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1. Introduction

1.1. Document Purpose and Scope

The purpose of this document is to provide detailed instructions to Health Centers to submit the Change
in Scope (CIS) requests electronically to BPHC through HRSA Electronic Handbooks (EHBs). The
document is intended to be the comprehensive source of all information related to the electronic
processes that BPHC and its Health Center program participants have to follow and will be updated
periodically.

This document does not replace the Policy Information Notice (PIN) document for CIS requests and
health centers should follow the PIN for all programmatic questions.

1.2. Document Organization and Version Control

This document contains following sections apart from the Introduction. Following is the summary:

Section Description

Change in Scope (CIS) Process Provides detailed instructions to existing Health
centers for submitting CIS requests electronically
using HRSA EHBs.

General Instructions for CIS Application | Provides instructions and important policy guidance
Submission on application format requirements.

Reviewing the CIS Request Provides instructions to review the CIS Request
before submission.

Submitting CIS Request Provides instructions to submit the CIS Request.

Grantee Self- Updates Provides instructions to complete the self- update
attributes.

Support and Contact Provides contact information to address technical

and programmatic questions.

Frequently Asked Questions (FAQS) Provides answers to frequently asked questions.

Table 1: User Guide Sections
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2. Change in Scope Process

2.1. Overview of Changes to CIS Submission Module
2.1.1. Key Changes effective July 2014

» HRSA updated Form 5A: Services Provided and Form 5B: Service Sites to facilitate more
accurate, simplified data entry for health centers, including streamlining and enhancing the forms
with interactive descriptors for each data field. The following are the updates to each form:

o Form 5A:

= List of services: Where appropriate, on Form 5A, HRSA updated terminology,
added new fields, renamed services, and consolidated service subcategories,
combining them into a single service. Refer to the PAL 2014-06 for additional
details.

= Service delivery method descriptors: Added a resource document that
describes the service delivery methods in greater detail in order to guide health
centers in determining which service delivery column(s) should be marked for
each service on Form 5A. Refer to Form 5A Column Descriptors for more details.

= Service descriptors: Added a resource document that describes all Required
Services included in the Health Center Program’s authorizing statute and
program regulations, as well as a small menu of Additional Services. Refer to 5A
Service Descriptors for more details.

o Form 5B:

= HRSA restructured the form to eliminate redundant and/or unnecessary fields
and developed accompanying Form 5B instructions to assist in the accurate
recording of a health center’s scope of project.

= Added a new required field ‘FQHC Site Medicare Billing Number Status’ and an
optional field ‘FQHC Site National Provider Identification (NPI) Number'. Please
note that this number should be unique to each site in your Scope.

= Other significant changes to the form 5B fields:
e Site Setting:

0 The ‘Tribal' Site setting is not a supported option going forward
and all sites that had previously chosen the 'Tribal' Site Setting
shall be automatically defaulted to 'All Other Clinic Types.' You
may modify it as required.

o0 New sites and sites that were previously operating with other site
settings will not be able to choose ‘Nursing home’ or
‘Correctional facility’ going forward. Existing sites that use these
site settings can continue to operate as such.

= 'FQHC Site Medicare Billing Number' now needs to be unique to each site in your
Scope.

= Updates to the following two fields are not permitted:

e ‘Date Site was Added to Scope’: The field is pre-populated with the PAO
approval date, once available.

e ‘Site Operational Date’;

o For 330 grants:
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0 The field is pre-populated with the date verified upon successful
verification, once available.

o For all Monitored CIS and Admin initiated formal site/service
requests, the field is pre-populated with the 'Date Site was
Added to Scope.'

0 When the verification date is unavailable, the system shall
default the date to' Date Site was Added to Scope'

0 For Look-Alikes: The field is pre-populated with the 'Date Site
was Added to Scope'

» Health Centers will be required to provide ‘Supporting documents’ for the following CIS requests:
0 5B “Update PO Monitored Attributes”
0 5A “Update Required Services”
0 5A “Update Additional Services”

» The business rule for ‘Substance Abuse Service’ has been updated:

0 Health Centers servicing target population 330(h) must provide ‘HCH Required
Substance Abuse Services'.

0 Health Centers not servicing target population 330 (h) may only provide ‘Substance
Abuse Services’ as an Additional service, if applicable.

The system will modify the provision of the Required and Additional ‘Substance Abuse Services’
accordingly for Health Centers making changes to their target population. For instance, when a Health
center previously not serving 330(h) and providing the Additional ‘Substance Abuse Service’ adds the
330(h) target population, the system will switch the Additional ‘Substance Abuse Service’ to the ‘HCH
Required Substance Abuse Service’. When a Health center previously not serving 330(h) and NOT
providing the ‘Additional ‘Substance Abuse Service’ adds the 330(h) target population, the system will
mark the ‘HCH Required Substance Abuse Service’ as missing.

2.1.2. Key changes effective 2013

» Scope Verification — All approved Formal CIS requests, except “Addition of Target Population”,
will require verification.

» Restrictions for Older CIS Requests — The Health Centers will no longer be able to copy older
CIS Requests created prior to January 2013.

» Enhanced Cover page and Checklists.
» Deletion of the ‘Change Requested’ CIS is disabled; you may request to withdraw.

» CIS requests created using the older checklists are unavailable to edit, copy, withdraw, and
delete.

» Following are the key features of the new user interface:

1. Grant Information and Resource section:

The new user interface displays the grant information and resources information in each section
to provide easy access to this information.
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Figure 1: Status Overview page - Sections

2. Collapsible and Expandable sections:

There is a new feature in the new interface, which allows you to collapse the left menu (1), grant
information section (2), the header section (3 on the right top corner) and the resources section
(4) to avoid the horizontal and vertical scroll.

Figure 2: Collapsible and Expandable Sections

3. Breadcrumbs:

Breadcrumbs at the top of each page trace the path for the current page you are accessing. You
can click on the text in blue to go back to a particular page.

Figure 3: Breadcrumbs
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4. Bottom tool bar:

New user interface provides quick access to the BN, FEVCE RO and

buttons through the bottom tool bar.

Figure 4: Page Actions in Bottom toolbar

5. Useful Links — CIS Request type selection page and Cover Page provides the following useful links
to Health Centers:
e View Next Step — This link displays the read-only page of the corresponding evaluation page for
each Formal CIS request type. This helps Health Centers be aware of the options available
and/or the pre-defined criteria needed to propose changes to their Scope.

e View Printable Preview — This link displays a Word Document that contains instructions and
system screen shots of the expected page flow for each Formal CIS request type. This helps the
Health Centers prepare the responses and supporting information required to complete the CIS
Request.

e View Allowable Updates - This link displays a pop—up window with the updates you can
perform for the formal CIS request you have selected.

Figure 5: Useful Links for Formal CIS Options

2.2. Process Overview

BPHC Health Center program participants use the Change in Scope process to request approval for
changes to their scope of project. A Formal Change in Scope request is required for significant changes,
such as adding or deleting a required service or opening or closing a service delivery site. (3.3.4 - 3.3.11)
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For other changes such as changing the Site Setting or Location Type, a Monitored CIS request may be
used. Monitored CIS requests are reviewed by Project Officers but do not result in an NoA. (0 - 3.3.3)

Finally, Health centers can update certain site-related information directly through the Self-update
module. You do not need to create a CIS request for this type of change. (Self-Update)

Following is the process for submitting a CIS request through the HRSA EHBs:

1. The project director and authorizing official must register with HRSA EHBs (if not already
registered) (0 Health Center User Registration).

2. Read all documentation related to the CIS process including PIN, FAQs, and this submission
guide.

3. Complete the evaluation steps in HRSA EHBs to determine if you need to create a CIS request.
(2.4 Evaluate CIS Need).

4. If a CIS request is necessary, prepare the CIS application through HRSA EHBs (3 General
Instructions for Competing the CIS Request).

5. Once the CIS request is complete, submit it electronically through the HRSA EHBs (5 Submitting
CIS Request).

6. HRSA Project Officer (PO) will receive the CIS request and validate it for completeness. If the
CIS request is incomplete, HRSA may request a change from the health center. For monitored
CIS requests, HRSA may request that the health center submit a full CIS.

