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Welcome

Welcome to the Indiana Newborn Screening Tracking & Education Program (INSTEP)! This
web-based application was developed by the Indiana State Department of Health (ISDH)
Newborn Screening (NIBS) Program 1n order to help ensure that all children born in Indiana
receive the best possible care related to newborn screening. The mission of the Newborn
Screening Program involves:

e Ensuring that every newborn in Indiana receives state-mandated screening;

¢ Ensuring that every infant with a presumptive positive or abnormal newborn screen
receives appropriate, timely confirmatory testing and treatment and that the family
receives genetic counseling; and

» Promoting public awareness and education about genetic conditions, genetic services,
and newborn screening.

The Newborn Screening Program believes that the use of INSTEP will help achieve these
goals by providing a centralized, web-based location for data entry and management.
INSTEP will improve access to population-based, integrated, real-time data (including
newborn screening results) for birthing facilities, health care providers, and NBS Program
personnel. Data from INSTEP will also be used to enhance current standards of care for
children diagnosed with newborn screening conditions.,

This User Guide will provide you with guidance for some of the most common tasks that you
will be performing in INSTEP. If you have additional questions about INSTEP, please
contact Courtney Eddy, INSTEP Director, at CEddy@isdh.IN.gov or (317) 233 — 9260.

Thank you for your participation in this exciting new application!
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Registering for a Gateway Account

New users who don’t have an existing ISDH Gateway account must register with the
Gateway before access to INSTEP will be granted. Please make sure you have the
Gateway security code—yow’ll need it to complete the registration process. In order to
create an account within the Gateway:

1. Contact Courtney Eddy at (317) 233 — 9260 to obtain the Gateway security code.
2. Open your Internct browser and go to htips://gateway.isdh.in.gov.
3. Click the “Create New Account” link underneath the username/password boxes.

Lagin Recover Password Regrzier Yzer Help

ISDH Gateway Messagoes
. " . Secure Aceouar Sign In
47 please note the https:/fhealthdatacenter.isdh.in.gov URL has changed te User blame =

https://gateway.isdhin.gov. If you are still receiving a "security certificate”
warning paga, please update your link or bookmark to
https://gateway.isdh.in.gov.

Password

e indiana State Department of Health - State Health Gateway is a health e
portal dedicated te providing information and services to health care

professionats, labs, local health departments, and Heaith Information Exchanges

(HIE) in Indiana.

The State Health Gateway web portat is 2 comprehensive entry point for a huge
array of resources and services. Our portal provides information and resources,
news, research and statistics, anline tools, discussions and newslatters pastaining
to {ndiana hesith and the delivery of health care information.

4. Enter your requested user name (usually first initial + last name), the Gateway
security key, and your primary e-mail address. Click “Next.”

a. The Gateway security key was provided in the e-mail sent by Courtney Eddy
after your INSTEP MSR training class.

I i Preview (Reguired Fields} '

Figlds with an (") indicate they are reguired.

Bafore vou Begin the next thras shapr, slasre entec the yzer n3me you sould like te uze,
sanzre eraail. and the seturity cone for the zlizaticn veur are ragiztering for

for registration Ity 3 code wmich igeatifies tne spplitshion vou
Galevay
T lzer Hames

" Emeurite Tooal

* Email (Frimary):

ES
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5. Im the Organization Information section:
a. For non-ISDH users, select the Organization Type Hospitals — Acute Care
and select your organization from the drop-down list. Click “Next,”
b. For ISDH users, select the Organization Type Government — State and select
Indiana State Department of Health, Click “Next.”

i Begin e 1 Grgamzation E : o o Previes (Reguiced Felds:

Freldu with an { 7)Y indicate they are required,

ALOAMS MEMORTAL HOERITAL

SLL UT O GHEN SRS
AUELRH SIRTHIGG CENTER ]

[ <e Back || Hew 25 |

6. Complete the User Detail section by providing required information {password,
first name, last name). You can leave the other ficlds blank.

a. Passwords must be a minimum of 8 characters in length and must confain an
upper case letier, a lower case letter, and one number. Please select a password
that you will remember!!

b. Click “Next.”

¢ Begin Step 1 Organizaticn J Step 2 User Detail Previev: iRequired Fielclsi

Fields with an () indivate they are reguirad.

Uzer informaation ls unigue criteds which sdentifiss cour sccount nd iz vzed to sozazs 1S0H
Gataviay

. TE
¥ Fagsword!
Confism Fasswords ©
= First:
Middle: R B Send me & confirmatior email. )
" Last: S T et Cancel ]

Title:  Cther v,
License =t o h

Expiration Date:

Date of Binly

Driver License =1

<< Back J[ [Hext »>
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7. Complete the “Contact Info” section.
a. The only required portion of this section is your primary telephone number.
You can fill in the other fields or leave them blank.
b. Click “Confirm and Create Account” at the bottom of the left-hand side of the
screemn.

Step 3t Contact Infe

Begin \‘. Step 1t Orgenizaticn . Step 2: User Detail dlsi

COINETES
WETER Tast Uszer

Fields witl an {") indicate they are required.

2rmagy Lo wformation & o ted to ronlsct you in cage of any sossible actount
trouble. [For examgle, the emsi vou enter vill be used ta recove at <
perzword. ) Once regiztered, contact information can ba vodated under "My

THETER
Tezllizer

Lgdress: Emagdd { ©omzken Fizdnan.gov

City:

AlA STRTE QEFARTRENT GF HEALTH
Zig:
B ~firmstic i
N Send me a corfirmation emsil. L
Address Typer -

[_- o Cancal

Email {Secordary:

Supervises Irfe-matior
Mame:
fhoner | K - ¥ :

Emall 11

Email Z:

{ << Back ][ . Confirm & Create Account >» }

8. Click the “Create Account” button on the right-hand side.

) Begin Step 1: Crganizstion Step 2: Uset Detan) Step 3: Contact Infe Previgw Reguired Figds:

Fietdy wilk an (“}iadstuats they are required,

H
Thy:

Ceuriyt ) v

SRR e . P YETE CEDSRYNENT OF nistto
g

Send me 3 Larfrmation email, L)

sddress Typer

{ Crealu fccoom || Cange! i

T rhore I (5557 959-6489 % .

Type:
Fhere : Y . v
Tyrer Other v;

9. After submission, you must wait for your account to be approved by a Gateway
administrator. Once approved, you will receive a confirmation e-mail and be
able to sign in to the ISDH Gateway and access INSTEP,
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Resetting your Gateway Password

If you forget your ISDH Gateway password, follow these instructions to reset it:

Open your Internet browser and go to https://gateway.isdh.in.gov.

Click the “Recover Password” button on the toolbar.

Enter your Gateway user name and click the “Submit” button,

After submission, an e-mail with further instructions will be sent to your e-mail
address.

bl
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Accessing INSTEP from the ISDH Gateway

After you register with the ISDH Gateway and your access to the INSTEP application has
been verified, you will be able to access INSTEP through the Gateway. In order to sign in to
the INSTEP application:

1. Open your Internet browser and go to hitps://gateway.isdh.in.gov,

2. Log in with your Gateway user name and password,
3. Click the “INSTEP” button in the toolbar to access the INSTEP
application.

e Gstoway Accaunt Info
Phg e meLEAges.

Caurtney Tddy

Quick Infa Links
Gorz tag,
AT tee

VE DEPARTTIERT (8 HELLTH

11ate-nal and Child Health
Indiana Intellipence Fugicn Center
Indiana State Sepactment of Health

Adwrassles]

@
«
w
- Ko addrerses livtad,
Ll
w

I any of this contact information 15 out of date,
pieasa update It in Lhe "My Prolile” paga,

4. You will see the INSTEP welcome screen,

Homg My Cases  HospHai MSR - DynanucData Ly Gmalt é

70 INSTEPL

T SELECT AN CPTION FROA THE HAYVEATICN MENU SBOVE

Frenions Prafing

5. All users will be requested to enter a “role security code” when logging into
INSTEP for the first time. NOTE: This is different from the Gateway and
INSTEP access security codes! To obtain this role security code, please contact
Courtney Eddy at (317) 233 — 9260,
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Moving within INSTEP

As you move between screens in INSTEP, you may find that you wish to move back to the
previous screen.

INSTEP users must use the “back” button located at the bottom of INSTEP to move to
the previous screen. Do NOT use the “back” arrow for your Internet browser. Using
the “back™ arrow of your Internet browser may prevent INSTEP from saving the information
you enter and may also prevent INSTEP from being correctly displayed on your computer.

INSTEP users should utilize the"Back™ button at the bottom of the
INSTEP screen to move to a previous screen. Donotusethe back
arrow within your Internet browser.

g e evenpivn Ak rganization i ot e
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Monthly Summary Reports (MSRs)

Identifying Your Organization

Most users will not have to select an affiliated organization. Your primary
organization will be assigned based on the information you enter during the Gateway
regisiration process. However, individuals who enter MSR information for more than
one birthing facility will be able to select the appropriate organization for a specific MSR
by selecting the correct organization from the drop-down box located in the top middle of
the INSTEP page.

Home idy Cases - Hospital &R Ownamle Data 13y Ensat

1O IBSTEP

FLEASE SELECT AN QPTIOR FROS THE NAVESATION ENT AROVE
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Opening an MSR / adding a new MSR

1. In order to begin entering MSR data, hold your mouse cursor over the “Hospital
MSR?” tab at the top of the INSTEP welcome screen. A drop-down list with
“Exception Entry” and “Summary Entry” will appear. Click on “Exception Entry.”

Home 11y Cases Hospilal ISR Dynamic Dats My Emad L . T v 3 Oy % Freaus Protles

P | ExceptionEntyy G

1 . Sunumary Enfry ——
PLEASE SELECT AN GPTION FROM THE NAVIGATION #ENU ABOVE

HEE R

2. The MSR screen will show you a list of MSRs for a calendar year,
a. To continue entering data for an open MSR, click the “Select” link on the

right-hand side.
b. To add a new MSR, click on the “Add New MSR” button in the lower right

corner of the screen.

| @%% %@ﬁ% Previous Frefiles -

Horme My Cases Hogpital ISR : DinamicDala - &y Email

 SCREENING EXCEPTION ENTRY

UBE THES FORM VO REFORT ESCEPTIONS T0 THE NEWGORRN STREERNG HEEL STITK PROCESS,

Qreate o Select SR . Continue entering information for this
Select the year to see a list of M5Rs. . S

e open MSR
Yoar: 2510 -
o v wews Cewsd Creales Cused
.18 2010 Api Fieid, Ehol Selegt

oy I Add Hew SR

(o) Add new MSR e
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Continuing an open MSR

After you select an open MSR, INSTEP will display exceptions that have already been
entered within the “Current Exceptions” section.

e

§ Lettérs Fraguiie Tentes

?&’“’f"?"ﬁ R S

T H010¢ & Five VS

rat the Lhibrs Asedicpt Ragsed Kierdar o search for a covund alreaily e ATER databeae, o tha ansg cannst be found, Al the
Child Wat Lived Tutlen to oy

Hitr 85t Mty

hete ace aping eaiefithons Jeady vntered si this mbk. Ty may b odited whne tie MOH T2 eion. Ploass aedenl aaegond balea 16 0408 ey datgsl,

Exc eptj onsthat o PH) Hasme oon #0 Exsaption MEH

have already been e ST e ; 1 Remoye
enteredfor this ,. L w e

MSR ' i

You may either enter a new exception (see section titled, “Entering New Exceptions™) or click
“I3dit” to edit an exception that was previously entered.
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Adding Children to MSR

To add a child to the MSR, type in the child’s Medical Record Number (MRN) and click
“Search” to look for a matching record within the INSTEP database.

If (a) matching record(s) is/are identified, INSTEP will display all possible matches. Click
“Select” for the appropriate match.

