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I. Instructions for Setting up Clinical Fusion for 2009-2010 New School Year

Note:  This should be done at the beginning of the school year, prior to data entry. The data export for fiscal year 2008-2009 should have already been submitted to and approved by OPH/ASHP as per the Instructions on How to Export Data in the 2008-2009 Clinical Fusion Instructions and Set-up Categories Manual. (In 2008-2009, data will no longer be exported in this manner. Please see Section XII.)
1. Complete the New Year Clean up. Go to the Clinical Fusion Administration and select data utilities. On the right-hand side, select New Year Clean up. This wizard will walk you through the process of archiving the 2008-2009 data and preparing your database for the 2009-2010 year. The date that you will use in the wizard (both boxes) is 7/1/09. This is the reference date for archiving the contacts and advancing the students’ grades. 

2. Remove the graduates from your database. Go to the Clinical Fusion Administration and select data utilities. On the right-hand side, select Remove Graduates. This wizard will walk you through removing those students who have graduated from your SBHC. Just as in previous years, you will want to select the grad that is appropriate for your SBHC. For example, if your SBHC only goes to 5th grad, then 6 will be the one you choose to remove. If your SBHC goes 12th grade, then GRADUATE is the item you want to remove. By removing the graduates, you will be placing the selected group into an archive file and not actually deleting them. 

* Please remember, this process must be done In Order for your computer and database to run smoothly.
II. Instructions on How to Delete Old and Enter New Diagnostic Groups, Procedure Categories, and Supplementary Diagnostic Groups
Note:  All new and existing SBHCs, please do steps 1, 2, & 3 prior to installing New Set-up Codes.
Step 1: How to Delete Old and Enter New Diagnostic Groups
1. From the Clinical Fusion Administration Welcome Screen and under Setup Tables, select Element Tables tab. 

2. A list of all the different types of Categories will pop up.

3. Scroll down the list; double click on Diagnostic Group.

4. Delete the old Diagnostic Group list located on the left.

5. To delete, click each category once to highlight and then click the Delete tab. 

6. Go to Appendix A and add in the new Diagnostic Groups (22 categories).
7. To add, click New tab located on the right and enter a new category. 
8. Click Ok tab at the bottom to save.

Step 2: How to Delete Old and Enter New Procedure Groups
1. Repeat number 1 and 2 from (step 1). 
2. Scroll down the list; double click on Procedure Category.
3. Delete the old Procedure Category list located on the left.

4. To delete, click each category once to highlight and then click the Delete tab. 

5. Go to Appendix A and add in the new Procedure Categories (9 categories).
6. To add, click New tab located on the right and enter a new category. 

7. Click Ok tab at the bottom to save.

Step 3: How to Delete Old and Enter New Supplementary Diagnostic Categories

1. Repeat number 1 and 2 from (step 1).
2. Scroll down the list; double click on Supplementary Diagnostic Group.

3. Delete all the old Supplementary Diagnostic Group categories but, keep “No Supplementary Diagnostic Group” from the list located on the left.

4. To delete, click each category once to highlight and then click the Delete tab. 

5. Go to Appendix A and add in the new Supplementary Diagnostic Group (11 categories).
6. To add, click New tab located on the right and enter a new category. 

7. Click Ok tab at the bottom to save.

III. Instructions on How to Install New Setup Codes

Note:  Please remember that the “New Year Clean Up” has to be done prior to installing the new
setup codes.  The new setup codes can be accessed and downloaded online by clicking the
link below:
http://www.dhh.louisiana.gov/offices/page.asp?ID=255&Detail=6770  
Also note: The location of the download of the "New Setup codes" from online is very important.
Please remember the location of the downloaded file for importing later. The downloaded
file can be saved to local "C" drive or floppy disk.

1. From the Clinical Fusion Administration Welcome Screen, select Data Utilities and then
click the Import button. The Importing Wizard appears to guide you through the importing process. 

