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GETTING STARTED

Texas Children’s Link (“Link”) is a web-based tool providing providers and their staff real-time access to Texas
Children’s clinical information and/or Texas Children’s Health Plan (“TCHP”) information (member eligibility,
benefits, prior authorizations, claims, etc.) for their patient population. It also allows users to perform important
functions like submitting clinical orders and referrals and submitting TCHP pre-authorization requests, claims and
appeals.

Users may have access to clinical functionality and/or TCHP functionality based on the following criteria:
o Clinical functionality can typically be requested if the submitting user is part of a hospital or clinic
that has a primary care or referring relationship with a patient being cared for at Texas Children’s.
o Health Plan functionality can be requested by individual and group providers who are part of the
Texas Children’s Health Plan network, and their staff.

SYSTEM REQUIREMENTS

To access Texas Children’s Link, the user must have an active internet connection and a web browser such as:

e Google Chrome version 88 or later.
e Microsoft Edge version 88 or later.
e Mozilla Firefox version 78 or later.
e Safari version 14 or later.

How to log in:
1. Open web browser and access the following URL:
Texas Children's Link
2. Enter the user ID and password provided and press Enter.

Note: If this is the user’s first time logging into Texas Children’s Link, the user will be prompted to change their
password. To use Texas Children’s Link, the user must read and accept the Terms and Conditions. After the
user agrees to the Terms and Conditions, they will be logged in to Texas Children’s Link.

What'’s Next?

v" Change your password

v Set up personal challenge questions (accessible via Utils): If the user forgets their password, they can
reset it by correctly answering the challenge questions.

v Set up Multi-factor Authentication


https://epiccarelink.texaschildrens.org/EpicCareLink/common/epic_login.asp
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SECURITY: CHANGE PERSONALIZED PASSWORD AND SET UP CHALLENGE QUESTIONS

To change a personalized Texas Children’s Link password or setup challenge questions, the user must follow the
following steps.

TO CHANGE PASSWORD

1. Click the Menu button then Settings located on the right of the header.

Y A & @ % B A a9 £ B

Texas Children's’ Home InB.. Patie.. Refe.. Claims Upc.. Rep.. Exte... Patie.. MyF..
i Demographics
Welcome to Tex  Home Patient grap "
In Basket SnapShot Patient Chart Advisories
Settings
booet Do Covarans & Bonafif

2. Click Change Password.

¥ A = @ Fiy = “ )

Texas Children's” Home InBasket Patient List Referral Search Upcoming Appts - My ... My Reports Extemal Sites  Patient Manage My Clinic

Settings -7

User Settings

Change Password Patient Selection Preferences

Change the password that you use to log in. Specify the patient selection method that you would like to use by default.
Set Default Page Challenge Questions

Choose the page that appears by default when you log in or select a Set challenge questions so that if you forget your password, you can reset
patient. it by answering the questions correctly.

3. Fill in Required Item fields.

Settings © Change Password

Old Password

0
New Password Verify New Password

Cancel

4. Click Accept.
5. The password has been changed.
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TO SET UP CHALLENGE QUESTIONS

1. Click the Menu button then Settings located on the right of the header.
2. C(Click Challenge Questions.
3. Authenticate yourself by entering your Password.

Electronic Authorization

1" Please authenticate yourself with your password.
Electronic Authorization

User ID: TEST, ECL PROVIDER

' Accept X Cancel

4. Click Accept.

5. The Challenge Questions Set up will open.

6. The user will choose the question(s) they want to populate in the field and enter the answers used to
authenticate themself.

Settings © Challenge Questions

Challenge Questions Setup

Challenge guestions may be used to verify your identity in lieu of a password. Pleass choose 2 guestions and their
answers below.

Questions Answers
I o
o)
® You must answer all of the questions you have selected ' Accept ¥ Cancel

7. Click Accept.
Note: Ninety (90) days of inactivity will cause user’s login to be disabled.

SECURITY: MULTI-FACTOR AUTHENTICATION (MFA)

(Implemented 7/26/2021)
Texas Children’s is aligning with current Information Security best practices to ensure appropriate protection of

patient health information. MFA will add one additional step in the login process and ensure user accounts are
accessed by the individual person assigned to the account.

TO CONFIGURE YOUR SETTINGS:

1. Upon login, you will be prompted to configure your MFA settings; available options include text
messaging or a mobile MFA app of your choosing. Texas Children’s recommends the TEXT MESSAGE
workflow to ensure proper customer service should you require assistance with configuration.

Please follow the instructions to either:
- scan the QR Code in the mobile app for Mobile App authentication... or
- enter your cell phone number for SMS Authentication.
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Extra Security Required

Choose how you want to receive passcodes that are required to access
your EpicCare Link account. This extra layer of security helps ensure that
you're the only person who ¢an log in to your account. even if someone
knows your username and password.

Each time you try to log in, you receive a new passcode through your
chosen method that you need to enter to finish logging in. Each code can
be used only one time.

Choose Your Authentication Method
Mobile Text
App Message

Set Up Mobile App Set Up SMS Authentication
Authentication Enter your phone number where you will receive passcodes

Scan the QR code below to set up authentication on your mobile device.

Popular applications include Google Authenticator and Authy. Phone number

Can't scan? Enter the following code manually:

A2EDAUYOSCMAIV3UEWECAKYI3CQY2)65

4 Back =+ Next 4+ Back = Mext

...0r...

2. Click “Next” to receive a code via your selected authentication method. Enter the code to confirm
authentication. Click “Verify.”

T

Confirm Authentication

Enter the code genarated by the application.

Passcode

4 Back =+ Verify

3. After completing MFA configuration, you will be presented with a RESET CODE. Please save this code for
your records as it can be used to reset your configuration preferences in the future.

Note: This code will only be presented at the time of configuration and will not be accessible after selecting
“Finish.”



Texas Children’s Link User Guide — General Information

%Record This Reset Code

Your account is now set up with extra security. If you lose access to your
chosen authentication method, you need to enter the following reset code

or contact your system administrator to perform this setup again.

Write down this reset code and keep it safe and private. Use this reset
code only if you need to change how you receive passcodes.

Your Reset Code
NH6WXX49

[J1 wrote down the reset code

4. Configuration is now complete! The next time you log in to Texas Children’s Link, a code will
automatically be sent via your selected authentication method and must be used to complete the login
process.

SITE ADMINISTRATOR - MANAGE MY CLINIC

Each site/clinic has one designated “Site Administrator.” This person has the responsibility and access to:
o Terminate user(s)
e Perform Site Verification, when required

From the top navigation pane, hover over “Admin”, the site manager selects My Groups to view and update his
clinic's users.

Yy A & @ “ g2 W = £ %

Texas Children’s’ Home InBasket Patientlist Referral/Prior Auth Sea.. Schedules Reporting External Sites Patient Admin

Admin

1 My Groups

‘ Account Requests

Welcome to Texas Children's Link

Site Verification

—
12 €

Activities include:
e My Groups - List of clinic users and their demographics. Here you can:
o View login IDs
o View lastlogin
o View contact information (ex. name, phone number, email address, etc.)
o Deactivate users in real-time. It is the Site Administrator’s responsibility to deactivate users who are no
longer associated with the clinic or practice.

SUBMITTING A NEW ACCOUNT REQUEST FROM WITHIN TEXAS CHILDREN’S LINK

With the implementation of Site Wizard for Texas Children’s Link, the Link portal now features a functionality that
allows Site Administrators to place new account requests directly within the portal.

New account requests consist of requests for new users and new sites.
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New User

To add a new user to your clinic/site, the site administrator must:

1. Login to Texas Children’s Link

2. Hover over Admin and select Account Requests

Y L by o T 7z £ =

Texas Children's’

= & Epic
Home InBasket Patientlist Referral/Prior Auth Sea.. Schedules Reporting External Sites Patient Admin Menu Log Out

Welcome to Texas Children's Link Admin ‘

My Groups

Account Requests

Site Verification

Note: To view previous requests submitted for users in your practice, scroll through the available list to check
the Name, Status, and Request Date.

% Account Recquests

ZI @
+ Request New Account

Phone =
org
test 2087
Test, Mag sxaschildre, 832-824-0000 aes
POC, VIGARCIA M arg a3 2013
vigarcia@texaschildrens. org 832.824.4432
a3

| New Account Request

Requested by: TEST, ECL PROVIDER-SITEADMIN [ECLINKSITEADMNP]
20

2 User/Provider Information

starr

ript (Site administraten)
GALVESTON TX 77552

texaschildrens.org

User contexts: TCH AFFILIATE
Certified Nurse Assistant,

# Group Information

3. Select Request New Account and follow the prompts to complete the necessary information fields for each

new user.
'li-\m\t?mrnrs' A e’ ‘2 el ‘i =

Home InBasket PatientList Referral Search Upcoming Appts - My ...

Reporting  External Sites  Patient  Admin

My Groups Account Requests

% Account Requests

+ Request New Account

Name Status Request Date Email Phone Reference #
Ivig, script Pending 9/22/16 vigarcia@texaschildrens.org 832.824-4432 2082
visio, retest Pending 9/23/16 mail@mail.com 2087
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L . = o 8 B & Epic

Texas ChildrenS'  Home  InBasket Patientlist Referral Search Upcoming Appls- My... Reporting External Sites  Patient Admin Menu  Log Out

My Groups Account Requests

% New Account Request 2 0

I—II Request access for a new site

Site
—

( If you need to add a user(s) or modify an existing users access...

& Request access for a provider (MD, DO, PA, NP, Audiologist, etc.)

Provider

’& Request access for a clinical staff user (clinic nurse, clinic manager, etc.)
Clinical staff

& Request access for a non-clinicial user
\ non-Clinician

Note: When completing a new account request from within Texas Children’s Link, the Site Administrator will be
able to select their Site Information from the available dropdown box instead of being required to fill in
individual fields for site demographics. Any site for which you are the designated site administrator should be
listed in the dropdown options. Select the correct site to which you are wanting to assign the new user.

Y A N 8 W% | S 2 1

Tes Chidrens  Home  InBasket Patientlst ReferralSearch Upcoming Appts - My... Reporting  Extemal Sites  Patient  Admin

My Groups Account Requests

% New Account Request ' Provider & 0

User Information

o PV

Site Information
@ User group:

Basic Information

Clinic users need to see records for | New Grou s, but the provider doesn't need to log into this application.

@ Work phone:

User Address: @ Address:

@ City (or ZIP)
@ state . e
County
Country
Credentials
Non-Us. credentials
[ R @ License =
© Lcense state:
@ Specialty

Provider
@ Provider Type
@ What is the provider's current Medical Staff status at Texas Children's Hospital?

@ Gender

Comments

New Site
Site Administrators should only request a New Sites when purposefully choosing to do one of the following:

o Split the existing clinic/site into multiple physical locations with separately defined provider and user
groups for each location (no viewing or sharing of patient information will be available between the split
sites).

e Create a secondary clinic/site for which you are also the site administrator.

This type of request

To create a new site, the site administrator must:
1. Login to Texas Children’s Link

10
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2. Hover over Admin and select Account Requests

< A & @ e 82 [ A

Texas Children's’ Home InBasket PatientLlist Referral/Prior Auth Sea.. Schedules Reporting External Sites Patient Admin

Welcome to Texas Children's Link Admin b 7]
' My Groups

Account Requests

Site Verification

——
<

t* m"

3. Select Request New Account and follow the prompts to complete the necessary information fields for a

new site.

P 12 .

A B oW ] m L ...

Home I Basket Patientlit  Refeal Search  Upcoming Appts- My ..  Reporting  External Sites  Patient  Admin
My Groups Account Requests
% Account Requests 20
b L Status : Reguest Date Ema Phone Reference 2

I\rlg seript Pending 922016 vigarcia@tenasehildrens.arg 8328244432 2082

wvigia, retest Pending 9/23/16 mail@email. com 2087

o o ) i B 2 %

Ruket Putent Ut Refoetd Seanch  Upcoming Appts - My . Reporting  Cxtoond Shes  Puient  Adwin

“ New Account Request LR

nl Reguett sccess for 3 new site

M you need %0 add 3 weer(s) or modify an EXiIting USErs SCCESE.

& Request 3ccess 1or 3 provider (MD, DO, PA, N2, Auaiologiat, o )

m OGuett S2Cons 106 & EAMEA! SIIT w30r (CIAIC Hurse, CAmI MANIDNT, 092

Chescal St
& ROQuest 200413 107 3 RORCINKAM User
- Rt

USER TYPES

Each user is assigned an access type by Texas Children’s based on their job role and the information submitted
with their Link access request form. When requesting access, site administrators should select the appropriate
level of access needed for the user to perform their job functions. There are four primary access types:

o Provider, which requires licensing information (ex. NP, PA, MD, etc.)

o Clinical Staff (ex. RN, LVN, MA, etc.)

o Non-Clinician (ex. front desk, CBO)

o Payor (Ex. Payor Utilization Review, Case Management)

Each user type may have access to clinical functionality and/or health plan functionality based on the following
criteria:

o Clinical functionality can be requested if the submitting user is part of a hospital or clinic that has a
primary care or referring relationship with a patient being cared for at Texas Children’s Hospital. Users
who are part of our clinically integrated network may also be eligible to receive CIN functionality.

o Individual and group providers who are part of the Texas Children’s Health Plan network may request
access to health plan functionality for their providers and staff.

11
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Based on review of the user’s Link request, the access level deemed most appropriate will be granted; some users
will have access to clinical functionality, health plan functionality, or both.

Available features by role are summarized below.
Texas Children's Link Access by Role

Provider Clinical Non-Clinical

User User
Features available to users with Health System functionality

Place and cancel orders and referrals X

Search and access all Texas Children's patients X X*
*Payors able to search based on patient demographics and member ID

Create a new Texas Children's patient record if needed to X
place order or referral
View clinical information for patients on Patient List X* X X

*Urgent Care Facility and Emergency Center providers must use the search
functionality to view patient clinical information.

View event dashboard to quickly view patient events

View demographics

View upcoming appointments

| < >R >
| | < X<
X < >R >
| | < X<

Use InBasket communication tool (limited functionality)

Features available to users with TCHP functionality

Search and access all Texas Children's patients

>

Submit, cancel and appeal pre-authorization requests to TCHP

Search and access all TCHP members

Submit, Review and Appeal Claims to TCHP
View TCHP Remittance Advice
View TCHP member eligibility and benefits

View event dashboard to quickly view patient events

View Demographics

View upcoming TCH appointments

IR I R I R I R I R I R I R I R I e
D D DR D] ]| ] ]| | <
| PR DR | R R | <

Use InBasket communication tool

Additional features available to users with CIN functionality

>
>

Ability to schedule appointments

Ability to create a new TCH patient record if needed to make X X
an appointment

12
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PATIENT LISTS

For providers and associated office staff that have access to the clinical functionality of Texas Children’s Link,
patient lists are system generated lists of patients associated with a provider - or other provider(s) in his practice.
Patients are included on a provider’s list if one of the following conditions are met:

1) Texas Children’s has a documented relationship in the EMR between the patient and the provider. A
Documented Relationship includes Primary Care Provider, Referring Provider or Authorizing Provider.

2) Texas Children’s Health Plan has a documented relationship between a member and the provider. A
documented relationship includes the member’s assigned Health Plan PCP or the provider has submitted a
claim for the member.

