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Document Revision History

Date Release Description

6/14/2016 4.6 e Added new section for managing Announcements

10/15/2014 4.01 Added Edit Reason mgmt. section

5/13/2014 4.01 Added new steps for managing via Property Administration:

e Municipal claim denial reasons

e The user roles authorized to Modify an 'Approved' MDE
(Unsubmit MDE)

e The earliest allowed 'Effective Start Date' for Case Reactivation

e The User Roles that can reactivate a closed IFSP or SA

e The User Roles that can perform edits on a reactivated IFSP or
SA

e The User Roles that have 'EIO/D' Privileges

6/4/2012 1.6 e No changes

10/24/2011 1.5 e No changes

6/28/2011 1.4 Moved User Account Administration topic to Unit 10 — Municipal
Administration.

3/28/2011 1.3 e No changes
1/31/2011 1.2 e No changes
11/22/2010 1.1 e No changes
10/1/2010 1.0 e October 2010 NYEIS launch.
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System Administration

Unit Overview

System Administration provides an overview of the configuration and setup
features that allow the system to run effectively. The Administrative functions
are the responsibility of both the Municipality and State Administrative roles.

The Municipality Administrator will be responsible for managing and setting up
their Users as well as any Provider Users that deliver services in their
municipality.

The State Administrator will be responsible for managing and setting up State
Users. The State Administrator is also responsible for maintaining the Code
Tables, including ICD Code Tables, DME Code Tables and Rate Tables, loading
templates, and configuring the User Roles that are allowed to reactivate closed
cases or modify/amend reactivated cases, as well as setting the earliest allowed
date for case reactivation.

NYEIS is a centralized System. The Administration features such as Code
Tables, apply to all Municipalities.
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SECURITY

User security profiles are defined by a hierarchy of secured elements called
Security Identifiers (SIDs). These SIDs are the building blocks to a User's
security profile. They are used to secure business functions, fields on a page and
programs offered by the organization, including products, service plans and
appeals.

The Security Configuration of the System is setup prior to System Launch.
Maintenance of the security configuration will not be performed by the
Municipality Administrator. The Municipality Administrator will only need to
select the Level of access (user role) for each User.

Creating Security ldentifiers

A Security Identifier (SIDs) represents a protected resource. Every secured
element is given a SID that is unique across the entire system. SIDs can be
assigned to business processes, to specific fields in the system and to the
programs offered by the organization.

Important Information
Security Identifiers are created by the application development team through a
simple script as new functionality/security is added to the System.

1. Display Administration Home page.

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Security from the Navigation Bar. Security Roles page displays.

New Publish

Action Role Name
View ADMINROLE

View CASEWORKERROLE
View DOH_AuditUnit

View DOH_BET_All

View DOH_DataAnalysis
View DOH_FiscalMgr

View DOH_FiscalunitStaff
View DOH_Mgmt

View DOH_OITPM

View DOH_ProgramMgr
View DOH_ProviderApproval
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4. Click Security Identifiers from the Navigation Bar. Security Identifiers
page displays.

Security Identifiers g
(_New SID ] [ New Function SID ) [_Publish )

Action Name Tvpe
View | Edit Activity.acceptinvitation Function
View | Edit Activity.cancellnvitation Function
View | Edit Activity.cancelRecurringOrganizationActivity Function
View | Edit Activity.cancelRecurringUserActivity Function
View | Edit Activity.cancelStandardOrganizationActivity Function
View | Edit Activity.cancelStandardUserActivity Function
View | Edit Activity.createRecurringOrganizationActivity Function
View | Edit Activity.createRecurringUserActivity Function
View | Edit Activity.createStandardOrganizationActivity Function
View | Edit Activity.createStandardUserActivity Function
View | Edit Activity.createUserActivityWithDefaults Function
View | Edit Activity.inviteAttendeeToRecurringActivity Function

5. Click one of the following:

New SID button. Create Security 1D page displays.

Create Security ID

Name: |

Description:

Type: Field -

( save ][sSave & New ][ Cancel |

Or

New Function SID button. Create Function ID page displays.

Create Function ID 2

Name:

Description:

Function: Q0

[ save )(Save & New ] [ Cancel ]

6. Enter information in the Details section by pressing the Tab key to move
from field-to-field.

7. Click Save button. Security Identifiers page displays.
Or

Click Save & New button to save current identifier and create a new
identifier.
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8. Click Publish button from the Security Identifiers page to update Security
Identifiers. Publish Security Changes page displays with the following
message, Are you sure you want to publish any changes made to security?
Click Yes button.

Notes:

e Todisplay SID detail, click View link under Action column from the
Security Identifiers page. Click Delete or Edit button to change SID.

e Toedit SID, click Edit link under Action column from the Security
Identifiers page.

Creating Security Groups

A Security Group is the grouping of Security Identifiers (SIDs). This Level in the

security hierarchy allows an administrator to group the large number of SIDs into

a smaller number of manageable groups. Any Users who have a specific Security

Group assigned to their security role will have access to all the resources

represented by the SIDs belonging to the Security Group.

1. Display Administration Home page.

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Security from the Navigation Bar. Security Roles page displays.

New || Publish |
Action Role Name
View ADMINROLE
View CASEWORKERROLE
View DOH_AuditUnit
View DOH_BET_AIl
View DOH_DataAnalysis
View DOH_FiscalMgr
View DOH_FiscalunitStaff
View DOH_Mgmt
View DOH_OITPM
View DOH_ProgramMgr
View DOH_ProviderApproval
View DOH_ProviderMonitoring
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4. Click Security Groups from the Navigation Bar. Security Groups page

displays.

Security Groups

Action Name

View | Edit ADMINGROUP

View | Edit BASESECURITYGROUP
View | Edit CASE_Appealall

View | Edit CASE_AppealView

View | Edit CASE_CFR_AIl

View | Edit CASE_CFR_View

View | Edit CASE_CaseOnlyall

View | Edit CASE_CaseOnlyView
View | Edit CASE_CommunicationAll
View | Edit CASE_CommunicationView
View | Edit CASE_Eligibilityall

View | Edit CASE_EligibilityView

View | Edit CASE_ImpartialHearingView

)

Description

A group that is assigned the minimum set of security identifiers required to operate
the Curam application.

CRUD Access to Appeals (Mediations/Impartial Hearings)
View Only Access to Appeals (Impartial Hearings/Mediations)
CRUD Access to County of Fiscal Responsibility

View Only Access to County of Fiscal Responsibility

CRUD Access to Case Only

View Only Access to Case

CRUD Access to Communications (Both case/participant)
View Only Access to Communications

CRUD Access to EI Eligibility Decision

View Only Access to EI Eligibility Decision

View ONly Access to Impartial Hearings. Note: CASE_Appeals has both Impartial
Hearings and Mediations

5. Click New button. Create Security Group page displays.

Create Security Group

Name: |

Save | [Save & New | [ Cancel )

6. Enter information in the Details and Description sections.

7. Click Save button. Security Groups page displays. Click Save & New
button to save current group and create a new group.

Security Groups

Action Name

View | Edit ADMINGROUP

View | Edit BASESECURITYGROUP
View | Edit CASE_AppealAll

View | Edit CASE_AppealView

View | Edit CASE_CFR_All

View | Edit CASE_CFR_View

View | Edit CASE_CaseOnlyAll

View | Edit CASE_CaseOnlyView
View | Edit CASE_CommunicationAll
View | Edit CASE_Communic ationView
View | Edit CASE_Eligibilityall

View | Edit CASE_EligibilityView

View | Edit CASE_ImpartialHearingView

)

Description

A group that is assigned the minimum set of security identifiers required to operate
the Curam application.

CRUD Access to Appeals (Mediations/Impartial Hearings)
View Only Access to Appeals (Impartial Hearings/Mediations)
CRUD Access to County of Fiscal Responsibility

View Only Access to County of Fiscal Responsibility

CRUD Access to Case Only

View Only Access to Case

CRUD Access to Communications (Both case/participant)
View Only Access to Communications

CRUD Access to EI Eligibility Decision

View Only Access to EI Eligibility Decision

View ONly Access to Impartial Hearings. Note:CASE_Appeals has both Impartial
Hearings and Mediations
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8. Click View link under Action column for the Security Group created. View
Security Group page displays.

View Security Group: Test for Training

L

(Add identifier | [ Delete | [ Close |

MName: Test for Training Description: MK testing Admin section

Security Identifiers in the group

Action Security Identifiers Type

(Add identifier | [ Delete | [ Close |

9. Click the Add Identifier button. Add Security Identifier To page displays
with a list of Security Identifiers in the System.

Add Security Identifier To: Test for Training

Security Group Identifiers

Activity.acceptiInvitation
Activity.cancellnvitation
Activity.cancelRecurringOrganizationActivity
Activity.cancelRecurringserActivity
Activity.cancelStandardOrganizationActivity
Activity.cancelStandardUserActivity
Activity.createRecurringOrganizationActivity
Activity.createRecurringlserActivity
Activity.createStandardOrganizationActivity
Activity.createStandardUserActivity

-

[ save ][ cancel |

10. Select one or many Security Identifiers to add to the Security Group. To
select more than one Security Identifier, hold down the Ctrl key and click on
each Identifier. When complete, click Save button. View Security Group
page displays with the Security Identifiers listed.

View Security Group: Test for Training

[Add Identifier | [ Delete | [ Close |

MName: Test for Training Description: MK testing Admin section

Security Identifiers in the group

Action Security Identifiers Type

Remove Activity.acceptInvitation Function
Eemove Activity.cancelRecurringOrganizationActivity Function
Remove Activity.cancelStandardUserActivity Function
Remove Activity.createStandardOrganizationActivity Function
Remove Activity.inviteAttendeeToRecurringActivity Function
Remove Activity. modifyRecurringUserActivity Function
Remove Activity. modifyStandardUserActivity Function

[Add identifier | [ Delete ][ Close |
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11. To remove an incorrect Security Identifier from the Security Group,
click Remove link next to the Security Identifier to be removed. Remove
Security Identifier From page displays with the message Are you sure you
want to remove this security identifier?

Remove Security Identifier From: Test for Training

Are you sure you want to remove this security identifier?

Click Yes button. Identifier is removed. View Security Group page
displays.

