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SHORTAGE DESIGNATION MANAGEMENT SYSTEM OVERVIEW

Goal: The Shortage Designation Management System is used to manage, apply, and update designation
applications. The foundation of the Shortage Designation Management System comes from nationally
sourced data and the policies and procedures of the Division of Shortage Designation and Policy (DPSD).

PCOs are able to complete the following:
e Search for existing designations
e View information about existing designations
e Create and Submit new designations
e Update existing designations
e Copy designations
e Create and Manage inquiries

Roles: The shortage designation role is required to be part of the PCO user account in order to have the
access to the Shortage Designation Management System for Designations for their state. Please refer to
the Create Account Section to gain the role and permission to perform the Designation Management
functions.
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I. LOG IN TO PORTAL

PREOGRAM
PORTAL

Login
Flesze log in using the fields below:

Y our Email *

Your Password *

Forgot Password? TN
Create an Account Questions? )
Not a registered user? PZO Porial: For support, please call your regional office representative.
If you are a Primary Care Officer and want to creste an sccount, please Site Portal: Please refer to the Site FAQ.
click here. PCO & Site Portal: For technical issues, contact the BHVW Customer
If you are a Site Point of Contact and want to create an account, please Care Centar.
click here. = Open Monday-Friday (except Feders] holidays). £:00 am to 2:00 pm
The Site Paint of Contact Fortal sllows site points of contact to complats ET
important National Health Service Corps (WHESC) and NURSE Corps - 1-200-221-8383
program activities. - 1-277-807-8910 (TTY for hearing impaired)
If you are creating a Site Point of Contact Portal Aczount, your workplace = GetHelp@hrsa.gov

must heve interest in employing persons eligible for participation in NHSC or
Murse Corps and a5 a point of contact you must perform at least one of the
following job functions at your workplace:

Cwn, owersee, or manage 8 significant portion of your site{s) and/or
understand and have the ability to answer questions sbout site policies
and operating procedures
Officially confirm employment status, work schedules, andfor absences
of employees at your site
Hire and'or recruit new employees.
ou may obiasin more information about these programs by visiting the
NHSC or NURSE Corps websites. Please visit the NHSC Sites web page
to learn more about spphying to become an NHSC approved site.

1. Program Portal: Clicking on the Program Portal logo will take the user to the Portal
Forgot Password?: The PCO can reset their password by selecting this link. It will ask a series of
few questions and the user will receive an email to reset their password. Please see section
Forgot Password.

3. Login: The PCO can login into the Provider Management by clicking this button after a valid
email and password has been entered in the fields.

4. Create an Account: This section contains a number of resources for the PCO or a Site
Administrator to create an account if an account is not already created for the user. The user
can select the link “click here” on the first line for PCOs. If a PCO already has an account with
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proper roles and permissions, they will be able to use the same credentials and can skip this
section.

Questions?: This section contains contact information for any users who might have questions
or need additional support.

ACCOUNT LOG-IN

To log into the account, enter in email address and password. If the PCO forgets their password, they

can reset it by selecting the “Forgot your password?” link described below.

Login

Plesze log in using the fields below:
Your Email *

Your Password *

Forgof Fazsword'?
LOGIN

Important Notes:

The user will be warned after their second failed log in attempt that their account will be locked
on the next failed attempt.

The account will be locked after the third invalid attempt. The PCO would then have to contact
the BHW Call Center in order to unlock their account.

FORGOT PASSWORD

When a password is forgotten or needs to be reset, please select the (forgot password) link.

Instructions:

1.

Select Forgot Password link. This will open another window that will request the user email
address.

After selecting the Forgot Password link, the email address associated with the account must be
entered and select “Next”.

Upon confirmation that the email address entered is associated with an account that has been
activated for the PCO Portal, it will be required to enter the correct answer for the accounts
security question. Enter in the security question and select “Submit”.

Important Note: The security question and answer are entered during the create account
process. If this is unknown, the Forgot Password process cannot proceed and the Customer Call
Center will need to be contacted at 1-800-221-9393.

A Reset Password Email will be sent after submission of the correct security question answer.
The Reset Password Email will have a link that must be used to reset the password.

PROPERTY OF HRSA |BHW $
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Important Note: Passwords must have a minimum length of eight characters; shall not contain
slang, jargon, or personal information; shall not contain all or part of your username; and must
contain: at least one English upper-case character (A-Z), at least one English lower-case
character (a-z), at least one numerical digit (0-9), and at least one special character (e.g. @, !, S,
%). A character may not be repeated more than once in succession.

5. Return to the Portal Login page and enter in account email and new password

PROPERTY OF HRSA |BHW $
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Il. CREATE ACCOUNT

The Create Account process begins on the Portal Login page. Primary Care Offices must only use the

create accounts for PCOs.

User Notes:

PCO Accounts created prior to September 27th, 2014 must follow the create account process.
The email address to be used as the username, the state, and the role must be communicated
from the PCO to the Project Officer or Customer Call Center prior to creating the account
otherwise the account will not be activated.

The account will be activated after 24 hours. An account activation email may be sent prior to
this 24 hours but the account will only be activate after 24 hours.

for PRIMARY CARE OFFICES Login

Create My Account

= vequitred fiald
Please enter the email addrass from which you received the invitation to log into this PCO
Portsl in order to create an account.
Emsil *
Confirm Email =
Create Password @0 =

Confirm Password *

Security Question (= Salect b

Sacunty Answer *

CANCEL REGISTER

Create My Account: The six fields displayed are required to create an account. The user can
select the information icon to get more information about password requirements or additional
information about the field.
Important Notes:

o The email used will serve as email user name for Portal login.

e The Security Question and Answer must be easily remembered in order to be used as

part of the Forgot Password process.

Cancel: The PCO can click on this button and be taken to the Portal page.
Register: After entering all the required fields, the PCO can click on the “Register” button to
register their account.
Login: PCO can login to the account after 24 hours.
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I11. PCO PORTAL LANDING PAGE (OVERVIEW)

The purpose of the PCO Portal Landing page is to give the PCO access to both the NHSC Site Applications
and Recertifications and the Shortage Designation Program.

’ for PRIMARY CARE OFFICES Account Settings My Messages Roles Log Out

Texas Primary Care Office Portal

NHSC SITE APPLICATIONS AND SHORTAGE DESIGNATION MANAGEMENT
RECERTIFICATIONS The Shodage Designation section of the PCO portal provides an interactive
MWHESC Site Applications and Recerifications are used to review a site's mapping tool to creste new designations and update existing designations. It
eligibility for the WHSC. As a PCO you are able to review submitted also includes designation search, profile, provider managerment, inquiry, and

applications and recertifications and submit recommendations about sites  reparting functionality.
to the NHSC. Please select the Site Applications and Recertifications Main
Page to review MHSC Site Applications and Recertifications. Please refer to
the reports under Related Information for additional information.

Link to Shortage Designation Main Page

Link to Site Applications Main Page

RELATED INFORMATION REPORTS
Field Strength Report Site Position Information Report ASAP Data Reports
Scholar in School Report ASAP Archive Report for Providers by Designation

NP1 Provider Data Reporis
Designation Demographic and Health Data Export

1. NHSC Site Applications and Recertifications: This section contains a number of tools for the site
administrator as well as support contact information and a summary of all open requests. If the
site administrator has either submitted an application for a site or is a POC at a site which has an
application pending, those applications will appear here.

2. Program Portal: Clicking on the Program Portal logo will take the user to the Portal

3. Account Settings: The account setting will allow the PCO to manage and update security
information as well as email and password information

4. My Messages: The PCO can view messages. This functionality will not be available in
September 2014 release but will be available in future release.

5. Roles: The PCO can view the roles associated with the user account.

6. Log Out: The PCO can log out of the PCO Portal here.

7. Shortage Designation Program: This section contains information about the Shortage
Designation Provider Management. It allows PCOs to manage, review, and update the provider
information as part of the designation application process.

Important Notes:
e  Only PCO with the Shortage Designation Program role will access to this.
e The PCO will see only their designated state.
8. Shortage Designation Reports: There are now 4 reports available:

PROPERTY OF HRSA |BHW $
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a. ASAPS Archive Designations Report: Please see next section for more details on this report.
ASAPS Archive Report for Providers by Designation: Please see next section for more details
on this report.

c. NPI Provider Data Report: The NPI Provider Data Report is an exportable file of all the
provider information associated with the PCO state.

d. Designation Demographic and Health Data Export: The Designation Demographic and
Health Data Export is an exportable file for all associated information broken down by
designation for all designations in the PCO state.

ACCOUNT SETTINGS

The Account Settings page allows can be used to update security information as well as email and
password information.

Account Settings

“our Current Email Address: SBCFF149AABFB16C48@EXAMPLE.com

CHANGE EMAIL ADDRESS CHANGE PASSWORD
Mew Email Address Create New Password @
Confirm Mew Email Address Confirm MNew Password
Current Password Current Password

Change Email Change Paszword

CHANGE SECURITY INFORMATION
Security Question @ |Selecl

Answer

Current Password

Change Security Information

1. Change Email Address: This allows the user to change the email address which they log-in with.
2. Change Password: PCO can change their password on this section
3. Change Security Information: PCO can change the security information through these steps.

PROPERTY OF HRSA |BHW $
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IV. ACCESSING THE ASAPS ARCHIVE DESIGNATIONS REPORTS

The ASAPS Archive Designation Report provides detailed designation information from ASAPS as of
August 31st, 2014. The ASAPS Archive Designation Report is comprised of 4 reports. In order to review
the information that is part of each unique report, there are specific criteria that need to be selected.
The reports will default to the state of the PCO account.

fw PRIMARY CARE OFFICES Account Settings My Messages 5 Roles Log Out

ASAPS Archive Designations Report

= required field

The Applicant Submission and Processing System (ASAPS) was permanently unavailable as of August 31, 2014. The ASAPS Archive Designation Reporis
are used to access and review the designation data that was archived from ASAPS as of August 31, 2014. The reports will default to the state of the PCO
account.

User Instructions for ASAPS Archive Designation Report: A single value is required for this report. Please select the Discipline desired only.

User Instructions for ASAPS Archive Designation Component Details Report and ASAPS Archive Designation Facility Details Report: Three values are

required for both of these reports. Please enter all three Designation 1D, Discipline, and Designation Type values.

User Instructions for ASAPS Archive Designation History Report: Two values are required for this report. Please enter both Designation 1D and Discipline.
Criteria Values

Designation ID is the HPSA ID value from ASAPS.

Discipline values are comprised of HPSA — Primary Care, HPSA — Dental Health, HPSA — Mental Health, and MUA / P.

Designation Type values are comprised of AK NA, AM IN, AREA, CHC, IHS, LAL, OFAC, Pop, PRSH, RHC, SCTY, SMH, MUA, and MUP.
ASAPS Archive Designation Facility Details Report select one of the following: AK NA, AM IM, CHC, IHS, LAL, OFAC, PRSN, RHC, and SMH.

Please enter the filter report criteria.

Designation ID

Discipline * | Select v

Designation Type

DOWNLOAD REPORT

1. User instructions:
Each report requires a different combination of selection to be entered.
a. Designation Report requires a Discipline.
b. Designation Component Details Report requires Designation ID, Discipline, and
Designation Type.
c. Designation Facility Details Report requires Designation ID, Discipline, and Designation
Type.
d. Designation History Report requires Designation ID and Discipline.
2. Criteria values:
a. Designation ID value must be an exact match to the HPSA ID as reported in ASAPS. If a
match cannot be identified, a blank report will be reflected.