Note: Patient lists are unavailable for Urgent Care Facility and Emergency Center providers and their associated
office staff. Providers from these sites must utilize the search functionality to view patient records (see page 14 for
more information).

There are two types of patient lists:

e My Patients - List of current patients and members.
o Admitted Patients - List of patients currently admitted to Texas Children’s Hospital.

2 A = @ = | ] [E . o =

Texas Children's* Home InBasket Patient List Referral Search Upcoming Appts-My.. MyReports External Sites Patient Manage My Clinic Menu

Patient Lists © My Patients (ss patient recards) S 0
My Patients | Admitted Patients

3 Refresh Filter by PCP: v

Adoption, Addie Pagelof2z F M ABCDEF KLMNO RST w z Test, Script
Patient Name MRN Sex Birth Date- KND? MultiBirth?

Adoption, Addie 1568007297 F 5/5/2010

Astros, Marisnick 1569010169 M 2/14/2017

Builder, Lindsay 1569006489 F 3/3/2012

Builder, Stephanie 1569006507 F 6/6/2006

How long does a patient remain on my list?

v' If the provider is the patient’s Primary Care Physician, access will continue for 365 days after patient’s last
encounter at Texas Children’s Hospital.

v' If the provider is an Authorizing Provider or Referring Provider, access is granted for 120 days following
the order or referral.

v Access will continue if the Provider has admitting privileges and the patient has a current “admitted” status
for 120 days.

What if my patient list does not display properly?

Patient list > My Patients (### Patient Records) this count shows the total patients with whom the clinic has a
Documented Relationship. If this list contains over 2,400 patients, users will receive the following message “There

13
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are too many patients on your list to display. Search your list here.” Clicking the red here hyperlink allows the
provider to manually search his patient list. The user can also narrow down the list by selecting a specific
provider’s name from the Filter by PCP section. When the user clicks the drop-down list, provider names will
appear. Selecting an individual name shows the patients who have a documented relationship with that individual.

What if my patient’s PCP or contact information is incorrect?
If the patient’s PCP or contact information needs to be updated, please do the following:

e Ifthe clinical PCP is incorrect, ask the patient or their family to contact the Texas Children’s Hospital
Patient Contact Center at 832-824-2778.

o Ifthe patient is a health plan member whose Health Plan PCP or contact information is incorrect, ask the
patient or their family to contact the Texas Children’s Health Plan Member’s Services Center at one of the
following per product:

o CHIP: 1-866-959-6555
o STAR: 1-866-959-2555
o STARKIDS: 1-800-659-5764

What if my patient has two MRNs?

If you note duplicate patient MRNs, please notify us by sending an email to:
ProviderConnect@texaschildrens.org. Please include the MRN, Patient Name, and DOB for both MRNSs.

What if I'm caring for a patient not on my list?

Within My Patients List, providers can search the Texas Children’s patient population for patients with whom the
provider does not yet have a Documented Relationship. The provider must document the reason for accessing the
patient’s chart and will have access to the chart for 72 hours.

Non-provider users with access to health plan features may also search for members not available on the Patient
List. To use this feature, the search must be performed using demographic information and the TCHP member ID.
The user must document the reason for accessing the patient’s chart and will have access to the chart for 72 hours.

Note: This feature should only be used when required for continuity of care and should not be used to view or
obtain the Protected Health Information of individuals not under the provider’s care, including the provider’s
family. Texas Children’s audits records that are accessed using this feature and will suspend access if used
inappropriately. See Terms and Conditions for additional information.

SEARCH ALL PATIENTS:

1. Open the Search All Patients section.
2. Enter the patient’'s Name, Gender and DOB.
o Non-provider users with access to Health Plan features will also be required to enter the
Member ID.

N L bty B E i G Epic

Texas Children's" Home InBasket PatientList Referral/Prior Auth Sea.. Claims Reporting External Site: Patient Menu  Log Out

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member

Patient Search

4B Search My Patients 43 Search All Patients
Patient Select

Name (Last, First, MI) Gender
) | ]

DOB
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3. Patient Selection Confirmation box populates.
4. Carefully check to ensure the results contain the correct patient.
5. Provider must enter Reason and Comment for entering a patient record. Click Select.
o Note: You do not need to open the members profile to check eligibility. There will be a
screen that shows this information before finalizing this step. If you only need eligibility
information, please do not proceed with this process.

CREATING A NEW CHART:

1. Click Create a New Chart and complete all required and recommended items.

Note: Creating a new patient will not show any records. It only allows the clinician to place an order for a
patient.

IN BASKET

Having a Link In Basket allows users to receive communication from Texas Children’s much more quickly. Many
results and communications are sent to the users In Basket automatically, while other results and communications
are sent based on the provider’s communication preference documented in the Texas Children’s Epic system (In
Basket, fax, or mail).

The “My In Basket” folder on the left side of the screen displays all the message types for which the user currently
has messages. The folders are categorized based on the type of message.

My In Basket My Messages

= My Messages
@ s » @B ®

i CC'd Charts (7) Mew Msg Refresh  Search Attach  OOC

B Chart Completion (1)

B Community File Uploads (3)

F. ite Search: Add/Remav:

i ECLink General Asst Msg (1) ol @ 28A8renes AecRemovs
i Hospital ADT-Discharge ()~ "V3te Public

B Letter Queue No searches found Cansolidated In Baskets X Keep ¥ Remove

B Media M

im Mecis Menager Done'd Messages X Keep X Remove

B New Patient Notifications (5

i Orders (1) High Priority Messages X Keep X Remove

i Outside M. 1 "

i Outside Messages (1) ¢ refill X Keep X Remove

i Patient Call (1)

il Pt CRM Request (1)

i PtQnrsub Folder Summary - My Messages

i PtRx Request CC'd Charts 7/7 New Patient Notifications 5/53 Pt Rx Request 0/6
i Pt Schedule Request Chart Completion 171 Orders 1/2 Pt Schedule Request 0/2
i Result Notifications (10) Community File Uploads 3/3 Outside Meszages 1/1 Result Motifications 10/ 10
B Results (1) ECLink General Asst Msg 1/1 Patient Cal 1/1 Results 1/3
B RxRequest Hospital ADT-Discharge 9/9 Pt CRM Reguest 1/5 Rx Request 0/1
B Staff Message Letter Queue 0/132 Pt Qnr Sub 0/50 Staff Message 0/1

Media Manager 0/1
My In Basket
My Out Basket
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Under the My In Basket folder lists, users are provided with an additional navigator section allowing them to
access additional information such as:

e Results: (Clinical staff or Providers only)

o Event notifications
If there are any new messages in a given folder, the title appears in bold font and the number of new messages
appears in parentheses. To see the messages in a specific folder, click the folder title in this column or in the Folder
Summary.

To read a message:

1. Click Folder.
2. Click Message to review results.
3. Click “Done” to delete the message.

My Messages " Result Notifications

] < x =) # & £ e 2|
New Msg Refrash Done Print Selected  Select Patient  Event Monitor Settings Search  Sort  Properties

Indicator Status Patient Visit Date  Test Types Result Date W Ordering User Date Sent  Sent By Link Providers

H Mew Kidney, Baby A 06/11/2019 lab general 08/11/2019  Test, Tch Tech Lab 06/11/2019
Mew Cupid, CathLab 12/11/2018 ECHO 06/11/2019  Test Cupid, Invasive Cardiologist, MD 06/11/2019
H MNew Kidney, Baby A 06/11/2019 lab general 06/11/2019  Test, Tch Tech Lab 06/11/2019

s ! Read Kidney, Baby A 06/11/2018 |zb general 06/11/2019 Test, Tch Tech Lab 0&/11/2019

The most common folders a user may have in their In Basket are:

o Staff Messages: Staff Messages are sent by staff members or providers of Texas Children’s to members in your
practice. They are commonly used to convey non-patient-related information—although you can associate specific
patients with them—and basic administrative topics. It is important to note any patient information sent in a Staff
Message is not saved as a part of the patient's record.

o Inpatient Notifications: These messages contain Event Monitor information for inpatient encounters.

o New Patient Notifications: These messages contain Event Monitor information for new patients added to your
patient list.

o Result Notifications: These messages contain Event Monitor information for lab results.

o ED Notifications: These messages contain Event Monitor information for emergency department encounters.

o Referral Notifications: Referral Notification messages are sent to notify community physicians and staff of the status
of referrals they have created and appointments associated with an approved referral.

e Letters - The letters folder contains correspondence from specialist to the primary care or referring provider
regarding the patient’s diagnosis and recommended treatment. These may also contain information concerning
upcoming appointments and test results.

e CC'd Charts: These messages include patient charts that another provider has carbon-copied to him for his review.
Providers can choose to send a CC'd Charts message to another provider when they are working in an encounter or
reviewing a patient's chart. These messages are usually informational only.

e Hospital ADT - Admission: Hospital ADT messages notify you that a patient of yours has been admitted to the
hospital. They are sent to patients' primary care providers and other members of the patient care team when hospital
admissions are created in ADT. They are informational in nature, although you can review the patient's chart and
related flowsheets directly from the message.

o Hospital ADT - Discharge: These messages notify the provider a patient of his has been discharged from the
hospital. They are sent to patients' primary care providers and other members of the patient care team when a
hospital discharge is created in ADT. They are informational in nature, although the provider can review the patient's
chart and related flowsheets directly from the message.
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The system allows Link users to send multiple types of messages:

e CRM

e Upload Document - this function should only be used to submit clinical documentation to the Texas
Children’s Health Information Management department to be uploaded to the patient’s chart. This
function should not be used to submit documentation to the Texas Children’s Health Plan. See
Customer Relationship Management (CRM) section on page 57 to learn how to submit
documentation to Texas Children’s Health Plan.

To send a message, click on the type of assistance needed, provide the information the system asks, give a brief
description of the issue, and click “Send Message”. A Texas Children’s representative will receive the message,
contact the person, and address your issue.

ALLOW OTHER USERS TO ACCESS YOUR IN BASKET

Provider users may want a staff member to have access to communications that are sent to their In Basket. In this
case, you have the ability to “attach” an In Basket to another User. The Provider must first “grant” access to the
User requesting access, then that User will be able to access the Provider’s In Basket.

To “grant’ access for another User to access your In Basket, follow the steps below.

1. When you are logged in as the Provider, navigate to the In Basket.

A L @ iy B >

Home InBasket PatientLlist Referral Search Claims Upcoming Appts - My...

My In Basket My Messages

DIN . o |5

i Customer Service Reply New Msg Refresh  Search | Attach] 0OC
I My Unsigned Orders (1)

New Patient Notifications (2

[ )
. L Favorite Searches
B Referral Notification Letter

2. Click on the Attach button.
3. Click the Grant Access tab.

In Basket ' Grant Access

Grant the following users access to my In Basket

| L

4= Return to In Basket + Save X Cancel Changes

4. Choose the User(s) you would like to grant access for

5. To choose a User, start typing their name in the Grant Access to field or click the magnifying glass to select
from a list of Users.

6. Once the User has been selected, click Save.
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Grant the following users access to my In Basket

Grant access to: | ‘ o) |

TEST, TCH MD INTEGRATED DUAL

Remove

Return to In Basket " Save

X Cancel Changes

ATTACH ANOTHER USERS’ IN BASKET TO YOUR ACCOUNT

Once the above steps are complete, follow the steps below to “attach” the Provider’s In Basket to yours.

Log in with your own User, and navigate to the In Basket.
Click on the Attach button.

Under Persistent Attachments, find the Provider whose In Basket you would like to attach.
In Basket ' Attach Other In Baskets

Attach  Grant Access

L

Search Options
[ Search inactive users

Persistent Attachments

Add a user to the attach list: ‘

& Show ([ Hide = Remove
O User

Show in In Basket
[ GU, HP TAP LINK GENERIC USER TWO v

Out of Contact and Temporary Attachments

Add a user to the attach list:

Back to In Basket | ' Save | X Cancel Changes

The selected Provider will populate the User field.
Click Save.

You can now view that Provider’s In Basket within your In Basket.
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GETTING HELP

Clinical Functionality
For assistance or questions with site registration or clinical functionality please contact the Provider Connect

team at 832- TCH-LINK (832-824-5465) Monday through Friday from 8:00 am to 5:00 pm excluding holidays.

You may also email us at ProviderConnect@texaschildrens.org

Health Plan Functionality

For assistance or questions with site registration or health plan functionality please contact your assigned
Provider Relations Liaison/Account lead or the Texas Children’s Health Plan Provider Relations team at 832- 828
-1004 Monday through Friday from 8:00 am to 5:00 pm excluding holidays.

You may also email us at ProviderRelations@texaschildrens.org
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CLINICAL FUNCTIONALITY

MONITORING YOUR PATIENTS

There are two types of notification settings that users can customize to determine how and what kind of messages
they will receive. Event Monitor Settings allow users to monitor patient events such as inpatient admissions or
discharges, outpatient visits, or new lab results. A clinician can view these events on the home screen or in his In
Basket. Notification Preferences allows users to determine how they get notified of what messages are in their In
Basket.

CUSTOMIZE YOUR EVENT MONITOR SETTINGS

To focus on the medical events which matter most to the clinician, use event and relationship filters in Event
Monitor Settings. A clinician can tailor which types of events he receives notices and for which patients. For
example, he can choose to only receive notices for events associated with his patients or with his group’s patients.
A provider is associated with events if he is the attending, admitting, or referring provider. He can also be
associated if he is a treatment team member, a care team member, or the patient's PCP.

1. Go to Menu > Settings > Event Monitor Settings.

2. Providers can choose which types of events they will receive notifications for in the Event Filter section. To
receive notifications for all the available event types, select the Events I Will Receive check box.

3. Providers will choose which events they will receive notifications for by selecting one of the options in the

Relationship Filtering section:

a. All events for patients in my group. This option includes events for any patient the clinician has
access to. For example, if he chooses to receive referral notifications, he will be notified of any
authorized referrals, even if the referral was not submitted by him or his group.

b. Only events associated with a provider, department, or vendor in my group (recommended). For
example, if a patient the provider has access to is admitted to the hospital, but none of the providers in
his group is associated with the admission, they will not receive a notification.

c. Only events associated with me. This option includes only events associated with the provider.

d. Only events associated with certain providers or departments. This option includes only events
associated with the providers or departments the user selects.

