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Data Work Group Meeting Summary
6/27/14

Pending questions and discussed topics:

CBH Data team stressed their desire goals for FY14/15 which consisted of improving provider
communication, reaching provider expectations and reiterated the need for the data work group
meetings in order for the entire network to be on the same page. Also discussed during the meeting
was the updates of Attachment One’s requirement of an automated “Wait List” and “Bed Census” which
the data team plans on releasing in the coming months. Pending items and/or concerns are as follows:

Exception Report - issues and corrections (ETA)
e Concerns with the admission and discharge portion of the report
e Inconsistency
e Report will be analyzed by the data team and an update on the matter will be sent out to the
provider network

BARC {Daryl) - SA primary, secondary and tertiary list update (ETA)
e Daryl asked of when will the 155-2 requirements be updated within the portal

® The Data team needs to work in accomplishing these requirements and will get back to the
network with a realistic updated date

Cari (Spectrum)- SFBHN Data has been coded with OCA changes. Can we use it for a test run to compare
her outcomes to our current OCA upload outcomes? This discussion needs to take place with Jon and
communication will be sent back to Cari. This is something the effects CBH and BBHC and not the
provider network. (Pending)

This was also [part of the answer Kris Loomis was looking for when she asked if CBH was already working
on “Mod 4’s”. The answer is yes, we are also working with DCF in getting all validation issues corrected.

Over Lapping Services- Do we currently except over lapping services within the portal? Andy has a
created a Change Request for this enhancement and an ETA will have to be communicated to the
network as soon as we receive it.

New contracts numbers — The question was asked if the provider would be getting new contract ID
number within the portal for the 14/15 FY. The answer was yes and we are working with our
development team to achieve this by the next data upload of 7/10/14 an update on this date will also
have to be sent out to the network.

Release Priority List — The questions was asked if the CBH release schedule is updated with prior list (one
provider asked if it was an extended list from Andrew M’s list) and does it take those pending items into
consideration? We will need to review as a team and send out communication to the network as well.
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Portal Training

Objective

* What isthe Provider Portal?
* How do | get access?

* How do | navigate?

* How do | upload data?

* Glossary of Terms

I What is the Provider Portal? I

The Provider Portal is a real-time system that
allows DCF, MEs and Providers to submit and
report all Pam 155-2 and invoicing Data to the
ME in a Self-Serve model.
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How do | get access?

* To gain access to the Portal you must first have
a Data Base Access Request Form on file.

* You must also take the current HIPAA and
Security trainings given to us by DCF.

To get the Data Base Access Request Form, please send
an email requesting it to

itrequests.sefbhn@concordiabh.com

Or, go to http://www.myflfamilies.com/service-
programs/substance-abuse/pamphlet-155-2 at the
bottom of the list choose Database Access Request and
Security Awareness Form

¢ The form is in Word format. Please fill it out using
Word. The only handwriting on the form should be
signatures.
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€2} SECURITY AGREEMENT FORM




I Section1 & 2 I

Section 1- ALL fields must be filled out with the
exception of the following two.

« User SSN (only required if requesting IRAS)
* Fax number {optional)

Section 2- You may not have the person
requesting access be the supervisor on the form.

—

Section3 & 4

¢ Section 3- Select the SAMH box for Portal
Access. If you need IRAS Access click on the
IRAS box as well

* Section 4a- Only put an X on Sub-Contractor
Staff.

« Section 4b- If you are requesting IRAS access
only, select Incident Coordinator.

I Section 5 & 6 l

» Section 5- At least one box must be marked

+ Section 6- Type in the dates you completed
the Security and HIPAA training. Then sign
and date the bottom of the form.
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@ Concardia

Security Agreement Form

* At the top of the page above Employee
Name/Organization, please type in Employee
Name and Supervisor Name. Do the same at
the bottom of the form.

 Print both sheets of the Database Access
Request Form and sign where required.

