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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 (NBS) Program in 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;

e 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

e 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—you’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 Internet browser and go to https://gateway.isdh.in.gov.
3. Click the “Create New Account” link underneath the username/password boxes.

Login Recover Password Register User

Helg

ISDH Gatewayv Messages

\ ) o Secure Account Sign In
4/ Please note the https://healthdatacenter.isdh.in.gov URL has changed ta User Hame =

https://gateway.isdh.in.gov. If you are still receiving a "security certificate™
warming page, please update your link or bizinkmark to
https:{/gateway.isdh.in.gov.

Password

he Indiana State Department of Haalth - State Health Gateway is a health

portal dedicated to providing information and services to health care
professionals, labs, local health departments, and Health Information Exchanges
(HIE) in Indiana.

The State Health Gateway web portal is a comprehensive entry point for a huge
array of resources and services. Our portal provides information and resources,
news, research and statistics, online tools, discussions and newsletters pertaining
te Indiana health 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.

" ..

dew (Required Fields)

Begin

Fields with an ("} indicate they are required.

" llzer Hame:

Teggrizationi gl

" Security Toder

Send me a confirmation email. [

Gatn : Cancel

#* Email (Primary )
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5. In 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.”

Begin : Step 1 Drganization ‘ ’ Preciew Requined Fields;

Fiakis with an () indicate they are roguired,

Spbory e A8 lpaat ane
senge send o

P . 4y websd i 2 i
Crgamvization Tygpe: st £ ’
. . . B S
tonpitals -« Soute Care v ‘ )

Gwlgct your srganization:

BATORIES e Fend me a corfirmation email. L

3 L A
ADANS MEMORIAL HDERITAL - {N..,..,ﬁ.mwéggggrmmj

v

| << Back || Nexto» |

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

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

b. Click “Next.”

Begin S Step L: Qrganization ) Step 2; User Detail st . Preview (Required Fieldsi -

IHETES

Fields with an {%) indicate they are required.

s . PETED Taezt User
mgtion is unigue oriteriz whizh identifies vour socount and iz vsed to swess [S0H

A
‘Password: : inztep Bisdhinge
Confirm Fassword: -
® First: THDTARNA STATE DEFARTMENT OF HEALTH
Middle: i Send me a confirmation email. [
* Last; e BT0u Cancel |
Title: | Cther v

License =:

Expiraticr Date:

Date of Sirth:

Criver License = - -

[ <<Back | Mext>>
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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
screen.

Begin Step 1: Crganization ‘N"'f.. Step 2: User Detail Step 3: Contact Info i

Preview (Required Fields: :

Fields with an {) indicste they are required.

address:

City:

County: | vl

Siswsich

Zip:

Address Type:

# Fhore 1 )] ®
Type:
=here 2 ( \ .
Type: | Gther e

Email (Secendary):

Superviscr Information

Hame:

Fhone!

Email 1]

Email 2:

[ << Back | Confirm & Create Account >» ]

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

Begin - Supl:Crgavisation - Stepl:iserDetsd | Stup k Contectinfz Preves iRequired Fields;

Fiukds with an {*) indicate they are required, THETED

Addreag:
iyt R
County: | . - .4} PN GYATE DEDARTIMENT OF MEALTH
i

Send mie 3 canfirmation sroall, Lo
Address Type:

| Creats Account | Cancel :

* Fhope 1 {5HR $5R98%G v

Type

Phone I

Boe iy
Teper Othar gz

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.

L
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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 https://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.

oF2 FRDFR FNSTER Qraanizative Mget I

Hame

ISDH Gatewa o
y ¥ ¥ Gateway Acesunt Info
BHG new messapes.

Courtney Eddy

Quick Info Links

Mazernal and Child Health

Indiara Intelligence Fusicn Center
Indiana State Department of Health
Indiana &irth Del
<

Ho addres

fects and Froblems Registry
Event Reporting (O i

EZEERER

ning Coding and Teraunaic
ease Cantrol and Preventio

If any of this contact information is out of date,
please update it in the "My Profile” page.

4. You will see the INSTEP welcome screen.

<
Login ¥

o WELCOME -

Home | KyCases  Hospital ISR | DynamicData | Ky Email

TO INSTEP!

PREASE SELECT AN OPTION FROM THE NAVIATION MENG ABUVE

i
|
|
H
i

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. Do notusethe back
arrow within your Internet browser.

g Home | By leser | Haupdd ¥ Wi fueens Wy fmsd Porsosdeanh Adee | W4

Newhorn Screening Exception Entry

il Dlengeinatiag & L %
§ e i tion el Luo Y v ting U wainptien, ) e Gogeeiiatine W nat ligte
Bk OBt & Bve s,
St s ganiatng:
# Staty Dapatong b
LanlEt names Letet & Gaetgt «
#idid Condact

: &
N B dwalll] o v R §
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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
registration 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.

Iy Case: Hgospital SR Dynamic Data Ky Email

TO INSTEP!

FLEASE SELECT AR Q0T FROM THE NAVIGATION MEM A80NE
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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.”

Login ¥

Home  HKyCases | Hospital MSR  DynamicData = Ky Email %i;i Lt TTE i ilg@ E Previous Profiles S
i Exception Entry ‘ S

@ l N s Summary Entry iy
LN

PLEASE SELECT AN OPTEM FROM THE NaAVIGATION BENU ABOYVE

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.

Login ¥
MyCases | Hospital MSR | DynamicData | My Email | &3

: T Ho , i gﬁﬁmﬂnﬁ“ — =
SGRE | EXKGEPTION ENTRY

LABE THIS FORM T REPCRT EXCESTERG 10 THE NEWEBORN STREEMING FEEL STI0W PRIESS.

 Create or Selct MSR Continue entering information for this
Select the year to see a list of MSRs. .
open MSR
fear: 2010 -
In] year Honth Created Cloged
(RES 2012 spril

S192010 D07 Al Select

May vl | Add Hew MSR

[ <<Back | Add new MSR /
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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.

Fows  Meflases o Mopta bR D fees 0 Welmad o PusenSeach 44 §L> Prgwigngs Paes

Lettarn | BesousseUestie | Adotinn

Yo wedine & o oronptiu, gt w chlds dadical Reomed Humdmr to st for w cooned sleeady Tt ISTER database. o the ohild cuot e foed, o
Ol Mt e bulton 1o ety the gt ioarasally.

o Furvesthri

Thiey ave soare ooyt ealy sndeced o iy 0. They ey be sdited wddle e SR i npen. Pledve aelent g oeomrd bedver 10 wit the detan,

Excepu' onsthat R Hatae R ek Exeption WRN £t Pt

have already been 2 T - s i it
enteredfor this G - i
MSR [ b

You may either enter a new exception (see section titled, “Entering New Exceptions™) or click
“Edit” 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.

Home | hsGCases  Hospital MGR  DynamicDste  WyEmail | sz oo sr e &0§§W80BN Frescus Profiles -

| USE THIS FOR TO REPDRT EXCEPTIONS TO THE NEWEORN SCREENSS HEEL STRN FROTESE.
Suwrilk o ¢ ord

To enter a new exception. input the child's Medical Record Number to search for a record already in the INSTEP database. If the child cannot be found, click
the Child Mot Listed button to enter the data manually.

g I:ﬂgea;ch*}

l FiD # Lasthame Fustiame Hfiddis tame Sex ook Toe ac Heiners Malgen

ch; resards o disphay,

Mot Listed |

There are some exceptions already entered on this MSR. They may be edited while the MSR is open. Please select a record below to edit the detail.