4. The clinician will choose who his notifications are sent to in the In Basket Settings section:

a. Any user in my group. The clinician’s notifications are sent to a group of users at his organization, and
any of his peers can access the message and mark it as “Done”, which removes it from the In Baskets of
all the users in the group. This option helps reduce the risk of duplicate follow-up and can save time.

b. Only me. The clinician is the only user who can mark the notifications as “Done”. Other users might still
see and act on the same notifications, but they can't mark the message as “Done”. This option helps
ensure the clinician sees every notification.
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I Settings ' Event Settings bE 7 I

ED Nofifications

[ ADT ED ARRIVAL EVENT [ ADT ED DISCHARGE EVENT [] ADT ED DISMISS EVENT
[J ADT UNDO ED ARRIVAL EVENT [J ADT UNDC ED DISCHARGE EVENT [ ADT UNDO ED DISMISS EVENT

Inpatient Notifications

~ ADT ADMISSION EVENT ~ ADT DISCHARGE EVENT ~ ADT LD ASSESSMENT EVENT
+ ADT LD NEWBORN ADMISSION EVENT + ADT PREADMISSION EVENT [J ADT UNDO ADMISSION EVENT

[] ADT UNDO DISCHARGE EVENT [] ADT UNDO PREADMISSION EVENT

New Patient Notifications

~ NEW MANAGED ACCESS PATIENT

Qutpatient Notifications

v ADT HOV CANCEL EVENT v ADT HOV CONFIRM EVENT + CLOSE ENCOUNTER
 ENCOUNTER ADDENDUM SIGNED  ENCOUNTER AFTER CANCEL ++ ENCOUNTER AFTER CANCEL CHECKAN/OUT
[J ENCOUNTER AFTER CHECK-IN [J ENCOUNTER AFTER CHECK-OUT

[] ENCOUNTER AFTER SCHEDULE

Result Notifications

+ IMAGING RESULT + LAB RESULT - ABNORMAL + OTHER RESULT -
Relationship Filter @ In Basket Settings
Motify me for: Allow my messages fo be handled by:
() All events for patients in my group ) Only me
(O Only events associated with my group

© Only events associated with me (recommended)

() Only associations that | select

Definitions:

ED Notifications - ED Notification messages contain Event Monitor information for emergency department
encounters. A message is automatically generated when a patient is arrived to the ED, discharged from the ED,
dismissed from the ED, or when a discharge or dismissal from the ED is undone.

Inpatient Notifications - Inpatient Notification messages contain Event Monitor information for inpatient
encounters. A message is automatically generated when a patient is admitted, a patient is discharged, a patient's
Hospital Outpatient Department visit is confirmed, a patient is preadmitted, a patient arrives in the ED, a patient is
dismissed from the ED, a patient is assessed for Labor & Delivery, a newborn is admitted, a patient's Hospital
Outpatient Department visit is canceled, or a patient's preadmission is undone.

New Patient Notifications - New Patient Notifications messages contain Event Monitor information for new
managed access patients. A message is automatically generated when a Managed Access user is granted access to a
new patient.

Outpatient Notifications - Outpatient Notification messages contain Event Monitor information for outpatient
encounters. A message is automatically generated when an appointment is scheduled for a patient, a patient is
checked in for an appointment, a patient is checked out for an appointment, a patient's appointment is canceled, or
a patient's encounter is closed.

Result Notifications - Result Notifications messages contain Event Monitor information for lab results. A message
is automatically generated when a lab result is recorded for a patient.
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UPDATING EMAIL AND TEXT NOTIFICATION PREFERENCES

1. A clinician can tailor which types of In Basket messages he receives real-time notifications for. For example,
he can choose to receive e-mail or text notifications for his selected event notifications. Please note: To
receive an email or text notification for a particular type of clinical event, the user must ensure that the
desired event type is selected in the user's Event Monitor Settings and Notification Preferences screens.

2. Go to Menu > Settings > Notification Preferences.

3. Providers can choose which types of messages they will receive e-mail or text notifications for in the
‘Receive notifications for’ section. User can select the type of notification they want to receive (email or
text) for each of the message types.

4. Users can update their email and phone number by clicking the white box containing the current email and
phone number associated with the account (as seen in the Notification Preferences screen below).

(¥ ]
4]
)

Settings ' Notification Preferences

Receive notifications for:

Receiving email netifications for
Close Encounter{Outpatient Nofifications) [ Email [] Text 9
MNew Managed Access Patient{New Patient Notifications) = ] 2  message types
at this email address
mpatlem Notifications EpicMyChartCELinki@texaschildrens.org
Admission [] Email [] Text
) Receiving text notifications for
Discharge +~ Email
LD Mewborn Admission [] Email [] Text 2 messaqeliypes
Transfer to Inpatient [0 Email [] Text at this phone number
T13-123-4563
Result Notifications (1) Unable to Receive Text Notifications
Lab Result - Abnormal [ Emait [] Text To receive text nofifications, enter a valid mobile
number.
Imaging Result [] Email [] Text
Other Result [0 Email [] Text

ED Notifications

ED Arrival [] Email [] Text

ED Discharge [ Email [] Text

" Accept| | X Cancel

To update the amount of days between email notifications go to Menu > Settings > My Demographics.
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| Settings ' My Demographics

Information

Email Days Between Email Nofifications

EpicMyChartCELink@texaschildrens.org o

Motification Preferences

[] Receive email nofifications when selected for messages in Service Requests [ ] Receive email notifications when not-selected for ges in Service Reg
Specialfies Languages

Cbstetrics and Gynecology —

Clinician Title

NP

Addresses/Phone Numbers

Address Phone Fax

- 101 Main S5t HOUSTON TX 77067

T13-123-4568

* EPICCARE LINK DR HOUSTON TX 77030

" Accept | | X Cancel

TEXAS CHILDRENS LINK FEATURES

Texas Children’s Link is a collection of different web pages, or activities, corresponding to different tasks. Listed
below are some of the features currently available through Texas Children’s Link.

1.
2.

W

© N

10.

11.
12.
13.

Home - Provides access to the Texas Children’s Link welcome page.

In Basket - A messaging tool, similar to email, which allows users to receive notifications and other
communication from Texas Children’s.

Patient Lists - A list of a provider’s patients which is compiled based on documentation within our EMR.
My Patients - A list of patients with whom the provider has a documented relationship.

Admitted Patients - A list of provider’s patients who are currently admitted at any of the Texas Children’s
Hospital locations.

Referral Search - Allows users to search for incoming and outgoing referrals for patients in the provider
group.

Clinicals - Allows users to review patient information, such as allergies or medications.

Patient - A search option to locate a patient using specific criteria (ex. name, medical record number).
Menu - Allow a user to perform many administrative activities, such as changing his password or setting
up challenge questions.

Event Monitor - Helps provider groups track clinically important events, such as inpatient admissions or
appointment cancellations. Users can customize their preferences to include patients of specific providers
or monitor for specific events.

Manage My Clinic (Limited to Site Admin) - Used to remove users.

Secure - Allows user to temporarily lock his Texas Children’s Link screen/session.

Log Out - Allows user to log out of Texas Children’s Link.

HOME SCREEN

e Jwantto..

e Select a Patient - Used to access a specific patient
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e Open Chart Review - Used to access a patient’s chart
e Place an order - Used by providers to place orders electronically within Texas Children’s Link
(providers only).
e Inthe News...
o Information for or about Texas Children’s Hospital
e Quick Links
o Helpful links to Texas Children’s websites
o Unread Messages - Allows users to quickly view notices about specific patient events and customize when
and how he receives such notices. Events may include the following:
e Inpatient Notifications
e Qutpatient Notifications
o New Patient Notifications
Result Notification
e My Reports Summary: This feature is not currently being utilized.

CLINICALS

The Clinicals feature tab is located on the menu bar.

¥ A = @ by o E)

Texas Children’s’ Home InBasket Patientlist Referral Search Schedules Reporting External Sites

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Search Chart

Patient Search pE 7

-—
& Search My Patients ﬁ Search All Patients ﬁ Create a New Chart

Name or MRN

P search

Additional search criteria

From this tab, the clinician has access to the following activities:

Clinical Review -Within this navigator, the clinician can access a patient's record to review clinical
information for a specific patient and activities.

The first step to using Chart Review is selecting the type of information the user wants to view (for example,

encounters, medications, or imaging orders). To search patient information, click desired tab or search the
entire list of the patient’s encounters from the Encounters tab.
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Note: No Confidential Departments (Psychiatry, Psychology, and Genetics), Encounters, Sensitive Notes, or
Sensitive Encounters will display in Texas Children’s Link.

o Snapshot - The Snapshot activity provides several high-level reports (ex. active orders, general
summary)

o Chart Review - The Chart Review activity allows the clinician to view a vast amount of information
about a patient, from reports about past encounters to prescribed medications.

o Results Review - The Results Review activity allows clinicians the opportunity to review results over a
period of time.

o Flowsheets - The Flowsheets activity allows clinicians to view a customizable collection of data that can
be compared numerically or graphed to help determine trends over time.

o Allergies - When verifying a patient's allergies, the clinician can review the allergies in the
Allergies/Contraindications activity.

o Problem List - Clinicians can use the Problem List activity to review a patient's medical problems and
review the most updated problem list report.

o Medications - The Medications activity provides clinical users with a complete list of documented
medications in Texas Children’s EMR.

o Histories - Histories provides clinical users with a report of a patient’s history including medical,
surgical, social, family and birth history.

o Growth Charts - Several growth chart datasets and corresponding curves are available in the Growth
Chart activity depending on the patient's age, sex, and diagnoses.

o Patient Profile - Contains general patient information such as Patient Demographics and Patient Chart
Advisories.
o Demographics - The Demographics activity allows users to view information about a patient, including
basic patient demographics information including address, PCP and emergency contacts.

o Patient Chart Advisories - Provides notification of changes in patient chart (i.e. if a patient’s chart is in
the process of being merged by Texas Children’s HIM department, a notice will appear).

e Orders -
o Order Entry - Activity used by a provider to place an order for a patient
o Order Review - Activity used to review placed orders for the patient. Clinicians can print the order for
the patient to bring to the visit.

e Referrals -
o Referral by Patient — A summary of referrals for a specific patient.
o Referral by Provider - A summary of referrals for all patients by a specific provider.

e Scheduling - View past and upcoming appointments for patients associated with a provider or provider group.
o Upcoming Appointments - My Patients — A list of upcoming appointments by patient for the next 90 days
which include canceled/rescheduled appointments.
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o Upcoming Appointments - Patient - A list of appointments for specific patients for the next 90 days.

SURGEON DAILY SCHEDULE

(Implemented Fall 2021)
The Surgeon Daily Schedule in EpicCare Link allows users to view the Surgeon Daily Schedule for providers

assigned within their associated clinic’s provider group. This schedule reveals the surgeon’s upcoming,
scheduled procedures within the Texas Children’s Operating Rooms (OR) and is only applicable for surgeon’s
performing procedures within the Texas Children’s OR.

To access the Surgeon Daily Schedule:

1. Navigate to the “Schedules” tab at the top navigation pane

LEARN MORE

2. Click on “Surgeon Daily” to view the Surgeon Daily Schedule.

3. Select the appropriate surgeon from the Surgeon dropdown box and enter the desired date range to
view surgeon’s upcoming schedule. Only surgeon’s from the user’s provider group will be accessible in the
dropdown box.

< A R e ) g2 K

Teus e’y Home  In Basket tlist Referal Search  Schedules Reporting  External Sites.  Patient

Upcoming Appts - My Patients
% Surgeon Daily Schedule L 7]

Surgeon:  Test, Ed Provider, MD

Start Date:  a/6/2021 o End Date: | 9/10/2021 m
ek~ Gay oy = day - we ek -y tocay - day + w

Note: If the provider does not perform procedures in the Texas Children’s Operating Room and/or there are no
scheduled procedures within the selected date range, the schedule will be empty.
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TEXAS CHILDREN’S LINK WORKFLOWS - PROVIDER ORDERS

HOW TO SELECT A PATIENT

Before a provider can place an order, he must select a patient. See “Patient List” Section for information on
selecting a patient.

HOW TO CREATE A NEW PATIENT

If the patient for whom the provider is placing an order has never been to Texas Children’s Hospital, he will need to
create a new patient prior to placing an order. To create a new patient:

1. Click Patient. (Get a new screenshot)
2. Click Create a New Chart.

N A = @ by 8 g &

Texas Children’s’ Home InBasket Patientlist Referral Search Schedules Reporting External Sites Patient

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Search Chart

Patient Search FE 7

-—
m Search My Patients ﬁ Search All Patients ﬁ Create a New Chart

Name or MRN

P search

Additional search criteria

3. Fill in the required fields.

N~ A = @ by 8 [

Texas Children’s* Home InBasket Patientlist Referral Search Schedules Reporting External Sites Patient

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Referral by Member

Patient Search s
m Search My Patients ﬁ Search All Patients ﬁ_ Create a New Chart w
Patient Create
Name (Last, First, Ml) Gender
o ]
DOB
L
Address State ZIP
L) L)
1] County
City (or ZIF) Country
o
Home Phone
L]
Email Address
a
SSN Last 4
A
Employer
A
Work Phone
a
Reason Comment
a a

4 Create Chart <L Clear
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4. The patient is created.

s,
¥, PN ~z v x
N2 A = @ o, &l il 2 L 3
Texas Children's* Home InBasket Patientlist Referral Search Upcoming Appts-My.. MyReports External Sites Adoption, Addie Manage My Clinic
SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts
% Patient SnapShot Clinical Review Patient Profile Scheduling -] e
SnapShot Demographics Upcoming Appointments
0 B SnapShot | [ Results Snapshot [ PATI Chart Review Patient Chart Advisories
Results Review Orders
Addie Adoption ] Demographics Flowsheets
Female, 9 y.0, 5/5/2010 Addie Adoption 1 Allergies Order Review
MRN: 1582007297 9 year old female H problem List
5/5/2010 5 roblem L= Referrals
Clone, Tch Md Int DI Comm Praf; Medications Referral by Member
Conf Adol Mdcn, MD i
. Histaries
“» e - . .

ko] Significant History/Details Growth Charts
ALLERGIES Preferred Language: English ent
Not on File

. Non-Hospital

Active Treatment/Therapy Plans Family Comments Rhabdomyosarcoma
ACCESS ENDS. None Diabetes mellitus related to cystic fibrosis
10/3/2019 pr—

5. Click on the 3 Dots then Order Entry to proceed with the order or referral process.

HOW TO PLACE AN ORDER IN TEXAS CHILDRENS LINK

Both providers and clinical staff users have the ability to place orders within Link. The workflow for each user
type is slightly different as providers can enter and sign orders whilst clinical staff users have the ability to enter
and pend orders for provider signature. Please review the workflow below specific to your user type.

When placing an order in Link the user may begin the process by either finding the patient first and clicking on
Orders from the Activities section, or by clicking “Place order” from the Home Page.

2 A 2 @ el o B

Texas Children's Home InBasket Patientlist Referral Search Schedules Reporting External Sites Activation, Minor

Welcome to Texas Children's Link pE 7]

LEARN MORE

) r
» v
n
Select Patient Open Chart Review Place Order View Appointments

For training purposes an order will be placed from the Home Page.

Entering and Signing Orders (Provider)

1. Click Place order.
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2. Ifyour patient is located in the My Patients list, you can click his name. If not, type the patient’s name in
the Search box, and click Search.

Y A = ¢ B B 9w 2 2

Texas Children’s Home InBasket Patientlist Referral Search Schedules Reporting External Sites Patient

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Order Entry

Patient Search 10
_-—
‘ m Search My Patients ‘ % Search All Patients l.'* Create a New Chart
Name or MRN
test, bugsbunny D search

Additional search criteria

My Patients | Recent

Patient Name MRN Sex Birth Date- KND? MultiBirth? Street Address Status
A Activation, Minor 1569013796 M 8/14/2015 1234 SESAME ST Alive
B Adoption, Addie 1569007297 F 5/5/2010 123 Main Alive

3. Ensure the documented Authorizing Provider is correct; if not document correct information.
4. If correct, click Accept.

% Order Entry

Select an authorizing provider for this order.

% Select Authorizing Provider

| Test, Ecl Provider, MD |
" Accept
5. Open the Preference List.
% Order Entry
New procedure; | jo |

Unsigned new orders (0)
Mo UﬂSJQﬂEU arders

Orders signed in this encounter (0}

6. Click the category of the desired order and find the specific order you want to place. Note: More than one
order may be entered from more than one Order Category. For example, you may place a referral to a
specialty clinic as well as an order for Diagnostic Imaging or Lab procedures. For training purposes, the steps
and images below are for a referral to Gen Peds Outpatient Consult.

