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1 INTRODUCTION

1.1 PURPOSE

The purpose of this SMCR is to convert the current CMS Net Legacy Follow-up module to
the CMS Net Web system and integrate its features with Web Messages module.

1.2 SCOPE
The scope of this SMCR is to:

Access from the CMS Net Web System

Make this available on the Internet Explorer browser

Replace the current Legacy Follow-up module with the web version
Integrate web Follow-up with the web messages module.

View Follow-ups by selected search criteria

Provide the option to create a Follow-ups using Web Messages

N o o~ wDd P

Follow-ups can only be accessed by users involved such as the Requestor and the

assigned and notified users

8. Make the current Client Information header a static table on the page. It remains in view
at the top of the screen when user scrolls down

9. Create ability to include attachments of patient header, case notes, correspondence, and
SAR.

10. Modify the Homepage to include a summary of the user items such as Web Messages,

Follow-ups, and Pending Letters.
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1.3 DEFINITIONS, ACRONYMS, AND ABBREVIATIONS

Table 1-1 lists the definitions, abbreviations and acronyms that may be used within this
document:

Table 1-1, Definitions, Abbreviations and Acronyms

Term Definition

CCS California Children’s Services

CIN Client Index Number - a unique patient identifier assigned by CMS Net
CMS Net Children’s Medical Services Network

DHCS Department of Health Care Services

SAR Service Authorization Request

SMCR System Maintenance Change Request

MTU Medical Therapy Unit

MEDS Medi-Cal Eligibility Data System

1.4 OVERVIEW

The Follow-up module needs to be converted to the CMS Net Web system and utilize the
Web Messages module to create Follow-ups. This module allows Requestors to track actions
items assigned to users while being able to notify other users.

Introduction 2



2 OVERALL DESCRIPTION

2.1 ASSUMPTIONS AND DEPENDENCIES

1.
2.
3.
4.

This SCMR uses the DHCS web design standards
This has the same “look and feel” of the SAR system
Create the option to print from the web

Save the existing or most recent patient identification until the session has expired or
when the user chooses a different patient to work on. This allows the user to navigate
through different modules or menus without having to perform a new search for that
same patient. This feature should be similar to CMS Net Legacy.

. The terms ‘Client’ and ‘Patient’ are used synonymously for this SMCR.

6. The Client Information Header used in this documentation is not accompanied by a data

dictionary because it has already been developed and properties have been defined.

. The requirements and design are meant for CCS, although it may serve the same

requirements for GHPP.

8. Convert any pending Legacy Follow-ups to the web version

9. Add the ability to attach patient, case notes, correspondence, and SAR to the Web

Messages.

10. Add the capability to use the Internet Explorer ‘Back’ and ‘Forward’ button

Overall Description 3
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3 FUNCTIONAL REQUIREMENTS

3.1 FOLLOW-UP TERMS AND DEFINITIONS

1.
2.

Follow-up — An action item or project. Follow-ups are overseen by the Requestor.

Requestor — A person who creates a follow-up to be completed. This person is responsible (or
through a surrogate) for managing the Follow-up. This person can divide the follow-up into
smaller tasks and delegate them to other users (Assigned Users).

Assigned User — A person who has been assigned one or more tasks by the Requestor.

Task —Subdivision of a follow-up assigned by the Requestor to an Assigned User.

Notified User — A person notified of the follow-up. Specific action is not required from this
person; however, he/she may participate in certain communications regarding the follow-up and

monitor its progress.
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3.2 ACCESSING FOLLOW-UPS

The CMS Net Web Homepage displays the status of the user's Web Messages, Follow-ups, and Pending Approval Letters as
shown in Figure 3-1. The Pending Approval status is not in this SMCR, but will be added in the future. The name of each module is
displayed as a hyperlink that links to the respective module with numbers in parentheses indicating the number of new, pending or

updated items.

Figure 3-1, CMS Net Web Homepage

The ‘View My’ drop down list displays the follow-up option and a number in parentheses which indicates the number of tasks that
needs to be completed by the current user or updates have been made regarding the follow-up.
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The Follow-up module can also be accessed from within the Web Messages module by clicking the ‘Pending Follow-ups’ icon
located on folder list as shown in Figure 3-2. In the example, the number in parentheses is zero; therefore, there are no new or updated
follow-ups or tasks.