PROPERTY OF HRSA |BHW 5
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b. Discipline values are a drop down and one value can be selected at a time. These are
values are: HPSA — Primary Care, HPSA — Dental Health, HPSA — Mental Health, and
MUA/P.

c. Designation Type values are a drop down and one value can be selected at a time.
These values are: AK NA, AM IN, AREA, CHC, IHS, LAL, OFAC, POP, PRSN, RHC, SCTY,
SMH, MUA, and MUP. These values are based off the ASAPS Designation Types.

d. Designation Facility Details Report requires one of the following: AK NA, AM IN, CHC,
IHS, LAL, OFAC, PRSN, RHC, and SMH.

Please enter the filter report criteria.

Designation ID

Discipline * Select v

Designation Type
AK NA
AM IN
AREA
DOWNLOAD REPORT CHC
IHS
LAL
OFAC
Pop
PRSN
RHC
punt Settings Log Out SCTY
SMH
Site Apf MUA ining &7 | Position,
MUP r

3. Report criteria selection:
When starting a new report selection, the PCO must follow the User Instruction to understand
which criteria selection should be entered. If the combination of criterion entered does not
match a report or does not match information from ASAPS, the report will be blank. The report
will open in another window in excel.

ASAPS ARCHIVE DESIGNATIONS REPORT

The Designations Report requires a Discipline, only, to be generated. This report is a detailed report of
all designation types for the discipline selected.

PROPERTY OF HRSA |BHW $
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Example of an Archive Designation Report:

2 ASAPS Archive Designations

3

[ Discipking Provinue | Stanus natien | Sendce Ausa Matro | Dasigaation Date

4 HUAP D T Code }

& n4s007 Prinhaty G308 3] 1 Arndat County COUNTY TV N [EFrE

&1 Prmy Care o i i COUNTY SCTY Mo N owInars V|
7o Frimay Gare [ 1 Amsiiong County GOUNTY ATV Ho F AT 1201 w7t
" B iy G o 1 Kuscosa Counly GoUNTY sery Ho T osnaT T
gy ¥ Prenacy Care [ 1 Aupan Couny COUNTY SCTY Ho N a3 AN 2R 110N
1 P ary 300 o i ‘Banddrs Caunty COUNT AETY He TF ananarg ARG
T Preniacy Cire ] 1 Mislrep County COUNTY SETY Ho N 13142011

il Frimary Gare o 4 Beo County i AETY Mo R ST A2 43|
Eid Proniey Care o 7 Blanco Courty COUNTY SCTY Ho H LEEnET 12r1 420
u Frinacy o i * Batan Coonty £ o HER v r

i-f Pretiary Cre o 1 Bastue County COUNTY SCTY Hy N a311r2003 AT
16 PreasyCare o 1 Traess Couny COUNTY | soT Ho W “Bi000 T
17 Prinary Caep o 1 Brooks Courty COUNTY SETY Ho N @ inas: 120 4|
1 B Primiey Care o Rl Burlesan County COUNTY. STV Ha N “psuTan 1211zl
L Frimnary Gare [ 1 Galgwed Gouny COUNTY El [ [ 11222013

& Primisy Care o i Clrsun Coonty GOUNTY SCTY Mo, i 1w s T2
2 " Frmary Cars [ 1 Cass Couny COUNTY FCTY Ho N 0 27010 1071308
il Pentary Care o 1 Gaste COUNTY. SseTy er H Rl ]

i Py Cars o 1 Chaenbibes Consly COUNTY _SETY Ho £ SR BRE o)
24 [ FPriasy arn o 1 - Cay County L 3 HETY Mo g8 SEiL k] |
# Proiey Cirk o 1 _ Guke County COUNTY SCTY Mo r o198 1 2r2 2o
= [ Frimaey Cars o i Cobeenan County COUNTY HCTY Wi B oTaneRs 10|
a3 " Frenary Care [} 1 Cones Courty COUNTY SCTY Hy [ [

= B Prmasy Cire o ¥ iColle oty LAY eom Sl 1 1ananoio Anazoy
=" Prishary Cep o 1 Crang County COUNTY SETY o F NG 1|
o} Prmiy C o & Crocketl Coney CoUNTY sery Ha' 2 A L] Lokl
17l Feemary Care [ 1 Groaby County COUNTY ACTY No N 05141978 osu0t|
=il Proniey Care o 1 Dwson Couny GOUNTY. SOTY o N RLALET 2
£5T Fremay Care [ 1 Dmar Smim County COUNTY 3CTY to N [ D4 0|
ETE Py Caee o 1  Diana County. COUNTY. ety Ha ] Aanones 122
R Prirniey Sare o 1 Diching Cously EOUNTY SETY Ho 3 BB/ AN AT 1|
=il Frimary o i iy MY “8eTY g 2 oEangTe A2t
- Pretiiy Cire o 1 Dol Courty COUNTY SCTY Nu N 116300 984 Varr
= B Frmary Care o i Eagsand Courdy COUNTY SCTY ves N R T -
xR Prenaty Care o 1 Edwands Courty COUNTY SCTY Ho ¥ 11716r2009 40N
ot Primiey Care o i Al Coly SOUNTY: sorr o N ] tarizon|
4" 147 Frishary Carp 1] 1 Fannin Courty COUNTY TV Ho N angss 1|
£z 0 { Prinniey Gare o 1 Fisher Courity COUNTY. ey ' oK 22013

A3 T n4sss Gare_ | B Foard Gounty L GOUNTY GTY Ha F [EEGEE LITER
HAE W ABARS Deignatiens: T4 = ] L

The Designation Report has the following fields that will reflect the information from ASAPS as of August
31st, 2014 for all designations in the state.

Discipline:
Primary Care, Dental Health, or Mental
Health
1 6019990000
Discipline Primary Care Dental Health
Previous MUAP ID
Status D D

Designation Type ID 6

Service Area Code 0115

Name Lane County Low Income - Lane County
Category County POP-LI

Service Area Type PC
Type MUA Pop

Is High Needs? Yes

Metro C N
Designation Date 1/1/1994 09/30/1996
Update Date 1/1/1994 11/06/2013
Last Update Date 11/06/2013
PCFTEs
None Fed PCFTEs 5.1
FTE 15 5.1
Population 46798 41147
Pop/PCFTEs Ratio 8068:1
Score 15

Discipline:
MUA /P
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52.9

5.19

20747

8.59

8.47

17202

71

97

AL AL

Lane

Census 2000 2004

Important Notes:
1. Certain fields are specific to the MUA / MUP selection and will be blank when a report is
generated for Primary Care, Mental Health, or Dental Health discipline.
2. The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.
3. No changes can be made to this information.

ASAPS ARCHIVE DESIGNATION COMPONENT DETAILS

The Designation Component Details Report and Facility Details require a Designation ID, Discipline, and
Designation Type to be generated. This report is a detailed report for a single designation.

Flease enber the filer repaort oriteria

Designation D 101007

Diigcipling * HPSADT - Denlal Haalth
Dasignation Typa OFALC

DOWNLOAD REPORT

An example of an Archive Designation Component Details Report:

ASAPS Archive Designation Component

i (Componunt 10| Sepvice Area Componen Hame | States
| Coda

[T Ty Bibk o m oof " 000000 oanog A Bibt TH EETH] 1

The Designation Component Details Report has the following fields that will reflect the information from
ASAPS as of August 31st, 2014 for a single designation.

Important Notes:
e Certain fields are specific to the different Discipline and Designation Type selections and will be
blank when a report is generated without those values.
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e The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.
e No changes can be made to this information.

Field Example

ID 707001

Component ID

Service Area Code

Type SCTY

Component Name Lane

Status D

FIPS State 1

Fips County 7
0
0

CT No
MCD
State AL

County Lane
Live Births Total
Infant Death Total

LBW Rate 8.93

IMR 6.93

Med Claim 0

Total Pop 21723
Pop 65 2759

Pop A 17

Pop | 62

100% Poverty 3786
200% Poverty 8261
Tourist 0

Migrant 0
Designation Descriptor 1

Region Code 4

PC FTEs 4

Pop/ FTEsRatio

Designation Date 5/20/1978
Update Date 6/22/2011
Last Update Date 3/19/2014
Component Description New Component

ASAPS ARCHIVE DESIGNATION HISTORY REPORT

The Designation History Report requires Designation ID and Discipline. This report is a history for a
single designation.

N
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Please enber the fler report criteria

asignation ID ToroaT
Pigcipling * [HPsA. Primary Cang |
esignation Type [Setect w|

DOWNLOAD REPORT

An example of an ASAPS Archive Designation History Report

ASAPS Archive Designation History

HPSA Name Designation Date | Update Date | Last Update Date | HPSA Status | HPSA Score Decision | State

101007 Bibb UAFHN9TE DER22011 DB222011 ] 16 AL
1010067 Bibb County 052041978 038014 OBR212011 D 16 Name/Status/Diate/Seons AL
101007 Bibits 0530/1978 12426:2006 122662006 ] 16 Al
1a1oa7 Hibh 08r20N978 oe22201 122672008 o 18 AL

The Designation History Report has the following fields that will reflect the information from ASAPS as of
August 31st, 2014 for a single designation.

Important Notes:

e The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.
e No changes can be made to this information.

ASAPS ARCHIVE DESIGNATION FACILITY DETAILS REPORT

The Facility Details Report requires a Designation ID, Discipline, and Designation Type to be generated.
This report is a detailed report for a single designation.

Please enber thae filer report oriteria

Designation D 101007
Cipcipling * HPSADT - Dental Health * |
Dasignation Typs OFAC |

DOWNLOAD REPORT

An example of a Facility Details Report:

The Facility Details Report has the following fields for Designation TYPE: PRSN that will reflect the
information from ASAPS as of August 31st, 2014 for a single designation.
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Important Notes:

Designation Facility Details Report requires one of the following: AK NA, AM IN, CHC, IHS, LAL,

Certain fields are specific to the different Designation Type selections and will be blank when a

The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or

1.
OFAC, PRSN, RHC, and SMH.
2.
report is generated without those values.
3.
changes have been made.
4. No changes can be made to this information.
5.

Facility Score

single designation.

Field

HPSA ID

Facility ID

Facility Name

Facility Type

Address

City

State

Zip

County

County Code

Metropolitan Type
Intersected HPSA

Intersected HPSA ID
Intersected HPSA Score

Type

Security Level

Average Inmates/year = 250
Average Inmates/year
Average Length of Stay (ALOS)
Routine Intake Exams Performed
Average New Inmates per year

Internee Computation Equation

Internees

FTE Practitioners Serving Facility
Internee-to-Provider Ratio
Degree of Shortage

The Facility Details Report has the following fields for Designation Type: AK NA, AM IN, CHC, HIS,
LAL, OFAC and RHC that will reflect the information from ASAPS as of August 31st, 2014 for a

PRSN: Example
2029990167

23

Federal Correctional Institution - Lane

Federal

565 East Froeren Road

Lane

AL

35160

Lane

121

Nonmetropolitan

0

Federal

Medium

Yes

1039

3652

Yes

960

ALOS equal or greater than 365 days; Intake Exams
done and Average New Inmates known.

1327

0

1327:0

1

12
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The Facility Details Report has the following fields for Designation Type: AK NA, AM IN, CHC, HIS, LAL,
OFAC and RHC that will reflect the information from ASAPS as of August 31st, 2014 for a single
designation.

Important Notes:

1. Designation Facility Details Report requires one of the following: AK NA, AM IN, CHC, IHS, LAL,
OFAC, PRSN, RHC, and SMH.

2. Certain fields are specific to the different Designation Type selections and will be blank when a
report is generated without those values.

3. The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.

4. No changes can be made to this information.

Field Example ‘
7369993616
1304

Woodhull Mental
Health Center

760 BROADWAY
BROOKLYN
NY
11206-5317
Kings
-73.94164
40.70052
36
047
028501
10022
Brooklyn borough

7/25/2012
0

The Facility Details Report has the following fields for Designation TYPE: SMH that will reflect the
information from ASAPS as of August 31st, 2014 for a single designation.