Possible match for »
this MRN ‘

Hame BG Esception

SHITH, JOHN

1 Hogpital Srrer Rt Select Remove

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.

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

o Child’s last name

e 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 maiden name
Mother’s DOB

e Mother’s address

e Mother’s phone number

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

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

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

- add Child Details
Enter the child and mother demographic infermation

< Child information
PARN:

K-Number:
Last Name: B S, |

Date of Birth:

Sex:

rother information

to identify this exception.

First Name:
Time of Birth:

Birth Order: 1wt

[CIchilds first name is unknewn

First Name:

.............................

Date of Birth; 17140001

FARN:

Last Mame: , 1
AMaiden Name:

Address:

Phone: !

N v

NOTE: You must enter a telephone number for the child’s mother in order to complete

the exception.

INSTEP User Guide
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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 ti

me 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

Mother’s phone number

verify Child

address

3

aiis
verify the child's demographic information,

Crild nforon
PID:

Name:

ation

Mgther Maiden Name:

Date of Birth:

Date of Deal

Gender:

Birth Qrder:

waather D

th:

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

0 0000000000000 000000000000FGIS

4997169

JOHN SMITH
34172010

Male

Click here to edit the child's demographic
information.

-

saothar Informstion

PID:
Mame:

maiden Name

Mother maiden Name:

Date of Birth:

Date of Death:

Gender:

Address{es:

Phone Number:

. Email;

£

riforetinn

INSTEP User Guide

mother's demegraphic information. An address and phone number are required to complete the exception.

4987168
JAME SMITH

1243171979

Female

123 MAIN STREET $i5now Gtners;
INDIANAPOLIS, IN 46220
County:

{317} 555-0012 4 {zmow Otrera)

\

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.

“raother Information

PID: 499721
Mame: MARY HIPPO
maiden Name: POTAMUS

Aother maiden Name:
Date of Birth: 17141980

Date of Death:

Gender: Female

Address{es}: 123 RIVER RD.
AFRICA, IN 46254
County:

addresses Recorded

123 RIVER RD.
AFRICA , IN 36254

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

N\

B eCick to Mz

@
Source: INSTEP
Last Update: 4/22/2010

County:
dd Addrass
Address:
City: A
Enter the S —
addressand " ,
click “Save."
PID: 4997201
Mame: MARY HIPPO
Maiden Name: POTAMUS
Mother Maiden Name:
Date of Birth: 1/1/1980
Date of Death:
Gender: Female
Address{es): 123 RIVER RD.
AFRICA, IM 46254
County:
Phone Number: No Saved Phones

Phones Recorded

Enter the mother’s
phone number, select - Add person Phone

the type of phone | Number: (317) 1234587

number, and click TETP; . Home b

“ » .. Make this the primary number

Save. oo
INSTEP User Guide

Click here to enter a
telephone number for
the child’s mother.

& (Stow Otrarsy

P iCick to midn

@
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When entering dates:
o Type the requested date into the text box ina MMDDYYYY format. You do not need
to enter hyphens ( - ) or slashes (/) between numbers.
OR
e 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.

2dd Child Details
Enter the child and mether demographic information to identify this exception,

Child information
MRN:
Last Name: ! First Name: i :

Date of Birth:

Time of Birth:

Sex: “« o« April 2010 o ;Order: [

sother Infarmatic sowT g

MRMN: s <&
o4 8 & ¥ 8 9 .
Last Name: ) ) _ Mame: !
WOt 12 3 1418 38 7 et e
Maiden Name: ©wm 18 30 24 oo s . Of Birth v "

ISR TR |
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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.

Notes about Provider Entry in INSTEP

e 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.

e PCPs are labeled in INSTEP with a red heart.

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

e 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. :

sseccecscse @escsssssccccne eeceescsscssscccns 0000000000000 00000e eecceescsccsssssccscsvns @eecscccsescsccscscne

“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 PCP’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 fromyour Quick List, clickthe
"Select” link.

«[f this provider is the child's PCP, checkthe "PCP?"
box before you click"Select.”

Ry (uiok List N \
et X SERESS ity YAt e 2 &
HEGIAREL IABRGD Lok BRI GTREEY CAVRLE it 44444 SELECT DELETE
There ari no asseoiated POR] with this dhild,
| AddaProader | Cancel |

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.

INSTEP User Guide 18



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.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo .

Notes about Provider Entry in INSTEP

e 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 ONE
associated physician as the child’s primary care provider.

o PCPs are labeled in INSTEP with a red heart.

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

e INSTEP will save each phyéician 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.

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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To associate a provider that is NOT on your Quick List to a child’s exception:

1. Click the “Add a Provider button.”

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

+ To associate a provider thatis NOT foundin your
QuickList, start by clickingthe"Add a Provider” button.

vy state e FHONE BT popr
DANSLLE i das LI 3 SELECT DELETE

Thare are oo associgl PO

| AddaProader # Cancel |

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” button.

+Enter the physician'slastname. Enteringthe first
nameisoptional.

+Click "Search *

~

AR Y

T pom
VARG RROD L Bl S1REEY DErLLE e . SELECT DELETE

Thinrs are no asstuiatid POPEL with Py child,

ReSR s ALDELLE iy STatE a

| Add aProader | Cancel |

Sagpch Prvelders 2

froveidar Last Hame: fene Provider First Hacow:
s
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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.
e Ifyou still cannot find a match, please enter the physician’s name
& phone number in the “Notes” section at the bottom of the
Exception Entry screen.

b. If a match is found, click on the drop-down arrow next to “**Select a
Provider**” and click on the name of the physician you want to associate
with this child.

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

* Click the drop-down arrow nextto "Select a Provider
and clickon the name of the physician you want.

: ~Select a Provider ~
Pl Edit  View Fax«)&@ﬁ 1 JOHES AMY

o Bavoribes | G hetpsed JOHES. AHABEL : £ oo gy C o v Puge e Sefety v Todls v e
/ IS L ONES. CHRISTOPHE S o il
W IONES. CRYSTAL
JOHES, ERIC
Last Nar: HPROIOHES. ESTHER BAARY !
JONES GORDON \L ) .
Malden Hame: PQW{JQ“E ey 141 A0

Addrass:

Phone:

30
123 R joue
CONES
99899 e
JOHES

JOMES,

iy Gk Ligt

e

SARGEAAY, JARROD

JOHES

JONES
JOHES

Thars are i 3650

e S

[ CaJONES

dy f

Proyeider Last Name:

Froveider Hame:

JOHES
JOHES
JOHES

JOUMES,
JOHES,
JOHES,
JOHES,

sted JOHES,
& RHCHAEL
HHIES,

wa JOHES,

JARIES
JAREDR
JEAMINE
JEFFREY
JEFFREY
JEHHIFER
JOHH
KEVIN
LARRY
ARG
FARK
FIARK
FEARY AL

RAQCLIFFE
REYS
RICHARD
ROBERT
ROSEMARIE
SCOTT

v 12

FHUME £t

LI 0 o

SELEEL

DELETE

o

~Eelect a Provider
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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.