7. Click on the selected order.

8. Once the order(s) has been selected, click Accept.
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% Order Entry * Preference List [ -7
=LA My Preferences Selected Orders
BeH
& IMAGING TCH Pedi Referrals (REFERRALS) A | Procedures
REFERRALS B Amb Referral to General Peds OP Consult - Internal Referral, Pediatrics, Specialty Service w 1
TCH Padi Refara ! eferral to Gener: ult - Internal Referral, Pediatrics, Specialty Services T Amb Referral to
Pavilion Referrals, Required General Peds OP
Ancillaries Consult
O  Amb Referral to Hand Clinic - Internal Referral, Hand Surgery, Specialty Services Required

Referral for Endomyocardial Biopsy

O  Referral to Adol Med/Young Womens - Internal Referral, Adol. and Sports Medicine, Specialty
Services Required

[0 Referral to Allergy and Immunology - Internal Referral, Allergy and Immunology, Specialty
Senvices Required

Referral to Autism Center

Referral to Bariatric Surgery (PATIENTS 14 YRS OF AGE OR OLDER ONLY) i

+ Accept Orders X Discard Orders

9. Fill in the required fields and click Accept.

% Order Entry = Edit Order

® 0

Answer required questions

Priority: | Routine [6] Fell - routine ASAP

Process instructions: | Please fill out the required fields and provide additional information as appropriate for the reason
for referral. We ask that you print the "Referral Form” from the link below and give to the family for
completion prior to scheduling the appointment. Any labs or diagnostic testing related to this
referral that are not in the TCH medical record should be faxed along with the summary to 713-396-
1997.

If you have any questions, please leave a message at 832-822-1713 and a clinic representative will /

return your call

Reference links: 1. Referral Form e
Questions: Answer

1. Reason for Consultation o |

2.1f Priority is ASAP (Clinically needs to be
seen within 1 week), please explain

Comment:

o Accept X Cancel

Note: Some orders, such as referral orders to specialty clinics, allow you to attach supporting clinical

documentation directly to the referral. To do so, select the Add files button within the referral fields and
follow prompts.

Attach files:
Add files

100.0 ME Total Allowed

Dx association: Quick Picks

10. Click to associate a diagnosis to the order.
11. Once diagnosis is added click Accept.
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100.0 MB Total Allowed

Dx association:] Recent

M | ASTHMA ATTACKS LASTING MORE THAN 24 HOURS 5901
Quick Picks
[0 \Abnormal findings on newborn screening P09
[ |Brain tumor D496
[ |CHF with right heart failure 150810 v
< >
Add a new diagnosis: yel

x Cancel

12. The order will show the diagnosis linked to the encounter with the two rings.

13. Click Pend if you want to Pend the order and sign later, or Sign if you want to sign at this time.

Shows Dx
linked to order

4 Order Entry

Association

£ Preference Li

New procedure: P Test, Ecl Provider, MD - TCH PATIENT GRO...
Unsigned new orders (1)
Amb Referral to General Peds OP Consult S W

@ Routine, Specialty Services Required, Please fill out the required fields and provide additional information as appropriate for the reason for referral. We ask that
you print the "Referral Form” from the link below and give to the family for completion prior to scheduling the appointment. Any labs or diagnostic testing
related to this referral that are not in the TCH medical record should be faxed along with the summary to 713-396-1997. If you have any questions, please leave
a message at 832-822-1713 and a clinic representative will return your call.

Reason for Consultation: uncontrolled asthma
If Priority is ASAP (Clinically needs to be seen within 1 week), please explain: because of season, urgent for pt to be seen. having constant difficulty breathing
Internal Referral

Click either Pend to sign later
through In Basket or Sign Orders
if signing at this time

Orders signed in this encounter (0)

Don't see the order you're looking for? Try Order Review. /
or \

[ «: Pend Orders + Sign Orders j

14. If Pended, the order is automatically routed to the provider’s In Basket for signature.

Signing a Pended Order (Providers)

Orders entered and pended by providers and/or clinical staff users will route to the provider for signature before
processing to Texas Children’s Hospital for intake. All pended orders must receive a provider’s signature to be
completed.

The provider will find pended orders in his In Basket folder labeled “My Unsigned Orders”. To sign the order the
provider will:

1. Open In Basket.

2. Open My Unsigned Orders folder.
3. Click on the selected order.

4. Click Order Entry.

5. Click Sign Orders.

31



Texas Children’s Link User Guide — Clinical Functionality

0 4d Hoc = o B »p L B
Newhisg " fefresh Ondertntry [Sessch  Sort  Properiecs
Visit Dot Patient Received Date Encounter Type Encounter Provider 18 Recipient
© 0715120 Test, Bugsbunny "Buggsy” 0771512020 Community Orders Test, Edl Prowider, MD MY N BASKET

Results Review Flowsheets Allergies Problem List Medications Histories Order Entry

SnapShot  Chart Review

% Order Entry ® 0

z [E Preference List @ Dx Association
[ Patient I v
New procsdure: || re Test, Fol Prowicter, MD - TCH PATIENT GRO,

| Bugsbunny Test "Buggsy” i
| = Male (D), 11 y.0, 8/14/2008 Unsigned new orders (13
ST

B3 1|mmn cnglsh Amb Referral to General Peds OP Consult
B inny Test “Bugg Needs Interpreter: Englisl
Male, 11y.0, 8/14/2008)

LA 15RONNE

lease fill aut the required fi

2 Pend Orders  Sign Orders

Entering and Pending Orders (Clinical Staff - Non Providers)

Clinical staff users have the ability to enter and pend orders for patients as long as the specific patient’s records are
on the Patient List for your clinic.

Note: If a patient is not on the clinic’s Patient List, the Provider has the ability to search for the
patient by name and date-of-birth or create a new MRN.

1. Click Place Order.

A x @ by o E4) ]

Texas Children’s’ Home InBasket Patientlist Referral Search Schedules Reporting External Sites Activation, Minor

Welcome to Texas Children's Link

LEARN MORE
o

M =B

Select Patient Open Chart Review Place Order View Appointments

2. Ifyour patient is located in the My Patients list, you can click his name. If not, type the patient’s name in
the Search box, and click Search.
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N A B e by 5 Z &

Texas Children’s” Home InBasket PatientList Referral Search Schedules Reporting External Sites Patient

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Order Entry

Patient Search 10

Name or MRN

|| O search
Additional search criteria
My Patients | Recent
Patient Name MRN Sex Birth Date- KND? MultiBirth? Street Address Status
A Activation, Minor 1569013796 M 8/14/2015 1234 SESAME ST Alive a
5 Adoption, Addie 1569007297 F 5/5/2010 123 Main Alive
3. Enter Authorizing Provider and click Accept.
% Order Entry
Select an authorizing provider for this order.
% Select Authorizing Provider
| Test, Ecl Provider, MD |
" Accept
4. Open the Preference List.
% Order Entry 7]

£ Preference List

New procedure: | | pel | Test, Ecl Provider, MD - TCH PATIENT GRO..

Unsigned new orders (0)

5. Click the category of the desired order and find the specific order you want to place. Note: More than one
order may be entered from more than one Order Category. For example, you may place a referral to a
specialty clinic as well as an order for Diagnostic Imaging or Lab procedures. For training purposes, the steps
and images below are for a referral to Gen Peds Outpatient Consult.

6. Click on the selected order.

7. Once the order(s) has been selected, click Accept.

“ Order Entry * Preference List 5 0
ELAB My Preferences Selected Orders
EITCH
= IMAGING TCH Pedi Referrals (REFERRALS) ~ | Procedures
REFERRALS B Amb Referral to General Peds OP Consult - Internal Referral, Pediatrics, Specialty Service: W Amb Referral t
TS 1 ner. ult - Internal Referral, Pediatrics, Specialty Services @ Amb Referral to
Pavilion Referrals| o] General Peds OP
Bl ancillaries Consult
Amb Referral to Hand Clinic - Internal Referral, Hand Surgery, Specialty Services Required
Referral for Endomyocardial Biopsy
Referral to Adol Med/Young Womens - Internal Referral, Adal. and Sports Medicine, Specialty
Services Required
O Referral to Allergy and Immunology - Internal Referral, Allergy and Immunclogy, Specialty
Services Required
Referral to Autism Center
Referral to Bariatric Surgery (PATIENTS 14 YRS OF AGE OR OLDER ONLY) X
+ Accept Orders % Discard Orders

8. Fill in the required fields and click Accept.
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i) ]
o

% Order Entry ~ Edit Order

Priority: ‘ Routine [6] Pell v Routine ASAP

Frocess instructions: | Please il out the required fields and provide additional information s apprapriate for the reason
for referral. We ask that you print the "Referral Form” from the link below and give to the family for
prior to ing the appoi Any labs or diagnostic testing related to this Answer required questions
refesral that are not in the TCH medical record should be faxed along with the summary to 713-396- aured
1997.

I you have any questions, please leave a message at 832-822-1713 and a clnic representative will /

return your call

Reference links: 1. Referral Form -
Questions: Answer

1. Reason for Censultation o

2.1f Priority is ASAP (Clinically needs to be
seen within 1 week), please explain

Comment:

 Accept X Cancel

Note: Some orders, such as referral orders to specialty clinics, allow you to attach supporting clinical
documentation directly to the referral. To do so, select the Add files button within the referral fields and
follow prompts.

Attach files:
Add files

100.0 MB Total Allowed

Dx association: Quick Picks =

9. Click to associate a diagnosis to the order.
10. Once diagnosis is added click Accept.

| T100.0 MB Total Allowed

l Dx associalion:) Recent

M |ASTHMA ATTACKS LASTING MORE THAN 24 HOURS J45.901 "
Quick Picks
[0 ' Abnormal findings on newborn screening P09
O Brain tumor D49.6
[0 | CHF with right heart failure 150.810 Y
< >
Add a new diagnosis: jol I

% Cancel

11. The order will show the diagnosis linked to the order with the two rings.
12. Click Pend.
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SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Order Entry S

% Order Ent Indicates on
24 with the di
i Preference L\SI x Association

New procedure: pel Test, Ecl Provider, MD - TCH PATIENT GRO...
Insigned new orders (1)

Amb Referral to General Peds OP Consult S W

@ Routine, Specialty Services Required, Please fill out the required fields and provide additional information as appropriate for the reasan for referral. We ask that
you print the "Referral Form™ from the link below and give to the family for completion pricr to scheduling the appointment. Any labs or diagnostic testing
related to this referral that are not in the TCH medical record should be faxed along with the summary to 713-396-1997. If you have any questions, please leave
amessage at 832-822-1713 and a clinic representative will return your call
Reason for Consultation: uncontrolled asthma
If Priority is ASAP (Clinically needs to be seen within 1 week), please explain: because of season, urgent for pt to be seen. having constant difficulty breathing
Internal Referral

Don't sse the order you'rs looking for? Try Order Review.

£ Pend Orders

13. The order is automatically routed to the provider’s In Basket for signature. Clinical staff are not
authorized to sign orders, and all pended orders must receive a provider’s signature to be
completed. Please see instructions for provider signature on page 16.

WHAT TO EXPECT AFTER THE ORDER IS PLACED

e Labs - Once the patient arrives at Texas Children’s, the Lab Tech will collect the lab, process the specimen and
enter the results. This will trigger an In Basket message to the ordering provider which can be accessed from
the Result Notification folder.

¢ Imaging - Once the order is placed, the Texas Children’s Imaging Department will receive the order,
coordinate scheduling of appointment and provide pre-procedure instructions to the patient if necessary.
After the test has been completed and the results are available, the ordering provider will receive an In Basket
Message in the Result Notification folder with the patient’s results. You will also be able to see non-diagnostic
quality images by clicking the link in chart review under the imaging tab.

o Referrals - If additional documentation is required and was not attached to the clinical referral order via
Texas Children’s Link, print the order report from Chart Review, attach additional documentation and fax to
832-824-7333. Once the order is placed, Texas Children’s will contact the patient to set up an appointment, or
the patient may call the clinic directly. Check In Basket in the RFL Notif Ltr folder for further communication,
possible denials, or issues. Providers can also review status of Referrals by going to their In Baskets under the
Referrals folder or in Chart Review under the Referrals tab.

Notes:
v" Only Providers can place orders.
v Do not change the Status when placing lab orders!

WHAT TO EXPECT WHEN THE ORDER HAS A RESULT

Results and communication are sent to the providers In Basket and/or sent based on the providers’
communication preference (In Basket, fax or mail). To update your communication preference go to
ProviderConnect@texaschildrens.org.
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CLINICALLY INTEGRATED NETWORK (CIN) FUNCTIONALITY

Features described in this section are only applicable to users with access to Texas Children’s Clinically Integrated
Network (CIN) functionality within the Link portal.

TEXAS CHILDREN’S LINK WORKFLOWS - APPOINTMENT SCHEDULING

HOW TO SELECT A PATIENT

Before a user can schedule an appointment, they must select a patient. See “Patient List” section for information on
selecting a patient.

HOW TO CREATE A NEW PATIENT

If the patient for whom the user is scheduling an appointment has never been to Texas Children’s Hospital or is not
visible on the TCH Link patient list, the user will need to create a new patient chart prior to scheduling an
appointment. To create a new patient chart:

1. Click Patient.
2. Click Create a New Chart.

Y A = £ = OB w O

Tewe Children’s Home InBasket Patient Ust Referral Search Schedules Reporting  External Sites  Patient \

SnapShot Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Search Chart 99

Patient Search i ©

e —
&BB search My Patients ‘! Search All Patients ., Create a New Chart

O search

3. Fill in the required fields.
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¥ A = @ Fiy g 7 2 = 6

b4
“Texas Children's' Home InBasket Patientlist Referral Search Schedules Reporting External Sites Patient Menu  Log Out

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Referral by Member

Patient Search i 9

288, search My Patients lii Search All Patients 5. Creote s New chan

Patient Create

Mame (Last, First, MI) Gender

] o
pog
]
Address State 2P
] ]
[:] County
City (or ZIP) Country
(]
Home Phone
]
Email Address
A
SSN Last 4
A
Employer
A
Work Phone
A
Reason Comment
A A
+ Create Chart £ Clear -

4. Select Create Chart

5. If apatient already exists in Texas Children’s EMR, a pop-up will occur outlining potential patient
matches. The user must carefully review the patient information from the list of potential matches
and select the matching patient if appropriate. If the patient is not found within the potential
matches, proceed with creating a new patient chart.
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Potential Match Found
@ Potential Match Found

If the patient you're searching for is one of the following, select that patient instead of creating a new chart.

Beaker, Sana - 2000360060

& Born 12/24/1986 (39 y.0.)
Female

1Y 12345 Happy Blvd
Houston Texas 77030

M Coverages

<)

E=] Not on file
€, 832-824-1000 (H)
5& Mo e-mail address on file

There are no available managed care coverages for this member.

" Select

Beaker, Sana - 1569100176

& Born 12/24/1986 (39 y.0)
Female
11 12345 Supernova Ln

E=] Mot on file
€. No phone numbers on file
=& Mo e-mail address on file

Austin Texas 78712

M Coverages

There are no available managed care coverages for this member.

