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DISCLAIMER

This manual serves as technical documentation for CBISA Survey™.

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 Survey™ or any manuals, newsletters, training materials, or other materials relating to CBISA Survey™
(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 Survey™, the documentation, and
services remains with you, the user. Except as specifically provided, Lyon expressly disclaims (i) any warranty for CBISA Survey™, the
documentation and the services, and (ii) any common law duties with regard to CBISA Survey™, the documentation and the services,
including duties of lack of negligence and lack of workmanlike effort. Except as specifically provided, CBISA Survey™, 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 Survey™
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

X 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

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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This User Guide will give you the basic information you need to begin entering community
benefit data. The guide will define the two user permission levels, describe how to navigate
within the program, demonstrate how to set defaults, explain how to add data, outline the
basic steps for previewing and printing reports, and show how to accept requests for data
snapshots.

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”.

Permission Levels in CBISA Survey™

1. State Administrator: The State Administrator has the ability to access information for
each facility attached to an Association, add/edit/delete users, add/edit/delete any data in
any module for all facilities, and preview, print and export all available reports.

2. Hospital Coordinator: The Hospital Coordinator is responsible for the data entry into
each of the three main modules within the CBISA Survey™ software, preview, print and
export all available reports, and add/edit/delete other Hospital Coordinator users. The
Hospital Coordinator has access to only one facility and answers the request for data
snapshots from the Association.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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Navigating within CBISA Survey™

1. Choosing a Module: With your mouse, click on one of the main module tabs to open it.
Within the Financial Services module you will have additional menu options. Click on the
menu option to open each new “page”.

CBISA Survey S8

Main Module ——» Activities/ Occurrences : Leadership Journal | Reports and Listings

Ak | e fe ORI | Unpaid cost of Medicaid
»

Options

2. Using the Control Panel Function Buttons: The main data entry modules,
Activities/Occurrences, Financial Services, and Leadership Journal, have the following
buttons available: Add, Delete, Undo, and Save. Simply click on the corresponding button to
perform the desired action. “Add” creates a new record; “Delete” completely deletes the
highlighted record; “Undo” brings your record back to its last saved version; and “Save”
accepts any new record or edits to an existing record.

Add Delete Undo Save

3. Minimizing and Maximizing the Control Panel: Minimizing the Control Panel allows for
an expanded view of the active page. To minimize the Control Panel, simply click on the icon
located in the top left hand corner. To maximize the Control Panel, click the icon again.

Minimize - - Maximize

4. Accessing the Default Pages: To open the organization and facility default pages, move
your mouse to the “"Options” button located at the top right hand side of the screen. The
Options menu will expand to give you the additional menu choices of Edit Defaults and Org
(Organization) Defaults. Click on the specific menu choice to access the desired page.

O

Edit Defaults
- Org Defaults

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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5. Accessing the “"Help” Screens: Each screen within the program has its own specific
“Help” page. To access the “Help” page, click on the link at the top of each page
(positioned between “Options” and “Sign Out”). The topic specific Help page will present in

a dialog box.

Log Out a2
» | 2009 A

St. Luke's

Choose the red
“X” to close the
Help window.

6. Choosing a Specific Record: Within the browse box of the control panel, you can
choose (or highlight) a specific record by clicking on the record, or by using your Up and

Down arrows on your keyboard.

Click on (highlight)
any record in the
browse box to make
the record “active”

7. Moving from field to field within a record:

Activity

Occurrences for this Activity:1

Add Delete

Discounted Equipment/Supplies for Patients
Discounted or Free Prescription Drugs
Discounts offered to uninsured patients
Economic Development/Council Participation or C
Economic Development/Small Business Developme
Education/Nurses and Nursing Students
Education/Other Health Professions
Education/Outreach for Senior Citize]
Education/Physicians and Medical s | Jg@ the Scroll bar to