Important Notes:
1. Designation Facility Details Report requires one of the following: AK NA, AM IN, CHC, IHS, LAL,
OFAC, PRSN, RHC, and SMH.
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2. Certain fields are specific to the different Designation Type selections and will be blank when a
report is generated without those values.

3. The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.

4. No changes can be made to this information.

PROPERTY OF HRSA |BHW
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Field

HPSA ID
HPSA Status
Facility ID
Facility Name
Facility Type
Clinics at Facility
Address
City
State
Zip
County
County Code
HPSA Facility Serves (Name/ID)
Facility is Public or Non-Profit
Metropolitan Type
Within 30 minutes of HPSA and facility is
accessible to residents of HPSA (i.e, no
socioeconomic differences)
More than 50% of facility’s services are being
provided to residents of a HPSA
To
Distance By
Source
Map Type
Other
Interstate Miles
Interstate Minutes
Primary Miles
Primary Minutes
Secondary Miles
Secondary Minutes
Total Miles
Total Minutes
> 8000 outpatient visits per year per FTE of
physicians
Number of Outpatients
FTE
Outpatients FTE
Excessive usage (> 35%) of emergency room
facilities for routine care
Waiting time for appointments for
established patients (days)
Waiting time for appointments for new
patients (days)
Facility waiting time for patients with
appointments (hours)
Facility waiting time walk-in patients (hours)

Example:AK NA, AM IN, CHC,

IHS, LAL, OFAC and RHC
7369993607

D

7360000168

Livingston County Mental

OFAC

1

4600-4630 Millennium Drive

Geneseo

NY

14454

Livingston

51

Southern Livingston

Yes

Nonmetropolitan

Yes

No

Southern Livingston

Auto

Google Maps

Other

Google

16

21

7

12

0

0

23

32

No

3034

0.3

10113

No
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V. ASAPS ARCHIVE PROVIDER REPORT

The ASAPS Archive Report for Providers allows PCOs to search for Providers by a Designation ID, by
Primary Care, Dental Health, Mental Health, or MUA/P, or by First and Last Name.

T CICOTIG GO Oy TG

fa:r PRIMARY CARE OFFICES Account Settings My Messages 221 Roles Log Out

ASAP Archive Report for Providers by Designation

= required field

Please enter the filter report criteria.

Designation 1D

Designation Type * Select v

Provider First Name

Provider Last Name

DOWNLOAD REPORT

1. Designation ID value must be an exact match to the HPSA ID as reported in ASAPS. If a match
cannot be identified, a blank report will be reflected

2. Designation Type values are a drop down and one value can be selected at a time. These are
values are: HPSA — Primary Care, HPSA — Dental Health, HPSA — Mental Health, and MUA/P.

3. Provider First Name is a text field.

4. Provider Last Name is a text field.

USER INSTRUCTIONS FOR ASAPS ARCHIVE PROVIDER REPORTS

Each report requires a different combination of selection to be entered.
1. Provider by Designation ID requirements a Designation ID and Designation Type (PC, MH, DH, or
MUA/P).
2. Provider by First and Last name requires Designation Type (PC, MH, DH, or MUA/P) and First and
Last Name.
3. Provider by Designation Type requires Designation Type (PC, MH, DH, or MUA/P).

ASAP Archive Report for Providers by Designation| | ASAP Archive Report for Providers by Designatior| }‘;b:‘:\E Archive Report for Providers by Designation
- vequired field = saiuived it
Ploas oo e e eper e

Designation 10

Dasignation Type *

Provider Fist Name.

Provider Last Name

DOWNLOAD REFORT

DOWNLOAD REPORT DOWNLOAD REPORT
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Field Example
Designation ID 8080001
Designation Date 05/20/1978
Designation Status D
Provider ID 2272378
Provider Type PCP
Provider Status Active
First Name JOHN
Middle Name M
Last Name SANSBURY
Suffix JR
License Number
Specialty Code FP
Resident/ Intern No
J1 Visa Holder No
Federal Employee? No
NHSC Employee? No
MD/DO Type M
Does the physician have hospital privileges? No
Includes Hospital Time No
Sources from which the address was pulled State
Address Line 1
Address Line 2 277 MIERSON AVE
City Lane
State AL
Zip Code 35042
X-Coordinates, Latitude -87.1467
Y-Coordinates ,Longitude 32.9487
Office Visits 0
New Patient Wait Time (Hours) TRUE
Current Patient Wait Time (Hours) 0
New Average Patient Wait (Hours) 0
Current Patient Average 0
Homeless % 0
Medicaid Patient % 0
Migrant Farmworker % 0
Native American % 0
Sliding Fee Scale % 0
Migrant Seasonal Farmworker % 0
Medicaid Claims 0
Does physician accept new patients? TRUE
Tour hours in direct patient care for this address 40
Other Population % 0
FTE for Provider at Address 1
Provider Address Status Active
Last Record Update 5/13/20115:12:22 PM
Comment Field Provider 20001
Age
Number of Dental Auxiliaries
FIPS County 007
Fips State 01
cT 000000
MCD Code 00000
DOB
Ref. DOB
Low Income FTE 0
Prov Addr Info ID 8033139

CA Name
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Important Notes:

1. The ASAPS Archive Provider report allows the PCO to view provider data by different levels. The
Fields will remain the same for any level generated.

2. The provider may be listed for a designation because it was either in the rational service area or
the contiguous area.

3. Certain fields are specific to the different Discipline and Designation Type selections and will be
blank when a report is generated without those values.

4. The fields will display the information that was in ASAPS as of August 31st, 2014. No edits or
changes have been made.

5. No changes can be made to this information.
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VI. ACCESSING THE SHORTAGE DESIGNATION MAIN PAGE

The purpose of the Shortage Designation Main Page is for the PCO to view important updates, helpful
resources and access designations, provider management, inquiries and report functionalities. The user
can access this page by selecting “Link to the Shortage Designation Main Page” on the main portal
homepage.

Home Designations Providers Inquiries

Primary Care Office Portal Home

Updates My Profile
December 13, 2014 Name:
. . Email: OF018EC 126290663 28@EXAMPLE com
Welcome to Designation Management
Here you will be able to review existing designations, update designations, and Helpful Resources
create new ones. YWe are very excited with this new set of tools that will help expand
access to health care Manual for Policies and Procedures g

Please look out for upcaming training sessions happening soon. You should be

: . h Provider Management User Guide @
recering invitations by email

Primary Care Office Portal User Guide bl

Mapping Tool User Guide &

1. Navigation Panel: The user may navigate to other sections of the PCO Portal using this toolbar.

2. Updates: This section will provide the user with new information and updates pertaining to
Shortage Designation Management.

3. My Profile: This section will list the name and email address of the user.

4. Helpful Resources: This section will provide the user with resources on the policies and
procedures of the new Shortage Designation Management System.
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VIl. SEARCHING FOR DESIGNATIONS

The user will have access to search and see details about all existing designations as well as those in

progress for their specific state. The user can access the search through the extranet homepage by

selecting the “Designations” tab on the navigation panel. The user will be able to search designations

created with the Mapping Tool as well as all designations migrated from ASAPS.

Once on the Designation Search page, the user can search using the following columns:

Designation Name
Case ID

Public ID
Discipline

Status

Year

Search Designations

Designation Name Case ID Public ID Discipline Type Status Submission Year

Mone selected - Mong selected - None selected - none selected -

Search Clear

Designation Name: This name is entered by the user on the Mapping Tool Landing page or the
name migrated directly from ASAPS.
Case ID: This number is generated once the RSA is saved on the Mapping Tool. This number can
be used to search for a specific designation application.
Public ID: This number is the official ID of approved Designations. The IDs of designations
migrated from ASAPS will be now be the Public ID in SDMS.
Discipline: User can choose from the following multi-select options

a. Primary Care

b. Mental Health

c. Dental Health
Type: User can choose from the following multi-select options

a. HPSA

b. MUA/P

c. Auto-Facility

d. OFAC

e. Correctional Facility

f. State/County Mental Hospital

6. Status: User can choose from the following multi-select options

a. InProgress
b. Submitted-Designation
¢. Submitted-Withdrawal
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Under Review-Withdrawal
Under Review-Designation
Not Approved

Designated

Sm 0 a

Proposed for Withdrawal
Withdrawn
j.  Replaced
k. Reinstated
7. Year: This field represents the designation submission year.

Business Rules:
e The useris must choose at least one search criteria in order for the system to display search
results.
o If the user does not complete any search criteria and selects the “Save” button, the following
warning will appear: “You must fill in at least one search field.”

The system will display search results in a table as shown below and will automatically be sorted by Case
ID. The user can sort by any of the column headers by selecting the arrows to the right.
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Search Designations

Desighation Name Case ID Public ID Discipline Type Status Submission Year

Mone selected - None selected - 1 selected - MNone selected -

Show 4 v entries

Search Results

Submissi

Hpsa Geographic High Geographic

5876 151001 Primary Care  Accomack County Needs B i Designated Delete W
5877 151007 Primary Care  Amelia County Hpsa Geographic Ss;lj;atszE Designated Delete @
5878 151009 Primary Care  Amherst County  Hpsa Geographic Sjgj;ﬂc Designated Delete @
5879 151011 Primary Care ’g';’:igamx Hpsa Geographic E;Daraiﬂc Designated Delete EZ
5880 181017 Primary Care  Bath County Hpsa Geographic S;gj;:ﬂ:c Designated Delete W
5881 151021 Primary Care  Bland County Hp3a Geagraphic S;gj;:ﬂ:c Designated Delate W
5883 151025 Primary Care  Brunswick County Hpsa Geagraphic S;gj;ii?c Designated Delste W
5885 151033 Primary Care  Caroline County  Hpsa Geaographic S;gj;iimc Designated Delate
5886 151036 Primary Care  Charles City Hpsa Geographic S;JDL?\::FDT Designated Delate (Copy |
5887 191037 Primary Care  Charlotte County  Hpsa Geaographic S;JDL?\::FDT Designated Delete

Showing 1 to 10 of 350 entries Previous n 2 3 4 5 .. | 35 Next

1. Show # Entries: The user can use this drop down to select the number of search results that
appear per page. The system will automatically default to 10 search results per page. Once the
new number is selected, the system will automatically update the search results. The user can
select from the following options:

a. 10
b. 25
c. 50
d. 100

2. Case ID: This field is hyperlinked and allows the user to access the Designation profile.

3. Public ID: This read only field will display the approved ID of the designation that will be
accessible to the public.

4. Discipline: This read only field will display either the discipline(s) the user has selected in the
search or all disciplines if this search criterion wasn’t completed.

5. Name: This read only field will display the name of the designation.

6. Type: This read only field will display the designation type.

7. Option: This read only field will display the designation option.
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8. Status: This read only field will display the status(s) the user has selected in the search or all
statues if this search criterion wasn’t completed.

9. Submission Year: This read only field will display the user’s selection in the search or all years
applicable if this search criterion wasn’t completed.

10. Delete: This button will only be enabled for a designation with an in-progress status and would
allow users to delete designations that have not been submitted for review. Please see section
6b for more specific details on this action.

11. Copy: This button will be enabled for all HPSA and MUAP designations in all statues, except
Withdrawn, and will allow the user to copy a designation. Please see section 6a for specific
details on this action.

12 | Previous n 2 3 4 5 141 Next
The user can move to the next page by selecting the page number or the next button. If the user

would like to go back to a page, select the page number or the previous button.

COPYING A DESIGNATION

The user has the ability to copy a HPSA or MUAP designation with any status to create a new in progress
using the same RSA and CA geometries and components, Area Names, Total Adjusted Population,
Supplemental Information and Insufficient Capacity associated with the designation being copied. Please
note that the copy functionality does not include Facility Designations or Migrated HPSAs and MUAPs
that are in a Withdrawn Status. Once user selects “Copy” on the designation search page, the user is
directed to the following screen:

Heme / Designations 5430 User Guide Test - Copy Designation

5430 User Guide Test - Copy Designation

General Infoermation The gystem will create a new "In Progress" designation using all R5A and CA geometry and components, Area Mames, Total
Adjusted Population, Supplemental Information and Insufficient Capacity attached to the following Designation:

Supporting Details Designation ID: 5430

Scoring Criteria IFyou would like to change the designation properties, you may do so below. If you change the designation's discipling, then type
and option are both required.