Figure 3-2, Access Follow-ups

Follow-ups and tasks can also be accessed from the ‘View My’ drop down list located at the top right of the screen.
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In Figure 3-3, it displays the current users pending follow-ups. All new or updated follow-ups are displayed in bold font. In the
example, there are no new or updated follow-ups; therefore, the number in parentheses should be zero, as shown.

By default, the system will display the follow-ups list. However, the list can be changed to view by tasks by selecting the ‘Tasks’
option on the ‘View by’ drop down list. The view can be switched back to view by follow-ups by selecting the ‘Follow-ups’ option.

Figure 3-3, View List by Follow-ups

Pending Follow-ups with past due dates display in red font. New or updated Follow-ups display in bold font.
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3.3 CREATE FOLLOW-UP VIA WEB MESSAGE

A follow-up is created using a web message. In this example, the current user is Julie Rundall
and she is the one creating a follow-up.

Select a recipient as displayed in Figure 3-4. Recipients selected in the ‘To’ list are considered
the Assigned users and recipients in the ‘Cc’ list are the Notified users.

Figure 3-4, Select Recipients to be an Assigned or Notified User
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After selecting the recipients, type in a relevant subject description for the Follow-up, then click
the ‘Assign Follow-up’ check box as displayed in Figure 3-5.

Figure 3-5, Use Check Box to Display Follow-up Details

Note: Removing the check mark changes the Follow-up back to a regular web message screen if the
Follow-up has not yet been sent to the recipients. Once it is sent, the checkbox is locked.
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The screen refreshes and displays the follow-up details screen once the ‘Assign Follow-up’ checkbox is checked as shown in
Figure 3-6. The system displays the follow-up fields: Status, Due Date, Action Code, and Follow-up Completed Date. The required

follow-up fields are marked with an asterisk.
The system also appends the ‘Assigned Tasks’ list to the web message. All fields and controls on this screen can be edited or

used by the Requestor.

Figure 3-6, Create New Follow-up
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The ‘Task Options’ drop down list displays four options that the Requestor can use:

1. Send Message
2. Add Task

3. Delete Task
4.

Restore to Pending

Assigned and Notified users only have the option to use the ‘Send Message’ option.

At this point, the follow-up has no tasks added. Click the ‘Send/Receive’ icon to send the follow-up to the recipients.

11
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Figure 3-7 displays the follow-up after it has been sent. The body of the message has been rolled up in to a message thread.
Click on the expand/collapse control icon (‘+’ sign) to display the follow-up message thread.

Figure 3-7, Follow-up Message Thread

12
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As a shortcut to view only new or unread follow-up messages, hover the mouse pointer over the expand/collapse control icon
and the system will display a drop-down list of all the new and unread follow-up messages as displayed in Figure 3-8. This shortcut and
feature is useful when message threads become large with many messages. The shortcut provides a way to display only the new
messages without having to dig or drill down to look for them.

Click on the subject hyperlink to read the message. The message will display in a pop-up screen. As arule, all messages in a
thread will be read on a pop-up screen.

Figure 3-8, New Thread Message drop-down list

13
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Figure 3-9 is an example of actually clicking on the expand/collapse control icon to expand the list of message in the follow-up
thread. When the icon is clicked, the '+’ sign changes to a ‘-* sign. Click the ‘-* sign to collapse the thread and the icon changes back to
a '+’ sign.

All new or unread follow-up messages will display in bold font. Click subject hyperlink to read the message.

Figure 9, Using the Expand/Collapse Icon

Messages will be seen on the screen if the user is a Recipient of the message.

14
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Figure 3-10 displays a pop-up screen of the message from the follow-up message thread. Notice the body of the message is the

original message sent to the Recipients by the Requestor.

Figure 3-10, Pop-up Message Screen

The following Web Message functionalities can be used from the module menu bar:

1.
2
3.
4.
5

6.

New — Creates a new message. When sent, the message displays a new subject entry in the follow-up thread

Print — Prints the current message.

Delete (X) — Disabled. Not in use. Message threads cannot be deleted.

Reply — Creates a reply message to the sender. Displays underneath and indented to the right of the parent message.

Reply to All — Creates a reply message to the sender and all the Recipients. Displays underneath and indented to the right of
the parent message.

Forward — Forwards the message to other Recipients.

The system will send the messages to the follow-up or task message thread if any of the Recipients are a part of the follow-up meaning
the user is an assigned or notified user. For all other users not a part of the follow-up, the system will send the messages to the Web
Message Inbox.