2. Click on the Next button to continue the importing process.

3. Highlight Setup Tables and then click Next button. 

4. Place the Setup Code Disk in your floppy drive or skip this step if the Setup Code file is located on "C" drive.
5. Click Browse to locate the import file downloaded from online.
6. Highlight file name: “New Setup Codes~6-1-09.stp.”

7. Click Open to add file to Import Location and then click Next. 

8. Place a check next to option “Replace all other Clinical Fusion setup information with

imported setup information” and then click Next.

9. The importing of the New Setup Codes will take place. 

10. Please do not attempt to do anything with your computer until it says “Operation Complete.”

IV. Instructions on How to Generate Daily Visit and Monthly Integrity Reports (These are required in the LAPERT I, number 21.) 
Note:  The visit reports should be done daily.  It is strongly recommended that the integrity reports be done monthly, but at least quarterly.

1. Daily visit reports (LAPERT I, #21 c)  
Open the Contact folder. Select the General template. In the Show frame place a check next to Details, Detail Headers, and the drop down box should read Contacts. Under the Grouping tab place a check next to Name (Last First), Birth Date, Provider and School (Current) under the Grouped by column. Also, place a check in the Show column for Diagnosis Code and Procedure Code. Press Preview to see report and check for fields that say “empty”. Save this template as the Daily Visit Report.  

2. Monthly integrity report (LAPERT I, #21 e)
Open the Contact folder. Select the General template. In the Show frame place a check next to Details, Detail Headers, and the drop down box should read Contacts. Under the Grouping tab place a check next to Birth Date, under the Grouped by column. Also, place a check in the Show column for Sex, Race, Grade (Current), Insurance Carrier (Primary), Diagnosis Group and Lab Result. Press Preview to see report. Save this template as the Monthly Integrity Report.
V. Instructions on How to Generate ASHP Statistical Report for Contract Compliance

Non-Students Information

How to Set-up School Name “Non-Student”  

Log into Clinical Fusion Administration and click on Schools under Set-up Table. Click on New and enter “Non-Student” under name. Click Ok to save information. Log out of Clinical Fusion Administration. 

Instructions

	
	Date Ranges
	Due date

	First Quarter
	Date SBHC Opened to 9/30/09
	10/31/09

	Second Quarter
	Date SBHC Opened to 12/31/09
	1/31/10

	Third Quarter
	Date SBHC Opened to 3/31/10
	4/30/10

	Fourth Quarter
	Date SBHC Opened to 6/30/10
	7/15/10


Use the date range above for this report only.

Total Students and Non-students Registered in SBHC  
Open the Person folder. Open the Registrants folder. Select the first template you see. In the Show frame place a check next to Count. Under the Grouping tab uncheck everything and then place a check next to School (Current) under the Grouped by column. Press preview to see your report. Save this template as the Total Students and Non-students Registered in SBHC. 

	
	Date Ranges
	Due date

	First Quarter
	7/1/09 to 9/30/09
	10/31/09

	Second Quarter
	7/1/09 to 12/31/09
	1/31/10

	Third Quarter
	7/1/09 to 3/31/10
	4/30/10

	Fourth Quarter
	7/1/09 to 6/30/10
	7/15/10


Use the date range above for the following reports.

Total Student Patients - 

Open the Contact folder. Select the General template. In the Show frame place a check next to Count and change the Contacts in the drop down box to Persons. Under the Grouping tab place a check next to School (Current) and Primary Provider under the Grouped by column. Press preview to see your report. Save this template as the Total Student Patients. 
Total Student and Non-student Visits - 

Open the Contact folder. Select the General template. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to School (Current) under the Grouped by column. Press preview to see report. Save this template as the Total Student and Non-student Visits.