Heme Hospital ISR

ises. OmanecData  Hygmad 8 PR %gw@@ﬁ% Froecus Pratas
SCREENING EXCEPTION ERTRY

LS VRS FORA T REPORT EATEPTONS O T1E $WRORN SCREEN 83 HEEL STRK FRCESE,
Semrech fiy

To eater 5 new exception. input the chitd’s fedical Record Humber to search Tor & record alseady in the IISTEP dalabase. If the chitd cannod be found, click
the Child et Listed button to enter the datd manualty,

i

Fiastlame La:ddh {Larae L= Lon %y 26 BEUE L

{ Chitd ot Lo |
There are some excoptions abeaty entered on this MSR. They may be cdited whits the 28R 5 epen. Please select a record Pelow to edit the detail,
Es Hame cep B Erceplin [EH

Possible match for B AT v
this MRN ‘

Featpty S “EE Sedacs Bemere

If there are no matches, you will be automatically sent to the “Add a New Child” page.
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Entering / Editing Demographic Information for Child & Mother

When you select an existing child’s record, the next INSTEP screen will give you the chance
to edit and/or review the demographic information for a child and his/her mother.

NOTIE: There are several pieces of demographic information that are helpful “behind the

scenes’

below.
L ]

" when attempting to match records within INSTEP. Useful data points are listed

Points listed in bold are required:

K-Number (the number in the lower right corner of the heelstick card)

Child’s fast name

Child’s first name (if not known, leave this field blank and check the “Child’s first
name is unknown” box)

Child’s date of birth (DOB)

Child’s time of birth

Child’s sex (gender)

Child’s birth order

Mother’s medical record number (MRN)
Mother’s name (first & last)

Mother’s maiden name

Mother’s DOB

Mother’s address

Mother’s phone number

PSR IIIIRIEIIIBIIIVIITERERSININTEROINSTY,
These data points are extremely
helpful in identifying accurate
matches and preventing the
creation of duplicate records.
Please enter this information
whenever possible!

sassessssesascsaanas
LA 3 BN S B BE BN A BN O N B RN )

LR B BB BN R IR BN B N B BN AR IR R O BN BL BN I I N N B B I

If you are entering information for a new child on this MSR, please enter all available
information. ltems marked with a red exclamation point ( ! ) are required.

add Child Betails . L
Enter the child and mother demographic infermation to identify this exception.

Chitd Information

MRN

K-Humbey:

Last Name: ' T 1 First Name: o ) [ZJchitds first name is unknows
pate of Birt: C @ b Timeofpirth | T

Sex: o :vi ! Birth Order: 1v f

mother Infermation

MEN:

Last Name; 7 e First Name: : 1
Maiden Name: Date of Birth: ;1{#0001 s
Address: o R |N iv?

phone: o

NOTE: You must enter a telephone number for the child’s mother in order to complete
the exception,
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If you are viewing information for an existing child, please review the demographic
information. If you need to update any information, click the “Edit Person Information™ link
for the child or mother and make changes as necessary.

NOTE: There are several pieces of demographic information that are helpful “behind the
scenes” when attempting to match records within INSTEP. Useful data points are listed
below. Points listed in bold are required:

K-Number (the number in the lower right corner of the heelstick card)

Child’s last name

Child’s first name (if not known, leave this field blank and check the “Child’s first
name is unknown” box) |

Child’s date of birth (DOB)

Child’s time of birth

Child’s sex (gender)

Child’s birth order

Mother’s medical record number (MRN)
Mother’s name (first & last)

Mother’s maiden name

Mother’s DOB

Mother’s address

Mother’s phone number

tevssesncertasesnerarrestonsnns,
These data points are extremely
helpful in identifying accurate
matches and preventing the
creation of duplicate records.
Please enter this information
whenever possible!

S S BA SRS E e

LI I IR BN R BN O B N

.’.'.'.I..I..I..I..I....--.l..I'

verfy Chil St
verify the ¢hlid's demopraphic infermation.

Lhild wfermating

21p: 4997169
Hame; JOHN SMITH
Methet Maiden Name:

Bate of Birth: 3rsang

Bate of Death:

Gender: Hale

Birth Qvder: 1

Lot Porsen Infetinubion Mm C“Ck he{e tO ed't the Chl|d’S demogfaphlc
: information.

Fely pather Detals
Verify Whe mother's demegraphic infarmation, 4n address and phone number are required to complete the exception.

et Informagion

PiD: 49971468
Hame: JANE SMITH
raaiden Name:

mother maiden Hame:

Date of Birlh: V2I397%

Date of Death:

Gender: Female
addressies): 123 MAR STREET St Glnerss
HPIAHAPOLIS, I 46220
Cannby:
Phone Humber: {3171 5550012 bt Qs
Emalt

Lk Purson rdorinution

Click here to edit the mother's
demographic information.
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Alternate method of editing/adding an address or phone number for the child’s mother:

Click the green “Show Others” button. The screen will expand to show you all available
addresses or phone numbers associated with this child’s mother. You will also be able to
enter a new address or phone number. Click “Save” when complete.

fcthgr Information

PID: 4967201
Hame!: MARY HIPPC
#aiden Hame: POTAMUS

To enter a new address for the child’s
mother, click the green "Show Others” arrow.

Date of Birth: 17171980
Date of Death:

Mother Maiden Name:

Gender: Female
Atddressfes): 123 RIVER KD. Fiich o ot
AFRICA, TH 46254
County:
adidresses Recorded
@
123 RIWER RD. Source: MSTEP
AFRICA , IN 46754 Last Update: 4/22/2010
County:
wed Addesy
address;
City;
State: U
Enter the o bl
address and o
AUl | 3 savs
click “Save.
PID: 4997201
Mame: RARY HIPFO
Maiden Mame: FOTAMUS
Mother Mziden Name: Click here to enter a
Date of Birth: 14171980 telephone number for
Bate of Death: the child's mother.
Gender: Female
Addrass{es): 123 RIVER RD, &by Otrars)
AFRICA, IM 46254
County:
Phone Nuimber; Ho Saved Phones edines ko ricsy
Plgnes Recorded
, o
Enter the mother's
phong number, select  addpason Phone
the type of phene Number: (317} 1234587
- Type: I
number, and click ,El'm ot 4 -i*“'*‘e ;‘E
u " L ke this the primary rumber
Save. S i save
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‘When entering dates:
e Type the requested date into the text box ina MMDDYYYY format. You do not need
to enter hyphens ( - ) or slashes (/) between numbers.
OR
¢ Open a “calendar pop-up” by clicking on the calendar icon near the date field. This
“pop-up” will allow you to scroll through the calendar year and select a date by
clicking on it.

Add Chitd Details
Enter the child and mother demographic nformation to identify this exception.

Chnld Informaticn

MRN:
Last Name: b First Hame; ' [Jchids first name is unknewn
Date of Birth: L Time of Birth: ‘ '
Sex: W Apill 2010 »o»o-Orden e
At interonation :
RN r o <

LI
Last Hame: "~ Mame: !

14 :

Maiden Hame:

. wof Birth: R

AP T Rt I
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Selecting a Physician From “My Quick List”

After you have entered demographic information for the child and the child’s mother, the next
section of the Exception Entry screen will allow you to enter information for the child’s
primary care provider.

A N R N R AL RN

Notes about Provider Entry in INSTE?P

o INSTEP will allow you to “associate” (or list) more than one physician for each child
you enter as an exception. However, you may only designate ONE associated
physician as the child’s primary care provider.

PCPs are labeled in INSTEP with a red heart.

o Other associated physicians (not the child’s PCP) are labeled in INSTEP with a gray
heart.

o INSTEP will save each physician you add within your Quick List, so you won’t have
to search for physicians multiple times. See section below for more details on the
“My Quick List” feature.

P L L L N I

IR R O N R N N N N N N N N NN N Y RN RN

“My Quick List” feature
INSTEP has a “My Quick List” feature that will keep & display the names and addresses of
the primary care providers you most commonly use.

In order to associate a provider on your Quick List with the current exception you’re
entering, click on the “Select” link by the PCY’s name. If this physician is the child’s
PCP, please check the “PCP?” box next to the physician’s name before you click “Select.”

+ Currently, there are no providers associated with this
child's exception.

+ To associate a provider from your QuickList, clickthe
“Select” link.

«If this provider is the child's PCP, checkthe PCR?"
box beforeg you click™Select

iy LYATL Lt pipl \

PTOSEUGL GETE

Ay Guick Lt

DAREULE int

e 0 AsER

Add a Prowler

BT
(AN

 €anget |

INSTEP will now display the physician’s name and contact information within the “Providers
Associated with This Child” box. Continue to follow these instructions to add additional
physicians from your Quick List to this child’s exception.
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Searching for & Adding a New Provider

If the physician caring for this child is not already in your Quick List, you will need to search
for him/her within INSTEP before you can add him/her as an associated provider for the
child.

------------------------------------------- R R R R N N N N N PN NN RN

Notes about Provider Entry in INSTEP

* Remember, INSTEP will allow you to “associate” (or list} more than one physician for
each child you enter as an exception. However, you may only designate ONI
associated physician as the child’s primary care provider.

o PCPsare labeled in INSTEP with a red heart.

o Other associated physicians (not the child’s PCP) are labeled in INSTEP with a gray

heart.
o INSTEP will save each p}1y9§cia11 you add within your Quick List, so you won’t have
: to search for physicians multiple times. See section below for more details on the .
: “My Quick List” feature,

.
-------------------------------------- R R R R L R N N N N R NN
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To associate a provider that is NOT on vour Quick List to a child’s exception:

1. Click the “Add a Provider button,”
+ Currently, there are no providers associaied with this
child's exception.

+ To associate a provider that is NOT foundin your
QuickList, start by clickingthe™Ada a Provider™ bution.

L L1ATL liP #FlhE £XT B

w £l ALY DEVELE

Thote 31 G 3%

g Add a Pavader

2. INSTEP will refresh and display search boxes below the “Add a Provider” button.
Enter the physician’s last name (entering the first name is optional), then click
“Search.”

+ INSTEP will refresh & display search boxes
underneath the "Add a Provider” buiton.

+ Enter the physician'slastname. Enteringthefirst
name is eplicnal.

+Click "Search *

Ly ik L

Y S10EET DAL

& 0 BELECY DELETE

e 3re e assoad

TSR vy STt a

§Pevidirs v

Provider Last Hame oS Provider First Name:
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3. INSTEP will refresh & display a drop-down list of all possible matches based on the

name you entered.
a. If no match is found, INSTEP will display “No Provider Found.” Check

the spelling of the name to try again.
o If you still cannot find a match, please enter the physician’s name
& phone number in the “Notes” section at the bottom of the

b. If a match is found, click on the drop-down arrow next to “**Select a

Exception Entry screen.,

Provider**” and click en the name of the physician you want to associate
with this child.

+INSTEP will refrosh & display a drop-down list of all
the possible matches based on the name you entered.

» Clickthe drop-down arrow nextto “Select a Provider”
and clickon the name of the physician you want,

wBelect a Proader
OHES ARY o

Fie  £dl Wiew  Faveekes T

¢ Paviaes npsiifoatecay T OHES ANABEL
T s chrisTonHeg
MR ~’ ij;‘:ﬁmi
Last Hame: HPPH0 ESTHER
JOUES, GORDON
Biliden Hame: POTAIO Rl At
Address: [XE 30 ES . :
Fhe ST y
FOHES, JEFFREY
SOUHES, JEFEREY

by Quak Lt

\}ol

ne JOIE
JOHE
JOHE
JOHE

aedn Previde s

Proviger Last Hames

Provider Hame:
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<Betect a Provder-

LRy

P

il

12844

Geide ¥

P v Salety v Tock v g3 v

JONES, JBHIEFER
 JOHES, JOHH
LOMES, KEVI
JGHES, LARRY
CIOHES ARG
T

CRIARK
FAARS
MARY AL
RACHAEL

& RADCLIFFE,
CRHYS

§ RICHARD

5§ ROBERT

& ROSEMARIE
5 SCOTT

1
e

'
bl

RPTIa

DELETE

lanwe;

e
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4, INSTEP will refresh again and display all addresses and phone numbers associated
with the physician.

a. To choose an address or phone number for this physician, click the
“Select” link next to the correct address and next to the correct phone
number. NOTE: You will need to click the “Select” link for the address
AND the phone number you want to list for this physician.

