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Introduction

The Hospice Abstraction Reporting Tool (HART) was developed by the Centers for Medicare & Medicaid
Services (CMS).

HART is a Java based Windows application that is free to download and use which provides an option for
Hospice providers to collect and maintain facility, patient and HIS Record information for subsequent
submission to the appropriate national data repository. HART displays electronic HIS Record forms
similar to the paper version of the forms. Once the abstraction is completed, facilities are able to export
their data from the application and submit it to the appropriate national data repository.

Installation

System Configurations

Stand-alone Configuration

The stand-alone HART Application is designed and supported as a stand-alone, self-contained
application installed on a single PC with the application and database storing the collected data on a
single PC.

Network Configuration
The network HART Application may be used on separate PCs networked together with a designated
shared database server for storing the collected data centrally.

Hardware/Software Specifications
The QTSO home page lists the CMS websites for the System Requirements. HART 1.1.0 will support the
latest minimum system requirements.

https://www.gtso.com/index.php

Installing the application

Note the following items before starting the install process:
e Toinstall HART, the user must be logged into the PC as an Administrator. Users of HART must
have read/write access to the location where the HART database is installed.
e The initial user signing in is required to set up at least one facility and one user with the System
Administrator user role. Please see the Facility and User setup sections for instructions.

Complete the following steps to begin using HART:
1. Navigate to the QIES Technical Support Office (QTSO) website or the Centers for Medicare &
Medicaid Services website.
a. https://www.qtso.com/hart.html
b. http://www.cms.gov
2. Open the installation guide PDF and follow the instructions as documented.

Functionality

HART software provides the following functionality
Facility Setup/Maintenance

User Setup/Maintenance

Patient Setup/Maintenance

HIS Record Maintenance

Reporting
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e Importing/Exporting

Screen Layout

The version of HART is displayed on several windows in the application. In this document, the version
number is not displayed on the screen captures and is documented in the text as 1.X.

HART contains many standard features familiar to Windows users:
e Title
o Displays the active application’s name and is found at the top left corner of the window.
e Menu Bar
0 Located just below the Title, it consists of dropdown menu lists that contain command
selections dependent on the users role and the screen that is currently open.
0 Pressing the Alt key on the keyboard will place the cursor in the menu bar. Using the
arrow keys on the keyboard, users can navigate through the selections on the menu bar.
For example: On the HIS Record Search screen, if the cursor is on the File menu item,
pressing the right directional arrow will move the cursor to the next menu item. Pressing
the up and/or down directional arrows will provide navigation through the drop down
menu list.
e Tool Bar
0 Located just below the Menu Bar, is the Tool Bar which contains screen specific buttons
and icons to assist the user. Hover or “mouse over” the icons to display a description of
the available functionality.

e Screen Tabs
0 Located just below the Tool Bar, Screen Tabs will display the open screens (e.g. Facility,
Patient, User, and HIS Record). An asterisk (*) will display on the tab to the left of the
tab title if there are screen changes needing to be saved.

Screen & Column Descriptions

The Patient screen is divided into four distinct functional sections, the:
Search Criteria Section

Patient Summary Section

Patient Detail Section

Actions Section

The Facility screen is divided into two distinct functional sections, the:
e Summary Section
¢ Detail Section

The User screen is divided into four functional sections, the:
e User Summary Section
e User Detail Section
e Activation Detail Section
e Provider Detail Section

Each section may be collapsed by a single click of the arrow located next to the section title. Clicking on
the arrow a second time will expand the section.

Columns in the Summary sections of each screen can be resized by hovering over and dragging the “left-
right arrow” icon to the desired column width.

Field Types

Text
Text fields allow data to be entered manually that adheres to the rules (length, special characters, etc.) for

the specific field. The following is an example of a text field.
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Patient Last Name (AD5000)* (7)

Date

Date fields are formatted for the entry of a valid date. Valid format must be in MM-DD-YYYY format
where MM = 01-12, DD = 01-29, 30, or 31 depending on the month, and yyyy = the four digit year. Some
date fields allow other data to be entered and accepted as valid based on the submission rules. The
following is an example of a date field.

NOTE: When the Enable Accessibility Features checkbox is unchecked on the HART Login Screen there
will be a calendar icon next to each date field that the user can use instead of manually entering in a date.
When the Enable Accessibility Features checkbox is checked on the HART Login Screen the calendar
icon will not be displayed.

Birth Date (A0900)* (%)

Birth Date (AQ900)* (7)

[ ]
- =

Checkbox

Checkboxes allow the selection of “yes” answers simply by checking the box next to the appropriate
value. The following is an example of checkboxes.

[ American Indian or Alazka Mative

[7] Asian

[T Black or African American

[ Hispanic or Latino

[] Mative Hawaiian/Other Pacific Islander
[T] White

Race/Ethnicity (Mark all that apply) (A1000)* @

Dropdown List

Dropdown lists contain allowable answers to a specific field. To answer a dropdown question, tab to the
field and use the arrow keys on the keyboard to navigate through the answer options. Once the
appropriate answer is displayed, use the Tab key to move to the next question. A mouse may also be
used to select an answer in a dropdown list. Click the arrow on the right side of the field to expand the
list. Click the desired answer. Click the mouse on the next question. The Delete key on the keyboard
can be used to clear the field. The following is an example of a dropdown list.

Gender (A0B00)* (7) 1. Male E -

2, Female |

Data Entry Tips

Key points regarding data entry

e For optimization of the skip patterns and/or edits, it is recommended that HIS Record data be
entered in the order the questions appear on the screen.

e Enter data in each field and use the “Tab” key on the keyboard to navigate from field to field. This
allows skip patterns and edits to be appropriately applied and helps ensure all fields are
addressed.
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e Some fields require use of additional keys. For example, drop down list fields use the down
arrow key to scroll through the available responses. Once the desired response is highlighted,
pressing the spacebar will make the selection. Press the “Tab” key to move to the next field. The
mouse may also be used to move to a field and make a selection.

Order of data entry
e Create a facility.
e Create a user.
e Create a patient.
e Create an admission HIS Record.
e Export a HIS Record
e Create a planned discharge, unplanned discharge or expired HIS Record.
e Export a HIS Record.
o0 Make corrections to a HIS Record - if applicable.
= Export a HIS Record.
= Inactivate a HIS Record - if applicable.
= Export an inactivation HIS Record.
= Copy an inactivation HIS Record - if applicable.

Edits

Data integrity edits are applied as information is entered into HART. These edits are unique messages
put in place to assist users with the accurate completion of data entry. Some will present a pop up
message and must be addressed when displayed in order to proceed. Some edits may not appear until
the HIS Record is saved and validated.

The following types of edits may occur in HART.

@ Errors — This type of edit lets the user know information is entered in an invalid format or is
missing and must be entered or corrected before the information will be accepted and saved.

Example: Birth Date is arequired field.

("Erors =)

|'®'l Please correct the following errors.

4011 "Birth Date” (A0200) is required.

Warnings — This type of edit indicates there is information entered that should be verified as
accurate, or serve as a reminder of how some fields should be populated.
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Edits (Alt + E)

I Errar Edit
#Warning Edit
tInformational Edit

# [-3055]):Failure to provide infor mation by submitting a dash [-] indicates inco +

4| 1] F

’F‘rint Error Rep-:nrt]

Using the Application

Access
Once HART has been installed, access the program using one of the following methods.

e Start menu - click the HART : icon in the start menu

e Desktop — double click the HART E icon found on the desktop
o Directory — navigate to the directory where HART is installed, double click the HART .exe

The HART screen displays momentarily.

¢ Hospice
£« 5 Abstraction

=== Reporting

Tool (HART)

- (cms

CEMTERS FOR MEDICARE & MEDICAID SERVICES

Page 9 of 57



The Welcome to HART screen displays while the program is loading. This may take a few minutes and

requires no response from the user.

W7 HART (=Ta] = ]
| File Help -
R Welcome &2 l =& l

Welcome to HART

When HART is completely loaded, the Login screen displays.

Welcome to HART

[ HART - 1 X X Login

User ID | |

Password | |

[ [ogin_] [_Cancei] [Fargot Passwold]

Enable Accessibility Features

(7 HarT (=@ = )
File Help
Ga‘nl'l'elccu'n.e 4 T
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Login

The title bar of the login screen displays the name (HART) and version number.

i '

HART 1.X Login

UserID || |

Password | |

[ Legin ] ’Cancell ’Forgot P'asswc-rd]

[ Enable Accessibility Features

L -

Selecting the Enable Accessibility Features checkbox at the bottom of the login screen will turn on
accessibility features for users requiring assistive technology (e.g. screen readers). The box will remain
checked or unchecked until changed by the user.

Complete the following steps to login to HART:
Note: For initial login, more detailed instructions can be found in the installation guide. Use of a generic
HART password will not be available after the initial login is complete. The generic HART user may not
be used to create patients or HIS Records.

1. Enter the User ID assigned by the System Administrator user.

2. Enter the Password.

a. If this is the first time logging in for the user, enter the User ID in the User ID and
Password fields. Note: These are case sensitive.