Supplemental Information Current Designation Mame: User Guide Test

Additional Decuments New Designation Name l I

Inquiries Current Designation Discipline: Primary Care
New Designation Discipline * | Select v
Actions ;
Current Designation Type: Geagraphic Population
Update this Designation New Designation Type * | — .
Propose for Withdrawal . X . )
Current Designation Option: Geographic Population
New Designation Option * | Select v

1. Current Designation Name: This field is read only and is the name of the designation being
copied.
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2. New Designation Name: This field is required and allows the user to re-name the new in
progress designation, if desired. The system will display the current designations name as a read
only display above this field for user reference.

3. Current Designation Discipline: This field is read only and is the discipline of the designation
being copied.

4. New Designation Discipline: This field is required and allows the user to select a new discipline,
if desired, for the new in-progress designation that will be created from the designation the user
wishes to copy. The user will be provided with the same selections available on the new
Mapping Tool landing page (See Section 5a). The system will display the current designation
discipline as a read only display above this field for user reference.

5. Current Designation Type: This field is read only and is the Designation type of the designation
being copied.

6. New Designation Type: This field is required and allows the user to select a new designation
type, if desired, for the new in-progress designation that will be created from the designation
the user wishes to copy. The user will be provided with the same selections available on the new
Mapping Tool landing page (See Mapping Tool User Guide). The system will display the current
designation type as a read only display above this field for user reference.

7. Current Designation Option: This field is read only and is the Designation option of the
designation being copied.

8. New Designation Option: This field is required and allows the user to select a new designation
option for the new in-progress designation that will be created from the designation the user
wishes to copy. The user will be provided with the same selections available on the new
Mapping Tool landing page (See Mapping Tool User Guide). The system will display the current
designation type as a read only display above this field for user reference.

9. Copy Designation: The user should select this button once they are ready to copy the
designation.

Once the user selects “Copy Designation” button, the system will create a new record and direct the
user to the Mapping Tool.
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Designation Status

You have completed the following steps:

You have nat completed any steps yel.

Missing steps:
1. Create RSA
2.CA Analysis
3. Find NND
Supplemental Information Form

lose and come back later

Once the user selects the “Continue” button, the system will direct them to the Invalid RSA step. The
user can now edit and work on the new in-progress application using the same guidance and business
rules explained in the Creating a New Designation section of this user guide (Section 5).

Important Information to Note: The CA geometries of the migrated HPSA and MUAPs were not
available for migration into the Shortage Designation Management System. The user will need to create
contiguous areas as part of the application process if these migrated designations are copied.

DELETING AN IN-PROGRESS DESIGNATION

The user has the ability to delete any designation search result with an in-progress status. The delete
button will only be enabled if the designation’s status is in progress. For all other statues the button will
be greyed out and inaccessible.
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Shiow 10 ¥ entrigs
Designati Publi Submissi
asignation UBle % Discipline§ Name § ¥ Option 4+ Status § ubmission % Delete Copy
ID ID Year
In
23382 P © i Hpsa G i & hic Poplat Delate
rimary Care BQOe psa Geographic eographic Population ErED W
Hpsa Geographic High A In
23383 Dertal Health  asdfacstasdt Geographic Population Delate
Moz graphic Pop Progress (=]
. . Medicaid Eligible Population In
23384 P © fasdfasdf  Hpsa Populat Delate
nmary Lare srasarasi psa Fopulation HPSA Progress W
In
23385 P C dfasdfast  Hpsa G i G hic Populat Delate
rimary Care  asdfasdfas psa Geographic eographic Population Frogress W
In
. i i Delete
23386 Primary Care  asdfasdf  Hpsa Geographic Geographic Population R [ Copy |
In
23387 Primary G Ofadfadsf  Hpsa Populati Liw | Population HPGA Delate
nmary Lare saradrads| psa Fopulaton O/ INCOME Fopulation F’r’ogr’ess W
Meclicald Eligible Population In
23388 P © dfascfadt  Hpsa Populat Delate
nmary Care sadrasdra psa Hopulation HPSA F’FDgFESS ﬁ
233889 Pritmary Care  adsfadfadt  Hpsa Population Native American Population n Ex
v " M HPSA, Progress s
. . nigrant Farmworker Population — In
23390 Primary Care asdfadfa Hpsa Population Delete
v psa Pop e E [ Cor
Migrant Seasonal Worker In
23391 P C dasdfatst Hpsa Populat Delate
nmary Care asdasdrads’ psa Hopulation Pnpu\atium HPsa F’FDgFESS ﬁ
Showing 1,281 to 1,280 of 1,403 entrigs Previous 1 .. 128 m 130 ... | 141  Next
4 »

Once the user selects the delete button on the search results page, the user will be directed to the
following page:

27979 User Guide Test - Delete Designation

General Information Are you sure you would like to delete this designation?

Supporting Details Mo, Return to Designation Home
Scoring Criteria

Supplemental Infermation

Additional Decuments

Inquiries
Actions

Resume Mapping Application

Copy

1. “No, Return to Designation”: The user should select this button if they do not want to delete
the in-progress designation. Upon selecting this button, the user will be directed back to the
general information section of the Designation Profile.

2. “Yes, Delete Designation”: The user should select this button if they would like to delete the in
progress designation. Once selected, the system will then direct the user back to the
Designation Search page.
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Important Information to Note: Once the user deletes an in-progress designation, that record
will no longer be accessible in the search results. However, the delete is a “soft delete” and the
information for that designation can be recovered.
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VIIl. ACCESSING DESIGNATION PROFILE

In order to access the designation profile, the user should select the Case ID hyperlink in the search
results. The Designation Profile consists of the following sections:

e General Information

e Supporting Details

e Scoring Criteria

e Supplemental Information (only applicable for HPSAs and MUAPSs)

e Additional Documents

e Inquiries

e Actions

VIEWING GENERAL INFORMATION

Once the user selects the Case ID hyperlink, the system will automatically direct the user to the General
Information Section. All fields under the General Information section are read only and are information
pulled from the HPSA and MUAP Mapping Tool as well as all designations migrated from ASAPS.

HPSAS and MUAPS:

Heme / Designations 32995 User Guide Test - General Information

32998 User Guide Test - General Information

General Information

Fublic 1D A
Supperting Details Diesignation Name User Guide Test
Scoring Criteria Designatian Type Hpsa Geographic
Supplemental Information Designation Option Geographic Population
Additional Documents Discipline Primary Care
Inquiries Status Submitted - designation
Actions FCO Submission Date April 28, 2015
Copy Initial Designation Date A
View On Map Last Approved Designation Date i
15 High MNeeds Mo
Designation Population 42076.0
Adjusted Population 250000.0
Provider FTE 21.64
Paopulation: Pravider 1153311
RSA Type Full-Colnty

1. PCO Submission Date: The field represents the date the designation is submitted for review.
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2. Initial Designation Date: This field represents the date the designation was initially designated.
Last Approved Designation Date: This field represents when the designation was last approved
by a SDB Analyst.

4. Is High Needs: This field represents if the designation is Geographic High Needs.

5. Designation Population: This field represents the total resident civilian population of the area
selected for the RSA.

6. Adjusted Population: This field represents the user adjusted population for the RSA that is
entered upon saving an RSA on the Mapping Tool.

7. Provider FTE: This field represents the FTE for all providers that serve the RSA.

8. Population: Provider FTE: This field represents the population to provider ratio of the RSA.

9. RSA Type: This field represents the type of RSA that was selected. The options include Full-
County or Sub-County.
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Other Facilities (OFACS):

All fields under the General Information section are read only and are information pulled from the OFAC
Facility application as well as all designations migrated from ASAPS. Some of the fields are the same as
HPSAs and MUAPs profiles, please see below for the additional fields for OFACs.

Home | Designations 32992 User Guide Test - General Information

32992 User Guide Test - General Information

Suppeorting Details

Scoring Criteria

Fublic 1D

Designation Name

RiA

User Guide Test

Designation Type OFAC

Additional Decuments Designation Option A

Inquiries Discipline Primary Care
Status Submitted - designation
PCO Submission Date April 29, 2013
Initial Designation Date [
Last Approved Designation Date i
Provider FTE 3.08
I5 Facility Yes
FCO Entered Address 1515 M. Courthouse Rd, Arlington, wa. 22201
Geocoded Address 1515 N COURTHOUSE RD # R, ARLINGTON, WA, 22201
Geocoded County Mame Arlington
Geocoded County 1D 1013
Geocoded MCD 1D 5101320072
Geocoded Census Tract ID S1013101701
Geocoded Latitude 38.891234
Geocoded Longitude -77.083863
Public ID Facility Serves 151999510
Designation Name Facility Serves King GeargeAvestmoreland Counties

1. s Facility: This field indicates to the user if the designation is a facility or not.

o v kW

PCO Entered Address: This field will display the facility address entered by the PCO on the

application.

Geocoded Address: This field will display the standardized address of the facility.

Geocoded County Name: This field indicates the County the facility is located in.
Geocoded County ID: This field indicates the County ID that the facility is located in
Geocoded MCD ID: This field indicates the MCD ID that the facility is located in.
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7. Geocoded Census Tract ID: This field indicates the CT ID that the facility is located in.

10.
11.

Geocoded Latitude: This field indicates the latitude coordinate of the facility.
Geocoded Longitude: This field indicates the longitude coordinate of the facility.

Public ID Facility Serves: This field will display the ID of the designation the OFAC is tied to.
Designation Name Facility Serves: This field will display the Name of the designation that the
OFAC is tied to.

Important Information to Note: If the OFAC’s address has not been geocoded, items 3-9 will not appear

on the

profile.

Correctional Facilities:

All fields under the General Information section are read only and are information pulled from the

Correctional Facility application as well as all designations migrated from ASAPS Some of the fields are

the same as HPSAs, MUAPs and OFAC profiles, please see below for the additional fields for Correctional

Faciliti

1.

es.

34930 User Guide Test - General Information

Supperting Details

Scoring Criteria

Additional Decuments

Inquiries

Actions

Resume Facility Application

Delete

Public ID

Designation Name

Designation Type

Designation Option

Discipline

Status

PCO Submission Date

Initial Designation Date

Last Approved Designation Date

Provider FTE

I Facility

PCO Entered Address

Geocoded Address

Geocoded County MNarme

Geocoded County 1D

Gencoded MCD 1D

Geocoded Census Tract 1D

Geocoded Latitude

Geocoded Longitude

Intersected Geographic Public 1D

Intersected Geographic Designation MNarme

[0S

User Guide Test

Correctional Facility

Federal

Primary Care

In progress

[0S

[0

[0

[0S

YEes

1515 M. Courthouse Rd, 4th Floar, Arlington, WA 22201

1515 N COURTHOUSE RD # R, 4th Floor, ARLINGTORN, WA, 22201

Arlington

31013

5101350072

310131017

56 691254

-77.083869

[0S

[0S

Intersected Geographic Public ID: This field will display the Public ID of a Geographic

Designation if the correctional facility falls within an active Geographic Designation.
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2. Intersected Geographic Designation Name: This field will display a Designation Name of a
Geographic Designation if the correctional facility falls within an active Geographic Designation.