7. When HRSA has completed its internal processing, the Health centers will receive either a Notice
of Award (NoA) or a disapproval email depending on the decision (for formal CIS requests). The
system sends these notifications to the project director and the point of contact for the CIS
request.

Health Center User Registration

In order to submit the CIS request in HRSA EHBs, existing Health Center users must register within the
EHBs. The purpose of the registration process is to collect consistent information from all users, avoid
collection of redundant information, and allow for the unique identification of each system user. Note that
registration within HRSA EHBs is required only once for each user. HRSA EHBs allow the user to use
his/her single username and associate it with more than one organization.

Registration within HRSA EHBs is a two-step process.

1. Individual users from an organization who participate in the grants process such as applying for
noncompeting continuations must create individual system accounts. Users must associate
themselves with the appropriate organization. To find your organization record, use the 10-digit
grant or Look-Alike number from the Notice of Award (NoA) /Notice of Look-Alike Designation
(NLD). Note that since all existing health center organization records already exist within EHBs,
there is no need to create a new one. To complete the registration quickly and efficiently we
recommend that you have the following information handy:

Your role in EHBs, HRSA EHBs offer the following three functional roles for individuals from
applicant organizations:

e Authorizing Official (AO), Business Official (BO), and Other Employee (for project
directors, assistant staff, AO designees, and others).
e 10-digit grant or Look-Alike number from the latest NOA/NLD

You must use the grant or Look-Alike number to find your organization during registration. All
individuals from the organization working on the grant must use the same grant/Look-Alike
number to ensure correct registration.

2. Inorder to access the grant folder or Look-Alike handbook, the project director and other
participants have to register the specific grant or Look-Alike portfolio and add it to their respective
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portfolios. This step is required to ensure that only the authorized individuals from the
organization have access to the data. Project directors will need the last released NoA in order to
complete this additional step. Again, note that this is a one-time requirement.

The project director must give the necessary privileges to the authorizing official and other
individuals who will assist in the CIS submission process using the administer feature in the grant
folder/Look-Alike handbook. For more information on functional responsibilities, refer to the HRSA
EHBs online help.

For assistance in registering with HRSA EHBs, call 877-GO4-HRSA (877-464-4772) between 9:00 am to
5:30 pm ET or email callcenter@hrsa.gov.

| You must use your 10-digit grant/Look-Alike number to identify your organization.

2.3. Apply through HRSA EHBs

General Instructions to Use the CIS Function

To access the CIS function you must be a registered HRSA EHBs user and must have added the
grant/designation to your portfolio. (2.4 Apply through HRSA EHBS)

Below are the steps that grantees need to follow to create a CIS request:
a) Login to EHBs.
b) Navigate to the Grants tab.
c) From the list of grants, click on Grant Folder link for the Health Center Cluster grant.
d) Once in the Grant Folder, you will see the following link in the Requests section:
» Existing H80 Health Center CIS
» Reguest New H80 Health Center CIS

Figure 6: Grant Home Page

e) Click on the appropriate link to get to the CIS section.
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f) The system navigates you to the Change In Scope - List page, you can edit or view the
status of existing CIS requests, as well as create new CIS requests.

Below are the steps that Look-Alikes need to follow to create a CIS request:

a) Login to EHBs.

b) Navigate to the FQHC-LALSs tab.

c) Click the FQHC-LAL Home link.

d) Click the View Portfolio link, from the left hand side menu.

e) Open the desired Designation Handbook.

Figure 7: Designation Home Page

Once in the Designation Handbook, you will see the following link in the Requests section:

e Submit a New CIS Request

e Review Existing CIS Request

Click on the appropriate link to get to the CIS section.

From here, you can edit or view the status of existing CIS requests, as well as create new CIS requests.

2.3.1. Manage Access to CIS Function

You can manage access to CIS function by providing required privileges to the users. The purpose of
these privileges is to control the tasks the user can perform. Project Directors (PD) have all of these
privileges by default and they can manage the access for other users. For example, a PD may want to
allow a subordinate to create and edit the CIS request, but not allow him/her to submit it. This way the
CIS request can be created in a collaborative manner and be reviewed appropriately before authorized
users submit it.

The following steps describe how to manage access to CIS function for both Section 330 Grantees and
Look-Alike Organizations.

Section 330 Grantees:

1.

2
3.
4

Login to EHBs.
Navigate to the Grants tab.
From the list of grants, click on Grant Folder link for the desired Health Center Cluster grant.

Navigate to the ‘Users’ section on the Left Hand Side menu.
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Figure 8: Left Navigation Menu - Grants

Other Functions -

My Portfolio

Return to Grants List
Grant Folder -

Grant Overview
Grant Home
Award History

I Users I

Approved Scope

Services
Sites

Other Activities and
Locations

FQHC-LAL Organizations:

Login to EHBs.

Navigate to the FQHC-LALSs tab.

From the list of Organizations, click on FQHC-LAL Home link for the desired Organizations.
Click on View Portfolio link from the left hand side menu.

Open the desired Designation Handbook.

Navigate to the “New/Existing Users” under Administer on the Left Hand Side menu.

N o g s~ DR

The following page will allow you to manage the privileges required for CIS.

Figure 9: Left Navigation Menu - Look-alikes
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There are four privileges related to CIS:

Privilege Permissions

Create CIS Request | Allows the user to create CIS requests for this grant

View CIS Request | Allows the user to view CIS requests already in the grant portfolio

Edit CIS Request Allows the user to work on CIS requests already in the grant portfolio

Submit CIS Request | Allows the user to submit CIS requests to HRSA for this grant

Table 2: CIS Permissions

Some privileges are required before other privileges. Below is a matrix showing these requirements.

Desired Dependent Privilege
Privilege View Edit Create Submit
View N/A - - -
Edit Required N/A - -
Create Required Required N/A -
Submit Required Required - N/A

Table 3: CIS Privilege Matrix

Using the above table, for each privilege, go across the matrix to note which privileges are required to
have that privilege.

2.4. Evaluate CIS Need

Change In Scope requests is done for the following reasons but not limited to:

Updating additional or required services (5A attributes)
Adding a new service

Deleting a service

Adding new site

Deleting a site

Update PO Monitored (5B) attributes

Updating Other (5C) attributes

Replacing sites and

Adding Target population type

To ensure that you only submit qualified CIS requests electronically through the HRSA EHBSs, the system
displays the list of request types on the CIS Request Type — Select page. On this page, the Health
Centers can choose the CIS request type options when they first come in to create a new CIS request.
Based on the selection, the system navigates to an intermediate page to complete the CIS request.
Details on creating CIS request, completing, and submitting the CIS request to HRSA are provided below.
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2.4.1. Creating a CIS Request

a) To Create a CIS request, click the [@EEICHNEVISSYRER[IES button on the Change In Scope
— List page.
» The system navigates to the CIS Request Type — Select Page.
b) Onthe CIS Request Type — Select page, select the desired request type.

c) If you select the CIS request type under the Monitored CIS Options section, you may
choose an option under the 5A attributes, 5B attributes, or 5C attributes, by selecting a radio
button.

» After making the appropriate selection on the CIS Request Type — Select page the system will
navigate to Monitored CIS Request Create - Confirm page. The system displays the CIS
tracking number in the success message and navigates to the Status Overview Page.

d) If you select the CIS request type under the Formal CIS Options section, you may choose an
option under this section, by selecting a radio button.

> After selecting the appropriate CIS type, click the button, the system
navigates to the Change in Scope — Evaluate page.

The Change in Scope — Evaluate page changes based on your selection of CIS request type under the
Formal CIS Options section.

e) Onthe Change in Scope — Evaluate page, click the [EEVCINEWASIS! button to create a new
CIS request. The system navigates to the Status Overview page.

Figure 10: Change In Scope Request — List page

2.4.2. Confirmation Page - Monitored CIS Request Type.
On selecting one of the options from Monitored CIS list and clicking the button.

» The system navigates to the Monitored CIS Request Create - Confirm page, click the
button to create a CIS Request. The system navigates to the Status Overview page.

Figure 11: Monitored CIS Request Create — Confirmation Page
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2.4.3. Change in Scope — Evaluate page for Different Formal CIS Request Types

Based on your selection of the CIS request type under the Formal CIS options section, on the CIS
Request Type — Select page, the system navigates to one of the following Change in Scope — Evaluate
pages.