Education/Scholarships and Funding

Emergency and Trauma/Air Ambulan see a” aVa'labIe data

Emergency and Trauma/Emergency . .
Enrollment Assistance/Public Medical reCOrdS Contalned n
Environmental Improvements
Family/Parenting/Sibling Education the browse bOX
Fitness/Exercise
Grants/Not- for-profit Community Organizations/G
Health Fairs

Heart Disease Education ¥

To access any field of a given record

(regardless of the module), move your mouse and click within the field to enter data, or move

from field to field with the “Tab"” key.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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Setting Defaults in CBISA Survey™

1. Setting Organizational Defaults: Org Defaults contain the screens which house facility
information and manage users. On the Facility Information pages, the State Administrator

may enter facility contact and financial information. The Hospital Coordinator accesses the
Facility Information page to answer requests for data snapshots.

3 “Users” opens the User

Ilser% " Information page and allows
the State Administrator to
manage the user accounts for
all users, in all facilities.

“Facility” opens the Facility
Information page and contains
every facility that belongs to
an Association. Facilities are
added by Lyon Software.

2. Editing Facility Defaults: The facility default page allows you to make any necessary
edits to the Categories, which are pre-populated with the standard categories as outlined in
the Guide for Planning and Reporting Community Benefit. Any change made to a category in
one facility copies over to ALL facilities within an Association.

b [ Categories

- Org Defaults I o [ IETE Close | Help

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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Adding Data Records in CBISA Survey™

1. Adding Activity Records: The Hospital Coordinator will have the main responsibility of
adding data records that will be included in the snapshot. However, as the State
Administrator, you may need to make slight revisions/additions/deletions to the data after it

has been requested and received from a member hospital.

While in the Activities/Occurrences module, click the function button Add, located on the

control panel.
1@ Delete Undo Save

Complete the available data fields. Save your data by clicking on the “save” function button.

2. Adding Occurrence Records: Add an Occurrence record to an Activity by first selecting
the Activity (highlight it by clicking on it) and then clicking on the Occurrence link. Click on
Add and complete the data entry fields, as necessary. Click on “Save” to save your new
Occurrence record.

Activity

Occurrences for this Activity:1 Occurrence Link

CBISA e
Survey éaé?wuw-
Financial Services || Leadership Journal | Reparts and Listings
Date: 2/1/2008
Occurrences {new row) (e s ‘
1. Number of Persons Served 0
2. Total Costs / Expenses: 0
3. Total Offsetting Revenue / Support: 0
Net Benefit:

$00
1/2008 "Education 12 P
Record Created by: jselling

Add the date (make sure it is a date
contained in the current active fiscal
year), description, and statistics
(persons served, expenses, offsetting
revenue)

Search:

Done J/ Trusted sites #H100% -

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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3. Adding Financial Service Records: Click on the Financial Services module tab (the
second tab from the left). You can add records to five different sub-menus, Traditional

Charity Care, Unpaid Cost of Medicaid, and Means-Tested Programs, Medicare, Bad Debt,
by clicking on the appropriate tab.

Active Fiscal Year

CB’SA - Defaults Help ﬁout

St Luke's | R E
Activities/ Occurrence ade

]

Date: 6/30/2008

Description: ‘Second Quarter Charity Care

Persons Served:

250
Total community benefit expense
1. Estimated cost from cost accounting: 253714
5 = 2. oth 5
03/31/2008 "First Quarter Charity Care" e revenues 0
12/31/2007 "Annual Charity Care"

N J
Y

Add the date (make sure it is a date
contained in the current active fiscal
year), description, and statistics

Done

J Trusted sites #100% -

4. Adding Leadership Journal Records: Click on the Leadership Journal module tab (third

tab from the left). Click on the function button “add” to begin a new record. Click on Save
to accept your changes to the record.

CBISA... -

Activities/Occurrences | | Financial Services "

Leadership Journal Narrative

Defaults Help Log Out

St. Luke's - Survey | 200:

Date: 12/31/2008

* Be sure to NOT enter any Protected Health Information {PHI) in this screen -- that includes
patient or community member names.

