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DISCLAIMER

This manual serves as technical documentation for CBISA Online™ version 3.3.

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


mailto:info@lyonsoftware.com

CBISA Online™ Admin User Guide 3

Table of Contents

1 CBISA ONLINE ™MOVERVIEW ...t mmmt e 5
1.1  SYSTEM REQUIREMENTS ANDINFORMATION............... PP PP 6
1.2  PREPARINGYOURWORKSTATION FORCBISAONLINEE ......ccovoiiiiiiiiiiie e, 6
1.3 ACCESSINGCBISAONLINEE .....oviieieee oot eeeeeeeeeeee e e eeee e e seeseneneseenseeeneeend
1.4 CBISA™ NAVIGATION ..uuiiitiieitteeeetteeeemmmtt e eeetteeesataeeettnaaaaessstnaesssnneesesnneesssnnnns 8

2 CBISA™MUSER ROLES......cot e eeeee e e e e 11
2.1 PERMISSIONLEVELS INCBISAONLINEE ..ot ieeeeee et eeee e 11
2.2 ADDING USERACCOUNTS TOCBISAONLINEE ....covveieeee oot e, 12

3 SETTING DEFAULTS IN CBISA ONLINE ™ e 16
3.1 ORGANIZATIONAL DEFAULTS. it tiitiieiii ittt et s iemme s e et s et e e s st s ea s smmasea s snsesnseansns 16
3.2  REPORTING UNITDEFAULTS ...uiiitiieiiii e et e e e mmmtt e e e et e e e et e e e eaa s enenesssan e eeaaneeeeanns 17

3.2.1 Department Defaults.............oooiiiiiiiiiiie e 17
3.2.2 Healthy Communities Defaults...........cccooieeeiiiiiiceeiiii e 18
3.2.3 Categories DefauUltS. .........ccuuiiiiiiiiii e 19
3.2.4 Custom Terms DefaultS..........oiiiiuiiiiiiiieeie e e 22
3.2.5 User Defined Codes Defaulls.............uveeieiiiieeeeiieeeeeeeeee e 22
3.2.6 Settings and FormatsdPaultS...........coooeeiiiiiiiii e 23
3.2.7 Ages and Special Needs DefaullS..........ccceeeeeiivieeeie e 23
3.2.8 Topics and Subject/Keyword/Person Defaults..............cooevvviiccciiiiieceeciiieeenn, 24
3.2.9 Important Defaults to Add or Update Each Year.............cccuvvviiieeeiiiiiiiiiinee. 25

4  ADDING DATA RECORDS IN CBISA ONLINE ™ .. e eceeeeeeve e 30
4.1  ADDING ACTIVITY RECORDS......ccuuiiiiiiiieiiiie e ettt e e e e e et e e e et s amenesssaeeeanaeeeanas 30
4.2  ADDING OCCURRENCE OROUTCOMERECORDS......cccuuiiiiieiiieceieeiemmtee e e e eeanes 30
4.3  ADDING FINANCIAL SERVICERECORDS......cciittieiitieereticeeeeeeetneeeeesnaeessnneessammnrannas 31
4.4  ADDING LEADERSHIPJOURNAL RECORDS. ... ..iiuiitiiuiinieniineecemme e ene e eeeneeneens e ennnns 31
4.5  ADDING COMMUNITY OUTCOMERECORDS........cccvuuieiiiiieeeetiiceeseeeesieeeesneesennneesanns 31
4.6 EDITING EXISTING DATA RECORDS.....cuiiiiiiiiiiee et et e e sem s a e 32
4.7  DELETING EXISTING DATA RECORDS......ccctuiiiiiiieeiiieeeiemmeeieeeeeteeeeaieeessansmneeeeesnans 32