15
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Figure 3-11 displays an example of a reply message to a follow-up message.

Figure 3-11, Reply to Follow-up Message

16
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Figure 3-12 displays the reply message in the follow-up message thread. All reply messages will display underneath and be
indented to right of the parent message.

Figure 3-12, Reply Message added to Follow-up Message Thread
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Figure 3-13 displays an example of a follow-up message thread with a different subject description.

Figure 3-13, Follow-up message with different subject description
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3.4 ADD TASK

Tasks can be added to the follow-up by selecting the ‘Add Task’ option from the Task Options drop-down list. The system will add
the new task item in the task list.

Figure 3-14, Add Task to Follow-up

20
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Figure 3-15 displays the assigned user control (red horizontal icon) where the Requestor can un-assign the task or add a new user
to the follow-up. Hover the mouse pointer over the control to display a drop-down menu. Click the ‘Unassigned Task’ option to un-assign
the current task. Click the ‘Add New User’ option to display the distribution list of users to add the follow-up.

Figure 3-15, Assigned User Options

21
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Once the task entry fields are entered, click the ‘Update’ button to save the changes. The screen will fresh and displays the task
message control thread with one new message as shown in Figure 3-16. The task message thread and the controls work exactly the
same as the follow-up message thread.

Figure 3-16, Task Message Thread
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Figure 3-17 displays the newly added task with the task message thread expanded.

Figure 3-17, Task Added with new message in Task Message Thread
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Click on the subject hyperlink to display a pop-up screen to read the task message as shown in Figure 3-18. Updates made to the
task fields will generate a task message in the task thread. See more information in section 3.11 about task message templates.

Figure 3-18, Task Message Template
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Figure 3-19 displays the follow-up with additional tasks.

Figure 3-19, Follow-up with additional task items added
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3.5 ASSIGNED USERS’ FOLLOW-UP LIST

Figure 3-20 displays the list of Follow-ups for one of the assigned users, Yolonda Paul. Currently, the assigned user has four
pending Follow-ups which include a newly unread one that was sent from Julie Rundall displayed in the bold format.
There are two types of views to list the items: Follow-ups or Tasks. The system defaults to the list of Follow-ups as shown below.
The view can be changed to list the tasks by selecting the task option on the ‘View By’ drop down list.

Figure 3-20, Follow-up List of an Assigned User

Notice the module header has changed when accessing the Follow-up folder. The folder drop down list and the new folder icon is
not displayed and have been replaced with a new icon called ‘Search Follow-up’. Follow-up items displayed in red font are past due. Click
the subject hyperlink to view more details of Follow-up.

26
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Figure 3-21 displays the details of the Follow-up for Yolonda Paul (assigned user). On this screen the assigned user can only
change their task status and send a follow-up or task message.

Figure 3-21, Follow-up Details for the Assigned User

27
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3.6 REQUESTOR FOLLOW-UP LIST

Figure 3-22 displays the six pending Follow-ups for the requestor, Julie Rundall. The Follow-up that was just created is the first
one on the list.

Figure 3-22, Requestors Follow-up List

Click the subject hyperlink to view the Follow-up details for the Requestor.
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Figure 3-23 displays the Requestors’ Follow-up details screen. From this screen the requestor can edit all Follow-up and task
fields.

Figure 3-23, Requestors Follow-up Details Screen
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3.7 ADD USERS TO FOLLOW-UP

Additional users can be added by using the ‘To’ button or the assigned user control (red horizontal icon). Figure 3-24 displays the
selection of a new Assigned user named Brenda Washington.

Figure 3-24, Add Additional Users
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Figure 3-25 displays the new user as a Recipient and listed as an assigned user.

Figure 3-25, New Assigned User Added to the Follow-up
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3.8 REMOVE USERS FROM A FOLLOW-UP

Assigned users can be removed by using the eraser icon located to the far right of the ‘To’ and ‘Cc’ field. Click on the icon to
display the list of select Recipients and remove the check mark next the user name as shown in Figure 3-26. In this example, Yolonda
Paul is being removed. When removed, user will be actually moved to the ‘Bcc:’ field.

Figure 26, Remove User from Follow-up
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Figure 27, Assigned User has been removed from the Follow-up
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Although the system did indicate Yolonda Paul was removed from the Follow-up, it remains in her Follow-up list marked as new.
The feature makes the formerly-assigned user aware that changes have been made to the Follow-up. Figure 3-28 displays the Follow-
up marked as new. Click the subject hyperlink to view the Follow-up.