State/ County Mental Hospitals:

All fields under the General Information section are read only and are information pulled from the
State/County Mental Hospital application as well as all designations migrated from ASAPS. Please see
below for the fields that are unique to State/County Mental Hospitals

Heme / Designations 32994 User Guide Test - General Information

32994 User Guide Test - General Information

Fublic ID 17
Supperting Details Designation Mame User Guide Test
Scoring Criteria Designatian Type State/County Mental Hospital
Additional Decuments Designation Option A
Inquiries Discipling Mental Health
Status Submitted - designation
FCO Submission Date April 29, 2015
Initial Designation Date IS
Last Approved Designation Date [UIEN
Psych FTE 2.88
Core Mental Health FTE 2.88
15 Facility e
FCO Entered Address 1915 M. Courthouse Rd, Arlington, WA, 22201
Geocoded Address 1915 N COURTHOUSE RD# R, ARLINGTOM, WA, 22201
Geocoded County Mame Arlingtan
Geocoded County 1D 31013
Geocoded MCD 1D 3101390072
Geocoded Census Tract ID 21013101701
Geocoded Latitude 38.891234
Geocoded Longitude -77.083865

1. Psych FTE: This field represents the FTE for all psychiatrists that work at the facility
2. Core Mental Health FTE: This field represents the FTE for all core mental health providers that
work at the facility.
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VIEWING SUPPORTING DETAILS

Once the user selects the Supporting Details tab on the left panel of the designation profile, they will be
directed to the Supporting Details section. All fields under the Supporting Details section are read only
and are information pulled from the HPSA/MUAP Mapping Tool, Facility application and all designations
migrated from ASAPS. Depending on the type of Designation, different information will be displayed
under the Supporting Details section.

HPSAS and MUA/Ps:

The supporting details section for HPSAs is divided into three read only sections:
e RSA Details
o CA Analysis
o NND Provider

The RSA details section will appear automatically when the user selects on the Supporting Details
section. This is the only section that will appear for MUAP designations.

Important Information to Note: The Supporting Details tab is dynamic based on what has been
completed for a specific designation on the Mapping Tool. If the user has not reached or completed a
certain step in the Mapping Tool, that section will not display any information on the Designation
Profile.
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|RSA DETAILS

27955 User Guide Test - Supporting Details

General information CAANISIS  NMD Previder
ke i Deraut Populstcn Certer Lattuge 52 44424710, Longeuoe - 100 34269660
Sl R User Seletten Poputanen Cecter Lattuge 32 15427273, Longeude 100 23097150
Additional Documents T e pee
G RS Frovigers RS Pravider Repart

Actions ~ RSA Data - RSA Test

Copy Adrican Amarcan % 25400
Afracan Amencan Fagustion 00 0000
% 04200
Asian Populaton 138 0000
Chucasion % B3040
g sian Fpuation 24373 0000
Femakes Aged 1544 Poputanon AB10 0000
Misparic % 233000
Hispanit Population 426 0000
Infant Grths 1944 7254
Infart Births per 1,000 Women 1544 421 8000
Infart Ceam 19ETRE
Infant Mortaty Fiste o000
Infant deans Per 1000 B 01000
Low Beth Wesghe Biing 1684053
Lo BTh WGt Fiste (]
Matre Amencan % o100
Bative Amenican Population 90000
saumper Fopulaton at 100% FRL 3561 0000
Humber Popuiation at 200% FPL 5730000
Eacne 1sEnger % o000
Facic fianger Popiation 10000
Percent Populabon af 100% FPL 128800
Percert Fopulaton  200% FRL 347100
Population Provider Rat0 11433 4600
Erenager FTE 130000
Fietevant Popuistion Total 1800000000
Tota Resgent Crakan Populsen 27578 0000
T-AQUITED POPUITGT 150000 000D

= Insufficient Capacity Data

= 4844191940 GO6 18
Geold ap44191924
State FES Mo
County FIPS 48
same of Companent MrceThDNsion
Total Resicant Chitan Papulason T4
Percert Poputaton Beiow 100% FPL 3
Percert Populaton Betow 200% FPL 088

» 4535292810 68618

v 4835393326 56618

= 4836300228 Bag e
oot 4835390325
State FPS LY
County FIPG 48
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1. Default Population Center: This field represents the system produced population center on the
Mapping Tool for the specific designation.

2. User Selected Population Center: This field represents the user selected population center on
the Mapping Tool for the specific designation. This field will not display if the user has not
moved the population center on the Mapping Tool.

3. Transportation Type: This field represents the mode of transportation selected for the travel
polygon on the Mapping Tool for the specific designation.

4. RSA Providers: The user will be able to click on the “RSA Provider Report” link to access a report
on a separate screen with all the providers tied to the RSA.

5. RSA Data: This section will display all of the health and demographic data points for the RSA that
were available on the data panel of the Mapping Tool upon saving the RSA.

6. Insufficient Capacity Data: This section will display any information entered by the user on the
insufficient capacity tab before saving an RSA on the Mapping Tool for a Geographic High Needs
application.

7. RSA Component ID: This twirl down field will list a component ID of the RSA selected on the
Mapping Tool and will display the following information for each component of the RSA:

e Geo ID: This field represents the geo ID of the RSA component.

e State FIPS: This field represents the FIPS code for the state of the specific RSA
component.

e County FIPS: This field represents the FIPS code for the county of the specific RSA
component.

e Name of Component: This field represents the name of the specific RSA component.

e Total Resident Civilian Population: This field represents the total resident civilian
population of the specific RSA component.

e Percent Population at 100% FPL: This field represents the percent of the population that
is at 100% of the federal poverty level for the specific RSA component.

e Percent Population at 200% FPL: This field represents the percent of the population that
is at 200% of the federal poverty level for the specific RSA component.
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CA ANALYSIS

The CA Analysis section will appear once the tab is clicked upon. This section displays all Contiguous
Areas that the user created in the Mapping Tool for the specific designation. Each Contiguous Area will
be identified by the name and will have the same type of information.

Heme / Designation / 23105 User Guide Test- Supporting Details

28105 User Guide Test - Supporting Details

General Information RSA Details CA Analysis NND Provider

Supperting Details

Scoring Criteria

Additional Documents

Inquiries

Actions

Supplemental Information

Copy

Delete

R Mapping Appli

CA Provider

> CA Group 1

walidity

Analysis

1D 21051

Geo ID:

State FIPS:

County FIPS

Mame of Companent

Percent Population Below 100% FPL.

Percent Population Below 200% FPL

» CA Group 2

» CA Group 3

v CA Group 4

walidlity

Analysis

ID 21121

Geo ID:

State FIPS

County FIPS

Mame of Component

Percent Population Below 100% FPL

Fercent Population Below 200% FPL

ID 21235

» Ca Group 5

Link to CA Providers

Passed by System

Current Designation

21051

MAA

21

County

3148

5226

Passed by System

Inaccessible Economic Access

21121

[0S

21

Courty

3505

59.53
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1. CA Provider: The user will be able to click on the “Link to CA Providers” link to access a report on
a separate screen with all the providers tied to the Contiguous Areas.

2. Component Name: This twirl down will display the name of each CA component entered by the
user on the Mapping Tool for a specific designation. The user may collapse or expand a
component by selecting the arrow to the left of the Component.

3. Validity: This field will display the results of the validity test run by the system on the CA
Analysis step on the Mapping Tool. If this check doesn’t pass the CA doesn’t qualify. Please see
the Contiguous Area section of the Mapping Tool User Guide for more information.

4. Analysis: This field will display the results of the analysis run by the system on the CA Analysis
step on the Mapping Tool. If this check doesn’t pass the user can force pass which will be
captured on the profile. Please see the Contiguous Area section of the Mapping Tool User Guide
for more information.

5. Component/Geo ID: This field will list the Geo ID of the specific component in each contiguous
area. Each component will display the same information as the RSA components. If a contiguous
area has more than one component, that will also be displayed and accessible through a scroll
bar.
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NND PROVIDER

The NND Provider section will appear once the tab is clicked upon. This section will display the Default
NND and if applicable, the user selected NND, manually entered NND, or that the user has chosen no
NND.

1. Saved Provider NND: This field represents the user selected NND on the Mapping Tool.
Important Information to Note: The Saved NND Provider tab will only display if the user has
manually selected the NND on the Mapping Tool. The Default NND Provider information will
always appear on the profile if one is found by the system.

2. Default NND Provider: This field represents the NND found by the system on the Mapping Tool.
Important Information to Note: The Default NND Provider information will always appear on the
profile if one is found by the system.

a. User Selected NND: In certain cases, the system may be unable to identify a suitable
provider to serve as the NND, or the user may wish to select an alternate NND.

b. Manually Entered NND: If the system does not have up-to-date road data or no road
data, the user can select Manually Entered NND.

c. User Continued with no NND: If the system cannot identify any usable providers that
serve the RSA population or the provider is well outside of the miles and minutes radius
for the discipline, the user can continue with no NND.

3. NPI: This field represents the provider’s National Practitioner ID.

4. Distance (Default): This field represents the system calculated distance from the provider to the
population center of the RSA.

5. Distance (User): This field represents the user entered distance from the provider to the
population center of the RSA. The user can update this information on the supplemental
information form of the Mapping Tool. If the user does not update the distance, the field will
appear as N/A.

6. Travel Time (Default): This field represents the system calculated time from the provider to the
population center of the RSA.

7. Travel Time (User): This field represents the user entered time from the provider to the
population center of the RSA. The user can update this information on the supplemental
information form of the Mapping Tool. If the user does not update the time, the field will appear
as N/A.
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USER SELECTED NND

General Information

Supperting Details

Secering Criteria

Supplemental Information

Additional Decuments

Inquiries

Actions

Resume Mapping Application

Copy

Delete

4

RSA Details

~ Saved NND Provider

First Mame:

Last Mame:

MP

Address:

City

State

ZIP:

Sliding Fee Scale:

Serves Medicaid?.

Distance (Default):

Distance (User):

Travel Time (Default)

Travel Time (User)

Default NND Provider

First Mame:

Last Name

NP

Ardress:

City:

State:

7P

sliding Fee Scale:

Serves Medicaid?:

Distance (Default)

Distance (User)

Travel Time (Default)

Travel Tirme (User)

CA Analysis

27984 User Guide Test - Supporting Details

NND Provider

508 HUGHES RD

BIG SPRING

TH

79720-7134

({2

TAA,

79.9841 Miles

({2

128,56 Minutes

TAA,

1102 W BROADWAY

STANTON

TH

T97E2

(i

({2

60.2368 Miles

TAA,

96.07 Minutes

({2
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MANUALLY ENTERED NND

General Information

Suppeorting Details

Scoring Criteria

Supplemental Infermation

Additienal Documents

Inquiries

Actions

Copy

Yiew On Map

RSA Details

First Mame

Last MNarme:

MNP

Address:

City:

State:

ZIP:

Sliding Fee Scale:

Serves Medicaid?

Distance (Defaulty:

Distance (User):

Travel Time (Default)

Travel Time (User):

Distance (User):

Travel Time (User):

CA Analysis

User Selected Manual

~ Default NND Provider

Manual NND Provider

NND Provider

ALICE

CHUANG WESTER

1770671174

101 MANMNING DR

CHAPEL HILL

M

27599-0001

YES

A&,

21.7002 mMiles

A&,

3483 Minutes

A&,

10.0 Miles

20.0 Minutes
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|USER CONTINUED WITH NO NND

General Information RSA Details CA Analysis NND Provider

Scoring Criteria User Continued with No NND

Supplemental Informatien
~ Default NND Provider

Additional Decuments

First Narme SHANE
Inquiries
Last Name: STOME
Actions
MPI: 1104054295
Copy
Address 801 MILLS STSUITE C
Yiew On Map
Ciby: COLUMBUS
State: MNC
ZIP 28722-84594
Sliding Fee Scale: e
Serves Medicaid?: s
Distance (Default) 27.6599 Miles
Distance {User) i,
Travel Time (Default) 35.42 Minutes
Travel Time (User) Ty

SUPPORTING DETAILS: OFACS

The supporting details section for OFACs is divided into four read only sections:
e Provision of Services
e Insufficient Capacity
e Providers
e Supporting Documents

Important Information to Note: The Supporting Details tab is dynamic based on what has been
completed for a specific OFAC on the facility application. If the user has not reached or completed a
certain step in the Facility application, that section will not display any information on the Designation
Profile. This section will also available for all the information that was migrated from ASAPS.
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PROVISION OF SERVICES
32992 User Guide Test - Supporting Details

General Information Provision of Services Insufficient Capacity Providers Supporting Decuments
Scoring Criteria Provision of Services
Additional Documents Transportation Type Private
- Population Center Latitude: 33.177553, Longitude: -75.9559
Inquiries
Travel Distance (System) 84 3616 miles
Travel Time (System) 109.08 minutes
Travel Distance (User) A,
Travel Time (User) [N
Travel Time Explanation A,
Provision of Services selection More than 50% of the facility's health care services are provided to

residents of @ HPSA

1. Transportation Type: This field represents the user selected transportation type used to
determine travel time between the OFAC and the designation that it is serving.