3. Click ‘Login’.
a. |If this is the first time logging in for this user, the Change Password screen displays.

-

Change Password

The new password and the confirm new passwerd rmust match.
The new password must be at least 8 characters long.
The new password must be no more than 20 characters long.
The new password must not contain any space,
The new password must not contain the User ID, First Name, Last Mame, or Email.
The new password must not begin with a number,
The new password can only contain a maximum of 3 repetitive characters,
The new password must contain at least one for each of the following type of characters:
Upper-case Character: A-Z
Lower-case Character: a-z
Mumber: 0-9
Special Character: 8~"1-@#F5%*_+={][;" <=5
The new password must not match any of the user's most recent & passwords,
The new password will be set to expire in 80 days.

Mew Password || |

Confirm Mew Password | |

Continue ] ’ Cancel l
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b. Enter a new password in the New Password and Confirm New Password fields. The
password is case sensitive and must match in both fields.
c. Click ‘Continue’ to complete the login process.
i. Click ‘Cancel to not change the password and return to the login screen.
d. The Security Questions screen displays. Responses to at least six of the ten listed
security questions are required.

; N

Security Questions

To enable the OK button, a minimum of & answers are required.

What city were you born in? ||

What year did you graduate from high school? |

What is your favorite sport?

What was the make of your first car?

What was the color of your first car?

What is your mother's maiden name?

What size shoe do you wear?

What is your favorite season of the year?

|
|
|
|
What was the name of your first pet? |
|
|
|

What is your favorite movie?

L

e. Click ‘OK’. The OK button will not activate until the user enters 6 answers and tabs off
the 6" field.

4. The HART welcome message displays if Enable Accessibility Features is selected :

[ HaRT 3 |

'“-.I Welcome to HART.

¥ This is the welcome screen for HART,

After closing this dialog box press the ALT key to enable the drop down
menu to perform HART administrative activities and HIS Record entry.
Use CTRL+Page Up and CTRL+Page Down to switch between open
screens. Press Alt+) to get additional information about that window.

0K

5. The Initial HART window displays:
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O

What would you like to do?

Facility User User Guide
The Facility screen is used to The User screen is used to mantain The User Guide vall guide the uses
add, modsdy, or debete Facility user access to HART through the step by step process
rocords of cresting Agencies, Users, and
Patients, as well as creating
and processing HIS Records.
[ Go To Fackty & GoTo User | [~ Go To User Gurde|

Do not display this home screen after logging into the applcation

Once the user has successfully logged in, additional facilities, users, patients and HIS Record information
may be added, based on user roles.

Change Password
User passwords may be changed at any time.

Complete the following steps to change a password:
1. Loginto HART
2. Select the ‘Change Password’ option from the Security drop down menu on the toolbar.

-
& HART . —— g C— . W— - ——
File Administration Import/Export Reports [Securilj,r] HIS Record Help

Esr Change Security Answers
&) Change Password

# Logout
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3. The Change Password screen displays.

Change Password

The new password and the confirm new password rmust match.
The new password must be at least 8 characters long.
The new password must be no more than 20 characters long.
The new passwerd must not contain any space.
The new password must not contain the User ID, First Mame, Last Mame, or Email.
The new password must not begin with a number,
The new password can only contain a maximum of 3 repetitive characters.
The new password must contain at least one for each of the following type of characters:
Upper-case Character: A-Z
Lower-case Character: a-z
Mumber: 0-9
Special Characten &-"-@ESHA0_+ =[N " == .3
The new password must not match any of the user's most recent & passwords,
The new password will be set to expire in 60 days.

Password | | |

Mew Pazsword | |

Confirm Mew Password | |

Change Password | [Canr.el |

e &

Enter the current password in the Password box.
Enter a new password in the New Password box.
Enter the new password again in the Confirm New Password box.
Click ‘Change Password’
a. Click ‘Cancel to not change the password.

No ok

Password Rules
Passwords are case-sensitive. The following rules are displayed at the top of the Change Password
screen:
e The new password and the confirmed new password must match.
e The new password must be at least 8 characters long.
e The new password must be no more than 20 characters long.
e The new password must not contain any space.
The new password must not contain the User ID, First Name, Last Name, or Email.
The new password must not begin with a number.
e The new password can only contain a maximum of 3 repetitive characters.
e The new password must contain at least one for each of the following type of characters.
0 Upper-case Character: A-Z
0 Lower-case Character: a-z
o Number: 0-9
0 Special Character: &~"1@#$%™*()_+={}[]|\:;"'<>,.?/
e The new password must not match any of the user’s most recent 6 passwords.
e The new password will be set to expire in 60 days.

Forgot Password
On the login screen, enter user name and click the ‘Forgot Password’ button.
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P

HART 1

X Login

L

UserID || |

Password | |

[ Lagin ] ’Canr_ell ’Forgot Password]

[ Enable Accessibility Features

-

The Security Questions screen displays with 3 of the security questions that were answered upon the
user’s initial login.

-

b,

Security Questions

To enable the OK button, all guestions must be answered.

What is your favarite sport? | |

What city were you born in?

What was the color of your first car? | |

A

Answer the security questions correctly. Click ‘OK’ to continue to the Change Password screen. Click
‘Cancel’ to return to the login screen.

User Account Locked

The ability to log in will be blocked when a user enters incorrect user name and/or password 3 times in a
row. The following message will display if a user account becomes locked.

-

L

Error(s)

|

03960037 Your account has been locked. Contact your System Administrator or click
Forgot Password Alt+F to unlock your account.

A

Follow the instruction for Forgot Password to unlock the account. Security questions must be answered
and a new password must be created to continue.

Or the System Administrator can reset the account:

1.
2.

3.
4.

The System Administrator must log in.

On the User screen, select the user that has a locked account (displays in bold in the User
Summary section).

Check the ‘Reset Password/Unlock The Account’ checkbox

Click the ‘Save’ icon.

The user account is unlocked with the password reset to the user name.
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System Administrator Account Locked
If a System Administrator account becomes locked, the same message will display.

( Error(s) I&w

03960037 Your account has been locked. Contact your System Administrator or click
Forgot Password Alt+F to unlock your account.

L A

Follow the instructions for Forgot Password to unlock the account.
Note: Security questions must be answered and a new password must be created to continue.

A second System Administrator may log in and reset the account by following the steps as described
above.

If the account cannot be unlocked using one of these options, contact the Help Desk for assistance. The
Help Desk can utilize a secure password reset tool that allows the generic HART account (used at initial
log in) to be reset to unlock an account or for the purpose of adding a new System Administrator to unlock
the account.

Logout

To log out and return to the login screen, select the ‘Logout’ option from the Security drop down menu on
the toolbar.

rﬁ' HART

File Administration Import/Export Reports | Security | HIS Record Help

Esr Change Security Answers

i1 Change Password

Logout
b g N

LAF

To close HART, select the ‘Exit’ option from File drop down menu on the tool bar.
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A HART

File | Administration Import/Export Reports  Security  HIS Record Help

Save Ctrl+5

Save All Ctrl+5hift+5

= (Change Backup File Locaticn

Exit b

HART can also be closed by selecting the standard Microsoft Windows close icon (red x), in the top right
corner of the screen.

Home Screen

The first screen to be displayed is the HART Application Welcome screen. This screen will, by default,
contain the Home Screen, which is dynamic based on the User’s assigned role.

Home screen Default

At the bottom of the Home Screen, there is one ‘Do not display...’ check box. The default is the check box
will be initially unchecked (top illustration), indicating to display the Home Screen each time the user
successfully logs into the application.

Do not display this home screen after logging into the application

¥| Do not display this home screen after logging into the application

The User may check the check box (second row of illustration). When this is done, this screen will not
continue to display. If the User wishes to uncheck this option they can navigate to the Help menu and
select Home Screen. This will return the user to the Home Screen and they can change their settings if
desired.

Available links Per User Type

Default User
1. The Default User will have access to:
a. The Menu items and their drop down option:
i. File
ii. Administration
iii. Security
iv. Help
b. The “Go To” action buttons:
i. Facility — The Facility screen is used to add, modify, or delete facility records.
ii. User—The user screen is used to maintain user access to HART and set default
facility association.
iii. User Guide — The User Guide will guide the user through the step by step
process of creating Facilities, Users, and Patients, as well as creating and
processing HIS Records.
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O x
£ Home 2

What would you like to do?

Facility User User Guide

The Facility screen is used to The User screen is used to maintain The User Guide will guide

add, modify, or delete Facility user access to HART. through the P

records. aof creating Agen Users, and
Patients, as well as creating
and processing HIS Records

| 2 Go To Facility 2 GoTo User " Go To User Guide

Do not dispiay this home screen afler [ogging into the application

System Administrator

2. The System Administrator will have access to:
a. The Menu items and their drop down option:

i. File
ii. Administration
iii. Import/Export
iv. Reports
v. Security
vi. HIS Record
vii. Help

b. The “Go To” action buttons:
i. Facility - The Facility Screen is used to add, modify, or delete Facility records.
ii. User - The User screen is used to maintain user access to HART.
iii. Patient - The Patient screen is used to add, modify, or delete patient records, as
well as add HIS Records to the system.
iv. HIS Record - The HIS Record Search screen is used to find, view or delete HIS
Records.
v. Import/Export - The Import and Export screens are used to error check and bring
HIS Records in and out of the User Tool database.
vi. Reports - Reports are generated based on data within the User Tool database.
vii. User Guide - The User Guide will guide the user through the step by step
process of creating Facilities, Users, and Patients, as well as creating and
processing HIS Records.
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On

What would you like to do?

