yes Mo No No Mo Yes £10.00 0 $0.00 HIV+ Adult Non-Hispanic Black]
Contractual Services | Counseling Testing and Referral - Syphilis |GRF Yes Mo No Na Mo Yes $1.00 0 $0.00 Mon Targeted

4| n 3
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Reimbursement

Once a Contract has been approved by the State, the Reimbursements tab will appear on the
Contract form and Reimbursement Requests can be generated by clicking the “Create
Reimbursement Request” button.

q Close % & = [~ @ Pint ~

| Contract

Mam ‘_VFunding”Srﬁurces'fﬂLriné'IVt'éms ‘IVPVrovide:t’ontréc'trsi Reimbursements irtohtfaét'[r)dcumenté
Reimbursements

) [

29 53 9w A a5 o [ Create Reimbursement Request

Status Status Date  Amount

B Approved
# Pending

Note that only one active (Pending or Submitted) Reimbursement is allowed at a time for
each Contract.

] Create Reimbursement Request |

To Create a “Reimbursement Request” click on |

. File Find View Actions Tools Reports Windows Help

4 Close "% H ) Save

|Contract Reimbursement

Main | Billable Line tems | Unbillable Line kems | Documents
Reimbursement Request Status Pending
Contracted Agency FoundCare
Reimbursement Thru Date = G2l
Prepared By Amanda Epping
Prepared By Phone (414) 4540161
Prepared By Email
Processing Log

Enter the Reimbursement Thru Date. The Reimbursement Thru Date will automatically
adjust itself to the last day of the month. Enter or update the three “Prepared By”
fields. These will appear on the printed Reimbursement report. Click the Save button
and then click on the Billable Line Items tab.
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_ Provide Enterprise - [Contract Reimbursement]

(_ File Find View Actions Tools Reports Windows Help

H 4 Close & H @ Save +” Reconcile « Submit & Unreconcile (@ Print =

| Contract Reimbursement

Fee for Service Line tems

2 S By [ d & [d gl 5 open Adivity Open Cliert

“endor Service Category  Service Name  Status  Eligibility Date Amount  Quantity Funding Source

" Reconcile

e To pull your services in the reimbursement, click on . While the contract

reconciles, you will not see anything happen on the screen. However, when the
reconciliation process completes, a dialog box will appear telling you how many ledger
entries were generated, similar to that in the figure below:

Reconcile Results E'

208 Ledger Records Created,

e |f additional services are created and you want them to be added to the reimbursement,

¥ Unreconcile ¥ Reconcile

you will need to click on . Then, you can click on again to pull
the new and additional services into the reimbursement. While the contract reconciles,

you will not see anything happen on the screen

Billable Line Items Expenses

On the billable line Items tab of the Reimbursement to view any Expense or Fee for
Service entries that will not be included on the Reimbursement.

4 Close :)".:l = Elv‘eﬂemove @ Pint v

| Contract Reimbursement

Main | Billable Line ttems | Unbillable Line tems | Documents|

Fee for Service Line ftems

ﬁ =] :-51 EE; 5. Qe ,/’:’ _'J Ié_:|E| Open Activity Open Cliert

Wendor  Service Category Service Name Status Eligibility  Date Amount Quantity Funding Source
Compass Early Intervention Services Face to Face Encounter Submitted Mot Eligible 2015/05/02

Compass Early Intervention Services Face to Face Encounter Submitted Mot Eligible 2015/05/04 50.00 2 Ryan White MAI

Unbillable Items
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Click on the Unbillable Line Items tab of the Reimbursement to view any Expense or Fee
for Service entries that will not be included on the Reimbursement.

_ Provide Enterprise - [Contract Reimbursement]

_ File Find View Actions Tools Reports Windows Help

‘\] Close @v‘ = = |:|V‘@Remove © Print ~

|Contract Reimbursement

Unbillable Fee for Service Line tems

BN N N A Open Unbillable Activity Open Unbillable Clisrt

Wendor Service Category  Service Name  Reject Reason  Date Amount  Quantity Funding Source

Common reasons Fee for Service Line Items may be marked as unbillable include the
client not being Eligible for the service, the Line Item Cap being exceeded or the
Provider Contract not being in a status of Open. The Line Item Cap being exceeded
means that billing the Amount of this ledger record would put the total amount billed to
the Provider Contract Line Item over the amount of money allocated to the Line Item. A
Contract Amendment would need to be completed to move additional money into the
Line Item in order to bill for the service.

Submitting the Reimbursement

Once all the desired Expense records have been created and the Fee for Service records
Reconciled and reviewed, the Reimbursement can be taken through the Submittal

process. Click on . This will submit the record to the County

The County has three options when reviewing a Reimbursement Request. It may
Approve, Return or Reject the request. Returning the request sets the request status
back to Pending.

