O
X Lyon Software

CBISA Association
Rollup™

Leader in Social Accountability Community Benefit
Reporting

User Guide for Rollup Administrators

Document Release Date
May 2010




CBISA Association Rollup™ Administrator User Guide

DISCLAIMER

This manual serves as technical documentation for CBISA Association Rollup™.

Lyon Software reserves the right to change the information in this document without notice. Any printed or electronic version of this
document, in part or as a whole, cannot be shared with parties other than Lyon Software. Updates to this manual are available via
Lyon Software technical support.

Warning: this program is protected by US copyright law and international treaties. Any printed or electronic versions of this
document, in part or as a whole, cannot be shared with parties other than Lyon Software. You may not, in whole or in part, copy,
photocopy, reproduce, translate, reverse engineer, derive source code, modify, disassemble, decompile, create derivative works
based on, or remove any proprietary notices or labels from CBISA Association Rollup™ or any manuals, newsletters, training
materials, or other materials relating to CBISA Association Rollup™ (collectively, “Documentation”) without the prior written consent
of Lyon.

Lyon Software makes no warranties, either express or implied, with respect to this manual or with respect to the hardware or
software described in this manual, its quality, performance, or suitability for any particular purpose except as described between
Lyon Software and the end user of this equipment.

Except as specifically provided in these terms, the entire risk arising out of use or performance of CBISA Association Rollup™, the
documentation, and services remains with you, the user. Except as specifically provided, Lyon expressly disclaims (i) any warranty
for CBISA Association Rollup™, the documentation and the services, and (ii) any common law duties with regard to CBISA
Association Rollup™, the documentation and the services, including duties of lack of negligence and lack of workmanlike effort.
Except as specifically provided, CBISA Association Rollup™, the documentation and the services are provided on an “as is” and “as
available” basis, “with all faults” and without warranty of any kind, either express or implied, including, without limitation, the implied
warranties of merchantability, fitness for a particular purpose, or noninfringement.

Copyright © 2010 by Lyon Software. All rights reserved. All title, ownership rights and intellectual property rights in and to CBISA
Association Rollup™ and any and all copies thereof are owned by Lyon.

Internet Explorer and SQL Server are registered trademarks of Microsoft Corporation in the United States and/or other countries.
JavaScript is a registered trademark of Sun Microsystems.

CONTACTING LYON SOFTWARE
Lyon Software offers customer support from 9:00 a.m. to 5:00 p.m. Eastern time Monday through Friday.

For all Customer Support questions:

Contact Phone Number (419) 885-4593
Contact Fax (419) 885-7727
Contact Email support@lyonsoftware.com

% Lyon Software

Lyon Software, Inc.
5800 Monroe Street, Building E
Sylvania, OH 43560-2209

Phone: (419) 882-7184
Fax: (419) 885-7727
http://www.lyonsoftware.com
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© 2010 Lyon Software. All rights reserved.
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In CBISA Online Association Rollup™, there are two user permission levels: Rollup
Administrator and Rollup Senior Manager. Rollup Administrator has the ability to
request and receive snapshot requests, add/edit/delete some data records, and
preview, print, and export reports. Rollup Senior Manager can view data for any
active snapshot and preview, print, and export reports.

A. Adding Additional Users

1. Choose Defaults

ﬁ

Help

Hope Community

2. Choose "Users” and click on “Add”

Organization | Facility

Regions

Log Out o

v Q4 2008 +

Groups Entities

Delzis D Edit Close | Help
N
3. Complete the user contact information, assign a unique user name,

choose a user level from the dropdown, and create and confirm an initial

password.

A note about User Names and
Passwords: User names must be
unique and may contain the
letters A-Z, numbers 0-9, and the
“underscore” _ character.
Passwords may contain 6-15
characters, use the letters A-Z,
numbers 0-9, and the
“underscore” _ character.

A Edit User -- Webpage Dialog

3

Edit User
First Name:
Last Name:
User Name:
Email:

User Level:
Facility:
Password:

Confirm Password:

\
\
\
\
Rollup Administrator

Hope Community

—

Save Cancel

Proprietary Information of Lyon Software.

© 2010 Lyon Software. All rights reserved.



CBISA Association Rollup™ Administrator User Guide

B. Requesting a quarterly snapshot from a CBISA Online™ facility

Snapshot is a new term relevant to CBISA Online Rollup™. A snapshot is an

extraction of data for a particular reporting unit or facility for a specific reporting date
range. The date range contains a fiscal quarter and a year, not a calendar quarter. A
snapshot contains a copy of data that originated either in a CBISA Online™ reporting
unit or a CBISA Survey™ facility. Each subsequent snapshot is cumulative. For
instance, Quarter 2 data includes all of Quarter 1 and Quarter 2; Quarter 3 includes all
data from Quarters 1, 2 and 3, etc. Updating data in a snapshot has no effect on the
original data which continues to live in the CBISA Online™ reporting unit or the CBISA

Survey™ facility.

Please note: CBISA Survey™ is the free software tool

available to hospitals which are not required to file a Form

990 “Return of Organization Exempt from Income Tax”.