Facility

The Facility screen is used to
add, modify. or delate Facility
records.

] Go o Faciity |

HIS Record

The HIS Record Search screen is
used to find, modify, or datete

HIS Recods. To create a new

HIS Record, select a patient recesd
and select “Add HIS Record”

| % Go To 145 Record Search

User Guide

The User Guide will gusde the user
through the step by step process
of creating Agencies, Users, and
Patients, as well as creating

and processing HIS Records

[ Go ToUser Guide|

Do not display this home screen afler jogging into the application

User

The User screen is used to maintain
user access to HART.

[ 2 GoToUser|

Import/Export

The Import and Export screens are
used 10 eror check and bring

HIS Records in and out of the
HART database

Patient

IiGuToIrm_;url? _quuTt_rE_xpm_

The Patient screen is used to add,
modify, or delete patient records,
as well as add HIS Records 10

the system.

81 Go To Paient

Reports

Reports are generated based on
data within the HART database

[ 40 Go To Event Tracking|
[ 14 Go To HiS Records By Status |

Data Entry User

1. The Data Entry User will have access to:

a. The Menu items and their drop down option:
i.

.

iii.

iv.

V.

Vi.

File

Administration

Reports
Security
HIS Record
Help

b. The “Go To” action buttons:

iv.
V.

Facility - The Facility screen is used to modify existing Facility records.

Patient - The Patient screen is used to add or modify patient records, as well as
add HIS Records to the system.

HIS Record - The HIS Record Search screen is used to find, view or delete HIS

Records.

Reports - Reports are generated based on data within the User Tool database.
User Guide - The User Guide will guide the user through the step by step
process of creating Facilities, Users, and Patients, as well as creating and

processing HIS Records.
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File Administration  Reposts Secunty — HIS Record Run Help
Lil

A i

i) Home L1

What would you like to de?

Facility

The Facility screen is used to
modify existing Facility recornds.

Patient

HIS Record

The Patient screen is used to add
o0 modify patient records, as

well as add HIS Records to the
system

The HIS Record Search scieen is
used to find, modify, or delete

HIS Records. To create a new

HIS Record, select a patient record
and setect “Add HIS Record™.

[ 88 Go To Patient | [ % Go To His Record Search |
Reports User Guide

Reports are generated basad on
data within the HART database

The User Guide will guide the user
through the step by step process

of creating Agencies, Users, and
Patients, as well as creating
and processing HIS Records

[ Go o S Records By Stats | [ GoTo User Guige |

| Do not display this hame screen after jogging into the apphcation

View Only User
1. The View Only User will have access to:
a. The Menu items and their drop down option:

i. File

ii. Reports

iii. Security

iv. HIS Record
V. Help

b. The “Go To” action buttons:
i. HIS Record - The HIS Record Search screen is used to find and view HIS
Records.
ii. Reports - Reports are generated based on data within the User Tool database.
iii. User Guide - The User Guide will guide the user through the step by step
process of creating Facilities, Users, and Patients, as well as creating and
processing HIS Records.
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o~
%1 Home

What would you like to do?

HIS Record Reports

The HIS Record Search screen is Reports are generated based on
used to find, and view HIS Records data within the HART database

[ % Go To HiS Recom Sgarch | 1) Ga To HIS Records By Status |

Da not display this home screen after jogging into the application

Session Time Out

=i TR

User Guide

Tha User Guide wil guide the user
through the step by step process
of creating Agencies, Users, and
Patients, as well as creating

and processing HIS Records.

Go T User Guige

To assist with keeping data secure in HART, if at any time during data entry there is no activity by the

user for ten minutes, the system will issue a timeout warning.

-
Session Time Out @

Session Time Qut will occur at [01:10:00 PR].
Do you wish to cancel the Session Time CQut?

I

To continue with the session, the user may click ‘OK’. If the user does not click ‘OK’ after 15 minutes of
inactivity, HART will close the data entry screen and return to the user log in screen. Any data entered

will not be saved.

Data Backup

HART can create a backup of the database when the application is closed following an active session.

Complete the following steps to close and back up data:

1. Select the ‘Exit’ option from the File drop down menu on the toolbar.
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File | Administration Import/Export Reports  Security  HIS Record Help
Save Ctrl+5

Save All Ctrl+5hift+5

= (Change Backup File Locaticn

Exit b

2. The Backup HART Database message displays.

Backup HART Database [

Current backup location ist CAHART \workspace\.database\backup

Would you like to backup the database?

L= A

3. Choose one of the following options.
a. Click ‘Yes’ to backup the database and close HART.
b. Click ‘No’ to not backup the database and close HART.

If a backup has not occurred in the last 7 days, HART will automatically backup the database when the
application is closed.

Changing the Backup File Location

The default location for the backup database is located in a database/backup folder where the application
is installed. Only System Administrators may change the location where the backup will be stored.

Complete the following steps to change the location where the backup will be stored:
1. Select the ‘Change Backup File Location’ option from the File drop down menu on the toolbar.

(% HarT I —
File | Administration Import/Export Reports  Security  HIS Record Help
Save Ctrl+5
Save All Ctrl+Shift+5

= Change Backup File Location

s

Exit

2. The Change Backup File Location window displays with the current backup location highlighted.
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Change Backup File Location I&

Please select a directory and dick OK

s Jre
= L mysgl
» ) plugins

m

4 workspace
4 | .database
. backup
* . .metadata

> 1 Intel

Falder: backup

Make Mew Folder ] [ oK ][ Cancel

e

3. Select the desired backup location.
4. Choose one of the following options.
a. Click ‘OK’ to set the location and close the screen.
b. Click ‘Cancel to close the window without changing the location of the backup files.

Restore Data
In the event of data loss, System Administrator users may perform a restore from a prior database
backup.

A database restore requires the assistance of the QIES help desk (1-877-201-4721 or help@gtso.com).

Version Verification
Information about the version of HART currently installed can be found by selecting ‘About Quality
Management System’ from the Help menu.

r‘-vHMT - - : -

File Administration Import/Export Reports Security HIS Record Help
&7 Search
(7) Help Contents

About Quality Management System

Feature Label (HART) and Feature Version (1.X) display in the lower left side of the screen. Help Desk
Information displays on the right side of the screen.
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' ™
About Quality Management System ﬂ

QIES Tool Core (QTC)

Hospice
"ﬁ ) Abstraction Help Desk Information:

Phone®: 877-201-4721

Email: help@qtso.com

Reporting e g s co
Togl ( H A ET) This product uses seftware developed by:

The Apache Software Foundation
http://www.apache.org

The Eclipse Foundation
http:/fwww.eclipse.org

CENTERS FOR MEDICARE & MEDICAID SERVICES

Installation type: QTC My5Sql Standalone

Feature Label: HART

Feature Version:

Feature ID: com.bessi.hospice.application
Build ID:

" — =

When the HART application is accessed and the computer running HART has an internet connection, the
application will compare the version currently installed with the version available on the QIES Technical
Support Office (QTSO) website. If a new version of HART is available, a message will display directing
the user to the QTSO website to download the latest version.

Facility Setup

For optimization of the skip patterns and/or edits, it is recommended that data be entered in the order the
guestions appear on the screen.

The Facility screen allows users based on their user roles to setup and modify facilities. The term
“facility” refers to a Hospice provider.

The screen displays in two columns.
e Facility Summary (on the left)
¢ Facility Detail (on the right)
o All facility data entry is done in this section.

Complete the following steps to create a new facility:
1. Select the ‘Facility’ option from the Administration drop down menu on the toolbar.
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r'!# HART

File | Administration | Import/Export  Reports  Security  HIS Record Help

Facility
81 Patient
= User

2. The Facility Information screen displays.

PHART -
File Administration Import/Expert Reports Security HISRecord  Help
O % 4 -
Facility 2
Facility Information
~ Facility Summary (Alt-L) ~ Facility * = Required Fields (Alt+1)
Name Address City State Zip Code Assigned Provider SubmissionID  National| ot proider Submission ID (FACID)" (@) ]
— —
Facility Address Line 1* () ]
Facility Address Line2 (@) l:l
- —
Facility State* (7) [

3. Enter facility information into the appropriate fields. Required fields display on the screen in bold
type with an asterisk.

4. After facility information has been entered, click the ‘Save’ icon. Saved facility information will
display in the Facility Summary section on the left side of the screen.

5. To add additional facilities, click the ‘New’ icon. Enter data and click the ‘Save’ icon.

Complete the following steps to modify an existing facility:
1. Locate and highlight the facility in the summary section.
2. Make the appropriate changes on the right side of the screen.
3. Click the ‘Save’ icon.
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Complete the following steps to delete a facility:
1. Locate and highlight the facility in the summary section.
2. Click the ‘Delete’ icon.
a. Only System Administrator user types can delete a facility.
b. Deletions cannot be made if users, patients, or HIS Records have already been created
under the facility.

User Setup

There must always be at least one active System Administrator. It is highly recommended that there be
at least two System Administrators.

For optimization of the skip patterns and/or edits, it is recommended that data be entered in the order the
guestions appear on the screen.