5 USING FILTERS IN CBI SA™ ONLINE ....ouniiiitieieieeee e 33

6 PREVIEWING AND PRINT ING REPORTS IN CBISA™ ONLINE ........c.cvveeeennnn.. 35

ADDITIONAL RESOURGCES ...t ememe et e e et e e et e e e enmnn 37

AP P END DX A oottt ettt e et e———e et et e et e e eat e tan———————ataarraaaarraans 38

y o N1 1 G = RPN 45

YN ad o L N1 T PP 49

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



CBISA Online™ Admin User Guide 4

Table of Figures

FIGURE 1. NAVIGATING CBIS A ... oet ittt ettt et e et eeeee e et e e e e e et e eaa e sennras 8
FIGURE2: ACTIVITY RECORDSOPTIONS. ....cuuittittiiteitesniimsreesssetnessesnsssnsssnssrmseresssssssnsssnsenns 9
FIGURE 3: ACTIVITY BROWSEBOX ....civtuiiiiiiiiiieiiiee it ceeee it ee et e et e et eeata s semmsaeesnesansssneesrnnans 10
FIGURE4: EDIT USERDIALOG ...ttt ettt e e e e e seme s s et et e et st et eaenmnaas 13
FIGURES: OPTIONSPULL-DOWNIMENU ....ccuuiiiiiiiiiiiiiee e ieemie e eeee et e et e e et e s s mm e seaseaneesnnnns 16
FIGURE B DEPARTMENT OPTIONS...cuuituitiiiteetittne et semmtaeeasesssnseansessensanmnsssnsessenssensesnsenees 17
FIGURE 7. EDIT DEPARTMENTDIALOG ...cvvuiiitiiiiieeiiee et eeiemmtee et e st e eate e eaa e s s e st e san s eaneenes 18
FIGURE8: FISCAL YEAR DROP-DOWN MENU . ...ttt e iemme et et e e st s s s smm s eaeens 25
FIGURE9: REPORTINGUNIT = FINANCIAL TAB ...ittiitiiiitieiieeiteeeemeie et eeaaeesane e st e svmmnneesrnnens 26
FIGURE 10: EDIT DEPARTMENTRATE ...ctii it eeee ettt e e sreme s e e s e e e e e ans 27
FIGURE 11:EDIT MULTIPLE DEPARTMENTRATES. ....uiitiiiiiiieiieeii e emeteese e e e eaeeeaneessmnneeeens 28
FIGURE 12: WARNING MESSAGE ... .cuituiitnietieentite i eetesassansstaseassssssmmsssnsstassssssnsrsnsesnssnnns 29

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



CBISA Online™ Admin User Guide 5

1 CBISA Online™ Overview

This guide is intended to give you the basic information you need to begin entering
community benefit data. For additional help and resources, please refer to the page
specific “Help"” screens loaded into the software.

CBISA Online™ allows you to keep all of your community benefit data in one place.
The need for multiple database programs, spreadsheets and file cabinets to hold
voluminous amounts of paper disappears with the use of CBISA Online™. This
technologically advanced software also promotes consistency throughout your entire
reporting process by giving you the ability to define an unlimited amount of data fields
within the reporting unit defaults. Some of the specific reporting unit defaults that can
be entered and/or customized are target audience ages and special needs
populations, activity settings and formats, and subject/keyword/persons and topics.

There are five main modules each having several submenus. The modules are shown
on tabs across the top of the CBISA™ window: Activities/Occurrences, Financial
Services, Leadership Journal, Community Outcomes and Reports and Listings.
A Activities/Occurrences — this module allows you to record your community
benefit activities goals and target audiences, as well as track their occurrences
and outcomes.

A Financial Services — this module allows you to track statistical information such
as expenses, revenues, Medicare costs, IRS bad debt, and input answers for IRS
990 Schedule H questions.

A Leadership Journal — this module allows you to enter and store all your
narratives and non-quantifiable information for a specific activity or stories
unrelated to activities/programs.

A Community Outcomes - allows you to track outcomes and impacts for broad
based community benefit programs or initiatives.

A Reports and Listings — allows you to run a variety of reports to extract data for
single or multiple reporting units within your system. Reports may also be
exported directly from the software into other applications.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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1.1 SYSTEM REQUIREMENTS AND INFORMATION
Operating Web hosted solution using Windows 2003 server.
System/Application ASP.NET application; SQL Server 2005.
Workstation JavaScript enabled browser. IE 7 or IE 8 accepted,;
Requirements Operating system must be Windows XP or higher; Screen

resolution minimum of 1024 x 768. Workstation must add
https://www.cbisaonline.com as a "trusted site" to
correctly view dialog boxes.

Web Hosting Site & Hosting site is Security Metrics certified; BBB member,
Certifications Microsoft Gold Certified Partner.