Total Preventive Histories and Physicals with Risk Assessments on Student Patients - 

Open the Contact folder. Select the General template. In the Show frame place a check next to Count and change the Contacts in the drop down box to Persons. Under the Grouping tab place a check next to School (Current) and Diagnosis Code under the Grouped by column. Under the Custom Criteria tab place a check next to Diagnosis Code on the left side. In the Operators box it should say Is One Of and in the Value(s) box add codes V20.2 & V70.0. Press preview to see report. Save this template as the Total Preventive Histories and Physicals with Risk Assessments on Student Patients.  

Total Medicaid/LaCHIP/KIDMED Student Patients - 
Open the Contact folder. Select the General template. In the Show frame place a check next to Count and the Contacts in the drop down box to Persons. Under the Grouping tab place a check next to School (Current) and Insurance Carrier (Primary) under the Grouped by column. Under the Custom Criteria tab place a check next to Insurance Carrier (Primary) on the left side. In the Operators box it should say Is One Of and in the Value(s) box add Medicaid, LaCHIP, and KIDMED. Press preview to see report. Save this template as the Total Medicaid/LaCHIP/KIDMED Student Patients
VI. Instructions on How to Generate ASHP Biannual Statistical Service Report

	
	Date Ranges
	Due date

	Mid-year
	7/1/09 to 12/31/09
	1/31/10

	End-of-the-year
	7/1/09 to 6/30/10
	7/15/10


Use the date range above for the following reports.

Patient Insurance Status (unduplicated) -

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and change Contacts in the drop down box to Persons. Under the Grouping tab place a check next to Insurance Carrier (Primary) under the Grouped by column. Press preview to see your report. The Insurance carrier will appear on the left and the totals on the right. Calculate all of your private insurance carriers together and place the remaining figures under the appropriate headings on the Biannual Statistical Services Report for patient insurance status (unduplicated). 

Insurance Status by Visits (duplicated) -

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Insurance Carrier (Primary) under the Grouped by column. Press preview to see your report. The Insurance carrier will appear on the left and the totals on the right. Calculate all of your private insurance carriers together and place the remaining figures under the appropriate headings on the Biannual Statistical Services Report for insurance status by visits (duplicated). 

1. Individual Patients, by Sex (unduplicated visits) - 

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and change the Contacts in the drop down box to Persons. Under the Grouping tab place a check next to Sex under the Grouped by column. Press preview to see your report. The sex will appear on the left and the total will be on the right. Record these figures as the Number of Individual Patients, by Sex (unduplicated). 

2. Total Visits, by Sex - 

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Sex under the Grouped by column. Press preview to see your report. The sex will appear on the left and the total will be on the right. Record these figures as the Total Visits, by Sex.

3. Total Visits, by Age - 

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Age Years (at Service) under the Grouped by column. Press preview to see your report. The age will appear on the left and the total will be on the right. Record these figures as the Total Visits, by age.

4. Total Visits, by Race - 

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Race under the Grouped by column. Press preview to see your report. The race will appear on the left and the total will be on the right. Record these figures as the Total Visits, by Race.

5. Lab Services - 

Open the Contact folder. Open the Lab Tests folder. Select by Result template. Press preview to see your report. The lab results will appear on the left and the description and the total will be on the right. Place the totals on the biannual report in the left column of the lab results and place those labs, which are positive, in the right column.  For HIV results and labs sent out and not processed onsite, do not include results.   
6. Visits by Provider - 

Open the Provider folder. Select the Contacts by Provider template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab, the only thing that should be checked is Provider (last First) under group by. Press preview to see your report. The Provider will appear on the left and the total will be on the right. Record these figures as the Visits by Provider.

7. Immunization - 

Open the Contact folder. Open the Immunization folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Procedures. Under the Grouping tab place a check next to Immunization under the Grouped by column. Press preview to see your report. The Immunizations will appear on the left and the total will be on the right. Record these figures as the Immunizations.

8. Total Visits by Diagnosis Category - 

Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Diagnosis Group (Primary) under the Grouped by column. Press preview to see your report. The diagnosis group will appear on the left and the total will be on the right. Record these figures as Total Visits by Diagnosis Category. 