The User screen allows users, based on user roles, to setup new users and modify users.

The screen displays in two columns.
e User Summary (on the left)
e User Detail (on the right)
0 All user data entry is done in this section.
e Activation Detail (on the right)
e Provider Detail (on the right)

Complete the following steps to add a new user:
1. Select the ‘User’ option from the Administration drop down menu on the toolbar.

r‘v HART

File | Administration | Import/Export Reports  Security  HIS Record Help
=] Facility
8% Patient

= User

2. The User Information screen displays.
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A HART =NRC X
File Administration Import/Export Reports Security HIS Record Help
i I

=] User i3

User Information

~ User Summary (Alt-L) ~ User Detail * = Required Fields (ALT+1)

User ID First Mame Last Name User Type Activation Date Tel User ID* (3) |

First Name* (7} |

Middle Name (2) |

Last Name* (%) |

|
|
|
|
Phone (3 [() - |
|
|
)

Bt (3 |

Email (2) |

User Type* (7) ’ -
Q) [ Reset Password/Unlock The Account

w Activation Detail (Alt+2)

o[ ]
@[~ ]

Account Status (7) |N0rma| |

- Provider Detail (Alt+3)

Facility* (2) | -

3. Enter user information into the appropriate fields. Required fields display on the screen in bold
type with an asterisk.

4. After user information has been entered, click the ‘Save’ icon. Saved user information will display
in the User Summary section on the left side of the screen.

5. To add additional users, click the ‘New’ icon. Enter data and click the ‘Save’ icon.

Complete the following steps to modify an existing user:
1. Locate and highlight the user in the summary section.
2. Make the appropriate changes on the right side of the screen.
3. Click the ‘Save’ icon.

Complete the following steps to delete a user:
1. Locate and highlight the user in the summary section.
2. Click the ‘Delete’ icon.
a. Deletions cannot be made if the user has created or modified facility, patient, or HIS
Record records.

Termination Date

A Termination Date should only be entered if an active user is no longer valid (e.g., no longer works for
the facility). If a Termination Date is entered for a user with pending HIS Records, a Termination Date
message box displays advising pending HIS Records should be reassigned to an active user. In this
case, regardless of the HIS Record Status, the HIS Records will be automatically assigned to the next
user who opens the HIS Record.
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Termination Date I,i:h,l

f 0 ) If a terminated user is assigned to any Pending HIS Records,
the HIS Record(s) must be reassigned to an active user before they can be
completed.

L

If there is only one System Administrator and that person terminates his/her position, another System
Administrator must be set up prior to entering the Termination Date for the existing System Administrator.

User Types

User types available in HART include System Administrator, Data Entry and View Only. To enhance
security of data in the application, each user type has a different level of access.

The following table provides a summary of the different user-types and their associated roles within the
HART tool. An “X” is a process that a particular role performs, unless otherwise specified. An “N/A” is a
process that a particular role cannot perform.

NOTE: Data Entry and View Only users can only access information for the facility they are assigned to.

User Type Table

Features/Functionality System Administrator Data Entry View Only
HIS Records Add/Edit/Delete Add/Edit N/A
Create Inactivation Requests X N/A N/A
Create Modification Requests X N/A N/A
Export Files X N/A N/A
Import Files X N/A N/A
Maintain Facility Information Add/Edit Edit N/A
Maintain Patient Information Add/Edit/Hide/Delete Add/Edit N/A
Maintain User Information Add/Edit/Delete N/A N/A
Perform Data Entry for HART form X X N/A
Print HIS Records (Report) X X X
View HIS Record Data Entry Report X X X
View HIS Records Entered by Any User X X X
View Event Tracking Report X N/A N/A
View Hidden Patients/HIS Records X N/A N/A
View User List X N/A N/A

Users logged in under the “hart” User ID will only be able to add facilities and users. After successfully
adding at least one System Administrator and at least one facility, the user must log out of the application
and log in with the newly created User ID.

Patient Setup

For optimization of the skip patterns and/or edits, it is recommended that data be entered in the order the
guestions appear on the screen.

The Patient screen allows users, based on user roles, to add, edit, delete and search for patients.
Page 28 of 57




The screen displays in 4 parts.
e Search Criteria (top of the screen)
e Patient Summary (on the left)
e Patient Detail (on the right)
o All patient data entry is done in this section.
e Actions (on lower right)

Complete the following steps to add a new patient:

1. Select the ‘Patient’ option from the Administration drop down menu on the toolbar.

r'# HART

File | Administration | Import/Export  Reports  Security  HIS Record Help

Facility
8¢ Patient

User

2. The “Patient Information screen” displays.
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| o S

File Administration Import/Expert Reports Security HIS Record

O % & -
81 Patient i1

Patient Information
~ Search Criteria (Alt+T)

Field Name

Help

[ Show Hidden

- Patient * = Required Fields (Alt+1)

Cendition Field Value
~ Patient Summary (Alt+L)
Last Name First Name Middle Initial Mame Suffix Social Security Mumber  Medicare/Railread Insurance Number

Assigned Provider Submission ID (FAC_ID)" (7)

Patient First Name (A0500A)* (2

Patient Middle Initial (AD500B) @

Patient Last Name (A05000)* (2)

Patient Name Suffix (A0500D) (2

Social Security Number (ADG00A) (Z)

Patient Medicare/Railroad Insurance Number (A05008; (7)
Patient Medicaid Number (A0700) ()

Gender (A0B00)* (2

Birth Date (A0900)*

Race/Ethnicity (Mark all that apply) (A1000)"

Hide Patient Record (2)

~ Actions (Alt+2)

Add HIS record

Add Patient

Delete Patient

[T] American Indian or Alaska Na
[7] Asian

["]Black ar African American

[ Hispanic or Latino
[ Native Hawaiian/Other Pacifi
[C] White

(S

3. Enter patient information into the appropriate fields. Required fields display on the screen in bold

type with an asterisk.

4. After user information has been entered, click the ‘Save’ icon. Saved patient information will
display in the Patient Summary section.

5. To add additional patients click the ‘New’ icon or the ‘Add Patient’ button located below all the
patient entry fields. Enter data and click the ‘Save’ icon.

Complete the following steps to modify an existing patient:
1. Locate and highlight the patient in the summary section.
2. Make the appropriate changes on the right side of the screen.

3. Click the ‘Save’ icon.

NOTE: The following message will display on the HIS Record Search screen when opening a
previously exported HIS Record. The user will have the option to update the HIS Record to reflect
the changes made on the Patient screen. If the HIS Record has not been exported yet, the changes
made to the Patient will update on the HIS Record automatically.
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Complete the following steps to delete a patient:
1. Locate and highlight the patient in the summary section.
2. Click the ‘Delete’ icon or the ‘Delete Patient’ button.
a. Deletions cannot be made if one or more HIS Records have been created for the patient.

Hide Patient Record

The Hide Patient Record field of the Patient column allows users to hide records that no longer need to

be accessed by selecting the "Yes, hide record option.

Hide Patient Record?* (7) [ vLLS
Mo, do NOT hide record |

Yes, hid%_r_fr_:_n rd |

For example, when a patient is no longer in the facility and all associated HIS Records have been
exported; the user can hide the patient record.

Search for a Patient
The Search section is at the top of the Patient Information screen.

Patient Information
« Search Criteria (Alt+T)
Field Name Condition Field Value

|@ [C]Show Hidden

L ENERE]
L ENERE!
4444

Complete the following steps to search for an existing patient:
1. To retrieve all existing Patient records, leave the search criteria blank and click the ‘Search’
button.
2. Toretrieve one or more records based on search criteria:
a. Select criteria from the Field Name and Condition list.
b. Enter a Field Value.
c. Click the ‘Search’ button.

Click the ‘Clear’ button to remove search criteria.

Selecting the box next to ‘Show Hidden’ will include records marked Yes, Hide Record in the Patient
column.

System Administrator's may see duplicate patients listed in the Patient Summary section if a patient has
been at multiple facilities and the System Administrator has access to all of those facilities.

Move Patient to another Facility

It may be necessary to move a patient from one facility to another facility. The following steps are used
only where HART users are responsible for both of these facilities within HART and the patient has
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moved from one HART to the other and it is now necessary to enter HIS Record data for the same patient
under the second facility. To accomplish this within the application, two actions must take place.

o Review the HIS Records currently associated with the patient. If there are any HIS Records in a
Non-Exported status, they must be completed and exported.
e The patient must be moved using the Assigned Facility/Provider Submission ID field.

Complete the following steps to verify the exported status of this patient’s HIS Records:

1. Perform a search following the Search for a HIS Record procedure.

2. Are there non-exported HIS Records for this patient?
a. Yes.
i. Complete the HIS Record following the Entering HIS Record Data procedure.
ii. Once the HIS Record has been validated, export the HIS Record following the
Export procedure
b. No. Continue on.

Complete the following steps to move this patient to another facility:
3. Select the ‘Patient’ option from the Administration drop down on the toolbar.
4. The Patient Information screen displays.

5. Perform a Search for a Patient for the specific patient you wish to move.

6. Inthe Patient Summary, highlight the patient to be moved. The detail for this patient will be
displayed in the Patient Detail on the right. Make sure that:
a. This is the correct patient.
b. The Assigned Facility/Provider Submission ID reflects the facility in which the patient is
currently located.
7. Select the new facility from the Assigned Facility/Provider Submission ID dropdown.