Figure 3-28, Notify Removed User
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When the formerly-assigned user opens the Follow-up, the system sets focus on a confirmation message indicating the user has
been removed from the Follow-up. Click ‘OK’ to complete the removal process as shown in Figure 3-29.

Figure 3-29, Former Assigned User Confirms Removal

This process confirms that the former user is aware that he/she was removed from the Follow-up. After removal, there is no
association or tracking method to know that the former assigned user was involved with the Follow-up.

35
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3.9 COMPLETE TASK

An Assigned user can complete a task by entering a valid date in the ‘Date Completed’ field as shown in Figure 3-30. Click
‘Update’ to save the changes.

Figure 3-30, Change Task Status to Complete
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Once the screen is updated, the status of the task is changed to ‘Complete’ and a task message detailing the completion is sent
to the task message thread as shown in Figure 3-31.

Figure 3-31, Task Completed
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3.10 DELETE TASK

Requestors can delete any task of the Follow-up. Use the check box to select the tasks then select the delete task option from
the ‘Task Options’ drop down list as shown in Figure 3-32. The system displays a confirmation message before the task is deleted.

Figure 3-32, Select Tasks to Delete
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Once the task is deleted, the system will send a follow-up message to the follow-up message thread to only the assigned user of
that task for each task that is deleted as shown in Figure 3-33.

Figure 3-33, System Follow-up message when Task is deleted.
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3.11 TASK MESSAGE TEMPLATE

Listed below is an example of a task message template sent after each task field is updated. The example below will appear in the
body of the task message. The text in brackets [] tracks the previous value of the task field if it was changed.

Task #: 01
Assigned User: Paul, Yolonda (Sacramento) [was Washington, Brenda (Orange)]
Task Description: Register in CMS Net [was Register in Child-Watch]

Priority: Routine
Status: Pending
Due Date: 12/10/2007
Date Completed: 12/09/2007

Below is the list of events that will trigger the system to send a task message to the task message thread with the corresponding subject
line listed on the right column.

Task Object Event Updates Subject Lines
1. New user is assigned to a task Task Assigned / Reassigned
2. Task is unassigned Task Unassigned
3. Task Description updated Task Description Updated
4. Priority changed to ‘Urgent’ Task Priority Escalated
5. Priority changed to ‘Routine’ Task Priority Lowered
6. Due Date is changed Task Due Date Updated
7. Date entered in Date Completed field Task Completed
8. Date removed from Date Complete field Task Restored
9. Task Deleted Deleted Task

If multiple fields are updated at once, the system will concatenate the subject lines in the order listed above.

40
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3.12 SEND FOLLOW-UP OR TASK MESSAGE TO USERS

A message can be sent as a follow-up or task message by using the ‘Send Message’ option on the task options drop-down list.
By default, the message type will be a follow-up message. The message type can be changed to a task message by selecting a task in
regards to the new message.

In the example, Figure 3-34, a follow-up message will be created.

Figure 3-34, Send Follow-up or Task Message
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Once the ‘Send Message’ option is selected, the system will display a pop-up screen of a new Web Message screen. For
follow-up messages, the system will automatically include the Assigned and Notified users in ‘To:” and ‘Cc:’ fields respectively. For task
messages, the system will only include the Assigned user of that task.

Figure 3-35, Create Follow-up Message

Additional users not involved with the follow-up can be recipients but the message will only appear in their Web Message Inbox.

42
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After the message is sent, it will appear as a new follow-up message entry in the follow-up message thread as displayed in
Figure 3-36.

Figure 3-36, Follow-up Message displays on Message Thread
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3.13 COMPLETE FOLLOW-UP BY REQUESTOR

A requestor can change the status of the Follow-up to ‘Complete’ or ‘No Action’ at anytime regardless of whether there are
incomplete assigned Follow-ups. Figure 3-37 displays a confirmation message to complete the Follow-up even though there are
unfinished tasks by the assigned and notified users. Select ‘Yes’ to continue or ‘No’ to cancel.

Figure 3-37, Requestor Complete the Follow-up
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When the Requestor completes the Follow-up, the system marks the Follow-up as new for all the Assigned and Notified Users
as displayed in Figure 3-33. Notice, there’s also a completed date.

