M

PRIMARY PROVIDER MANAGEMENT COMPANY INC.

connect”

f@&ﬂ)fﬁj;ﬁim/ ile

YA ATISICLES

——







Reports

* The Reports link under the Office Management menu
allows you to create two different reports:
— Member Roster
e Obtain a list of members with a particular PCP

— Provider Report
e Obtain a list of providers
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Member Roster

e The Member Roster provides a listing of patients assigned to a PCP

— To Create the Member Roster for a provider:

* |Inthe Member drop-down list, select the patients to include: All, Active, or Terminated
* To Select the Criteria:
— In the drop-down list, select As of, Added Effective, or Terminated date

— In the Date field, enter the date that corresponds with the criteria (As of, Added Effective, or
Terminated date)
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Member Roster

To select a PCP

— In the PCP field you may either
e Select the PCP from the drop-down list, or
* Type in the PCP’s name or NPl and click the Sear

utton on the right to search for the PCP
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Member Roster

* Add Available Columns by selecting the
information you would like to see, and clicking
the add button

 Added columns will appear to the right

— The order of the columns you select will appear
left to right on the report results
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Member Roster

You may sort and group the results under the Report Criteria section

— Order By — Will order the information by the field you select from the drop-down menu

— Group By -- Will group the information by the field you select from the drop-down menu
The Report Results drop-down allows you to select the delivery method of the
results:

— Display Results — Displays the result on your screen

— Download Delimited file — Downloads the completed file in a text form

— Download MS Excel — Downloads the completed file in Microsoft Excel format

— Download PDF — Downloads the completed file in PDF

You may choose to include information regarding the report in the header and
footer of the report such as the selection criteria and date

You may specify the number of records per page by changing the number in the
box next to the Lines Per Page field.
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* When you are finished, click submit

e |f the reportis less than 1,000 lines long, then it
will run automatically and either display or
download the report, depending on the selection
you made

* |f the report is greater than 1,000 lines long, the
report will run after hours, and be available for
download in the File Transfer Agent link under
the Office Management Menu
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* The Provider Report generates a list of all
providers meeting the search criteria that you
specify
— Provider type: Any type, Clinician, Facility, Pharmacy,

or Vendor
— Specialty
— Practice Name/ID/NPI
— Contract Lines
— Network
— Hospital Affiliations
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Once you specify the search criteria, you may
add the report columns under Column
Selection

Choose the delivery method under the Report
Results drop-down

Order and group the report
Select Header and Footer information
Specify the amount of Lines Per Page
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* When you are finished, click submit

e |f the reportis less than 1,000 lines long, then it
will run automatically and either display or
download the report, depending on the selection
you made

* |f the report is greater than 1,000 lines long, the
report will run after hours, and be available for
download in the File Transfer Agent link under
the Office Management Menu
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File Transfer Agent

* File Transfer Agent

 The File Transfer Agent (FTA) is a tool that allows connecti
to act as a conduit for exchanging data files and
documents. It allows you to securely transmit files from
providers and other users.

* The File Transfer Agent Inbox shows the files available for
download.
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File Transfer Agent

e To view file detail:
* Click on the file name.

* The File Detail window opens giving you the
status and detailed information about that
file. You will also be given links that allow you
to download or view the file from the detail

page.



File Transfer Agent

To Download a File:

Click on the download icon at the far right of
the file you wish to download.

The Windows File Download box will appear
giving the option of opening this file from the
current location or saving it to your computer.

Select Open or Save this file.
Click OK.



To delete a file:

File Transfer Agent

Select the Check Box to the left of the file name you want

to delete.

More than one file name may be selected at one time.

Click Delete.

All selected files will be deleted.
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