View Security Group: Test for Training

[Add 1dentifier | [ Delete ][ Close |

Mame: Test for Training Description: MK testing Admin section
Security Identifiers in the group
Action Security Identifiers Type
Remove Activity. modifyRecurringUserActivity Function
Remove Activity. modifyStandardUserActivity Function

(Aad dentifier | [ Delete | [ Close |

12. Repeat adding Security Identifiers until complete. When finished, click Close
button. Security Groups page displays.

View Security Group: Test for Training z

(Add \dentifier | [ Delete | [ Close |

Name: Test for Training Description: MK testing Admin section
Security Identifiers in the group
Action Security Identifiers Tvpe
((Add 1dentifier | [ Delete | [ Close |

13. Click Publish button to update Security Groups.

Notes:

To display Group detail, click View link under Action column from the
Security Groups page. Apply necessary changes.

e To edit the name or description of the Security Group, click Edit link under
Action column from the Security Groups page.
e In order for the Security Group to become active in the System, the User must

click the Publish button as defined in the steps above.
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Creating Security Roles

A User has one and only one Security Role. A Security Role may be made up of
a number of Security Groups which specify the Security Identifiers available to
the User.

Display Administration Home page.
Click Code Tables link from My Shortcuts section. Code Tables page displays.

Click Security from the Navigation Bar. Security Roles page displays.

%
Action Role Name
View ADMINROLE
View CASEWORKERROLE
View DOH_AuditUnit
View DOH_BEI_All
View DOH_DataAnalysis
View DOH_FiscalMgr
View DOH_FiscalunitStaff
View DOH_Mgmt
View DOH_OITPM
View DOH_ProgramMgr
View DOH_ProviderApproval
View DOH_ProviderMonitoring

4. Click New button. Create Security Role page displays.

Role Name:

[ Save ][ Save & New | [ Cancel ]

Type information in Role Name in Details sections.

Click Save button. Security Roles page displays. Click Save & New button to
save current role and create another new role.

7
Action Role Name
View ADMINROLE
View CASEWORKERROLE
View DOH_AuditUnit
View DOH_BEI_All
View DOH_DataAnalysis
View DOH_FiscalMgr
View DOH_FiscalunitStaff
View DOH_Mgmt
View DOH_OITPM
View DOH_ProgramMgr
View DOH_ProviderApproval
View DOH_ProviderMonitoring
View DOH_SystemComplaint
View DOH_TA
View FISCALROLE
View MK Test
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7. Click View link under Action column for the Security Role created. View
Security Role page displays.

View Security Role

(Add Group ] [ Delete ][ Close |

Role Name: MK Test [Change]

Groups In Role

Action Role Name Description

(Add Group ) [ Delete | Close |

8. Click Add Group button. Add Security Group To page displays with a list of
all the Security Groups in the System.

Add Security Group to: MK Test

Security Role Groups

ADMINGROUP
BASESECURITY GROUP
CASE_Appealall
CASE_AppealView
CASE_CFR_AIl

m»

[ Save ][ Close |

Select one or many Security Groups to add to the Security Role. To select more
than one Security Group, hold down the Ctrl key and click on each Group. When

complete, click Save button. View Security Role page displays with the Security
Groups listed.

View Security Role

(Add Group ) (_Delete | [ Close |

Role Name: MK Test [Change]l

Groups In Role

Action Role Name

Description
Remove BASESECURITYGROUP ':p%rl\?a’ii;:?t is assigned the minimum set of security identifiers required to operate the Curam
Remove CASE_AppealView View Only Access to Appeals (Impartial Hearings/Mediations)
Remove CASE_CaseOnlyAll CRUD Access to Case Only
Remove CASE_CaseOnlyView

View Only Access to Case

(Add Group ] [ Delete | [ Close |

10. To remove an incorrect Security Group from the Security Role, click Remove
link next to the Security Group. Remove Group From Security Role page

displays with the message Are you sure you want to remove this group from the
security role?
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CASE_CaseOnlyAll

Are you sure you want to remove this group from the security role?

Click Yes button. Group is removed. View Security Role page displays.

((Add Group ) [ Delete ][ Close |
Role Name: MK Test [Change]
Groups In Role
Action Role Name Description
Remove CASE_CaseOnlyView View Only Access to Case
((Add Group ) [ Delete ][ Close |

11. Repeat the adding Security Groups until the Security Role has been configured.
When finished, click Close button. Security Roles page displays.

?
Action Role Name
View ADMINROLE
View CASEWORKERROLE
View DOH_AuditUnit
View DOH_BEI_All
View DOH_DataAnalysis
View DOH_FiscalMgr
View DOH_FiscalUnitStaff

12. Click Publish button to update Security Roles.

Notes:

To display Role detail, click View link under Action column from the
Security Roles page. Apply necessary changes.

In order for the Security Role to become active in the System, the User must
click the Publish button as defined in the steps above.

USER ACCOUNT ADMINISTRATION

Every person who will access NYEIS must have a NYEIS User Account. The
State Administrator will be responsible for creating and managing all State User
Accounts. The Municipality Administrator (i.e., MUNI_ProgramUserAdmin or
MUNI_IT_SystemAdmin) will be responsible for creating and managing

e All Municipal User Accounts

e Providers User Accounts for providers that deliver services in their
municipality.
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See Unit 10 — Municipal Administration, User Account Administration for
instructions.

CODE TABLES

Code Tables are used for viewing and editing selections for a drop down field.
The main purpose for an Administrator to go into these Code Tables will be to
edit or add items to a Code Table. The Municipality will have access to view
codeTables but only the State will be able to edit the code Table.

Important Information
The System can not show specific codes to one Municipality and not another.

Exception
Currently not

available to all
NYEIS User
roles.

Page 18

Changes made to Code Table Items are not updated in the System until the
changes are published (or the System server is rebooted).

Viewing/Editing Code Table Items

1. Display Administration Home page.

=
Welcome to the New York Early Intervention System
[y shorteues e
Registration User
Create User List ICD9
Templates Search Durable Medical Equipment
Rate Tables
Code Tables
Surveys
Banks
Work Queues
Task Subject Deadline Start Date Subject

2. Click Code Tables link from My Shortcuts. Code Tables page displays
with a list of all active Code Tables in the System.
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Code Tables

LU

Action Table Name Default Value Last Modified
View APPLICATION_CODE [Change] Defaultapp 12/14/2008 15:22
View AcceptanceStatus [Change] 9/16/2008 11:04
View ActionPageNameCode [Change] APN1 9/16/2008 11:04
View ActivityAttendeeType [Change] RL9 9/16/2008 11:04
View ActivityCategory [Change]l 9/16/2008 11:04
View ActivityClientType [Change] RL1 9/16/2008 11:04
View ActivityLevel [Change] 9/16/2008 11:04
View ActivityPriority [Change] AP2 9/16/2008 11:04
View ActivityStatus [Change] 9/16/2008 11:04
View ActivityTimeStatus [Change] ATS2 9/16/2008 11:04
View ActivityType [Change] AT100 9/16/2008 11:04
View AddressCountry [Change] 9/16/2008 11:04
View AddressElementType [Change] 9/16/2008 11:04
View AddressLayoutType [Change] us 9/16/2008 11:04
View AddressState [Change] 9/16/2008 11:04
View AddressType [Change] AT1 9/16/2008 11:04
View AdjustmentReason [Change] AR1 9/16/2008 11:04
View AdjustmentType [Change] DAD 9/16/2008 11:04
View AdminCaseRoleStatus [Change] 9/16/2008 11:04
3. Click View link under Action column. View Code Table page displays.
View Code Table: APPLICATION_CODE 2

[New Item ) [ Delete | [ Close |

MName: APPLICATION_CODE [Change] Default Code: DefaultApp [Changel
Action Code Description Annotation Selectable Language Sort Order
View | Edit ADMINAPP Application_administrationHome Yes English 0
View | Edit ATRISK EIS_Application_atRiskHome Yes English 0
View | Edit DOHADMIN EIS_Application_dohAdminHome Yes English 0
View | Edit DOHAUDIT EIS_Application_dehAuditHome Yes English 0
View | Edit DOHBEI EIS_Application_dohBEIHome Yes English 0
View | Edit DOHDATA EIS_application_dohDataAnalysisHome Yes English 0

4. Click Edit link under Action column for item to edit in Code Table Items
section. Modify Code Table Item page displays with a Details section.

Modify Code Table Item: APPLICATION_CODE

Code: |\DMINAPP Selectable:
Description:  Application_administrationHome Language: English -
Annotation: Sort Order: 0

5. Apply changes. Press Tab key to navigate from field-to-field.

Important Information
Code Table Items are the codes and values for a particular Code Table.

S Code field is the name of Code Table Item that is stored in the System
database when that Code Table Item is selected in a drop down field.

< Description field is the actual text that will display in the drop down for
the Code Table Item.

Revision Date: 6/17/2016 Page 19




Unit 11: System Administration

Exception
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=

O

o

O

Annotation field is free text space for adding notes on a Code Table

Item.

Selectable field identifies if a Code Table Item is displayed in the drop
down list on User pages. Items that are set to No are not displayed in
drop down values. This allows Code Table Items to be deactivated but

still maintain their history in the System.

Language field defines User’s language.

Sort Order field allows a User to set a number to the order of the

displayed item in the drop down.

6. Click Save button. Click Cancel button to cancel operation and return to
previous page. View Code Table page displays with saved changes.

7. Click Close button. Code Tables page displays.

Table Name Default Value
APPLICATION_CODE [Change] DefaultApp
AcceptanceStatus [Change]

ActionPageNameCode [Changel APN1
ActivityAttendeeType [Change] RLS
ActivityCategory [Change]l

ActivityClientType [Changel RL1
Activitylevel [Change]

ActivityPriority [Change] AP2
ActivityStatus [Change]

ActivityTimeStatus [Change] ATS2
ActivityType [Change] AT100

AddressCountry [Change]

8. Click Publish button to apply all changes.

Adding Code Table Items

1. Display Administration Home page.

Last Modified

12/14/2008 15:22
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04
9/16/2008 11:04

2. Click Code Tables link from My Shortcuts. Code Tables page displays

with a list of all active Code Tables in the System.