' Select

4= Go Back

6. The patient is created.

7. Click on the 3 dots then Quick appointment to proceed with the appointment scheduling
process.

Z
Teus Ohildren’s

A B @

Home InBasket PatientList Reforral/Prior Auth Sea.

8 Y@ 4= x

Schedules Catalog OR Marketplace  Beaker, Sana

Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Search Chart

S B % Patient SnapShot Clinical Review Patient Profile Scheduling ® 0
[ SnapShot [} Results Snapshot [ PATIENT SNAPSHOT (IP MC -
Sana Beaker Ceiirs
Female, 39 y.0, 12/24/1986  Demographics #
MRN: 2000360060
Language: Burmese Sana Beaker
%5 39y.0. 12/24/1986 1) 12345 Hay .
P e i ) ston T Referrals/Prior Auths =
are Team: No PCP 832-824-1C
lergies: Not on File

ACCESS ENDS I 9 Significant History/Details

HOW TO SCHEDULE AN APPOINTMENT

Both CIN providers and CIN clinical staff users have the ability to make an appointment within TCH Link.

When scheduling an appointment in Link, the user may begin the process by either finding the patient first and
clicking on Quick Appointment from the Activities section, or by clicking “Schedule Appointment” from the Home
Page.

For training purposes, an appointment will be scheduled from the Home Page.
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Y A R & B oW 28

Texas Children’s’ Home InBasket Patientlist Referral/Prior Auth Sea.. Schedules Catalog OR Marketplace Beaker, Sana

Welcome to Texas Children's Link

¥ Texas Children’s Hospital

Provider Connection

Upcoming Educational Events

Register and learn more about upcoming conferences here.

A B B | %

Select Patient Open Chart Review Place Order Schedule Appointment

Scheduling an Appointment

1. Click Schedule Appointment
2. Ifyour patient is located in the My Patients list, you can click their name. If not, see instructions on “How
to Create a Patient” in the section above.

& A = @2 w M W 2L =

Texas Chldrens  Home  InBasket PatientList Referral/Prior Auth Sea... Schedules Catalog OR Marketplace Patient Menu  Log Out

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Quick Appointment
Patient Search 20

4B Search My Patients & ‘Search All Patients BB Create a New Chart

Name or MRN
|| O Search

Additional search criteria

My Patients | Recent

Patient Name: MRN Sex Birth Date- KND? MultiBirth? Street Address Status
Austin, Bella 1569101281 F 1132017 1234 MEDICAL ST Alive
Beaker, Sana 2000360060 F 1212411986 12345 Happy Bivd Alive:
Smith, Joe 1569101277 M 111999 101 Main Alive

3. Select the patient you want to schedule an appointment for.
4. In the Quick Appointment tab, select from a list of available appointments, by specialty.

L B & [ 1= L

Home InBasket Patientlist Referral/Prior AuthSea.. Schedules Catalog OR Marketplace Beaker, Sana Menu  Log Out

SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Quick Appointment

S B “ Quick Appointment i1 0

Sana Beaker

| Appointment Description
Female, 39 y.0., 12/24/1986
MRN: 2000360060 Allergy and Immunology - AM Allergy and Immunology at Texas Children's Specialty Care Austin (Mopac) -
Language: Burmese Cardiology - AM Cardiology at Texas Children's Specially Care Austin (Mopac)
Search Chart P | cardiology - AN Cardiology at Texas Children's Hospital North Austin
N Cardiology - KY Cardiology at Texas Children's Pediatrics Kyle Crossing
Care Team: No PCP
Cardiology - WG Cardiology at Texas Children's Urgent Care Westgate
Allergies: Not on File
Dermatology - AM Dermatology at Texas Children's Specialty Care Austin (Mopac)

5. Once an appointment specialty and location are selected, select an appointment from the available priority
visit blocks.
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7 & 6 - < X
N A = @2 iy o [ s 1
Texas Childrons Home InBasket PatientList Referral/Prior Auth Sea. Schedules Catalog OR Marketplace  Beaker, Sana
SnapShot Chart Review Results Review Flowsheets Allergies Problem List Medications Histories Growth Charts Quick Appointment
S B % One Click Scheduling 0
Neurology - AN R
Sana Beaker Tomorrow, Friday January 16, 2026 =
Female, 39 y.0. 12/24/1986 Persa, Laurel R, MD in AN NEUROLOGY
MRN: 2000360060 (
:u 8:00AM | 11:00AM 1:00PM  4:00 PM

Language: Gurmese | 6w ] Gmn  60mn  Gme

Palll Tuesday January 20, 2026

Masters, Laura P, MD in AN NEUROLOGY

Lo Temm No RCP. 9:00AM 11:00AM 1:00 PM
Allergies: Not on File S Soembnil] TG0 m
Persa, Laurel R, MO in AN NEUROLOGY
ACCESS ENDS
1/15/2026 B:00AM 9:00AM 11:00AM 4:00 PM

0 min 60 min 60 min €0 min

Masters, Laura P, MD in AN NEUROLOGY

8:00 AM  10:00 AM
60 min 60 min

Persa, Laurel R, MD in AN NEUROLOGY

8:00AM 11:00AM 1:00PM 2:00PM 4:00 PM
60 min 60 min 60 min € min €0 min

6. The user will then be prompted to enter the referring provider’s name and can add appointment notes if
necessary.

a. Referring Provider. The user will select the patient’s PCP or other provider that is sending the
patient to the desired specialty. Including the referring provider will help ensure that visit notes are
sent back to the appropriate provider.

b. Appointment notes. The user will enter a brief description of the clinical reason that the patient is
being sent to the desired specialty. Including this information will provide insight to the specialist

regarding the reason for the specialty visit.
7. Select Schedule

G ) [ T ' L1 = &

Home InBasket Patientlist Referral/Prior Auth Sea.. Schedules Catalog OR Morketplace  Beaker. Sana Menu  Log Out

s Chart Review Results Review Flowsheets gies Problem List Medications Histories J Charts Quick Appointment
S B % One Click Scheduling e 7]
CIN PRIORITY VISIT with Laurel R Persa, MD in Neurology at North Austin Campus on 1/16/2026 at 08:00 AM for 60 minutes
Sana Beaker
Female, 39 y.0. 12/24/1986 Rofarring Provider
MRMN: 2000360060 | 2

Language: Burmese

Appointment Notes

Care Team: No PCP
Allergies: Not on File

ACCESS ENDS + Back @ Scheduls
11572026

8. The user will then be taken to an appointment confirmation page where they can review the patient and
appointment information.
9. Select the printer icon to print the appointment confirmation sheet to share with the patient.
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A B e & [ ) L —

hildren's Home InBasket Patient List ral/Prior Auth S Schedules Catalog OR place  Beaker, Sana Menu  Log Out

Floy Problem List v s Growth Charts

S B “ Appointment Confirmation
Sana Beaker Appointment 1/16/2026 8:00 AM
Female, 39 y.0., 12/24/1986 Sana Beaker
MRN: 2000360060 MRN: 2000360060
Language: Burmese

Patient Information

Search Chart P . .

Patient Information
R . Patient Name Legal Sex DOB SSN
Care Team: No PCP Beaker, Sana Female 12/24/1986

Allergies: Not on Fil
eraies Roton He Patient Demographics

ACCESS ENDS Address Phone
1/15/2026 12345 Happy Blvd 832-824-1000 (Home) *Preferred*
Houston TX 77030

Appointment Information

13 Visit Information
Provider Location
1/16/2026 800 AM Persa, Laurel R MD Austin North

Appt Status

Scheduled
o Upload document to TCH EHR -

e Change patient X Close

10. After making the appointment, upload the patient’s insurance card and clinical documentation.

HOW TO UPLOAD CLINICAL DOCUMENTATION

CIN providers and CIN clinical staff users can upload clinical documentation from within the Link portal.
Uploaded documents will then be uploaded into the patient’s chart following documentation review by Health
Information Management (HIM).

1. From the homepage, click Select Patient

& A = @ = B

Tiexass Children's” Home In Basket PatientList Referral/Prior Auth Sea... Schedules Catalog OR Marketplace Beaker, Sana

Welcome to Texas Children’s Link o 7]

< Texas Children’s Hospital

Provider Connection

Upcoming Educational Events

Register and learn more about upcoming conferences here.

®

Select Patient Open Chart Review Place Order Schedule Appointment
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2. Ifyour patient is located in the My Patients list, you can click their name. If not, see instructions on “How

to Create a Patient” in the section above.
[ S |

In Basket  Patient List

7 N
N all

Texas Children's Home Referral/Prior Auth Sea...

SnapShot Chart Review Results Review Flowsheets Allergies Problem List

Patient Search

& Search My Patients

=

Schedules Catalog OR Marketplace  Patient

Medications Histories Growth Charts

Quick Appointment

4% Search All Patients B Create a New Chart

Name or MRN
I | o searen
Additional search criteria
My Patients Recent
Patient Name MRN Sex Birth Date KND? MultiBirth? Street Address
Austin, Bella 1569101281 F 1132017 1234 MEDICAL ST
Beaker, Sana 2000360060 F 12/24/1986 12345 Happy Bivd
Smith, Joe 1569101277 M 1/1/1999 101 Main

3.

i

<

A

Home

[ S ]

Texas Children's InBasket PatientList Referral/Prior Auth Sea...

Chart Review Results Review

% Patient SnapShot

SB

Sana Beaker

[ SnapShot [ Results Snapshot [} PATIENT SNAPSHOT (IP MD)

Schedules Catalog  OR Marketplace

Flowsheets

In the patient’s chart, click Upload document to TCH EHR.

I

Beaker, Sana

Problem List Medications Histories Growth Charts

Allergies

[ Active Orders [ HP Active Orders  E) AAP

Female, 39 y.0, 12/24/1986 @ Demographics & & Allergies &
MRN: 2000360060
Language: Burmese Sana Beaker Not on File
o Chart E§ 39yo, 12/24/1986 £y 12345 Happy Bivd
S P egal sex: Female Houston 1% 77030 & Problem List #
¢, Contact Infor 1
Care Team: No PCP 832-824-1000 (Home Phone) % None
prefers: DG

Allergies: Not on File

ACCESS ENDS 9 Significant History/Details

1/15/2026 .
Smoking
Smokeless Tobacco  Not on File
Alcohol Not on File

Pr

mred Language  Cantonese

i#i Family Comments

None

o Upload document

# Immunizations/Injections

None

= Reminders and Results #

None

No data recorded

Menu

G

Log Out

Epic

KA
'Y

Status
Alive
Aive

Alive

(c

Log Out

Search Chart

(1]
-~

[ Vitals from encounters over the past 365 days

4. A pop up will appear where the user can upload patient documentation. The user must leave a brief

description of the document for review.
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‘ Upload Document (7]

Beaker, Sana '

| u 39 y.o. Female

O Message for reviewer

[!] Add files
|

100.0 MR Total Allowed

Texas Children’s Hospital — Patient Documentation

Use this feature to submit documents for upload to the patient’s Texas Children’s Hospital
Electronic Health Record (EHR). Documents will be reviewed by TCH before they are attached to the
patient’s chart.

Texas Children’s Health Plan — Member Documentation
Please do not use this feature to submit documents to the Texas Children’s Health Plan. To submit a

document to the Texas Children’s Health Plan, please use the appropriate InBasket/CRM or Claims/Ask a
Question feature.

| + Submit for review ' X Cancel

5. Click Submit for review.

HOW TO UPLOAD INSURANCE

Users should upload a copy of the patient’s insurance card using the upload documentation functionality. See the
“How to upload clinical documentation” section above for detailed instructions.

If the user is unable to obtain the patient’s insurance card, the TCH scheduling department will contact the patient
to obtain their insurance information during the registration process.

WHAT TO EXPECT AFTER THE APPOINTMENT IS MADE

When an appointment is made, the patient will be contacted by a representative from the TCH scheduling
department to complete the registration/pre-service process. During this time, the patient will be signed up for
SMS communication for appointment reminders and MyChart access.

If the representative is unable to reach the patient after 2 call attempts, additional information will be obtained
from the patient during check-in.

HOW TO CANCEL OR RESCHEDULE AN APPOINTMENT

The ability to cancel or reschedule a patient appointment that was initially scheduled using Texas Children’s Link is
not currently available. To cancel or reschedule an appointment, the user or patient must call the TCH Scheduling
department.

e For Austin-based appointments please call: 737-229-3550
o For Houston-based appointments please call: 832-824-9322
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HEALTH PLAN FUNCTIONALITY

Features described in this section are only applicable to users with access to Texas Children’s Health Plan
functionality within the Link portal.

WORKING WITH HEALTH PLAN AUTHORIZATIONS

Users who have access to Link have the ability to enter authorizations electronically. Effective August 1, 2022
requests for Prior Authorization can be submitted via Link. You can only create Authorizations for members that
have an active Managed Care coverage through Texas Children’s Health Plan.

Note: Within Link, the word “Referral” and “Authorization” is used interchangably for health plan features..

CREATE A NEW AUTHORIZATION

1. Click the Create Prior Authorization from the Home screen.
o You can also access this activity by clicking the Menu button and selecting New Prior Authorization.
2. Search and select the name of the patient requiring an authorization.
o You can also create an authorization from inside a patient’s record that you already have open by
clicking New Prior Authorization.
3. Enter the Prior Authorization type, click Next.

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral /Prior Auth by Member b i

% New Prior Authorization (7]

Prior Authorization Type General Information Diagnoses/Services

L |

Prior Authorization/Admission

Priar Authorization Type

2|
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4. Complete the General Information form (reference page 16 for explanation of fields), click Next.

o After the primary prior authorization is requested, the Authorization then prompts users to collect
basic information about the type of service being requested, where the request came from, where it
is going and the Authorization’s priority.

o All of the fields with red stop signs are required and must have a value entered before the
Authorization can be submitted.

= Ifthe authorization is for an admission, select an Admission type.

% New Prior Authorization

v Prior Authorization Type General Information Diagnoses/Services

@) General Information

Routine [1] ,"-3’ Nutritional Supplements [164000035]

Total number of
visits/units Start date Expiration date
1 5/9/2022 [ 8/7/2022 [

5% Referral By

Provider

P
SMITH, ADRI P gl
& Referral To
Provider Location/POS
ABC PEDIATRIC HOME HEALTH, LLC fe ! ol
Provider specialty
o
5. Fill in the Diagnoses/Services form.
6. Type in a note and Add attachments.
[Z Notes
Note type
UM GENERAL NCTE [164000086] iel

Note summary

Clinicals Attached

@8 e

m

Clinicals attached

Attachment

% Prior Auth Doc.pdf

4 Back " Request Prior Authorization X Cancel Request
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7. Click Request Prior Authorization.

“* New Prior Authorization

i |
(]

¥ Prior Authorization Type ¥ General Information Diagnoses/Services

@) Diagnoses
| Diagnosis (1] b
=+ Add

(] Services
[Procedtre 2| [odiers [y@ [ @ o
=+ Add

[ Questionnaire

Doss the memper receive 2l o part of thair nutrition througn & tube? @ Comment

Yes No

certify that the responses provided in this questionnaire and any attached

documents are true and correct to the best of my knowiedge. | understand

that | am responsible for ensuring the accuracy and completeness of this

submission. | further understand that my responses may be audited and agree

ta retain all relevant documentation in sccordance with applicabie state and

federal laws, rules and reguiations. Comment
Yes No

[5 Notes
Note type
| £l

Note summary

attacoment®

4= Back ' Request Prior Authorization X Cancel Request

The Referral Details will display. If you would like to see the date and time the prior authorization was submitted,
hover over the BLUE Status History.