+INSTEP will refresh & display the addresses & phone
numbers associated with this physician.

+*To choose an address and phone number, clickthe
“Select” links nexttc the correct address & the correct
phonenurnber.

+NOTE: You mustclick*Select” for both the address &
phonenumber.

ttéeamh

Fravider Last Ham jones

Provider Name: JOHES, HEMRY

INSTEP User Guide
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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 I 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 phonenumberslisted for this
physician aren'tcorrect, or if there are no
addresses/phone numbers listed, click the "Add
Address” or "Add Phone Number™links.

+INSTEP will display the "Add Provider's Office
Information” box. Enter the address/phone number for
the physician's office/clinic, then click*Add ~

Goarch froviders

Brovider Last Nan igel First Hame: T Sumeh

o

U this the o

iy (rfig

Added oy

Addrass

City

Eip Code

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.

e 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.).
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c. 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.

+INSTEP will refresh & display the address/phone
numberyou entered.

+»To choose an address and phone number, clickthe
“Select” links nextto the correct address & the correct

phonenumber.

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

phonenumber.
Sararch Propelders
Peovider Naras: JOMHES. HEMRY
o fntoraugtion
vy STATE Kt / N
HOUTS i L LY SELECT

4 EXTENSION /
‘ EDIT  SELECT

Lt iy me«wcf:ild‘s Srirnary Care Provider? {W
S. [If this physician is the child’s primary care provider (PCP), check the box labeled
“Is this the child’s Primary Care Provider?”

«If this physician isthe child's primary care provider
(PCP), check the box labeled,”Is this the child's
Primary Care Provider?”

Seareh Proveidery

Frovider Last Mame: 5 Provider First Narms:
o

Provider Mame: ES HENRY !

Provider's Con

(4315 this the childs Primary Care Provider? § Eﬁj{g} Lﬁf’ﬁ?ﬁj

INSTEP User Guide 24



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 physician in your Quick List for future exceptions.

« Click "Save” when you are finished.

+INSTEP will refresh & display this physician in the box
labeled Providers Associated with this Child.”

Sl Providees

Provider Last Name: jones Provider First Mame: {"’""”gm.«gh“;
...................................... wid
Priveider Mame: JOMES HENRY v
Prosciders Contant nformation
ARES Wity BTETE

| PHONE NUMBER  EXTENSION
f o i

JR—
{7115 this the child's Primary Care Provider? [ Save] | Cancel
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Editing Physician Contact Information

NOTE: See 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.

NOTE: You can only edit addresses and phone numbers for physicians who are
associated with a child. You cannot edit addresses or phone numbers directly from
: your Quick List.

.ll..O..00.0'.O0.0'.......'I.l..0...........I..l..I..C.'.I..0..l.....'l...v......llll....l...

tcecsccsccsce

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.

%0 0000000000000 00000000000000000C00000000000000C0CO0IOCIGCIOCIOIOIOcOIOIO0O0O00OCO0CO0O0GCI0CI000IO0C00CICI0000R0I0000ICTRICITNITIES

seeccce,
.

Cecccsccscce

« To edit an associated provider's office address or
phonenumber, clickon the"Edit" linknextto the
physician'sname.

*You cannot edit addresses/phone numbers directly
fromyour QuickList. You can only edit thisinformation
for a provider when hefsheis associatedwith a child.

agsosiated Providering
313

SARGRGAR] AR

EDIT DELETE

| AddaProvider |1 Cancel |

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
OfficeInformation”box.

»Update the physician's office address/phone number
asneeded.

* Click “Save" when finished.

iy
adiLLE

@i

WIEGMAN, JARRGY
address 499 JARROD STREET

city BAHRLE
Gtate v Tip Code qaadd

GRYRYEGYY Extonsion gug

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 phone numberwithin your Quick Listandwithin
the"Associated Provider(s)" box.

gisd Provcideriy!

P BB

OERMAN, JRRROD TR BRI

HTREEY [EERR RN fixd daddd

ORI DEMRE

| Adda Provdec |} Cancel |
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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 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 “Edit” feature and when to use the “Add Address” /
“Add Phone Number” features.

When should 1I... Examples

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

o To add a room/suite number to an
existing address

e To add an extension to an existing phone

Use the “Edit” feature for addresses /
number

phone numbers

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

city

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

o To add a completely new address
(different city/town, different hospital

affiliation)
e 714 Barnhill Drive (Riley campus)
Vvs.
[13 ” [13 N
Use the“Add New Address” or "AAdNew |y 123 . 86 Street (St. Vincent
campus)

e To add an entirely different phone
number (e.g., 317-999-9999 to 812-777-
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.
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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 in/out, 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 screen, 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 Detalls

Transfer Detail: E & Select “Transferred Out

Organization name:  Sslectan ofgenizsﬁaﬂ] - \

Exception Type: Select an argarization s

Date: Clark Strest Hospital

Hotes: General Hospital
ind:ana State Department O Heaftn Select the name of the
tndians State Department Of Health : > faClhty where the child was
ndigna Stats Department Df Health transferred.
Indiang State Department Of Healih
indiana State Department Of Health

{:ﬁ:ﬁack “Gave Ex Hcnamare-Troy Shinic ) T : /

Oceanside Wellness Centrs.

Princstan-Plainsharn Teschinn Hownisad
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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.

Erter Exception Detalls

Transfer Detail:
Organization name:
Exception Type:
Date:

Motes:

Transferred in

Clark Street Hospital

v

Clark Street Hospital

Generai Hospital

indiana State Depariment Of Heaith

indiana Statz Deparimsnt Of Heaith
+ idiana State Cepartment Of Heaith
‘ indiana Mate Depatmeant GFHealth
- indiana State Dapantmant Of Heaith

Konamars-Troy Glindo

I'ZE;,’:J ]r-m Gerangide Weilness Cantre

Princeton-Flainskors Teaching Haspital

Qarred Heat Moenndal

Select an organization [

L —— S€leCt “Transferred In”

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

-

2. Exception Type — This section allows you to enter the appropriate exception code for

this child. Descriptions of each exception code follow the diagram below.

Honmie

Cases | Hospital MSR | Dynamic Data

Ky Ema

Entar

Esueption Detalls

Transfer Detail: ‘Mot Trangfered .
Exception Type: | o
Date:

MNotes: Transfer Only

Finaliy Sereened
MG
Inifial Jvesn Hes Manth

Deceass

Ri

igloLs ¢

Hospitat Emos

| << Beck |{ Save Exc

I Unauthorized Rafusst

{‘i SCREENING EXCEPTIOMN ENTRY

LISE THIS FOAR TO REPORT EXCERTIONG TO THE NEWBHRN FIREERNG HEEL ST0R #ROCESE

Login ¥

e B
NEWBORN

>

Select the appropriate exception
code for this child.

a. Transfer only — ThiS{ child was transferred into / out of your facility before
he/she received a valid initial newborn screen. If you select this exception

code, please enter t

INSTEP User Guide

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

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

If you 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. Ifyou 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 to step 3.

d. TInitial Screen Next Month — This child was born at the end of the calendar
month, but did NOT receive his/her initial newborn screen before your 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 screen” 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 to be
promoted on next month’s MSR. Please go to step 3.

e. Deceased — This child did not receive an initial newborn screen because he/she
is deceased. If you 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 you 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, xls, docx, xlsx, xps, jpg, jpeg.