Revision Date: 6/17/2016




Unit 11: System Administration
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Code Tables

Action Table Name Default Value Last Modified
View APPLICATION_CODE [Change DefaultApp 12/14/2008 15:22
View AcceptanceStatus [Change 9/16/2008 11:04
View ActionPageNameCode [Change APN1 9/16/2008 11:04
View ActivityAttendeeType [Change RLY 9/16/2008 11:04
View ActivityCategory [Change 9/16/2008 11:04
View ActivityClientType [Change RL1 9/16/2008 11:04
View ActivityLevel [Change 9/16/2008 11:04
View ActivityPriority [Change AP2 9/16/2008 11:04
View ActivityStatus [Change 9/16/2008 11:04
View ActivityTimeStatus [Change ATS2 9/16/2008 11:04
View ActivityType [Change AT100 9/16/2008 11:04
View AddressCountry [Change 9/16/2008 11:04
View AddressElementType [Change 9/16/2008 11:04
View AddressLayoutType [Change us 9/16/2008 11:04
View AddressState [Change 9/16/2008 11:04
View AddressType [Change AT1 9/16/2008 11:04
View AdjustmentReason [Change AR1 9/16/2008 11:04
View AdjustmentType [Change DAD 9/16/2008 11:04
View AdminCaseRoleStatus [Change 9/16/2008 11:04

3. Click View link under Action column. View Code Table page displays.

View Code Table: APPLICATION_CODE 2

[New Item ) [ Delete | [ Close |

MName: APPLICATION_CODE [Change] Default Code: DefaultApp [Changel
Action Code Description Annotation Selectable Language Sort Order
View | Edit ADMINAPP Application_administrationHome Yes English 0
View | Edit ATRISK EIS_Application_atRiskHome Yes English 0
View | Edit DOHADMIN EIS_Application_dohAdminHome Yes English 0
View | Edit DOHAUDIT EIS_Application_dehAuditHome Yes English 0
View | Edit DOHBEI EIS_Application_dohBEIHome Yes English 0
View | Edit DOHDATA EIS_application_dohDataAnalysisHome Yes English 0

4. Click New Item button. Create Code Table Item page displays.

Create Code Table Item: APPLICATION_CODE

o)

Code Table Item Details

*Code:
*Description:
Annotation:
Selectable: [
Language: English -

Sort Order: 0

[ save ) (Save & New ][ cancel |

Code Table Ttems

Code Description Annotation Selectable Language Sort Order
ADMINAPP Application_administrationHome Yes English 0
ATRISK EIS_Application_atRiskHome Yes English 0
DOHADMIN EIS_Application_dohAdminHome Yes English 0
DOHAUDIT EIS_application_dohAuditHome Yes English 0
DOHBET EIS_Application_dohBEIHome Yes English 0
DOHDATA EIS_Application_dohDataAnalysisHome Yes English 0
DOHDUEPROC EIS_aApplication_dohDueProcessHome Yes English 0
DOHFISCAL EIS_application_dohFiscalHome Yes English 0
DOHMGMT EIS_Application_dohManagementHome Yes English 0
DOHOITPM EIS_Application_dohOITPMHome Yes English 0

5. Type Code in Code Table Item Details section. Type Description. Press
Tab key to navigate from field-to-field. Fields requiring data entry are
marked with an asterisk. A field can also be required based on logic that will
not have an asterisk.
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Important Information
Code Table Items are the codes and values for a particular Code Table.

S Code field is the name of Code Table Item that is stored in the System
database when that Code Table Item is selected in a drop down field.

< Description field is the actual text that will display in the drop down for
the Code Table Item.

S Annotation field is free text space for adding notes on a Code Table
Item.

< Selectable field identifies if a Code Table Item is displayed in the drop
down list on User pages. Items that are set to No are not displayed in
drop down values. This allows Code Table Items to be deactivated but
still maintain their history in the System.

2 Language field defines User’s language.

< Sort Order field allows a User to set a number to the order of the
displayed item to in the drop down.

6. Click Save button to save new Code Table Item. Click Cancel button to
cancel operation and return to previous page. View Code Table page
displays.

Or

Click Save and New button to continue to add additional items.

7. Click Close button to close View Code Table page. Code Tables page

displays.

Action Table Name Default Value Last Modified
View APPLICATION_CODE [Change] DefaultApp 12/14/2008 15:22
View AcceptanceStatus [Change]l 9/16/2008 11:04
View ActionPageNameCode [Change] APN1 9/16/2008 11:04
View ActivityAttendeeType [Change] RL9 9/16/2008 11:04
View ActivityCategory [Change] 9/16/2008 11:04
View ActivityClientType [Changel RL1 9/16/2008 11:04
View Activitylevel [Change] 9/16/2008 11:04
View ActivityPriority [Change] AP2 9/16/2008 11:04
View ActivityStatus [Change] 9/16/2008 11:04
View ActivityTimeStatus [Change] ATS2 9/16/2008 11:04
View ActivityType [Change] AT100 9/16/2008 11:04
View AddressCountry [Change] 9/16/2008 11:04

8. Click Publish button to apply all changes.
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RATE TABLES

Rate Tables are used to maintain rates that vary over time. The Municipality will

have access to view Rate Tables but only the State will be able to edit the Rate
Table.

Exception Viewing Rate Tables
Currently not

available to all . .. )
NYEIS User 1. Display Administration Home page.

roles.

2. Click Rate Tables link from My Shortcuts. Rate Tables page displays.

Rate Tables 2
iﬂ?::rn %Rate Table
Wie voucher Rate Table
Wiew Products Rate Table
3. Click View link under Action column for Rate Table to select. Rate Table
page displays.
Rate Table: CPT Rate Table ?
Action Name Effective Date Status
Wiew | Edit | Clone CPT Rate Tahble 12/10/2008 Superseded
View | Edit | Clone CPT Rate Tahle 1/1/2007 Active
4. Click View link under Action column to view table. View Rate Table page
displays.
view Rate Table: CPT Rate Table 2
[ Edit__)(_ Delete [ Close |
Effective Date: 1/1/2007 Rate Tahle Type: CPT Rate Table
| Statewide |

100.0
200.0
150.0
150.0
200.0
100.0
100.0
100.0
100.0

100.0
100.0

5. Review details of Rate Table.
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6. Click Close button. Rate Table page displays. Click Close button. Rate
Tables page displays.

7. Click Home from the Menu Bar. Administration Home page displays.

Exception
Currently not

available to all
NYEIS User
roles.

Editing Rate Tables

Only the State can edit a Rate Table.

Page 24

1. Display Administration Home page.

2. Click Rate Tables link from My Shortcuts. Rate Tables page displays.

Rate Tables

o)

Harmg

Wiew CPT Rate Table
Voucher Rate Table
Wiew Products Rate Table

3. Click View link under Action column. Rate Table page displays.

Rate Table: CPT Rate Table

g

Close

Name Effective Date
| clone CPT Rate Tahle 12/10/2008
|

Edit | Clone CPT Rate Tahble 1/1/2007

Close

Status
Superseded
Active

4. Click Edit link under Action column to view table. Modify Rate Table page
displays.

Modify Rate Table: CPT Rate Table ?
Edit Header

Effective Date: 12/10/2008 Rate Table Type: CPT Rate Tahle

Comments

Rate Table

X Statewide [#][¢]
[+] 2]

[+][+] 2]

Details and Comments sections can not be changed from this page. Rate
Table section can be changed.

o

Use arrows, plus/minus signs and other symbols in the Rate Table section to

change Rate Table. Position mouse over symbol to display help text which
describes the action.
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Updating the Rate Amount for a specific service is the most common type of
change. For example, updating the rate Albany County pays for Service
Coordination. Service Coordination is a row in the rate table and Albany is a
column. To update the rate, select the rate cell to edit. Click + button.
Modify Cell Data page displays.

Value: 90.0

Cancer

Type revised amount in the Value field. Click Save button. Modify Rate
Table page displays.

6. Click Edit Header button from Modify Rate Table page. Modify Rate

Table Header page displays.

CPT Rate Table 2

Effective Date: [1/1/2007 Rate Table Type: CPT Rate Table

Status: Active

CPT Rate Table for Claiming to Commercial Insurance

7. Change Effective Date field in Details section. Edit Comments.

Important Information
The Rate Table type can not be changed because it will affect data using this

Rate Table.

8. Click Save button. Click Cancel button to cancel operation and return to
previous page. Modify Rate Table page displays.

9. Click Close button. Rate Table page displays. Click Close button. Rate

Tables page displays.

10. Click Home from the Menu Bar. Administration Home page displays.

Cloning Rate Tables

Cloning Rate Tables allows a User to create a new Rate Table and an effective
date it for the change. The Clone function copies the existing Rate Table into a
new Rate Table. The User can edit the rate values for the specific rates that are
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changing. Cloning Rate Tables is used when a retroactive rate adjustment is
required.

1. Display Administration Home page.

2. Click Rate Tables link from My Shortcuts. Rate Tables page displays.

3. Click View link under Action column. Rate Table page displays.

Marne

CPT Rate Table
voucher Rate Table
Products Rate Table

4. Click Clone link under Action column. Clone Rate Table page displays.

Clone Rate Table

Effective Date: 4/1/2008 Rate Table Type: Voucher Rate Table

Rate Table for assigning § amount to claims for State Voucher

5. Change Effective Date field in the Details section with the date the new Rate
goes into effect. Edit Comments.

6. Click Save button. Click Cancel button to cancel operation and return to
previous page. Rate Table page displays with cloned table listed.

Rate Table: Voucher Rate Table

Action
8

Name

Effective Date
1/1/2007
4/1/2008
4/14/2008

Close

Status
Active
Active
Active

Voucher Rate Table
Voucher Rate Table
Voucher Rate Table

7. Review Effective Date and Status column for cloned version.

8. Click the Edit link for the Cloned table. Modify Rate Table page displays.
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Modify Rate Table: Voucher Rate Table

Effective Date: 4/14/2008 Rate Table Type: Voucher Rate Table

Comments
Test Rate Table for assigning $ amount to claims for State Voucher

Rate Table

Scicuide P10
[+][=] 05EE
[+][+] 0.49EE

9. To update the Rate, select the Rate cell to edit. Click + button. Modify Cell
Data page displays.

Modify Cell Data

Min: |

Value: 0.5

([ save ][ Cancel |

10. Type revised amount in the Value field. Click Save button. Modify Rate
Table page displays. Continue making any additional changes.

11. Click Close button. Rate Table page displays with a list of Rate Tables that
are effective dated for the current Rate Table Cloned.

Rate Table: Voucher Rate Table

Action Name Effective Date Status
View | Edit | Clone Voucher Rate Table 1/1/2007 Active
View | Edit | Clone Voucher Rate Table 4/1/2008 Active
View | Edit | Clone Voucher Rate Table 4/14/2008 Active

12. Click Close button. Rate Tables page displays.

13. Click Home from the Menu Bar. Administration Home page displays.

DURABLE MEDICAL EQUIPMENT TABLE

The Durable Medical Equipment Table stores all the DME Codes in a Code Table
that can be selected for AT Device Service Authorization. This Code Table has
additional columns (Category and Subcategory) to help with searching for the
correct DME Code.
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Searching Durable Medical Equipment
1. Display Administration Home page.

