@ Octavia-COMMUNITY Tip Sheet

PRTF/POITF Translator Instructions

o Paste these completed files into
format templates to send to MCP

Review for accuracy

.

1 Paste MIF HERE 2 Paste O. Export 1 HERE 3 Paste O. Export 2 HERE Biling Decisions File Submission Helper PRTF to CenCal PIOTF to CenCal

© O © f

You MUST enter a file
Paste Data into these 3 Tabs creation date

©,

Summary:
1. Paste data from the MIF and two Octavia exports into tabs 1-3.
2. Complete Billing Decisions tab 4.
3. Use the File Name Submission helper.
4. Filter and copy CIN’s from Billing Decisions into the PIOTF tab.

Transfer your completed PRTF and PIOTF to formatted templates and send securely to
CenCal. Be sure to use a secure HIPAA transfer method.

ATTENTION
, PLEASE

“PASTE SPECIAL VALUES”
’ o VS.
FQNE “PASTE”

These are NOT the same! Be sure to notice the instructions.

{The following pages provide step-by-step instruction.}
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Excel has various types of Paste Sp
in your version of Excel.

Copy
Paste

Paste Special > Paste

Smart Lookup... a Formulas

ecial > Values. You may see any or all of these

X cu
By Copy

Oy Paste Options:
<o

o o o
O Loy LA L2813

Formulas & Number Formatting Paste Special...

Insert Copied Cells Keep Source Formatting
Delete... No Borders

Insert Copied Cells...

Clear Contents Keep Source Column Widths Delete...

Transpose
Filter >

Clear Contents

sor ;

New Comment

New Note Values & Source Formatting

Format Cells... 1 Formatting
Pick From Drop-down List... Paste Link
Define Name... Paste Picture

Pacta Pirtura | ink

Paste Special

Source: Microsoft Excel Worksheet
Complete!R1C1:R11C4

As:

Values & Number Formatting

Filter v ite Options

= P& &

Insert Comment

Paste Special...
Farmat Cellc

L9

Al using Source theme
Al except borders

© | [Microsoft Office Word Document Object

Picture (Windows Metafile)

Picture (Enhanced Metafile)
HTML Format

Unformatted Unicode Text

Formatted Text (RTF,
o Pomias and rember formats

e R Nakoes! Cok T

Valyes and number formats

Al merging conditonal formats

Result

@,; can activate it using Microsoft Excel 12.
n

NOTE: When given an option to
convert, select “Don’t Convert”
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Pastes the contents of the Clipboard into your presentation so that you

Muitiply
Divide

o]

By default, Excel will perform the following data conversions
in this file:

« Remove leading zeros

Do you want to permanently keep these conversions?

Convert

Don't Convert

Don't notify me about default conversions in .csv or similar files.
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Paste MIF HERE

Step 1: Get the MIF for your reporting period.

STEP 2: COPY the MIF (figure 1)

STEP 3: Paste MIF into Tab 1 of the Translator Tool.

Use Paste Special Values.

(@] AutoSave @ oFf () B 92v 0O
Home Insert Draw  Page Layout Formulas
ﬂlil" & Calibri (Body) vz VA

Paste B I Uwv

v Jx

&y A

1234567

AutoSave @ orr

‘ A | 8 I

1234567 MIF sample data

© D

| |

® 7
Home Insert Draw Page Layout Formulas D
Eﬁv & Calibri vy A A
@~
Paste < B r Uo 2 v Ao
G34 - fx
A B © D E

1234567 MIF sample data
1234567 MIF sample data
1234567 MIF sample data
1234567 MIF sample data
1234567 MIF sample data

D VA WN -

FIGURE 1: Click on the triangle to highlight
the contents of the entire MIF. The entire

[ VR SR

1 Paste MIF HERE |

FIGURE 2: Paste Special Values into cell A1 of Tab 1

sheet should turn grey.

A
[: Cut

Copy
Paste

Paste Special >

Smart Lookup...

Paste

Formulas

Keep Source Formatting
No Borders

Insert Copied Cells
Delete...

Formulas & Number Formatting

T Cut
Ee Copy
iy Paste Options:
P N
D L3 LA LEP 12 e Paste

Paste Special

Insert Copied Cells

13 Clear Contents Keep Source Column Widths Delete
Transpose - ~
i‘; Filter > > Clear Contents Paste Values
o son > el B
17 N Values & Number Formatting 123 U3 /
18 lew Comment ) Fier ,
o New Note Values & Source Formatting - Values (V) ite Options
2 i So >
o Format Cells... Formatting ort @ [_\" [5] (—ﬁ
i (w2
22 Pick From Drop-down List... Paste Link 2> LBd ema

Paste Picture

Pacte Picture | ink

Define Name...

LS Insert Comment
. Paste Special...