The next step to gain access to the portal is to
take the Security and Awareness Training and
the HIPAA Training. This training must be
current and have 2013 (or current year) at the
top. Every year DCF puts out a new training and
everyone will have to take the trainings over
again. We will let the providers know when this
happens. Below we have examples of the
trainings starting screens.

a Concordin
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After each of the trainings you will receive a

certificate. Please fill them out and print. Below
is what a filled out and ready to print certificate
looks ike.
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You should now have the following completed and signed
documents;

L
2.
3.
4.

Database Access Request form

Security Agreement form

Certificate for the Security and Awareness Training
Certificate for the HIPAA Training.

Please scan and attach above documents to an email and

send to itrequests.sefbhn@concordiabh.com
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” If you only requested Portal access you will II

receive a Secure email with your login
information within 48-72 hours.

Concordia will forward the IRAS/SAMH/TANF
requests to DCF. We will forward the login
information to you as soon as we get an email
back from DCF.

‘Conr.:ordu

How do | navigate?

Once you received your login information go to
the portal login website by clicking on the link
below.

https://medical.iossolution.com/application/login




At the bottom of any page within the Provider Portal you
will find the following fields:

Upload document- Aliows you to upload documents
Dashboard- Takes you to the Provider Portal home screen

Data Entry- Allows the manual process of inputting data
into the Provider Portal

Merge Demographics- Allows the merging of demographic
information

Dashboard

Once logged in, you will be at the home
screen (you can always come back to this
screen by clicking the Dashboard button at the
bottom).

From the home screen you can click your
provider name to see all files that have been
uploaded.

This data will appear to the right of the screen
and will be broken up by type of data.
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To the right of the home tab you will find seven
additional tabs.
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I_ Dashboard: Charts Tab I

The Charts tab will color code all data uploaded
by chapter, and will allow you to select a date
range to view.

l Dashboard: Reports Tab I

* The Reports tab will allow you to run
commonly used pre-defined reports.

* There are three sub sections under reports,
Mental Health, Substance Abuse, and Others.




Reports Tab Continued

For the first two subsections, the parameters are as follows:
1. Begin date should always be the beginning of the current fiscal year.

2. End date should always end at the end of a month.

3. Only select active {uncheck inactive )

4, Either select Check All, Uncheck All, or individual reports
S. Click the filter button to run the report

5. Click the export button to export current report to excel

7. Open download to get an exported report with excel.

- ¢ uEas
-

Reports Tab Continued

» For the Other subsection, the parameters are
the same, with the exception of the report
itself.

» This subsection allows the ability to pull all
data uploaded for a date range, and provides
a quick count of each type.

* The report field either allows all data to be
pulled, or only those with re-admitions.
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Dashboard: 155-2 Export Tab

The 155-2 Export tab will allow you to export all
data from a chapter either through a text file
(Pamphlet 155-2 format) or comma delimited
(flexibility to open with excel and manipulate).

I Dashboard: 155-2 Error Report Tab I

» The 155-2 Export tab provides a graphical
error report. This provides a quick and easy
way to see what kinds of errors you currently
have.

* A date range can be selected. And you can
remove specific types of errors by simply
clicking on them.

4 Concordin
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Dashboard: File History Tab

» The File History tab will allow you to view
uploaded and downloaded files by the
provider.

» There are two sub sections under file history,
one for uploads and one for downloads.
(Reports that are too large to immediately
populate the screen will be found under
download)

I Fi|e History Ta! Continue! l

Regardless of the sub section you choose, the
parameters are as follows:

1. The date range is for whenever a file was
uploaded/downloaded.

2. Either select Check All, Uncheck All, or individual
chapters to filter out.

3. Errors found in record.
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Dashboard: Errors found in record

When you click on the error icon within the File
History report, you will download a text file.
From this text file you will be able to determine
exactly what and where the issue is.

Dashboard: Ad-Hoc Reports Tab

The Ad-Hoc Reports tab will allow you to run
reports across all data points uploaded into 10S.
This pulls data with such flexibility that you can
pull any type of report that you see fit.

