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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, AfDocumentationd) without the prior written consent of

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 servicesareprovi ded on an fias iso0 and fias availableo basi s, Awith all fault

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.

Choose the red
Xo to cld
Help window.

Log Out a2
St Luke's » | 2009 A

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.

Activity

Occurrences for this Activity:1

Add Delete

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

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 ¥

7. Moving from field to field within a record: 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.

|

“Facility” opens the Facilit
info I

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.

dit Defaults
- Org Defaults
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