Figure 3-38, Follow-ups are marked as New after completion
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The system sets focus on the confirmation message about the completed Follow-up as displayed in Figure 3-39. The system
has changed the status of all pending tasks to ‘No Action’. Click ‘OK’ to confirm the completed Follow-up. The system will return to the
user’s follow-up list and the completed follow-up will be removed.

Figure 3-39, Confirm Follow-up Completion

If the follow-up status is changed to complete, the follow-up will be moved to ‘Completed Follow-ups’ folder. If the status is ‘No
Action’ it will be moved to the ‘No Action Follow-ups’ folder. If the follow-up is restored back to a pending status, the system will move it
back to the ‘Pending Follow Ups’ folder. The rules just mentioned will apply to Assigned and Notified users and their assigned tasks.
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3.14 RESTORE FOLLOW-UP

If a follow-up status is complete or has no action, it can be changed to pending by the Requestor or State system administrator.
Click on either the ‘Completed Follow-ups’ or ‘No Action Follow-ups’ folder as shown in Figure 3-40.

Figure 3-40, Search for Completed Follow-ups to restore
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Figure 3-41 displays the list of completed follow-ups for the Requestor. The system displays ‘Completed Follow-ups’ in red bold
text to help identify to the user that they’re working the folder of completed follow-ups. Similarly, the system will display ‘No Action
Follow-ups’ when the user is in the folder of no action follow-ups. Click on the subject hyperlink to open the completed follow-up.

Figure 3-41, Search for Completed Follow-ups
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Change the status from ‘Complete’ to ‘Pending’ then click the ‘Update’ button to restore the Follow-up as shown in Figure 3-39.
This allows the Requestor to change the status of each of assigned and notified user's Follow-up if necessary. The Follow-up is marked
as new for all the Assigned and Notified users.

Figure 3-42, Change Complete Status to Pending to restore Follow-up
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Table 3-2, Search Follow-up Screen Data Dictionary

Obj # | Object Name Type Req? Description/Comments
85.| Select Type 9 Yes Select type:
¢£2a Numeric 1. Follow-up
2. Task
86.| Date Type 25 Yes Select a date type.
(Search Follow-up) Alpha Numeric
Drop down list Follow-ups have three dates associated
with it:
-Entry Date
-Follow-up Due Date
-Follow-up Completed Date
87.| Follow-up Status 7 No Select the overall status of the Follow-up:
(Search Follow-up) Alpha Numeric 1. Pending - The Follow-up is still open
Drop down list and incomplete
2. Complete - The Follow-up is
complete.
3. No Action - Used when no action or
is needed..
88.| Begin Date 10 Yes Defaults to seven days from today’s date.
(Search Follow-up) Date (T-7)
99/99/9999 Enter the begin date for the date range.
Date entered is based on the ‘Date Type’
89.| End Date 10 Yes Defaults to today’s date.
(Search Follow-up) Date
99/99/9999 Enter the end date for the date range.
Date entered is based on the ‘Date Type’
90. | Search Patient 1 Yes Required if no Users have been selected.
e arch for el (B?bjeCt Control Click the button to bring up the client
utton
search screen.
Can select only one patient.
91.| Patient Name 30 Display Displays the name of the patient
(Patient List) Alpha Only selected.
Text box
92.| CCs# 7 Display Displays the CCS number of the patient
(Patient List) Alpha Numeric Only selected.
Text box
9999999
93.| CIN 11 Display Displays the CIN number of the patient
(Patient List) Alpha/Numeric Only selected.
Text box
999999999 A
94.| SSN 11 Display Displays the SSN number of the patient
(Patient List) Numeric Only selected.
Text box
999-99-9999
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95.| DOB 10 Display Displays the date of birth number of the
(Patient List) Date Only patient selected.
99/99/9999
96. | Gender 7 Display Displays the gender number of the
(Patient List) Alpha Only patient selected.
Drop down list
97.| Select User 1 No Lists the users that have given the
Object Control current user permission to view their
Drop down list Follow-ups.
This is set up in the User Security
module.
Defaults to the current user's name.
Search results display in the same
pop-up screen when the selected user
is other than the current user.
98.| Find 1 Optional Click the ‘Find’ button to search for the
(Search Follow-up) Control Object subject line from the subject table screen.
Button
99.| Action Code 4 Display This field is used to describe the action of
(Abbreviation) Alpha Only the Follow-up using abbreviations.
Default value is ‘N/A’.
Pointer to Action Code table. Uses
abbreviation only.
100| Action Code (Drop 60 Yes This field is used to describe the action.
down list) Alpha After selecting an option, the system
Drop down list populates the ‘Action Code’ field with its
corresponding abbreviation code.
Default value is ‘No further action’
Pointer to Action Code table.
101| Search 1 Yes Click ‘Search’ to begin the search for