9. Referrals - 

Open the Tickler folder. Select the Contacts template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Tickler Sub Type under the Grouped by column. Press preview to see your report. The Referrals will appear on the left and the total will be on the right. Record these figures as Referrals. 
10. Mental Disorders - 
Open the Contact folder. Select the General template below. In the Show frame place a check next to Count and the drop down box should read Contacts. Under the Grouping tab place a check next to Diagnosis Group (Primary) and Supplementary Diagnosis Group (Primary) under the Grouped by column. Supplementary Diagnosis Group (Primary) should be listed first. Under Custom Criteria tab place a check next to Diagnosis Group (Primary) and the value should be entered as Mental Disorders. Press preview to see your report. The Diagnosis will appear on the left and the total will be on the right. Record these figures as Mental Disorders.  
VII. Instructions on How to Setup Clinical Fusion for Diabetes Screening and Entering Data into Clinical Fusion 
Note:  For any SBHC participating in the Best Practices for Prevention in SBHCs Diabetes Screening, use the following instructions for setting up and entering data in Clinical Fusion.  There is a space on the encounter form for the required information: height (in inches), weight (in lbs), blood pressure (systolic and diastolic) and glucose value (random or fasting).

Step1: Setting Up Clinical Fusion/Measurement Units Default for Diabetes Screening Data Entry 

1) From Clinical Fusion, select Tools and then click Options
2) Select Entry Defaults tab

3) Select Miscellaneous tab

4) Uncheck first box (initially show measurements using the Metric system)

5) Under Miscellaneous tab, where it says Users Measurement 1 enter the word “Random,” and where it says Users Measurement 2 enter the word “Fasting”

6) Click OK to save the changes

7) Exit out of Clinical Fusion and re-enter back in so that the changes can take place

Step 2: Entering Data for Diabetes Screening in Clinical Fusion

1) Data person has to do a long version contact using the intermediate or complex medical visit and not quick contact or batch contact.
2) Under Objective tab, enter information for categories Vital Signs and Measurements. 

3) Under Vital Signs category, enter Blood Pressure information.

4) Under Measurements category, enter Height, Weight and Glucose Value. Make sure to enter Glucose Value into the Random or Fasting box and not both. 

5) Please remember to use Pounds and Inches as your measurement units, not kilograms and centimeters.

6) Under Plan tab and then Tests/Orders sub-tab, select the correct Tests/Orders code. The two CPT codes one can use for the Diabetes Screening lab test are either 82947QW or 82962.

7) Under Diagnosis sub-tab, please enter ICD-9 code v77.1 for Diabetes Screening. 

Note: You must follow the Instructions for Setting Up Clinical Fusion for Diabetes Screening Data Entry (step 1) prior to entering any data (step 2).
VIII. Instructions on Entering Disposition

Note: We would like all SBHCs to capture disposition information located in your tickler when entering encounters. Please use the following instructions for setting up 2 new categories and how to enter data in Clinical Fusion. There should be a total of 4 disposition categories in your tickler. 
Step 1: Setting Up Clinical Fusion/2 New Categories for Disposition Data Entry
1. Open Clinical Fusion Administration
2. Go into Element Tables
3. From the list of all the different categories located on the left side, go into Disposition category

4. Please add  the following 2 new categories:

a. Call 911/ER referral via parent

b. Other urgent referral

5. To add the 2 new categories listed above, for each one, click on New, add in the category, click Enter to save.

Step 2: Entering Data for Disposition in Clinical Fusion

1. When using Batch Entry, Complex Medical Visit or Intermediate Visit Contact Template, select a category from the Disposition drop down box. 
2. When using Contact Quick Entry, just select a category from the Disposition drop down box.

IX. Instructions on Entering Data for Comprehensive Physicals in Clinical Fusion 

Note:  Beginning with the 2003-04 school year, it is a requirement of OPH-ASHP that for all comprehensive physical exams done on students in the SBHC, the following information be collected on the encounter form (see space on form) as well as in Clinical Fusion:  height (in inches), weight (in pounds), and blood pressure (systolic and diastolic). 