2. Click Search Durable Medical Equipment link from Search section.
Search Durable Medical Equipment page displays.

@
Search Criteria
DME Code:

DME Description:

DME Category:

4

DME Subcategory:

4

DME Status:

Il

Search Results
Action DME Code DME Description DME Status

3. Type known Durable Medical Equipment data in Search Criteria section.

4. Click Search button. Records matching entered data display in Search
Results section. Examine displayed records to determine if a matching DME
record is listed. To search again, click Reset button.

Search Results (Number of Items: 156)
DME

Action o DME Description e
View | Edit E0944 Pelvic belt/harmess/boot (limited to wheelchair 4-point padded belt) Active
View |Edit E0951  Heel loop/holder, any type, with or without ankle strap, each Active
View | Edit E0952 Toe loop/holder, any type, each Active
View | Edit E0955  Wheelchair accessory, headrest, cushioned, any type, including fixed mounting hardware, each Active
View |Edit £09s6 :\L};ii\;:?gr:;;igory, lateral trunk or hip support, any type, including fixed mounting hardware, each (up to 4 Active
View |Edit E0957 Wheelchair accessory, medial thigh support, any type, including fixed mounting hardware, each Active
View | Edit E0958 Manual wheelchair accessory, one-arm drive attachment, each Active
View |Edit E0960 Wheelchair accessory, shoulder harmess/straps or chest strap, including any type mounting hardware (includes padding) Active
View | Edit E0961 Manual wheelchair accessory, wheel lock brake extension (handle), each Active
View |Edit E0966 Manual wheelchair accessory, headrest extension, each Active
View |Edit E0967 Manual wheelchair accessory, hand rim with projections, any type, each Active
View | Edit E0971 Manual wheelchair accessory, anti- tipping device, each Active
View | Edit E0972 Wheelchair accessory, adjustable height, detachable armrest, complete assembly, each Active

5. To view or edit a DME Code from the Search Results list:

a. View - Select the View link under the Action column for the DME
Code to view. View DME page displays. Click Close button
when finished viewing. Search Durable Medical Equipment
page displays.

b. Edit - Click Edit link. Modify DME page displays. Apply
necessary changes. Click Save button. Search Durable Medical
Equipment page displays.

6. Click Home from the Menu Bar. Administration Home page displays.
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Important Information
Only the State Administrator can edit a DME Code because it is used for
processing by all Municipalities.

ICD CODES
The ICD Codes table stores all the ICD Codes that can be selected for NYEIS

Processing. This Code Table has additional columns (Category and El Eligible
ICD) to help with searching for the correct ICD Code.

Searching ICD Codes

1. Display Administration Home page.

2. Click List ICD9 link from Search section. List ICD search page displays.

List ICD

Select an ICD Category
(o1 = 0 "HMll CENTRAL NERVOUS SYSTEM (CNS) ABNORMALITIES :

G o)
Search Results
Action ICD Code 1CD Description Start Date Primary ICD?

3. Select Category from drop down in Select an ICD Category section.

4. Click Search button. 1CD Codes with the Category selected are displayed in
Search Results section. Examine displayed records to determine if the
appropriate ICD Code is listed. To search again, click Reset button.

List ICD 2

Select an ICD CGategory

Action ICD Code ICD Description Start Date EI Eligible 1CD%
Migw Edit 792.10 792,10 - Abn find-stool contents 1/1/2000 Mo
Miew Edit 792,40 792,40 - Abn findings-saliva 1/1/2000 Mo
Misw Edit 793,30 793.30 - Monsp abn fd-hilry tract 1/1/2000 MNo
Wisw Edit F93.40 793.40 - Nonsp abn find-gi tract 1/1/2000 MNo
Migw Edit 793.60 793.60 - Monsp abn fnd-abdom area 1/1/2000 Mo
Miew Edit 794.80 794,80 - Abn liver function study 1/1/2000 Mo
Wiew Edit L£51.30 £51.30 - Diaphragm hernia w gangr 1/1/2000 Mo
Wisw Edit E52.00 E52.00 - Unil femoral hern w ohst 1/1/2000 MNo
Migw Edit 55201 E52.01 - Rec unil fem hern w ohst 1/1/2000 Mo
Miew Edit 552.02 552,02 - il femoral hern w obstr 1/1/2000 Mo
Misw Edit 552,02 E£52.02 - Rec bil fem hern w obstr 1/1/2000 MNo
Wisw Edit 552.10 E52.10 - Umbilical hernia w ohstr 1/1/2000 MNo
Migw Edit E52.20 E52.20 - Ohstr wentral hernia NOS 1/1/2000 Mo
Miew Edit 552,21 552,21 - Obstr incisional hernia 1/1/2000 Mo
Misw Edit 552,29 E£52.29 - Obstr ventral hermia MEC 1/1/2000 MNo
Wisw Edit 552.30 552.30 - Diaphragm hernia w obstr 1/1/2000 MNo
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Exception
Currently not

available to
Muni User
roles.

Page 30

5. To view or edit an ICD Code from Search Results:

a. View - Select the View link under the Action column for the ICD
Code to view. View ICD page displays. Click Close button when
finished viewing. List ICD page displays.

?
New |

[Seiectaniop category
Category: -

[ Search ) [ Reset |

Search Results
Action ICD Code ICD Description Start Date El Eligible 1CD?

b. Edit - Click Edit link. Modify ICD page displays. Apply
necessary changes. Click Save button. List ICD page displays.

6. Click Home from the Menu Bar. Administration Home page displays.

Important Information
Only the State Administrator can edit an ICD Code because it is used for
processing by all Municipalities.

SURVEYS

Important Note:

This functionality is not currently active

TEMPLATES

Adding a Template to the System

Adding a Template to the System is an administration function. The template
must be created in MS Word with the proper macro setup that integrates the fields
on the document to the data in NYEIS. Once a template is added to the System, it
is available statewide to be used as a Communication for a Child, Provider, IFSP
or Service Authorization. These Communications can be forms or letters.

1. Display Administration Home page.

2. Click Templates link from My Shortcuts section. MS Word Templates
page displays.
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MS Word Templates

Action MName Category Added Status
View | Edit SDT Case 1/1/2004 Active
View | Edit TESTING Participant 1/8/2009 Canceled
View | Edit Copy of IFSP to LDSS Case 1/23/2009 Active
View | Edit Copy of IFSP to Parent Case 1/23/2009 Active
View | Edit TemplatePropertiesTest Participant 1/16/2009 Active
View | Edit TemplatePropertiesTest2 Case 1/16/2009 Active
View | Edit TemplateValueTest Participant 1/9/2009 Canceled
View | Edit TemplateTest Participant 1/13/2009 Canceled
View | Edit ChildTemplatevalueTest Participant 1/12/2009 Canceled

3. Click New button. Create MS Word Template page displays.

Create MS Word Template ?

[ save )(Save & New ] [ Cancel |

File Details

*Template Document ID: *Name:
Category: Case A
e

Comments

([ save )(Save & New | [ Cancel )

4. Inthe File Details section, enter Template Document ID and Name. Click
Browse button in the File Details section. Choose File dialog box displays.

D e

uu | ..« Test Attachments - |¢’ | | Search o

i| Favorite Links Name, Date taken Tags Size »
"2 NYEIS Test Survey

:| Documents
EI_:I B Terplate Doc
(&)

¢ Recently Changed
El Recent Places
Bl Desktop

18 Computer

I E. Pictures I
E;“ Music

E Searches

More »

Folders ~

File name: v [AiFies ) -

[ Open |V] [ Cancel ]

5. Locate and select MS Word template to upload. Click Open button. File
field is populated with file name.
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?

[ save ][ Save & New ] [ Cancel |

File Details

*Template Document ID: MK Test “Mame: MK Test Template

Category: Case -
“File: Test Aftachments\Templat [ Browse...

Comments
A

[ Save |(Save & New | [ Cancel |

6. Type information in the Comments section.

7. Click Save button. Template is saved. MS Word Templates page displays
with new template.

Notes:

e Be sure to select Category (Participant or Case) from File Details
section. If Participant is selected, the template is available as a
Communication for a Provider or Child. If Case is selected, the template
is available as a Communication for an Integrated Case, IFSP or SA.

e To cancel operation and not save changes, click Cancel button from the
Create MS Word Template page.

e To view Template information, click View link under Action column
from the MS Word Template page. MS Word Template page displays.
Click Delete button to remove template and set Status to Canceled.

e To edit template information, click Edit link under Action column from
the MS Word Template page.

BANKS

This is typically a Municipal Administrator function and is provided for those
with sufficient privileges to perform the activities. This section covers a
circumstance where an additional Bank has to be added when a Provider’s bank is
not available in the System.

Important Information
An Administrator must also add a Bank Branch for a new bank. See Bank

Branch for further information.

1. Display Administration Home page.
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2. Click Banks link from My Shortcuts section. Banks page displays with a
list of Banks.

Action MName Status
View | Edit Citizens Bank Active
View | Edit Downtown Bank Canceled
View | Edit Evergreen Bank Canceled
View | Edit First Mortgage Canceled
View | Edit First National Bank Active
View | Edit Midway Savings Bank Active
View | Edit Midway Trustee Bank Active

3. Click New button. Create Bank page displays.

([ save ][ Save & New | [ Cancel |

Bank Details

*Name: Website:

4 Start Date:  4/14/2009 End Date:

[ save ][ Save & New | [ Cancel

Navigate from field-to-field using the Tab key to enter information. Required
fields are marked with an asterisk. A field can also be required based on logic
that will not have an asterisk.

4. Click Save button to save current bank and return to Banks page.

Or

Click Save & New button to save current bank and add additional banks.

Notes:

e To view Bank information, click View link under Action column from the

Banks page. Bank Home page displays. Click Delete button to remove
bank and set Status to Canceled.

e To edit Bank information, click Edit link under Action column from the
Banks page.

Creating a Bank Branch

This is typically a Municipal Administrator function and is provided for those
with sufficient privileges to perform the activities. This section covers a
circumstance where an additional Bank Branch needs to be added in order for a
Provider to have their Bank account assigned to the correct Bank/Bank branch.
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Important Information

This section can occur after a new Bank has been added. The User would then
add the Bank Branches.