Farmat Cellc

FIGURE 3: Variations in Excel of Paste Special Values

Mast082024.v7




@ Octavia-COMMUNITY Tip Sheet

2 Paste O. Export 1 HERE

STEP 1: Query “Monthly Reporting for PRTF Translator”

Select an Existing Query X

The dates used in the query should

— Shared match the date range of your MIF.
+ A SLO Public Health Recommended Queries
+ Sarah Demo

+ CHC This is the same date range you will
= Enhanced Care Management use for your Export Report in the next
— ECM Manager
I @ Monthly Reporting for PRTF Translator I Step as WE"
Active ECM clients per Provider

@ Active ECM total

STEP 2: Export “Monthly Reporting for PRTF Translator”

Export Report

Typically used WITH a query to narrow your client lst.

© Client List (including custom configurations) @

Are you sure you want to export the current results in the list? Be sure you have set proper limits on the total size of data exported (The maximum is 1000 episodes).
You are about to download confidential patient data. Please remember to protect all PHI and thoroughly delete it as soon as you are finished with your task

Export Configuration:

v Default Configuration J

Street Medicine Monthly Reporting

PRTF Export for Translator Tool (Tab 2)
ECM Return Transmission File -Sarah 1

ransmission File- PRTF

g (Query for your month FIRST)

g
s in YOUR Agency ONLY @
OSA Only: Export AL contacts ALL Agencies

() AutoSave @orr (1) &

STEP 3: COPY the exported report | Home insert Draw  Pagelayout  For
and paste the exportinto cell A1 | [[17gy. ' L
of Tab 2.

Paste 6 B I Uwv ;v 2\,

N58 - fx
Use Paste Special Values. A B c b

1 A

2

3

4

5

6

2 Paste Export 1 HERE
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3 Paste O. Export 2 HERE
Export Report

STE P 1 : U Se SpeCia | EXpo rt Typically used WITH a query to narrow your client list.

Client List (including custom configurations) @

“Export Contact Count Dates by
Agency(s)”

Special Exports:

No query necessary. Simply add appropriate dates.
Export Transitional Care Contact Count Dates @

USE THE SAME DATE RANGE AS o Export Contact Count Dates by Agency(s) @ I

IN THE QUERY YOU USED IN THE o o) [W 5o
EARLIER STEP. Date is required. Date is required.

Export Contact Count Dates for Users in YOUR Agency ONLY @
OSA Only: Export ALL contacts ALL Agencies

STEP 2: COPY the exported ® 0 s @ () B B
Home Insert Draw Page Layout Forr
report and paste the export T
Sy alibri v 1 v
into cell Al of Tab 3. ] @” B I Uv Hiv &-
Use Paste Special Values. Nss A P
A B C D
1 A
2
3
4
5
6

4 Biling Decisions

e If aclientis enrolled (status 3), they should have a benefit start/end date.
o You can manually add dates in columns G & H if needed.

e |[f aclient has discontinuation code, they should have been enrolled in ECM (status 3).
e Review assigned LCMs. If needed, refer to the # of contacts per navigator.

Activity Counts o . . .
Navigators i Apoynd This indicates that:
more) H
1|ASmith 13 Navigator 1 has 3 counts
1|A.Smith 113 Navigator 2 has 5 counts
1ASmith 2(BJones 120 oo Navigator 3 has 4 counts
3|D.Hall 4|E.Cole Navigator 4 has 3 counts
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@ File Submission Helper

You must complete this step to have your PRTF creation date filled in correctly.
Follow the instructions on the sheet. Simply fill in the highlighted fields.
e Select PRTF or PIOT
e Enter the month and year of this report period ***This should match the
date range on the MIF and the dates you used for your 2 export reports.
e Enter the date of this report (usually TODAY). MM/DD/YYYY
e Copy the LIGHT GREY version of the file name
e Paste Special Values into the cell indicated. This is your properly
configured file name to send back to the Managed Care Plan.

Your PRTF is complete. It currently contains FORMULAS. You will use
the “pRtf-TEMPLATE” to remove the formulas and ADD formatting.

AutoSave @orF () B 92v(

STEP 1: COPY the data from this sheet. | teme mert omw Pagetaou  rom
F/—\"Dv & Calibri (Body) vz A

pe 4 B I Uv Hiv Qv A

A o fx 1234567

A A | B | ¢ | b

1234567 MIF sample data
1234567 MIF sample data

1234567 MIF sample data
1234567 MIF sample data
1234567 MIF sample data

STEP 2: Paste Special Values into the pRtf-TEMPLATE for formatting.

STEP 3: SAVE AS the file name created in the File Submission Helper.

@ File Submission Helper Usable File Name -> | PRTF_1518064948_SanLuisObi_022024_08
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PIOTF to CenCal

To prepare the PIOTF, you will revise Billing Decisions.

STEP 1: Review Billing Decisions.

A. Lead Case Manager: Octavia can attempt to automatically fill in the LCM (Column V) if there is
only 1 LCM listed, or if one of the LCMs has more contacts with the Client. Even so, that may not
be correct, so please review for accuracy. Use the drop-down menu to modify. Break ties if
needed.