8. Click the ‘Save’ icon.

9. If all the HIS Records were NOT exported, the User must perform Steps 1-2 for all the non-
exported HIS Records before the patient record will be allowed to move to another facility and the
following Error Message will be displayed.

Patient has Non-Exported or Incomplete HIS records [&J

This patient has non-exported or incomplete HIS records for this Facility with the
Assigned Facility/Provider Submission ID . All existing HIS records must be
completed or exported before the patient can change facilities. Complete or export
all existing HIS records for this patient then change the Assigned Facility/Provider
Submission ID.

b

10. If all the HIS Records were exported as listed in Steps 1 -2, the following confirmation message
will be displayed:
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i | Confirm Change Facility I. (=] ﬂh,l
Are you sure you want to change the facility for patient FName LName ?
The following HIS records will remain in the original facility where they were created:
HIS Record Information
Admission Date  HIS Record Type Status Assessor  HIS Record Date  Export Date |
HA-HART Admissicn  EXPORTED 03-04-2014 07-01-2014
Finish l ’ Cancel N

11. When the move is successful, the following confirmation message will be displayed.

F =
Confirming Patient Move [ﬂ

[ﬁl FName LName has been moved successfully.

= |

12. Saved patient information will display in the Patient Summary section of the Patient Screen.
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HIS Records

For optimization of the skip patterns and/or edits, it is recommended that data be entered in the order the
guestions appear on the screen.

Create a HIS Record

Complete the following steps to create a HIS Record:
1. Loginto HART.
2. Select the ‘Patient’ option from the Administration drop down menu on the toolbar.

'v HART R —
File | Administration | Import/Export Reports  Security HIS Record Help
Facility
8¢ Patient
3 User

3. Search for a patient or add a new patient.

4. In the Patient Summary section, double click on a patient row in the patient summary section or
highlight a patient row by clicking on the patient and click the ‘Add HIS Record’ button at the
bottom of the Patient Detail Section.
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5. The Add HIS Record Wizard displays.
i ' HIS Record l B |—r—

Add HIS Record for patient FName LName

* = Required

Admission Date (A0220)*

- ]
Reason for Record (A0250)* [ v]
- ]

< Back Next > ——

b

6. Enter the information in the fields as appropriate.
7. The Finish button is enabled. Click ‘Finish’ to continue to the HIS Record screen.
Note: After clicking Finish, errors and/or warning messages, if applicable, will display in a pop up
screen.
a. Click the ‘Cancel’ button to return to the Patient screen.

8. After clicking ‘Finish’, the HIS Record screen displays.
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rﬁ‘ HART

File

Security  HIS Record

2 @ %3 new

%"' HIS Record Search

Help

| €D 0345

82 Patient 2| HA - HIS Record - 03-04-2014 &2

Navigator (Alt + N}

‘IB Hospice Admission
4 Section A Administrative Information
[ A0050. Type of Record
[ A0205. Site of Service at Admission
[ A0245. Date initial nursing HIS record i
[ A1802. Admitted From
4% Section F Preferences
F2000A. Was the patient/responsible pi
F2000B. Date the patient/responsible p =
F2100A. Was the patient/responsible pi
F2100B. Date the patient/responsible g
F2200A. Was the patient/responsible p:
F2200B. Date the patient/responsible p
F3000A. Was the patient and/or caregin
F3000B. Date the patient and/or caregi

1

BEEFEEEEFE

[% 10010. Principal Diagnosis
#% Section ) Health Conditions

4% Section] Active Diagnoses L

HIS Record | Patient Details | HIS Record Determination

Hospice Admission
~ Section A Administrative Information (Alt+1)

AD050. Type of Record (%)

-

AD205, Site of Service at Admission (?)

A0245, Date initial nursing HIS record initiated (7)

A1802, Admitted From (3)

« Section F Preferences (Alt+2)

F2000A. Was the patient/responsible party asked about preference regarding the use of cardiopulmonary resuscitation (CPF

-

F2000B. Date the patient/responsible party was first asked about preferences regarding the use of CPR:

JD900A. Was the ient ed fi
g 10900, Dat::f f?r;atscl:;ni;‘:;rpain?” F2100A. Was the patient/respensible party asked about preferences regarding life-sustaining treatments other than CPR?
[% JO900C. Patient’s pain severity was: e
[} J0900D. Type of standardized pain tool F2100B. Date the patient/responsible party was first asked about preferences regarding life-sustaining treatment other than
[M J0910A. Was a comprehensive pain HIS e
[ J0910B. Date of comprehensive pain H F2200A. Was the patient/responsible party asked about preference regarding hospitalization?
[} J0910C. Comprehensive pain HIS recor. -
[} J2030A. Was the patient screened fors _
. ‘T"': """""" = S it F2200B. Date the patient/responsible party was first asked about preference regarding hospitalization:
eiecs
Edits (Alt + E) T LS S F SR THUNT S PSSR S ¥ SR S

P

m

m

9.

If the ‘Next’ button enables instead of the Finish button, the information entered on the Add HIS
Record screen duplicates an already entered HIS Record.
a. The following screen displays with a list of duplicate HIS Records.

# | HIS Record (S EESC
Add HIS Record for patient FName LName
HIS Record(s) exists for entered admission date
HIS Record Information
HIS Record Date  HIS Record Type Status Assessor Admission Dy
03-04-2014 HA-HART Admission  DATA_ENTRY 07-01-2014
| |
s i
4| I I
| |
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b. Highlight the HIS Record. Click the ‘Finish’ button to continue with data entry of that HIS
Record or ‘Cancel’ to return to the Patient screen. If the HIS Record is already in an
EXPORTED status, the user will need to navigate to the HIS Record Search screen to
modify the HIS Record and the following message will display.

Error ﬁw

_..;.I Duplicate HIS Record found has a status of "EXPORTED" and cannot be
## ocpened from this window. Please use the HIS Record search screen.

b -— — ——

HIS Record Screen Navigation

Screen Tabs

e Tabs for any open screens (e.g. Facility, Patient, User, HIS Record Search) will display below the
toolbar at the top of the screen.

r‘-‘# HART

File Administration Import/Export  Reports  Security  HIS Record Help

%

‘fj HIS Record Search &3 82 Patient o Export & Import

HIS Records
= Search Criteria (Alt+T)

Field Mame Condition Field Value il
Search | | C
[ - - ¢

-

0 When the HIS Record screen is active, no other screen may be accessed. If a user tries
to view one of the other screens an error message displays.

r—St::lp Iﬁ1

HI5 Record Search cannot be accessed while an HIS Record is being edited.

l.\'

0 Click ‘OK’ to close the error and return to the HIS Record screen.
e The HIS Record tab displays the HIS Record type, patient name and HIS Record date

Navigator

e Located in the top left corner of the HIS Record screen.
e [tems included in a HIS Record display in a collapsible “tree” format.
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Edits
[ ]
[ ]

As questions are answered, they are removed from the tree.

The Show/Hide Answered Questions icon in the toolbar at the top of the screen will also change
the display of the tree.

Clicking on an item in the tree will directly place the cursor in the selected field.

Navigator (Alt + N)

f.l_a Hospice Admissicn

#% Section A Administrative Information

#¥ Section F Preferences

i¥ Section] Active Diagnoses

i% Section ) Health Conditions
[ J2030B. Date of first screening for sho
[ J2030C. Did the screening indicate the
[ 12040A. Was treatment for shortness ¢
[ 12040B. Date treatment for shortness
[ J2040C. Typels) of treatment for short

i% Section N Medications

i% Section £ Record Administration
[1 Z0400. Signature(s) of Person(s) Complet
[ Z0500. Signature of Person Verifying Rec
[ Z0500A. Signature:

Located in the bottom left corner of the HIS Record screen.
Errors and warnings found on the data display.
Clicking on an edit message will move the cursor within the HIS Record to the appropriate field.
0 Some errors will present a pop up message and must be addressed when displayed in
order to proceed. These edits will not display in the Edits listing unless the ignore button
is clicked on the pop up message.

Edits (Alt + E)

! Error Edit

#Warning Edit

? Informational Edit
! [-3044]:1f J2030A=[1], then all active items from J2030B through J2030C must not equal
! [-3044]:1f J2030A=[1]. then all active items from J2030B through J2030C must not equal

LI k

I |

Print Error Report
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HIS Record Tab

e Located on the top left side of the HIS Record form.
e HIS Record data is entered under this HIS Record tab.

HIS Record | Patient Details | HIS Record Determination

Hospice Admission
- Section A Administrative Information (Alt+1)
AD050, Type of Record (7)
[1. Add new Record v]
AD205. Site of Service at Admission (7]

[Ul. Hospice in patient's home/residence -

A0245, Date initial nursing HIS record initiated (7)

07-01-2014 | FE
A1802, Admitted From (7)
[Ul. Community residential setting (e.g., private home/apt., board/care, assisted living, group home, adult foster care]

Patient Details Tab

e Located on the top left side of the HIS Record form.
e Patient data is displayed in a view only, non-editable, format.