1. Data person has to do a long version contact using the intermediate or complex medical visit and not quick contact or batch contact. 

2. Under Objective tab, enter information for categories Vital Signs, Measurements and Physical Exam.

3. Under Vital Signs category, enter Blood Pressure information.

4. Under Measurements category, enter Height and Weight information. 

5. Please remember to use Pounds and Inches as your measurement units, not kilograms and centimeters.

6. If your SBHC Director requires, under Physical Exam category, enter Physical Exam information (OPH-ASHP does not require at this time). 

X. Instructions on How to Perform a System Backup 

Note:  The system backup should be performed a minimum of once per week. 

1. From the Clinical Fusion Administration Welcome Screen, select Data Utilities and then click the Database Backup button. The Backup Wizard appears to guide you through the backing up process. 

2. Click on the Next button to continue the backing up process.

3. From the top box, click Browse and select a location to backup to Primary Location and make sure to add the current date to the end of the backup file name (example: Backup 5-10-08).

4. From the bottom box, click Browse and select a location to backup to Secondary Location just incase the Primary Location fails. Also, remember to add the current date to the end of the backup file name. 

5. Click the Finish button and the backing up process takes place. 
XI. Instructions on How to Copy Your Current Database
1. Double click the following in this order: the “C” drive, the Program Files Folder, the Clinical Fusion Folder, and last, the Data Folder.

2. Copy the file “CFData.mdb” and not “CFData~saved~.mdb”.
3. Go to a folder where you would like to save this copy. 

4. Go into that folder and paste the file. 

XII. Instructions on How to Delete and Enter New Provider Type 

Note:  The category “Health Educator” was deleted from the original menu. 
Step 1: How to Delete Health Educator Provider Type Category

9. From the Clinical Fusion Administration Welcome Screen and under Setup Tables, select Element Tables tab. 

10. A list of all the different types of Categories will pop up.

11. Scroll down the list; double click on Provider Type category.

12. From the list on the left, click one time to highlight Health Educator.

13. Click on the Delete tab located on the right. 

14. Click Ok tab at the bottom to save.

Step 2: How to Enter New Provider Type Category
1.   From the Clinical Fusion Administration Welcome Screen and under Setup Tables, select         Element Tables tab. 

2.   A list of all the different types of Categories will pop up. 

3. Scroll down the list; double click on Provider Type category.

4. Click on the New tab located on the right and enter a new category name. You should repeat this step if you want to enter another category. 

5. We would like everyone to enter these standard categories (NP, RN, SW/LPC, MD, Dentist, Dental Hygienist, Dietician, Prevention Specialist, Psychologist, and Psychiatrist) into their Clinical Fusion under Provider Type. If you need to add a different provider type that is not on this list, please send your request to the ASHP Office via email to Truc.Le@La.Gov  or by fax to 504-361-6949 (in the same way you would for categories for codes). The category “Other” is not to be entered as a category.

6. Click Ok tab at the bottom to save.

XIII. Instructions on How to Export Data 

For 2008-09, Clinical Fusion exports will contain protected health information, therefore data exports can no longer be sent to OPH via email or mail. Please contact OPH for information on how to upload the export to the DHH Secure Server. 
	
	Date Ranges
	Due date

	Mid-year:
	7/1/08 to 12/31/08
	1/31/09

	End-of-the-year:
	7/1/08 to 6/30/09
	7/15/09


1. From the Clinical Fusion Administration Welcome screen, select Data Utilities and then click the Export button. The Export Wizard appears to guide you through the exporting process. 

2. Click on the Next button to continue the export process.

3. Highlight State Files to export. Click Next button.

4. Enter the date range into the From and To boxes only. Click on the Next button to continue. 

5. Place a check in the option to include personal identification fields.

6. Click Browse to select a location where to export to.
7. Click Finish to process the export of the State File. 

This export is due to OPH-ASHI on January 31 and July 15 each year.