1. Choose Defaults == Help Log Out @
Hope Community | Q4 2008 »
2. Open the Facilities tab and select a facility.
Mlm Edit | Close | Help
To “select” a
facility, click
once on the Facility Name City State

Facility Name,
then choose
the “Edit”
function
button

Community Hospital South
Flower Hospital

Hope Community

MHS (Medical Hospital S)
St. Charles

St. Francis South

St. Luke's HC

Summit Hospital

Sylvania
Akron
Toledo
Findlay
Middletown
Woodburn
Cincinnati
Columbus

OH
COH
OH
OH
OH
OH
OH
OH

Region
MNorthwest
East
Northwest
Central
South
Midwest
South
Central
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3. Select the Snapshots tab from the Facility Information screens

Facility | Snapshots «Ge—

The Snapshot
browse box Q1 2006
shows all Q1 2008
available fiscal Q4 2008
quarterly Q1 2009
Snapshotsy and Q2 2009 [ Delete SﬂEthDt ]
any pending Q4 2009 (Pending) [ Request Snapshot |
requests
=y
4. To request a Snapshot, click on the “Request Snapshot” function button,

choose the quarterly date from the dropdown lists, then click “OK” to initiate
your snapshot request. NOTE: You may request the same quarterly snapshot
from all the facilities in your association by checking the “request” box.

Facility | Snapshots

Q1 2006
Q12008
Q4 2008
Q12009
Q2 2009

Q4® 2009@

Request from all Facilities

“Request” box

e cose

© 2010 Lyc;n Software. All r{ghts reserved.
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5. When afacility accepts the Rollup™request, the snapshot will
automatically be available in the facility dropdown list (with the corresponding
quarterly snapshot selector) on the front page of any main module screen.
Remember, quarters 2-4 are cumulative.

C. Setting the active snapshot

In order to view the data for different facilities, you must set the active snapshot
to the desired facility and its corresponding quarterly date range.

1. From any main module screen, choose the facility from the active facility
dropdown list.

2. Next, choose the date range from the quarterly snapshot selector
dropdown list.
Help Log Out 7
St. Charles @ Q4 2[][]@
Community Hospital South Q4 2006
[ Flower Hospital Q4 2007
& Hope Communit - 21 2008
ENCET= SN 02 2005
St. Francis South 23 2008
St. Luke's HC 24 2008

Summit Hospital Q4 2009

D. Editing active snapshot data

You may add/edit/delete some of the data for your current active snapshot.
Any changes made in the Rollup™ program do not affect the permanent data for the

facility.

Proprietary Information of Lyon Software.
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E. Creating Regions/Groups/Entities

In order to group different facilities in your association together for reporting
purposes, you have the ability to create regions, groups, and entities. Regions (a
geographical location), and groups (user defined), entities (a type of facility), are
created in “Defaults” then attached to specific facilities on each facility information
page. The process of creating and assigning is outlined below.

1. Choose Defaults -_— Help Leg Out '@
Hope Community w | Q4 2008 w

2. Choose “Regions” then “Add”

Organization Facility Users Groups Entities

3. Enter a new region, and then click “OK" to add

Organization Facility Users E Groups Entities

Tvoo th N

Add a New Region — yp.e ¢ new region in the Fncel
available text box

Northwest

Midwest
South
North

4. Repeat steps 2 and 3 for Groups and Entities until all of your grouping
options have been added.

Proprietary Information of Lyon Software.
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5. To assign a facility to a specific region, group, or entity, select the facility
(see Section B 1 & 2 above), and then choose the options from the available
dropdown list or check boxes.

Facility | Snapshots

Facility Name: | Lyon Account:

Fax Number: | 0

E-Mail Address: |

City: .

'ty | Click on the down arrow to
Region: Northwest open the dropdown list to
view options. Pick only one.

Entity: Critical Access (CAH)
Groups:
P ¥ Rural A Use the scroll bar to
[ suburban view all check box

To "check” a box, vt
simply click with your (] Small P

left mouse button. Pick
as many options as

apply.

EX =1

6. “Save” your changes and repeat for all facilities.

Proprietary Information of Lyon Software.
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G. Previewing and Printing Reports
1. Select the main module of Reports & Listings

2. From Menu | or Menu I, choose the report you would like to
preview/print from the browse box

3. Select the quarterly snapshot data range.

4. Select your grouping option: Single Facility, Group, Region, Entity,
Organization, or Continuous Facilities (available only in Menu ).

5. Click on Preview to view the report, then on the printer icon to send the
report to the printer.

Portrait reports contain
standard statistics.
Landscape reports contain
expanded statistics.

Quarterly
Snapshot

Dates
Rollup Snapsho

Year: |2009 v Quarter: | G4

Report Ori

i Open in new window

Portrait

Report Grouping Information

Select Grouping Option e
Select Grouping Option il )

“"Continuous

Facilities” Single Facility
available onl Group

inM | y Region

in Menu . .
orgar Select your Grouping

Organization

Continuous Facilities Option from the

dropdown list

Report Task Bar

Eo = M [ J 1+ |Main Report |+ M | 100% v
A A

Printer Icon: Sends a report to a printer

Export Icon: Sends a report to another application
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