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

Enter Exception Details

Transfer Detail: MetTransfered ¥ Enter the date that the child’s parents
Eviception Type: Religious Refuzal v ! completed & signed the Religious
pate: S g WNalVer, »

lpload a Religious ATTACHED FILES
Waiver: L

Upload an file:

(Browse.. ) Uplead

Files:
0 file{s} found. )

Click “Browse” to select the appropriate
scanned Religious Waiver from your
computer.

Notes:

INSTEP User Guide 32



)'(;:hoose Fibl; th Uph;:i

Look in: | 27 NBS Rl
Y 112010 Title ¥ NBS Plan 2-24-2010 B - o P
m@ﬁ i }Accomplishments of NBS 2-3-10
My Recent confirmation of bloodspot card destruction - Family
Documents 4 nicaster Plan - EHDI - 9-1-2009 ept 2009 Proposal- NBS
; _{‘éj Disaster Plan - NBS - 9-1-2009 4 CF article 12-18-07
Al 1HIPAA coverage by state 4-21-08 itle  Block Grant PM # | FROCESS,
Desklop . =" nps Brachure @1 Title v Block Grant PM # Select the
A0 NBS Fact sheets : 1
¥ :j NBS List Disorders Feb 2010 (includes start dates) appropnate_ fl le to
#1185 Reciprocal Release 2-16-10 Upload . Click
My Documents s

ﬁjNewbom Screening Conditions 7-27-09

@Newborn Screening Conditions - in order of start date

{81 INICU MBS protocol

{8l JProposal for use of Prevention & Public Health Fund 4-1-10
Hrefusal of NBS - parent letter (final)

uopen.»

My Network - - File name: fﬂeligiuus ‘Waiver 2010 ‘Lé Open !
H

Places 4
Al Files %) v Cancel é

P

2

My Computer

Files of type:

1
it

Files:
0 file{s} found.

Notes:

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

Enter Exgeption Details
Transfer Detail: ot Transfered -

Exception Type: R ous Refusal v

Date:

Upload a Religious ATTACEED FILES
Waiver:

Upload an file:

h:\NBSiReligious YWaiver 2010 pdf [ Browse. .
Files:
0 file(s; found.
Notes: ‘

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.

CEpter Exception Betalls

Transfer Detail: flot Transfered v

Exception Type: Religious Refusal v !

Date: o Tl

Upload a Religious ATTACHED FILES
Waiver: -

Uplcad an file:
Browse... | Upload

Attachment uploade'd successfully,

Files:
0 file{s} found.

Motes: : A
- Success!

g. Discharged without Mewborn Screen (NBS) — This child did not receive an
initial newborn screen 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 you select this exception, please enter
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
to 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.”

Erter Excaption Details

Transfer Detail: Hot Transferad v
Exception Type: initial Boresn Rext Rorth v ! b
Notes: Child bom en 3/31. Will receive initial screen next month.

Enter notes: for this child
here.

<< Back J | Save Exception ]

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

bl B Cams  Mewad BUE A0 e Molesd | BenenSesh B v vuin

oty

Successfully added - s
exception . /'Hawimm Scresning biception Entry - August 201

i

Repeat steps for
remaining children
on MSR.

Heh Rpgnnd toprlens b weath Sor g reonod deady et REYEP Satabnen. O e Ol crent be T, adak tha

Trass wet oot Feoepties Ay vetrend on s R They e Be et vl the MUK g oper. Flrase wliet & ool bt Y el e detal,

ix Fuonsption HER Gt Gate
e i Beses Vi el
Bahiparnss Refuad i . i Resmene Viewe e iy
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Automatic Population of Transfer Information

INSTEP has the capability to “pre-populate” or “automatically” populate transfer
information for birthing facilities 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.

® 00000000 OO OO000 000000000 0ROVIOOONOOPOO0NOOROO000 0000000000000 0CRORNOOIORIOINDRNONOEOEPRNONOIIYS

Example:

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

Childisreported as
“Transferred Out” to
Adarns Memorial Hospital

Enter Exception Details

Transfer Detail: Transferred Cant v !

Organizatiﬁn name: Selarns %,’ﬁaz?z;;:;;:si Mozgmtal “ !
Exception Type: Transfer Only “ !

Date: 842011 & !

Notes: |

<< Back | Reset Fields  Save Exception | View Chip  Save and go to MSR Summary 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 Entry list.

Children highlightedin bluein the "Unresolved Holdovers®
section are children whohave been reported as being
transferredto your facility.

Free Py Tar———
Hewbom Si}‘f%ﬂim} Eﬂﬁﬁl}ﬁﬁﬁ Entry - &iiﬁiiiﬁ 28?1

s b lanes Mgt MR (T foms  Mv e Peesedaerl letten. | Bmtersefeste | Sdeus

Gt Y LHBE Gempd

Ty qntey i g WACRAIGES, Gogerd he SIORES Madiioal Regned b 0 Senenl it a rpsnd sty B O TR Satabase. 1 e chBE ara b P, Click Y il B LISl Saie b seder Y ks ovnually

Gasrek

Thors & uirrsatad Bolbegry S T vt ou This MORL Thew onust e resadiond befies M corraed repiet gan by selenitted, Flease andecy st elfeeey belies I proavates Wie coxiid fe d soensliner o the nutrent
el

Pits £ 0t B gt WK L s
: i : 1 e e & Ancst Cestioe
1i b Tensmber Lindy £ 4 Ausspt Daxting
L g Luastater Ghny “® Aegast Dedine
pod i Tramader Uy . Acspt Pacling

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.

My laen | osprad M U oems | Mylead | Fesenbeson | Ledterr  Besowoe Cetiee  ddirn il « FAFE P Pt

Newhorm Sf:i’l’wﬁiﬁg B‘Gﬁﬂﬁﬁﬁ Entry - August Zﬁﬁ

(fhe (RS FoEr EG cenrl eRoETE iy 0 the el sorerning beed s8EY BRa00

et Tov R Reaued
Y fantinn  tiove wanugtion, Bt the oYy Mediond Runsrd Ruoubiy 5 starede fe & soveed already B M I9GTEE database. 1 the chlld cavmat be Tt stisk U Child Not 3astodd Buthion ta sutes the ki oy,

Bt

Thae B0 BEeSahas ey, Tot TNt nith 4 thit MR, Thes st o retatedd Betieg (e comant raport s b Sudsnitted. Blease ol a Bavidaver Dol I e omndte e 1ot te it socepting dov the Curet

st :
FHE ezt [0 Frieption Lt £ at’»
o ; i Aty Reling
E @ dusent Lexdine
: ® A Dagline
2 ey Acspt {ncling
3 g

Holdyourmouse over the "Accept’
linkto see which facility reported
this child as being ransferredto
your facility.
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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. For 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.

Enter Exception Details

—_ Your facility's MRN for
Enteryour facility's ____..--*'} s chilg:

MRN for this child.

Trawsfar Dutail Fravetered In . !
Orgamization RaME: S Mevsoral Mospitat
i@ aton s narms
Eseption Type: . !
Update the Exception Gate: !
Type & Date fields as
Nestes:
needed.