2.4.3.1. Formal CIS Request Type - Add a New Service to Scope

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose the option
to ‘Add a New Service to Scope.’ Click the button to save the information.

» The system navigates to the CIS Request Type — Evaluate page.

Figure 12: Change in Scope Evaluate Page

2. Select appropriate sub-category and Click the [f=EICHNEVTASIS! button.
» The system navigates to the Status Overview Page.
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Figure 13: Status Overview Page

2.4.3.2. Formal CIS Request Type - Delete an Existing Service from Scope

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Delete an
Existing Service from Scope’.

» The system navigates to the CIS Request Type — Evaluate page.

Figure 14: Change in Scope — Evaluate Page
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2. Select appropriate sub-category and Click the Create New CIS button.

» The system navigates to the Status Overview Page.

2.4.3.3. Formal CIS Request Type - Add a New Service Delivery Site to Scope

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Add a New
Service Delivery Site to Scope’.

» The system navigates to the CIS Request Type — Evaluate page.

Figure 15: Change in Scope — Evaluate Page

2. Select the appropriate option and Click the [GEEICHNEVESS button.
» The system navigates to the Status Overview Page.

2.4.3.4. Formal CIS Request Type - Delete an Existing Service Delivery Site from
Scope

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Delete an
Existing Service Delivery Site from Scope’

» The system navigates to the CIS Request Type — Evaluate page.
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Figure 16: Change in Scope — Evaluate Page

2. Select the appropriate option and Click the [SEICHNEVTA®IS button.
» The system navigates to the Status Overview Page.

2.4.3.5. Formal CIS Request Type

2.4.3.5.1. Convert an Existing Service Delivery Site or Service Delivery to an Admin-
Only Site

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Convert an
Existing Service Delivery Site or Service Delivery to an Admin-Only Site’

» The system navigates to the CIS Request Type — Confirmation page.

Figure 17: CIS Request Type — Confirm Pag

2. Click the button.
» The system navigates to the Status Overview Page.
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2.4.3.6. Formal CIS Request Type

2.4.3.6.1. Convert an Existing Admin-Only Site to a Service Delivery/Admin Site or
Service Delivery Site

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Convert an
Existing Service Delivery Site or Service Delivery to an Admin-Only Site’

» The system navigates to the Change in Scope — Evaluate page.

Figure 18: Change In Scope — Evaluate Page

2. Select the appropriate option and Click the [GEEIWCHNEVESS button.

» The system navigates to the Status Overview Page.

2.4.3.7. Formal CIS Request Type

2.4.3.7.1. Replace an Existing Service Delivery Site with a New Service Delivery Site
NOT currently in Scope

1. Onthe CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Replace
an Existing Service Delivery Site with a New Service Delivery Site NOT currently in Scope’.

» The system navigates to the Change in Scope — Evaluate page
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Figure 19: Change In Scope — Evaluate Page

2. Select the appropriate option and click the [SEIEHNEAVEOIS] button.
» The system navigates to the Status Overview Page.

2.4.3.8. Formal CIS Request Type - Add Target Population

| You can only request this change if you are NOT serving the general underserved populations.

On the CIS Request Type — Select page, under the Formal CIS Options section, choose ‘Add Target
Population’.

» The system navigates to the Change in Scope — Evaluate page.
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Figure 20: Change In Scope — Evaluate Page
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3. General Instructions for Competing the CIS Request

Once you create a Change in Scope request, you must complete the CIS request using the built-in
system instructions and the instructions provided in the PIN.

You can access the CIS request through the Change In Scope - List page. To edit the CIS request click
the Edit link for the CIS request.

Figure 21: Change In Scope Request — List Page

» The system navigates to the Staus Overview page.

Figure 22: Status Overview Page

You must complete all the sections on the Status Overview in order to submit the Change In Scope

request.
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3.1. Cover Page

1. Click the Update link for the Cover Page, on the Status Overview page.
» The system displays the type of request you selected in the previous screens.

Figure 23: General Information — Cover Page

You can only submit one significant change request per CIS request. If you need to request multiple
changes, you must submit a separate CIS request for each change.

2. Provide the Contact Information by clicking on the button under the options column.
3. Click the SEVEREUKSCIILE button to save and proceed to the Assurances form.

4. You can change the CIS type on this page. If you change the CIS type on this page, you will need to
visit the Assurances page again to acknowledge, even if this form was already completed.
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3.2. Assurances

1. Complete the assurances form, by answering all the questions in the checklist.

e You MUST complete the Assurances form in order to proceed to the next form.

e Some of the questions are ‘Not Applicable’ in this checklist. These are applicable depending on
the CIS request type.

Figure 24: Assurances Page

2. You can attach the Board Minutes by clicking the Bl lFIE button.

CIS User Guide Page 21




3. View the Change in Scope policy documents by clicking the document name under the links column.
4. Acknowledge the checklist by checking the checkbox under the Acknowledgement section.
5. Click the button to proceed to the Change Detail form.

3.3. Change Details

A CIS request can propose only one change in the Scope of Project. The system displays the Change
Details screen as per the CIS request type. The following are the types of changes to Scope of Project for
which a complete Formal CIS request is required:

e Addition of a Service

e Deletion of a Service

e Addition of a Service Site

e Deletion of a Service Site

e Conversion of an Admin-only Site to Service Delivery or Service Delivery/Admin Site

e Conversion of a Service Delivery or Service Delivery/Admin Site to an Admin-only Site
e Replacement of a Service Site

e Addition of Target Population

All the CIS requests you create falls under one of the following categories. The table below shows how
CIS actions map to the six headings.

Health Center starts paying for a required/additional/specialty

ol service
Health Center starts providing a missing required/new

Service additional/new additional specialty service

—_ Health Center stops paying for a required/ additional service
elete
Health Center stops providing an existing additional service

Health Center adds a Service Delivery/Admin or Service Delivery

Py site currently not in Scope
Health Center converts an existing Admin-Only site to a Service

Delivery/Admin or Service Delivery site

Sl Health Center terminates a site completely
Delete Health Center converts a Service Delivery/Admin or Service
Delivery site to an Admin-Only site
Replace | Health Center replaces an approved site with a new location
Target Population Add Health Center adds a new target population

Table 4: List of CIS Actions

e You may choose to complete the Change Details section prior to working on the checkilist.
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| e Selections made in the Change Details section can directly affect the checklist questionnaires.

3.3.1. Monitored CIS Option - Updating the 5A Attributes

Update Required Services or Update Additional Services

1. To complete the Update Required Service CIS type, the system displays the Form 5A: Required
Services Change Details Page.

2. To complete the Update Additional Services CIS type, the system displays the Form 5A: Additional
Services Change Details Page.

Figure 25: Change Details Page

3. To update a service, click on the SEEESEINIRieln WM button. The system displays the Select
Services — To be Updated section.
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Figure 26: Select Services — To Update section

4. Select one of the services on this page by clicking the Select Service link under the ‘Options’ column
in the table below to update the Service Delivery Method(s) of the service.

5. To update the Service Delivery Method(s), click the Update link.

Figure 27: Change Details

6. The system displays the editable version of the service selected.

CIS User Guide Page 24




Figure 28: Change Details

7. Refer to the list of allowable updates to the Service Delivery Method(s) in the screen below. To
access this link, click the View Allowable Updates link on the CIS Request Type - Select page or

the Allowable 5A Updates link in the Resources section.

