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Accessing Documentation EZLink On-Line

1) Enter the following address into your web browser:
https://healthcare.covisint.com/portal/private/mdch

»

W [gCovisint-REgisbe(ed Users Login ]_I I & - [heege - Greok -

covisint

‘ sbsidiary of Compuware Gorporation
English v
- Reqistered users may use the form to login. If you are not already a member with a User ID
d e and Password, you may register with Covisint.
e rs Login
Access to this system is restricted to authorized users. Individuals accessing or attempting
User ID: fleghorn to gain unauthorized access to this system will be prosecuted to the full extent of all
2 applicable laws.
P d:
BN wa Any or ol uses of this system and al data and information on this system, inducing without
limitation, personal health information, may be accessed, read, intercepted, monitored,

recorded, copied, audited, inspected and disdosed to and by autherized third parties,
induding employees, health professionals and institutions, third party payers and
government agendes. By using this system, the user consents to such access, reading,
interception, monitoring, recording, copying, audit, inspection and disdosure for any
C“d“”QLW‘" indicates acceptance of Terms of Use purpose. Users of this system have no explicit or implict expectation of privacy.
and Privacy Policy

If you are not an authorized user, terminate access now. If you do not agree to the terms
and conditions set forth above, do notlog in to this system.

() Forgot your password?
() Forgotyour UserID?
() Check Your Registration Status

Legal Contact Us Compuviare Corporstion. All Rights Reserved.

2) Enter your username and password.
3) Click the button.

Welcome, FOGHORN LEGHORN - MEMORIAL HOSPITAL

Covisint el ion Center 1 to the

Department of Community Health

mﬁa“ ] ey For several months, our MDCH staff have worked hard to develop a preparedness resource-based
web site for Michigan residents. The site recently launched and can be found at
vivew.michigan.gov/prepare and offers a great deal of infoermation on how to prepare yourself and
your family in the event of an emergency.

Documentation EZ Link
4 | i I Iencourage you to go inte the web site and look areund. Download the lists and resources

available. And then please use these items to make a plan for yourself and others you care about.

Department & Agencies Thinking and planning ahead may save lives, or at the very least, mitigate the impact of a variety of
e e— events.

4) Select Documentation EZLink from the menu on the left side of your screen.
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Finding or Creating a Patient Record

[ Po—— fir - B - - [ohPage - Groos -

1 m Refresh  Help  Logout
Facility: MEMORIALHOSPITAL
. 2 - Patients: 0 Tasks: 0 View: Intake
Eiian 1 Reviews Due: 0 Alerts: (1] User: FLEGHORN

=
Curren! messages it List
0 Total, ;_ Audit Trail YOOO

Ll pavents | ip: | References |Tasks:| o] Status: | Auths |NextReview:|Unread ] Documents -]

1) Click on the Lookup menu.
2) Select Patient.

W Igﬁamumﬁm Iiw - B &= - |-kPage - ) Tooks -

Search New Help  Logout

mﬂ Main Window =3 Patient Search

Patient Lookup

Search For a Patient
Unique ID:

3 Last Name: | jing I

First Name: |

Middle Name: |
SSN: (111223333 or 111-22-3333)
Birthdate: |

4 =

I 17 | (mmyddiyywy)

3) Type in a few letters of the patient’s last name.

4) Click the button.

e ol [g‘PanEnthkup Ii| fa -

i 6 I New IHeIp Logout

»

- e - ook -

m Main Window = Patient Search

Patient Lookup

Search For a Patient
Unigue 1D:

Last Name: 'F“m

First Name:
Middls Name: |
iy | (111223333 or 111-22-3333)
Birthdate: i I
r il (mm/dd/yyyy)
3 Total, 1 of 1 page(s) CAYAr AN
Fred Flintstone 01/01/2007 858766518
5 =bbles TTstone 01/01/2007 £51770085
Wilma Flintstone 01/01/2007 579648529

5) If the patient record exists in Documentation EZLink it will appear at the bottom of the screen.
Click on the patient name in the resulting list to open the patient record. Skip Steps 6-8.
6) If the patient record does not appear a new record must be created. Click on New.
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e e [g,addpabmt I | - B B - |k pPage » () Tooks +
Save Help Logout
M Main Window = Patient Search =» Add Patient
Add Patient
7 Last Name: * Ryppje UnigueiiD; 875520789 |
= - = [ T 7
IF\rst Name: *[5ormey Birthdate: W s /12007 (mm!dd;’yyyy)l 7
Middle Name:| 7 S5N: (456 -4 | 4867
Suffix: T I Column Reference: | h :
Message Reference: | —Select a Message Reference— M
Linked Work Lists
All Available Work Lists: Work Lists Linked to this Patient: *
Intake
Non-Viewable Comments:
8
* Required field

7) The minimum information required to create a patient is the last name, first name and date of
birth. Fill in the remaining information if you have it.