<< Back | f Resel Fisids | Save 5;25(:%}1&0{3 | View Chip  Save and o t MER Summary eatry

Click™Save Exception”
when finished. Repeat
for all othertransfers
you are accepting.
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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.

e Wy Cawee | Heagrd WER U faress B fed | Pesen e Susane Deskts | ddasin LR i £ < EGE e s
Hewlorn Screening Biception Entry - August 2011

s

Sy o CREE Baansd

Ta R & P RO, Sgnet e ST sediond R Shendey tonee o cecnedd alleady e e RSNER e o Y BB et e Boaned ABR dhe ORI Rt Lis e Saattan Y nente e Salx mrinendly
i 4 ¥ %

TREEE Bewuk

oure ave wwisdend boldoeiry fraes Gt ouatl o g REHL These st B resadead bedore S Cusrend sfpunt e B salaedtied, Phedue velont & Suddieosr Beldne e pederents e radaed B s weeptivas g the Gacrent

sag g,
i Hassnse i e
% s ca i Dastes
e A B 3 Detog
3348 AL, and i Qe
bt LS, G E g

Ifthe cirildisnot at yourfacility, clickthe
“Decline” link. INSTEP will remove the child from
your MSR & re-assign this child's exception to
histherbirthingfacility.

00 0000000000000 0006000000000000000000 00000000000 00000000000000000000000000

. NOTE: You must accept or decline all transfers before you can close your MSR. E

OO 0 0 0000000000000 0 00000000 0. 190000000000 0000000000000000000000000000000000
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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.

o KSR i Founs | Myfead | Presstessi Setes | Rwwecelenter | Adwin S A 1A © AR P Ratic M

Newborn Screening Brception Entry - August 200

e

Sty for O
o feonbee 3 Bl S0, Mt e CaiE s Mwdicad Sodned sl N sy G § sdnned desady @ the 2ETER datilast., I the vl Canrad Be faatd, slick e R Hat Linted buttos B eater the Sati reaoually

Saante
Thugre wee spepsaesst hodfooars frinn st emaatl s i &R, These srust G resabesd befine tha Qurant rapont 1av b9 sabiouitted, Weade @iiat 5 bt biloe T promete the vicged o uaugtion iy the cartant

gt
i

Children whiose ¥ sters were declined by the receivin g facility will be re-
assignedtothe binhingfaciity. These children will be highlighted in red on
the Unresolved Holdovers™ section of your MSR.

Hoveryour mousa over the "Edit Declined Transfer” linkto see which facility
declinedthetransfer

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.

re
9
Horw | Sy Usses | Mo R U farne SeBeed Beseneeals | Ueitoer Bescieie Qe dalitet W s s o R e Pt

Hewhorn Sereening Exception Entry - Rugust 201

¢ g i sspetigrrt soree oy b

Sttt Ol R
T st & e wemgtien, gt ar chilifs stethoad Raceed Mumber to snareh S o mmaend slready e B STER databane. o B chid comont Be B G630 the Uit sot Liutsd bt 1o snter the Geta oumnuatiy,
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Clickthe Edit Declined Transfer” link
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2. You can correct any information 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 forthis child Enter Exenptio Detaits

asneeded. Most transfers will be )

declined because an incorrect Transter Detail Tegmaecre Gt . !

organization was accidentally Qrganization name: isthing ©eater o !

selected. /

Excoption Type: Trandec Unly
In this example, the MSR user atthe Bate:
child's birthing facility correctedthe
organization nameto Aubumn Hotes:
Birthing Center.

g4 wm !

o Back - Heset Fiskds - Save Exception . View Dhip Save and ge to MSR Summary entry

Click"Save Exception”vshen you /
are finished editingthe declined

transfer. INSTEP will re-assign this
transferto the new organjzation .

Repeatfor all other declined
transfers on your MSR.

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.

26 B OO COOINONDOEOOOIOIPCO0CG 0000000000000 0C0RNN000000000000000000030000000000000000F0
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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:

e Ifan initial newborn screen has been performed,

o If the child has a valid newborn screen on file, and

e 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:

e Green checkmark: Valid, normal NBS lab results
Orange checkmark: Valid, abnormal NBS lab results
Red “X”: Invalid NBS lab results
Gray “X”: No NBS lab results available

.

Valid, normal NBS results
Valid, abnormal NBS results

Invalid NBSresults

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.

srer Expersiion

Py drd s peceptives drenty soterad on his MER. Thwry oy be sdited wirlte the RGRIg agoo. Pheage st a vl below 1o odit the detail
3 Maya jisS By Euenption MRM Lk T

: tdit Remees Shewe e Lhvip
e Vi Mo Sl
T Y e Vg Ahe i hin
it Vi e (i
Yy Ve el
it Bemens Wi o S
T onading §ef Kacatrne Waeny the Chige

Hoveryour mouse over any of the Lab Data icons for

more information aboutwhatthe icon represents.
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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 Data “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 each 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?

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.

0 0 00 0000000000000 0000000000000 H32000000000000000000000000000000000000000000000FV

5. Results: Were the results of this sample normal or abnormal? Results will only be
displayed for valid NBS specimens.

See 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.”

Lah Data L )
Reg. Mo Collection Date Subrnitting Facility Specimen Quality fge > 48 Hrs Feeding Time Results
K710362 8472011 WORENS HOSPITAL THE e 4 L 4 L 4 £ 4

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

Lah Data *
Collection L . f ‘ Specimen Age» 48 Feading b
Req. Mo Date Submitting Facility B Quality Hire Time Results
KB583283  8/5/2011 CLARIAN HEALTH PARTHERS IMC D/B/A METHODIST, 1, b 4 < 4 %
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.

Lah Data - §
Reg. Mo Collection Date Subraitting Facility Specimen Quality fsge » 43 Hrs Feeding Time Results
K7l4147  §/472011 DAVIESS COMPMUNITY HOSPITAL G % k.
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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.

00 0 000 0000000000000 00000000000000000000000000000000000000000000000000000000000
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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. Ifachild 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 button that says, “Update
Exception From Lab Results.” Click this button to promote this child’s
exception to “Finally Screened.”

00 0 000000000000 C0 00000000000 0R00000000 000 000000000000 000C0C0CE0000CIPICEOINIICIECIEDBNINIDIDOINDOIIELSON

NOTE: The “Update Exception From Lab Results” button 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.

90 00 000000000000000000000000000000000000000000000000000000000000000000000000000

LAC BB I N
900000000

Lah Data A
Reg Mo Collection Date Sulenitting Facility Specinen Quality Ay w48 Mg Feeding Time Regults
KriasEe  Bavaanl SOMENS HOSPITAL TiE - W .

gv‘iiigd:ata Exception From Lab Resulls

7

v

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

et | Rewmmece Coder | Aufovin w v B Bresos Brofie

Newborn Seresuing Exception Entry

Hoaw  Mygtases | Hospitad b i ey Wy bresd | Femma Sewcts

“Seareh Jor Uit Regwy
Vi el & e dateption, bpet Be il edical Sesed Nuader 0 neand e & cosed Wready i e BETER datatans, i the chitd st be faad, Gk e Chid 1ot fiste hattan to sates the dats sy

Beinch

Y aew s wogaption waady satared s this AR Thig may b oditasd while e 850 I opus. Pleass sl & rocoed badive to addt the detull,
iy Hasstser OB B3 s epians BARN ik et

After clickingthe "Update Exception
From Lab Results’ button in the Lab
Data pop-up. INSTEP will refresh to

display the childwith a “Finally
Screened” exception.