	APPENDIX A


	CLINICAL FUSION SETUP CATEGORIES

	DIAGNOSTIC GROUP
	PROCEDURE CATEGORY

	KEY
	DESCRIPTION
	CODE RANGE
	KEY
	DESCRIPTION
	CODE RANGE

	INF
	Infectious & Parasitic Diseases
	001-139
	E/M
	Evaluation and Management
	99201-99409, 99420-99499 with & without modifiers (exception: 99211 AJ is under Mental/Behavioral Health) Dum9920, T1001

	NEO
	Neoplasms
	140-239
	ANES
	Anesthesia
	00100-01999

	END
	Endocrine, Metabolic, Immunity
	240-279
	PROC
	Surgery/procedure
	10021-69990

	BLD
	Blood
	280-289
	RAD
	Radiology
	70010-79999

	NER
	Nervous System & Sense Organs
	320-389
	LB
	Lab
	80047-89365 with & without modifiers, Q0111-Q0115, 99000

	CIR
	Circulatory System
	390-459
	IM
	Immunization
	90281-90749

	RES
	Respiratory System
	460-519
	MED
	Special Services & Reports
	90760-90779, 90918-98943, 98960-98962, 98966-98969  99001-99199 & 99500-99607 with & without modifiers, All J codes

	DIG
	Digestive System
	520-579
	BH
	Mental/Behavioral Health
	90801-90911, 99211 AJ

	GEN
	Genitourinary System
	580-629
	DNS
	Dental Services
	DXXX (All dental codes)

	PRE
	Complications of Pregnancy, Childbirth
	630-677
	
	
	

	SKN
	Skin & Subcutaneous Tissue
	680-709
	
	
	

	MUS
	Musculoskeletal System
	710-739
	
	
	

	CON
	Congenital Anomalies
	740-759
	
	
	

	PRN
	Conditions of the Perinatal Period 
	760-779
	
	
	

	SAS
	Symptoms, Signs & Ill-Defined Conditions
	780-799
	
	
	

	INJ
	Injury & Poisoning
	800-999
	
	
	

	ENV
	Environmental Event as Cause of Injury
	E800-E999
	
	
	

	PRV
	Preventive Health, Observation, Exams
	V01-V09, V20-V39, V66-V68, V70-V78, V80-V86
	
	
	

	ECO
	Psychosocial & Economic Circumstances 
	V60-V64
	
	
	

	MIS
	Miscellaneous
	V10, V12-V19,V41-V59, V69
	
	
	

	HED
	Health Education
	V65
	
	
	

	MEN
	Mental Disorders
	290-319, V11, V40, V79
	
	
	


	SUPPLEMENTARY DIAGNOSTIC GROUP

	MENTAL DISORDER
	

	KEY
	DESCRIPTION
	CODE RANGE
	KEY
	DESCRIPTION
	CODE RANGE

	PSY
	Psychoses
	290-299, V11.0, V11.1
	BRD
	Nonpsychotic mental disorders due to brain damage
	310

	ANX
	Anxiety, dissociative, somatoform disorders
	300, V11.2
	EMOT
	Emotion, conduct disorder,  hyperkinetic 
	311-314

	PER
	Personality & gender identity disorders
	301-302
	DEV
	Developmental delays, mental retardation
	315, 317-319

	DRG
	Alcohol & drug dependence
	303-305, V11.3
	OTHM
	Other mental disorders
	V11.8, V11.9, V40

	PHY
	Physiological malfunction from mental factors
	306-307, 316
	SCR
	Screening for mental, developmental problem
	V79

	STR
	Acute reaction to stress, adjustment reaction
	308-309
	
	
	