8) Click the button.

Note: The red asterisks (*) denote required fields.
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Adding an Electronic Document to a Patient Record

Save Status  Auth | ocuments | pemographics  send Message  Help  Logout

M Main Wi lintstone, Fred

View Patient Information

View Patient Information

Lost Name: * Elinttone Unique I0: 123456789

First Name: *[Fpag Birthdate: = 01 f01 2007 | (msddiyyyy)

Middle Name: SSN: 111 22 3333

Suffix: Column Reference:

Message Reference:|_ggplact a Message Reference— v
Linked Work Lists
Add e e Remme.
1) Select Documents.
2 [Add Document| Eforms Print  Help  Logout
- Add a File
I Add By Fax » Flintstone, Fred =p Documents
intstone, Fred
2) Click on the Add Documents menu.
3) Select Add by Print Job.
Print Close Help |

Patient: Flintstone, Fred

Add a Print Job

Document Name | pedical Report 4

* Required field
Document Tags

Category CSHCS ~|5

Doc Type —-Select— v
Recipient ID |0012345ﬁ?8 |
County Code | 33 |

Enroll Begin Datel:l D
Enrall End Date l:l ]

Diag Codes | |

Pend Codes | |
Denial Codes |

Send to FileNet | _gajapt—- w
Print || &

< |

|

4) Name the document

5) Select the CSHCS Category and fill in all of the known information such as Recipient ID,
County Code, etc.

6) Click the button.

Note: Filling in the category information will reduce the CSHCS representatives’ workload and will
allow them to process your document(s) as quickly as possible.

Note: Much of the information under the CSHCS category is for CSHCS internal use. Do not
attempt to enter information in the Diag Codes, Pend Codes, or Denial Codes fields.
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€ ProviderLink - Print Now - Windows Internet Explorer M=
8]

€ | https:/fproviderlink. healthcare. stg. covisint. com//providerlink/do attach print/print. =

Close

Print Now

Open the application from which you want to print and select “print” from the application's file dropdown menu. Print o the Virtual Printer.

This may take a few seconds.

D0 NOT PRESS THE "CLOSE™ BUTTON ON THIS WINDOW UNTIL ¥OU RECENE A MESSAGE SAYING THAT THE PRINT JOB HAS BEEN SUCCESSFULLY
SENT.

7) The Print Now window must remain open until you have printed the document.

8) Open the program containing the document you wish to attach to the patient record.

9) Print the document.
10) Select the ProviderLink Printer.

ProviderLink Internet Gateway

Print Job: Microsoft Word - MDCH-Documentation EZ Link Quick Steps.doc
Internet Destination:  https: //training. praviderlink. com /providerlink fprintCatcher

The send completed successfully.

[lllllllllllllllllllllllllllllllllllllllllllllllllllllll

11) Click the button.

/€ ProviderLink - Print Now - Windows Internet Explorer Q
| htips: /fproviderlink. healthcare. stg. covisint..com/providerlinkdoattach fprint fprint

12 [Com]

Print Now

o]
X

.

(Open the application from which you want o print and select "print” from the application's file dropdown menu. Print to the Virtual Printer.

This may take a few seconds.

DO NOT PRESS THE "CLOSE™ BUTTON ON THIS WINDOW UNTIL % OU RECENVE A MESSAGE SAYING THAT THE PRINT JOB HAS BEEN SUCCESSFULLY
SENT.

12) Switch to the Print Now window.
13) Select Close.