Figure 29: CIS Request Type - Select Page

Figure 30: List of Allowable Attributes

Monitored 5A Changes:
The following changes are made through a ‘Monitored 5A Attributes’ CIS request. This includes ‘Update Required

Services’ and ‘Update Additional Services’ request types.
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List of Service updates allowed through Monitored CIS Requests:

Qriginal Service Delivery Method (FROM) Allowable Service Delivery Method (TO)
: Column 1. Formal Written Column Il Formal Written . Column I1. Formal Written Column 111. Formal Written
Column I. Direct Column I. Direct
Contract/Agreement Referral Arrangement Contract/Agreement Referral Arrangement
(Health Center Pays) (Health Center Pays)
(Health Center Pays) {Health Center DOES NOT pay) (Health Center Pays) (Health Center DOES NOT pay)
X X X
x x X
x |:> x x X
b b
X X X
b b
b X X
X |:’> x X
x X X
X X x X
X X b X X
X X X X
x x |:> x X
X b b
X X X
X X X X
x X X
x x |:‘>, x
b b X b X
X X X X
x X X X
X b b
X X |:> X
X X X X
X X X X X
X X b X
X X X X
x x x |:/"> x x
x x x x X
X X X X X

Formal 5A Changes:

The following changes are made through a Formal CIS request. This includes ‘Add a New Service to Scope’ and
‘Delete an Existing Service from Scope’ request types.

List of Service updates allowed through Formal CIS Requests:

Criginal Service Delivery Method (FROM) Allowable Service Delivery Method (TO)
B Column II. Formal Written Column IIl. Formal Written . Column II. Formal Written Column I1l. Formal Written
Column I. Direct Column |. Direct
{Health Center Pays) Contract/Agreement Referral Arrangement (Health Center Pays) Contract/Agreement Referral Arrangement
(Health Center Pays) (Health Center DOES NOT pay) (Health Center Pays) (Health Center DOES NOT pay)
Delete Service - Health Center Stops Paying for Required/Additional /Specialty Service(s)
X X
X X X
X X X X
x X
X X X
Add Service - Health Center Starts Paying for Required/Additional/Specialty Service(s)
X X X X
X X X
X |::> X
X X
X X X
X X X

8. You may choose to update more than one service by repeating the above steps.
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3.3.2. Monitored CIS Options — Updating 5B Attributes

3.3.2.1. Addition of Admin only Site
1. The system displays the Form 5B: Proposed Site - Change Details page.

Figure 31: Change Details Page

To complete this section, click the RYs[sENEWESIIE button.

The system displays the List of Pre-Registered sites. Either select one of the listed performance sites

or click on the [RERSEIRECnERRERSIIE button to register a new site and then select it from the
updated list of performance sites.

w

Figure 32: Form 5B: Proposed Site — List of Pre-Registered Performance Sites Section

4. Select the site by clicking the Select Site Location link under the options column.
5. Enter all the required details of the site on the Form 5B: Edit page.

CIS User Guide Page 27




Figure 33: Form 5B: Edit Page

& Form-5B : Edit

) Note(s):
it is recommended that you save your work often (e.g,. every S minutes) to avoid a loss of data due to unforeseeable technical issues.

Warning:
If you change the Site Operator selection, certain questions on the Checklist wil be reset and any previously provided information will be lost,

Fields with * are reguired for all site types

Site Information

* Site Name — * Physical Site Address
Change Site Name

* Site Type Select Site Type - * Site Phone Number
Web URL
The following fields are required for "Service Delivery” and "Administrative/Service Delivery” site types, other than where exceptions are noted:

* Location Type - * Site Setting

Date Site was Added to Scope NiA Site Operational Date

FQHC Site Medicare Billing Number
Re f *“Thi ic:

* FQHC Site Medicare Billing Number
Status

Billing Numnber Status ~

FQHC Site National Provider Identification
(NPI) Number

Total Hours of Operation

when Patien

ill be
g. 123456

20

onsl fie

Months of Operation -
saved Months of Operation
Number of Contract Service Delivery

Locations Number of Intermittent Sites

or ‘Intermittent S

R ly for Migrant

* Site Operated by

Site Operated By ¥
Add SubrecipientiContractor

~ Subrecipient or Contractor Information (Required only if 'Subrecipient or Contractor’ is sslected in 'Site Operated By'... (+ View More)
Subrecipient/Contractor Organization Name Subrecipient/Contractor Organization Physical Site Address

Ho Subrecipient or Contractor information to be displayed
Service Area Zip Code (Include only those from which the majority of the patient population will come)
* Service Area Zip Codes

save Zip Code(s)

saved Service Area Zip Code(s)

Go to Previous Page

6. You may click to view any errors on this page.

Status: Not Started

Change Location

( ) o Ext

Subrecipient/Contractor EIN Options

[one ] 5ove s corimn

7. Click SEYEEULKSOIIE to proceed to the next form. If the Section status is 'Not Complete,’ click on

‘Update’ under the ‘Options’ column to complete Form 5B.

CIS User Guide

Page 28




3.3.2.2. Deletion of Admin only Site
1. The system displays the Form 5B: Proposed Site - Change Details page.

Figure 34: Form 5B: Proposed Site — Change Details

To delete the admin only site, click the SEIEqRifelilSIoeJel=]button.

The system displays the list of existing sites from scope.

Figure 35: Form 5B: Proposed Site — Existing Sites from Scope Section

Choose the site by clicking on Select Site Location link.

The system displays the selected site to terminate. Click the Mark as Terminate link under the
‘Options’ column.
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Figure 36: Form 5B: Proposed Site Page

6. The system displays the confirmation page; click the button to complete this section.
3.3.2.3. Update PO Monitored Attributes
1. The system displays the Form 5B: Proposed Site - Change Details page

Figure 37: Form 5B: Proposed Site — Change Details Page

2. To update the PO monitored attributes, click the SIEI[lqRifelalS{efe]els] button.

3. The system displays the list of registered sites. Choose the site to update by clicking the Select Site
Location link from the list.
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Figure 38: Existing Sites form Scope Section

4. The system displays the Change Details page with the site selected. Click the Update link under the
‘Options’ column.

5. Onthe Form5B: Edit page, update one or more of the PO Monitored attributes. To find the list of the
attributes click the View List of Attributes link on the Cover page or the Allowable 5B Updates link
in the Resources section.

Figure 39: Monitored CIS Requests

6. Click the button to save the information and view any errors on this page.

7. Click SEVEERESCIIILE button to proceed to the next form. If the Section status is 'Not Complete,’
click on ‘Update’ under the ‘Options’ column in the table below to complete Form 5B.

Below are the details of the allowed 5B updates through Monitored CIS, Formal CIS and Self-Updates:
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> PO Monitored CIS Attributes:

The following ‘Monitored’ attributes can be updated through a ‘PO Monitored’ CIS request. Please note
that as part of a ‘PO Monitored’ CIS, ‘Direct Self-update’ site attributes may also be updated but at least
one ‘Monitored’ attribute will need to be changed for the request to be complete.

Location Type (change allowed only between Seasonal and Permanent)
Site Operated By

Subrecipient/Contractor Organization Name

Subrecipient/Contractor EIN

Service Area Zip Codes

Total Hours of Operation

Months of Operation

A\ 4

Formal CIS (Essential) Attributes:

The following ‘Essential’ attributes can only be changed through a Formal CIS request. Please note that
as part of a Formal CIS, ‘Monitored’ and ‘Direct Self-update’ site attributes may also be updated but at
least one ‘Essential’ attribute will need to be changed for the request to be complete.

e Site Type
e Physical Site Address (can only be modified by Scope Admin)

> Direct Self Update Attributes:

The following ‘Direct Self Update’ attributes can be updated through the ‘Sites’ option in the ‘Approved
Scope’ menu. Please note that these attributes may also be modified as part of a ‘Formal’ or ‘PO
Monitored’ CIS request.

Site Name

Site Type (change allowed only between Admin/Service Delivery and Service Delivery)
Number of Contract Service Delivery Locations

Number of Intermittent Sites

Site Setting

Web URL

FQHC Site Medicare Billing Number Status

FQHC Site Medicare Billing Number

FQHC Site National Provider Identification (NPI) Number
Site Phone Number

Subrecipient or Contractor Physical Address

Updates to the following two fields are not permitted:
e Date Site was Added to Scope: The field is pre-populated with the PAO approval date, once
available.
e Site Operational Date:
o For 330 grants:
= The field is pre-populated with the date verified upon successful verification, once
available.
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= For all Monitored CIS and Admin initiated formal site/service requests, the field is
pre-populated with the 'Date Site was Added to Scope.'
= When the verification date is unavailable, the system shall default the date to

'Date Site was Added to Scope'
0 For Look-Alikes: The field is pre-populated with the 'Date Site was Added to Scope'

3.3.3. Monitored CIS — Updates to Other Attributes

1. To complete the change details page for ‘Update to Other Attributes’ CIS type, the system displays
the Form 5C: Activities/Locations - Change Details Page.