2. Population Center: This field represents the population center coordinates of the designation
that the OFAC is serving.

3. Travel Distance (System): This field represents the system calculated travel distance, in miles,
from Facility location to the Designation Population Center. If Public transportation is selected
or the distance cannot be calculated the field will display as N/A.

4. Travel Time (System): This field represents the system calculated travel time, in minutes, from
the Facility location to the Designation Population Center. If Public transportation is selected or
the time cannot be calculated the field will display as N/A.

5. Travel Distance (User): This field represents the user entered distance from the facility location
to the Designation Population Center. The user can update this information on the Provision of
Services page of the facility application.

6. Travel Time (User): This field represents the user entered time from the facility location to the
Designation Population Center. The user can update this information on the Provision of
Services page of the facility application.

7. Travel Time Explanation: This field represents the user entered explanation that is required on
the application if the user selects to edit the system calculated travel distance and time fields. If
the user doesn’t change the system generated travel time and distance, the field will appear as
N/A

8. Provision of Services: This field represents the justification that is selected on the application of
how the facility serves the designation it is tied to.
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INSUFF

ICENT CAPACITY

The Insufficient Capacity section will appear once the tab is clicked upon. This section displays all

insufficient capacity information that the user completed in the Facility application. The Insufficient

Capacity section is different based on discipline of the OFAC application.

| PRIMARY CARE

32992 User Guide Test - Supporting Details
General Information Provision of Services Insufficient Capacity Providers Supperting Documents
Scoring Criteria Insufficient Capacity
More than 8,000 outpatient visits per year per WES

Additional Decuments

Inquiries

FTE of primary care physicians

Murnber of Outpatient wisits 123436
Provider FTE 3.08
Outpatients/F TE Ratio 40083.12:1
Excessive use (greater than 35%) of emergency Mo

roorm facilities for routing primary care

Wyaiting time for appointments is greater than 7 Yes
days far established patients ar 14 days for new
patients for routine health services

Established Patients a0
Mew Patients A
Facility waiting time is greater than 1 hour for Mo
patients with appointments or 2 hours for walk in

patients

More than 8,000 outpatient visits per year per FTE of primary care physicians: This field
represents if the user selected this option on the OFAC application.

Number of Outpatients: This field will appear if the user has entered a value on the OFAC
application.

Provider FTE: This field will appear if the user has selected providers on the OFAC application.
Outpatient/FTE Ratio: This field will appear if the user has selected providers on the OFAC
application.

Excessive use (greater than 35%) of emergency room facilities for routine primary care: This
field represents if the user selected this option on the OFAC application.

Waiting time for appointments is greater than 7 day for established patients or 14 days for
new patients for routine health services: This field represents if the user selected this option on
the OFAC application.
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7. Established Patients: This field will reflect what the user entered in the OFAC application, if
applicable.

8. New Patients: This field will reflect what the user entered in the OFAC application, if applicable.

9. Facility Waiting time is greater than 1 hour for patients with appointments or 2 hours for walk
in patients: This field represents if the user selected this option on the OFAC application.

| DENTAL HEALTH

33094 User Guide Test - Supporting Details

General Information Provision of Services Insufficient Capacity ~ Providers  Supporting Documents
Seoring Criteria Insufficient Capacity
More thar 5,000 outpatient visits per vear per es

Additional Documents '
FTE of Dentists

Inquiries

Murmber of Outpatient visits 34567
Provider FTE 2.0
Outpatients/FTE Ratio 172835
Waiting tirme for routing dental health services is Mo

greater than & weeks

1. More than 5,000 outpatient visits per year per FTE Dentists: This field represents if the user
selected this option on the OFAC application.

2. Number of Outpatients: This field will appear if the user has entered a value on the OFAC
application.

3. Provider FTE: This field will appear if the user has selected providers on the OFAC application.

4. Outpatient/FTE Ratio: This field will appear if the user has selected providers on the OFAC
application.

5. Waiting time for routine dental health services is greater than 6 weeks: This field represents if
the user selected this option on the OFAC application.
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 MENTAL HEALTH

33095 User Guide Test - Supporting Details

General Information Provision of Services Insufficient GCapacity Providers Supperting Documents
Scoring Criteria Insufficient Capacity
Additional Decuments Mumber of Qutpatient Yisits 32435

Mare than 1,000 outpatient visits per year per Ha

Inguiries
4 FTE of core mental health care providers

More than 3,000 outpatient visits per year per Yes
FTE of psychiatrists providers

Provider FTE 2.88
Outpatients/F TE Ratio 112621511
Mo paychiatrists are on staff and this facility s the Mo

only facility providing mental health services to
the desighation area or population

1. Number of Outpatients: This field will appear if the user has entered a value on the OFAC
application.

2. More than 1,000 outpatient visits per year per FTE of core mental health providers: This field
represents if the user selected this option on the OFAC application.

3. More than 3,000 outpatient visits per year per FTE of psychiatrist providers: This field
represents if the user selected this option on the OFAC application.

4. Provider FTE: This field will appear if the user has selected providers on the OFAC application.

5. Outpatients/FTE Ratio: This field will appear if the user has selected providers on the OFAC
application.

6. No psychiatrists are on staff and this facility is the only facility providing mental health
services to the designation area or population: This field represents if the user selected this
option on the OFAC application.
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PROVIDERS

The Providers section will appear once the tab is clicked upon. This section displays all the provider
information that the user completed in the Facility application. The information on this tab might not be
applicable.

32992 User Guide Test - Supporting Details

General Information Provision of Services Insufficient Capacity Providers Supperting Decuments
Scoring Criteria Providers
NFI Discipline Specialty LastMame  FirstName FTE Address city State
Additional Documents
P Fp 1.0 A
Inquiries e FP 0.98 W
P Fp 041 A
P FR 1.0 - WA

NPI: This field represents the provider’s National Practitioner ID.
Discipline: This field represents the provider’s discipline.
Specialty: This field represents the provider’s specialty.

Last Name: This field represents the provider’s last name.

First Name: This field represents the provider’s first name.

FTE: This field represents the provider’s FTE

Address: This field represents the provider’s work address.

City: This field represents the provider’s work city.

Lo NV R WDNRE

State: This field represents the provider’s work state.
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SUPPORTING DOCUMENTS
The Supporting Documents section will appear once the tab is clicked upon. This section displays all the
documents and comments that the user completed in the Facility application.

32992 User Guide Test - Supporting Details

General Information Provision of Services Insufficient Capacity Providers Supporting Documents

Supporting Details

Scoring Criteria Uploaded Documents

Additional Documents :::.,l;ment Document Type Uploaded Date

Inquiries Test.docx Evidence that facility 15 public ar non-prafic \;\;i[;Apr 28 1402 8 EDT
Test.docx Evidence that more than 0% of the facility's health care services are provided to Wed Apr 28 14:02:38 EDT

resicdents of a HPSA 2015

Evidence that facility has more than 8000 outpatient visits per year per grimary care  Wed Apr 29 14:02:47 EDT

WG physician FTE 2015

Test.dock Evidence that waiting time for appointments is greater than 7 days for established Wed Apr 28 14:02:55 EDT
) patients 2015

Comments

FCEBECTE2ZFEER26TD@EXAMPLE com on Apr 29, 2015 Test Comment

Document Name: This field represents the name of the document uploaded on the OFAC
application. In order to view the document, the user should select the hyperlinked document
name.

Document Type: This field represents the type of document uploaded on the OFAC application.
Uploaded Date: This field represents the date and time the document was uploaded on the
OFAC application.

User: This field represents the user name PCO who entered a comment on the OFAC application
as well as the date the comment was entered.

Comment: This field represents the comment that was entered on the OFAC application.
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CORRECTIONAL FACILITY

Correctional Facilities:

The supporting details section for Correctional Facilities is divided into three read only sections:
e Facility Criteria
e Providers
e Supporting Documents

FACILITY CRITERIA

The Supporting Details tab is dynamic based on what has been completed for a specific Correctional
facility on the application. If the user has not reached or completed a certain step in the Facility
application, that section will not display any information on the Designation Profile. This section also has
available all of the information that was migrated from ASAPS.

The Providers and Supporting Documents section displays all the provider information and supporting
document information that the user completed in the Facility application. The fields displayed are the
same as in the providers and supporting documents section of the OFAC supporting details profile.

34930 User Guide Test - Supporting Details

General Infermation Facility Criteria Providers Supporting Documents
Scoring Criteria Correctional Facility Information
Additional Decuments Carrectional Facility Type Federal
- Security Level tedium
Inquiries
Mean Inmatesfvear 10000
Actions

. _— Correctional Facility Inmate Information
Resume Facility Application

tdgan Mew Inmates/ear ML
Delete
Mean Length of Stay T,
Routine Intake Exams Performed? Unknown
Mumber of Internees 1000.0
Provider FTE M7
Internee/Provider FTE Ratio M
1. Correctional Facility Type: This field represents the value selected on the application.
2. Security Level: This field represents the value selected on the application, if applicable.
3. Mean Inmates/Year: This field represents the value entered on the application.
4. Mean New Inmates/Year: This field represents the value entered on the application, if

applicable.
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© ® NoWw

applicable.

STATE MENTAL HOSPITAL

State Mental Hospitals:

Mean Length of Stay: This field represents the value entered on the application, if applicable.
Routine Intake Exams Performed?: This field represents the value selected on the application.
Number of Internees: This field represents the value calculated on the application.

Provider FTE: This field represents the value calculated on the application, if applicable.
Internee/Provider FTE Ratio: This field represents the value calculated on the application, if

The supporting details section for State/County Mental Hospitals is divided into four read only sections:

e Facility Criteria
e Providers
e Supporting Documents

FACILITY CRITERIA

Important Information to Note: The Supporting Details tab is dynamic based on what has been

completed for a specific State/County Mental Hospital on the facility application. If the user has not

reached or completed a certain step in the Facility application, that section will not display any

information on the Designation Profile. This section will also available for all the information that was

migrated from ASAPS.

32994 User Guide Test - Supporting Details

General Information Facility Criteria Providers Suppotting Documents

Scoring Criteria State/County Mental Hospital Information

Additional Documents rean Daily inpatient Census

- Number of Inpatient Admissions/year
Inguiries

Mumber of Admissions to Day Care and
Outpatient Services/vear

Total Workload Units
Number of Psychiatrist FTE

Total Workload Units/ Psychiatrist FTE

2000

300.0

150,001

G675.0

288

303821

1. Mean Daily Inpatient Census: This field represents the number entered on the application.

Number of Inpatient Admissions/year: This field represents the number entered on the

application.

3. Number of Admissions to Day Care and Outpatient Services/Year: This field represents the

number entered on the application

55
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4. Total Workload Units: This field represents the number populated on the application.

5. Number of Psychiatrist FTE: This field value will appear after the user selects psychiatrist on the
application, if applicable.