Seorpunde e £ fatit ooy i the L g

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

note!
Teanster l)%?mﬂ: Teansfarred that v !
Qrganization Aamer  Luamg Memaniat Mospital v !
| Exemption Type: it
. Date: !
. " L Hotwgs AV A Y Y e
IR gg; |: nag] [Zgﬁgﬁ;{%‘:gﬁ;j . Exf;tmn updatad by b dats

screen for all children whose
exceptions are updated by lab
data. Do not delete this
note!
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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.

)

Sherse Mefases o MopretRRE (T foren 0 Mgt Buweedeas Ldtes Bessee emter Saen Lk

©SYRYE URFARTIA . o BREE mecna et
Newhorn Scresning Excention Entry

Seaeh for Chis Ravord

Top enany i e wrception, pat e child s edicat Seoned Rumder 1o sl B g savoed aleasdy i the SR databess, ¥ the chdb et bee fusnd, oliok e Uhil ot Clated batten o ot the daly samuall
s | Sasch

ik gt

Thupts S dosn gt divady aotared ot s AER, They g he sdited Wiy S8 5 g, Pl aateet & rountd bl o autit B detadl

Chickthe "Edit inkto goto the
child's Exception Entry screen to
manually promote an exception

b. INSTEP will display the child’s Exception Entry page. To update the
exception:
i. Scroll 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.

ceptivn Details

Translue Detall ¥y

resfyeegad Ol w
Organization cames  Agdsms Memons Hospital o !
Exception Type: Firadte Surpenasd v !
1. Scrolito the bottom of the T ey
Dajo §/2:2011 b

Exception Entry screen.

) o Hotes:

2. ChangetheException Typeto
“Finally Screened.”

3. Enterthedate the child'sNBS
was performed.

4. ClickSave Exception"when
finished.

[« Back jlvﬁégét'ﬁa«lds ~ Swen Exgeption  Vaew Chip | L Save and go to MER 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.”

|

us Frofiles

o

me - Ky Cases Hospital MSR Dynamic Data Ky Email

§ H
E‘.“

Exception Entry

Sumimary Entry

Hover your mouse over
*Hospital MSR” and click
“Summary Entry.”

UISE THIS FORM TC REPORT EXCERTIONS TC THE NEVWEBCRN STREENING HEEL STICK PROTESS.

Search for Child Record
To enter a new exception, input the child’s #Medical Record Number to search for a record already in the INSTEP database. If the child cannot be found, click
the Child Not Listed button to enter the data manually.

o Searca.]

There are some exceptions already entered on this MSR. They may be edited while the MSR is open. Please select a record below to edit the detail.

PO Mame DOB BO  Exception RN

4987188 SEHTH. JOHM 20100301 1 initizt Screen Mest Month Select Remov
JOHES, ERIC 20100301 1 Transfer Cnily Select Remove
RAMCHG, JU&H 20‘;06;01‘1 g 1 Religous Refusal Select Remove
W30, REAH Z1Ei 1 Initial Scresn MNext Month Select Remove
SULLY, JASHINE 2?‘;0(‘3(!‘1: : 1 Religious Refusal Select Remiove

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

Login ¥+

g Home = MyCases . Hospital SR ~ DynamicData  WyEmall | %~ e &ﬂﬂaspr[ﬁl Previa

SLEAATT A SUBWARY OF BIRTH DaTa wWHEN ALL EXCERTIONS HAVE BEEH EWTERED FOR THE MiiTH
Please selact an MSR to view or enter summary data. Click “Select” to enter
summary data for this MSR.

Search organizations: { Search | Clear

Organization name: . indiana State Depatment f Heallh -
Year: ‘2010 Ty

jis] Year Hionth Contact Creatgd Closed

182 2014 ot Kiopfar, Ban 41402010 1.28:34 P Select

Add New MSR |
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1. The screen will refresh and display the MSR Summary Data form. Enter the
following information:
a. Total number 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 automatically
calculated based on the data 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.

SR SU RY

SUBMIT & BUAAARY UF BEITH DATA WHEN ALL EXCEPTIONS HAVE BEEN EXNTERED FOR THE MONTH

Please select an MSR to view or enter summary data.

Search organizations: Ssarch i Lisar

Organization name:  indiana State Depatmant Of Haalth -

Year: 2510 M

Add New MSR |

MER Summiary Data
Please enter the summary data for the MSR. Enter the total number of live births, home births, and walk-ins that received newborn screening at your facility
during the month. Exceptions reported and number of normal screens will ke calculated automatically based on entered data,

MSR Status: E S \

Number of live births: P Enter the total number of live births,
Mumber of home births that received screening: 10 h home births that received screening,
Humber of walk-ins that received screening: 0 > & walk-ins that received SCFeening at
Number of exceptions reported: : your facility this month. Exceptions
Number of screens: e reported' and # of screens will be
(Save | [[Save and Close ' w automatically calculated.

NOTE: Ifyou need to come back later 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 sfcr'e‘eﬂ'\ivill refresh and show you the date and time that you
submitted the MSR. '

9 :
Hospital ISR DynamicData | Ky Email D ST DER AT :}aNEWRa&N Feevinug Prefies v

EEL STHHR PROCESS.

Idy Cases

e
L
|

SE THIS FURM T BERORT EXTEPTIONS TO THE NEWEIRN SUREENING

Creste or Salpct MSE
Select the year to see a list of MSRs.

Year: 204D v
i} Yess Hanth Contact Craated Ciosed
182 2010 Al kiapler, Ben 411472010 12834 PR Select
241 20 August Klopfer, Ben 222010 115 NE PR 4282010 123182 P1 Select

‘May v [ Add New MSR

Do NOT submit V'0u~r‘ MSR until you are completely finished!

Once you click “Save and Close,” your MSR has been submitted to ISDH, 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!!

..‘............................’.‘;........C..................'...C...............

O 000000000000 0000000000000 0000000000000 0000000000000000000000060000000000000000

e ecCeCOCOCSCOICEOSEONOSIOTOES

MSRs are due to ISDH by 5 pm on the first business day after the 14" of

the month.
Typically, the due date will be the 15™ of the month.
If the 15" falls on a weekend, MSRs are due to ISDH by 5 pm the following Monday.
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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” link nextto the MSR you wish to print.

7

Fovae - By Tases  Hospital BER 0 (TP Feres | By Bmad

Fergon Sesrch
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s G

ar Gt JGR
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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.

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

» The MSR you selected will automatically be displayed
in thelower half of the screen.

)

| Meme | My Qaes Hospdd BER . LTFFoans - Ky fead | Peron frarck | Admin aﬁg 93

-

; MSR m&ﬁihm Bicﬁlltimt Bﬁ“i}ﬂ!’t Retun 1o Hospial MSR Reponts page
T vy Ml M Sy b Ce
Facility: BLOOKINGTON HOSPITAL
et 01t
ragthe fitavy
fun Clew

MSR MQNTHLY EXCEPTION REPORT

Facility : BLOOMINGTON HOSPITAL
Year: 2011
Month : May
MSR Created By © Alex Litvan
Opened : 6/9/2011
Closed :
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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.