Security and Disaster | Geotrust SSL cert with 128 bit encryption; nightly backups
Preparedness with a seven day retention; backups are encrypted and

stored off site; the data center offers complete
redundancy in power, HVAC, fire suppression, network
connectivity, and security; 99% uptime guarantee; Tipping
Point intrusion detection.

Program and OS Handled by Lyon Software. Program upgrades will be
Upgrades handled after normal business hours to insure as little

down time as possible.

1.2 PREPARING YOUR WORKSTATION FOR CBISA ONLINE™

Setting up your workstation will require you to access your Control Panel and Internet
Options. If you are unsure how to access these areas, please contact your IT/IS
department for help.

1.

2.

3.

Set the Screen Resolution: To properly view CBISA Online™, your screen
resolution must be set to a minimum of 1024 x 768. To set the resolution, access
the Control Panel, choose Display, and open the Settings tab. The screen
resolution should be located on this tab. Apply your changes.

Add CBISA Online™ as a trusted site: Open the Control Panel and choose
Internet Options (or choose Internet Options from your internet tool bar). On
the Security tab, add https://www.cbisaonline.com as a “trusted site”. Apply your
changes.

Turn off “pop up blocker” for this site: Open the Control Panel and choose
Internet Options (or choose Internet Options from your internet tool bar). On
the Privacy tab, turn off “pop up blocker” for www.cbisaonline.com by choosing
the Settings button and adding the site. Apply your changes. Or, from your
Internet tool bar, turn off “pop up blocker” after logging in to your program.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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1.3 ACCESSING CBISA ONLINE™

1. Open your Internet browser (Internet Explorer 6, 7 or 8).

2. Type in your unique URL. Remember: the URL MUST start with https://. If you
forget the “s” or start the site with www, you will not gain secure access to the
program and your data.

3. Enter in the user name and password that has been assigned to you. Your

permission level will dictate the access you have into CBISA Online™ and what you
can and cannot do in the program.

4. Note: Please maximize your Internet browser window to properly view the CBISA
Online™ program.

Proprietary Information of Lyon Software.
© 2010 Lyon Software. All rights reserved.
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1.4 CBISA™ NAVIGATION
Figure 1: Navigating CBISA
C- Options Menu
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A. Main Modules: access one of the five main modules by clicking on the
appropriate tab.

B. Sub Menus: if a main module has additional screens, they may be accessed by
clicking on the desired screen name.

C. Options: access additional default screens by expanding the options box.

D. Control Panel: displays which module is currently active and contains options
for data records.

E. Browse Box: shows alphabetical or descending date ordered data records for
the active module.

F. More: additional functions for data records within the active browse box.

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



CBISA Online™ Admin User Guide 9

1. Choosing a Module: With your mouse, click on one of the main module tabs to
open. Within each main module, with the exception of the Community Outcomes
Module, you will have additional sub-menu options. Click on the sub-menu option
to open each new “page”.

2. Using the Control Panel Function Buttons: The first four main modules,
Activities/Occurrences, Financial Services, Leadership Journal, and Community
Outcomes have the following function buttons available: Add, Delete, Undo,
Save, and More. 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.

3. Using the “More” Control Panel Option Button: To access the additional
features within each module, move your mouse over the More button in the
Control Panel. The drop down menu will automatically expand, and depending on
what module you are in and what user permission level you have, you will have the
choice of different options.

Figure 2: Activity Records Options

Add Delete More

Show Filters
Mark Record Inactive Activity Records Options

Copy Activity

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

-4— Minimize Maximize —>-

5. Accessing the Default Pages: To open the organization and reporting unit
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, Org (Organization) Defaults, and Change Fringe
Percent. Click on the specific menu choice to access the desired page.

Proprietary Information of Lyon Software.
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Note: Whenever you see a black triangle next to a OBEioH Help
word or phrase, move your mouse over the triangle Edit Defaults
to see the expanded menu options. Org Defaults

Change Fringe Percents

6. Accessing the "Help” Screens: Each screen
within the program has its own specific “Help”
page. To access the “Help” page, click on the Medical Center v | 2010
link at the top of each page (positioned between
“Options” and “Sign Out”). The topic specific
Help page will pop up in a dialog box. Choose
the Red “X" to close the Help window.

[ 3 Log Out

7. 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.