6. Total Workload Units/Psychiatrist FTE: This field value will appear after the user selects
psychiatrists on the application, if applicable.

PROVIDERS

The Providers section will appear once the tab is clicked upon. This section displays all the provider
information that the user completed in the Facility application. The fields displayed are the same as in
the providers section of the OFAC supporting details profile.

32994 User Guide Test - Supporting Details

General Infermatien Facility Criteria Providers Supporting Documents
Supporting Details
Scoring Criteria Providers

Discipline Specialty LastName FirstName FTE Address

Additional Documents

Inquiries hH Py 0.9 A

SUPPORTING DOCUMENTS
The Supporting Documents section will appear once the tab is clicked upon. This section displays all the

documents and comments that the user completed in the Facility application.

32994 User Guide Test - Supporting Details

General Infermation Facility Criteria Providers Supperting Documents

Supperting Details

Scoring Criteria Uploaded Documents
Document Name Document Type Uploaded Date
Additional Documents
Test.docx Evidence of Mean Daily Inpatient Census Wed Apr 258 14:21:04 EDT 2015
Inquiries Test.docx Evidence of Inpatient Admissionsfyear wed Apr 29 14:21:11 EDT 2015
Test.docx Evidence of Admissions to Day Care and Outpatient Servicesfear wed Apr 28 14:21:18 EDT 2015
Comments
7CABICTA22FERG2ETD@EXAMPLE com on Apr 23, 2015 © Test Comment
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VIEWING SCORING CRITERIA

In order to access the Scoring Criteria section of the designation profile, the user should select that tab
on the left hand side of the profile. All fields under the Scoring Criteria section are read only and are
information pulled from the HPSA/MUAP Mapping Tool, Facility application and all designations
migrated from ASAPS. All migrated designation types will have the following fields in this section:

5422 User Guide Test - Scoring Criteria

General Information
Designation Score 120

Supporting Details Physician Shortage 294

Degree of Shortage /A

Supplemental Information
Additional Documents
Inquiries

Actions

Update this Designation
Propose for Withdrawal

Copy

1. Designation Score: This field represents the score of the designation. The score is determined
on the mapping tool, Facility application, or has been migrated directly from ASAPS.

2. Physician Shortage: This field represents how many physician FTEs are required in order for the
designation to no longer be deemed to have a shortage of physicians.

3. Degree of Shortage: This field represents a group a designation is assigned based on the ratio of
the designation population to the number of the Physician FTE. Please refer to the Shortage
Designation Management System Manual for Policies and Procedures for more detailed
information about the Degree of Shortage.

The scoring criteria section for all HPSA and MUAPs created with the mapping tool will reflect the same
scoring tables on the Mapping Tool. The screen shots below represent an example for each discipline.
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Primary Care:

General Infermation
Supporting Details
Supplemental Infermation
Additional Documents

Inquiries

Actions

Copy

27944 User Guide Test - Scoring Criteria

Scoring Criteria

Supporting Data

Population to Provider Ratio 158000.0
% Population Below 100% Poverty 948
Infant Health 7.99
MND Travel Time

Designation Score 120

Physician Shortage 5.0

Degree of Shortage Group 1

Peoints Awarded
10.0

0.0

Dental Health:

General Information
Supporting Details
Supplemental Infermation
Additional Documents

Inquiries

Actions

Copy

27934 User Guide Test - Scoring Criteria

Scoring Criteria

Supperting Data

Fopulation to Provider Ratio 75000.0
% Population Below 100% Poverty 15.89
Fluoridation Rate 59.0
WD Travel Time

Designation Score 17.0

Physician Shortage 280

Degree of Shortage Group 2.00

Points Awarded

10.0

2.0

o.a

5.0

PROPERTY OF HRSA |BHW
58




Bureau of Health Workforce
SDMS PCO Portal User Guide

Mental Health:

30133 User Guide Test - Scoring Criteria
General Information Scoring Criteria Supporting Data Peints Awarded
Supporting Details Population to Provider Ratio 15457.0 7.0
% Populztion Below 100% Poverty 1214 0.0
Scoring Criteria
Elderly Ratin 0.2817 3.0
Supplemental Infermation “Youth Ratio 04257 20
Additional Documents BB ABVE 0o 0o
Substance Aluse 10 10
Inquiries
NND Travel Time 5.0
Actions
Copy Designation Score 18.0
Physician Shortage A
Degree of Shaortage [

30137 User Guide Test - Scoring Criteria

General Information Scoring Criteria Supporting Data Points Awarded

Supporting Details Providers Per Thousand Population 0.9 16.9

% Population Below 100% Poverty 9.04 21.0
Scoring Criteria

Infant Health 0.0 26.0
Supplemental Information % Population Age 65 and Ower 10.14 13.6

Additienal Documents

Inquiries Designation Score 835
) Physician shortage MZA
Actions
Degree of Shartage A
Copy

VIEWING SUPPLEMENTAL INFORMATION

In order to access the Supplemental Information section of the designation profile, the user should
select that tab on the left hand side of the profile. All fields under the Supplemental Information section
are read only and are information pulled from the HPSA and MUAP Mapping Tool.

The Supplemental Information section will be blank for all migrated HPSAs and MUAPs from ASAPS and
is not applicable to facility designations.
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The Supplemental Information section for the Designation profile displays dynamically and mirrors the
information on the supplemental information form of the mapping tool. Like the mapping tool, the
supplemental information section on the profile is divided into the following sections:

e RSA Information (only section applicable to MUAPs)

e CA Analysis

e NND Provider

RSA INFORMATION

General Information RSA Information CA Analysis NND Provider

Supperting Details

Scoring Criteria ~ RSA Validity

QUESTION: Why is the saved area rational?

ANSWER:

Additional Documents Supperting Document(s):

Inquiries
. « RSA Population
Actions
Copy Total Resident Civilian Adjusted Population

Designation Population 275760 150000.0

Supperting Decument(s): Desertjpg

~ Population Center

QUESTION: Why have you changed the default Population Center?

ANSWER: Enter Explanation Here

System Output User Input

Population Center Latituce: 32.4442471 Latitude: 32.15427223

Longitude: -100.3446368 Longitude: -100.2399715

Supperting Document(s): Koalajpg

« Transportation Type

Mo Transportation Type Adjustment information has been supplied

1. RSA Validity: This section will be completed if the user needs to justify why the saved area is
rational.
2. RSA Population: This section will include the system sourced population, any user adjusted
population and documented evidence if the population is adjusted by the user.
3. Population Center: This section will always display the default population center and if
applicable, the user adjusted population center with the required explanation and document.
4. Transportation Type: This section will only display information if the user has chosen public
transit and provided a justification on the mapping tool.
Important to Note: The user can collapse or expand any and all sections by selecting the arrow to the
left. The user can also view documents by selecting the document hyperlink if applicable.

PROPERTY OF HRSA |BHW
0 <



Bureau of Health Workforce
SDMS PCO Portal User Guide

CA ANALYSIS

28343 User Guide Test - Supplemental Information

General Information RSA Information CA Analysis NND Provider
Supporting Details

Mo Contiguous Area Supplemental Infarmation has been provided.
Scoring Criteria

Supplemental Infermation
Additional Documents
Inquiries
Actions

Resume Mapping Application

Copy

Delete

The user will see the above message if all contiguous areas in the mapping application have passed the
system analysis and no additional evidence is required.

28380 User Guide Test - Supplemental Information

General Information RSA Information CA Analysis NND Provider
Supporting Details

. - ~ CA Group 1 - Contiguous Area Force Passed
Scoring Criteria

: REASON: Other Access Barriers
Supplemental Infermation

JUSTIFICATION: Enter Explanation Herg..
Additional Documents Supporting Document(s):

Inquiries + CA_Explanation.pdf

Actions
» CA Group 2 - Contiguous Area Force Passed
Resume Mapping Application

Copy » CA Group 3 - Contiguous Area Force Passed

Delete

The user will see the above content if a contiguous area (s) does not pass the system analysis. The

section will display the name of the component, the user selected reason, user entered explanation and
document evidence that the user can view.
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NND PROVIDER

If the user has chosen a non-Default NND on the Mapping Tool, the justification and document provided
on the Supplemental information form will appear to the user under this NND Provider section. The user
can also view the NND travel time and Distance from the NND selected.

General Information RSA Infermatien CA Analysis NND Provider

Supporting Details

Scoring Criteria « NND Justification

. -
T — QUESTION: Why have you changed the default MND provider

JUSTIFICATION: Enter Explanation Here

Additional Documents Supporting Document(s): Penguins.jpg

Inguiries
R « NND Travel TimefDistance Justification
Actions
Copy System Output User Input
Miles 350
Minutes 400

ADDING ADDITIONAL DOCUMENTS

In order to access the Additional Documents section of the designation profile, the user should select
that tab on the left hand side of the profile. The user can use this section to upload additional
documents applicable to the designation.

General Information

Saved Document Description Upload Date
Supporting Details Lighthouse jpg Test Dec 1, 2014
Scoring Criteria Add New Document
Supplemental Information Upload Document I@I HoTIe enosen
Inquiries Upload
Actions
copy

1. “Choose File”: This button should be selected if the user would like to upload a new document.

Description: The user has the option to input a short description about the document being
uploaded.

3. “Upload”: This button should be selected once the user is ready to upload a document.
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Business Rules:

e A document must be selected before the user clicks the upload button or the user will receive a
system error.
o The description text field is alpha numeric and cannot exceed 50 characters.
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The inquiry section of the portal provides an easy and streamlined process for the PCO user to
communicate with their respective Project Officer. Inquiries may be created from the Designation
Profile in the PCO Portal by navigating to the Designation Profile of the designation which is the subject
of the inquiry. Clicking on the “Inquiries” tab on the designation profile will allow the PCO to create an
inquiry for the designation.

Hoine m Majping Tool Providers Incpiirias

Home & Desigrations 5788 Hanksvile Service Area - Genaral information

5798 Hanksville Service Area - General Information

General Information

Pubc © 1493554508
Supporting Details Designation Hame Hankzyile Service Ares
Seoring Criteria Designation Type Heza Geographe:
Supplemental Information Desigriation Option: Geagraphic Population

Additionsl Documents Discipine Primary Carg

gdus msm

The Inquiries page displays upon selection of the “Inquiries” tab from the designation profile. The
Inquiries page will display existing inquiries for the designation in a table within the page. From this
page, the user may choose to create a new inquiry or view an existing inquiry to provide more
information or view follow-up information provided by the Project Officer.

Primary Care Office Portal

DESIGHATION MOMAGEMENT FOR UTAH

Hi, | Logout

Home Designations Mapping Tool Providers Inguiries

Home ' Designations | 5793 Hanksville Service Area - Inguiries

5798 Hanksville Service Area - Inguiries

Create Mew Inguiry

General Information

Supporting Details

show D w entries
Scoring Criteria

Inquiry 1D Submitted Date $ Status 4

Supplemental Information

Additional Documents

3 2014-12-1310:52:07 113 Cpen

Shoving 1 to 1 of 1 entries

Previous n Hext

1. “Create New Inquiry”: This button should be selected if the user would like to create a new

inquiry.

2. Inquiry ID: The user has the option to view an existing inquiry by selecting the Inquiry ID.
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CREATE NEW INQUIRY
The Create New Inquiry page displays when the user selects the Create New Inquiry button from the

Inquiries page.

5798 Hanksville Service Area - Create Inquiry

General Information N N -
- Communication Details

Supporting Details

Catecory: Designation
Scoring Criteria
Designation 10 5798
Supplemental Information
Additional Documents
- Documents

Uploaded Docurnents

Actions There are no uploaded documents.