Figure 40: Form 5C: Activities/Locations - Change Details Page

2. Either you may update the activities/location by selecting it from the list of existing activities/location
or you may add new activities/location.

3. To update the existing activities/location, click the S|l q g (eIl =S (ale PAX Y[ Meler=11[e]g] button.

» The system displays the existing activities and locations section.
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Figure 41: List of Existing Activities/Locations

Select activities/location by selecting the checkbox(es), click the SEVERE e KSIIILE button to
proceed.

You may either wish to Update or terminate the activity/location you have selected by clicking the
appropriate link in the options column.

Figure 42: Context Menu for selected Activities/Locations
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6. For ‘Update,’ the system displays the editable page to update the information for the activity/location
selected.

Figure 43: Form 5C: Activities/Locations — Update Page

7. For ‘Mark as terminate’ and ‘Remove from Application’ options, the system displays the confirmation
page to confirm the termination of activity /location or to remove the selection of activity/location form
the application.

8. If you choose to add a new activity/location, click the [AYe[eBNEWASOITT Rele=Mle]gls button
» The system displays a section to enter the activity/location details.

Figure 44: Form 5C: Activities/Locations — Add Page
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9. Click the SEVEENE®IIE button to save the information and continue to next section.

10. You may choose to update more than one activity/location by repeating the above steps.
3.3.4. Formal CIS - Add a New Service to Scope
To view the allowable updates click the Allowable Updates link in the Resources section.

Figure 45: List of Allowable Updates

Qriginal Service Delivery Method (FROM) Allowable Service Delivery Method (TO)
B Column II. Formal Written Column IIl. Formal Written . Column II. Formal Written Column IIl. Formal Written
Column L. Direct Column I. Direct
Contract/Agreement Referral Arrangement Contract/Agreement Referral Arrangement
(Health Center Pays) (Health Center Pays)
(Health Center Pays) {Health Center DOES NOT pay) (Health Center Pays) (Health Center DOES NOT pay)
Delete Service - Health Center Stops Paying for Required/Additional /Specialty Service(s)
X X
X X X
% X % X
X X
X X X
Add Service - Health Center Starts Paying for Required/Additional/Specialty Service(s)
% % % X
% x %
X |:> X
X X
X % X
X X X

3.3.4.1. Section1
You can complete the following sub type requests by following the steps outlined in this section.

e Add Required Service by Changing Service Delivery Method (Service presently recorded ONLY
on Form 5 - Part A Column Il will be recorded on Columns | and/or 11, i.e., health center starts
paying/billing for service)

e Add Missing Required Service (Can be provided via Column I, Il and/or IlI)

e Add Additional Service by Changing Service Delivery Method (Service presently recorded ONLY
on Form 5A Column Il and will be recorded in Columns | and/or Il, i.e., health center starts
paying/billing for service)
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Figure 46: Change Details Page

Steps to complete the sub request types listed above:

1. To complete this form, click the Select Service from List link.

2. Select one of the services from the Select Required Services — To be Updated section by clicking
on the Select Service.
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Figure 47: Form 5A: Select Required Services Section

@ Form 5A: Required Services - Change Details

Note(s):

CIS Request type selected on the cover page is Add Required Service by Changing Service Delivery Method (Service presently recorded ONLY on Form 5 - Part A Column Hll will be recorded on
Columns | and/or II, i.., health center starts paying/billing for service). If you wish to make a change to your request type, please go back to cover page and make a selection. This section status will be
complete after all the updates are completed

You need to first select a Site/Service/Activity and then update it from the ‘Options’ column in the table below. Please refer to this document £ to find out more on how to complete this Change Details section
for your selected cover page option.

Based on your existing services and their modes of provision in Scope, you may be unable to select some or all of the services listed below. This does not apply to the "Add Additional Specialty Service
(Service NOT previously recorded in scope via any service delivery method)' cover page option.

b CISOON S S COREE- e A i kbt Section Status: Not Complete

¥ Resources [f

Current Document

CIS Request | Additional Resources | User Guide | Allowable 5A Updates | Allowable 5B Updates : CIS Old and New Ul Crosswalk

Service Delivery Methods

service Type Column L Direct Column Il. Formal Written ‘Column Ill. Formal Written Referral Options
{Health Center Pays) Contract/Agreement Arrangement
{Health Center Pays) (Health Center DOES NOT pay)

General Primary Medical Care X @Sele:i Service ¥
Diagnostic Laboratory X X X (@ Select Service ¥
Diagnostic Radiology X {'g Select Service ¥
Screenings X X (@ Select Service ¥
Coverage for Emergencies During and Afier Hours X X @Sele-:t Service ¥
Voluntary Family Planning X @Sele:i Service ¥
Immunizations X [ Select Service ¥
Well Child Services X @Sele-ct Service ¥
Gynecological Care X X (@ Select Service ¥
Obstetrical Care

Prenatal Care X {'g Select Service ¥

Intrapartum Care (Labor & Delivery) X @Se\ect Service ¥

Postpartum Care X {'g Select Service ¥
Preventive Dental X [ Select Service ¥
Pharmaceutical Services X [ Select Service ¥
Case Management X X (@ Select Service ¥
Eligibility Assistance X (@ Select Service ¥
Health Education X X (@ Select Service ¥
Outreach X [ Select Service ¥
Transportation X X [ Select Service ¥
Translation X [ Select Service ¥

sibility | Site Map (Coming Soon) | Viewers And Players | Contact Us Product: CIS | Platform #: 2.30.8.7 | Build #: 1.1.0.21 | Environment: Integration
MET {lﬁ <HRSA

3. Update the Service Delivery Method(s) of the service by clicking on ‘Update’ under the ‘Options’
column in the table below.
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Figure 48: Form 5A: Selected Required Service Section

@ Form 5A: Required Services - Change Details

() Note{s):

CIS Request type selected on the cover page is Add Required Service by Changing Service Delivery Method (Service presently recorded ONLY on Form 5 - Part A Column Hll will be recorded on
Columns | and/or II, i.., health center starts paying/billing for service). If you wish to make a change to your request type, please go back to cover page and make a selection. This section status will be

complete after all the updates are completed

You need to first select a Site/Service/Activity and then update it from the ‘Options’ column in the table below. Please refer to this document £ to find out more on how to complete this Change Details section

for your selected cover page option.

Based on your existing services and their modes of provision in Scope, you may be unable to select some or all of the services listed below. This does not apply to the 'Add Additional Specialty Service

(Service NOT previously recorded in scope via any service delivery method)' cover page option.

hd Clsm"l"’ﬁk“ﬂw VERWOMN ; ASE S EALT EWD Caal maMimeded VA

Grant Number:; SnC =T T8 BHCMIS ID: 7
Created By: e

Withdrawal Requested: N/A

—

¥ Resources [f

Current Document

CIS Request | Additional Resources : User Guide @ Allowable 5A Updates : Allowable 5B Updates
Original Service Delivery Methods
T Column II. Formal Column lll. Formal
Service Type i : Written Written Referral
g Al
Health Cent:
( o ;;" ' (Health Center (Health Center DOES
i pays) NOT pay)
X

Diagnostic Radiology

Section Status: Not Complete

Project Period: 1/1/2002 - 12/31/2017

it i Submitted By: N/A

CIS Old and New Ul Crosswalk

Updated Service Delivery Methods

Column Il. Formal Column lil. Formal

Column 1. | 1
Direct Written Written Referral Options
(Health Center B A
Pays) (Health Center ~ (Health Center DOES
v Pays) NOT pay)
X (& Update ¥

4. The system displays the ‘Update Required Services’ page. Update the Service Delivery Method(s)
provision as applicable and ‘Save and Continue’ to proceed.
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Figure 49: Update Services Section

@ Update Required Services

Note(s):

CIS Request type selected on the cover page is Add Required Service by Changing Service Delivery Method (Service presently recorded ONLY on Form 5 - Part A Column IIl will be recorded on
Columns | and/or II, i.e., health center starts paying/billing for service). If you wish to make a change to your request type, please go back to cover page and make a selection. This section status will be
complete after all the updates are completed.