David Lang, Finance Manager, St. Lukes, nominated Joseph Brown, Staff Nurse for the 2008
Volunteer of the Year Award presented to the employee who has made a significant contribution
to the community. Joseph's many activities include: Health Care instructor for local Boy Scout
Troop #21, teaching CPR to the scouts and their leaders, acting as Camp Nurse for the Camp
Navajo Boy Scout Camp during their annual one week encampment, volunteering as school nurse

& e

2021 /77 48 "David Lang, Finance Manager, St. Luki

11/20/2008 'F f b for the Swanton Public School System along with assisting and organizing fundraisers for the
/20/ or a few years, a community member Pediatric Department. David will be the guest of honor at the hospital's Employee Recognition
06/18/2008 "St. Lukes participated as a volunteer ' Reception held in June.

04/30/2008 "St. Lukes was a gold sponsor of the F

Includes a narrative with the data
snapshot

Send this Jarrative to the State Hospital Association

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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5. Editing Existing Data Records: To edit any existing data record, regardless of the
module (Activities/Occurrences, Financial Services, Leadership Journal), highlight the record
in the browse box, make any necessary changes, then click on the “save” function button in
the control panel.

6. Deleting Existing Data Records: To delete any existing data record, regardless of the
module (Activities/Occurrences, Financial Services, Leadership Journal), highlight the record
in the browse box then click on the “delete” function button in the control panel. You will
always get a message “Are you sure you want to delete this row?” Click OK to delete the
record or cancel. You cannot delete an Activity record that has Occurrences attached to it.
You must first delete the Occurrences, and then proceed with deleting the Activity.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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Basic Steps for Previewing and Printing Reports in CBISA Survey™

1. Accessing the Print Reports Module: Click on the Reports & Listings module tab (fourth
tab from the left) to open the Report module.

2. Choosing a Report to Preview or Print: The list of available reports appears in the
browse box of the control panel. Highlight the report in the control panel browse box, click
on the Preview button to see the report, then the printer icon, located in the report tool bar,
if you wish to send the report to the printer.

CBISA... . _

Activities/Occurrences || Financial Services | Leadership Journal

Defaults Help Log Out =1
St. Luke's MEEE

Date Range #10pen in new windo:

Preview

Start: [1/1/2008 End: [12/31/2008

1.) Activities Detail
2.) Financial Services Detail
3.) Leadership Journal Detail

Preview the report

Choose a report

current user: jselling{Hospital Coordinator)

Dore S Trusted sites ®100% -

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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3. Printing Options:

a. For every report, you can choose the date range of data to be included. The
default date range is the current fiscal year; however, you can change the date by typing in
the desired starting and ending dates, or by activating the calendar function by clicking
within the Start Date or End Date fields.

Date Range

Start: |1/1/2008 End: |12/31/2008

b. Besides previewing and printing a report, you may also choose to export a report to
another program. On the Report menu tool bar, choose the Export feature (circled below).
You can export a report to Crystal Report Viewer, PDF, Excel, Word, or RTF (Rich Text

Format).
j B M1 J1+

c.  You can search for a word and find each instance of it in the report by using the
“find” feature. To access this feature, type in the word (or number) that you wish to find in
the text box next to the binocular icon, then click on the binocular icon. Every instance of
the word or number that is contained in the report will be highlighted in orange.

Text Box-Type Here ﬂﬁ

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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Additional Resources:

www.lyonsoftware.com On our website you can find information about recent changes and
upgrades to the software, and upcoming training sessions. We also provide links to CHA
(Community Benefit “What Counts” and 990 template) and VHA websites.

A Guide for Planning and Reporting Community Benefit is a comprehensive guide to
developing and implementing a sustainable and effective community benefit reporting
program. The Guide may be ordered from CHA. (See our website for ordering information).

The Lyon Software Help Desk for customer and customer support is available Monday
through Friday, 9:00 a.m. to 5:00 p.m. Eastern Standard Time. Please call us at (419) 885-
4593 with any questions you may have.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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