+INSTEFR will refresh & digplay the addresses & phone
numbers associated with this physician,

+To chocse an addrass andphong number, clickthe
“Select” links next1o the correct address & the correct
phonenumber.

+NOTE: You mustclick™Setect” for both the address &

phone numbsr.
Provider Last Hame ohas Propfider FXst Hame:
Provider Mame: SOMHES. HENRY
i ' infanen
<Y 1Atk et

UL SEUECT

KOLTS W S 7

B RXYERSION
BRI SEET
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b. If the address/phone number is/are incorrect, or if there are no
addresses/phone numbers listed for this physician, click the orange “Add
an Address” or “Add a Phone Number” links below the address & phone
number sections.

NOTE: See the “When Should 1 Add & Edit Physician Contact Information?” section for
guidance on when you should use the “Add” feature to add physician addresses and phone
numbers.

INSTEP will display the “Add Provider’s Office Information” box, where you can enter the
address/phone number. When you finish entering the address/phone number, click “Add.”

«if the addresses andfor phone numberstisted for this
physician aren'tcorrect, of if thergare no
addressasiphon e numbers fisted, click tha"Add
Address” or "Add Phone Numberlinks.

«INSTEP will disptay the "Add Provider's Office
information” box. £nter the address/phone number for
the physician's office/clinic, then click”Add.”

Srargit froviges s

Provides Last Harmgs

Y R N N Ny NN N N N RN A NN R E NN RN R

NOTES:
¢ You should ONLY enter contact information for the physician’s office/clinic. Do
NOT enter any personal addresses or phone numbers for the physician.

e You must enter a 5-digit ZIP code.

» You can enter just a ZIP code and skip entering the name of the city/town. INSTEP
will insert this information for you.

e Phone numbers must be 10 digits in length. You do not need to add any punctuation
{such as parantheses, dots, dashes, hyphens, etc.).

e assaasssssssssssesenuienbmb bt hbdbRbad

R EEORAAIONAIINARNIIIR SIS RGRSEETESASERIS

J T Y N R N N Ny Ny N R N RN N R RN
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¢. INSTEP will refresh and display the address and/or phone number you entered.

Choose the address and phone number for this physician by clicking the
“Select” link next to the correct address and next to the correct phone
number. NOTE: You will need to click the “Select” link for the address
AND the phone number you want to list for this physician.

< INSTER will refresh & display the addressiphone

numberyou énterad.

+ To choose an address and phone number, clickthe

"Setect” finks nextto the correct address & the correct

phene number.

+NOTE: You mustclick "Select” for both the address &

phone number.
Sparcht boocide
Provider Last Mam; ones Profder Fist Hame:

Provider Name: CJOHES HEHRY

Priveads

I SEECE

ML SHET

1

{3 1s this the hila's frimary Care Provider? Ew

5. If this physician is the child’s primary care provider (PCP), check the box labeled
“Is this the child’s Primary Care Provider?”

«1If this physician isthe child's primary care provider
{PCP), checkthe box labsled,"Is thig the child's
Primary Care Provider?”

Seraridy Provigen s
Provider {asl Hame: onas Peovider First ttame: l
Pravider Hame: JOMER HEHRY ~

Brose il s Lanladt

FTATE

L1 thig the child's Primary Care vaidm?i{
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6. Click “Save” when you are finished. INSTEP will refresh and display this physician
in the box labeled “Providers Associated with this Child.” NOTE; INSTEP will also
save this plysician in your Quick List for future exceptions.

Sedrch Providers

Provider Last Mame:

Provider Name:

< Cantack infy

« Click "Save” when you are finished.

*INSTEP will refresh & display this physician in the box
Iabeied'Provic_!ers Associated with this Child.”

jones

JOMES HENRY

INSTEP User Guide
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Editing Physician Contact Information

NOTE: Sece the “When Should I Add & Edit Physician Contact Information?” section for
guidance on when you should use the “Edit” feature to update physician addresses and
phone numbers.

1. To edit the office address or phone number of a physician associated with a child,
click on the “Edit” link next to the physician’s name.

P R N N R N N N N NN R NN RSN

: NOTE: You can only edit addresses and phone numbers for physicians who are -

s associated with a child. You cannot edit addresses or phone numbers directly from :
: your Quick List. :

: NOTE: You can only edit physician contact information AFTER you have saved .
: the exception. INSTEP will not allow you to edit contact information before you .
. save, :

*To edit an associated provider's office address or

phonenumber, clickon the "Edit” linknext 1o the

physician'snams.

+You ¢annot edit addressesiphon e numbers directly
fromyour QuickList. You can only editthisinformation
for a provider when hefshais associatedwith a chiid.

I o

EETE

2. INSTEP will refresh and display a blue box labeled, “Edit Provider’s Office
Information.”
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3. Update the provider’s office address and/or phone number as needed and click
“Save.”

+INSTEP will refresh & display the blue"Edit Provider's
Office Infarmation” box.

+ Update the physician's office addressiphone number
asneeded.

+ Click"Save” when finished.

Cated Pravide

I

BatLE mr o oA

Addenss
City
State 2ip Code gdaay

Phaoraf B tension 4oy

4. INSTEP will refresh & display the updated address and/or phone number in your
Quick List and within the list of providers associated with the child.

+INSTEP will refresh & display the updated address
andfor phon e numberwithin your Quick List andwithin
the "Associated Provider(s)” hox.

DHiEEE

snkarbsted Provide il

B w i DISERE
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When Should I Add & Edit Physician Contact Information?

INSTEP gives users the ability to both add & edit physicians’ addresses & phone numbers.
However, numerous physicians have multiple office locations. In erder to prevent duplicate
listings of physicians within INSTEP, the following guidelines have been sef up for users so
that you can determine when to use the “Edit” feature and when to use the “Add Address” /

“Add Phone Number” features.

When should I...

Examples

Use the “Edit” feature for addresses /
phone numbers

To correct transposed numbers in an
address or phone number (e.g., 3175
instead of 3715)

To add a room/suite number 10 an
existing address

To add an extension 1o an existing phone
number

To correct a location if the
hospital/clinic moves within the same
city

To update a street name in an existing
address (e.g., Barnhill Drive changing to
Riley Hospital Drive)

Use the “Add New Address” or “Add New
Phone Number” feature

To add a completely new address

(different city/town, different hospital

affiliation)

o 714 Barnhill Drive (Riley campus)
VS,

e 123 W. 86" Street (St. Vincent
campus)

To add an entirely different phone
number (c.g., 317-999-9999 10 §12-777-
7777)

When in doubt, add a new address or phone number!!!

When you edit an existing address/phone number, INSTEP will update the address/phone
number for ALL exceptions and for ALL users.

INSTEP users need to remain cognizant of the fact that other INSTEP users may need a
different office/clinic address for the same physician.

INSTEP User Guide
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Entering Exception Codes (Exception Entry)

The final section of the INSTEP Exception Entry screen is where you enter the actual
exception information for this child. You will need to complete all of the following items to
submit an exception:

1. Transfer detail — This section will allow you to enter “Transferred Out” or
“Transferred In” information. The default setting for this box is “Not Transferred”™—
INSTEP users will need to select one of the options below.

a. If a child was not transferred infout, leave the selection as “Not Transferred”
and go to step 2.

b. If a child was transferred out of your facility before he/she received a
valid initial newborn sercen, select “Transferred Out” from the drop-down
menu and then select the name of the facility where the child was transferred.

NOTE: Youdo NOT need to include children who were transferred to another facility after
receiving a valid initial newborn screen, Once a child has had his/her initial newborn screen,
you do not need to report any additional transfers for him/her.

Enter Exceptian Details
e O e Ot . < Select “Transferred Qut”
Grganization name: ) ) - N
Exception Type: Selee Gt i .
Date: Clark: Slrest Hesptat :
Hotes: Genersl Hospital
mdkane Stele Depstment Of Heath Select the name of the
Indang Slate Departrment O Hesiin > faCIlIty where the child was
Indiang Staie Depanment Of Heaith tranSfe rred'
Inchang Sizte Depsiment Of Health
Intiang Siste Depariment Of Heaith
f QBMC?’i [Siiméf Aenaniaea-Troy Sine Y :
Geeanside Weliness Centre. . ‘J
BeintetnnRlainshats Toaeting Hasnita v
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C.

If a child was transferred into your facility before he/she received a valid
initial newborn screen, select “Transferred In” from the drop-down menu

and then select the name of the facility that transferred the child to your
facility.

NOTE: Again, you do NOT need to include children who were transferred to your facility
after receiving a valid initial newborn screen, Once a child has had his/her initial newborn

screen, you do not need to report him/her as an exception,

Transfar Detail:

Exception Type:
Date:

Hotes:

Entar Exception Be

Organfzation name:

wails

Select “Transferred In”

Trangtesed in -

Cistk Stteot Hospitsd v

Clark Streel Hospital Sedact an grganization
General Mospital
Ingiana St Dapsamant Of Health

indiana Sals Depadmant Of Headll

ingiana State Department O Heaith

Select the name of the facility that
transferred the child to your facility.

indiana Btata Depariment O Health
indiana #ate Departmant Of Heaiti
ticnamara-Tror Clinic

o Oceansige Welingss Cantre

Provcelan-Plamskors Yeaghing Hosndal . ’

Rarrnt Hesett Hoasnsatag v

2. Exception Type — This section allows you to enter the appropriate exception code for
this child. Descriptions of ecach exception code follow the diagram below.

Home

a.

%@%ﬁ%%ﬂ%@ %ﬁ&%@'ﬁ%?ﬁ E%@Fﬁ?

ll, Cases ; HospnalIRSR

D,namchsla iy B e ~ A EEAS %Ewg@%% Figaina Profles

LSE YRS FORM TO REPORY EXCEPTIONS YO THE HEEL ST eROESS
Eaabii FEH
Transfer Uelalt Hot Transieeed -
I
Dale: \
Notes: Traester Gk
Fieally Soeeenad
Select the appropriate exception
{nitial Bixeen Mes Mo } COde for thls Ch”d

Ceceasea:

Relijolss Rafuggt

Transfer only — Thils child was transferred into / out of your facility before
hesshe received a valid initial newborn screen. If you select this exceplion
code, please enter the date of the transfer and go to step 3.
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b. Finally screened — This child was either:

i. A “hold-over” from the previous month (“Discharged without NBS,”
“NICU,” or “Initial Screen Next Month” exception codes on the
previous MSR), but received his/her initial newborn screen during this
calendar month

OR
il. A child who was transferred into your facility & received a valid initial
newborn screen before you submitted your MSR.

If vou select this exception code, please enter the date of the initial
newborn screen and go to step 3.

¢. NICU - This child did not receive a newborn screen during this month because
he/she is in the NICU. If you select this exception code, no additional action is
required. This child will be a "hold-over” and need to be promoted on next
month's MSR. Please go (o step 3.

d. Initial Screen Next Month — This child was born at the end of the calendar
month, but did NOT receive his/her initial newborn screen before vour facility
submitted the MSR,

Examples
* Child born on 10/31, received NBS on 11/2; facility submitted MSR on

11/15 — This child is considered a “normal sereen” and should NOT
be reported on your facility’s MSR.