	Tickler Referral Setup Codes

	Key
	Description
	Key
	Description

	asp
	After School Program
	lab
	Laboratory Tests

	ast
	After School tutoring Program
	law
	Law Enforcement

	chc
	Community Health Center
	msp
	Medical Specialist

	cp
	Child Protection
	mhc
	Mental Health – Offsite

	ocd
	Citizens w/Developmental
	oap
	Other Assistance Programs

	den
	Dental Services
	phu
	Parish Health Unit

	dx
	Diagnostic Tests
	pcf
	Primary Care Facility

	er
	Emergency Room
	sbl
	School Bldg. Lvl. Comm.

	ear
	Hearing
	sa
	Substance Abuse

	fs
	Family Support (AFDC, Med)
	eye
	Vision

	isp
	In School Program
	
	


Appendix B

Frequently Asked Questions

Questions:

1. When providing services to students from schools other than the school that houses the SBHC and its feeder schools, how should the data information on these students be entered into Clinical Fusion?  (Examples of services include sports physicals on students from other schools in district and mass hearing and vision screenings that include students not registered at the SBHC but attending the school.)

2. How should visits from family members of students or faculty and staff be entered into Clinical Fusion? 

Answer:

Because there needs to be standardization in the SBHCs about the classification of a “non-student,” ASHP identifies the term “non-student” to include faculty, staff, and children of students at the school which houses the SBHC as well as students at schools which are not listed as feeder schools. 

How to Set-up School Name “Non-Student”  

Log into Clinical Fusion Administration and click on Schools under Set-up Table. Click on New and enter “Non-Student” under name. Click Ok to save information. Log out of Clinical Fusion Administration.

Question:

3. What should be done with students who leave the school (whether or not they have made a visit to the SBHC)?  

Answer: 

If students leave the school, take the following two steps:  

a. First, create another school name and label it “Moved,” unless you serve more than one school.  In this case just add “Moved” next to the school name, for example “Feeder School Name-Moved” (see instructions below for setting up new school name “Moved”).
b. Second, archive these students only after the New Year Clean Up at the beginning of the following year (see instructions for archiving below).  

The Contract Compliance Reports are set-up to generate based on School (Current). The following instructions will allow you to create a school name “Moved.”  Then when the quarterly report is run, subtract all the students listed under school name “Moved” from the total and this should give the accurate count of students in School (Current) for the Contract Compliance Report. 

How to create a School Name “Moved” and Put Patients in “Moved” School
1) From Clinical Fusion, open that person’s Registration information.

2) Select the Supplementary tab. 

3) Under School, click the down arrow and select “<add to list>”.

4) The New School box will pop up.

5) Under Name, call this new school, “Moved” if you serve only one school or “Feeder
School Name-Moved” if you serve more than one school. 

6) Click Ok to save information on new school name. 

7) Click Finish to save all the changes.

Again, as step two, please archive these students, at the beginning of the school year after the New Year Clean Up.  Please use the instructions below for archiving students. This must be done in order to keep an accurate enrollment count in Clinical Fusion.   

NOTE: Previously we asked you to archive students who had not made a visit to the SBHC, 
however some data coordinators brought up a good point that students may return and they would
then need to re-enter the student’s data again.  We have made an adjustment to resolve that problem.
Now all students who have left the school should be put into the “Moved” school and can then be
archived after the New Year Clean Up.  This will allow you to keep the data entered on the student
and should they return to the school, the only step needed is to change the school name from
“Moved” back to the old school name (see instructions above and revert to the old school name
rather than “Moved” school).

How to Archive Students 

1. From the Clinical Fusion Administration welcome screen, select Data Utilities and
then click the Database Archive button. The Archive Wizard appears to guide you
through the archiving process. 

2. Click on the Next button to continue the archive process.

3. Place a check next to Selected Person’s.
4. Click on the Select box located on the right.

5. A Select Person(s) screen will pop up, place a check next to the Student(s) Name
that you want to archive.

6. Click Ok to save and then click Next.  

7. Click Browse and then give the archiving file a name under File Name.

8. Click Open to go back to the previous screen. 

9. Click Next and the archiving process will take place.


Questions: 

4. When doing a comprehensive physical exam and risk assessment on a child, can two encounter forms be filled out if done by two different providers? 
5. Can a registered nurse doing lab work or vision and hearing screens for a comprehensive physical exam on a day prior to the physician doing the comprehensive physical, fill out a separate encounter form?