@ 1Concordla f a 3
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Ad-Hoc Reports Tab Continued

To run an AD-Hac Report, go through the following elections in erder:
1. Pamphlet 155-2 chapter your data points reside.

2. Either select Check All, Uncheck AY), or individual columns of data.
3. Specific data point to look for through a filter.

4. Candition of when to pull a data paint.

5_Variable applying to the condition of when to pull a data point.

6. Add/remove a filter.

7. Optional sort feature.

8. Submit request

9. Export report

6/30/2014
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Dashboard: Exception Reports Tab

The Exception Reports tab is used to view
uploaded files that have been flagged as having
errors. It also provides the option to-narrow
down to a specific type of error.

Exception Reports Tab Continued

To run an Exception Report, go through the following elections:

1. Select which exception type you are looking for

2. Select both active and inactive contracts as a breakdown will be provided
3. Click the filter button to run the report

4, Click the clients served number to see the list of clients

5. Click the Without Outcome number to view the individual profiles with
issues (this list can also be exported).

6. Click on the refresh button to update the report with any records that you
may have recently changed.

6/30/2014
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How do | Upload Data?

» To upload data to the provider portal you
must first ensure a thorough understanding of
what data points need to go in first and which
data points tie to each other.

« Please use the following flow chart and link to
the 155-2 DCF pamphlet guidelines for your
review:

P L | e
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Upload Document

When you click on upload document you will be
taken to the File Uploader section. Here you will
have access to the following:

« 1. Folders available in the Provider Portal

« 2. Select the folder you want to add a document
to

« 3, Submit document to be uploaded

Data Entry

When you click on data entry you will have access
to the following views to manually add data:

« 1. Tabs for each 155-2 specification

¢ 2. Data input area

» 3. Click to submit record

o 4. Error feedback area.
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Patient Search

At the top right of any screen in the provider
portal you can you use the search feature to
look up a patient.

S— >
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Patient Search Continued

When a search is ran on a patient, data from all
chapters regarding the patient will be broken up
and populated:

1. You can manually enter data for the client here

2. When clicked, each section will populate all data
gathered in the provider portal pertaining to the
section and the client
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Merge Demographics

When you click on merge demographics you will
have access to the following:

+ 1. Input the incorrect demographic information

+ 2. Input the correct demographic information

3. Click to merge

@iCongordia T oe@
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Terms

Below are a few terms regarding the Pamphlet 155-2 that when abbreviated, may be
difficult to recall its definition.

+  CAC: Acronym for Customer Assistance Center in Tallahassee that is used by the
department to troubleshoot problems from various data system users.

+  CSA: Acronym for Communication Service Authorization, which is a standard form
used by SAMH data system users to register and subscribe for VPN services.

«  DSM-IV: An acronym for Diagnostic and Statistical Manual of Mental Disorders,
Fourth Edition.

¢ HCPCS: An acronym for the Healthcare Commeon Procedural Coding System
federally used by the Center for Medicaid and Medicare Services to define the
HIPAA procedure codes and modifiers.

*  ICD-9-CM: An acronym for ional CI ication of Diseases, Edition 9, -
Clinical Modification. Used for the reporting of the primary and/or secondary
diagnosis of individuals.

6/30/2014

Terms Continued

«  PDMHI: An acronym for Policy Integration and Information Systems
section within the central SAMH Program Offices in Tallahassee. This office
is responsible for management of the SAMH data system.

«  SAIS: An acronym for the Substance Abuse Information System (formerly
known as SISAR).

+  SAMH: An acronym for Substance Abuse and Mental Health.

+  SAPTBG: An acronym for Substance Abuse Prevention Treatment Block
Grant.

»  SISAR: An acronym for State Integrated Substance Abuse Report.

+  §SL: An acronym for Secure Socket Layer, which is a secure means to
connect to the state Intranet Firewall for transmitting data files or doing
on-line data entry.

« TANE: An acronym for Temporary Assistance for Needy Families.

+ TASC: An acronym for Treatment Alternatives for Safer Communities.

18
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