New Folder  Add Document  E-Forms  Print  Help  Logout

™
ProviderLink  Main Window =» Flintstone, Fred =» Document Folder Hnarma

Documents for Patient: Flintstone, Fred 1 4
1 Total, 1 of 1 page(s) (1410 1N
[ ] [ Description | Type+ | | _____user-______| Modified Date - | Create Date~ |
% u m @ Medical Report - Print providerlink Admin ProviderLink 02/23/2009 5:28 PM 02/23/2009 5:28
PM

[Move | [ Delete | [ Selectall ][ UnselectAll ]
14) The document is now attached to the patient record. Note the Type shows Print.
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Adding an Paper Document to a Patient Record

Save Status  Auth 1 | Dacumemsl Demographics ~ Send Message  Help  Logout

M Main W . Flintstone, Fred

View Patient Information

View Patient Information

Lost Name: * Elinttone Unique I0: 123456789
First Name: * Fred Birthdate: * 01 /o1 /|2007 (mm/ddy )
Middle Name: SSN: 11 Lz |3
Suffix: Column Reference:
Message Reference:|_ggplact a Message Reference— v
Linked Work Lists
Add T I N T Remnus.

1) Select Documents.

Print  Help  Logout

3 # Flintstone, Fred = Documents

of Pauent: Flintstone, Fred

2) Click on Add Document.
3) Select Add by Fax.

Print Close Help |
Patient: Flintstone, Fred

Add a Print Job

Document Name | pedical Report 4

* Required field
Document Tags

Category CSHCS ~|5

Doc Type —-Select— v
Recipient ID |0012345ﬁ?8 |
County Code | 33 |

Enroll Begin Datel:l D
Enrall End Date l:l ]

Diag Codes | |

Pend Codes | |
Denial Codes |

Send to FileNet | _gajapt—- w
Print || &

< |

|

4) Name the document
5) Select the CSHCS Category and fill in the pertinent information.
6) Click the button.

Note: Filling in the category information will reduce the CSHCS representatives’ workload and will
allow them to process your document(s) as quickly as possible.

Note: Much of the information under the CSHCS category is for CSHCS internal use. Do not
attempt to enter information in the Diag Codes, Pend Codes, or Denial Codes fields.
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7ME=E= 8 |

Fax Cover

10 Frmmemeen]

Al pages (up to 40 pages) following this cover page will become a document on patient-

Flintstone, Fred

This document will be named:
Medical Report
*YCOTCX®

7) Select Print.
8) Select Close.

9) Place the printed Fax Cover Page on top of your paper document.
10) Fax it to the number listed at the top of your Fax Cover Page.

Note: Make sure the bar code on the Fax Cover Page is clearly legible with no streaks.

Note: Faxing a document to this number will convert the paper to an electronic document for your
patient. This is NOT sending any information to CSHCS.

New Folder  Add Document ~ E-Forms  Print  Help  Logout |

oy . .
Pm»de‘rynk Main Window = Flintstone, Fred =» Document Folder: Home

Documents for Patient: Flintstone, Fred

1 Total, 1 of 1 page(s) 1 1 (14 1) 1]

L Facility= | User | Modified Date~ | Create Date |

OBCIE @  Medical Report - Fax providerlink Admin ProviderLink 02/23/2009 5:28 PM 02/23/2008 5:28
M

[Move ] [ Delete | [ SelectAll ][ UnselectAll |

11) The document is now attached to the patient record. Note the Type shows Fax.
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Sending Documents to CSHCS

Save  Status  Authorizations Documents Demographics  Send Message  Document Requests  Help  Logout

m Main Window = Flinistone, Fred

View Patient Information

View Patient Information

Lst Name: * [Fimstone | uniaue 10 (123456769 |
First Name: * e | irthdase: - 2007 | (mm/ddiyyyy)

Middle Name:l ‘ SSN:

Suffix: I:l Column Reference: ‘ ‘
Message Reference:| _gelect a Message Reference—
Linked Work Lists

All Available Work Lists: Work Lists Linked to this Patient: *

Intake

Linked Mailboxes

Current Status: None — Select a Quick Lookup ~ vl 1
Current Admission Date: None
Last Discharae Date: None MEMORIALHOH# - Select a Quick Lookup
Deceased Date: None MDCH - CSHCS General Mailbox - Online | ¥4
Last Document Added: 05/25/2009 MDCH - Institutional Claims Attachments
Current Authorization: None MDCH - MDCH Consent Forms - Online
Next Review Date: None MDCH - Professional Claims Attachments
Unread Messages: 0
History Items: 0
Tasks: 0
* Required field
L |

1) Click on the — Select a Quick Lookup — drop down list.
2) Select MDCH — CSHCS General Mailbox - Online.