»  Child born on 10/31, received NBS on 11/4; facility submitted MSR on
11/1 — This child should be reported as an “Initial Screen Next Month”
exception because he/she didn’t receive NBS before your facility
submitted the MSR. If you select this exception code, no additional
action is required. This child will be a “hold-over™ and need fo be
promoted on next month’s MSR. Please go o step 3.

e. Deceased - This child did not receive an initial newborn screen because hefshe
is deceased. If vou select this exception code, please enter the child’s date of
death and then go to step 3.
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f. Religious Refusal — This child did not receive a newborn screen because
his/her parents completed and signed a Religious Waiver declining the screen.
If vou select this exception code, please perform the following actions:

i. Enter the date the Religious Waiver was completed in the “Date”
box.

ii. NOTE: INSTEP users can upload and attach a digital copy of the
signed Religious Waiver, To do this, please scan the Religious
Waiver into a PDF, Microsoft Word, Microsoft Excel, or image file
format. Accepted file types include the following: pdf, tiff, bmp, gif,
png, doc, xis, docx, xlsx, xps, jpg, jpeg.

iii. Click “Browse” to select the appropriate file to upload. After
selecting the appropriate file, click “Open,”

Enter Excepticn Details

Transfer Detail Mol Tronstered v Enter the date that the child's parents
Exceplion Type: Religious Relusal - ! completed & signed the Religious
Date: B | e N ajver,

Upload a Religigus
Waiver:

Upload an file:

{ Browse. ] Upluad

Files:
0 file{s} found. .

Ciick "Browse” to select the appropriate
scanned Religious Waiver from your
computer.

Notes:
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Choose File to Upload”

Look in: {73 MBS

it 12010 Title V NBS Plan 2-24-20£0 ¥ Relighous Walver 2010,

i ccomplishments of MBS 2-3-10 i Rule change 1-19-10 i
My Recent arfirmation of bloodspot card destruction - farily i 15ereening Methodologies:
Documents - eNpisaster Plan - EHDI - -1-2009 il Isept 2009 Proposal- NES:
i it Disaster Plan - KBS - 8-1-2000 )74 CF article 12-18-07
$fIHIPAS coverage by state 4-21-08 i |7itle v Block Grant pM # | PROCESS.
: Desklop =% s prochure 4l J7itle v Block Grant PN # Select the
! . 31 NBS fact shasts : i i
t . '/ ]NBS List Dizorders Feb 2610 (includes start dates) app!‘opl‘!ate_ f”e tO
‘f | Sl i MBS Reciprocal Release 2-16-10 Upload- C“Ck
My Documets :j‘ﬂ_]Newbom Scraening Conditions 7-27-09 "Open "
.;{ﬁjwewborn Sergening Conditions - in order of start date ; '

A INICU NS protocot
";{ﬂ_’lprnpusal for use of Prevention & Public Health Fund 4-1-10
i)refusat of M85 ~ parent tetter (Final)

Ky Computet

i< {
i
Wy Network  File name: iﬂehgiuus Waiver 2010 'E
Fraces ) Upload
Files of ype: iﬁ.ﬁ Files {*9 ,lg ks
Files:
9 fitefs} found,
Notes: o

v, Click “Upload” to upload the scanned Religious Waiver for this
child.

Enter Exception Details

Transfer Detail: Mol Transtered s
Exception Type: Rebgious Refusal - !
Date: :
Upload a Religious
Waiver:
tpload an file:
hAHBSRetigious Waiver 2019 pdrl Browsa. ] Hptosd
Files:
0 file{sj found,
Hotes: .
Click “Upload" to
upload the file to
INSTEP.
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v. The screen will refresh and say, “Attachment uploaded
successfully.” Repeat these steps if you need to attach additional files
for this child. When you have uploaded all files, go to step 3.

NOTE: Once you upload a file, you must save the exception in order for INSTEP to
display the names of the file(s) you have uploaded.

- Enter Exception Detatis

Transier Detail: ol Transteted v
Exreption Type: Reahigous Refusst -t

Date: i B

Upload a Retligious
waiver:

Upload an file:

‘ Uplsag

Attachment uploaded successfully.

Files:
¢ filefs) found,

MNotes: .
Success!

g. Discharged without Mewborn Screen (NBS) — This child did not receive an
initial newborn sereen due to an error on the part of the birthing facility (e.g.,
discharged from the hospital before he/she received an initial newborn screen,
MRN error) or unauthorized parent refusal (e.g, parents refused NBS but did
not complete/sign Religious Waiver). If vou select this exception, please enier
the date that the child was discharged and go to step 3. INSTEP will also give
you the option of upleading electronic copies of any documentation related
to this child’s discharge (see pages 32 - 34 for more detailed instructions on
how to upload files into INSTEP), This child will be a “hold-over” and need
o be promoted on next month's MSR.

NOTE: Any and all children who are discharged from your facility without a newborn
screen must be immediately reported to the ISDH Newborn Screening Program!
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3. Notes — This section will allow you to enter detailed comments pertaining to this
child’s exception(s). Examples: “Called child’s PCP on 3/1/11 to alert office that this
child requires NBS. PCP stated that child has appointment tomorrow; PCP will
collect NBS at this appointment.”

Eritar Excaption Detaits

Transfer Detail: Heat Translered A
Exception Type: ntial Boreen Mt Mordt -1 e
Notes: gChiId born on 3131, Will iecgive initisl screen next monith,

H

> Enter notes| for this child
here.

("<« Back |[ Saws Excaption |

When you have completed all three sections, click “Save Exception” to save this child’s
information and return to the MS? screen. If your exception was saved, you will sce the
child’s name appear in the “Current Exceptions” section. You will alse see the blue
“success” banner at the top of your INSTEP screen. Repeat the steps above for ali
children on this month’s MSR,

Successfully added
gxception.

Repeat steps for L e
remaining children b ot sttt
on MSR. f

b M AT e Buntedt by foar el For g fosed gioeady o e S 3 h atatane, M el careant e brgerd ol d e

VPR

Lrrpd g WE AR TRyt e 00 n®Re T AR 3 i TREADE e L 6 10 Ehia e et the 2R L

LS

|24 Jateption
144 Rertinye Yt e Ll

191 Remre View tht 4 b5
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Automatic Population of Transfer Information

INSTEP has the capability to “pre-populate” or “automatically” populate transfer
information for birthing faciliti¢s who receive children who are transferred from another
facility.

NOTE: All MSR users must use INSTEP throughout the month in order for this feature
to work. If all users submit their MSRs on the 14" of the following month, this feature
will not function correctly—users at the receiving facilities will not have any transfers
pre-populated. As a reminder, please report all exceptions within 5 days of the child’s
birth or within 5 days of the exception.

LIE IR B R IR BN B L B BE B BE BN B IR BN N B B B B AU B L BN R IR BB N BN L BN BRI R BN DL BL BN BN L IR BN L R IN BN L IE BN O B BN BE BN IR BN L BE BN N B BN B BL I BN B IE N N O 3

S S B ESOBPEES

Example:

1. Parkview Hospital reports a child as being transferred to Adams Memorial Hospital on
the August 2011 MSR,

Childisreported as
"Transferred Out" to

Adams Memorial Hospital
. Enter Excepticn Details e

Transfer Detail: Transfered Dut v !
Qrganization name: Ldame g--.-'wm;n:a%.}-ic:f,;m.»;t v !
Exception Type: Transfir Goly v !
Date: s
Hotes: ; k

- << Back | [ Reset Fields | | Save Exceplion | | View Chip | Save and go to MSR Summmary entry
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2. Adams Memorial’s MSR user logs into INSTEP to complete his/her August 2011
MSR. INSTEP will “pre-populate” the MSR with any children who have been
reported as transferred to that facility. Children who are reported as transferred to
your facility will be highlighted in blue on your MSR. These children will appear in
the “Unresolved Holdovers” section of your Exception Intry list.

Children highlightedin bluein the "Unresolved Holdovers™
section are children who have been reported as being

transferredio yourfacility,

s Fieil

Newhern Screeniny Bicention Enry - Algust 2611

£y Lrgd

Gt the SR 223t Begied Maitdint 1 aesich (of el A% Gy b 2ha G TS 23 tah e, 3 ne ShST cakend b Boiaats 00 B S0 KNGt LT ted Ao Ty ety Be St mean oy

Sost

arntphed hulirves from Balanestio o this MM Frese aracl be rengded Dotistd tha Junef e ciin b sobroitiod, Floate skbrg U Beddn o bodoa 10 fegina e that oovind 8o d s figi o e ity
i el BO Cacrgetarm JtEen st {naia
1N H Auept Deatne
¢ i 4 L] Ceny
H p Aesepl Degisge
: Accxpt [E0

3. If you hover over the “Accept” link, INSTEP will display a small pop-up that will tell
you which facility reported the child as being transferred to your facility.

K tage - £
Kewilier screening kxoeption Entry - August 2011

) X

wen Seeeth ddsners Fescanis Liated o

et the chidy Ko inad Kitard HLARE- 19 Sedtoh 53¢ 3 7ocoed abeddy 12 the IS TP databiasa, f to Jild cavaat ke faund, dich the Chitd Kol Listed 6410 b ontét The 440 maneay,
Seaii ¢

Lot v e quernat

b ber g g radvat] b e e Cubant i

rsd hedseeny Tt bk Aot dan thiy AR The

15 i)
S : i & Aoepl [cksie
5 ! W disenl Lgadio
! “ facept Deshine

Aceept ressine

Haotd your inouso ovel the "Accept’
iinkto see which facihity reponed
s Child 85 hein g ransforred 10
your [acility
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4. Users have two options:
a. Accept: If the child has been transferred to your facility, click “Accept.”
INSTEP will take you to the Exception Entry screen.

i, INSTEP will pre-populate the transfer code as “Transferred In” &
automatically complete the “Organization Name” field with your
facility’s name.

ii. Enter your facility’s MRN for the child.

iii. Update the “Exception Type” as needed. IFor example, if the child has
received his/her initial NBS, you will select “Finally Screened.” See
the “Using Lab Results to Update an Exception” section for more
information.

iv. Enter a date (e.g., date of NBS) if applicable.

v. Click “Save Exception” when finished.

vi. Repeat these steps for any additional transfers you are accepting.

£nter Exception Delails

- Your fagitity’s JRH fo
ERteryourfacility's e H?:: \‘hi‘lf‘l"ly e
MRN for this child. S

Transfer Detail:

Qrganization nane:

Ercaption Type: -
Update the Exception Dates it
Type & Date fields as Hotes:

neaded.

<< Back | TResel Preids | Save Excoplion - View Chip - Save and 20 1 SR Summary eatry

Click™Save EXCOPON" s
when finished. Repeat

for all othertransfers

you are accepling.
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b. Decline: If the child is not at your facility, click “Decline,” INSTEP will
remove the child from your MSR & re-assign this child’s exception to his‘her
birthing facility. See “Editing a Declined Transfer” section for more
information.

By Caas

Borgeaihlii O Fuen

] ERE S

| Hewhorn Screening Bxcoeplion Entry - Auyyst 200

P EE N IR PR U PR B BT S A Ll LT 4 B e B R S P L U P) BRI R

sy TR MR et el A beniieid bolive 150 (oronh fefiel 130 i b0 e, Fadir o0t b Sl Dol S JA0en iR Y 60T 13 20 s 00 Taot 60 e e aa)
) Dhupton M Can i
Msept Drecion
W Aunngd Dkt
® Asvot Dk
5 At Draket

#the childis not at yourfacility, clickthe /

"Decling”link. INSTER will remove the childfrom
your MSR & re-assign this child's exception to
hisf/ver bithingfacitity.

[ EN S RN EENEENSNNNESENEENSENNENNNENEEN SN ERNENENENEENENERENNEEEEEENEENENERNNENSEJRSEEJENSH}]

. NOTE: You must geeept or decline all transfers before you can close vour MSR.

.
*
-
.
.
-
.
L

LR B B BN O B BN O B BN O B BN O B N B BN B O BN N N N DU BN BE B BN B BB BN B IR BN B BN BN BN L BB B R I B B L L L
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Editing a Declined Transfer

When a hospital declines a reported transfer, INSTEP re-assigns that child’s exception to
his/her birthing facility. Children whose transfers are declined will be highlighted in red on
your MSR. These children will appear in the “Unresolved Holdovers” section of your
Exception Entry list.