‘You need to first select a Site/Service/Activity and then update it from the 'Options’ column in the table below. Please refer to this document 4 to find out more on how to complete this Change Details section
for your selected cover page option.

Based on your existing services and their modes of provision in Scope, you may be unable to select some or all of the services listed below. This does not apply to the "Add Additional Specialty Service

(Service NOT previously recorded in scope via any service delivery method)' cover page opfion.

(1) Warning:
If you make any change to Service Mode of Provision in this section from your original selection, the corresponding questions on the Change checklist will be reset and any previously provided information will
be lost

P GISO0r <o« <o gpriirr s o— - —m— e s Section Status: Not Complete

¥ Resources [f

Current Document

CIS Request : Additional Resources = User Guide : Allowable 54 Updates : Allowable 5B Updates : CIS Old and New Ul Crosswalk

Original Record From Scope

Service Delivery Methods

Service Type Column 1. Direct Column II. Formal Written Contract/Agreement  Column IIl. Formal Written Referral Arrangement
(Health Center Pays) (Health Center Pays) {Health Center DOES NOT pay)
Diagnostic Radiology X

Update Record

Service Delivery Methods

Service Type Column 1. Direct Column II. Formal Written Contract/Agreement  Column IIl. Formal Written Referral Arrangement
(Health Center Pays) (Health Center Pays) {Health Center DOES NOT pay)
Diagnostic Radiology [} O ~

3.3.4.2. Section?2
You can complete the following sub type requests by following the steps outlined in this section.

e Add Additional Service (Service NOT Previously recorded in scope via any service delivery
method)

e Add Additional Specialty Service (Service NOT previously recorded in scope via any service
delivery method)
Steps to complete the above-mentioned sub request type:
1. To complete the above mentioned sub requests on the Change Details Page, click the

button.
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Figure 50: Add New Service

2. The system displays the Add New Service section on the change details page.

Figure 51: Add New Service

3. Select one of the services form the drop down and enter the Service Delivery Method(s) of the
service. The system displays the record added. You may choose to update or Remove this from the

CIS request.

CIS User Guide
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Figure 52: Update or Remove - Added Service

3.3.5. Formal CIS - Delete an Existing Service from Scope
3.3.5.1. Section 1

You can complete the following sub type request by following the steps outlined in this section.

e Change Service Delivery Method for Additional Service, including Specialty Service (Service
presently recorded on Form 5A Column | and/or 1l will be recorded ONLY in Column Ill, i.e.,

health center stops paying/billing for service)

e Change Service Delivery Method for Required Service (Service presently recorded on Form 5A
Column I and/or Il will be recorded ONLY in Column Ill, i.e., health center stops paying/billing for

service)

e To view the allowable updates you can click on the Allowable 5A Updates link in the Resources

section.

Figure 53: Service Updates

List of Service updates allowed through Formal CIS Requests:

Original Service Delivery Method (FROM) Allowable Service Delivery Method (TO)
. Column 1. Formal Written Column . Formal Written . Column I1. Formal Written Column 1. Formal Written
Column I. Direct Column I. Direct
Contract/Agreement Referral Arrangement Contract/Agreement Referral Arrangement
(Health Center Pays) (Health Center Pays)
(Health Center Pays) {Health Center DOES NOT pay) (Health Center Pays) (Health Center DOES NOT pay)
Delete Service - Health Center Stops Paying for Required/Additional /Specialty Service(s)
X X
X x X
X X X X
. . — )
b X
X X X

Add Service - Health Center Starts Paying for Required/Additional/Specialty Service(s)

X X X
X X X
X :>> %
b b
X X
X X
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Steps to complete the above mentioned sub types:

1. Click the SEEagSEYIERiflES button on the Change Details page
Figure 54: Change Details

2. The system displays the Select Services - To be Updated section on this page. Select one of the
services by clicking the Select a Service link.
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Figure 55: Form 5A

3. The system displays the record selected form the list; click the Update link to update the Service

Delivery Method(s) of the service.

Figure 56: Form 5A: Updating a Service
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3.3.5.2. Section 2
You can complete the following sub type request by following the steps outlined in this section.
e Delete Additional Service, Including Specialty Service from Scope (Service presently recorded on
Form 5 - Part A Column I, Il and/or 11l will be removed from scope entirely)
Steps to complete the above-mentioned sub request type:

1. To complete the above mentioned sub requests on the Change Details Page, click the

button.
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Figure 57: Form 5A: Select Service from List

2. The system displays the Select Service - To be Updated section on this page. Select one of the
services by clicking the Select a Service link.

Figure 58: Select Service To Update Section
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3. The system displays the record selected form the list; click the Delete Service link to delete the
service. The system displays a confirmation screen for the delete activity.
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Figure 59: Form 5A: Delete Service

3.3.6. Formal CIS - Add a New Service Delivery Site to Scope

1. To complete the ‘Add a New Service Delivery Site to Scope’ CIS request, the system displays the
Form 5B: Proposed Site- Change Details page, click the LEX[sMNEVESIE button.

Figure 60: Form 5B: Proposed Site - Add New Site

2. The system displays the Site Location Setting — Choose page, answer and click button to
confirm and proceed to the next form.
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Figure 61: Form 5B: Site Location Setting Page

3. The system displays the List of Sites Registered at HRSA — List page.

Figure 62: List of Pre- Registered Performance Sites at HRSA

4. You can select one of the listed performance sites by either selecting a site by clicking the Select
Site Location link or registering the site by clicking the button. You can
select the newly registered site from the updated list of performance sites.

» The system display the Form 5B: Edit Page. Provide the required information on this page.
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Figure 63: Form 5B: Edit Page

5. Click SEYEEUKSIE button to save the information and proceed to the next form.
Note: Updates to the following two fields are not permitted:

» ‘Date Site was Added to Scope’: The field is pre-populated with the PAO approval date, once
available.

» 'Site Operational Date’;
o For 330 grants:

= The field is pre-populated with the date verified upon successful verification, once
available.

= For all Monitored CIS and Admin initiated formal site/service requests, the field is
pre-populated with the 'Date Site was Added to Scope.'
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= When the verification date is unavailable, the system shall default the date to'
Date Site was Added to Scope'

o0 For Look-Alikes:
= The field is pre-populated with the 'Date Site was Added to Scope’

3.3.7. Formal CIS - Delete an Existing Service Delivery Site from Scope

1. To complete the ‘Delete an Existing Service Delivery Site from Scope’ CIS request, the system
displays the Form 5B: Proposed Site - Change Details page.

Figure 64: Form 5B: Select From Scope

2. Click the SIEegifelySTele]els button on Form 5B: Proposed Site - Change Details page.

3. The system displays the list of Existing sites in Scope; choose the site to delete by clicking the Select
Site Location link from list.
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Figure 65: List of Existing Sites from Scope

4. The system displays the selected record, to delete the site, click the Mark as Terminate link under
the Options column in the table, and click on the button to complete this section.

Figure 66: Form 5B: Change Details page

3.3.8. Formal CIS Convert an Existing Service Delivery Site or Service
Delivery/Admin Site to an Admin-Only Site

1. To complete the ‘Convert an Existing Service Delivery Site or Service Delivery/Admin Site to an
Admin-Only Site’ CIS request, the system displays the Form 5B: Proposed Site - Change Details

page. Click the SEElaqigeljSIele]els] button.
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Figure 67: Form 5B: Proposed Site Change Details — Select From Scope

2. The system displays the Select Site from scope page; select the site to convert by clicking the Select
Site Location link.

Figure 68: Form 5B: Existing Sites from Scope
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3. The system displays the selected site, click the Update link under the ‘Options’ column in the table.

Figure 69: Form 5B: Update the selected site
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4. The system displays the Form5B: Edit page, change the type in the Service Site Type field to
‘Administrative.’

Figure 70: Form 5B: Edit Page

5. You may click ‘Save’ to view any errors on this page. Click ‘Save and Continue’ to move forward. If
the Section status is “Not Complete,’ click on ‘Update’ under the ‘Options’ column in the table below
to complete Form 5B.