Answer:  

For OPH-ASHP statistical purposes, the following guidelines have been established: 
a) If the physician or nurse practitioner is in the SBHC on the day the service is provided, OPH-ASHP recommends coding to the highest credentialed staff, i.e., the physician or nurse practitioner.  This assumes that the physician or nurse practitioner has seen the patient and has interpreted the findings of any screening, lab, etc. done by the RN.

The exception to this is a risk assessment done by a mental health professional.  If a risk assessment is administered and interpreted by a mental health professional and it is within their licensure to do such, a separate encounter form can be completed for that visit regardless of whether the NP or MD sees that patient on the same day.

b) If the physician or nurse practitioner is not in the SBHC on the day lab work or screens are done by an RN, the lab work or screens may be coded on a separate encounter form provided it is within the scope of the RN’s licensure.  However, the RN should have standing orders from a physician to do any lab work or screens.  


Question:  

6. Can we charge an encounter for a medical visit (for a child who comes in to take daily medications)? 
Answer:  

As stated in the Instructions for the School-Based Health Center Standard Encounter Form, “medication administration will continue to be tabulated manually from each student's medication chart and reported to the Office of Public Health on a biannual basis (via the biannual statistical report)...”  Medication administration is not counted in Clinical Fusion as a patient visit and therefore an encounter form is not completed for these students.  See page 4 of the Instructions for the School-Based Health Center Standard Encounter Form for more information.

Question:  
7. Is it OK to submit an encounter form for non-medical visits such as consent form, immunization record, etc.? 

Answer:  

SBHCs perform many functions for the students they serve and some of these are not clinical services.  As stated in the Instructions for the School-Based Health Center Standard Encounter Form, “value added services are non-clinical activities that staff perform such as LaCHIP assistance, family contact, home visits, outside agency contacts or other time consuming activities which are not listed on the Medical/Mental Health Standard Encounter Form or the optional Mental Health Standard Encounter Form.  The Psychosocial Subcommittee developed a list of value added services with definitions/examples which can be found in Appendix B.”  If a SBHC chooses to capture value added services, they will be captured manually only. The Psychosocial Subcommittee also developed a sample log to record value added services (see Appendix C).  The manually captured information will be recorded on number 12 of the Biannual Statistical Service Report and submitted to OPH-ASHP.  At this time, only total number of value added services by provider should be reported.   Do not complete an encounter form for value added services nor enter them in the Clinical Fusion Database.”  If the specific value added service that you would like to use is not listed on the examples, the subcommittees can discuss adding one that would fit your needs.

See page 15 of the Instructions for the School-Based Health Center Standard Encounter Form for more information.   
Appendix C

Procedure for Requesting Codes from ASHP
When entering ICD-9 codes into the Clinical Fusion system, they must be in the standardized groups/categories as in Appendix A.  Contact the OPH-ASHP Office for any additional codes that you may need using the following procedure: 

1. The SBHC data entry clerk will fax or e-mail their written requests to the OPH-ASHP Office for adding CPT or ICD-9 codes to the Clinical Fusion code bank.  The fax number is (504) 361-6949 and e-mail address is Truc.Le@La.Gov.

2. The codes are given their respective SBHC statistical group and abbreviated description, and are sent out immediately to the SBHC that requested the approval.

3. By the 21st of the succeeding month, a list containing the codes from the previous month and their respective SBHC statistical group will be faxed to all SBHCs for their reference.

4. The codes should then be entered into the Clinical Fusion code bank by the SBHC data entry clerk using the designated SBHC statistical group.

Under no circumstances should a code be entered into the Clinical Fusion code bank before this procedure is followed.
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