HIS Record | Patient Details | HIS Record Determination

Patient Details

Patient Last Name (A0500C) LName Patient First Name (A05004) FName
Patient Middle Initial (A05008) Patient Mame Suffix (A05000)

Social Security Number (ADG00A) Patient Medicare/Railroad Insurance Number (A0600B)

Patient Medicaid Number (20700) Gender (A0800)

Birth Date (40900) Race/Ethnicity (Mark all that apply) (A1000)

Hide Patient Record Assigned Provider Submission ID (FAC_ID)

HIS Record Determination Tab

e Located on the top left side of the HIS Record form.
e HIS Record Determination screen data is displayed in a view only, non-editable, format.
o Displays data that was entered on the Add HIS Record Wizard.

HIS Record | Patient Details | HIS Record Determination
HI5 Record Determination
Admission Date (A0220) 07-01-2014 Reason for Record (40250) 01, Admission

Discharge Date (A0270)

Entering HIS Record Data

For optimization of the skip patterns and/or edits, it is recommended that data be entered in the order the
guestions appear on the screen.

1. Enter applicable data into the HIS Record. Required fields will appear bold in the Navigator
portion of the screen.

2. Click the ‘Save and Validate’ icon.

3. Close the HIS Record.
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Refer to the Data Entry section of this user guide for more information.

Edits in a HIS Record

Refer to the Edits section for detailed information on types of edits.

Error edits must be corrected before the HIS Record can be exported. Warning edits provide only a
warning. It is up to the user to enter the data accurately.

Errors and warnings found in the HIS Record displays on the lower left of the screen. To print the list of
edits, click the ‘Print Error Report’ button in the Edits section or the Print HIS Record Error Report icon on
the toolbar.

The Report Viewer displays.

B | Report Viewer l = | (=] |ﬁ]
EH~& L of 1 O & 100% -~ &
HIS Record Error Report
HIS Record Type: HA-HART Admission
HIS Record Date: 0A04/2014
Last Mame: LMName
First Name: FlName
Birthdate: 112711944
Admission Date: 07/01/2014
Error
Question Severity Number Error Message
F20008 Error 5080 [F2000E) iz required if (F20004) equals[1, 2].
] m }
1ofl
HA - John Doe 03-04-2014 3

e —_ —

Some edits will present a pop up message and must be addressed when displayed in order to proceed.
These edits will not display in the Edits listing in the lower left portion of the screen.

After the errors and or warnings have been corrected, click the ‘Save and Validate’ icon.
e The HIS Record, the status will change to “Export Ready”.
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P HART

|

File Security HIS Record Help

PORT_READY | D 00:37 User Name / Facility Name

“F| HA - HIS Record - F & LName 03-04-2014 3

2@ =3

%"' HIS Record Search

Mavigator (Alt + N) HIS Record | Patient Details | HIS Record Determination

Hospice Admission

Q_a Hospice Admission
- Section A Administrative Information (Alt+1)

#% Section & Administrative Information

Search for a HIS Record

Complete the following steps to search for a HIS Record:
1. Select the ‘Search’ option from the HIS Record drop down menu on the toolbar.

(@ LarT e ——

File Administration Import/Expert  Reports  Security | HIS Record Help

%"' Search [

2. The HIS Record Search screen displays.

-
w GELT . - S —

Eile Administration Import/Expert Reports  Security  HIS Record Help

g %

%7 HIS Record Search &

HIS Records
~ Search Criteria (Alt+T)

Field Name Condition Field Value it [ Show Hidden

m

- - - 57

Patient First Name Target Date Correction Number Reason for HIS Record  HIS Record Type Status

:FName 07-01-2014 00 01, Admission HA-HART Admission  EXPORT_READY

3. Toretrieve all existing HIS Record records, leave the search criteria blank and then click the
Search button.
4. To retrieve one or more records based on search criteria:
a. Select criteria from the Field Name and Condition list.
b. Enter a Field Value.
c. Click the ‘Search’ button.
d. Click the ‘Clear’ button to remove search criteria.
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NOTE: Selecting the box next to Show Hidden will include records marked Yes, Hide Record on the
Patient screen.

View Only

Complete the following steps to open a HIS Record in view only mode:
1. Search for the desired HIS Record (see Search section).
2. Click the ‘View Only’ checkbox at the bottom of the screen.
3. Double click on the desired HIS Record or click once on the desired HIS Record and click the
View HIS Record button at the bottom of the screen.
4. The HIS Record screen opens in view only mode.

A HIS Record in view only mode cannot be modified. If this HIS Record is closed and the user tries to
open another HIS Record from the Search screen, it will be displayed as view only also. The user will
need to uncheck the ‘View Only’ checkbox to make changes to a HIS Record.

Changing Patient Data within an Existing HIS Record
HIS Records must include accurate required patient data.

When an existing patient HIS Record is opened, regardless of status, and the patient data no longer
matches the patient data in the system, the user will receive a Patient Information message window.

i it
Patient information l J

- \ The patient information has changed, would you like to update the
HIS Record to reflect these changes?

Y¥es | | Mo

L A

1. To update the HIS Record’s patient information and have it reflect the systems’ current patient
information, click ‘Yes’. The HIS Record will be opened.

2. To leave the HIS Record’s patient information and not have it reflect the system’s current patient
information, click ‘No’. The HIS Record will be opened.

3. To cancel the entire process, click ‘Cancel’. The HIS Record will NOT be opened.

Note: This message will continue to be displayed every time a HIS Record’s patient information does
not match the current system patient information until Yes is selected.

Edit, Correct and Inactivate HIS Records

The steps to edit, correct, inactivate or copy a HIS Record depend on the HIS Record Status (column
marked with a red rectangle in the screen shot below).
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O LarT - - = | B [t
File  Administration Import/Export  Reports  Security  HIS Record Help
[

8 Patient 2 HIS Record Search &2

HIS Records
~ Search Criteria (Alt+T)

Field Name Condition Field Value i Search| [Clear Show Hidden
- - - -
Patient Last Mame Patient First Name Target Date Caorrection Number Reason for HIS Record  HIS Record Type Status Facility ID UserID
H 03-04-2014 00 09, Discharge HD-HART Discharge | DATA ENTRY | test
07-01-2014 a0 01, Admission HA-HART Admission I EXPORT_READY Itest

Status of NEW, IN_USE, DATA_ENTRY or EXPORT_READY

Complete the following steps to edit an existing HIS Record with a status of NEW, IN_USE,
DATA_ENTRY or EXPORT_READY:
1. Search for the desired HIS Record (see Search section).
2. Double click on the desired HIS Record or click once on the desired HIS Record and click the Edit
HIS Record button at the bottom of the page.
The HIS Record screen opens for editing.
Edit the HIS Record if applicable.
If changes are made, click the ‘Save and Validate’ icon on the toolbar.
Close the HIS Record.

o0k w

Status of EXPORTED

Only a user with a System Administrator role may edit a HIS Record that has been exported. Complete
the following steps to edit an existing HIS Record with a status of EXPORTED:
1. Search for the desired HIS Record (see Search section).
2. Double click on the desired HIS Record or click once on the desired HIS Record and click the Edit
HIS Record button at the bottom of the page.
3. :_I'he Exported HIS Record message box di§plays.

@ iCreate a correction record:

Create an inactivation record
Reset Status and Edit
Open this HIS record in read only mode

QK l | Cancel |

b

4. User has 4 options

a. Create a correction record — HIS Record opens and displays all previously selected
answers. All fields are editable except for the HIS Record Reference Date (A0210),
Admission Date (A0220), Reason for record (A0250) and the Discharge Date (A0270).

b. Create an inactivation record — The Inactivation HIS Record opens. All fields are a view
only, non-editable, format. Once saved the HIS Record Type will be changed to XX-
Inactivation.

c. Reset Status and Edit — HIS Record opens and displays all previously selected answers
from admission and discharge in an editable format. All fields are editable except for the
HIS Record Reference Date (A0210), Admission Date (A0220), Reason for record
(A0250) and the Discharge Date (A0270). The HIS Record Status will be changed to
IN_USE.
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d. Open this HIS Record in read only mode — HIS Record opens and displays all previously
selected answers in a view only, non-editable format. This selection checks the View
Only checkbox at the bottom of the HIS Record Search screen. All other HIS Records
will be view only until this box is unchecked.

5. Edit the HIS Record if applicable.
6. If changes are made, click the ‘Save and Validate’ icon on the toolbar.
7. Close the HIS Record.

Copy an Inactivated HIS Record

These will start with a HIS Record Type of XX- Inactivation. Only one copy per inactivated HIS Record is
allowable. Complete the following steps to copy an inactivated HIS Record with a status of EXPORTED:
1. Search for the desired HIS Record (see Search section).
2. Double click on the desired HIS Record or click once on the desired HIS Record and click the
‘Edit HIS Record’ button at the bottom of the page.
3. The Exported HIS Record message box displays.

F N

@ Create a copy record;

Reset Status and Edit

Dpen this HIS record in read enly mede

QK ] | Cancel |

L

4. User has 3 options

a. ‘Create a copy record’ — A new HIS Record opens and displays all previously selected
answers from the inactivated record. All fields are editable except for the HIS Record
Reference Date (A0210), Admission Date (A0220), Reason for record (A0250) and the
Discharge Date (A0270). If a copy has already been made from this inactivation HIS
Record, this option will not be available.

b. ‘Reset Status and Edit’ - Inactivation HIS Record opens and displays all applicable fields
in a view only, non-editable format. The HIS Record Status will be changed to IN_USE.

c. ‘Open this HIS Record’ in read only mode — Inactivation HIS Record opens and displays
fields in a view only, non-editable format. This selection checks the View Only checkbox
at the bottom of the HIS Record Search screen. All other HIS Records will be view only
until this box is unchecked.