3.3.9. Formal CIS Convert an Existing Admin-Only Site to a Service
Delivery/Admin Site or Service Delivery Site
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1. To complete the ‘Convert an Admin-Only Site to a Service Delivery Site or Service Delivery/Admin
Site’ CIS request, the system display the Form 5B: Proposed Site - Change Details page. Click on

the S qigeliisIele]e]s button.

Figure 71: Form 5B: Select Site From Scope

2. The system displays the Select Site from scope page, select the site to convert by clicking the Select
Site Location link.

Figure 72: Form 5B: Existing Sites from Scope

3. The system displays the selected site, click the Update link under the ‘Options’ column in the table.
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Figure 73: Form 5B: Update Selected Site

4. The system displays the Form5B: Edit page, change the type in the Service Site Type field to
Service Delivery Site’ or ‘Administrative/Service Delivery Site’.
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Figure 74: Form 5B: Edit Page

5. You may click the button to view any errors on this page. Click the SEVCEEIeR&eI[I[s button to
move forward. If the Section status is "Not Complete,’ click the Update link under the ‘Options’
column in the table below to complete Form 5B.

3.3.10. Formal CIS Replace an Existing Service Delivery Site with a NEW
Service Delivery Site NOT currently in Scope

1. To complete the ‘Replace an Existing Service Delivery Site with a NEW Service Delivery Site NOT
currently in Scope’, the system displays the Form 5B: Proposed Site — Change Details page.

2. Select a site from existing sites in scope by clicking on S FINE=SIleBSIICE button.
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Figure 75: Form 5B: Change Details Page

3. The system displays select Site from scope page. Select the site by clicking the Select Site Location
link. This site will be displayed under the Site to be Replaced ("From" Site) section on this section.

Figure 76: Exiting Sites from Scope

4. You can add the new reilacement site bi clicking on the AX[eMNEWESII(E button or Select an Existing

site by clicking the SEIEGRi(e] =TS ESIES button.

5. If you choose to add a new site, the system will navigate to the Site Location Setting - Choose
page, answer the question on next page for confidential site.

If you proposed adding a new site at a given address but never actually opened it at that address
because of say, lease issues, you can use the Replace option to “move” the site to its correct address.
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Figure 77: Form 5B: Add a New Site

6. The system displays the list of pre-registered sites.

7. You can click on Select Site Location link OR click on the [gEIe[SE@ETalelinERRSI I button to first
register the site and then select it from the updated list of performance sites.

Figure 78: Form 5B: Selecting the Pre-Registered Site

8. If you have added a site, the system displays the Form 5B: Edit page. Complete the required
information on this page. This site will be displayed under the Site to be Replaced ("To" Site) section
of this form.
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Figure 79: Form 5B: Convert to Admin option

9. You can either convert the ‘From’ Site to Admin, by clicking the Convert to Admin option under the
‘Options’ dropdown or delete the site by clicking the Delete Site link. Complete the details of the site
on the Form 5B: Edit page.

Figure 80: Form 5B: Site to be Replaced

10. Verify that the Change Details section status is Complete. Click the Save and Continue to proceed to
the Checklist section.

3.3.11. Formal CIS - Add a New Target Population

1. To complete the Add a New Target Population CIS request, the system displays the Add Target
Population - Change Details page.

2. You can complete this section by selecting one of the options displayed. Click the
button to proceed.

| The population type you are already serving is disabled.

Figure 81: Add Target Population
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3.4. Checklist

1. To access the checklist, click the Checklist option from the left menu navigation or form the Status
Overview page.

Figure 82: Status Overview Page

2. Complete the checklist, by providing the required information.

Figure 83: Checklist Page

3. Use the templates where provided.

The financial impact questions have templates that you must download, complete, and then upload
using the At ligIE button.
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Figure 84: Checklist page — Financial Impact Analysis section

Some questions in the checklist may not be applicable for your proposed change in scope request. The
system does not display the questions that are not applicable for your proposed change.

3.5. Supporting Documents

You can access the Supporting Documents page from left navigation or from the Status Overview
page.

Attaching documents on Supporting Documents page is mandatory for the following CIS requests:
- 5B “Update PO Monitored Attributes”

- 5A “Update Required Services”

- BA “Update Additional Services”

1. On this page, attach the required documents by clicking the RUEIdFIE button.

Figure 85: Supporting Documents

2. The system opens a section to browse a file. Click the button to select a file, click
button to upload the selected file.

3. Below is the list of attachments types supported:
e .DOC - Microsoft Word
e .RTF - Rich Text Format
o TXT-Text
e WPD - Word Perfect Document
e .PDF - Adobe Portable Document Format
e XLS - Microsoft Excel

4. While uploading documents, you must attach the documents in one of the formats specified above.
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4. Reviewing the CIS Request

1. The Status Overview page shows the completion status of the checklists in the CIS request. To view
this page, click Status, under the Overview section of the left side menu, to go to the Status
Overview page

Figure 86: Left Navigation Menu

» The system displays the Status Overview page.

Figure 87: Status Overview Page

2. Toview or print any CIS checklist, click Review in the Review and Submit section of the left side
menu.
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» The system opens the Review page for the CIS Request.

Figure 88: Left Navigation Menu

3. The Review page lists all the sections in the CIS request. Use the links and buttons on this page to
perform the following actions:

Click a View link in the Options column to open a section.

Click the button to print all the forms.

Click a View link next to a document to view and print an attachment.
Click the button to go to the Submit page.

N o o &

Figure 89: Review Page for CIS Request
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5. Submitting CIS Request

When the statuses of all the forms are Complete, you are ready to submit your CIS request to HRSA.

To submit the CIS Request, you must have the Submit CIS Request access rights.

To submit your CIS request:
1. Click Submit in the Review and Submit section of the left side menu to start the Submission
of the CIS request.

» The system displays the Submit page.

Figure 90: CIS - Submit Page

2. Click thejgfelo=Cl Rl i oJpliN® Sy button.

» The system displays the CIS Submit — Confirm page.

Figure 91: CIS - Submit Confirmation

a) Check the box to electronically sign the CIS.
b) Click the SIUnIIESSRRELIER button to submit your CIS Request.
» The system displays the success message on the CIS - List page.
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5.1. Follow Up or Request Changes

Once you submit the CIS request to HRSA your project officer will review it. If your CIS request is not
complete, the Project Officer (PO) can send the CIS request back to you, for changes.

You must re-submit the change requested CIS request for further review.

You can find out if your PO requested change in the CIS request you submitted:

e The system sends an email to your project director and the point of contact listed on the CIS
request informing that the PO has requested a change.

OR

e By monitoring, the status of the CIS request on the CIS list page. This status will change to
“Change Requested” if the PO has requested a change. You will also see the edit button
available to edit your CIS request.

Following are the HRSA review statues of a submitted CIS request.

HRSA Review Status Description

The CIS request is reviewed within HRSA and approved. You will get a new
Approved Notice of Grant Award (NoA) communicating the approval. Refer to the NoA
for the details of the approval and any associated conditions or remarks.

The CIS request has been reviewed within HRSA and disapproved. You will

Disapproved get an email regarding the decision.

(Monitored CIS requests only) The CIS request has been reviewed within
HRSA and it has been determined that your proposed change can be
accepted without formal approval. The change is accepted, but you do not get
a new NoOA.

Approval Not Required

The CIS request is withdrawn by HRSA upon request from the grantee. You

Withdrawn will get an email when your CIS request is successfully withdrawn.

Table 5: HRSA Review Status

5.2. Withdraw CIS Request

After submitting a CIS request, if you wish to withdraw it for any reason, you can choose to do so by
submitting the withdrawal request online through the EHBs.

e You can withdraw only a submitted CIS request.

e You can submit a withdrawal request as long as HRSA has not made a decision on the CIS
request.

1. To withdraw a CIS request, access the ‘Recently Completed’ tab on the Change In Scope - List
page.

2. Open the context menu, by clicking the drop down next to CIS request, under the options column.

3. Click the Request Withdrawal link to withdraw the CIS request.
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Figure 92: Change in Scope - List page - Request Withdrawal

4. The system displays the Change In Scope Request Withdrawal — Edit Page.

Figure 93: Withdraw — Edit Page

5. Provide a narrative description in the comments section and click the Wil button followed by
button on the confirmation page to withdraw the CIS request.