NOTE: The authorization is in pending status and approved column is blank.

Referral Information
e e Craat ’ R tatus ¥ Click on the light blue
297177 05/1272022 Pending Review
3 hyperflink for details

00 Rete P F 1 1

Non Contracted Provider Nutritional Supplements none Outgoing View when you click on the ypertink
Referral
£ sticeyPlace ‘ o s S o e 2

none AEC HOME MEDICAL SUPPLY INC ABC HOME MEDICAL SUPPLY INC none
none Smah, Adn 2, MD rone none
Routne 05/12/2022 08/10/2022 Prowder, Test Tap
2700
Procedure Information
Setvice Detalls
84150 (CPT ) - PR EF COMPLET None None 2700 Units

Notice the authorization is in pending status and approved column is blank
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GENERAL INFORMATION SECTION

% New Prior Authorization

@ General Information
Priority
Routine [1] jeol
Total number of
visits/units Start date Expiration date

1 5/9/2022 BB | |8/7/2022 [

v Prior Authorization Type General Information Diagnoses/Services

Type

Nutritional Supplements [164000035]

e The Priority field defaults to Routine, but can be modified by clicking the magnifying glass and selecting

the appropriate priority.

o Routine authorization requests will be processed within three business days.
o Urgent authorization requests will be processed within one business day.

= Requests submitted as urgent that are not urgent in nature, but rather submitted as urgent

based on the delay in provider submission will be processed as a routine authorization

request.

o The Type field is used to identify the type of service being requested.
o Example: Private Duty Nursing, Acute Physical Therapy (<120 days from onset of injury), Physical

Therapy (>120 days from onset of injury)

o Enter the Total number of visits/units

e Enter the requested Start date and Expiration date.

REFERRAL BY SECTION

e Enter the name of the Requesting Provider in the Provider field.
o Click the magnify glass to select the Provider.
o Ifthe Provider is not listed utilize the Other Provider field.

"% Referral By

Provider

Other provider
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REFERRAL TO SECTION

1. Enter the name of the Service Provider in the Provider field.

"4 Referral To
Provider Location/POS

o R o P

Provider specialty

Je

o When entering the name of the Provider, the system may prompt you to select the Provider from a
search list.
o Select the appropriate Provider along with the associated location, then click Accept.

% Provider Search [~ 7]
Search Criteria
Search Results: 50 providers found (Load More)
. . Multiple Provid Multipl Clinical
Name Multiple External Department & City State ZIP Gender vitpte Frovider I e ~
Specialties Languages Interests
O PAYAL PATEL, OT Adult Congenital Heart Disease Occupational Occupational English
Therapy at Legacy Tower, Adult Congenital Therapy
Heart Disease Cardiology at Legacy Tower
O SARA AGROTHUES, OT  Inpt Occupational Therapy at West Tower Female  Occupational English
Therapy
O KATHERINE R PAYNE, Occupational Therapy at Specialty Care Clear Female  Occupational
oT Lake Therapy
O SAMANTHAL Occupational Therapy at Specialty Care Sugar Female  Occupational English
GOODMAN, OT Land Therapy
O  AMY M DREIER, OT Occupational Therapy at Specialty Care Sugar Occupational English
Land Therapy
O JOHNNA SCHWARTZ, Occupational Therapy at The Woodlands Occupational English
oT Therapy
O LESLIE D DEWITT, OT Occupational Therapy at The Woodlands Female  Occupational English
Therapy
. . v
O LSA HROBKEN, OT Occupational Therapy at West Campus Female  Occupational English
" Accept X Cancel

Note: You may receive a pop-up message; this is an internal system warning. To bypass the Place of Service
warning, click Yes.

% Provider Search - Selection Warning > 0

This selection will cause the referred to location to be set to COOK CHILDREN'S MEDICAL CENTER which is a Place of Service. Since this
Authorization has a class of To Cook Health System the referred to location should not be a place of service. Are you sure you want to make

this selection?
Yes x

o Ifthe Location/POS did not populate from the previous step, then enter the associated location.
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o Ifthe location is known, you can type a partial name and click enter for a list of locations meeting your
search criteria.

o You can also click the magnifying glass to search for a location. Enter your search criteria, then click
Search. Click the name of the location to select it.

o Ifthe Provider specialty did not populate from one of the steps above then enter the Provider
specialty, then click Next.

4= Referral To
Provider Location/POS
PAYNE, KATHERINE R [2011490] je THERAPY VILLAGE [73740] jo

Provider specialty

Occupational Therapy [56] jo

DIAGNOSES SECTION

Enter the coded diagnoses.
You can type text in the coded diagnosis field to search for a list of related coded diagnoses.

Click ¥ Add to add additional diagnosis codes.
Code to the highest specificity.
Avoid using unspecified diagnoses

- Especially R69, Illness Unspecified

A w o Ne

) Diagnoses

"I-Add = 5
SERVICES SECTION
e Enter in the procedure code in the Procedure field.
o To add additional services click + Add
[#] Services
o 0| [Modifiers Qy | [unitype e

+.Adt;_|. «

6. Note: Please make sure the codes you select in the Services section are valid CPT or HCPCS codes.
7. Ifyou enter an invalid code you will receive the following error message.

Please make a selection

Diagnosis: ® | Search

e Ifmodifiers are needed, enter all appropriate modifiers in the Modifiers field. Separate multiple modifiers
using a comma. (Ex: 59, 25, 91).

8. Indicate the number of visits, units or procedures needed for these services.

9. Select the appropriate type (visit, unit).
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NOTES SECTION

The notes section is used to send additional communication regarding the authorization such as orders, notes, etc.
You can add any supporting clinical documentation by clicking Add File.

This section will allow you to attach one document/file up to 100 MB.

You can add additional documentation after the authorization is submitted by using the Add Note/Attachments
feature from the summary form.

Attachment

Add file

0.0 MB Total Allowed

AUTHORIZATION SUMMARY

e C(Click Request Prior Authorization to submit.

e You are now viewing a summary of the submitted authorization.

o Ifadditional notes or attachments are needed after the authorization is submitted click Add
Note/Attachments to add the information.

When attaching a document to an authorization the User must enter a Note
in the Note Summairy. If not, the User will receive an error.

e Ifyou make a mistake or need to make changes to an authorization you submitted you will need to add a
note to the original authorization.

% Referral by Member ' Referral Details 2 €

B Add Note/Attachment h

Referral

Referral Information

Referral #

15266

Status Reason
none

To Specialty

Occupational Therapy

I To Vendor

Creation Date

03/04/2021

Referral Type
Occupational Therapy

0 Provider
Payne, Katherine R, OT

Referral Status

Incomplete

Referral Reasons

none

o Location/Place of Service

Te
THERAPY VILLAGE

By Location/Place of Service

Status Update

Referral Class

Outgeing

To Department
none

By Department
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REVIEWING AUTHORIZATIONS

o Uk W

Navigate to the patient’s snapshot by searching patient.
L B G ) L

Home InBasket PatientLlist Rolciial, UvSsa.. Claims Reporting External Sites  Hrim, Chuck Z

m Care Teams Demographics Coverages & Benefits New Prior Authorization Refer

C | % Patient SnapShot

[ SnapShot [f Results Snapshot [ PATIENT SNAPSHOT (IP MD) [ Active Orders [F HP Active Orders  [F AAP

Chuck Z. Ifrim

Male, 14 y.o., 4/30/2008

. = Demographics & s Allergies
ARN: daieiies
Chuck Z Ifrim 3212 RIDGE AVE Mot on File
. 14 year old male HOUSTON TX 77001
Clinic, The Center 4/30/2008 2R1-045-3457 (H) .

Click the ellipses and select Referral/Prior Auth by Member.

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member

% Patient SnapShot Clinical Review e e

SnapShot
[E SnapShot [ Results Snapshot [E PATIENT SNAPSHOT (IP MD) [ Active Orders [ HP Active Orders  [E AAP
Care Management

Care Teams

&= Demographics & &y Allergies Patient Profile
Chuck Z ifrim 3212 RIDGE AVE Mot on File Demographics
14 year old male HOUSTON TX 77001
g’ﬁgﬁ?i X 281-045-3462 (H) ) Coverages & Benefits R

= &= Problem List R A

Referrals/Prior Auths
o X ; None aw £
9 Significant History/Details Hew Prior nuthorization
l Referra\fpr])r:—\ulh by Member

Smoking Never Assessed 2 lmr izati Ll
smokeless Tobacca  Unknown Claims
Alcoho Not on File None Claim by Member

F CMS Claim Entry
i Family Comments = Reminders and Res!

UB Claim Entry

A list of the member’s active Prior Authorizations is displayed.

To see all of the member’s Prior Authorizations, select Show All Referrals in the View Options field.
The status of the Prior Authorization can be viewed from this screen.

To get additional information regarding, click on the ID number link.

“ Referral by Member ol = — I 7

Question
MU Show Active Referrals «
Show All Referrals :

Click on the referral ID to view more information about that referral

Search Results: 9 referrals found

1D Payor Referred By Referred To Status Start Date Expiration Creation
Date Date
15176 JAETNA  PROVIDER, TEST TAP PAYNE, KATHERINE R PEND 02/26/2021 05/27/2021 02/26/2021
15101 JAETNA  PROVIDER, TEST TAP PROVIDER, TEST TAP PEND 02/18/2021  05/19/2021 02/18/2021
\
Click the Status History link to see an audit trail for this Prior Authorization.
“ Referral by Member ' Referral Details cuten = ¢
[ Add Note/Attachment
Referral # 15176
Referral el e
Referral Information
Referral # Creation Date Referral Status Status Update
15176 02/26/2021 Pending Review * 02/26/2021: Status History
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REVIEWING AUTHORIZATION LETTERS

1. Navigate to the In Basket.

2. Only the Referred By and the Referred to Providers (Physicians, Therapists, etc.) within the Prior

Authorization will receive the notification letter in their In Basket.

P = v
A & @ all E|
Home InBasket Patientlist ReferralSearch Claims Upcoming Appts-My.. Reporting ExtemnalSites Patient My Facilities
My In Basket My Messages * Referral Notification Letter Hee
&My Messages @ o v : o . @
I Customer Service Reply New Msg Refresh  Done Select Patient  Search ~ Sort  Properties
i My Unsigned Orders (1)
im_New Patient Notification O Prioritya Flag Patient Date Time Letter Referral #  Member
Referral Notification Letter Tchptaptesting, Referral 02/23/2021  238PM  Tchp Tap Um Denial Referral - Medical Necessity - Pcs (S/5k) [164000029] 14849 Tchptaptesting, Referral
B PatientInfo B Meds/Problems B Vitals/Labs  [F My Last Note  E Help (-]
RT = Letter 2
7, Texas Children’s Health Plan
. N\ P.O. Box 300709, WLS 8390
Referral Tchptaptesting v .. Houston, TX. 772301011
Female, 4 y.0, 1/1/2017 Texas Children’s Fax: 832.825-8796
MRN: 1569013278 Health Plan Referral Id 14849
Preferred Language: Spanish
PCP: TCHP NO PROVIDER 2/23/21
Coverage: Tehp Star Kids/Tchp St.
Referral Tchptaptesting
Member Name: Refersal Tchptaptesting
Member date of birth: 01/01/2017
Member Number: Referral Tehptaptesting
—— Reference Number: 14849
7 Date of Action: 2/23/21
My Out Basket M
T VI

3. Click the Referral Notification Letter folder to review Referral Notification Letters associated with your

Prior Authorization.
4. This will display letters where you (as the Provider) are listed as the Referred To Provider on the Prior

Authorization.

APPEALING AUTHORIZATIONS

1. Navigate to the patient’s snapshot by searching patient.
[ L e B

Home Patient List Rafarral/Drinr Auth Sea...  Claims

m —

‘% patient SnapShot

“i K L X

Reporting External Sites | Hrim, Chuck Z

=
In Basket

Demaographics Coverages & Benefits New Prior Authorization Refer

Cl

Chuck Z. Ifrim

B AAP

[E SnapShot [F Results Snapshot [F PATIENT SNAPSHOT (IP MD) [H Active Orders [H HP Active Orders

':’::':' 14 y.0. 4/30/2008 &= Demographics & & Allergies
i
Chuck Z Ifrim 3212 RIDGE AVE Not on File
Clinic. The C 14 year old male HOUSTON TX 77001
-"“c' e- .enter 1!".’30"{2‘?.08 A 281-945-3462 (H) ]

2. Navigate to Referral/Prior Auth by Member tab.
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3. You may need to click the ellipses to see it.

hot Care Teams Demographics Coverages & Benefits New Prior Autharization Referral/Prior Auth by Member

C | “ Referral/Prior Auth by Member
View Option:‘ Show Active Referrals V‘
Chuck Z. Ifrim Click on the referral ID to view more information about that referral
Male, 14 y.0. 4/30/2008
MRN: 1563015998 Search Results: 2 referrals found
[[»] Payor Referred By Referred To Status Start Date Expiration Date Creation Date

Clinic, The Center
- gé;e_“éﬁ';r‘al 22297 TCHP CHIP SMITH, ADRI P ABC PEDIATRIC HOME HEALTH, LLC PEND 05/22/2022 08/20/2022 05/22/2022

Allergies: Not on File 20869 TCHP CHIP PROVIDER, TEST TAP MCNEIL, KAMARIA N PEND 0471372022 07/12/2022 04/1372022

ACCESS ENDS
8/17/2022

4. Click on the appropriate ID.
5. Navigate over to the “Ask A Question” dropdown.
6. Select Authorization Appeal.

Ask A
Question

% Referral/Prior Auth by Member " Referral Details

5 Add Note/Attachment [® Authorization Question
E ] Authorization Appeal
|E| Authorization Peer to Peer Re...
Referral |E| Provider Complaint 22297
|E| General Question
Referral Information
Referral # Creation Date Referral Status Update
22297 05/22/2022 Pending Review 022: Status History
Status Reason Referral Type Referral Reasons Referral Class
System Automatically Pend Nutritional Supplements nane Qutgoing
To Specialty To Provider To Location/Place of Service To Department
none ABC PEDIATRIC HOME HEALTH, LLC none none
To Vendor Referred By By Location/Place of Service By Department
none Smith, Adri P, MD nong none
Priority Start Date Expiration Date Referral Entered By
neti ACinninnn Annnmans Tt Teeemtinoiao.

7. Select a subtopic designating if it is “UM - Appeal Routine” or “UM - Appeal Expedited”.

Authorization Appeal

Topic: Portal - Referral Appeal

. 0

% Priority:

BT

UM - Appeal Routine
Patient: Y - Appeal Expedited

Attachments:  Attach Prior Authorizations | Remove All Prior Authorizations

iai D Referred By Referred To Status Start Expires
u
£ 22297 SMITH, ABC PEDIATRIC HOME PEND 05/22/2022 08/20/2022
ADRIP HEALTH, LLC

ialty
Response Details: ‘

Tell us about your issue or concern

or
@ Requested By? ‘—p‘

Appeal Level ‘ o ‘

@Details

‘ Please provide reason for appeal below:

que
+ Submit X Cancel
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8. Change the priority if necessary.

9. Ensure that the patient populated and the attached prior authorization is the one intended for the appeal.
10. Enter who is requesting the appeal and the level of the appeal using the magnifying glasses.