Hover your mouse over the “Edit Declined Transfer” link to see which facility declined the
transfer.

BRI &3 52 Ferdn dornn L A Lt : 3

Newhory Screening Ieention Eatry - August 201

odmbor 4 fein €0 0rptind, Wit i Chid o MASi S e M de 30 sCarity 402 & rdiird aleady b e 3500 datatus, 1 e e d et B Bl i S CREE At ot Buttna By eater B it s vy

Vedivh

ety e ] Bedih s s rian Basd detth gk 00y MERL Bhen sagd b 1St Faefinw the surienid 26 A B SRR, Pae i wEb LR Biesrs Dol B sty g deinnd fe G e p it £ e doatent

MRN

Kane g

Chilgren whoss torswete dochingd by the recoiving faclity vl be re.
assignadlothe vitthinglaality. These children wilt be highlighledin red on
the Unresolved HolGovers™ secion of your MSR,

Hover your mouse over the Eait Dechngd Transter knkto see which fachly
dechnadhatansier

In order to correct the declined transfer:

1. Click the “Edit Declined Transfer” link. INSTEP will take you to the Exception Entry
screen for this child.

g EATS S

Hewhotn Sereening Boeption Entry - August 2011

PRI FYTRTRN X PIVE]

1 onTar Ui data oAy,

v, bgend e CRETS A 18 Bae & Buentes B andedly foe 4 recentd b vady o the 00TET Gataban . i e Ch it e Bl GUE 0 URAT ML g ted fette

BT

st T A ynen, droen bas b psoni s o Thid MSRL Tharie Sedd e senstodd Tolnte P £3 o0 degme A fab e dwiiatbod T el Rt evet Dl 30 fu ot Thd foned b b £ D0ty g the sanaat

Cickiha Edil Doctined Transter link
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2. You can correct any informaiion necessary. Most of the time, the transfer will be
declined because an MSR user accidentally selected the wrong facility name within
“Organization Name.”

a. For example, if an MSR user accidentally selected “Adams Memorial
Hospital” instead of “Auburn Birthing Center,” Adams Memorial would
decline the transfer.

b. The exception would be re-assigned to the child’s birthing facility, which
would edit the declined transfer so that the organization name correctly read
“Auburn Birthing Center.”

3. Click “Save Exception” when you are finished editing the declined transfer.

a. INSTEP will re-assign the transfer to the new organization,

4, Repeat for all other declined transfers on your MSR.

Update any information torthis child

h £nter Exception Oetails
asneeded. Most transfers will be

dectined becalise an incorect Transtes Detadl T el £ <!
crganization was accidentaily trganizalion name: wn i votet -
selected.
Exceplicn Type: Feantien Dty . !
Ir: this example, the MSR ustrat the Date: st !
chitd's binhingfacility corrected the :
organization nameto Auburn Hotes:

Binthing Center.

Cecfack,  Reset Fuds | Sace Excoption | View Chip T Save and 93 10 MR Sumntary entry

Click™Saveé Exceplion” vihen you f
ars finished editingthe dechined

wanster. INSTEP will re-assign this
transfer 1o the new organjzation

Repeattor all gther declined
transfers on your MSR.

...l.'....l."‘....'..'..C...l...I'Il..l..II............C..C...l..l..ll'....'l'.

NOTE: Remember, all MSR users must use INSTEP throughout the month in order for this
feature to work. If all users submit their MSRs on the 14™ of the following month, this
feature will not function correctly—users at the receiving facilities will not have any transfers
pre-populated. As a reminder, please report all exceptions within 5 days of the child’s birth
or within 5 days of the exception.
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NOTE: You must edit all declined transfers before you can close your MSR. However, if a
facility declines a transfer from your facility affer your MSR is closed, INSTEP will assign
the child’s transfer to the INSTEP Director for follow-up.

LI R B B ]
LI R N NN ]

lQCﬂ.Q..D.OH..U'.'..l.'.‘Q....l...l..'.'...'.-'.-'I.‘....l..“.o.l..l...".'l'.
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Utilizing NBS Laboratory Results to Promote Exceptions

INSTEP integrates newborn screening (NBS) laboratory results with reported exceptions so
that you can quickly see:

» If an initial newborn screen has been performed,

e If the child has a yalid newborn screen on file, and

o If the results of the newborn screen were normal or abnormal.

As you save exceptions on your MSR, INSTEP will attempt to match the child you reported
to his/her newborn screening results within the larger ISDH database. Similarly, if a child is
reported as being transferred to your facility OR is a holdover from a previous MSR,

INSTEP will display lab results for the child if they are available,

INSTEP uses the following icons to display results:
*  Green checkmark: Valid, normal NBS lab results
¢  Orange checkmark: Valid, abnormal NBS lab results
o Red “X”: Invalid NBS lab results
o  Gray “X”; No NBS lab results available

Valid. normal NBS results
Valid, abnormal NBS results

Invalid NBS results

No NBS results on file

You can hover your mouse over any of these icons for a “pop-up” that gives more detailed

information about what the icon represents.

Thettor 7€ e ¢ AEplizes abesdy unlCros on thin MG, Thiy iy B0 edited whie the MOR IS e, Pledin 5olet a Fensnd Lal U it the fola,
[K13] Hame FEH 1 Cagogatsn X3N]

e 13t Eemgsg Yooy ghe L iy
TS gou - Viewy.Ahe Qg
o S e Yiew Aie (i
i S oit Remove Viewthe
1338 1 it Ruimeve View e (5
[ Eadit femere ¥igre e Lhip
(0] Ruinwe Yirwe b (i

Hover your mouse over any of theLab Data iconsfor

morg information aboutwhatthe icon reprasents.
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Reviewing NBS results on file for the child

The NBS lab data you see in INSTEP can be utilized to review the NBS results on file for the
child.

In order to view detailed information about any lab results on file (valid/invalid and
normal/abnormal), click on the NBS Lab Data icon for the child.

INSTEP will display the NBS Lab Bata “pop-up,” which will show you additional
information about that child’s NBS results, including:

1. Requisition number for each NBS sample that has been collected & processed for this
child

2, Date of collection for each NBS sample that has been collected & processed
3. Name of the facility that submitted ecach NBS sample

4. There are also three indicators that the Newborn Screening Laboratory utilizes to
determine whether an individual NBS sample was valid or invalid. These indicators
are:

a. Specimen Quality: Was the specimen collected without any quality flags
(such as oversaturation, uneven saturation, QNS, etc.)?

b. Age > 48 Hours: Was the specimen collected after the child was at least 48
hours old?

c. Feeding Time; Was the specimen collected after the child has been on protein
feed for at least 24 hours?
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NOTE: Remember, for a newborn screening sample to be considered valid, it must be
collected after the child is at least 48 hours old AND after the child has been on protein feed
for at least 24 hours. In addition, the sample cannot be oversaturated, QNS, etc. If any of
these quality indicators are invalid (marked with a red “X”), the sample is considered
invalid, A repeat specimen is required for this child, Results will not be reported within
INSTEP.
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5. Results: Were the results of this sample normal or abnormal? Results will only be
displayed for valid NBS specimens.

Sce the next page for examples of how NBS lab results are displayed within INSTEP.
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Valid, normal NBS results: You will see green checkmarks for all of the quality indicators,
plus a green checkmark for “Results.”

Reg, Me Cellection [ate Submitting Facility Specimen Quality fAge > 48 Hre Feeding Time Results

KInse2 8472011 WOMENS HOSPITAL, THE

}’_Update Exception From Lab Resuits ]

Valid, abnormal NBS results: You will sec green checkmarks for the three quality
indicators and a red “X” for “Results.”

Cellection L o Specimen Age = 48 Feeding
- Submitting Facility I € ge zeding

. . . lesults
Date Cuality Hrs Time Result

: Req. Ne

| 1683203 8752011 CLAREAN HEALTH PARTHERS INC D/BAA METHODIST, ILL g = 2‘.‘3
RILEY HOSPITAL

| Update Exception From Lab Results |

Invalid NBS results: You will see a red “X” for at least one of the three quality indicators.
In this example, the child’s NBS sample was invalid because the specimen was collected
before the child was 48 hours old.

Req Ne

Cellection Date Subrnitting Facility Specimen Quality Agje > 48 Hiz Feeding Time Resuits
ETI4147 0 §Ad2010 DAVIESS CORMUNITY HOSPITAL
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Promoting an exception using NBS lab results

The NBS lab data you see in INSTEP can also be used to promote exceptions to “Finally
Screened.”
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NOTE: Exceptions can be promoted from valid, normal NBS results OR from valid,
abnormal NBS results.

Remember, ISDH is charged with ensuring that every child receives a valid initial screen.
Children whose lab results are abnormal are receiving appropriate follow-up services, but that
is outside the scope of the MSR portion of INSTEP.
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You can promote an exception based on lab data in two ways:

1. Promoting an exception directly on the MSR Exception Entry screen

a. If a child has valid NBS results on file in INSTEP, click on the green
checkmark (for valid, normal results) or orange checkmark (for valid,
abnormal results) to open the “NBS Lab Data” pop-up.

b. Within the NBS Lab Data pop-up, you will see a bulton that says, “Update
Exception From Lab Results.” Click this bufton to promote this child’s
exception to “Finally Screened.”

NOTE: The “Update Exception From Lab Results” buiton can only be used if valid NBS
results are on file. If a child has invalid results, you will see this button, but you will not be
able to click it.

[N E NN NN NNENENNENNEINERNI N NN R NN RN N R N B B RN RN EEEE NS NENENEN

assssseRNS
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Lah Data

eled g HGATTE
Lot HERTE

I Reg e Collection Dete Suizroitting Facility Specirmen Qualiy Age 43 Hig Feeding Time Fesulis

o KRG LIE U N WHIRIENS HOSPITAL THE B W

Update Exception From Lab Resuls |

Clickthe "Update Exception From Lab Resuits”
button in the Lab Data pop-upto promote the child's
exception.
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¢. INSTEP will refresh & re-display the MSR Exception Entry page. The child
whose exception you just promoted will now be displayed with a “Finally
Sereened” exception.

Vg

w

‘ Hewhoru Screcuing Eroeption Entry

Lot

PhEerny BBt fonee e Ftilurgr Carntes B

Sale pir Ll Fryactd Swveneinie D 3N pann o Slepaking vl BLCE Sl

Seared Jor Child Rogond
Yo BlE B et €4 ERELI, gt E e Radial Fo o Blest W nararedy 167 f 068t AV eadly T4 T S TER Hatshuhe, I B chibd e b Soumd, chic o TS ML isted Batkan L vatur Mis G5 man iy

| Sestel

EREE
14 Bams [£370) £

s el eaady enteeed oo i MEL Thiy iy b Cduiid wdidy thi MR s Gen. P SRl 0 sl bk 1o et et

BEiH

Ty e Frh W ] Remgve Yorw. the Chip

Alter clickingthe “Update Exception
From Lab Resuits” button in the Leb
Datapop-up, INSTEP wilirefresh lo
gisptay the cildwith 8 *Finatly
Scresnad exceplion.

d. If you promote an exception using lab results, INSTEP will also automatically
include a notation in the “Noles” section of the child’s Exception Entry screen
for the child that reads, “Exception Updated by Lab Data.” Do not delete this
note!

