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1.0
INTRODUCTION

The Centralized Credentials Quality Assurance System (CCQAS) v2.7 is a standard Department of Defense (DoD) migration system jointly undertaken, operated, and controlled by the Army, Navy, and Air Force medical departments within the overall corporate sponsorship and policies of the Office of the Assistant Secretary of Defense for Health Affairs (OASD (HA)).  CCQAS is operated as a Tri-Service consensus-based system for documenting active duty, reserve, guard, and civilian privileged and non-privileged providers at 540 sites, supporting 1,600 users, and containing 60,000 current and historical records.  The Resources Information Technology Program Office (RITPO) is responsible for the development and deployment of CCQASv2.7 and any subsequent versions.

CCQASv2.7 provides a single, web-based, Tri-Service repository containing Military Health System (MHS) direct-care system provider credentials, adverse actions, incident, risk management, disability, and Judge Advocate General Manual (JAGMAN) information.  CCQASv2.7 is available on-line from any location, at any time, to approved users.  

In response to the TRICARE Next Generation of Contracts (T-NEX), CCQASv2.7 was created to accommodate the Managed Care Support Contractors and their new role of completing all enrollments into the Military Health System.  This version will also include several behind the scenes interfaces and data sharing with other systems (CHCS, DEERS) that will be invisible to the end user.  CCQAS v2.7 will offer one new functionality to the end user, that of importing provider personnel information from DMHRSi.

2.0
OBJECTIVE

The objective of this Training Guide is to orient current CCQAS v2.7 users to the added functionality provided by the application.  It is assumed that users of this Guide will already have mastered the fundamentals of using CCQAS v2.6.7 to manage healthcare provider credentials at their facility.  By executing the lessons in this guide, a user will acquire sufficient working knowledge to review, and import, MHS provider personnel data from DMHRSi.  This guide may be used as a reference document to support on-the-job training, in addition to or in lieu of a formal training activity.  There are no formal examinations or final grades required in the CCQASv2.7 training program; successful use of the system is evidence of successful completion of training.

3.0
USING THIS GUIDE

The CCQASv2.7 Training Guide is designed to step the user through processes required to import provider personnel information from DMHRSi.   In order to gain the most benefit and experience from the lessons provided in this guide, the user should perform each step as directed while logged in to an on-line version of the CCQAS that is specifically designed to support training activities.  Real provider credentials data should not be used for training purposes.  

When the user is fully trained in the processes described in this Guide, they are ready to import provider personnel data from DMHRSi using the production version of CCQASv2.7.  The CCQAS server is located at a secure government facility located in the United States.  This server is maintained in a secure environment that protects the confidentiality of the provider credentials data and limits access to approved users only.  In order to protect the integrity of data, only real credentials data should be entered and tracked in the CCQAS application on the production server.  

4.0 LessonS:  importing provider demographics information from dmhrsi

This section provides information about documenting the following:

· Adding a New Provider to CCQAS v2.7 using DMHRSi information

· Updating an Existing Provider Record using DMHRSi information
4.1
Adding a New Provider Using Personnel Information from  
DMHRSi

Objective: This lesson will familiarize the user with the new process of adding a new provider.

Prior Conditions:  The user must be logged on to CCQAS as a facility-level user. 

	Step
	Action
	Comments/Notes

	1
	Once logged onto CCQAS, choose the “Add Provider” prompt.  The below screen will appear (See Exhibit 4.1-1).

Fill in required information for the new provider and choose “Add” prompt at the bottom of the screen (See Exhibit 4.1-1).
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Exhibit 4.1-1:  Add Provider Screen

4.2
Review of Provider Import Screen
	Step
	Action
	Comments/Notes

	2
	Once “Add” button has been chosen from “Add Provider Screen”, a “Provider Import” screen (See Exhibit 4.2-1) will appear if information on this individual exists in DMHRSi.  This screen lists all possible matches that are available from DMHRSi to import.  The information available to be viewed for each possible match includes SSN, Last & First Name and DOB.

To select the desired provider from the list, click on the SSN.  By selecting the provider that you want to add from the list, you will be brought to the buffer screen with this provider’s information displayed for your verification and acceptance into CCQAS.  

If the provider is NOT on the displayed list from DMHRSi, choose the “Add New” (See Exhibit 4.2-1) prompt at the bottom of the screen.
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Exhibit 4.2-1:  Provider Import Screen 

4.3
Review of Provider Buffer Screen
	Step
	Action
	Comments/Notes

	3
	Once you have chosen the desired provider on the “Provider Import Screen”, the “Import Provider Buffer” screen (See Exhibit 4.3-1) will appear.  *Note* This screen will also appear when an existing provider record is opened and there is new data available from DMHRSi (See Lesson 4.4).

The Current Data column of the “Import Provider Buffer” screen (See Exhibit 4.3-1) will show the current CCQAS value only if the provider record already exists in CCQAS.  If this provider is new to CCQAS, this field will be blank. The Import Data column shows the new value available from DMHRSi.  You will be able to accept or reject data for each field listed on the screen. 

Once you have made your choices, select the “Save Changes” prompt at that bottom of the screen (See Exhibit 4.3-1).  Once this is completed, you will be taken to the Provider Demographics screen where the record will be updated with any fields marked "Accept".
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Exhibit 4.3-1:  Import Provider Buffer Screen

4.4 Update to Existing Provider Record (via Provider Search Screen)

Objective: This lesson will familiarize the user with the new process of receiving updated DMHRSi information for an existing provider record.  This will only happen periodically and user will only be notified when attempting to access such a provider’s record.
Prior Conditions:  The user must be logged on to CCQAS as a facility-level user. 

	Step
	Action
	Comments/Notes

	1
	Once logged onto CCQAS, choose the “Credentials Provider Search” prompt.  The below screen will appear (See Exhibit 4.4-1).

Fill in required information for the provider’s record you want to request and choose “Search” prompt at the bottom of the screen (See Exhibit 4.4-1).  This will bring up the “Search Results” page (See Exhibit 4.4-2).  Click on the appropriate record to open the record.
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Exhibit 4.4-1:  Credentials Provider Search Screen
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Exhibit 4.4-2:  Provider Search Results Screen

4.4 Update to Existing Provider Record (via Provider Search Screen) Cont’d

	Step
	Action
	Comments/Notes

	2
	The user will be presented with the requested provider’s record (See Exhibit 4.4-3).  At the bottom right-hand side of the record will be a new prompt that says “New Import Data Available”.  When the user chooses this prompt to review the new data, they will be directed to a “Provider Import Screen” (See Exhibit 4.4-4)
The Current Data column of the “Import Provider Buffer” screen (See Exhibit 4.4-4) will show the current CCQAS value of the existing record.  The Import Data column shows the new value available from DMHRSi.  You will be able to accept or reject data for each field listed on the screen. 

Once you have made your choices, select the “Save Changes” prompt at that bottom of the screen (See Exhibit 4.4-4).  Once this is completed, you will be taken to the Provider Demographics screen where the record will be updated with any fields marked "Accept" 
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Exhibit 4.4-3:  Provider Record
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Exhibit 4.4-4:  Provider Import Buffer Screen
CONGRATULATIONS!

You have completed training

For CCQAS 2.7
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