1. Display Administration Home page.

2. Click Banks link from My Shortcuts section. Banks page displays.

Action Name Status
View | Edit Citizens Bank Active
View | Edit Downtown Bank Canceled
View | Edit Evergreen Bank Canceled
View | Edit First Mortgage Canceled
View | Edit First National Bank Active
View | Edit Midway Savings Bank Active
View | Edit Midway Trustee Bank Active

3. Click View link under Action column next to the Bank to add a Bank Branch.
Bank Home page is displayed.

MK Bank of Albany
Bank Details
Mame: MK Bank of Albany VWebsite:
Start Date: 10/19/2009 End Date:
Bank Status: Open Status: Active
[ oot tom: )
0

4. Click Bank Branches from the Navigation Bar. Bank Branches page

displays.
MK Bank of USA
Action Name Sort Code Status

5. Click New button. Create Bank Branch page displays.
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Create Bank Branch

e

[ save ](Save & New ][ Cancel |

Bank Name: MK Bank of USA *Branch Name:
4 Start Date: 4/14/2009 End Date: &

*Sort Code:

Address

Apt/Suite: Address Line 2:

Address Line 3: City:
State: - County: -

Zip: Census Tract:

Phone Number

Country Code: Area Code:

Number: Ext:

Country Code: Area Code:

Number:

Z |

[ save |(Save & New ][ Cancel |

©

Navigate from field-to-field using the Tab key to enter information. Required
fields are marked with an asterisk. A field can also be required based on
logic that will not have an asterisk.

@ Address for the Bank Branch must be entered.

~

Click Save hutton to save current Bank Branch and return to Bank Branches
page.

Or

Click Save & New button to save current Bank Branch and add additional
Bank Branches.

Notes:
e To view Bank Branch information, click View link under Action column
from the Bank Branches page. Bank Branch page displays. Click
Delete button to remove Bank Branch and set Status to Canceled.

e To edit Bank Branch information, click Edit link under Action column
from the Bank Branches page.

PROPERTY ADMINISTRATION - CUSTOM PARAMETERS

Note: The following items are managed exclusively by DOH Administrative Staff
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Property Administration is a State Administrative function and is provided for
those with sufficient privileges to manage the following:

e Municipal claim denial reasons

e The user roles authorized to Modify an 'Approved' MDE (Unsubmit
MDE)

e The earliest allowed 'Effective Start Date' for Case Reactivation

e The User Roles that can reactivate a closed IFSP or SA

e The User Roles that can perform edits on a reactivated IFSP or SA

e The User Roles that have 'EIO/D' Privileges

Managing Municipal Claim Denial Reasons that can be selected when
muni denies an invoice or claim

Important Note: Claim denial reasons are displayed in code form as IDR
values. To see the corresponding description associated with a given
code. See Code Tables->Click View corresponding to
EIS_InvoiceDenialReason. To see the corresponding HIPAA denial
code to which an IDR code is associated, see Code Tables-> Click View
corresponding to EIS_NYEISHIPAADenialMap

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays

4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search. Results

populate page:
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L P T P e, e L AP

Category
Appheation - Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE

Enghsh

Apphcation - Custom

Viaw | Edit S ekEAHAA ARdray curam, custom. nyeis. listRoless: i MALI_| MUNL| ¥, SUPERROLE  English

i | et Applcation - Custom CUram cusom iy, i 20100101 English

eow |Edt Apphcation - Custom - st e MUI_ProgramuUserfdimin, SUPERROLE, DOH_CITEM Enghsh
Appbation - Custom CLram, CLStom, Ny sis

Vina IRt application parameters # e il

Vi | Eghl APPACAL) CUSTON) curam. custom nyeis. hasEIOOPrivileges MUNL_Programiser Adimin, SUPERROLE English

apphcabion parameters

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.listDenialReasonsForMuniReject. Edit Property
page displays.

O, sy catantar Dy cinen Qs saaren

Proparty Mame: [AFFTRRY Type: | Strng Type

Vakus: 1DR23,1DR24,IDR2S IDA26,IDR27,IDR2G Drymuiremee:
Catagory: Cugtem [ . Dafaule Valug: TDRZ1, IDR24,IDR25,1IDR2E, IDRI7, TDRZA
[ save Cancel

6. Use the Tab button to navigate from field to field. Make changes as needed
and as per current policy by adding/removing the IDR Codes User Roles
recorded in the Value field, separated by commas. Changing the values
recorded in Default VValue to match the roles being changed is not
required. When finished, click Save. Properties page displays:

O piome g D ycatenser D wymaiin D meien i g

Property Mame: . curam.custom. nyeis kstDenialeascnsForMunineject Tpas String Type
Wakini| [DR23,IDR24,J0R25,1DR26, 1DAZ7,IDRZE Dymamici | No

Catagory: Custom [ Dafault Valus: | 1DR23,1DR24,1DR25, 1DR3S, [DRZ7, IORZE

Property Description
Acton Display Noms Deacrpbicn Lizale
Edlit| Delate curam. custom,nyeis listDeniallleasonsF orMunifeject Comma-delimited kst of Denial Reasons for the Murs Lo select English

[ Faw | maists | [ Clasa )

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:
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8. Click Publish Changes. Publish Changes confirmation page displays:

by Il
o e,

S e (sme['%H oy —no redl e datz) O
MYEty use —no
AR, '

\O, Hame 1O tnbox \O wy catendar O wy cases \Q seareh 1O abowr \O tagou

\ \2

) Publish Changes z
Are you sure you want to publish the property changes?

Cancel

Managing the User Roles Authorized to modify an '‘Approved' MDE
(Unsubmit MDE).

The following steps detail how to manage the list of user roles authorized to
make use of the 'Modify Approved MDE' button seen at the top of a
completed MDE. If actioned, 'Modify Approved MDE' serves to return the
completed evaluation back to the assigned provider who conducted the MDE,
so that corrections can be made by the Assigned Provider and subsequently
submitted back to the Muni for review.

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays

4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search. Results
populate page:
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L P T P e, e L AP

Category
Appheation - Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE

Enghsh

Apphcation - Custom

Viaw | Edit S ekEAHAA ARdray curam, custom. nyeis. listRoless: i MALI_| MUNL| ¥, SUPERROLE  English

i | et Applcation - Custom CUram cusom iy, i 20100101 English

eow |Edt Apphcation - Custom - st e MUI_ProgramuUserfdimin, SUPERROLE, DOH_CITEM Enghsh
Appbation - Custom CLram, CLStom, Ny sis

Vina IRt application parameters # e il

Vi | Eghl APPACAL) CUSTON) curam. custom nyeis. hasEIOOPrivileges MUNL_Programiser Adimin, SUPERROLE English

apphcabion parameters

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.listRolesCanModeifyApprovedMDE [sic]. Edit
Property page displays.

Q. vnten D waycatntar D wycanmy D e Qe D o

Type:  String Type
Valkin: || MUNI_Programissenadmn, MUNT_| Tynamc;

Catogory: | Apphcation - Custom application parameters Default Value:  MUNI_Prograsuseradein, MUNI_ProgramDatagi
Save | [ Cameel ]

6. Use the Tab button to navigate from field to field. Make changes as needed
and as per current policy by modifying the User Roles recorded in the
Value field, separated by commas. Changing the values recorded in
Default VValue to match the roles being changed is not required. When
finished, click Save. Properties page displays:

O piome g D ycatenser D wymaiin D meien i g

B add pescription

Proparty Namsa: | curam.custom.nyats. istRalesc: Typa: | String Type
VRIS MI_Prog MUNI_P: Datalintry, SUPIRAOLE Drynaenic: | Na
Category: ion - Custom applicats ARl Vlists MUNI_ProgramUiseradain, MUND_ProgramDatsgntry, SUPERROLE

Propurty Description
W - Dazeron
Eis|Dstate Curam. custom, nysis. I tRalesC. c S5t of rolas wha can modify the 3pproved MDE. Fnglish

[ Edit | [ Deieie | [ Ciose |

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:

Page 39



Unit 11: System Administration

Page 40

8. Click Publish Changes. Publish Changes confirmation page displays:

—
sty ery,

& = (Stale[lJ%H s orly—norea hedats) O
MYErp -8y use =no ve }
R g,

O iome O/ tabax O Wy catendar \©/ Wy cases O smreh O At O tagoue

\ \3

} Publish Changes ?
Are you sure you want to publish the property changes?

YVEIS Qv
il DU i 0y — o0 sl v i)

Action Categony Display. Name Vahes Lacale

Managing the earliest allowed 'Effective Start Date' for Case
Reactivation

The following steps detail how to view/change the earliest allowed Effective
Start Date an IFSP can have to be considered eligible for 'Case Reactivation'
by the 'Authorized User'. IFSP's with a effective start date earlier than the date
recorded in this property value will not be able to be reactivated by the
'‘Authorized User'.

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays

4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search. Results
populate page:
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L P T P e, e L AP

Category
Appheation - Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE

Enghsh
Apphcation - Custom

Viaw | Edit S ekEAHAA ARdray curam, custom. nyeis. listRoless: i MALI_| MUNL| ¥, SUPERROLE English
i | et Applcation - Custom CUram cusom iy, i 20100101 English
eow |Edt Apphcation - Custom - st e MUI_ProgramuUserfdimin, SUPERROLE, DOH_CITEM Enghsh

Appbcation - Custoem e s i
\iaw |EGT SR P t ges MUNL_ English
Appbcation - Custom
apphcabion parameters

Vi |EL CUrIm, CURLom iy ¢S hasEIODRTivileges MUNI_Programiiser Admin, SUPERROLE Englizh

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.preventReActivationDate. Edit Property page
displays.

Proparty Nama: | sstom o

| Type: stong Typs

Walue: 20100101 Dymnamic:

Category:  Apph - Custom P ¥ Default Valua: 20100101
e Cancel |

6. Use the Tab button to navigate from field to field. Make date changes as
needed and as per current policy by modifying the date recorded in the
Value field. Record this date as yyyy/mm/dd format. Changing the date
recorded in Default VValue to match the date being changed is not
required. When finished changing date, click Save. Properties page
displays:

RU00

Property Name: curam.custom. myeis. préventReac tivationDate Type: String Type
Waltai' 20100108 it o
Category: Apphcabion - Custom appicabon paramebers DElaut Valies® 20100101
Acman [Rusplay Name Rescnoticn Locals
it | Deleng curam. custom.nyeis. s Enghsh
[ Ean [ Detete || Close

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:

Page 41



Unit 11: System Administration

8. Click Publish Changes. Publish Changes confirmation page displays:

YEIS QA .
tate DOH use only —noreal ivedata) Q) o0 0 1hox

navigation B publish Changes ?

Are you sure you want to publish the property changes?

Caneel
[ recent items )}

9. Click Publish. Changes take effect immediately. Properties page displays:

.......