5. Edit the HIS Record.
6. Click the ‘Save and Validate’ icon on the toolbar.
7. Close the HIS Record.

Delete a HIS Record

Only a user with a System Administrator role may delete a HIS Record. HIS Records with a status of
EXPORTED cannot be deleted.

Complete the following steps to delete a HIS Record:
1. Search for the desired HIS Record (see Search section).
2. Click once on the desired HIS Record.
3. Click the ‘Delete HIS Record’ button at the bottom of the HIS Record Search screen to delete the
selected HIS Record.
4. The Confirm HIS Record Delete message displays.
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Confirm HIS Record Delete |

Are you sure you want to delete HIS Record LIName, FlName 03-04-20147

Ok l ’ Cancel

b

5. Click ‘OK’ to delete the HIS Record. Click ‘Cancel’ to close the message and not delete the HIS
Record.

If a HIS Record that is EXPORTED status needs to be deleted and this HIS Record has not been
submitted to the national data repository yet, the system administrator user can complete the following
steps:
1. Search for the desired HIS Record (see Search section).
2. Double click on the desired HIS Record or click once on the desired HIS Record and click the
‘Edit HIS Record’ button at the bottom of the page.
3. The Exported HIS Record message box displays.

i i

@ Create a correction record

) Create an inactivation record

! Reset Status and Edit

) Open this HIS record in read only mode

OK | | Cancel |

L -

4. Select ‘Reset Status and Edit’.
5. Save the HIS Record. The HIS Record status will change to IN_USE.
6. Close the HIS Record.
7. Follow the above steps under delete HIS Record.
EXpOI‘t

The Export HIS Records screen allows the user to determine what data is exported.

Complete the following steps to export a HIS Record:
1. Select the ‘Export’ option from the Import/Export drop down menu on the toolbar.

p —
2 HarT
- -
File  Administration |Import/Export | Reports  Security HIS Record Help
E Import
B Export
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2. The Export HIS Records screen displays. Select the Export Type.
a. New Export (HIS Records marked as “Export Ready”)

X

a

File Administration

®
%" HIS Record Search

Import/Export  Reports  Security  HIS Record Help

T Export i
Export HIS Records
Export Type

Submission Type

[New Export (HIS Records marked as "Export Ready”)

v] [Produ:tion Submission v]

Export Path

C:Wsersh Desktop\

Export Description

HIS Records to be Included in the Export

owse

Export Name

ZIP (ML) -

Name
[[] LName, FName

HIS Records Type
HD-HART Discharge

Mumber of Correction R...

00

Discharge Date
2014-07-01

Status
EXPORT_READY

Select All | | Clear Selection

Print HIS Records Llst] [Ermr Check]
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b. Previous Export (HIS Records marked as “Export Ready” or “Exported”)

B HART

- =

-‘_ EENEE)

File Administration Import/Export Reports  Security  HIS Record
»
7 HIS Record Search 5. Export 53
Export HIS Records
Export Type

Submission Type

[Prevlous Export (HIS Records marked as "Export Ready” or "Exported”)

'] IProductlon Submission

5

Export Path
C:Wsersh Desktop\

Export Description
1 HIS Records.

Previous Exports

Export Name

Description

Location

Date o

1 HIS Records.

C-\Usersh

Desktopltest ZIP

2014-07-01

1HIS Records.
1HIS Records.
1HIS Records.

C-\Usersh
CUserst
CoUsersh

Desktopitrsdty ZIP
Desktop\szdfg ZIP
\Desktop\sdfgf. ZIP

2014-03-04
2014-07-01
2014-07-01

m

Previously Exported HIS Records

Name HIS Recards Type
[[] LName, FName HA-HART Admission

MNumber of Correction R...  Discharge Date

2014-07-01

Status
EXPORTED

Select All | | Clear Selection

Print HIS Records Li;t] [eror Check]

3. Select the Submission Type
a. Product Submission

Select the Export Path. This field is required. This is the location where the exported files will be
stored. Click on the Browse button to navigate to the location where the files will be exported to.
Select the Export Name. This field is required. Enter a unique file name for the export as well as

the file type

a. .ZIP (XML)
Select the Export Description. This field can be used to document details regarding the export.
If this is a Previous Export type, select/highlight a Previous Export.

Previous Exports

Description Location
1 HIS Records.
1 HIS Records.
1 HIS Records.
1 HIS Records.
1 HIS Records.
1 HIS Records.
1 HIS Records.

oo

Date

2014-07-01
2014-07-01
2014-03-04
2014-07-01
2014-07-01
2014-03-04
2014-03-04

Depending on the Export Type, select the HIS Records to be included in the Export or Previously

Exported HIS Records. A list of HIS Records available to be exported is displayed. A minimum
of one selection is required. The HIS Records must be in “Export Ready” or in “Exported” status
to display in this list. To include the HIS Record in the export, click the checkbox next to the HIS
Record.
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HIS Records to be Included in the Export

Name HIS Records Type

Previously Exported HIS Records

Name HIS Records Type

a. The ‘Select All' button will select all HIS Records displayed in the list to be included in the
export file.
b. The ‘Clear Selection’ button will unselect all HIS Records previously selected.
9. If desired, select the Print HIS Record List button to print a list of HIS Records included in the file
to be exported.
10. Select the ‘Error Check’ button to validate and/or check for errors on all previously selected HIS
Records. Error results display in a new screen.
a. Select the ‘Save to File’ button to save the error report (.txt)
b. Click the ‘Close’ icon in the top right corner to close the report.
11. Select the ‘Export’ button to export selected HIS Records for submission.
12. A progress bar appears in a pop up box.
13. The Export complete message displays to notify the user the process is complete.
a. The location of the exported files displays in parenthesis at the end of the message.

Export complete @

I.-"'_"‘-.I Export process complete - 1 HIS Records was exported. Please submit
W thefileto the national system. (T YDesktophtest. 71P)

L

14. The files are ready for submission to the national database.

Import

The Import HIS Records screen allows the user to determine how data is imported.

Complete the following steps to import a HIS Record:
1. Select the ‘Import’ option from the Import/Export drop down menu on the toolbar.
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File

r'-':»‘ HART

Administration | Import/Export | Reports  Security  HIS Record

E Import

‘@ Export %

2. The Import HIS Record screen displays.

Help

[] Do not give warning when new patient is added during import.

Miscellaneous Data Options

[7] Do not display warnings in error check results,

[] Assign Exported status to HIS Records without errors (instead of Export Ready.)

[ As:

Faci

sociate HIS Records with a blank facility 1D field to the selected facility below.

Associate HIS Records with blank facility IDs to this facility: no

ility ID

-
8 bR g o [
File Administration Import/Export Reports Security HIS Record Help
=
& Import &2
Import HIS Records
Location
Patient Data Options

fac2
test

Mame
no
no

Select All Options

Error Check File

3. Select the Location. Click on the ‘Browse’ button to navigate to the location of the files to be
imported.

4. Set Preferences.
a.

Patient Data Options Checkbox
Patient Data Options

[] Do not give warning when new patient is added during import.

Do not give warning when new patient is added during import. Selecting this box

turns off the warning message usually displayed when a new patient is imported.
b. Miscellaneous Data Options Checkboxes

Miscellaneous Data Options

[] Do not display warnings in error check results.

[ Assign Exported status to HIS Records without errors (instead of Bxport Ready).
[] Assaciate HIS Records with a blank facility ID field to the selected facility below.
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i. Do not display warnings in error check results. Removes warning messages
from the error check results report that displays after importing data. Only fatal
errors are included in the report.

ii. Assign Exported status to HIS Records without errors (instead of Export Ready).
Sets the status of imported HIS Records to Exported if the record does not have
errors.

iii. Associate HIS Records with a blank Fac ID field to the selected facility below.
Links HIS Records that are imported without a Facility ID to the facility
highlighted in the Associate HIS Records with blank Facility ID’s to this facility
section.
c. Click the ‘Select All Options’ button to check or uncheck all checkboxes.
Select the ‘Error Check File’ button to validate and/or check for errors on all HIS Records to be
imported. Error results display in a new screen.
a. Select the ‘Save to File’ button to save the error report (.txt).
b. Click the ‘Close’ icon in the top right corner to close the report.
Click the ‘Import’ button to import selected HIS Records into HART.

A New Patient message displays.

New Patient ‘ﬁ

( . \ A new patientis being added to ABC Hospital (IA50321). Continue with
' the import of FName L Name

E Yes g l No J l Cancel

a. Click ‘Yes’ to continue with the import of the HIS Record.

b. Click ‘No’ or Cancel to stop the import process.
A Loading Data Specs message displays. This process loads the submission data specifications
to be used by HART for data validation of HIS Records during import. The HIS Records are
compared to the submission edits.
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9. An Import complete message displays as well as a Status Report for all HIS Records included in

the import.
i 7 Status Report (== = |
Importing ChUsers), \Desktoph, Export\Import 2.zip -
Tue Mar 27 10:33:14 CDT 2015
Ml
[PATIENT MATCH] has been partially matched to an existing record (last name, first name, birth date, gender, facility

1D) and will be used for the importing of the HIS Record.
#Validation Results for:
HIS Record has passed without error or warning.