Eated E:‘;;cr_;p'f ir}etails

Tr;.m.sfer 13:?111.3:‘1[: ‘ t
Grganization namie: . !
© Excoption Type: - !
C Date: ‘gl wr
INSTEP automatically wiites a : Hotes: vt ention undated b leb dute
“Note™ an the Exception Entry }L FpETRE by

screen for all children whose
axceptions are updated by lab
data. Do not delete this
hote!
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2. Promoting an exception from a child’s Exception Entry screen

a. If a child has valid NBS results on file, you can also click the “Edit” link to
open a child’s Exception Entry screen.

e AtoCerec HE U Feneny Fo e 3 L -

Newhorn Sereening bce

szt e R Atedival Ravrad Rudnbel 1 sotdak (a0 A ot alrsaedy b Gn e TOR elatabase, b thee il cassaat b fonadd, dich ghe KR Bot Lt Bt o o the dita emasialy

et t Gk

Clicktho "Cdit" inkio go o tho
chdd's Excaplion Entry scréen 1o
manually promole an excoplion

b. INSTEP will display the child’s Exception Entry page. To update the
exception:
1. Screll to the bottom of the Exception Entry screen.
ii. Change the Exception Type to “Finally Screened.”
iii. Enter the date that the child’s NBS was performed.
iv. Click “Save Exception.”
v. INSTEP will not automatically include a note within the “Notes”
section to state that the exception was promoted from NBS lab data.

£ater Eaception Details

Traasior Datall:

Fravsfeoed Cat v

Organization same:  saune Messans) Hoipiat -

Exception Type: {resity Survnned v i
1. Scrollto the bottom of the pates . e
Exception Entey screen. k $ie:200 fet

Hotes:

2. ChangetheException Typeto
"Finally Screened.”

3.  Enterthedate the child's NBS
wags perfermed.

4. Click*Save Exception®when
finished.

Y Bg-_:}k Resel Frelds ¥ Sam Lfixw;;hun . Vm'._y Chip i . Save and g0 to MSR Summary entry
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Entering MSR Summary Data (*Summary Entry”)

After you have entered all exceptions for this month’s MSR and are ready to enter your MSR
Summary data, hover your mouse over the “Hospital MSR” tab at the top of the INSTEP
screen. A drop-down list will appear. Click on “Summary Entry.”

Hospital LISR Dynamic O

Exception Entry

Summary Entry

ORN SC

YSE THIS FORM TG REPORT EXNCEPTIONS TG THE NEWEORN SCREENING HEEL STICK PROCESS.

i

Hover yGur mouse over

RN FRCEPTION EMTRY  Hospitai MSR' and click

“Summary Entry.”

Search for Ghild Record
To enter a new exception, input the child's Medical Recard Humber to search for a record alveady in the INSTEP database. if the child cannot be found, click
the Child Not Listed button to enter the data manualiy.

SLHTH, JOHN 01 itz G el Lo Sglect

JOMES, ERIC 006 1 Transfer Caly 12348 Selegt Remgve
RANCHG, HIal ‘2010036?1 E 1 Haligious Retusal Select Remgve
KYID REAH 2169301 1 Initicd Sreen Hextiionh Select Remgve
SLHAY. JASHINE 2O 1 Rehgieus Refusal Scleet Remave

The sereen will refresh with a list of open MSRs for your organization. Select the
appropriate MSR to enter summary data.

Login ¥

ome I Cases  Hospital SR DinamicData iy Email | & >0 g Tiiriie m@ﬁﬁgpgyﬁg Presssus Profies

SUBAATT A SEHAMARY OF BIRTH DATS WIHER ALL EXCEFTIONS RAVE BEEN ENTERED FOR TRE JONTH

Please setect an MSR to view or enter summary data. Click “Select” to enter
e summary data for this MSR.

Search organizations: : Search | Cloar y

Organization name: :Iﬁriii'a;’la State Depatment C:*!'I-léaml - ) - :

Year: 2010 R

Contact Closed

Kivpfer. Ben Seiect

| £:d Hew BISR |
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1. The screen will refresh and display the MSR Summary Data form. Enter the
following information:
a. Total namber of live births at your facility this month
b. Total number of home births that received an initial newborn screen at
your facility this month
¢. Total number of walk-in patients who received an initial newborn screen
at your facility this month

2. The number of exceptions reported and the number of screens will be guiomatically
calculated based on the daia that you provide.

NOTE: To move between the summary data fields, click your mouse on each box OR use
the “Tab” key on your keyboard. INSTEP will not calculate the number of screens performed
each month until you have entered all required summary data.

SUBAMT A SLEAERY OF BIRTH DATA WREN ALL EXTEPTIONS FAVE BEEN EXNTERED FOR TR MONTH
Plzase select an MSR to view or enter stvmary data.

Search organizations: |

Organization name:  Jadiana State Depatmant Of Heatih v
Yaar: 20146 A
1] Year Coentadt Cramed Clused

RASR Smmary Dabe
Please enter the summary data for the MOR. Enter the total number of live births, home births, and walk-ins that received newbarn screening at your facility
during the month. Exceptions reported and number of normat screens will be calculated sutomatically based on entered data.

MR Status: N

Humber of live births: 48 ' f Enter the total number of live births,
tHumber of home births that received screening: 9 . : home births that reCGiVed Screening.
riumber of walk-ins that received screening: @ & & walk-ins that received screening at
Humber of exceptions reported: S your facility this month. Exceptions
Mumber of screens: . reported. and # of screens will be
{Save | [ Save and Clase w automatlcaily calculated.

NOTE: If you nced to come back Jater to complete entering summary data for this MSR,
click “Save.” This MSR will be saved within the INSTEP MSR Summary Entry section until
you come back.
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Submitting Your MSR

When you have correctly entered all information and are ready to complete this MSR,
click “Save and Close.” The screer'will refresh and show you the date and time that you
submitted the MSR.

Heme = Iy Cases  HospitaliAGR . DynamicData | Ly Email Frevions Profiles

 SCREENING EXCEPTION EHTRY

LISE FHIS FURN TQ REPCRT EXCEPTIONS TG THE SEWBURN SUREERNING HEEL STICK FROCESS,

Create o Selpct MER
Select the year to see z list of MSRs,

Year: 2043 v

. i Yesl floatn Contact Created Clased

g 201D A Kispter, Ben Seloct

L 241 2510 fasgus) Kicpfet, Gen 3222010 1245 18 PH 22010 12.34:527 PUL Selegt
Hay w1 | Add Hew MSR

L 3 BN B BN BN BN BN BN BN BN N BE BN N B BN BN BE BN L B BN L B IR BE BN BN BN BN B BN B IL B R IR BN A I BN A BB AR AR B R L B B LN L BN LB B B B L

Do NOT submit v'ou.r”MSR until vou are completely finished!

Once you click “Save and Close,” your MSR has been submitted to ISDIH, and you cannot
update or change it. If you wish to return to your MSR at a later date, please click “Save” -
do NOT click “Save and Close” until you are ready to submit to ISDH!!

LI B B BN B B I B B B R BN BN N
I EREERENNNEENERNERENNEN]

.....I......I...I.'I.'I..I..'I."..'.."......0.'.."'...."...'...."......'."'..

MSRs are due to ISDH by S pm on the first business day after the 14" of

the month.
Typically, the due date will be the 157 of the month.
If the 15" falls on a weekend, MSRs are due to ISDH by 5 pm the following Monday.

th
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Printing Your MSR

INSTEP allows you to print a copy of each month’s MSR for your facility’s records. NOTE:
MSRs print in a read-only PDF format. INSTEP users are not able to alter the MSR or
printout in any fashion.

You can print an MSR from the MSR Monthly Exception Report screen or from the
Exception Entry screen. NOTE: For information on printing an MSR from the MSR
Monthly Exception Report screen, please see the “MSR Reports” section of this User
Guide.

To print an MSR from the Exception Entry screen:

1. Log into INSTEP and go to the Exception Entry screen by hovering your mouse over
the “Hospital MSR” menu and clicking “Exception Entry.”

2, Click on the “Print” link next to the name of the MSR you want to print.

+Click the "Print” finknextto the MSR you wish to print.

Hospital LR LTF Ferms fmat Fetcen Sesich Adpan

XN NG -

wreybd

T 2t L RO MR R A Select Bring

Jung i
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3. INSTEP will automatically take you to the MSR Monthly Exception Report
screen and display the selected MSR (with the correct month and year). The MSR

will be displayed in the bottom half of your screen.

+INSTER will automatically 1aks you to the MSR
Monthly Exception Repcrt

+The MSR you selected will automatically be displaysd
in the lowerhalf of the screen.

MSR KMonth

i

FRelumn to Mospdal

¥ ackity: FLOORINGTON HOSPITAL
YoM 241 VE
stongh: Liay ""‘
Ll
MSR MONTHLY EXCEPTION REPORT
Facility : BLOOMINGTON HOSPITAL
Year: 2011
Month @ May
MSR Created By Alex Litvan
Opened : 6/9/2011
Closed :
52
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4. To print a hard {paper) copy of the MSR, scroll to the bottom of the screen and
hover your mouse over the MSR report. You should see the Adobe Acrobat toolbar
appear.

5. Click on the printer icon to print the report.

+ Scroll to the bottom of your screen & hoveryour
mouse overthe MSR report. The Adobe Acrobat
toolbar wilt appear.

+ Click on the "Print" icon .

\ i

Numbkr of home births that received 5\:reening ;
Numbe\of walk-ing that received scree\\ing a
Numberk\fexceptions reported \ G
Total num%\er of screens \ a1

52
®

6. To print another MSR, change the date fields (month and year) at the top of the MSR
Monthly Exception Report screen, then click “Run.” Repeat this step as needed to
print additional reports.
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MSR Reports

INSTEP allows users to run specific reports so that each facility can track its progress and
performance. To access the INSTEP MSR Reports:

1. Hover your mouse over the “Hospital MSR” menu.
2. Click “MSR Reports” from the menu.

» Hovar yourmouse over the "Hospital MSR™ menu.

» Click on "MSR Repotts.”

Home iy Cazes Hespral KR LI§fermy Ry fmail PesonSearch Sdmun

Exveption Entry
Sumrary oty

MSE Reports

- Welcome to INSTEP! i
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3. INSTEP will display the Hospital MSR Reports page.

«INSTEP wiil display the Hospital MSR Reports screen.

« Ciick on the button of the report you wish 1o view
andfor print.

PersonSeden  Sdmun §oEE

L N R N Y R RN N RN )

NOTE: Fach MSR Report page contains a button in the upper-right corner that reads,
“Return to Hospital MSR Reports page.” You can click this button from any of the MSR
Reports screens to return to the Hospital MSR Reports page and select another MSR report.

« Click this button 10 on any MSR Reports screen to
returm 1o the Hospital MSR Reports screen & select
another report.

Heae Blydages  HespaslLASR (TR Feam: iy fer Persen Seach Adinvn |

MSH E}{Gﬂﬂﬁﬂﬂ -n”]as Rﬁ!lﬂﬂ , Testorn to Hespal SR Rg

i

L N R R PN YN

INSTEP User Guide g 55

LI R L R R R I N I N I N R R



4. Select one of the following reports to run:
a. MSR Submission Report: Includes the following items:
i. A grid that lists:
[. Name of facility
Selected year
Name of person who created each MSR within the selected year
Date each MSR was created
Date ecach MSR was closed
Status of all MSRs for a selected year (e.g., whether cach MSR
was submitted on time/late or is missing/open)
ii. A grid that summarizes the status (e.g., how many MSRs within the
selected year were submitted on time? How many MSRs were late?)

A i o

See page 46 for an example of an MSR Submission Report.

b. MSR Monthly Exception Report: Includes the following items:
i. Facility name
ii. Month/year of MSR
iii. Name of person who created MSR
iv. Date MSR was opened in INSTEP
v. Date MSR was closed in INSTEP
vi. List of individual exceptions reported for that month. For each
exception, this report displays:
1. PID (person unique identifier)
2. Infant’s name
3. Infant’s date of birth
4. Exception code assigned to that infant
5. Infant’s Medical Record Number (MRN)
vii. List of summary data submitted for that month (as submitted by your
facility) .