(Search Follow-up)

Control Object
Button

Follow-ups based on the search criteria.
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3.15 SEARCH OPTION FOR FOLLOW-UPS

Follow-ups can be searched by date range, type, status, patient, and user. Click the ‘Search Follow-ups’ icon to display the pop-
up search screen as shown in Figure 3-43.

The search by patient option references attachments that are linked to a patient. Attachments are discussed later in this
document.

Figure 3-43, Follow-up Search Options
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The follow-up search results will display in the same pop-up screen as shown in Figure 3-44.

Figure 3-44, Search Results Displayed in Pop Up Screen
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3.16 ATTACHMENTS

Attachments can be added to a Web message using the ‘Attachment’ button as shown in Figure 3-45. The system allows three
types of attachments: Patient, Case Notes, and SAR. Correspondence will be added as the fourth option after the Web
Correspondence module is complete.

When a search is based on a patient, the system references the attachments that are linked to a patient.

Figure 3-45, Attachments Pop-Up Screen

The attachments pop-up screen is where attachments can be added or removed. It also displays the current attachments for the
Web message. Attachments can from different patients.
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3.16.1 Attach Patient

Patients can be attached to a Web Message. Attaching a patient displays all the fields in the client header information.
Select the ‘Patient’ option from the drop-down list, then click ‘Find’. The system will display the client search screen as shown in Figure
3-46.

Figure 3-46, Attach Patient
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Figure 3-47 displays the search results for Nacho Libre. If the patient is not displayed in the search results, click ‘Back’ to return
to the client search screen and use a different search criteria. If the patient is found, click the client name hyperlink to select the patient
and the system will refresh (and return) to the attachment list.

Figure 3-47, Select Patient to Attach
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After the patient is selected, it appears on the current attachment list as a hyperlink as shown in Figure 3-48.

Figure 3-48, Current Attachment Iltems
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Figure 3-49 displays the client header information pop up screen when the attachment is clicked.

Figure 3-49, Display Patient Attachment

The same steps can be repeated to attach more patients. Attachments are grouped by patients when there are more than one
patient.
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3.16.2 Attach Case Notes

Case notes can be attached by selecting the ‘Case Note’ option then clicking the ‘Find’ button as displayed in Figure 3-50.

Figure 3-50, Attaching Case Notes
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The system displays the case notes search screen as shown in Figure 3-51. Enter a search criterion, and then click the ‘Search’
button. Click ‘Clear’ to clear all searchable field entries. Click ‘Cancel’ to return to the attachments screen.

Figure 3-51, Search Case Notes to Attach
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The search result for case notes is shown in Figure 3-52. Use the check box to select the case note to be the attachment then
click the ‘Select’ button. Click the ‘View' button to view the selected case notes. Click the ‘Back’ button to return to the case notes
search screen.

Figure 3-52, Select Case Notes to Attach
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Figure 3-53 shows the added case notes as attachments on the attachment pop up screen.

Figure 3-53, Case Notes as Attachments
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Figure 3-54 shows a case note attachment item as displayed when the attachment hyperlink is clicked.

Figure 3-54, Display Case Note Attachment
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3.16.3 Attach SAR
Select the ‘SAR’ option on the attachment pop up screen as shown in Figure 3-55.

Figure 3-55, Attach SAR
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The SAR search screen will appear as shown in Figure 3-56. Enter a search criteria to search for the SAR.

Figure 3-56, Search SAR to Add as Attachment
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The search results of the SAR are shown in Figure 3-57. Click the SAR number hyperlink to view a print display of the SAR.
Use the checkbox to select the SAR to attach, and then click the ‘Select’ button. Click the ‘Back’ button to return to the SAR search
screen.

Figure 3-57, Select SAR
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Figure 3-58 displays two SAR attachments on the attachment pop up screen.

Figure 3-58, SAR Attachments Added
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Figure 3-59 is a display of the SAR attachment when the attachment hyperlink is clicked.