Figure 3: Activity Browse Box

Activity/General

Outcomes for this Activity:0

Add Delete More

The browse box contains a list
of all of the available data ~
records for the module that you
are currently viewing. The
Activity browse box sorts all
programs alphabetically by .<
title. Occurrences, Outcomes,

Education/Physicians and Medical Students A
Education/Scholarships and Funding for Professio
Emergency and Trauma/Air Ambulance
Emergency and Trauma/Emergency Department
Enrollment Assistance/Public Medical Programs
Environmental Improvements
Family/Parenting/Sibling Education
Fitness/Exercise

Organizations/G

Heart Disease Education
Hospital Qutpatient Services/Mobile Units
Hospital Outpatient Services/Subsidized Permane

Financial Service records, Pl
Leadership Journal narratives R

In-Home Services/Home Care (non-billed)
In-Home Services/Lifeline
In-Home Services/Respite Care

and Community Outcome
records are all sorted by date.

Search:

8. 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.
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2 CBISA™ User Roles

2.1 PERMISSION LEVELS IN CBISA ONLINE™

CBISA Online™ is a role-based access software. Each member of the community
benefit team has a specific role (data entry, oversight, data manager, etc.) and that
role dictates the access needed within the software program. Then based on the
needed access, a permission level is assigned. There are three tiers of permission
levels:

A System: Access to all reporting units within the organization
A Multi: Access to more than one assigned reporting unit within the organization

A Single: Access to only one assigned reporting unit within the organization

System Administrator: The System Administrator is the highest permission level with
access and rights to all reporting units within an organization or system. The System
Administrator is responsible for assigning the user name and passwords to the
Coordinators (Multi and Single). The System Administrator also defines the Groups,
Entities, and Regions for the organization. The System Administrator has complete
access to all defaults, data, and reports for all of the units within the organization.

Coordinator (Multi or Single): The Coordinator is one of the most crucial positions
to Community Benefit reporting. The Coordinator is responsible for almost every
aspect of the Community Benefit Report. The Coordinator must be thoroughly
educated in community benefit using the Guide for Planning and Reporting
Community Benefit and any additional system or state specifications. It is also the
Coordinator’s responsibility to help decide what activities and programs the reporting
unit is performing for the community and if those activities “count” as a community
benefit. The Coordinator needs to educate and train the Reporters on the “what” and
“how” of data entry. The Coordinator must effectively communicate with the Finance
Department, any department heads involved in community benefit work, and with
senior management. The Coordinator may also be responsible for scheduling
reporting deadlines. A Coordinator may add/edit/delete reporting unit information,
users, reporting unit defaults, data records in all modules, and preview/print/export
reports.

Proprietary Information of Lyon Software.
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Finance (Multi or Single): A user with the permission level of Finance has the ability
to add/edit/delete the fringe benefit percentage, average hourly pay rate, operating
expenses and revenues, and indirect cost factors (all located in Organizational defaults
on the Reporting Unit Financial screen), edit Department rate information (located in
Reporting Unit Defaults), use the financial tool built into the software (change fringe
percent), add/edit/delete Charity Care, Medicaid, Other Means-Tested Programs
statistics, and additional IRS Form 990 Schedule H data and questions (all located in
the Financial Services module) and can preview/print/export reports.

Reporter (Multi or Single): The Reporter is able to add/edit/delete Activities (if
permission is granted by a Coordinator or Administrator), Occurrences, Outcomes,
and Leadership Journal entries. The records added by the Reporter will remain in a
“pending” status until they are approved by the Coordinator. Reporters will often be
program coordinators, department heads and other key people in each department
that collect and report community benefit information.

Senior Manager (System, Multi or Single): The Senior Manager has “read only”
access to select data in all modules. The Senior Manager can preview, print and
export reports.

2.2 ADDING USER ACCOUNTS TO CBISA ONLINE™

1. Review the Permission Levels: Each user is assigned a permission level and given
access into one or more reporting units within the organization. When an
individual needs access into CBISA Online™, review the permission levels as
outlined above and decide which role the user will have with your community
benefit initiative. The role dictates the access needed, and the access needed
helps you decide which permission level applies.