Category:

[[Search | [ Resm

(=15 Disghay Mo Walug Lagaly

Managing the list of User Roles that are allowed to Edit a
"Reactivated" IFSP or SA

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays

4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search.
Results populate page:
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L P T P e, e L AP

B add erone

= B pubiish changss B saser oafus
ia

Locake: | [Engish 7] Category: Custom appl v

[(Search | [ Reset

Category
Appheation - Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE

Enghsh
Apphcation - Custom

Viaw | Edit S ekEAHAA ARdray curam, custom. nyeis. listRoless: i MALI_| MUNL| ¥, SUPERROLE English
i | et Applcation - Custom CUram cusom iy, i 20100101 English
eow |Edt Apphcation - Custom - st e MUI_ProgramuUserfdimin, SUPERROLE, DOH_CITEM Enghsh

Appbcabion - Custom T S
Meedl1EQ application parameters L ges MUNL English
e Curam.custom el hasEIO0PTivieges MIUHL_Programisar adin, SUPERROLE Engiish

Wi | BBy

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.hasReactivationPrivileges. Edit Property page
displays:

NYEIS QA
(State DOH use only —no real live data)

B cait Property

Value: ‘MuNLDrugramUEErAdmin | Dynamic: [J
Category: ‘App\icat\un - Custom application parameters '| Default Value: |MUNLDrugramUsarAdmin |

6. Use the Tab button to navigate from field to field. Make changes as needed
and as per current policy by modifying the User Roles recorded in the
Value field, separated by commas. Changing the values recorded in
Default Value to match the role being changed is not required. When
finished, click Save. Properties page displays:

NYEIS QA:
(State DOH use anly —no real live data)

Properties

Add Description

Property Name: curam.custom.nyeis.hasEditAfterReActivationPrivileges Type: String Type
Value: MUNI_ProgramUserAdmin Dynamic: No
Category: Application - Custom application parameters Default Value: MUNI_ProgramUserAdmin

Property Description

Action Display Name Description Locale
Edit|Delete curam.custom.nyeis.hasEditAfterReActivationPrivileges English

[ Edit ][ Delete ][ Close )

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:
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NYEIS QA

ate DOH use only — no real lve data) O, iy calendsr Q)

navigation BN Publish Changes 2

Are you sure you want to publish the property changes?

Caneel
[ recent items )}

9. Click Publish. Changes take effect immediately. Properties page displays:

0o o gecoco0

[[Search | [ Resm
Durable Madical
i i Category Disiplay. Name Walus Logals
Burveys
D

Managing the list of user roles that are eligible to reactivate a closed
IFSP or SA.

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.

3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays
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4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search. Results
populate page:

L P T P e, e L AP

Appbeation = Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE English

i IEdit m:m ';:fm:ﬁn A, U bom s s ol i MM PN ¥/ SUPERROLE  English

s | EE Applcation - Custom CUram cusom iy, i 20100101 English

JEst Apphcation - Custom - st e MUI_ProgramuUserfdimin, SUPERROLE, DOH_CITEM Enghsh
Appbcation - Custom CLram, CLStom, Ny sis

Vina IRt application parameters # e il

Vi | Eghl :::nh:;m ;:::::“m curam. custom nyeis. hasEIOOPrivileges MUNL_Programiser Adimin, SUPERROLE English

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.hasReActivationPrivileges. Edit Property page
displays:

NYEIS QA:
State DOH use only —no redl live data) 09,

O, vy calendar @ My cases Q) search Qs about O Logout

navigation Edit Property 2

Property Name: |curam.cu5tom‘nyews.hasReActlvatlonPrlvwIeges ‘ Type: String Type v
- - Value: |MUNI_PrUgrarnUserAdmin,SUPERROLE,DOH_OITPN‘ Dynamic: [
[ recent items )
Category: \Application - Custom application parameters '| Default Value: MUNI_ProgramUseradmin

6. Make changes as needed and as per current policy by modifying the User
Roles recorded in the Value field, separated by commas. Changing the
values recorded in Default VValue to match the roles being changed is not
required. When finished, click Save. Properties page displays:

NYEIS QA:
s, . {State DOH use only —nored live data)

navigation

Properties

Add Description

Property Name: curam.custom.nyeis.hasReActivationPrivileges Type: String Type
Value: MUNI_ProgramUserAdmin, SUPERROLE,DOH_QITPM Dynamic: No
Category: Application - Custom application parameters Default Value: MUNI_ProgramUserAdmin, SUPERROLE,DOH_OITPM

Property Description
Action Display Name Description Locale
Edit|Delete curam.custom.nyeis.hasReActivationPrivileges English

Edit Delete Close

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:
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YEIS QA

it DOH use only ~n0 el he ) O, iome O 1abox O wy calendsr O

navigation B publish Changes ?

Are you sure you want to publish the property changes?

Caneel
[ recent items )}

9. Click Publish. Changes take effect immediately. Properties page displays:

.......

Category:

[[Search | [ Resm

(=15 Disghay Mo Walug Lagaly

Modifying the list of User Roles that have 'EIO/D privileges'

The following steps detail the steps for adding/removing roles that are to have
EIOD privileges. Users with EIOD privileges are not subject to the
amendment process when making changes to cases that have been previously
approved.Instead, changes made to cases by users with EIOD privileges are
immediately seen.

1. Display DOH_OITPM Home Page

2. Click Code Tables link from My Shortcuts section. Code Tables page
displays.
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3. Click Property Administration from Left-Hand Navigation section.
Properties Page displays

4. From Locale drop-down, select English. From Category drop-down,
select Application - Custom application parameters. Click Search.
Results populate page:

[Search | [ Resat ]

Appbeation = Custom

IDR23,I0R24, IDAZE, IDR2S, IDRZT, IDAZE English

Apphcation - Custom

| Bt apphcation paramate m, custom.nyois.listRoless MUNI_| dmin, MUNL_| ¥, SUPERROLE English
i | By Appiication ' Custom i85S vyt 20100101 English
Voo | Bkt Agpiication 5 Sitiom.. - MUMNI_Programiserfdmin, SUPERROLE, D-OH_OITRM Enghsh
Vi I Bkt m‘ﬁm r;:;”‘mtcﬂm uram, custom.myes ges MUL_ English
Vi | B CPPRCATY - QR curam custom nyeis hasEIODRTivileges MUNL_ProgramserAdmin, SUPERROLE English

apphcabion parameters

5. Click Edit link corresponding to the parameter with Display Name:
curam.custom.nyeis.hasElODPrivileges. Edit Property page displays:

Proparty Mame: SRS TR Typed | Stng Type
Dyramic:

Defsult valie!  MUNI_Programusesadmin, SUPERROLE

ithsas | MMI_Progeamilisersdein, EUPERROLE

Category: | Appheation - Custem appheation parameters ¥

[Csam_| [ canemt |

6. Navigate field-to-field using the TAB key. Make changes as needed and as
per current policy by modifying the User Roles recorded in the Value field,
separated by commas. Changing the values recorded in Default Value to
match the roles being changed is not required. When finished, click Save.
Properties page displays:

Froperty Mame: curam.custom.nyeis hasElG0Priviages Tymet String Type
HIGEE| MUNI_PragramUsaradmn, SUPERACLE Dynamic: No
Category: Custom applicati Defailt Valie:| MUnI_ProgramUseradmin, SUPERROLE

Property Dascription
ction Rizlay Nams Russrintion Lesals
Edit| Dedete curam. custom. nyes. hasElODPmwlages Ceemma-dahmitad kst of rolas wha have GI0D ke prviiages, Enghsh

[Eait | [ Delote |[ Ciose |

7. Review changes. Click Edit to make additional corrections, if needed.
Click Close when review is complete. Properties page displays:
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YEIS QA _
e DOH use only—noreal ivedata) - Q) .0, 0, My Calendar 0,

navigation BN Publish Changes 2

Are you sure you want to publish the property changes?

Caneel
[ recent items )}

9. Click Publish. Changes take effect immediately. Properties page displays:

........

Category:
[[Search | [ Resm

Categarny Dizphay e Valug Lagals

‘Reason for Edit’ Codes and their associated descriptions:

‘Edit reasons’ are selected by an end-user when editing a reactivated IFSP or SA.
The reasons selected will populate the IFSP or SA “‘Modification History” entry
that reflects the edit made to the reactivated case.

Some of the Business Rules relating to reason codes are as follows:

The Edit reason codes have to be unique

The Edit reason codes will not be allowed to be reused or repurposed
The Edit reason codes will not be allowed to be physically deleted
The Edit reason codes can be logically deleted (set to inactive so the
user will no longer be able to select a “logically deleted” reason)
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Current list of Selectable Edit Reasons, and their associated codes:

Code

Description

Selectable

Language

Sort Order

CRREO1

Adding Service Authorization
Previously Not Recorded to
reflect services actually
delivered

Yes

English

CRREO2

SA Service Type incorrect, add
SA to reflect correct service
type for services actually
agreed to, authorized and
delivered

Yes

English

CRREO3

Correction to service dates to
reflect actual dates of service
delivery agreed to, authorized
and delivered

Yes

English

CRREO4

Correction to service
frequency to reflect actual
frequency of services agreed
to, authorized and delivered

Yes

English

CRREO5

Addition of co-visits to reflect
co-visits that were agreed to,
authorized and delivered

Yes

English

CRREO6

Addition of make-up visits to
reflect make-up visits that
were agreed to authorized
and delivered

Yes

English

CRREO7

Correction of Qualified
Personnel agreed to, and
authorized to deliver services

Yes

English

CRREO8

Correction of Qualified
Personnel agreed to and
authorized to participate in
co-visits

Yes

English

CRREO9

Amendment to Child's Level
of Functioning

Yes

English

CRRE10

Amendment to Child's
Outcomes

Yes

English

10

CRRE11

Amendment to Child's Natural
Environment

Yes

English

11

CRRE12

Other IFSP demographic
correction/addition/change

Yes

English

12
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(must provide detailed
information in comments)

Other SA correction/change
(must provide detailed
CRRE13 | information in comments) Yes English 13