The County may decide to reject the request. The request cannot be altered or
resubmitted, though a new Reimbursement Request can be created. In the unlikely
case that the State outright Rejects a Reimbursement Request, they will provide
additional information as to why the request was rejected on the Documents tab of the
Reimbursement.
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Palm Beach County

Open Client Request

When an agency request a client to be open to them, Palm Beach staff will review the
request and approve or reject the request.

To view an open client request, click on “View- Administration -Open Client Request- All by
Status” or “By Status” as shown below:

View | Actions Tools Reports Windows Help

Activity 3

Adrninistration 2 Eligibility Overrides

Eenefits Management 2 Open Client Requests
Clients 4

Contract Management 2

Lab Import 3

Providers 4

Reference 4
Reporting *
System Administration r

If you select “All by Status,” you then can view the client request that are “Approved,” “In
Progress,” “Rejected,” and “Submitted.”

SETTITTECELSL ST e aw

(.:5 File Find View Actions Tools Reports Windows Help

d0e @3 2EE S, QA o

Status Requesting Agency Requested Last Name First Name Ml 55N DOB Gender

-
In Progress
Rejected

Submitted
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By clicking the ' , it will expand each view. In the “Submitted” Section, it will list the agency
who is making the quest and the client name. Double click on the client to open the request.
The client, request, and attachments will then be displayed for you review. After reviewing
the request, you can select “Approved or Rejected.”

", Provide Enterprise - [Open Clien@] “_1

r_ File Find View Actions Tecls Reports Windows Help

4 Close ¥ |&= = Dv|ﬁ?ﬁppmved +” Rejected (D Print -

You will then fill in the appropriate response information (many fields will automatically
populate) and you will need to type in a rejection reason (if the request was rejected).

Approving User Profile Setup

If the setup request passes all edit checks it is placed in a queue for Contract
Administrators to review and Approve if appropriate. Open the view “Contract
Management\Setup Requests\User” as shown below:

4 Close ﬂ = _:._51 Eaé . .j"'" _,1 :IIJ a'ae JCnrrtlact Izer Setup Request

Status Requested By Agency Program Last Mame  First Mame
Submitted

Open the submitted record and click ether the “Approve” or “Reject”. Once approved,
they will go into a Queue for the PE Administrators (GTI staff) to “Process”. The User
Name and initial password for the new User will be emailed to the email address that
was entered as the “Requested by Email Address” on the Contract User Setup record.

Approving Contract User Profile Setup

In order for a PE User to be able to access any Client or Service data associated with a
given Contract the User must have a “User Profile” associated with the Contract. These
are created from the view “Contract Management\Setup Requests\User Profiles”. Then,
they need to be approved by a County Employee. In the view, double click on a
“Submitted” user profile.
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s Provide Enterprise - [Contract User Profile Setup] -

(_ File Find Wiew Actions Tools Reports Windows

Help

|<J[]ose \}‘|<=l —=h Dv|ﬁEd'rt «” Bpprove o Feject

[Contract User Profile Setup

Contract User Profile Setup | Documentationl

Status * | Submitted
Regquested By =
Requested By Email Address

Request Type * | Add User
Agency Name =

Program Name

Provide Enterprise User Name CM Test

Amanda Epping/GTI

amanda@gti.com

PBC Health Care District

Cliert Services

Profile

Open the submitted record and click ether the “Approve” or “Reject”. Once approved,
they will go into a Queue for the PE Administrators (GTI staff) to “Process”. Once
Processed the User Profile will have been created and the User will then have access to

the records associated with the Contract.

New Agency Program Setup
For every Agency that is funded to services an

Agency Setup record is used to submit a

request to complete setup of all of the required records to activate the Agency.

To create a new Agency go to View — Contract
J Contract Agency Setup Request

Program. Click on
shown below:

(_ File Find View Actions Tools Reports Windows Help

Management — Setup Requests - Agency

. A screen will appear similar to the one

et Erapre—Cantct A e

4 Close "I H £ Save o Submit

|Coﬂladﬂgerw5dw

Contract Agency Setup

Status
Reguested By

* |Pending
* Amanda Epping/GTI

Requested By Email Address
Agency Mame

lamanda &g

ti.com

Provide Enabled Agency?