See page 49 for an example of an MSR Monthly Exception Report.

c. MSR Exception Type Count Report: Inchudes the following items:

1. Facility name

ii. Selected month(s) and year(s)

iii. The total number of each exception type reported in each selected
month(s) and year(s) (e.g., 2 NICU, 3 transfer only in March 2011)

i. The total number of each exception type reported in each selected
month (located along the bottom line of the report for each selected
month and year)

iv. The total number of exceptions (not sorted by exception [ype) reported
in each selected month and year (e.g., S exceplions reported in March
2011; located in right-hand column of report for each selected month
and year)

See page 54 for an example of an MSR Exception Type Count Report.
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MSR Submission Report

To view and/or print an MSR Submission Report:

1. Click the “MSR Submission Report” button on the Hospital MSR Reports page of
INSTEP. L
2. On the “MSR Submission Report” page, check the boxes of the status(es) you wish
to view on this report.
a. INSTEP defaults to include all four statuses (on time, late, missing, and open)
on each MSR Submission Report.
b. If you do not wish to view one or more of these statuses, uncheck the box next
to the status you wish to remove.
3. Select the year of the MSR you wish to view and/or print from the drop-down menu
labeled “Year.”
4. Click “Run.”
5. INSTEP will refresh & display the selected MSR Submission Report in the lower half
of the screen.

§ Heme v Cazes Hespital KSR LTF Forme -

MSR Sﬁﬁﬁﬁﬁ%giﬁﬁl R&ﬁﬁ?i RN Return te Hespital ISR Reperts page
Tor vl Bspitod A8 su » oty
Status: #lon Time B Late E{:’JMissing [¥] open
Faciity BLOOMNGTOMHOSPITAL ]
Hun Cleay
MSR SUBMISSION REPORT
Facility : BLOOMINGTON HOSPITAL
Year ! 2011

Month Contact Created Date Closed Date Status

January Missing

Februasy Missing
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6. To print a hard (paper) copy of the report, scroil to the bottom of the screen and

hover your mouse over the report. You should see the Adobe Acrobat toolbar
appear,
7. Click on the printer icon to print the report.

« Seroll 10 the bottorns of your screen & hoveryous
mouse overthe MSR report. The Adobe Acrobat
toolbarwill appaar.

» Click on the"Print"icon,

\ ]

Numb\ir of home hirths that received s\:reenlng 1
Numbe\of walk-ins that received scree\1ing 0
Number \f exceptions reported \ a
Total numi\er of screens \ 21
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Example of MSR Submission Report

MSR SUBMISSION REPORT

Facility :

Year: 2011

Month Contact Created Date Closed Date Status
January Kissing
February Hissing
March HMissing
April Eimsing
Ray Bridwell, Tonya G204 Open
June nda na nia na
July ria na néa nia
August nia na nfa nfa
September 1 na nfa nia
Qctober nla o na na
November n/a va nfa 0/
December nia nia na wa
STATUS SUMMARY
Status Total
Submitted ]
On Time 0
Late 0
Unsubmitted &
Missing 4
Open i
Total &
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MSR Monthly Exception Report

To view and/or print an MSR Monthly Exception Report:

I. Click the “MSR Monthly Exception Report” butten on the Hospital MSR Reports
page of INSTEP.

2. Select the year and month of the MSR you wish to view and/or print from the drop-

down menus labeled “Year” and “Month.”

Click “Run,”

4, INSTEP will refresh and display the selected MSR Monthly Exception Report in
the bottom half of your screen,

e

+INSTEP wilt automatically take you to the MSR
Monthly Exception Report.

* The MSR you selected will automatically be displayed
in the lower half of the screen

U beme BheCases MemptalREBR LTF Foome Ry Emal Pesen Seach dnimin

Facllity: BLOGLELGTON HOSPITAL vl

raar: 2611 i
ranth: Lisy i
T Cless

¥

MSR MONTHLY EXCEPTION REPORT

Facllity : BLOOMINGTON HOSPITAL
Year: 2011
Month : May
MSR Created By : Alex Litvan
Opened @ 8/9/2011
! Closed :
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5. To print a hard (paper) copy of the report, scroll to the bottom of the screen and
hover your mouse over the report. You should see the Adobe Acrobat toolbar
appear.

6. Click on the printer icon to print the report.

* Scroli to the bottom of your screen & hoveryour
mouse overthe MER report. The Adobe Acrohat
toolbar wiil appear.

+ Click on the "Print™ icon .

\ _.

Numb\ir of home births that received s\:reening 1
Numbe\of walk-ins that received scree\ﬂng 0
Number\f exceptions reported \ 4
Total numl\er of screens \ 2

bricd o (C1te P

Nt

7. To print another MSR Monthly Exception report, change the date fields (month and
year) at the top of the MSR Monthly Exception Report screen, then click “Run.”

8. Iollow steps 5~ 7 above to print additional reports.
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Example of MSR Monthly Exception Report

MSR MONTHLY EXCEPTION REPORT

Facility

Yaar : 2011
Month : dav

MSR Created By :

Opened : 6/9/2011

Closed .

PID Name poe Exception Code MRN
5136338 WORKING, WORK 054172011 Transfer Only 1
5136340 SECOND, TEST 08022010 Transier Only Z
5136240 HORSE, NELLY 06/24:201 1 NiCU 123454
5136354 AH O5H10:2011 NiCU 3
5136360 E,F 06:02:2011 inftiat Sereen Next tlonth 4
5136358 GoK 0802011 Religious Refusal 5

SUMMARY DATA

Number of live births 9
Number of home birlhls that received screening 5
Number of walk-ins that recelved screening 0
Number of exceptions reported 6
Total number of screens e
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MSR Exception Tyvpe Count Report

To view and/or print an MSR Exception Count Type report:

1. Click the “MSR Exception Type Count” button on the Hospital MSR Reports page
of INSTEP.

2. Timeframe of report; INSTEP allows users to run this report for a single month, for
all MSRs submitted by your facility, or for a date range {(multiple months). To run
your MSR Exception Type report, select ONE of the options below:

a. Run this report for ¢ SINGLE MONTH: Sclect the year and month of the
report you wish o vizw and/or print from the drop-down menus labeled
“Year” and “Month” in the “Search by Year and Month” section.

+To run the MSR Exception Type Report for a single
month, selectthe appropriate year and month from the
drop-down menus labeled Year and"Month "

i Home M Carer Horpaal B3R LY fems Bleimal Perydin Seaich
1

MSH Excention Types Report

L

Fagitite: o Bkt Faobty - v
el 2

Year: 2611 vt

senth Ly o

Lmars

4y

g Lo " g n S o~ ) H
From: - Belect Llonth - vl oy - Select Month - vl e setset Year -
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b. Run this veport for ALL MSRs SUBMITTED BY YOUR FACILITY: Select
“All” for the year and month from the drop-down menus labeled “Year” and
“Month” in the “Search by Year and Month” section.

+ To run the MSR Exceplion Type repodt for al MSRs
submitted by vour facility, select “All" within the "Month”
and"Year" drop-down menuswithin the"Search by
Year and Monh " section.

Hane by Caces Hespal LASR LTF Eeimg - By Emal Progh Seach Ldmin

. VISR Biception Tvnes Report {777 Retian o Hespital MSR Re
oo Dt 00 Daeeptinsy faen e b
Faaitity: - Fedect Faciity - "
E TR IEAT At

(ot A0 v

ssgntly: 0 v
Bt

g L

From: i Saiuet Yom - i pa - Sdlesthients o vl Eelent Yeur - v

Rure Ll

c. Run this report for ¢ DATE RANGE (multiple months); Select the month
and year {or the start (“From”) and end (“T0”) dates of the date range (e.g.,
May 2011 through November 2011) in the “Search by Range” section.

+ To run the MSR Exception Type report for a date
range (such as from May 2011 to November 2011),
anter the appropriate month and year for the start
From™) and end ("To") dates in the Search By Range’
seclion,

[REEN)

Hespital FASK

yaarn

anti

- Aatect Month -

From: Hay wioani ~ e Hesmen

Run Olnar

3. Click “Run.”
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4. INSTEP will refresh and display the selected MSR Exception Type Report in the
bottom half of your screen.

IR N N N N N N N N N N RN NN

NOTE: If you ran this report for multiple months, each month will display and print on a
separate sheet of paper. Use the scroll bar within the Adobe Acrobat window on the right

hand side of the screen to move hetween multiple pages. This is a different scroll bar than
the one you use to scroil up/down within your Internet browser!

(RS

Fucfity ADALLS LIELIORIA, H{I!"(.'\?HT;‘«EA

iEY) 3]
Tea sl
st Bt
Bun

Fogm: Al

MSR Excention Types Re

S

Hil

+f you ran this report for more than one month, each
month's reponwill display & print on & separate page

within Adobe Acrobat.

+Use the scroll har within Adehe 1o movs from ong
pageto another. NOTE. Thisis a different scroll bar
than the scroll bar for yourInternet browserit

Retun to s

MSR EXCEPTION TYPES REPORT

. Year: 2011
Month @ March

Facility Transfer | Finally | MICU | Inkial Screen | Deceased | Religious | Discharged | Total
Only Screened Mext Month Waiver | Without NBS
ALARS BIELCRAL HOSPITAL
0 0 0 3] G { 0 0
Total 0 0 ¢ ¢ 0 0 ¢ 0

P R R N e R Y N NN NN RN TN TN
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5. To print a hard (paper) copy of the report, scroll to the bottom of the screen and

hover your mouse over the report. You should see the Adobe Acrobat toolbar
appear.

6. Click on the printer icon to print the report.

« Serolf o the bottom Of yoUr sCreen & noveryour
mou se overthe MSR report. The Adobe Acrabat
toolbar will appsar.

+ Click on the "Print” icon .

Numb\ﬁr of home births that received s\:reening 3
Numbe\of walk-ins that received scree\\ing 8
Number\o\f exceptions reported \ &
Total r‘.umker of screens \ o

E’Tva{ Fa (O P)}
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Example of MSR Exception Type Count Report

MSR EXCEPTION TYPES REPORT

Year : 2011
Month © March

Facility Transfer | Finally NICU | Initial Screen | Deceased | Religious ) Discharged | Total
Only Screened Next Manth Waiver | Without NBS
¢ 0 0 G 0 0 0 0
Total 0 0 0 0 0 0 0 0

MSR EXCEPTION TYPES REPORT

Year: 2011
Month : April
Facility Transfer | Finally NICU | Initial Sereen | Deceased | Religious | Discharged | Total
Cnly Screened Next Month Waiver | Without NBS
a 0 0 0 G 2 i 2
Total 0 0 0 0 0 2 0 2
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Sending a Secure E-mail through INSTEP

INSTEP has a secure e-mail feature that allows INSTEP users to send and receive
messages that contain protected health information (PHI) — or any detailed information about
a specific child — safely and securely, without worrying about violating any HIPAA security
or privacy rules.

To compose a secure message within INSTEP:

1. Start by accessing the Child Health Information Profile (CHIP) of the specific
child about whom you are writing a message. You can access the CHIP by
clicking on “Person Search™ at the top of your INSTEP screen or by clicking the
“View the CHIP” link or button on your Exception Entry screen.

2. Click on the “Send an E-mail” button in the upper right corner of the CHIP.

Clic the “Send an Emal”

Child Health Information Profile e

gadur g a-mail functon,

Tl mdeomation rsthier nfonmation Aoty
Pib: S EYARYS i 5137136 [
Hame: MLURPHY tlame: MOTHER 000 - o
000G .
maiden o g
faother Maiden Hame: [E\‘eccrd a Fhene Call J
o f 30 1o the mar search page |

Date of [ Rl
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3. INSTEP will display the Secure E-mail page.

a. Select the name of the recipient by clicking on the “To” drop-down menu
and picking the person’s name.

b. Select the name of another recipient by clicking on the “CC” drop-down
menu and picking the person’s name.

c. Type the e-mail’s subject in the “Subject” line.

d. Type your message in the “Body” text box. Do not delete any text under
the line marked “ISDH USE.”

e. If you wish to add any attachments to your message, use the “Upload a
file” feature at the bottom of the screen. See pages 32 - 34 of this User
Guide for step-by-step instructions for uploading files.

f. When you are finished with your message, click “Send.”