11. Enter the reason for the appeal in the Details box.

Authorization Appeal
I ADRI P HEALTH, LLC =

Response Details: | ‘

Tell us about your issue or concern

Requested By?

| Facility yel |

Appeal Level |Routme ’O|

Details

Flease provide reason for appeal below: FOR TEST PURPOSES

12. Add any attachments if necessary.
13. Select the type of attachment.

14. Click Submit.

15. Navigate to the In Basket.

16. Select Customer Service Reply.

My In Basket My Messages © Customer Service Reply il B 0 I
= My Messages @ O el [
New Msg " Refresh Search  Sort
i Inpatient Notifications (1)
i New Patient Notifications (2 (] Priority & Status  Msg Date Msg Time Sent By Patient  Action Phone Pl Msg *
i et Notictions = v e T et —
D Read 05/23/2022 %03 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Question
D Read 05/23/2022 9:08 AM TEST, TCHP PROVIDER RELATIONS CONTRACTS TEAM
O Read 05/23/2022 216 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Claim Attachment
D Pend 05/23/2022 9:31 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Claim Appeal
D Read 05/24/2022 3:05 PM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Question
D Read 05/25/2022 10:10 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Referral Appeal
i} Dazsi nema g A0e31 Ann TECT TAOECTOV MMV DDAWANED DE.Dncesl Ciaien Neean)
17. Select the newest message to review the details submitted and check this folder for follow-up.
D Read 06/01/2022 1031 AM TEST, TAPESTRY OMNLY PROVIDER RE: Portal - Claim Appeal
Read 06/01/2022 1052 AM TEST, TAPESTRY OMLY PROVIDER RE: Portal - Referral Appeal
[F Help L
= RE: Portal - Referral Appeal Received: Today

Test, Tapestry Only Provider ™ Test, Tapestry Only Provider
Thank you for your message. One of our Provider Relations Liasions will respond within 3 days.

CRM # 5023 Status: Uniesolved

Priority: Routine Created on: 06/01/2022 10:52 AM By: Test, Tapestry Only Provider

Attachments
User Attached
File: TEST.PNG Test, Tapestry Only Provider 06/01/2022 10:52 AM
Type: Referral Attachment
Letters
Finalized Type Template Created By
06/01/2022 10:52 AM Letter TCHP TAPESTRY LINK BLANK LETTER  Tapestry Only Provider Test
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ELIGIBILITY REVIEW IN TEXAS CHILDREN’S LINK

REVIEW COVERAGE AND BENEFITS

Link can be used to review a TCHP Member’s coverages and benefits.
1. Click Select Patient.
2. Locate the Patient / Member.
3. Navigate to the Coverages and Benefits tab.
4. You may need to click the ellipses to see it.

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member oo
4 Patient SnapShot Clinical Review El — I 7
Snapshot
[l SnapShot [F Results Snapshot [ PATIENT SNAPSHOT (IP MD) [H Active Orders  [F] HP Active Orders [ AAP
Care Management
Care Teams
= Demographics & & Allergies Patient Profile
Chuck Z Ifrim 3212 RIDGE AVE Mot on File Demographics
14 year old male HOUSTON TX 77001 -
4/30/2008 t
of 281-945-3462 (H) ! -
Comm Pref: i 5 : A
Azl Referrals/Prior Auths
5 _ox a c None o rizatiof
9 Significant History/Details New Prier Authorization
Referral/Prior Auth by Member
smaoking Never Assessed # Immunizations/Inje :
Smokeless Tobacco  Unknown Claims
Alcoho! Not on File None Claim by Member
CMS Claim Entry
0 i = Reminders and Resl :
i Family Comments UB Claim Entry
5. Select View all coverages on file.
: J
6. From here, you can view a Member’s current and past coverages.
% Coverages & Benefits S 0

Coverages on File |@ View available coverages as of | 3/5/2021 @ | O view all coverages on file |

Benefits Summary [H Coverage Detail Report

Payor/Plan » Eff. Date Term.Date  Member ID Employer Group Filing Order
TCHP STAR KIDS / TCHP STAR KIDS 02/01/2021 335234 STAR KIDS HARRIS 601 3
BLUE CROSS BLUE SHIELD / BCBS HMO BLUE ESSENTIALS TX 2
AETNA / AETNA BEHAVIORAL HEALTH 1
7. Click Benefits Summary to see the benefits for the selected coverage.
% Coverages & Benefits = 0

Coverages on File

® View available coverages as of | 3/5/2021 M | O View all coverages on file

B Benefits Summary | El Coverage Detail Report

Payor/Plan v Eff. Date Term. Date Member ID Employer Group Filing Order
®  TCHP STAR KIDS / TCHP STAR KIDS 02/01/2021 335234 STAR KIDS HARRIS 601 3
O BLUE CROSS BLUE SHIELD / BCBS HMO BLUE ESSENTIALS TX 2
(O AETNA / AETNA BEHAVIORAL HEALTH 1

8. Review the benefit categories, then click the plus sign to expand that section of the benefits list.

9. You can also enter a partial topic in the Search field to see the benefits.

NOTE: If out of network states that it is covered for a certain benefit, it will be covered with an approved prior
authorization.
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% Coverages & Benefits © Benefits Inquiry

4 Gobackto list

CHIP JEFFERSON NO COST SHARE 301

o TCHP CHIP - TGHP CHIP 0

Benefits Details

Physician Office Visits /
Visitas al consultorio del =
medico & in network

Emergency Services /

Inpatient Services /
Servicios para pacientes
hospitalizados

Out of Network

Outpatient Services /

= View Printable Summary

Plan year 1/1/2022 - Onward
Effective dates: 1/1/2019 - Onward

Covered  Subscriber: Chuck Z Ifrim Member. Chuck Z Ifrim
Subscriber ID:  XXXXX7401 Member ID: XXXXX7401
Relationship Self LOE: CHIP JEFFERSON 8X

INPATIENT STAY / ESTADIO HOSPITALARIA

o $0.00 copay

Servicios de emergencia In Network Q Not covered
Urgent Care Services /

Servicios de atencion 5

urgente & out of Network o $0.00 copay

Q Not covered

LE
Ky

Roll Period Selection Date: |5/17/2022

Network Filters ¥

10. Click “Go back to list” to exit “Benefits Inquiry”.

11. Click the Coverage Detail Report to view more information about the coverage and the subscriber.

% Coverages & Benefits = Coverage Detail Report

Eligibility
Employer Group Benefit Plan
STAR KIDS HARRIS 601 [1641826012] TCHP STAR KIDS [1641820001]
Service Area Networks

TCHP STAR KIDS NETWORK
TEXAS CHILDREN'S PROVIDE*

EXTERNAL
Coverage Information
Covered Flag Type
Covered Managed Care

Relationship to Subscriber Member Number
Self - Self *x5234

Subscriber Level Information
Subscriber [D Subscriber Name
5234 Hptest,Barnaby

Employment Date

Carrier
TCHP [1641800000]
Primary Location

Effective From
02/01/2021
Patient Application Date

COBRA Status

e & B O

Eligibility Information as of 03/05/2021 HPTEST,BARNABY [1569013451]

Payer
TCHP STAR KIDS [1641820001]

pcP

Effective To

Patient Late Enrollment
No

COBRA Date
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CLAIMS REVIEW IN TEXAS CHILDREN’S LINK

REVIEW CLAIMS

Texas Children’s Link log in page has a URL that lets you review/search a claim that was submitted. Note: You do
not have to log into the provider portal or be a par provider to utilize this resource.

Link to Check Claim Status: Find A Claim Link

Check Claim Status Regquest Mew Account

All you have to do is fill out the information requested below.

Find a Claim (=)
Use this page to check on the status of a submitted claim. We'll need a few pieces of information to narrow down your search.
To securely view additional claim details, please log in or create an account.
o Who submitted the claim?
Enter one of the following: - | |
A) Provider NPI Provider NPI
B) Vendor Tax ID Vendor Tax ID | |
o What were the claim details?
Enter one of the following: | P —— |
A)ID + Earliest Date of Service ID | Claim iD or submitted 10
B)I[? + Billed Amount . ‘ Billed Amount | |
C) Billed Amount + Earliest Date of Service
Earliest Date of Service | [ |
o Who was the claim for?
Enter one of the following: |
A) Member ID Member ID
™
I'm not a robot
reCAPTCHA
O search
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Link can be used to review claims submitted by your organization.
1. Click Select Patient.
2. Locate your patient.
3. Click the Claim by Member tab.
4. You may need to click the ellipses to see it.

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member 000
% Patient SnapShot Clinical Review bEa — I 7
Snapshot

[E] SnapShot [E Results Snapshot [E PATIENT SNAPSHOT (IP MD)  [F Active Orders  [] HP Active Orders  [F AAP

Care Management

9 Significant History/Details

& Problem List

MNone

Care Teams
= Demographics & & Allergies Patient Profile
Chuck Z Ifrim 3212 RIDGE AVE Not an File Demographics
14 year old male HOUSTOM TX 77001
‘éﬁgﬁoé’i__: - 281-045-3452 (H) Coverages & Benefits ~

Referrals/Prior Auths

New Prior Authorization

Referral/Prior Auth by Mamber

smoking Mever Assessed # Immunizations/Inje
Smokeless Tobacco  Unknown Claims
Alcohol Mot on File None

l Claim bg'\-‘\ember

CMS Claim Entry

i#i Family Comments = Reminders and Res

UB Claim Entry
5. Select the appropriate Claim #.
Claim# CRR # Sve Frm Dt Clm Rev Dt Status
99865 09/11/2020 09/14/2020 Processing
99864 09/06/2020 09/14/2020 Procaessed
99863 09/13/2020 09/14/2020 Processed

6. The Advanced Search option can be used to drilldown your search by specific claim details including
billed amount, claim type and check number.
7. The date range defaults to one year, but can be updated if needed.

% Claims Inquiry bE - I 7]
From date To date
[ Search for vendor, tax ID, provider, claim ID... ‘ 2/3/2019 | 2/3/2020 ‘
& Advanced Search
Vendor Tax ID Provider
| 2| Ll 3
Claim ID Submitted ID Check Number
Billed Amount Claim Type
‘ Min | Max ‘ v Any CMS uB
Claim # v CRR # Sve Frm Dt Clm Rev Dt Status
4125 / 11/07/2019 11/14/2019 Processing
4124 11/07/2019 11/14/2019 Processing

8. Toreview the details of the claim, click the Claim # link.
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9. This will display the details related to the status such as:
- payment amount
- associated coverages
- authorizations
- applicable claim codes

4% Claims Inquiry = Claim Details 2 0
. ~
B CMS Claim #4125 A Coverage
o No coverage was used to adjudicate the claim.

Status Adjudication

Billed for $250.00

. lled for § 3¢ Referrals
Allowed: $0.00
Denled X No referral information is available

Patient Total: - $0.00

Net Payable: $0.00

Interest: +TBD @ Diagnoses

Penalty. + TBD # Code Diagnosis Qualifier

1 487 Influenza

Total Payment: @© $0.00
& Billing Info
¥ Vendor .’-ﬂ Place of Service R Provider
FRIO REGIONAL HOSPITAL FRIO REGIONAL HOSPITAL Frio Hospital Association
[1952308132] 200STH 35 [1952308132]
200STH35 8303343617 PEARSALL TX 78061 Specialt
PEARSALL TX 78061 peciatty )

Clinic/Group Practice
& Supervising Provider
Claim Codes
DCRO1 - Duplicate Claim - Deny Vv
DEEO1 - No Coverage Found - Deny
4= Back
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SUBMIT CLAIMS

Texas Children’ Link providers can submit single claims and batch claims through the Link portal.
Single Claim Submission for CMS 1500 and UB-04 Claim Types
1. Navigate to the patient’s chart
2. Click the ellipses and select CMS Claim Entry or UB Claim Entry
3. The Claim Entry screen will open for data entry.

Note: You must enter all required claim information for clean claim adjudication. This guidance can be found

in the Texas Medicaid Provider Handbook as well as the Texas Children’s Health Plan Provider Handbook.

BH

Barnaby HPTest

Male, 4 y.o., 11/18/2016

MRN; 1563013451

2|

| Search Chart

Test, Tchp Care
Coordination Team, RN
* pCP - General

ALLERGIES
Ceclor [Cefaclor]
Fish-derived Products

ACCESS ENDS
7/6/2021

o Upload document

Chart Review

SnapShot

% CMS Claim Entry

B Claim Identification

Ahernate ID
1403

B3 lliness Dates

14. start of current illness

16. Work missed from

17. Referring provider

18. Hospitalization to

[1 20. Outside lab

& Adjudication Options

Pay as

[# Services

# From Date To Date

|

Service Entry - Line 1
24a. Service from date

24d. Modifiers

4. Once all claim data has been placed on the claim, click Accept

POS Type

Results Review Flowsheets

15. Start of similar previous

16. Work missed to

18. Hospitalization from

20. Qutside lab charges

Service

24a. Service to date

24e. Associated diagnosis

Allergies

Problem List Medications. Histories CMS5 Claim Entry

3 Accident Information

10. Condition related to
[ 10a. Related to employment

15. Accident date 10b. Accident state

@ Diagnoses
21. Diagnosis Code Set Qualifier
A ]
24h. EPSDT Conditions
[ 24n. EPSDT

Code Ty; Modifiers  Assecii Amount Billi Quantit Prior Insur Prior Patie

1.00
24b. Place of service type 24d. Service
L
24f. Amount billed 24g. Quantity

W

5. You will then the taken to the Claims Inquiry screen which will show your recent claim submission along
with the current adjudication status
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Batch Claim Submittal Proces
1. From the Link Homepage, click on the External Sites link

W, P~ ~y 15 Py =
= A S 9 % B O w2 ¢ N C
Texas Children's’ Home InB.. Patie... Refe.. Claims Upc.. Rep... Exte... Patie... Menu Log ...
i Demographics
Welcome to Tex ~ Home Patient grap "
In Basket SnapShot Patient Chart Advisories o
ettings
bomet Do Coveran Benefit d

2. Click on the TCHP Batch Claim link
_ Extermal Sites

Please select awebsite from the hist Delow,

o ]

1]

Aovallable Websites

1

TCHP [navalor

3. Select Institutional or Professional as the Claim Type for each attachment
_ External Sites ' TCHP Batch Claim

"
e

Batch Claims Submittal

The Batch Claims Submission precess allows providers to submit standard 837 professional and institutional files, exported from their claims biling systems, to TCHP for processing. Only standard 837
professional and institutional fles will be accepted. To submit a batch of claims, use the fields and buttons below. First, choose the appropriate claim type of Instifutional or Professional extension from the "Select”
dropdown, Then click the "Choose File" or 'Browse" button and find the file you wish to upload. Once you found your fle, select it and click the "Open’ button. Repeat the process for cach fle, Once you've
selected all the files you wish to upload, click on the "Upload" butten,

Iffurther information is needed, please use the following links for assistance:

* Institutional Companion Guide
* Professional Companion Guide

Please note, that even though the claims submitted to TCHP will be loadsd the next busingss day, it may take up to 48 hours before the claims status is viewabls in Provider TouCHP oint.