5.3. Copy CIS Request

1. To Copy a CIS request, access the ‘Recently Completed’ tab on the Change In Scope - List page.
2. Open the context menu, by clicking the drop down next to CIS request, under the options column.

e You can only copy submitted CIS requests.

e You cannot copy the CIS requests created by Administrator.

e You cannot copy CIS requests that were created using old checkilists.

3. Click the Copy CIS Request link to copy the CIS request.
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Figure 94: Copy Request

4. The system displays the confirmation page. Click the button to copy the information for a new
CIS request. The system navigates to the Status Overview page of a new CIS request.
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6. Self-Update

Self-update module allows you to view (and, if desired, print) the details of your approved scope. It also
affords the capability to update some site-related information directly (i.e., without submitting a CIS
request).

6.1. Viewing Your Approved Scope

Section 330 Grantees:
1. Login to your Electronic Handbook and navigate to the Grants tab.
2. Open the Grants folder for your Health Center Cluster (H80) grant.

Figure 95: My Grant Portfolio — List page

3. You can access the Approved Scope from the menu on the left side of the page. You can access the
Services, Sites, and Other Activities and Locations in your scope.

Figure 96: Grants Home - Approved Scope Section

CIS User Guide Page 70




FQHC-LAL Organizations:
4. Login to your Electronic Handbook and navigate to the FQHC-LALSs tab.
Figure 97: FQHC-LAL Tab

5. Navigate to the FQHC-LALSs tab. Click the FQHC-LAL Home link.
Figure 98: My Registered Organizations — List FQHC-LAL Home

6. Click the View Portfolio link from the left navigation menu.

Figure 99: FQHC-LAL Home

7. Open the Designation Handbook by clicking the Open Designation Handbook link.
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Figure 100: FQHC Look-Alike Designation

8. You can access the approved sites, services and other activities/location by accessing links on the
left navigation as shown below:

Figure 101: FQHC-LAL Handbook Approved Scope
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6.2. Updating Site Information

It is possible to update some site-related information directly without creating a CIS request. The changes
are reflected in the system immediately.

1. To view site information, click the button to update site details.
Figure 102: Self Updates: Sites in Scope

2. The Update Site page displays the Form- 5B: Edit page with the attributes that you can update under
as part of the Direct Self Update.

Figure 103: Direct Self-Update Attribute
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7. Support and Contact

If you have further questions, please use the following resources.

7.1. BPHC Helpline

Contact the BPHC Helpline:
e By phone: 301-443-7356 (8:30 am to 5:30 pm ET)

e By email: BPHCHelpline@hrsa.gov

7.2. HRSA Call Center

For all technical/system issues, contact the HRSA Call Center:
e By phone: 301-998-7373

e By email: CallCenter@HRSA.GOV

e Use your CIS Tracking Number for all correspondence.

e Do not call the project officer for technical questions related to HRSA EHBs.
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7.3. Frequently Asked Questions (FAQS)
7.3.1. Software

1. What are the software requirements for HRSA EHBs?

You can access HRSA EHBs over the Internet using Internet Explorer (IE) v7.0 and above and above.

HRSA EHBs use pop-up screens to allow users to view or work on multiple screens. Ensure that your
browser settings allow for pop-ups.
In addition, to view attachments such as Word and PDF, you will need appropriate viewers.

2. What are the software requirements for submitting CIS requests?

Refer to the software requirements for HRSA EHBs.

3. How do I download a template?

To download a template, click the Download link next to that template. You are navigated to a warning
page with a “Continue” button. Once you click on the “Continue” button, a download dialog box will
appear; from this dialog box, click on the “Save” button to save this template to your computer. Once the
template is saved to your computer you can now complete it and upload it back to your CIS Request.

4. What if when | open the template, it opens as an HTML page and | cannot edit it?

When downloading or saving a template, you MUST ensure that you are saving it as an Excel document.
You will see this in the “Save as Type” drop down box while saving. If you have already downloaded the
template, and it is already in HTML format, then download the template again.

7.3.2. Electronic Process
1. Why can't | see the New/Existing CIS link for some of my grants?

CIS requests are only applicable for Health Center Cluster Program grants administered by the Bureau of
Primary Health Care (BPHC). These grant numbers start with H80.

2. How many CIS requests can | create?

You can create as many CIS requests as necessary for your requirements. However, please discuss
each CIS request within your organization and with your HRSA project officer to prevent unnecessary
requests from being prepared and submitted.

3. Isthere adeadline for submitting CIS requests?

Currently there is no deadline for submitting CIS requests.

4. How can | update Suite Number for Service Delivery Site?

Address changes are only allowed via the Administrator. You can submit a Formal CIS request to replace
the site.
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5. Can you list the emails generated from the HRSA EHBs regarding the CIS process? Who
receives the emails?

Section 330 CIS Notifications

Notification Subject Purpose Sent by Recipient
Submission of CIS | CIS Request The purpose of this | System User | Authorizing
Request Submitted (Tracking email is to notify Official (AO),
No: the health center Point of Contact
<trackingnumber>) that the CIS (POC),
request was Application
successfully Preparer
submitted.
Change Request Update CIS Request The purpose of this | Project AO, POC,
by Project Officer | (Tracking No: email is to notify Officer Application
<trackingnumber>) the health center Preparer
that the project
officer has
requested
additional
information.
CIS Withdrawn CIS Request The purpose of this | Project AO, POC,
Withdrawn (Tracking email is to notify Officer Application
No: the health center Preparer
<trackingnumber>) that the CIS
request has been
successfully
withdrawn.
CIS Deleted CIS Request Deleted The purpose of this | System User | AO, POC,
(Tracking email is to notify Application
No:<trackingnumber>) | the health center Preparer

that the CIS
request was
deleted

successfully.

CIS Approved Transmission of a The purpose of this | Grants Project Director
HRSA Notice of Award | email is to transmit | Management | and other users
for <AwardNumber> the NOA to the Specialist such as AO and

grantee Business Official

CIS Disapproved Disapproval The purpose of this | Grants AO, POC,
Notification for email is notify the Management | Application
Change in Scope grantee of the Officer Preparer

Request (Tracking disapproval along
No:<tracking with justification
number>)
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FQHC-LAL CIS Notifications

Notification

Subject

Purpose

Sent by

Recipient

LAL User
submitted/Resubm
ission

LAL CIS Request
Submitted (Tracking
No: <tracking
number>)

The purpose of this
email is to notify
the health center
that the CIS
request was
successfully

System User

To stakeholder of
interest, To PD of
the Designation,
To PO of the
Designation

submitted.
LAL PO requests Change requested for | The purpose of this | LAL PO To stakeholder of
change from Look- | LAL CIS Request email is to notify interest, To PD of
Alike org (Tracking No: the health center the Designation

<tracking number>) that the LAL PO

has requested

additional

information.
Final Approval LAL CIS Request The purpose of this | LAL PO To stakeholder of
notice to Look- Approved (Tracking email is to notify interest, To PD of
Alike user for No: <tracking the Health Center the Designation
approved LACIS number>) of the approval.
Disapproval Notice | LAL CIS Request The purpose of this | LAL PO To stakeholder of

to Look-Alike by
PAO

Disapproved (Tracking
No: <tracking
number>)

email is to notify
the Health Center
of the disapproval
along with
justification.

interest, To PD of
the Designation

6. How can | move services from column 1 to column 2 & 3 on Form 5A?

Table 7: List of CIS Related Notifications (FQHC-LAL)

These updates to the Services can be done via Monitored updates. You can use the ‘Update required
services’ and ‘Update additional services’ Monitored update options from the CIS Request Type page.
For similar request types, refer to the ‘Allowable 5A Updates’ and ‘Allowable 5B Updates’ document in the

Resources section

7. Do |l haveto create individual CIS requests if | need to delete 9 services from Scope?

Deleting a service requires a Formal CIS request; and only 1 Formal CIS request can be requested for
each change. Hence, you will be required to create 9 separate CIS ‘Delete an Existing Service from
Scope’ requests. Note: For Monitored requests, you can request more than one change.

8. When does the 120 day deliverable notification get created?

Only for Formal CIS requests, the 120 day deliverable notification is created after the NoA has been

released.
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