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



CBISA Online™ Admin User Guide 13

2. Add Additional Users: Access the Users management page through Options/Org
Defaults. After opening the User tab, click on the function button “Add"” to add a
new user. Enter in the user information. Choose the permission level from the
drop down list and then the assigned reporting unit. If you are adding a Multi
level user, you will choose the “home” reporting unit from the drop down list and
then assign additional reporting units using the check boxes. Create and confirm
the password.

Figure 4: Edit User Dialog

A Edit User -- Webpage Dialog

Edit Uzer | Advanced

First Mame: ||

Last Mame:

|
User Name: |
|

Email:
User Level: Senior Manager
Reporting Unit: Medical Center

Password:
Choose User Level and

Reporting unit from the
dropdown lists

Confirm Password:

Proprietary Information of Lyon Software.
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3. Advanced User Functionality

A Edit lls=r -- Webpage Dialog

Advanced [ zgsl(somnces )

User Can Add Activities

Can Provision Users

Functionality
Check Boxes

Show Micro Reports

Save Cancel

Can Add Activities: Reporters may or may not be allowed to add activities. To allow
a Reporter to add activities, an Administrator/Coordinator must check the “Can Add
Activities” option box.

Can Provision Users: For administrative user permission levels (System Administrator,
Multi Coordinator, and Coordinator) you may check the “Can Provision Users” option
box. “User Provisioning” allows a user to manage all of the user accounts that he/she
may be responsible for. Administrators/Coordinators with the “User Provisioning”
option are the only users who may add a new user account, edit an existing user
account, delete a user account, and re-set a forgotten password.

Show Micro Reports: Administrative user permission levels also have the option of
viewing “micro reports” when logging into CBISA Online™. Micro reports display if
the option box is checked and pending records exist.

Can Accept Snapshot: If a Reporting Unit belongs to an Association Rollup Program,
then a fourth checkbox will be available on the Advanced User tab. The Administrator
or Coordinator who has “Can Accept Snapshot” checked will see the micro report
when a snapshot request has been issued and will have the ability to answer the
snapshot request.

Proprietary Information of Lyon Software.
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Important: User Names must be unique throughout an entire
organization; therefore, when initially setting up User Name accounts,
make sure that the procedure for creating new accounts will have
enough variables to make each account different. User Names can
contain up to 50 characters. Acceptable characters include the letters A
through Z, numbers 0 through 9, and the character _ (the "underscore").

Passwords do NOT have to be unique; therefore, every user account can
be created with the same password. Each user will then edit their own
account and re-assign a password that they will remember and will
remain private. Each user, regardless of user permission level, has access
to their user information account. Passwords can be between 6 and 15
characters long. Acceptable characters include the letters A through Z,
numbers O through 9, and the character _ (the "underscore").

Note: Please make sure that all CBISA Online™ users know to contact their
Administrator/Coordinator to re-set any forgotten password.

Proprietary Information of Lyon Software.
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3 Setting Defaults in CBISA Online™

3.1 ORGANIZATIONAL DEFAULTS

To add or edit organizational defaults click the Options button on the top right-hand
side of the screen. Click on Org Defaults to display the additional menu tabs of
Organization, Reporting Unit, Users, Regions, Groups and Entities.

Figure 5: Options Pull-Down Menu — Org Defaults Tabs

>

E” - Jﬂepnrl:l'ng Unit Users Regions Groups Entities

Note: Coordinators only see two default tabs: Reporting Unit and Users.

Organization: contains organization name and contact information. Access rights:
System Administrator.

Reporting Unit: contains one or more reporting units that belong to the organization.
Each reporting unit is a unique reporting database that collects, tracks, and reports
community benefit data. Reporting Units can only be added to or deleted from an
organization by Lyon Software. The Reporting Unit information table can be sorted by
clicking on each of the headings: Reporting Unit Name, City, State and Region.
Access rights: System Administrators, Coordinators, and Finance.

Users: contains user accounts for the reporting units contained within an organization.
User accounts are created, edited and deleted from this organizational default.

Access rights: System Administrator (all users) and Coordinators (all users in assigned
reporting unit) with user provisioning rights. All other permission levels have access to
their account ONLY.

Regions, Groups, and Entities: used by multi-unit organizations to group various
reporting units together for reporting purposes. Access rights: System
Administrators. (For more information, refer to Appendix A “Helpful Hints for the
System Administrator”.)
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