Required
Claim Type
Select a file
Attactmment 1

—Select- v

—Seloct—
Professional
—Select— v || Ghonse Files | No file chosen
Attachment 4

—Select— v || Chosse Files | No file chosen
Aftachmert 5

Choose Files | No file chosen

Choose Files | Mo file chosen

4. Click Choose Files to select the appropriate file for each attachment

Batch Claim Submission T oo
Mame « | Date modified | Type | Size

|R&| BatchClaimSubrmissionTest-Outside TCHLaptop....  11/17/2020 9:23 Ak PMG image IB1KE

B crmsl1Al T

|®] ub04.837 1171742020 9:10 Ak 837 File IKB

ul

5

=
File narme; | cms1500_2.837 v Files ¢ |

Open I Cancel |

5. Click Upload
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N4 A . by B | i 2 n = ©  Epic

‘Texas Children's” e In Patient List  Referral Search  Claims  Upcoming Appts - My ... Reporting  External Sites  Patient My Facilities Menu  Log Out

External Sites ' TCHP Batch Claim

3
y

Batch Claims Submittal

‘The Batch Claims Submission process allows providers to submit standard 837 professional and institutional fles, exported from their claims billing systems, to TCHP for processing Only standard 837
professional and instinutional files will be accepted. To subrmit a bateh of claims, use the fields and buttons below First, choose the appropriate claim type of Tnstitutional or Professional extension frotn the "Select!
dropdoven. Then click the "Choose File" or 'Browse" button and find the fle you wish to upload. Once you found your fle, select it and click the "Open” button Repeat the process for each file. Once you've
selested all the files you wish to upload, sl on the "Upload" button

If further information is needed, please use the following lnks for assistance:

* Institutional Companion Guide
* Professional Companion Guide

Please note, that even though the clams submitted to TCHP will be loaded the next business day, it may take up to 48 hours before the claims status iz viewable n Prowider TouCHPoint

Required

Claim Type

Select a file

Attachment 1

Professional ¥ || Choose Files |cms1500_2.837

Aftachment 2

-—Select— v || Choose Files |No file chosen

Attachment 3

—Select—- v || Chaose Files | o file chasen

Attachment 4

—Select— ¥ || Choose Files | o file chosen

Attachment 5

-—Select— v || Choose Files |No file chosen

Attachement 6

--Select— v || Choose Files | No file chosen

Attachment 7

—Select—- v || Chaose Files | o file chasen

Attachment 8

—Select— v || Choose Files |ho file chosen
Upload

APPEAL CLAIMS

Click Select Patient.

Locate your patient using Name or MRN (or scroll down to find the member).
Select the patient by double clicking on their name.

Navigate to Claims by Member tab.

You may need to click the ellipses to see it.

Ul W N R

SnapShot Care Teams Demographics Coverages & Benefits New Prior Authorization Referral/Prior by Member
C | % Patient SnapShot Clinical Review ‘u
SnapShot

[El SnapShot [ Results Snapshot [ PATIENT SNAPSHOT (IP MD) [ Active Orders [ HP Active Orders [ AAP
Care Management

uck Z. Ifrim

Care Teams
e, 14 y.0. 4/30/2008 : .
N 1565015908 £ Demographics & & Allergies Patient Profile
Chuck Z Ifrim 3212 RIDGE AVE Mot on File Demographics
Clinic. The Cent 14 year old male HOUSTON TX 77001
inic, [he Center 4/30/2008 Canc. Coverages & Benefits
Greenspoint Comm Pref: Is] 281-945-3462 (H) & Problem List e
I*  PCP - General Referrals/Prior Auths
I . e MNone P .
rgies: Not an File 9 Significant History/Details New Prior Autherzation
_ L i Referral/Prior Auth by Member
ESS ENDS Smaking Mever Assessed & Immunizations/Inje|
Smokeless Tobacco  Unknown Claims
[7/2022
Alcoho Not on File None

CMS Claim Entry

iih Family Comments = Reminders and Res
UB Claim Entry

None None
¥= Recently Modified Care Plans Expand All Collapse ail | | BB Vitals from encounters over the past 365 days
Updates made since 5/31/2022 12:00 AM Mo data recorded

Nao recently madified care plans.

6. Click on the appropriate Claim # for the claim intended to appeal.
7. Navigate over to the “Ask A Question” dropdown.
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8. Select Appeal a Claim.

SnapShot Care Teams Demographics Coverages & Benefits MNew Prior Authorization Claim by Member _

- - a - Azk A —
% Claims Inquiry " Claim Details Question =7
: - . [ Claim Attachment -
700 N SAM HOUSTON 700 N SAM HOUSTON Claim Specialty . . s
DKWY W PKWY W Pediatrics i Claim Details B Claims Question

HOUSTOM TX 77067-4338 HOUSTON TX 77067-4338 )
Member Group Risk Panel [®| Appeal a Claim

TCHP CHIP [1641800001] — IEI T Complaint

E General Question

A Supervising Provider

Traits
9D Processing Contracted
Service Date Received
6/1/2022 5/19/2022

9. Adjust the priority if needed.

10. Enter information regarding the preferred response method, NPI, and member ID.
W CI@nms Mguiry -~ CIanm Deans

[ |
700 N 5AM HOUSTON 700 N SAM HOUSTON Claim Specialty i :
PICOWY W PEWY W Pediatrics = Claim Details
HOUSTOM TX 77067-4338 HOUSTON TX 77067-4338 I
e
Appeal a Claim
R Supervi PP
— Priority: O High ® Routine O Low
Patient: Ifrim, Chuck Z [15690159398]
a9 Proce: Attachments:  Attach Claims | Remove All Claims
B Claim
Service Dat . Provider Vendor Svc Frm Dt Clm Rev Dt
&8/1/2022 =
’ﬂ 2179 ROTH, JILL TEXAS CHILDREMNS HEALTH PLAM 05/19/2022 05/19/2022
R THE CENTER

Diagn
@ 9 Respond by: ‘ Other w
# Code ) alifier
1 R51 Response Detalls: ‘ test@texaschildrens.org e

Tell us about your issue or concern

¥ Claim NPI | 12345678 ‘
Claim-Lev Member ID | 123455720 ‘ vice-Level

Code . for A I service-level claim d

eason for 23

® DaAPOS 0 PP | d ‘

ATTEST. Add
® DaPos

CERTIFI

" Submit ¥ Cancel

11. Select a reason for Appeal using the magnifying glass.
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5

[© Search Matches:
I~
Name

€ Add-Codes

i

n
Contract/Rate Discrepancy
Coordination of Benefits
Credit Balance/Recoupment/Offset
Hospital Audit Results
Medical Records Attached
Member Eligibility
NCCI Edits (Must include medical records)
No Authorization Denials
Not a duplicate
NPI#

Other
Flerinf f sy Flice ~bbncbnd

14 items loaded.

X Cancel

M Please make a selection

12. Provide details for the Appeal.
13. Attach documents related to the Appeal.
14. Select the type of document attached.

N TX 77067-4338 HOUSTON TX 77067-4338 1
el
)| Appeal a Claim
VI
Details
Flease provide reason for appeal below: TEST
e
at
hn Additional Documents
Documents: 3lifi
Add files .
m i TEST.PNG
ey Vi
Type sel]
& AP Claim Attachment
T
8
IFI .
+ Submit ¥ Cancel

15. Review all information enterted.
16. Click Submit.

17. Navigate to the In Basket.

18. Select Customer Service Reply.
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I My In Basket My Messages * Customer Service Reply - 7 I

= My Messages ~ o e

s e .
Customer Service Reply (1) New Msg Refresh Search  Sort

i Inpatient Notifications (1)

i New Patient Notifications (2 [0 Pricrity & Status  Msg Date Msg Time Sent By Patient  Action Phone Pl Msg =
i Result Notifications — - i e —— EEEE—————

O Read 05/22/2022 T:32 PM TEST, TAPESTRY OMLY PROVIDER RE: Portal - Claim Appeal

D Read 05/23/2022 903 AM TEST, TAPESTRY QOMNLY PROVIDER RE: Portal - Question

O Read 05/23/2022 9:08 AM TEST, TCHP PROVIDER RELATIONS CONTRALTS TEAM

(] Read 05/23/2022 916 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Claim Attachment

O Pend 05/23/2022 931 AM TEST, TAPESTRY OMLY PROVIDER RE: Portal - Claim Appeal

(] Read 05/24/2022 3:05 PM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Question

O Read 05/25/2022 10:10 AM TEST, TAPESTRY QNLY PROVIDER RE: Portal - Referral Appeal

] New 06/01/2022 10:31 AM TEST, TAPESTRY ONLY PROVIDER RE: Portal - Claim Appeal

19. Select the newest message to review the details submitted and check this folder for follow-up.

Read  06/01/2022  10:31AM  TEST, TAPESTRY ONLY PROVIDER RE: Portal - Claim Appes|
[ Help =
RE: Portal - Claim Appeal Received: Today

Test, Tapestry Only Provider ™* Test, Tapestry Only Provider
Thank you for your message. One of our Provider Relations Liasions will respond within 3 days.

CRM # 5022 Status: Unresolved

Priority: Routine Created on: 06/01/2022 10:31 AM By: Test, Tapestry Only Provider

Attachments
User Attached
File: TEST.PNG Test, Tapestry Only Provider 06/01/2022 10:31 AM
Type: AP Claim Attachment
Letters
Finalized Type Template Created By
06/01/2022 10:31 AM Letter TCHP TAPESTRY LINK BLANK LETTER  Tapestry Only Provider Test
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REVIEWING AND PRINTING REMITTANCE ADVICES

Link Providers can review and print TCHP Remittance Advices from the portal.

Hover over Claims on the main toolbar.

Select Remittance Advice Search.

Click Advanced Search.

Enter your preferred search criteria, then press Enter.
Be sure enter the appropriate date range for your search.

Remittance Advice Search

“« Remittance Advice Search B0

v W

o TEXAS CHILDRENS HEALTH PLAN THE CENTER

From date © date
2/19/2020 @ | | a/s/2021

& Advance d Search

TEXAS CHILDRENS HEALTH PLAN THE CENTER e fel

Member ID Claim ID Submitted ID

6. Click the link in the Check Number field for the Remittance Advice you want to review.
7. Once the Remittance Advice displays, Users can save it, print it, enlarge or decrease the screen size and
view/save it as a PDF.

66



Texas Children’s Link User Guide — Health Plan Functionality

CUSTOMER RELATIONSHIP MANAGEMENT (CRM)

Customer Relationship Management (CRM) is a communication tool between you and the Texas Children’s Health
Plan’s Customer Service team. CRMs are created to provide or request information regarding various topics such as
appeals, other health insurance and claim status.

CREATING A CRM - CUSTOMER SERVICE REQUEST

1. Navigate to In Basket
2. Select drop down for New Message
3. Select CRM from the dropdown

My Messages

1 = o

MNew Msg " Refresh Search
r

General Assistance
Technical Assistance

CRM

4. New Customer Service Request will become visible. Select the appropriate topic from the dropdown.

In Basket © Customer Service Request

New Customer Service Request

O Topic: [ v Priority
O High
Summary: 9 .
® Routine

O
Associated Site Low

Siter | TCH PATIENT GROUP v

5. Fill in the required fields. (Screenshot on next page)
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Customer Service Request

New Customer Service Request

Topic | portal - Claim Attachment

v
@ subtopic | v|
Summary: |
Associated Site
Site: | TCH PATIENT GROUP v

Patient

Patient: Aarud, Carlyce | [1589015704]

Attachments: = Attach Prior Authorizations

Tell us about your issue or concern

Change Clear

Attach Claims

Contact Name |

Contact Phone |

Contact Email |

Details

Priority —

O High
® Routine
O Low

O Details:

Additional Documents

Documents:

Add files

6. Attach any accompanying documentation (if applicable).

7. Click Submit.
8. Your message has been sent.
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CREATING A CRM FROM PATIENT PROFILE

A CRM can also be submitted directly from the area where you have a question. These areas could be within a
claim, benefit review, or prior authorization.

1. Select your patient and navigate to the claim/benefit/prior authorization in question.
2. Click on the “Ask a Question” button and select what type of question you have.
3. From Prior Auth

SnapShot Care Teams Demaographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member _

%« Referral/Prior Auth by Member ' Referral Details L — 7]
B Add Note/Attachment E Authorization Question
E Authorization Appeal
|E| Authorization Peer to Peer Re...
ider C ai 20869
Referral |E| Provider Complaint 6
E General Question
Referral Information

4. From Coverage Detail Report

SnapShot Care Teams Demaographics Coverages & Benefits New Prior Authorization Referral/Prior Auth by Member see
Ask A
E Eligibity Question

Eligibility Information as of 05/17/2022 IFRIM,CHUCK Z [15.<RgCEEIEIeSIET
o [®| Provider Complaint

Ellglblllty . _ [® General Question
Employer Group Benefit Plan Carrier
CHIP JEFFERSON NO COST SHARE 301 TCHP CHIP 0 [1641800001] TCHP [1641800000] TCHP CHIP [1641800001]

|
®

% Coverages & Benefits ' Coverage Detail Report

5. From Claim

SnapShot Care Teams Demographics Coverages & Benefits MNew Prior Authorization Claim by Member _
Question

E Claim Attachment
IE‘ Claims Question

i) |
®

% Claims Inquiry " Claim Details

B CMS Claim 54 Original Claim |D: gk M Coverage
] Appeal a Claim
S g | .
Adjudication Payment Batched CHIP JEFFERSON NO COST SH E Provider Complaint
Billed for $100.00 Check/EFT Date Status Amount TCHP CHIP - TCHP CHIF O ]
Allowed: $1,000.00 e — Batched $969.87 Subscriber: Self E General Question

Fill in the required fields.

Attach any accompanying documentation (if applicable).
Click Submit.

Your message has been sent.

O 0N
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REVIEWING CRM RESPONSES

When the Health Plan replies to a CRM submitted via Link, the reply shows up in the User’s In Basket. In Basket is a
quick and easy way to review and respond to messages from the Health Plan’s Customer Service team.

PN WD

Click In Basket on the main toolbar.
Navigate to the Customer Service Reply folder to review your received messages.
Click the message you want to review.
Important components of the CRM
CRM #: This reference number is how TCHP keeps track of the CRM.
Status: Lets you know the status of the CRM.
Notes: Any notes that TCHP has created within the CRM.
Scroll down to the Notes section to review the response.
A 2 e W B w A

IS Home InBasket Patientlist Referral Search Claims Upcoming Appts- My..  Reporting ExternalSites Training, Elydia My Facilities

= &
Menu  Log Out

My In Baske My Messages ' Customer Service Reply

£ My Messages. & c v [ o o pe N
Newnsg " refeh Done T Ry Serh Son  Properis
i My Unsigned Orders (1)
Status Msg Date Msg Time Sent By Subject Patient Action

i New Patient Notifications (2 ¥ Priority &
B Referral Notification Letter H Read 09/17/2020 11:10 AM DAVIS, DANIEL reply

H Help

i
®

Phone Pl Msg

-]

= reply

Davis, Daniel = Provider, Test Tap
test

Previous Messages

CRM # 915

Priority: Routine Created on: 09/17/2020 11:09 AM By: Provider, Test Tap

Received: 5 months ago | A

Owner: None
Status: Resolved

Notes 6

Davis, Daniel 09/17/2020 11:10 AM
Summary: Reply To Customer Service Request
Opened Patient test ---—- Message ---—-- From: Test, Tapestry Provider Sent: 9/17/2020 11:09 AM CDT To: Tchp Claims Inquiry

My Out Basket

My In Basket
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