Update this Designation
v 9 Upload Docurments

Pleaze note: The following file types are suitable for upload: joog, doc, pof, and <z,

Propose for Withdrawal
Please describe the uploaded document
Copy
Upload Document Choose File | Mo file chozen
- Comments
Message

Cancel Submit

Document Description: The user must provide a description of the uploaded document prior to
selecting Upload.

“Choose File”: To select a file for upload, the Choose File button must be initiated.

Message: The user has the option to provide comments to the Project Officer via the Message
field. The comments sent to the Project Officer as well as the Project Officer responses will
display in the table within the Comments section.

“Submit”: This button should be selected when the user is ready to submit the Inquiry.
“Cancel”: This button will cancel the inquiry creation and return the user to the Inquiries page.

Business Rules:

The Submit button must be initiated for the message to be transmitted to the Project Officer.
The Document Description must be entered for the file to upload successfully.

The inquiry will be created upon the user hitting the Submit button and be visible from the
Inquiries page.
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VIEW/EDIT AN EXISTING INQUIRY

An inquiry may be accessed via the Inquiry Tab on the Designation Profile. Additionally, a user may view

all open inquiries for their respective state by navigating to the Inquiries Tab at the top of the navigation
panel.

Primary Care Office Portal

Hi, | Logout
DESIGNATION MANAGEMENT FOR UTAH

Home Designations Mapping Tool Providers Inquiries

My Inquiries

Showe 10 ¥ entries

Inquiry ID Subject $ Subject ID $ Submitted Date $ Status L ]
3 Designation 5798 20141213 105207 113 Cpen
Showving 1o 1 of 1 entries Previous n Hext

The Inquiry Details display when the user selects the Inquiry ID to view an existing inquiry.

Home Designations Mapping Tool Providers Inquiries

Home | Designations | 5793 Hanksvile Service Ares - Inguiry Details

5798 Hanksville Service Area - Inquiry Details

General Information Submitted Date: 2014-12-1310:5207 113
Supporting Details Status: OPEM
Scoring Criteria Date Last Upciated 2014-12-1310:5207 113

Supplemental Information
~ Communication Details
Additional Documents

D 5798
Actions

Update this Designation - Comments
Propose for Withdrawal

Message
Copy

Comment

BA14C99802ADBASFOCEER AMPLE com on Dec 13, 2014 I have a question about this designation.

= Documents

Uploaded Docurment
Thees are 10 upioaded documents

Upload Docurmnents
Pleaze notec The folowing Tl types are sutsble for upload: g, doc, pdf, and xis

Please describe the uploaded docurment: *

Upload Dacument Chonss File | No tie chozen

Please note, due 10 securty controks, you have 30 minubes 1o save this section or you will be sutomaticaly logged off the system and any changes wil not be saved, Please
refer 1o the SOMS Application and Program Guidance e, for any question If &y problem, pisase contact the HRSA Customer care certer ot 1-800.221-
B33 (TTY for hearing impaired 1-677-597.291 0) Mondsy through Friday (axcept Federal holdays) 800 am 1o 800 pm EST or emal Getlielp@iv sa.gov.
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1. Message: The user has the option to provide additional comments to the Project Officer via the
Message field. The comments sent to the Project Officer as well as the Project Officer responses
will display in the table within the Comments section.

2. “Send Message”: The user must select the Send Message button after entering in desired
comments to the Project Officer to provide information for the inquiry.

3. Document Description: The user must provide a description of the uploaded document prior to
selecting Upload.

4. “Upload”: This button should be selected once the user would like to upload a document.

Business Rules:
e The “Send Message” button must be initiated for the message to be transmitted to the Project
Officer.
e The Document Description must be entered for the file to upload successfully.
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X. ACTIONS

The Actions section of the Designation profile is dynamic based on the status the designation is in. The
following actions will be available for an in progress HPSA or MUAP designation:

Actions

Resume Mapping Application

Copy

Delete

1. Resume Mapping Application: This link will direct the user back to the mapping tool to
complete the in progress designation. The user will be taken to the exact step of where the
application was previously saved. All work completed before exiting the mapping tool will be
saved and displayed on the map.

2. Copy: This link will direct the user through the same process as the copy link located on the
Designation search page discussed in section 6A.

3. Delete: This link will direct the user through the same process as the delete link location on the
Designation Search page discussed in section 6B.

The following actions will be available for a HPSA or MUAP with a status of designated:

Actions

Update this Designation

Propose for Withdrawal

Copy

View On Map

1. Update this Designation: This link will direct the user to the mapping tool to complete an
updated application for the designation.

2. Propose for Withdrawal: This link will direct the user to propose to withdrawal a current
designation.

3. Copy: This link will direct the user through the same process as the copy link located on the
Designation search page discussed in section 6A.

4. View on Map: This link will launch the mapping application to a zoomed-in view of the
associated RSA with no information panels open. While the user can select a basemap, enable
layers, and view data for the associated area. Note that while the map is viewable, the status of
the designation is not affected.

See the Mapping Tool User Guide for more information on the tool’s functionality.
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Important Information to Note: No actions will be available for a Withdrawn migrated HPSA or MUAP
from ASAPS as the geometries were not available for migration into the Shortage Designation
Management System. Designations in all other statues not mentioned above will only have Copy as an
action selection.

The following actions will be available for an in progress Facility designation:

The following actions will be available for a Designated Facility:

Actions

Update this Designation

Propose for Withdrawal

1. Update this Designation: This link will direct the user to the facility application to complete an
updated application for the designation.

2. Propose for Withdrawal: This link will direct the user to propose to withdrawal a current
designation.

The following action will be available for a withdrawn Facility designation:

Actions

Propose for Reinstatement

1. Propose for Reinstatement: This link will direct the user to the facility application to complete a

application for reinstatement.
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XI. UPDATING A DESIGNATION

All designations, whether migrated or new, that have a status of designated have the ability to be
updated by the user. Updating designations will follow the same business rules and functionality as
creating a new application with the Mapping Tool, please reference section 5.

26172 User Guide Test - Map Update Designation

General Information Areyou sUre you would [ike to map update this designation?

Supporting Details Mo, Return to Designation Home Yes, Continue with Map Update
Scoring Criteria

Supplemental Infermation

Additional Documents

Inquiries

Actions

Update this Designation

Propose for Withdrawal

Copy

1. “Update the Designation”: The user will be directed to the page above once this button is
clicked on during any portion of the Designation Profile.

2. “No, Return to Designation Home”: Upon selecting this button, the user will be directed back to
the general information section of the Designation Profile.

3. “Yes, Continue Map Update”: Upon selecting this button, the user will be directed to the
mapping tool to complete an update for the specific designation.
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Once the user selects “Yes, Continue Map Update”, the system will direct the user to the following
image:

Designation Status

You have completed the following steps:
You have not completed any steps yet
Missing steps:

1 Create RSA

2.CAAnalysis

3.Find NND
Supplemental Infarmation Form

Close and come back later

The system will direct the user back to the RSA step of the Mapping tool. The original RSA geometry will
be visible and once the user selects the “Continue” button, the user will be directed to the Mapping Tool
to complete the updated application.

Important Information to Note: For all migrated Designations from ASAPS, only the RSA geometries
were available for migration. The Contiguous Area geometries from ASAPS were unavailable to be
migrated into the Shortage Designation Management System. This means that the user will have to
create the Contiguous Areas with the Mapping Tool for all migrated designations.
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Application Process Steps
- Croate RSA gou s ver)

* RSA Instiuctions

- RSA Steps ooBsck
1 Bave RSA ing View
2 Population Center ring

2 Travel Potygan

= RSA Status.

Incomplete. Please finish pending tasks to continue this
appication.

» @) CAAnalysis

» © Find NND

Supplemental Information:

e Supiomerta riomation Form is avalobie o any tise durngthés
smpication You must enter af infarmation nesded betore subriting this
sapscaton

Saved RSA

Primary Care

found.

~ Eror Datads

« Flease save and validale the RSA

RSA Kame: Blanco County Jureal

Enor: This RBA does not aualify
Flaase see emor detalls 1o T problems.

Hpsa Gaographic, Gaographic Population

Sunset
Villey

Shady
Halow

The first step of updating a designation is to save and validate the RSA. The user should select the “Edit”
link to save the RSA or add and delete components as desired, as displayed below. Once the RSA is
saved, the user should continue with the application just like explained in section 5 of the user guide.

application
appication

~ RSA Steps
1. Save RSA

2 Population Center

Application Process Steps x

~ € Create RSA jrou o o)

* RSA Instructions:

3 Travel Polygon

* RSA Status

Incomplete. Flease finish pending tasks fo continue this
application_

+ @) CA Analysis

+ € Find NND

Supplemental Information
The Suppeementsl miormation Form is available 2t any time ouring this

[1+]

EQtRSA | Insuff. Capacity

Edit RSA

Discipline: Primary Care
Designation Type: HPSA Population

Geographic Population

ComplD

ST Cnty

4

Blanco
all

Enter Adjusted Population @) ‘
me— |

+

Dripping
Spiings

" Valente

Lakeway
Beecase
Lost
Wedt
Ny
Sunset:
Valley

San Leann.

Driftwoad

Mountain
City
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XIl. CANCELING AN UPDATE

If the user would like to cancel an update of a current designation, the user will need to navigate to the
designation profile of the update application.

32948 Allen County - General Information

General Information

Fublic IO U
Supperting Details Designation Name Allen County
Scering Criteria Designation Type Hpsa Geographic High Needs
Supplemental Information Designation Option Geographic Population
Additional Documents Discialine Primary Care
Inquiries Status In progress
Actions PCO Submission Date /A
Resume Mapping Application Initial Designation Date /A,
Cancel Update Last Approved Designation Date [N
Wiew Original Designation I3 High Neecis es

Designation Population 17

Adjusted Population [N

Prowider FTE A

Population: Pravider FTE null: o

RSA Type Full-County

1. Cancel Update: The user should select this action to cancel the update. Once canceled, the user will be
able to complete a new update, if desired. Important Information to Note: The delete button on the
search results will not be applicable for update applications.
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XIll. PROPOSE FOR WITHDRAWAL

The user has the ability to propose for withdrawal any HPSA, MUAP, OFAC or State/County Mental
Hospital designation with a status of Designated.

5425 User Guide Test - Propose for Withdrawal

General Information The following designations will be affected by withdrawing this designation

i i Please provide details regarding the withdrawal request. *
Supporting Details J

Scoring Criteria

Supplemental Information ArE you SUre you would like to propose this designation for withdrawal?

No, Return to Designation Home Y¥es, Propose for Withdrawal

Additional Documents

Inquiries

Actions

Update this Designation

Propose for Withdrawal

Copy

1. “Propose for Withdrawal”: The user will be directed to the page above once this button is
clicked on during any portion of the Designation Profile.

2. “No, Return to Designation Home”: Upon selecting this button, the user will be directed back to
the general information section of the Designation Profile.

3. “Yes, Propose for Withdrawal”: Upon selecting this button, the system will submit the
designation to review for proposed for withdrawal.

Important Information to Note: The user must enter an explanation in the text box on this page in order
to submit the designation for proposed for withdrawal.
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IX. PROPOSE FOR REINSTATEMENT

The user has the ability to propose for withdrawal OFAC or State/County Mental Hospital designation
with a status of Designated.

16276 Free Clinic of Central Virginia - Propose for Reinstatement

General Information ArE yiou sUre you would like to propose this designation for reinstatement?

Mo, Return to Designation Home Yes, Propose for Reinstatement

Supporting Details
Scoring Criteria
Additional Documents

Inguiries

Actions

Propose for Reinstatement

1. “Propose for Reinstatement”: The user will be directed to the page above once this button is
clicked on during any portion of the Designation Profile.

2. “No, Return to Designation Home”: Upon selecting this button, the user will be directed back to
the general information section of the Designation Profile.

3. “Yes, Propose for Reinstatement”: Upon selecting this button, the system will direct the user to
the facility application. Please see the Facility Form User Guide for more information.
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