Figure 3-59, View SAR Attachment
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Table 3-4 displays the events and action of the attachments for correspondences and SARs.

Table 3-3, Web Message Attachments

Module

Object Status

Hyperlink Action

Web Correspondence

e Send Correspondence
e Cancel Correspondence

Display Correspondence

SAR e Authorized SAR Display .PDF format of SAR
e Cancelled SAR

SAR e Pending SAR Navigate to the SAR module and display the SAR.
e Denied SAR
e Request Approval There will be a confirmation message to ask if the user wants to
e Approved-Y navigate to the SAR module and will exit the Case Notes module.
e Approved-N Draft messages will be saved if the message hasn’'t been sent

yet.
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3.17 PRINT FOLLOW-UPS

Follow-ups can be printed similarly to how Web messages are printed. The Follow-up must be opened by clicking the subject
hyperlink. Click the printer icon to print the current Follow-up. Figure 3-60 displays the print format of the Follow-up with the list of tasks
and grouping of attachments. Follow-up and task message threads are not displayed.

Figure 3-60, Print Follow-up

The printouts can include the list of involved users and their status, attachments, body of the message, and subject line. Figure
3-60 illustrates how the attachments are grouped by patient.
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Table 3-4, Follow-up Fields in Web Messages Data Dictionary

Length
Obj Type
# Field Name Format Reqg? Description/Comments
To 1 Yes Click the ‘To’ button to select Recipients.
Control Object Recipients selected from the ‘To’ option are
Button considered the Assigned users of the Follow-up.
To List box Yes Displays the name of the Recipients. List
(Recipient List) Recipients in the ‘To’ list box are considered
Assigned users of the Follow-up.
1. Users listed are the only ones that can be
assigned to a task of the Follow-up.
2. A Follow-up item displays on the Follow-up
list for all listed Recipients regardless if they are
assigned to a task.
3. The Requestor can send the follow-up to
him/herself
Attachment 1 No System allows attachments of hyperlink to be
Control Object added to the Web message to view the
Button following: Patient, SAR, Correspondence, and
Case Notes
4. | Hyperlinks 1 No Attached hyperlinks are used to view: Patient,
Control Object SAR, Correspondence, and Case Notes.
Hyperlink o
1. Attachments are unlimited in number.
2. System automatically attaches the Patient
when SAR, Correspondence, or Case Note is
attached first.
3. System groups the attachments by Patient
and displays them with hyperlinks.
Assign Follow-up 1 Yes Click check box to display the required Follow-
Control Object up fields.
S box 1. Check box can be unchecked prior to sending
the Follow-up to Recipients
2. Check box is locked once Follow-up has been
sent.
Status 8 Yes Default value is Pending.
(Follow-up) Control Object . )
Drop down list P053|ble_VaIues are:
1. Pending
2. Complete
3. No Action
4. Past Due
Due Date 10 Yes Enter the due date of the Follow-up. Cannot be
(Follow-up) Date a past date.
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99/99/9999 Default date is five days from today.
8. | Priority 8 Yes Default value is Routine
(Follow-up) Control Object . )
Drop down list Pos&blg Values are:
1. Routine
2. Urgent
9. | Action Code 6 Display Value is controlled by what action description
(Abbreviation) Alpha Numeric only was selected.

This field is used to describe the action of the
Follow-up using abbreviations. Points to the
action code table.

Default value is ‘N/A’.

Use abbreviation only.

N/A - no further action

AddlInfo - additional information required
AER - Annual Eligibility Review

Appt - appointment date

Det - referral determination

ElDet - eligibility determination

MDDet - medical determination
EPSDTPend - EPSDT pending

Closure - Closure

Over21Pend - Pending closure age over 21
FEIPend - Pending FEI Paperwork
IDNPend - Pending Insurance Detalil
RptPend - Pending Reports

ReqgstPend - Pending Request

TSAPend - Pending Treatment Services
Agreement

TAPPend - Pending Treatment Assessment
Plan

CTTPend - Pending Consent to Treat
DMEPend - Pending DME

RxPend - Pending prescription

Xfer - Transfer of case

Review - Review

AppPend - Pending Application
ContactFam - Contact Family

CC - Courtesy / Carbon Copy

10/ Action Code 60 Yes This field is used to describe the action of the
(Description) Alpha Numeric Follow-up using abbreviations. Points to the
Drop Down list action code table.
Default value is ‘N/A’.
11] Follow-up 10 No The Requestor enters the date of when the
Completed Date Date follow-up is complete.
99/99/9999
Follow-up Message Objects
12| Follow-up 1 No Used to expand and collapse the follow-up
Message control Control Object message thread. Also displays a drop down list
(expand/collapse) lcon of any new or unread messages when the

mouse pointer hovers over the control.
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Recipients can only see follow-up messages
sent to them.