B. Filter Column A: Uncheck “Blank” and “Not ECM”
(see Figure 12)

C. Filter Column V:
Uncheck “Blank” and “N/A”

The Billing Decisions sheet is now reduced to ECM Clients whom you’ve determined HAVE HAD a

contact within the reporting period.

Mast082024.v7

(see Figure 13)
B C D E
1 ¢l [=] [*] (]
) Q R S T v
2| Sort [~] 6/ 25/ 24 & [ - [~] [x]
6/26/24
B A : 2 5 Lead Case Manager Na
a Z ¥ Ascending 4+ Descending L R Sort
s |s P e e Isabella Hagwood 24 Ast.:ending %4 Descending i
6 |l Allison Brandum, R.N. Shias Gl
7 |- ilter Kathleen Welles Filter
8 S Nl " By color:  None (2] Kathleen Welles Sl bl L
g |e = Choose One e
10 |4 calfle cenlle ChooselOns e Isabella Hagwood Q| )
& AUISUII Ol atiau, RN,
11 | lQ ] Isabella Hagwood Emily Davenport, R.N.
12 | e sl 8 YIvLII9/T abalia Fagwood Isabella Hagwood
il el ey Kathleen Welles
= 99692668G ::::u: :zw: Lead Case Manager Name
i i 99782294E Kathleen Welles e
15 Sarah Reinhart, MPP
99864773D e 5
LI 99937205F
18 Not ECM Client
0 fcamns Policy # (CIN) FIGURE 13: Filter column Q
% *
P (Blanks)
2 Auto Apply
FIGURE 12: Filter column A
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D. Copy Column A of Billing Decisions (Figures 14 & 15)

. S . 1
Click your cursor here to highlight the entire Column A 2
A B C
T - -
2 1 ‘L M El
A B c .
T ; Policy # (CIN) Client Age
1 2 ] +] 1234567 |name Billing A 124
1 Policy # (CIN) Client Age 1 1234567 [name Billing A 124
1234567 name Billing A 124 4234567 | name Bflling A 124
1 1234567 name Billing A 124 2 1234567 |name Billing A 124
1234567 name Billing A 124 3 1234567 |name Billing A 124
2 1234567 name Billing A 124 4 1234567 [name Billing A 124
3 1234567 name Billing A 124 5 1234567 [name Billing A 124
4 1234567 name Billing A 124 6 1234567 |name Billing A 124
5 1234567 name Billing A 124 -
= 1234567 name Billing A 124 7 1234567 |name Billing A 124
7 1234567 name Billing A 124
FIGURE 15: When done correctly, the
- column header (A) and the entire column is
FIGURE 14: Copy Column A of Billing o )
. highlighted in green.
Decisions

E. Pasteinto Column A in the PIOTF tab (Figures 16 & 17)

Click your cursor here to highlight the entire Column A A B c D
1 [v] [v] [~]
5 | Policy #(CIN) | PROVIDER_TYPE | OUTREACH_DATE | OUTREACH_METH
A B c D
i = <] I~ = : 1234567
a CIN PROVIDER_TYPE | OUTREACH_DATE | OUTREACH_METHOD
| 1234567
3 4
4 1234567
5
|5
6 1234567
6
7 1 PIOTF to Cencal

PIOTF to Cencal

FIGURE 16: Select column A in the

PIOTE tab. The header and column FIGURE 17: Paste into column A of the PIOTF

will be highlighted in green.

G

>
</

§;;
Your PIOTF is complete. It currently contains FORMULAS. You will use
the “pRtf-TEMPLATE” to remove the formulas and ADD formatting.
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STEP 1: COPY the data from this sheet. | TIOTF to CenCal

STEP 2: Paste Special Values into the PIOTF-TEMPLATE for formatting.

STEP 3: SAVE AS the file name created in the File Submission Helper.

5 \ File Submission Helper v

Usable File Name -> [[PIOTF_1518064948_SanLuisObi_022024_08262024

Clean up your Translator for next use.

([ ] AutoSave @ oFr () 2 92vC
Home Insert Draw Page Layout Formulas
ﬁ“jv & Calibri (Body) vz VA
Paste : B I Uv Hiv v AL
. A B C D
A : 1 s
) Cut Z
A A i : Copy Autc
1] 1234567 |MIF - Paste @ = F = =
2— 1234567 MIF © Paste Special > F|||
3 | 1234567 MIF | Smart Lookup... | Format Cell
4| 1234567 MIF ' | as Table Styles & Cles
5 | 1234567 MIF 10 —
6 1234567 MIF Delete...
2
14 Filter >
1: Sort > | M P
b/
Py New Comment
FIGURE 18 NEVER DELETE ROWS OR COLUMNS
Click on the triangle to highlight ALL of
the page contents and Clear Contents
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