T

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

toolbar will appear.

*Clickon the Print"icon.

\

Numt}ir of home births that received %reenirxg

Numbe\ef walk-ins that received scree\»ing

Q

Number\f exceptions reported

\

[

Total num\er of screens

\

21

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.

*Hover your mouse over the "Hospital MSR" menu.

« Click on "MSR Reports.”

Heme | My Cores  Mosptat WSR LI Forms  Myboal | Person Search | Admin - 6

Erception frary

fumnveary Entrye »4;

FASK Reports
Welcome to INSTEP! Geraisis
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3. INSTEP will display the Hospital MSR Reports page.

+INSTEP will display the Hospital MSR Reports screen .

+ Click on the button of the report you wish to view
andfor print.

By Canes Mosplal SR LIF Formy | By froad  Beeson Sedely P dkdemin

Lint of Hen

Chueve froem e folloedog reports

| ASR Submission Feport ]

[ HSR tonthly Excaption Repert |

| LISK Exception Type Cowt Report |
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NOTE: Each 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 to on any MSR Reports screen to
return to the Hospital MSR Reports screen & select
anotherreport.

9
sen o Mospist MSR (TF Fomes 0 By Benalt

o

o Parsen Search | gl W

msa ﬂiﬁﬁ[}ﬁﬂﬁ ans ﬂﬁﬁﬁﬂ Fatum to Hospital [ISR Repods page

S

©0eec000er000000c000000000c00000000000200000 00000
© 0080000000000 0000C0000CCCCEEONCCOCICOEOSIGCICOCCECEOIOCIRTRTCETOTETS
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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 each MSR was closed
Status of all MSRs for a selected year (e.g., whether each MSR
was sutbmitted 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?)

I

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)
Infant’s name
Infant’s date of birth
Exception code assigned to that infant
Infant’s Medical Record Number (MRN)
vii. List of summary data submitted for that month (as submitted by your
facility)

TIEER

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

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

1. Facility name

ii. Selected rnomh(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 type) reported
in each selected month and year (e.g., 5 exceptions 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 S

ubmission Report

To view and/or print an MSR Submission Report:

SR

Status:
Facility:

Year:

Click the “MSR Submission Report” button on the Hospital MSR Reports page of
INSTEP. C
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.
Select the year of the MSR you wish to view and/or print from the drop-down menu
labeled “Year.”
Click “Run.” .
INSTEP will refresh & display the selected MSR Submission Report in the lower half
of the screen.

Hospital ISR LTFForme  MyEmail  PersonSearch - Admin | #lic o -

S%ﬁ}iﬁii’ssiﬁﬁ Rﬁlﬁi}ﬁ i Reaturn to Hospital MSR Reperts page
fospitod AR Subsndssion Repords,

Flon Time  [lLate .Missing [#iopen

' BLOOKINGTON HOSPITAL v

a1 v

Hun Clear

MSR SUBMISSION REPORT
Facility : BLOOMINGTON HOSPITAL

Year : 2011
Month Contact Created Date Closed Date Status
January Missing
Februarv Missing
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6. 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.
7. 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 will appear.

«Click on the"Print"icon.

\ i

Numbler of home births that received s\:reenlng 1
Numbe\of walk-ins that received scree\wing o
Number \fexceptians reported \ &
Total number of screens \ 91

ot
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Example of MSR Submission Report

MSR SUBMISSION REPORT

Facility :

Year : 2011

Month Contact Created Date Closed Date Status
January Missing
Fabruary fissing
March Missing
April Missing
May Bridwell, Tonya 692011 Open
Jurne nia wa na nia
July n/a nfa na nfa
August nfa na na nia
September nia nia rfa 1va
Qctober a nia néa wa
November nifa nia nfa na
December nia néa néa i
STATUS SUMMARY
Status Total
Submitted 0
On Time 0
Late U
Unsubmitted 5
Missing 4
Open 1
Total 5
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MSR Monthly Exception Report

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

1. Click the “MSR Monthly Exception Report” button 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.”

3. Click “Run.”

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

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

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

% Mome | By Cses Mospal BBR LTF Foeme My feaidl | Pesonfeerch | Admin | W0

3 rﬁsg Ms“ﬁﬁy mcgaﬁgﬁ ﬂ&ﬁﬂﬂ Ratgem 1o Hospial SR Repors page
S e bl SRR Mol iy B
Facility: B8 ORMRGTON HL}&FJ;'T&L }Y“
vaar: 2011 ‘ _ v
anth Ky ' "

Hun Clew

MSR MONTHLY EXCEPTION REPORT

Facility : BLOOMINGTON HOSPITAL
Year : 2011
Month : May
MSR Created By : Alex Litvan
Opened : 6/9/2011
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.

mop

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.”

« Scroll to the bottom of your screen & hoveryour
mouse overthe MSR report. The Adobe Acrobat

toolbar will appear.

*Clickon the"Print"icon.

\

Numéﬁr of honie births that received s\:reenlng

Numbe\of walk-ing that received scree\\ing 0
Number x{ exceptions reported \ &
Total number of screens \ 71

Erink fe (e )

8. Follow steps 5—7 above to i)fiht additional reports.
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Example of MSR Monthly Exception Report

MSR MONTHLY EXCEPTION REPORT

Facitity

Year @ 2011
Month : Mav

MSR Created By :

Opened : 6/9/2011

Closed :

PID Name DoB Exception Code MRN
5136338 WORKING, WORK UEAT201 Transfer Only 1
5136340 SECOND, TEST Q80212011 Transfer Only 2
6136348 HORSE, NELLY gbi24r2011 NICU 123456
5136354 AB 051072011 NICU 3
§135356 EF Qe Initial Screen Next Month 4
5136358 3, H OE02011 Religious Refusal 5

SUMMARY DATA
Number of live births 94
Number of home births that received screening 1
Number of walk-ins that received screening g
Number of exceptions reported 6
Total number of screens 71
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MSR Exception Type 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 6 SINGLE MONTH: Select the year and month of the
report you wish to 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 fromthe
drop-down menus labeled”Year” and"Month .

)

% Mome by Qaser Hoped MR (T Foress | Bl be Perfo Srarch | Sdmin | W

% msg E}i ﬁemmﬂ “32335 H &["}fz Raturn te Hogpital 3R Repoas pags
; oty Mol AOR Barpption D Booorts
Fagility: o Bafact Faslity v
Searoks b Year and onth »
rHar a1t v
sty fday h . V
§r Search by Range .
B

Moy e Belgot Mosth - s Saleet Year - v

Frogy - Select Mosth -

INSTEP User Guide ‘ 63



b. Run this report 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 Exception Type report for all MSRs
submitted by vour facility, select “All" within the "Month*
and"Year" drop-down menuswithin the"Search by
Year and Month” section.