-
Import complete ﬂ

: Import is complete. 1 HIS Record Imported.

Save to File

a. If no files are successfully imported, the Import failed message box displays along with a
Status Report.
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-

i | Status Report =|E =

Imperting ChUsersh, YDesktop'\sdfgf.zip -
Tue Jul 01 15:22:47 CDT 2014

]
[PATIENT MATCH] has been partially matched to an existing record (55N, first name, birth date, gender, facility ID)
and will be used for the imperting of the HIS record.
Validation Results for:
Mo errors were found.

[DUPLICATE] XX-HART Inacti{ Import failed P— [ cord will not be imported.

Sawve to File

.,

10. Click the ‘OK’ button on the Import Complete box to view the Status Report.
11. Click on the ‘Save to File’ button on the bottom of the report to save a copy of the report.
12. Click on the ‘Close’ icon in the top right corner to close the report.

Reports

e HART reports allow users to preview and print HIS Record information as well as detail and
summary information for both facilities and patients. The HIS Record Data Entry — By Status
Report is available to all users, regardless of their role, while the Event Tracking Report is only
available to System Admin user types.

Available HART Reports are:
e Event Tracking
e HIS Record Data Entry — By Status
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Event Tracking

Complete the following steps to run the Event Tracking report:
1. Select ‘Event Tracking’ from the Reports drop down menu on the toolbar.

-
M HART

e 0 TEEE— |
File Adrministration Impeort/Export | Reports | Security HIS Record Help

|-§']=_| Event Tracking %
|-§']=_| HIS Record Data Entry™ By Status

2. Event Tracking selection screen from the menu displays.

e ™
Event Tracking @

* = Required Field

Event™ ’ - ]

Event Date

From™ f

To™

[-- ]
[~ =

| ok || Cancel |

L A

Complete the required fields which are marked with an asterisk (*).
Select the ‘'OK’ button to generate the report or the ‘Cancel’ button to close the Event Tracking
menu screen.
The Report Viewer screen opens displaying the generated report.
To print the report, click the ‘Print’ icon on the Report Viewer screen.
To save the report, click the ‘Save’ icon on the Report Viewer screen.
To export a report, click the arrow next to the Save icon.
a. Available export values display.

pw

©NoO;

Export as PDF

Export as RTF

Export as JasperReports
Export as HTML

Export as Single Sheet XLS
Export as Multi Sheet XLS
Export as C5V

Export as XML

Export as XML with Images

i. Exportas PDF
ii. Exportas RTF

BO O B0 BD BD B0 B0 6O B0 |BC
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iii. Export as JasperReports
iv. Exportas HTML
v. Export as Single Sheet XLS
vi. Export as Multi Sheet XLS
vii. Exportas CSV
viii. Export as XML
ix. Export as XML with Images
b. Select an export type.
c. Select a location to save the report and click ‘Save’.

HIS Record Data Entry — By Status

Complete the following steps to run the HIS Record Data Entry — By Status report:
1. Select HIS Record Data Entry — By Status from the Reports drop down menu on the toolbar.

(%% parT

File Administration Import/Export | Reports | Security  HIS Record Help

gl Event Tracking
gl HIS Record Data Entry - By Status

2. The HIS Record Data Entry — By Status selection from the menu displays.

HIS Record Data Entry - By Status S|

* = Required Field
Facility* || - |

DATAENTRY  »
Status* | EXPORTED

EXPORT_READY
T8 LISF i

Data Entry Date

o [ |7
—

To™ act

| ok || Cancel |

L= A

Complete the required fields which are marked with an asterisk (*).
Select the 'OK’ button to generate the report or the ‘Cancel’ button to close the HIS Record Data
Entry — By Status menu screen.
The Report Viewer screen opens displaying the generated report.
To print the report, click the ‘Print’ icon on the Report Viewer screen.
To save the report, click the ‘Save’ icon on the Report Viewer screen.
To export a report, click the arrow next to the Save icon.
a. Available export values display.

Pw

©NoO»
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4

Export as PDF |
Export as RTF

Export as JasperReports

Export as HTML |
Export as Single Sheet XLS
Export as Multi Sheet XLS
Export as CSV

Export as XML

Export as XML with Images

BC B0 D BD) 6O B0 B B0 6O |ED

i. Exportas PDF
ii. Exportas RTF
iii. Export as JasperReports
iv. Exportas HTML
v. Export as Single Sheet XLS
vi. Export as Multi Sheet XLS
vii. Exportas CSV
viii. Export as XML
ix. Export as XML with Images
b. Select an export type.
c. Select a location to save the report and click Save.

Help

Help Documents

Help documents are available for all questions. The help documents in HART originate from the Hospice
Quality Reporting Program (HQRP) but are NOT meant to replace the manual.

Accessing Help Documents — Option 1

1. While performing data entry, the help documents can be accessed by clicking on the Help icon to
the right of each question.
ADOS0. Type of record (7]

|_'l Add new record

2. After clicking on the icon, a help screen will open and display the information from the Hospice
Quality Reporting Program (HQRP) relevant to the specific field.
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p
B Help - HART =NNCE X

- - L BE s
Search: | Scope: All topics
Contents &-| - E B8 fofilwell e B
% @ HART-1XX A0050: Type of Record 1

ltem-Specific Instructions

Indicate whether a HIS record is a new record to be added to the Quality Improvement Evaluation
System (QIES) Assessment Submission and Processing (ASAP) system or if a HIS record that
was previously submitted and accepted in the QIES ASAP system requires modification or
inactivation

» Code 1, Add new record: Select code 1 if this is a new HIS record that has not been
previously submitted and accepted in the QIES ASAP system.

» Code 2, Modify existing record: Select code 2 if this is a request to modify data for a
record that already has been submitted and accepted in the QIES ASAP system.
Selecting code 2 creates a Modification Request that is used when a HIS record has
been previously submitted and accepted in the QIES ASAP system, but the record
contains errors. The types of errors that may be corrected in a Modification Request
include errors in transcription, data entry, software product, item completion, and/or other
errors requiring correction.

— Errors in most items on a HIS record can be corrected with a Modification Request,
with some exceptions. For more details on Modification Requests, see Chapter 3 of
this manual.

» Code 3, Inactivate existing record: Select code 3 if this is a request to inactivate a
HIS record that has already been submitted and accepted in the QIES ASAP system.
Selecting code 3 creates an Inactivation Request that is used when a HIS record has
been previously submitted and accepted in the QIES ASAP system but
— the corresponding event did not occur (for example, a HIS discharge record was

i submitted, but the patient was not discharged); or

— particular item values (for example, recent event identifiers or key patient identifiers)
are inaccurate.

For more details on Inactivation Requests, see Chapter 3 of this manual.

ltem-Specific Tips

Corrections should be made to any HIS record(s) that have errors to ensure that the information
inthe QIES ASAP system accurately reflects any of the following: the patient’s identification,
location, and reason for the record.

Accessing Help Documents — Option 2

1. The help documents can also be accessed by selecting ‘Help Contents’ from the Help drop down
menu on the toolbar. They are available any time a user is logged in to HART.

r!@HART T

File Administration Import/Export Reports Security HIS Record Help
&7 Search
(7} Help Contents

About Quality Management System

2. The Help screen opens.
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Forward buttons to navigate within the history of viewed topics.

Searching

sections you are interested in.

Synchronizing

Contents button (<)=?>} keeps the navigation tree synchronized to the current topic.

Capabilities

(@3} - This affects the table of contents and search results.

Keyword Index

— - — ——— —— T B [ |
B3 Help_HARD I e " L Baas & - R S—— -
Search: l E Scope: All topics
Contents &~ ¥-B8[§ b Sl &0
F9 HART-1XX VAT
. /[ SN
Using the help system

Browse topics in the Contents frame (} on the left. Click on a topic to have it displayed. Use the Back and

To quickly locate topics on a particular subject in the documentation, enter a query in the Search field.
Search frame (') to display the Search view. You can narrow the scope of your search by selecting only the

Clicking the Show in Table of Contents button ('!,3‘.«) will select that topic in the navigation tree. The Link with

To show documentation about capabilities that are disabled in the application, select the Show All Topics button

To show an alphabetically sorted index of keywords select the Index Frame (E%j). Mot all products contain an index.

Use the

[ 8 [ % | @
Done -
3. Clicking the bold HART heading will display all help documents for the most current version of
HART.
4. Clicking the plus sign in the navigator on the left side of the screen will expand to display more
narrow listings of help documents.
= . — . — e -
1" Help - HART l — — - -

Search: Scope: All topics
| | 23

Contents & - B ]
= E HART-1XX
I L2 HART hem by tem Help

Using the help system

Forward buttons to navigate within the history of viewed topics.

I
QIES Help Desk

The QIES Help Desk is available for technical support and assistance with problems or questions that
may arise regarding the HART software.

Contact information for the QIES Help Desk: 1-877-201-4721 or help@qtso.com
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