1. Select the name of your
recipientinthe “Te" drop-

down menu, \\) Tor o o

(i

2. Selectthe name of another

recipient, if needed, in the Subjact:
CLT drop-downmenu, Bety U,
ﬂ 49 A Ga Fent {isme ‘ Feal.w _.‘
3. Enter your subjectin the / soron i . .

“Subject” line.

4. Type your message in the
“Body” text hox,

b P ARSE PLEa2 DO HATREMGTE weae oo

IELIREA N
Do NOT delete any informatio/ : e

below the “ISDHUSE Please Do
Not Remove” line.

When finished, click “Send.”

If you wish to upload e
attachments to this e-mail, use uplad o B
the "Uplead aFile” feature.

Fites:
G fHels)
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4. INSTEP will send & store your e-mail message securely.

a. Your actual message will stay within INSTEP—noe PHI will be released
outside of INSTIP,

b. Instead of seeing your actual message (containing the PHI about the child)
in his/her e-mail inbox, your recipient(s) will receive notification that a
secure e-mail is awaiting them in INSTEP.

¢. The recipient(s) can click on the link in this message to log into INSTEP
and access their “My E-mail” page to see your message.

* ISDH INSTEP Email Notice
; ceddy@isdningoy
; This massage was sent with High impotancs,

Tue 37152011 10:35 Ak{

= Eddy, Cours

2y

Courmey Eddv hag genr vou a secured emall.
To Access vour message, simply follow these steps:
. Click here to login and view the contents of this secured email.

. Enter vour user name and password when prompted.
CAccess vour inbox to view the messdge

Lad 1) e

If vour email software does net support the 'Click Here' link above, copy the URL below and paste it into the
address bar on your web brawser.

hups garewavdevisdh in gov GatesvavTst-Signln aspx®appid=7 1 &redirect To=INSTEP. MvEmail aspx
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5. Your “My E-mail” page in INSTEP will display all e-mail messages you have sent

or received through INSTEP.

a. For details of an individual message, click the arrow to the left of the

message.

b. To reply to a message, click the “Reply” link.

¢. To delete a message in your Received or Sent e-mails, click the “X” icon.
You will be asked for confirmation that you wish to delete the message.

d. You can also sort your messages by clicking on any of the column headers
within the My E-mail page (such as “From,” “Reply Date,” etc.).

iy Enail

Cllck this arrow to see details RICTIE D BAIL T

about a gpesific message.

SUNT AT T

\“’:\ A SRtINOH {oatne, bt

hekibre thanpt

weiedd vt fesse 1 g
pis HHIES
TAES RIS
S Refreshfint
SR ML EAN READ DATK ALY DATE
e PR P Reply “
LR TR TIEI R IES KT RN PRVR N |
s agy
L Reneshiin
» ) RUALX Ry
ig TSEAG
SUBHT alSfaGt CATL AT
[IETETorTIE FREEY b
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Frequently Asked Questions (FAQs)

Why can’t I log into the Gateway?

You must register for an account within the Gateway before you can log into the Gateway. In
order to register for a Gateway account, make sure you've obtained the Gateway securily code
from Courtney Eddy. For more information about registering for a Gateway account, see
pages 4 — 5 of this User Guide.

Why don’t I see INSTEP as a tab on my Gateway home page?

You must request and be granted access to INSTEP before you will see an “INSTEP” tab on
your Gateway home page. In order to request access to INSTEP, make sure you’ve obtained
the INSTEP access security code from Courtney Eddy (this is different from the Gateway
security code). For more information about requesting access to INSTEP, see pages 7 - 8 of
this User Guide.

How do I add a child to an MSR if I can’t find him/her by MRN?

If you search for a child by medical record number (MRN) and no matches are found
within the INSTEP database, you will be automatically sent to the Exception Entry screen,
where you will be able to enter demographic information for the child, his/her mother, and
his/her primary care provider, as well as the exception information.

If you search for a child by MRN and cannot find the child in the list of potential
matches that are found within the INSTEP database, click the “Child Not Listed” button to
manually enter the child’s information.

For more information about entering demographic information within INSTEP, please see
pages 13 — 15 of this User Guide.

Why can’t 1 create a new MSR?

INSTEP will not allow you to open a new MSR if the previous month’s MSR has not been
completed & submitted. INSTEP works like this so all “hold-overs™ are addressed
appropriately the next month. See the next FAQ for more info on hold-overs.

How do I add an MSR if I only need to enter summary data?

Users who need to enter an MSR with no exceptions can click on “Summary Entry” in the
Hospital MSR menu. On the Summary Entry screen, click the “Add New MSR” button. You
will be taken to the “Exception Entry” screen to select the year & month of the MSR you wish
to add. Once the new MSR appears on the Exception Entry screen, go back to the Hospital
MSR menu and click on “Summary Entry.” Select the month of the MSR you added, then
enter summary data as usual. See pages 36 — 38 for more information on entering summary
data & submitting your MSR. =~ .,
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Why are children from last month’s MSR automatically appearing on my
MSR for this month?

These children are “hold-overs” from the previous month. Certain exception codes
(“Unauthorized Refusal”, “Hospital Error,” “NICU,” “Initial Screen Next Month,” etc.) will
require you to promote, or update, the child’s status on the next month’s MSR.

Example: 1f a child was listed with the “NICU” exception code and received histher NBS the
following month, this child can be promoted / updated to “Finally Screened.” The child will not
appear on the next MSR.

Should I enter time in 12-hour or 24-hour format?

Please enter times in INSTEP in a 24-hour (military) format (e.g., 11:15 PM = 2315). Be sure
that you enter a “leading zero” for all times before 10 AM (e.g., 5:20 AM = 0520). Do not
use a colon (e.g., 10:00 AM = 1000).

What if I don’t know the baby’s first name?

INSTEP contains a checkbox labeled “Child’s first name is unknown.” You should not enter
a child’s first name as “Baby,” “Baby Boy/Girl,” or “Infant.” If you don’t know the infant’s
first name, or if the infant does not yet have a first name, please check this box and leave the
“Iirst Name” text box blank.

How should I report a baby if his/her name has changed?
Report the child with his/her current legal name.

o Ifthe child’s previous last name is the same as the mother’s maiden name, report that
name in the “Maiden Name” box.

s Do NOT report a child’s name as “Smith (Jones)” or “Smith PREV Jones.” INSTEP
will not be able to match this child’s record with his/her birth certificate & NBS lab
results!

¢ Remember that you can always update a child’s name in INSTEP until you close
your MSR for the month. Once an MSR is closed, information can no longer be
updated for that child’s record.

How should I assign birth order for twins, triplets, etc.?

Birth order should be matched to the assigned order from the babies’ birth facility. If a set of
twins is transferred to your facility, infant B (2) at your facility should have been infant B (2)
at the birth facility. Incorrect infoimation can lead to duplicated or incorrectly merged
records within the ISDH Repository,

What children should be reported as transfers in/out of my facility?
The new MSR form requires you to tell us about all children who enter or leave your hospital
before having an initial newborn screen (NBS). You should report ALL of the following:
e Transferred in to your facility: Every baby who was born at another facility, but
comes to your facility without having an_initial NBS
» Transferred to another facility; Every baby who leaves your facility without having
had an initial NBS
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How should I report a child who was transferred into my facility and
received a valid initial NBS before I submitted my MSR?
o The transfer code for this child should be “Transferred into your facility.”
® The exception code for this-child should be “Finally Screened”
O NOT “Transfer Only”!
O Be sure to include the date of NBS!

If a child was transferred in/out multiple times during the same month, how

do I report that?

List the transfer code for whatever action happened LAST. For example, if a child was
transferred out of your facility, back to your facility, and then out to another facility, that child
would be reported on your MSR as “Transferred to another facility.”

What if a child was transferred to a hospital outside Indiana before having

a valid initial NBS?

You should be able to select the facility’s name within INSTEP. I you can’t locate a facility
in INSTEP, please contact Courtney Eddy with the hospital’s name and address so we can add
it to INSTEP. NOTE: Please contact the facility to obtain the child’s date of NBS & report
this information within INSTEP!

Baby transferred to a Transferred to another - . TRANSFER ONLY

NICU at another facility - facility o B

Baby transferred to your Transferred to your FINALLY SCREENED

hospitlal’s NICU, screened  facility {provide NBS date)

in same calendar month

Baby transferred to your Transferred to your - NICU

hospital’s NICU, but did facility . (no date required)

NOT receive NBS in same '_ . R

calendar month 7 : - **This child will be a
L o ' holdover on next month’s

MSR#**

Do I need to report babies born at the end of a calendar month as “Initial

Screen Next Month” exceptions?

ONLY if that child has not received NBS by the time you submit your MSR. Children who
are born at the end of a calendar mgﬁn‘,h, but receive NBS at the correct time (e.g., on the 2™,
are considered normal screens and ilon’t need to be reported.
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How do I tally my exceptions each month?

ANY child that you report as an exception on your MSR counts as an exception, regardless of
the transfer or exception codes. This includes any children who are “Transfer Only”
exceptions or were promoted to “Finally Screened.” INSTEP will calculate your exceptions
and total number of initial screens for you.

We realize that the number of initial: screens reported in INSTEP may not match the number
of initial sereens recorded in your NBS log at your facility., This is okay! ISDH is no longer
focusing on matching numbers—our follow-up is focused on ensuring that every child born in
Indiana receives a valid and timely initial NBS.

When Should I Add & Edit Physician Contact Information?

INSTEP gives users the ability to both add & edit physicians® addresses & phone numbers.
However, numerous physicians have multiple office locations, In order to prevent duplicate
listings of physicians within INSTEP, the following guidelines have been set up for users so
that you can determine when to use the “ILdit” feature and when to use the “Add Address” /
“Add Phone Number” features.

When should 1... ‘ Examples

» Tocerrect transposed numbers in an address
or phone number (e.g., 3175 instead of 3715)

o To add a room/suite number 10 an cxisting
address

» To add an extension to an existing phone

Use the “Edit” feature for addresscs / phone
number

numbers

e To correct a location if the hospital/clinic
moves within the same city

o To update a street name in an existing
address (e.g., Barnhill Drive changing to
Riley Hospital Drive)

3. To add a completely new address {different
city/town, different hospital affiliation)
4. 714 Barnhill Drive (Riley campus)
Use the “Add New Address” or “Add New vS.
Phone Number” feature e 123 W. 86" Street (St. Vincent campus)

5. Yo add an entirely different phone number
(e.g., 317-999-99996 to 812-777-7777)

Witen in doubt, add a new address or phone number!!! When you edit an existing
address/phone number, INSTEP will update the address/phone number for ALL exceptions
and for ALL users. INSTEP users need to remain cognizant of the fact that other INSTEP
users may need a different office/clinic address for the same physician.
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Can I print my MSR?
Yes, you can! See the section “Printing Your MSR” within this User Guide for more
information.

Is INSTEP compatible with Macintosh computers?
Currently, INSTEP is not fully compatible with Mac computers. Mac users may have
reduced functionality of some components of INSTEP.

What types of files can I upload to INSTEP?
Currently, INSTEP will accept the following types of files: pdf, tiff, bmp, gif, png, doc, xls,
doex, xlsx, xps, jpg, jpeg.
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ISDH Contact Information

Person to Contact

Issue/Question

Courtney Eddy
INSTEP Director
(317) 233 — 9260
(317) 234 — 2995 (fax)
CEddv@isdh IN.gov

Questions about using INSTEP
Requesting Gateway/INSTEP security
codes

Patient-specific questions

Questions about NBS follow-up
Submitting signed Religious Waiver or
other NBS follow-up information via fax
(paper copies)

Ben Klopfer
MCH/NBS Software Development Team Lead
(317) 233 — 7395
BKlopfer(@isdh IN. gov

Technical questions about
INSTEP/Gateway
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