)

Home | By Cases  HospitelBIER - KTFFarms | Myfmal  Pesgfdeach | dmin | &8

mgﬁ Bﬁ}anﬁﬁ“ yynﬁs Ran{}ﬁ i Fatum to Hospial MR Reports page
Fo v Mogpital MR Exception: Tipes Boports /
Facitity: - Galuet Facility - v
. s At
faar £ v
saguthe A .
fan ”
searih by ;"‘f"«}i‘
from: - Select lonth - L Salect Vear oty - Selgot Month - v Balect Yeur - v
Bure Ghear

c. Run this report for ¢ DATE RANGE (multiple months): Select the month
and year for the start {(*From”) and end (“To”) 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 asfrom May 2011 to November 2011),
enter the appropriate month andyear for the start
(From”) andend("To") dates in the "Search By Range”
section.

e

! ;
Horag Wy Cag Moapitat LG8 | LUTF Forms | Wy Bemae o B

§ MSR Eﬁ}gnﬁﬂn ‘Iynes ﬂenf} ! Fatuen W Hospial SR Fepots pags

EL RN
ragnthe wolaatact Manth -

el by Mavge

‘‘‘‘‘‘‘‘

From: ey vl ] V oo Howmber V a0t v

Bun Clear

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.

PP P e 0000000000000 00000000000000000000000000000000CO0ICIIIOEEOEIOEEOEOEOTIoTcIOeceEocseENsccecssencesecessecssnssnscsocssss

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 between multiple pages. This is a different scroll bar than
the one you use to scroll up/down within your Internet browser!

+If you ran thisreport for more than one month, each
month’s reportwill display & print on a separate page
within Adobe Acrobat.

*Use the scroll bar within Adobe to move from one
pageto another. NOTE: This is a different scroll bar
than the scroll bar for your Internet browserl!

.
Hetum to Peggital MER Repoits page |

MSR Exception Types Report

&% P L5

Facility: ADALS HEMORIAL HOSFITAL

Tear "
sassrith v

From: el vioopr May

MSR EXCEPTION TYPES REPORT
D Year: 2011
tonth ¢ March

Fagcility Transfer | Finally | NICU | Initial Screen | Deceased | Religious | Discharged | Total
Only Screened Hext Month Walver | Without NBS
ALBRAS RERORIAL HOSPITAL
8 0 0 i O 0 i} 0
Total 0 0 0 0 0 0 0 0

© 000 0000000000000 00000000000000000000C0000000000C0O0000C0CCC0C0C0IC0C00C0C0CGCO0C0O0O00CO0C0C0CCC00CEIO0OCI0GCCCOEO0CO0TS
00 0600000000000 000000000000000E0e00000c0CCcce0cocectsscocsocecetessenstcescecssscscsoscssssosscsosssssna

© 0 0 0000000000000 r000rNN00000000000000C00E0NN000000000000000000000O0O000GC0CCIC0OCICOCIOIOCOIOIOOOecIoTcsoTsosoeoscosscosssoescsssoessssvsss
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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.

* Scroll to the bottorn of your screen & hoveryour
mouse overthe MSR report. The Adobe Acrobat
toolbar will appear.

*Click on the"Print"icon.

\ i

Numéir of home births that received s\:reeniug ¥

Numbe\oi walk-ins that received scree\»ing 0

Number &f exceptions reported

Total numbier of screens \

v

/e
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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 Month Waiver | Without NBS
0 I Y 0 0 ¥ 4 0
Total 0 0 0 0 0 0 0 0
MSR EXCEPTION TYPES REPORT
Year: 2011
Month : April
Facility Transfer | Finally | NICU | Initial Screen | Deceased | Religious | Discharged | Total
Only Screened Next Month Waiver | Without NBS
0 0 4] a a 2 0 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.

Child Health Information Profile Pl the Tend an )
] button to accass INGTER's
Fhe profile shovss collectes chto ol aotivities performed for g person il scurs aomail function.

Chdld information saather nfurmation o Agtion /

PID: 5137137 piD: 5137136 [__Close the case

4.
Hame: AALIRPHY Hame: MOTHER DOG | Send an Emai |
DOG . | Record aFax
saiden
rativer Maidern Hame: | Record # Fhone Call
Hagng: H Y )
i G0 1o the msr search page

Dty of iR
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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.”

S an sl te & e of the NGTER application.
1. Selectthe name of your
recipientin the “To” drop-

down menu. \ Tou
L8 --laees
2. Selectthe name of another /w*)

recipient, if needed, in the Subjaet:
“CC” drop-down menu. Bafy:
B4 U Ao fuvy o Foatbise v Rl
3. Enter your subjectin the / e

“Subject” line,

4. Typeyour message in the
“Body” text box.

---------- PaLi UGE fease Do HDt Remows oo

S RS N
Do NOT delete any informatio/ v

below the “ISDH USE Please Do
Not Remove” line.

When finished, click “Send.”

If you wish to upload B
attachments to this e-mail, use uplead 3 e
the “Upload afFile” feature.

Filws:
@ fiteis found.
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4. INSTEP will send & store your e-mail message securely.

a. Your actual message will stay within INSTEP—no PHI will be released
outside of INSTEP.

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.

c. 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@isdn.ingov
This message was sent with High importance,

Tue 8716,2011 13:33 &M
Eddy, Cowrtney

Courtneyv Eddw has sent vou a secured email.
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.

Access vour inbox to view the message.

Lad 1d bk

If vour email software does not support the 'Click Here' link above, copy the URL below and paste it into the
address bar on vour web browser.

https:gatewavdevisdh in gov GatewavTst Signln aspxappid=718redirect To=INSTEP- M vEmail 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.

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

c. 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.).

My Email

Chickbaee e
vl i Foave
b Eiry UTE

By vobaveers haaie soud dotys i hase b

e by Yot Cxstuisenn \

;};ﬁ Retrenh fisy

Click this arrow to see details

LU

RERE OXTE REPLY &R \

RECEOVELS DATE RO
about a specific message.
T— et st s faply #
Chck bsee to dalete sy seonal
LR
S8 Retrest st
. fEALr
. . - 3
RERY DRTE i B HELGALE BatE
% ERT I tast vt eress g GA »
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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 security 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 I 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: If a child was listed with the “NICU” exception code and received his/her 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
“First 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.

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

e 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!

e 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 information 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
o 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?
e The transfer code for this child should be “Transferred into your facility.”
® The exception code for thischild 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. If 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!

How should I report NICU b;.,l)‘ies?

Baby transferred to a Transferred to another =~ TRANSFER O}

NICU at another facility  facility .

Baby transferred to your Transferred to your FINALLY SCREENED

hospital’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 : :

calendar month - *%*This child will be a
 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 month, but receive NBS at the correct time (e.g., on the 2"%),
are considered normal screens and ¢ on’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 screens 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 “Edit” feature and when to use the “Add Address” /
“Add Phone Number” features.

When should I... ; Examples

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

e To add a room/suite number to an existing
address

e To add an extension to an existing phone

Use the “Edit” feature for addresses / 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 VvS.
Phone Number” feature e 123 W. 86" Street (St. Vincent campus)

5. To add an entirely different phone number
(e.g., 317-999-9999 to 812-777-7777)

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.
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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,
docx, 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)

Questions about using INSTEP
Requesting Gateway/INSTEP security
codes

Patient-specific questions

CEddy@isdh.IN.gov 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@jisdh.IN.gov

Technical questions about
INSTEP/Gateway
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