Save  Status  Authorizations  Documents Demographics  Send Message  Document Requests  Help  Logout

m Main Window = Flintstone, Fred

View Patient Information

View Patient Information
Last Name: *

|F\imsmne
First Name: * |F!’Ed

Unique 10: [123456789 |
Birthdate: = 2007 (mm/dd/yyyy)
Suffix: 1 Column Reference: | |
Vessage Reference: Solect a Message Reforence~ |

Work Lists Linked to this Patient: *

Middle Name:l

Linked Work Lists

All Available Work Lists:

Intake

oo o aibonss

e el None, — Select a Quick Lookup — b
Current Admission Date: None

it ok Db N 3 [MDCH - CSHES General Mailbox Online (5
Deceased Date: MNone MEMORIALHOSPITAL - Main online (G
Last Document Added: 05/25/2009

Current Authorization: None

Next Review Date: None

Unread Messages: 0

History Items: 0

Tasks: 0

* Required field
L8 i | 3

3) From the patient record select MDCH — CSHCS General Mailbox.
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Send  Templates  Print  Help  Logout |
m Main Window = Flintstone, Fred = Create Message

Create Message for Patient: Flintstone, Fred
- Select Recipients - |
To Recipients: MDCH - CSHCS General Mailbox - Online

DOB: 01/01/2003

From Mailbox: [ Main |
|

T — Medical Report05/25/2009 08:05 AM

Browse || 4
Subject: 5 [Medl:a\ﬁepﬂn ||
Message:
6
(] 7
* Required fiekd
. | 3

4) Click the button and select the desired documents from the list. Once selected the
documents will appear in the Documents to Attach: area.

5) Enter the type of documents you are sending to CSHCS in the Subject area.

6) Add text in the Message area if you have special instructions for CHSCS.

7) Click the button.

Note: Documents can be removed from the message by double clicking them in the Documents
to Attach: area.
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Save Status Authorizations Documents Demographics Send Message Help Logout

m Main Window =» Rubble, Barney

View Patient Information

>

View Patient Information
Last Name: * Rubble Unigue ID: 876520789

First Name: * (gmey Birthdate: = 01 o1 2007 (mm/dd/yyyy)
Middle Name: SSN: 456 45 -|4567
Suffix: Column Reference:

Message Reference:| _sglact a Message Reference-—- [Vl
Linked Work Lists |

All Available Work Lists: Add Work Lists Linked to this Paticnts * || Remove | 9
8 | Intake I

Current Status: None — Select a Quick Lookup —
Current Admission Date: None

Last Discharge Date: None MEMORIALHOSPITAL - Main Online ¢
Deceased Date: None MDCH - Institutional Claims Attachments Online ¢
Last Document Added: None

Current Authorization: None

Next Review Date: None

Unread Messages: 1]

History Items: 2

Tasks: ]

. 0 o

10 8

8) Click Intake in the Work Lists Linked to this Patient area.
9) Click the button.

10) Click the button.

Note: This removes the patient form your worklist but DOES NOT remove them from
Documentation EZLink. You can access this pateint and all associated documentation at
any time by searching. (See Finding or Creating a Patient Record beginning on page 5)

Note: The patient will reappear on your worklist if CSHCS sends you a message regarding
documentation.
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Tracking Messages

Save Status  Authorizations  Documents  Demographics  Send Message  Document Requests  Admin Tools  Help  Logout

Pmﬁh&!_,in " Main Window=» Flintstone, Fred

View Patient Information
[View Patient Information
Last Name: * [Efintstone Unique 1D:

First Name: * Frag Birthdate: * [l 2001 (mm/dd/yyyy)
Middle Name: SSN: l:“:l

Suffix: Column Reference: :l
Message Reference:| _Select a Message Reference— v

Linked Work Lists
All Available Work Lists: Work Lists Linked to this Patient: *

Ttest ~ Rich
a E]

All

allen ¥

Cnked Haiboxes
Current Status: None — Select a Quick Lookup — v

Current Admission Date: None
Last Discharge Date: None providerlink - Main online o
Deceased Date: None MDCH - CSHCS Online g
Last Document Added: 02/23/2009
Current Authorization: None
Next Review Date: None

1 I History [tems: 1 I
TEERET T
* Requined fied

1) Click on History Items.