To Access the ‘Reason for Edit’ code table:
1 - From DOH_OITPM ‘Home’ page, select ‘Code Tables:

e Task | Wew Activity

B von onem
Walcoma to tha New York Early Intaevantion Systom

Ugsr

Chisd

Sarvice Authonzations
Saryics Providers
b

Eaymants Recetved
Eayments fssued
¥ouchsr

Third Barty Insurance
Luabdiky Clems
wereon

Thed Pacty Insurance Batch
Baferral Sources

My Tasks My Calendar

Tash Eubject Deaifing SLt Date Eubject

Tabie Name
Morw APPLICATION_CODE [Change] Defautapp B/17/2009 10:33
Yiew AcceptanceStatus [Change] BT/ 2009 10:23
Wiem  ActenaPageNameCods [Change] APNY B/17/2009 10:03
Yie ActrityAttandesType [Changa] L] #17/2009 10:33
ol ActratyCategory [Change] B/17/2009 10:33
MEm  ActhityChentTyps [Changa] Lt /17732008 10:33
N ActrityLevel [Changs] A/17/2009 10:33
Migw  ActwityPrioety [Changel A2 H/A7/2009 10:33
iew ActhvityStatus [Change] B17/2009 10:23
e Aty Timastatus [Changs] atsz W17/2009 10:20
Mo ActrityType [Change] AT100 8/17/2009 10:33
Wgm  AddressCountry [Changa] us #/17/2009 10:33

3- Click “View’ link corresponding to Table name ‘EIS_ReasonForEditing’:

Miew EIS_ProviderType [Changel 8/17/2009 10:33
S LIS rationfeason [Change L1014 00:00
g [Change] it 400 1
Xiew EIS_RebliStatus [(hange] B/17/2009 10:33
Wiw EIS_Rafarraifeason [Change] 8/17/2009 10:33
Y E15_ReferratScource [Change] W17/2009 10:03
M I5_RafarralStatusCods [Changa] 8/17/2002 1033
Yiew EIS_ReferratSubmitstatus [Changs] L B17/200% 10:33
Maw EIS_RaferralType [Changel 8/17/2009 10:33
g EL5_RaportConfguration [Changs] L= B/17/2009 10:23
Miaw EIS_ReportProtocol [Changal #/17/2009 10:12
vinw EI5_Rersferratstatus [Change] &/27/2001 17:36
ow EIS_RespiteReason [Chanoe] 12/17/2012 13:54
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4 — Page: ‘View Code Table: EIS_ReasonForEditing’ displays:

View Code Table: E1S_ReasonForEditing f
(i fom ) (wioie ) (Cions )

Nais) E15_RaasorForEditing [Change] DEfSAECodésl [Changal

Adding Service Authonzabion
Praviously Hot Recorded to

Yiaw | Bt CRREQL reflact sanices dctual Yes Engish. 1
delrvared

A Sarvice Type inceerect, add

54 to reflect comect sanvice.
Miaw | it CRREOZ type ctually
agreed to, authornzed and
delrvered

Comection to perice dates to

View | Edit CrRE0d reflect actual dates of service

:mo:“ fraquancy
0 raect actual raguancy of
i | it chrEos sarvices agresd to, authore i

and defwaced
addition of co-visits ta reflect

Wi | Echt CRREOS Co-visits Ehat were agroed to, s
authonzed and delvered

Miww | Edit CREEQS
of Qualified
Vet | Edit CRREODT Parsonnel agreed to, and Yaa
o
i | Edit CRREQS [ENCROr pcd Lo el Yar Enghen a
visi

Amandmant to Chid's Level of
i | Bt CRRZOS Fstieso

Amendment to Chid's
Miave | Eghit CRRELD R

Yiew | Bt CRRELL Brwironasat Yes Engish 1z

inw | Edit crpEL? jEoiuc Hon/ MkRoo TR Yes Englsh 13

Wi | Exdet CRRE13 [must provide detaded Yes Enghsh T

i | it cREE1a. M““"“ 9 Changing Provider of was Eingish -

Adding new Edit reasons for selection in ‘Reason for Editing’

The following steps detail adding new edit reasons into the Code Table, for
selection by end-users when editing reactivated cases:

1 - Click ‘New Item’ Button located at the top of ‘EIS_ReasonForEditing’:
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| View Code Table: EIS_ReasonForEditing

Eoeas]
[CCiess

Talsin

Code Table Mems

54 Service Type incoerect, add

54 to reflect comect sanvice.
Miaw | it CRREOZ type ctually
agreed to, authornzed and
delrvered

Comection to perice dates to
reflect actual dates of service

Maw | Bt CRRE0T o agraed to, sthoeized Yas Ergieh. 3
and delvered

Comaction to senice fraquency
to raflact actusl fequincy of

i | Eght CREEO4 bl iy S b
and defrered
‘addition of co-visits to reflect

Wi | Echt CRREOS Co-visits Ehat were agroed to, s
authorzed and delvered
Addition of make-up visits to
raflact make-up vaits that

Vo | Echt pasne were agroed o suthonzed and -
dairvarad

of Qualified
Vet | Edit CRREODT Parsonnel agreed to, and Yaa
e | Et chREDe Liptnctp ot vas
s
iaw | Egit CRRECS :::w-ga:»wu.wd

Amendment to Chid's
M | Eddit CRRELD Do Yas Englsh. 1
Yiew | Bt CRRELL Brwironasat Yes Engish 2

inw | Edit cRREL2 jEoiuc Hon/ MkRoo TR Yes Englsh 13

Wi | Exdet CRRE13 [must provide detaded Yes Enghsh i

Moy | Bt CREE14 Mwwww Yas Trgish -

o CREELS
sDuscrption] 4.01 Test addng a new Edit Reason
[ Save | [Save & Maw|[ Cancel |
annatation Languigs
Adding Service Authonzabion Praviously Not Recorded
St to reBect senvicas actually debvered R - X
Sik Sarvica Typa incomect, add SA to reflact comect
CRREO2 service typs for senvices actually agreed te, Yes Englsh 2
authorized and delrvared
Comection to service dates to reflect actual dates of
i parvica dalary agrind 1, authorized and delvarad - gl -
Cormection to servica frequency to reflect actusl
CRREO4 frequency of services agreed to, suthorized and Yes Engish 4
dalrvarad
Addition of co-visits to reflect co-vasits that were
i agreed to, uthenized and derered it S 2
Addition of make-up visits to reflect make-up visits
i that were agread to autherized and delvarad i o) G
Comection of Qualifiad Parsormal agread to, and
CRREOT b o) ok Yeu Eingish "
Comection of Qualified Parsornel agreed to and
FRaeOe authorized to parbopate in co-visits ik B, L
CRREOY Asmendment to Chid's Level of Funcboning Yes Englsh 10
CRRE10 Amendment to Chid'y Dutcomes Vs Enghity 1
CRRE11 Amendment to Chid's Natural Environment Yes Englsh 12
Other IFSP demographic cormection/ addtion/changs
bz {must provide Getaded information i commants) A i A
Other SA correction/change (must provide detaled
CRRELS nformation in comments) — S ok
CRRE1A Adding or Changng Provider of Record Yes Englsh 7

Create the new code and description by entering data in the following fields. Use
the TAB key to navigate from field to field:

a) ‘Code’ is required. Existing Edit reasons use ‘CREE’ as a prefix,
followed by a number (ex: ‘*CREEQ9’).
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b) ‘Description’ is required. Text entered in here is what will display in
the list of edit reasons from which a user can select.

c) “Annotation’ — Leave blank

d) “Selectable’ — Place a check mark in the check box if the code is to be
immediately available for selection. (Uncheck this for existing edit reasons
to remove the Edit reason from selection list without actually deleting the
code/description)

e) Langauge — Leave at default: ‘English’

f) Sort order — The system will list the edit reasons displayed according
to the sort order specified in this field.

3 — When finished, click *Save’ if done adding new edit reasons, or ‘Save and
New’ if adding multiple reasons. Click ‘Cancel’ to abort the process

4 — Page: “View Code Table: EIS_ReasonForEditing’ displays. The list will
contain the new reason:

le Table: E15_Reasonfortditing

AL E15_Reascrf orfditing [Chy

Vi | Eit

SA Sanvice Typs incomect, sdd

A 1o raflect cormpct sarvice

type for services actually Yes Englsh 2

agreed to, suthorized and

deiversd

i et

raflact actunl dutas of sarvice

delivary agresd to, sutharized e L 2
dubered

M | EHE

yiew | Gt CcRREGY

Comection to service frequency
o refect actual frequency of
Wi | Edt CRRE bervices agread to, suthorzed b L
debvered

Addition of Co-visits to reflect

wien | Exdit CRREDS Co-visits that were agreed 1, Yes Englsh 5
authorized and delivered
Addition of make-up visits to

o reflact make-up visits that

e | Edit CREEDS wars agreed th Buthonzed wnd Yas Enghsh ]

wiewr | Exit CREDOT Parsonnel agreed to, and vua Enghsh ]
=

and
(O St authorized to particpate in o~ b L
visits

" Amendmant to Chidls Level of
Vi | Edid CREEOS Funet Yad Englsh 10

5 — Click the “Close’ button. Page: ‘Code Tables’ displays:

de Tables 4
o E
Az 2 Datault Vabs Last Modbed
iow APPLICATION_CODE {Changsl Dafaultipp 8/17/2009 10:33
ey AcceptanceStatus [Change] 8/17/2009 10:33
Ak Az tonPageNamecCods [Changs! APt 8/17/2009 10:3
M ActhityattendesType [Change! ALY 8/17/2009 10:33
Yigm ActivityCategory [Changel 8/17/2009 10:33
Wherey 1 B/17/2009 10:33
e W17/2009 10:33
e a2 8/17/2009 10:33
Voow 8/17/2009 10:33
Mien ATSZ 8/17/2009 10:30
den AT100 8/17/2009 10:33
5 us 8/17/2009 10:33
BAT/2009 1003
us ®/17/2009 10:30
3/24/2011 08:43
AT1 81772009 10:33

6- Click the “‘Publish’ button. Page: ‘Publish Code Table Changes’ displays
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T

it to pubdsh chanpes made to the apphcation code tables?

7- Click the “Yes’ button to publish changes.

ANNOUNCEMENT ADMINISTRATION

The announcements cluster - seen on the home pages of all NYEIS users - can be
managed by users in the DOH_OITPM Role or Level I11 users via The Manage
Announcements page.

The Manage Announcements page allows for the sorting, viewing and editing of
individual announcements, their titles, and effective start and end date ranges.

NYEIS QA ) . Welkome, Chris 0'Connor. Server # 7.
DOH use only —no redl live data)

New Task | New Activity

navigation ) ¥ boH orTPM
Welcome to the New York Early Intervention System

Announcements

6/3/2016: This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at any time.
Announcement #3.