"

=

Street Address 1
Street Address 2
State

County

City

Zp

Phone

Web Site Address

FL
Palm Beach
West Palm Beach

L )

-

E Message Recipient 1

E Message Recipient 2
Emplayer 1D Number - EIN
DUNS Number

Contact Name - Last
Contact Name - First
Contact Title

Contact Phone

Contact Fax

Contact Email

-
-

GO «
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Fill in all required fields
*Key fields to be careful selecting are noted below:
e Agency Name - Always first use the Ul button to see if the Agency you are trying

to set up is already set up in PE (e.g. you are actually adding a new
Region/Provider Type program for the Agency). If the Agency name does not
appear in the selection dialog then manually enter the Agency Name.

e Program Type - Select the program name

Next select the “Associated Users” tab and fill in the fields on that tab.

o irepree - Conie ey e T

(. File Find View Actions Tools Reports Windows Help

4 Close "3 H £ Save & Submit

|Codmdﬂgency$elw

Contract Agency Setup | Associated Users

Existing PE Users to create a User Profile for this Agency/Program

»

User Setup Requests
H S By E; Sl & S (d %J _] Contract User Setup Request

Status  LastName  First Name

If any Users that are to be set-up to have access to records entered under the new
Agency/Program are already set up in Provide Enterprise as users. If so, you can select
them in the first field above using the Ul button on the upper right hand corner of the
field.

If there are new users that need to be set up use the Add User Setup Request button to
create user Setup Request records for each.

After completing the form click the “Submit” button. It will go into a Queue for the PE
Administrators (GTI staff) to “Process.”
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Approving User Role Change

If users’ roles need to be changed, a user role change record is submitted. These are
created from the view “Contract Management\Setup Requests\User Roles Change”.
Then, they need to be approved by a County Employee. In the view, double click on a
“Submitted” user profile.

Provide Enterprise
¢ File Find View Actions Tools Reports  Windows Help
4 Close @ S [E & ,‘E’:'T: f @ EEE a DCuntrac:t lUser Roles Change Request

Status Requested By Agency User Mame
Pending

= Submitted
|Submitted Lee Godgluck/GTIl AlDS Healthcare Foundation Amanda Epping/GTI

Open the submitted record and click ether the “Approve” or “Reject”. Once approved,
they will go into a Queue for the PE Administrators (GTI staff) to “Process”.

Approving Insurance Enrollments

The County will need approve Insurance Service Enroliments that have been submitted
to the County. The “submitted” insurance enrollments are in the view “Benefit
Management\Insurance Services Enrollment \Submitted to County”.

View . Actions  Tools Reports  Windows Help
Activity 3
Administration 2
Benefits Management r ADAP Premium Assistance Enrellments [
Clients » Insurance Services Enrollments 4 All By Status
Contract Management [ Payment Request Batches [ Currently Enrolled
Lab Import b Payment Requests Approved to Pay Enrollment Requested
Providers [ Payment Requests Submitted Submitted to County
Reference b Premium Client Payment Due
Reporting [ Premium Client Payment Overdue
System Administration » Premium Payment Batches b

Premium Payment Due
Premium Payments Approved to Pay

Premium Payments Pending

A screen similar to below will appear:
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| Provide Enterprise - [Benefits ManagementiInsurance !Ervices—@
r) File Find View Actions Tools Reports  Windows Help

4| Close ﬂﬁ%ﬁ%:ﬂigﬁélﬂ

Date Submitted  Program Type Last MName  First Name Ml
2015/05/28 ACA Insurance  Gray Keith
2015/04/02 ACA Insurance  Begala Paul T

In the view, double click on a “Submitted” Enrollment.

_ Provide Enterprise - [Insurance il th

(J File Find View Actions Tools Reports Windows Help
‘q Closs -‘,-*;'v|: - Q'|QfEan o Dery @ Create » @ View ~

Insurance Services Enrollment - Keith Gray ()
Compass - Client Services -_Keith Gray/GTI [05/28/2015]

Insurance Services Ervoliment | D |

Status Submitted to Courty

Premium Payer * [Compass

Date Requested wrsday May 28. 2015 ==
Date Submited [ Thursday May 28, 2015 =B
Program Type * | ACA Insurance

ACA Application 1D

Health Plan Carrier = [UnitedHealthCare of Floida

Plan Name * United Healthea Sliver Compass 4000

Member/Subscrber D = 456456456

Premium Payment Due * [Monday June 15,2015 =
Grace Period (# Days) =[30

Premium Assistance Coverage Start Date * [Monday June 01, 2015 =]
Premium(s) Overdue At Enrolment? * o

Payee Name * | UnitedHealthCare of Forida

Payee Vendor ID

Payes Street Address 1 * 1445W. Wayward

Payes Street Address 2

Payes City * West Pam Beach

Payes State =70

Payes Zp * 333333333

Payee Phone e

Payes Payment Method * [Check

Payment MEMO Line Type * | Cliert Name - Member 1D

Premium Amourt = [s400.00

Premium Amourt - Suppart Partion * (837400

Premium Amourt - Client Portion 526,00

Cliertt Payment Method * |Check to Payer

Payment Cycle * | Monthiy

Review the requested enrollment record. Click on the to approve the

enrollment or click on to deny the to deny the application. If denied, select the
reason for denial and click on “Ok.”