13| Date 10 Display Displays the date of when the follow-up
(Follow-up Date Only message was sent.
message) 99/99/9999

14| Subject 1 No Click the Subject hyperlink of the follow-up
(Follow-up Control Object message to display a pop-up screen that
message) Hyperlink contains the message sent.

Subject descriptions will be indented to the right
of the original message.

15] Subject 1 No Used to expand and collapse the follow-up
Message control Control Object message thread. Also displays a drop down list
(Follow-up Icon of any new or unread messages when the
message) mouse pointer hovers over the control.

16/ From 35 Display Displays the name of the user that sent the
(Follow-up Alpha numeric Only follow-up message.
message) Text

Task Objects
17] Select 1 No Use check box to select tasks to delete,
(check box) Control Object reassign, or use to send Web message.
Check box
18| Task ID # 2 Display Each task gets assigned a Task ID. The ID
Numeric Only numbers are auto numbers generated by the
Auto number system.
The highest number is 15; therefore, only 15
tasks can be created.

19/ Assigned Users 35 Display Displays the name of the Assigned user of the

Alpha Numeric Only tasks.
1. Assigned users can only be the ones listed on
‘To’ list.
2. Assigned users can be assigned or
reassigned to more than one tasks at a time
3. Users must be unassigned from all tasks prior
to being removed from the Follow-up (‘To’ list)
Assigning a user to a task is not required.

20| Task Description 200 Yes Tasks descriptions are required prior to being

Alpha Numeric sent to the Assigned and Notified Users.
1. Updated by the Requestor Only.

21| Priority 7 Yes Default value is Routine. This priority applies to
(Task) Alpha Numeric the individual task.

Drop down list 1. Updated by the Requestor Only.

22| Status 7 Yes Display only. Default value is ‘Pending’. Values
(Task) Alpha Numeric can only be changed by the Requestor.

Drop down list

Values are:

1. Pending — default value

2. No Action — displays when the Requestor
completes the overall follow-up before the task
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is complete.

3. Complete — displays when the Assigned user
enters a valid date of completion.

4. Past Due — displays when the task is pending
and the due date is in the past.

23| Date Completed 10 Display Date entered in by the assigned user. Cannot
(Task) Date Only be before the date when the overall follow-up
99/99/9999 was created / sent.
24] Due Date 10 Yes Default value equals the current Follow-up’s due
Date date. Updated by the Requestor only.
1. Cannot be greater than Follow-up’s due date
99/99/9999 2. Cannot be a past date

25| Task Message 1 No Used to expand and collapse the task message
control Control Object thread. Also displays a drop down list of any
(expand/collapse) Icon new or unread messages when the mouse

pointer hovers over the control.
Recipients can only see task messages sent to
them.

26, Date 10 Display Displays the date of when the task message
(task message) Date Only was sent.

99/99/9999
27| Subject 1 No Click the Subject hyperlink of the task message
(task message) Control Object to display a pop-up screen that contains the
Hyperlink message sent.
Subject descriptions will be indented to the right
of the original message.

28] Subject 1 No Used to expand and collapse the task message
Message control Control Object thread. Also displays a drop down list of any
(task message) Icon new or unread messages when the mouse

pointer hovers over the control.

29| From 35 Display Displays the name of the user that sent the task
(task message) Alpha numeric Only message.

Text
30| Tasks Options 16 No Listed options:
Alpha Numeric 1. Send Message
Drop down list 2. Assign
3. Un-assign
3. Add Task
4. Delete Task
All options are available to the Requestor.
All other users will only be able to use the ‘Send
Message’ option.
31| Update 1 No Click ‘Update’ to save changes to the following

Control Object
Button

fields:
1. Status (Follow-up)

74




Web Follow-up

O 0O ~NO Ok, WN

. Due Date (Follow-up)

. Subject (Follow-up)

. Action Code & Subject

. Follow-up Completed Date
. Task Description

. Priority (Task)

. Date Completed (Task)

. Due Date (Task)
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