6/3/2016: This is yet another sample announcement. Announcement #2!
6/3/2016: This is sample announcement number 1. Impoertant information will be displayed here.

by shortcuts

N Registration User
[ recentitems T INSURANN Child
Claim Funding Service Authorizations
Rate Tables Service Providers
Code Tables Invoices
Templates Payments Received
Unsolicited Adjustments Payments Issued
Create User Wouchers
Surveys Third Party Insurance
Banks Liability Claims
Work Queues Vendors
Reports Third Party Insurance Batch
Provider Application Referral Sources
Print Provider Profiles Provider Claims

Print Vendor Profiles Financial Payments
Generate Mailing Labels Provider Application

Manage Terms And Conditions Suspended Accounts
Manage Announcements At Risk Surveillance
List ICD

Search Durable Medical Equipment

Task Subject Deadline Start Date Subject

To Access the ‘Manage Announcements’ Page:

1. Click Manage Announcements under the My Shortcuts column of the
DOH_OITPM or Level 111 Home Page
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Manage Announcements Page displays:

NYEIS QA ) . Welcome, Chris O’Connor. Server # 7.
tate DOH use only —no real live data)

EREIRTON N Manage Announcements:

Action Title Start Date End Date Created On Created By Updated On Updated By

| view | Edit SampleAnnouncement#3 6/3/2016  6/30/2016 ,20'®  chris O'Connor  5/2/2016
Precntiteme S : :

View | Edit SampleAnnouncement=2 6/3/2016  6/30/2016 20 chris o'Connor 5132016

6/3/2016 S 6/3/2016
12:08 Chris O'Connor 12:08

6/3/2016: This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at any time.
Announcement #3.

6/3/2016: This is yet another sample annot Annot #2!
6/3/2016: This is sample announcement number 1. Important information will be displayed here.

Chris Q'Connor

Chris Q'Connor

View | Edit SampleAnnouncement#1 6/3/2016 6/30/2016 Chris O'Connor

From this page, the OITPM or Level 111 Admin user has the ability to
View existing announcements, create new announcements, as well as
manage all current and prior announcements.

As with many columns in NYEIS, clicking on the column headers for
‘Title’, ‘Start Date’, ‘End Date’, ‘Created On’, ‘Created By’,
‘Updated On’, or ‘Updated by’ will re-sort the column from Ascending
alphabetically/numerically to descending alphabetically/numerically.

Creating a new Announcement

Revision Date: 6/17/2016

1. Click the New Button. Create Announcement page displays:

NYEIS QA

Welcome, Chris 0'Connar. Server # 7.
(State DOH use only —no real live data)

Create Announcement:

[ save |(Save & New [ Cancel |
#Title: i |
#Start Date: | 6/3/2016_ @

recent items )

End Date: i i@

'| | Text and Comments

#Text:

Comments: | !

[ Save |(Save & New | Cancel |

2. Use the TAB key to move from field to field to enter data:

a. Title (Required field) — The Announcement title will only be seen
from the Manage Announcements page, and accepts a maximum
of 20 characters. You must record at least one (non-space)
character in the Title field.

b. Start Date (Required field) — Use this date field to set the effective
start date for when the announcement should be displayed. You
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can type the date in manually (mm/dd/yyyy) or use the calendar
icon to select a date from the pop-up calendar

End Date (Optional) — Use this field to set the effective end date
for the Announcement. Once an Announcement’s end date has
been reached, it will no longer be seen in the Annoucements
section of all NYEIS Home pages.

Text (Required) — Enter the text you wish to be displayed in the
Announcemnts section of the NYEIS Home pages for all users, up
to a maximum of 400 characters.

Comments (Optional) — Record any comments that you wish in
this field, up to 100 characters. Text recorded in this field is only
seen within Manage Announcements and is not broadcasted to all
users’ Home Pages.

3. Click Save to save the record and return to the Manage Announcements
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Page, or click Save & New to save the record and remain on this page to
record another announcement. Or, Click Cancel to abort the creation of
the new Announement and return to the Manage Announcements Page.

Important Notes:

You can record a future start date for the start of the
announcement, but you cannot back-date the Announcement
Start Date.

Announcements with no specified end date will remain visible in
the Annoucements section of all NYEIS Home Pages until they
are otherwise managed from the Manage Announcements

page.

The First and Last Name of the NYEIS user rcording or editing
the announcement will be captured in the ‘Created By’ or
‘Updated By’ fields, along with the date/time of the creation or
updating.

A history of any specifc edits made by the users will not be
tracked. Only the individual to have created or last individual to
have updated the record is maintained.
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Viewing/Editing Existing Announcements

NYEIS QA Welcome, Chris 0'Connor. Server # 7.

(State DOH use only —no real live data) o o () o

\>2/ Home \%/ Inbox \2/ My Calendar \2/ My Cases .9, Search 9, About \X/ Log Out

ﬁ Manage Announcements:

Action Title Start Date  End Date Created On Created By Updated On Updated By
view | Edit SampleAnnouncement=3 6/3/2016  6/30/2016 Ghr20'®  chris o'Connar  SE¥20%6 ciris o'connor
. View | Edit SampleAnnouncement#2 6/3/2016 6/30/2016 ?’;:?’1%016 Chris O'Connar ?’;3_’;%016 Chris O'Connor
6/3/2016 6/3/2016

View | Edit SampleAnnouncement#1 6/3/2016 6/30/2016 Chris O'Connar Chris O'Connor

12:08 12:08

6/3/2016: This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at any time.
Announcement #3.

6/3/2016: This is yet another sample announcement. Announcement # 2!
6/3/2016: This is sample announcement number 1. Important information will be displayed here.

For those users authorized to access the page:

e All current and prior Annoucement records maintained within the Manage
Announcements page can be viewed to either delete the record in its
entirety or obtain additional detail.

e All current and prior Annoucement records maintained within the Manage
Announcements page can also be edited to manage the start/end dates,
title, announcement, or comments.

Viewing Existing Announcements

1. From the Manage Announcements Page, click the View link for any
existing announcement you wish to view
2. View Announcement Page displays:

View Announcement:

oef)

Title: SampleAnnouncement=3
Start Date: 6/3/2016 End Date: &6/30/2016

Text and Comments

This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at
any time. Announcement =3,

Comments: 4.6 UM Documentation

Text:

Audit Details

Created By: Chris O'Connor Updated By: Chris O'Connor
Created On: 6/3/2016 12:11 Updated On: 6/3/2016 15:49

3. Review the detail then click Cancel to return to the Manage
Announcements page

Deleting Existing Announcements
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1. From the Manage Announcements Page, click the View link for any
existing announcement you wish to Delete
2. View Announcement Page displays:

View Announcement:

ae§)

Title: SampleAnnouncement#3
Start Date: 6/3/2016 End Date: 6/30/2016

Text and Comments

Text: This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at
© any time. Announcement #3.

Comments: 4.6 UM Documentation

Audit Details

Created By: Chris O'Connor Updated By: Chris O'Connor
Created On: 6/3/2016 12:11 Updated On: 6/3/2016 15:49

3. Click the Delete button
4. Delete Announcement Page displays:

Delete Announcement: 2

Are you sure you want to delete this announcement?

[ Yes ][ No |

5. Click “Yes’ to delete the announcement. Manage Announcements Page
displays. Click ‘No’ to cancel the deletion operation and return to the
Manage Announcements Page.
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Editing Existing Announcements

NYEIS QA Welcome, Chris O'Connor. Server # 7.

(State DOH use only —noreal live data) L) L) o o

O, tome Q. trbox Q. wy catendar Q) wy cases Q. searcn @ mbowr O g

f N Manage Announcements:

Action Title Start Date End Date Created On Created By Updated On Updated By
View | Edit SampleAnnouncement=3 6/3/2016  6/30/2016 5 r20'®  chris o'Connor  5/2/2016

. 2:11 15:49
| recentitems JEEEN

View | Edit SampleAnnouncement=2 6/3/2016  6/30/2016 20 chris o'Connor 5132016

6/3/2016 S 6/3/2016
12:08 Chris O'Connor 12:08

6/3/2016: This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen at any time.
Announcement #3.

6/3/2016: This is yet another sample annot Annot #2!
6/3/2016: This is sample announcement number 1. Important information will be displayed here.

Chris Q'Connor

Chris Q'Connor

View | Edit SampleAnnouncement#1 6/3/2016 6/30/2016 Chris O'Connor

1. Click the Edit link for the Announcement you wish to manage
2. Modify Announcement page displays:

Modify Announcement: =l

xTitle: ‘SampIeAnnouncement#B |
Start Date: 6/3/2016 End Date: 6/30/2016 &

Text and Comments

This is a 3rd Sample announcement to display. A maximum of 5 announcements can be seen
at any time. Announcement #3.

#Text:

b

4.6 UM Documentation

Comments:
4
Audit Details
Created By: Chris O'Connor Updated By: Chris O'Connor
Created On: 6/3/2016 12:11 Updated On: 6/3/2016 15:49

Cancel

3. Use the TAB key to navigate from field to field and make changes as
needed:

a. Title (Required) — Will accept a minimum of 1 character and a
max of 20 characters

b. Start Date (Required field) — Modify this date field to change the
effective start date for when the announcement should be
displayed. You can type the date in manually (mm/dd/yyyy) or use
the calendar icon to select a date from the pop-up calendar

c. End Date (Optional) — Modify this field to change the effective
end date for the Announcement. Once an Announcement’s end
date has been reached, it will no longer be seen in the
Annoucements section of all NYEIS Home pages.

Revision Date: 6/17/2016 Page 59



Unit 11: System Administration

d. Text (Required) — Change the text you wish to be displayed in the
Announcemnts section of the NYEIS Home pages for all users, up
to a maximum of 400 characters.

e. Comments (Optional) — Modify any comments that you wish in
this field, up to 100 characters. Text recorded in this field is only
seen within Manage Announcements and is not broadcasted to all
users’ Home Pages.

4. When finished with edits, click Save. Manage Announcements page
displays. Alternatively, click Cancel to abort any in-progress edits and
return to the Manage Announcements page.

Important Notes:

e If the end date for an announcement has passed and you remove
the end date or advance the end date into the future, the
announcement will again be visible to all NYEIS users until its
revised end date is reached.

e The current State Roles capable of Creating and Editing
Annoucements are: DOH_OITPM and SUPERROLE Users

e The current State Roles capable of Viewing Announcements are
DOH_AuditUnit, DOH_Mgmt, DOH_ProgramMgr,
DOH_FiscalMgr, DOH_FiscalUnitStaff,
DOH_ProviderApproval

e You cannot edit the start date to being earlier than the current
date of the edit being peformed

e You cannot edit the end date to being earlier than the start date
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