Audit Trail  Print  Help  Logout

pm@mr Main Windows= Flintstone, Fred=p History

Message History for Patient: Flintstone, Fred

1 Total, 1 of 1 page(s) WD
DateSent | ____ Userc | _To- | _From=> | Subject - | | Status* Read _ |Reply

02/23/2009 Admin ProviderLink MDCH - CSHCS  providerlink  Medical Report 1 Sent 02/23/2009

5:55 PM 5:57 PM

2

2) If there is information in the Read column, CSHCS has read the message.
IMPORTANT: DO NOT click on the Subject to open the message if it has not been read by
CSHCS. This will mark the message as being read by you and thus will NOT register when
CSHCS opens it.

Note: Newer messages appear at the top of the list.
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Reading and Replying to Messages from CSHCS

New Lookup Setup Reports  Print  Refresh  Help  Logout

P Patients: 2 Tasks: L] Facility: providerlink
ProviderLink Unread Messages: 1 Reviews Due: 0 LT
User: ADMIN

(- o
Current View: Patient List v 1

2 Total, 1 of 1 page(s) JOQ

[ [ ______Patient- | ____Ip- [ _ Referencer [ Tasks:| Status: | _Auths> _[NexiReview: |Unread -|llocuments -
Flintstone, Fred - None None None 1 02/23/2009
Mouse, Minnie MM33833888 - None None Nene 02/22/2009

1) Click on the red number in the Unread column.

Note: Patients will reappear on your worklist if CSHCS replies to your message regarding their
claim attachments.

Help  Logout |

ProviderLink  Main Window = Flintstc Fred = Unread
v inl
R ain Windo intstone, Fre: nreat

Unread Messages for Patient: Flintstone, Fred

| pate | Fom o 7o ] ral
02/23/2009 5:53 PM MDCH - CSHCS Main 2 RE:Medical Report ]

2) Click on the subject of the message.

Reply ~Forward “---'*--gad Contact Auth Print Help  Logout

in’ﬂzynk Mair 4 Flintstone, Fred =»|Unread =» View Message

View Message for Patient: Flintstone, Fred

DOB: 01/01/2001

To: Facility: providerlink From Facility: MDCH
Mailbox Name: Main Mailbox:  Mailbox Name: CSHCS
Other Reference: User: Admin ProviderLink
Connection: Online Unigque ID:
Reference:
02/23/2009 5:59 PM No reply requested by sender

Message Status: Sent

Subject: RE Medical Report

Message:

Reviewed and
approved.

CSHCS Stafs

replying to the

following
message————-——
Subject: Medical
Report

Sent: 0272372008

3) Read the response from CSHCS and take any appropriate actions.
4) Click on the patient’s name to return to the Patient Information screen.

Note: The patient should remain on your worklist until you address any issues identified.
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Save  Status i D D i Send Message  Document Requests  Admin Tools  Help  Logout

PierLink " Main Window= Flintstone, Frad
gL ain Window= Flintstone, Fre

View Patient Information
|View Patient Information

First Name: *[F g Birthdate: 01 2001 | (mm/dd/yvyyy)
Middle Name: S5N: :”:”:l
Suffie: Column Reference: [ |

Linked Work Lists

Al Avaiable ark Ui Wrk st Lkt o i Paient; *

Ttest Al Rich

a =l |UR Requests

All

allen hd
Current Status: None |~ Select a Quick Lookup ~ ¥ |
Current Admission Date: None Select a Quick Lookup ad
Lest Discharge Date: Mone providerlink - Main oOnline  (F
Deceased Date: None MDCH - CSHCS Online @@
Last Document Added: 02/23/2003
Current Authorization: None
Next Review Date: None

6 [ > |

* Required fiekd

5) Resolve any issues identified by CSHCS.
6) Click on History Items.