Approving Reimbursements

The County will need approve reimbursements that have been submitted to the County.
The “submitted” reimbursements are in the view “Contract
Management\Reimbursements\ All Submitted.”
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View | Actions Tools Reports Windows Help
Activity »
Administration J

Benefits Managerment r

Clients J

Contract Management J Billing Rates

Lab Import » Contract Agencies

Providers r Contracts r

Reference [ Reimbursements 2 All By Status
Reporting L Setup Requests 2 All Submitted

Systern Adrninistration By Status

A screen similar to below will appear:

Provide Enterprize -
¢ File Find View Actions Tools Reports Wi

40 @39 E O L & [A o 8

Agency  StatusDate  Reimburse Thru  Amount
= Compass
Compass 20150827 2015/08/31 &0.00

In the view, double click on a “Submitted” Reimbursement.

| Provide Enterprise - [( ct Rel ey

) File Find View Actions Tools Reports Windows Help

‘4{:05& R | Qv‘vﬁaum o Mpproved o Rejected (@ Print ~

[Contract Reimb nt

¢ liain "1 Bilable: Line kems | Unbillable Line kems | Documerts |
Reimbursement Request Status |S|.|brn'rt'led .
Cortracted Agency Compass
Reimbursement Thru Date: |Sunday May 21, 2015 ="
Prepared By Keith Gray
Prepared By Phone (414) 4540161
Prepared By Email
Submitted Date Wednesday May 27, 2015 ==
Submitted By Keith Gray/GTI
Processing Log
5/27/2015 1:35:56 PM - Submited By Keith Gray N
5/27/2015 1:35:51 PM - 15 Ledger Records Created By Keith Gray

Review the reimbursement. The “Billable Line Items” will list the services that are being
billed and the “Unbillable Line Items” will be a list of services that are not being billed.
The “Documents” tab will include any documentation the agency provided.
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Click on the [¥_"#P oved to approve the reimbursement or click on Sy to reject
the reimbursement. If you do reject the reimbursement, you will receive the warning

below:
Reject Warning u

Rejecting this Reimbursement will permanently reject all line items on the
Reimbursement.
Do you wish to continue?

Ves | Ne |

Click on “Yes” to continue.

" Retum

If you want to return the reimbursement to the agency, click on . You will then

be prompted to enter a “Reason for Return” and then click on “Ok.”

If you click on “Print,” you can also print the reimbursement request.

Approving Eligibility Overrides

The County will need approve overrides that have been submitted to the County. The
overrides that are pending review are in the view “Administration \Eligibility Overrides\
All Pending Review.”

View | Actions Tools Reports Windows Help

Activity 3

Administration k Eligibility Overrides All By Status
Benefits Management » Open Client Requests All Pending Review
Clients r

Contract Management k

Lab Import k

Providers k
Reference k
Reporting k
Systern Administration k

A screen similar to below will appear:
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(_ Provide Enterprise - [Mnini@

. File Find View Actions Tools Reports Windows Help

qCose |8 S By @3 4 & &[4 af o Mak Approved

Agency RW ClientID  LastMame FirstName M|l Service Category Eligibility? Date Start  Date End
ompas & z = enta Ed = E5 gible 0 0403 0 D02
Compass 1477 Client Test Early Intervention Services Mot Ehgible 2015/05/001  2015/08/22

In the view, double click on one of the records.

Z_Prmride Enterprise - ibi 1
¢ File Find View Actions Toals Reports  Windows Help

";‘}‘c:- = Qv|xne|e¢e « Approve  + Rejected

H 4 Closs

Higibility Override : Test Client ()
Compass - Client Services - CM Test [05/22/2015]

Eligibility Ovemide
Status * | Requested
Hligibility Setting * | Not Eligible
Service Category * | Early Intervertion Services
Date Start * | Friday May 01, 2015 =ik
Date End * | Frday May 22, 2015 =k
Ovenide Request Reason Test overide eequest -
Support Doc Attachment Type Image
Images
< Attach Save As
| Coe—

Review the request.

Click on the to approve the Eligibility Override or click on ¥ %5e=d | ¢4

reject the Eligibility Override. If you do reject the reimbursement, you will need to enter
the reject reason and any noted. Then, click on “Ok.”
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