Audit Trail  Print  Help  Logout

Pruidertink . Main Window=> Flintstone, Fred=> Hist
rvider! ain Windo lintstone, Fres listos
[ i

Message History for Patient: Flintstone, Fred 7

2 Total, 1 of 1 page(s) ' IID
From - Subject + | | status- | Read | Reply ]

02/23/2009 Admin ProviderLink providerlink - MDCH RE:Medical Report 0 Sent Unread

5:59 PM ain

02/23/2009 Admin ProviderLink MDCH - providerlink Medical Report 1 Sent 02/23/2009

5:55 PM CSHCS 5:57 PM 02/23/2009

5:59 PM

7) Click on the subject of the message from CSHCS.
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8 Reply Forward Mark Unread Contact  Auth Print Help Logout |

A b . . i -
Pm»de‘rgnk Main Window = Flintstone, Fred = History = View Message

View Message for Patient: Flintstone, Fred

DOB: 01/01/2001
To: Facility: providerlini From Facility: MDCH

Mailbox Name: Main Mailbox:  Mailbox Name: CSHCS
Other Reference: User: Admin ProviderLink
Connection: Online Unique ID:
Reference:
02/23/2009 5:59 PM No reply requested by sender

Message Status: Sent
Read By: Admin ProviderLink 02/23/2009 6:01 PM

Subject: \RE Medical Report

Message:
Reviewed and
approved.

CSHCS Staff

replying to the
following

Report
Sent: 02/23/2008
5:55 EM

Text: Please

review the attached
medical report.

Thanks

8) Click Reply.

Send  Templates  Print  Help  Logout

—_—
Pm{k'ﬁ;ﬁ.mk Main Window = Flintstone, Fred = History =5 View Message = Create Message

Create Message for Patient: Flintstone, Fred DOB: 01/01/2001
|7SelaclRecipismsf v
MDCH - CSHCS - Online

To Recipients: *

From Mailbox: |Mam "l

Documents To Attach: ‘

== 9

Subject: |RERE Medical Report |
———————— You are replying to the following message———————
1 0 Subject: RE:Medical Report
Sent: 02/23/2009 5:59 PM 1
Text: Reviewed and
approved.
CSHCS Staff

11 =T

9) Attach any additional documents by clicking the Browse button and selecting from the
resulting list.
10) Enter the text of any message you would like to send to CSHCS.

11) Click the button.

Note: You DO NOT need to send all of the documents to CSHCS again. Only attach any
documentation you have made changes to or added to the patient record.
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Audit Trail  Print " * gout

—
peStiaegtink Ma 12 | Fintstone, Fred-{ History

Message History for Patient: Flintstone, Fred

3 Total, 1 of 1 page(s) 14 L) LM )
[ patesent~ | users | _To: | From: | Subects _____________| | Status: | Read | Reply ]
02/23/2009 Admin ProviderLink MDCH - providerlink RE:RE:Medical Report 0 Pending Unread
6:12 PM CSHCS.
02/23/2009 Admin ProviderLink providerlink - MDCH RE:Medical Report 0 Sent Unread
5:59 PM Main 02/23/2009
6:12 PM
02/23/2009 Admin ProviderLink MDCH - providerlink Medical Report 1 Sent 02/23/2009
5:55 PM CSHCS, 5:5 02/23/2009
5:55 PM

12) Click on the patient name.

Save Status  Authorizations  Documents  Demographics  Send Message  Help  Logout

M Main Window = Rubble, Barney

View Patient Information

B

| View Patient Information

Last Name: * Rubble Unigue ID: 875520789

First Name: * (e, Birthdate: * 01 701 2007 (mm/ddiyyyy)
Middle Name: SSN: 456 a5 4567
Suffix: Column Reference:

Message Reference: | —Select a Message Reference— [VI

Linked Work Lists

All Available Waork Lists: Add Work Lists Linked to this Patisnt: = I 1 4
1 3 |[intake |

siatus
Current Status: None — Select a Quick Lookup —
Current Admission Date: None
Last Discharge Date: None MEMORIALHOSPITAL - Main Online @
Deceased Date: None MDCH - Institutional Claims Attachments Online @
Last Document Added: None
Current Authorization: None
Next Review Date: None
Unread Messages: 0
History Ttems: 2
Tasks: [

. 0 L

15 vl

13) Click Intake in the Work Lists Linked to this Patient area.

14) Click the button.
15) Click the button.

Note: This removes the patient form your worklist but DOES NOT remove them from
Documentation EZLink. You can access this patient and all associated documentation at
any time by searching. (See Finding or Creating a Patient Record beginning on page 5)

Note: The patient will reappear on your worklist if CSHCS sends you any additional messages
regarding their documentation.
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