their daily tasks.
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TRAINING DOCUMENT

There are several reasons to create a TRAINING DOCUMENT. You may want to sign up staff for
a MED U Mastery program, or you want to take them through a competency evaluation. Most
commonly, you want to get a new employee oriented. One of the keys to getting a new employee
to be productive and secure in their job is to offer a well organized orientation - especially in the
first 30 days and then completing an introductory evaluative period (usually the first 90 days) where
you and your company focus on getting that new employee familiar with the job, the company and

To create a Training Document, first go to the Individual Employee’s page. As a Super Manager,
click on VIEW EMPLOYEES and the list of all employees will come up.

VIEW...

Job Descriptions

Managers

Introductory Evaluations

Training Documents

Coaching Documents

Applause Documents

Disciplinary Actions

Periodic Evaluations

Annual Reviews

MED Supply Company

Click on an employee to open for viewing and editing.

Del? [Employee Name Employee ID Job Description Hire/Eval Date  |Status
& |gilly Johnson 8998 Ere L L 11092005 |Active
@ | Doty Masison 4371 Respiratory Therapist- Vent 1072005 |Active
& |Dous Doug B48a rehab tech 1 TATIZ006  |Active
G |cany weems 1212 ALHR 10023008 |Active
@ [clenn Clnse AAGA CER 1 1072005 |Active
B |Han Dee nann 9834 Adminstralive Assistant- 100772005 [Active
Service
& |James Doe an40 customer senvice reg 101072008 [Active
@ Jane RT 1568 Respiratory Therapist- Vent | 10/05/2008 Active
% Jasan Wainright 125 CSR1 13002006 Active
% | JAYCEE MOORE 4506 RESPIRATORY SERVICE  |n3p7/0008  |astive
TEGH 1
% liren Craith 1111 ANMTENNs A rtiva

As a Manager, simply enter your Manager’s Page for a listing of all of your employees to whom you

have access.

Click on the name of the employee you want to create a document
for and their page comes up. The concept for creating a
TRAINING DOCUMENT is simple, open a document, copy and
paste, email. Here’s how it works. Click on create TRAINING

DOCUMENT.

Welcome Pam Jones! What would you like to do today?

Employee Name Employee ID Job Description Hire Date Status
CERReimbursement .

Mary Jones 9236495151 Specialist 1113002005 |Active

Pam Tom 9872 Billing - Eollsetions and 11/20/2006  |Astive
Denials

Tony Soprano 4444 Billing - Collections and 10712005 |Active
Denials

Uma Thurman 476431 Eeimbursement Specialist 111142006 |Active

William Shatner [ayiatslatt] Eeimbursement Specialist 111142006 |Active

CREATE...

Training Document

Coaching Document
Applause Document
Disciplinary Action

Periodic Evaluation

Annual Review Self- Evaluation

Annual Review
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The document below will come up. Click on OPEN FILE LIBRARY. (To review more on creating
and loading files into the FILE LIBRARY, review that chapter). This FILE LIBRARY should have
your company'’s collection of training in files that can be opened by your computer.

7 T T

Return to Menu

Employee Name Job Title
W}Iiam Shatner | Reimbursement Specialist hd
Department Manager
Employee ID Date
5
676869 11/29/2006 |
Is this training for orientation?  Oyes & No Open File Library

MED UNIVERSITY

Training and‘or Documentation to be Completed
List the training andfor docomentation below that shonid be completed on this training dociment.

The list of available document comes up as you see below. Since William is a new
Reimbursement Specialist, let's open the document. Double click on the link and the document will
open up in a new window.

The File Library contains your company's predefined documents. To open a document ina newy broveser window, just click
on one of the file links belowy . Depending on your security settings, you may need to allowe your broweser to open the file
(e.q., Word, Excel, etc.). Once the file iz open, you can then select text from the document and either copypaste the text ar
drag the selected text to the field on the form.

Attachments:
File Name: CSRE ORIENTATION.doc 36 (Khytes)
File Name: |DELIVERY TECHHNICIAN 02 ORIENTATION.doc 37 (Khytes)
File Name: MANAGEMENT ORIENTATION.doc 36 (Khytes)
File Name:  |OFFICE STAFF ORIENTATION.doc 36 (Khytes)
File Name: |REIMBURSEMENT SPECIALIST ORIENTATION.doc 37 (Khytes)
File Name: |REPAIR TECHHICIAN ORIENTATION.doc 36 (Khytes)
File Name: SALES ORIENTATION.doc 37 (Khytes)
File Name: |WAREHOUSE STAFF ORIENTATION.doc 36 (Khytes)

Close Window



Training Document - Page 3 of 7

Below is how this particular document looks when it is opened. Notice that this one was created as
a table, elements are individual cells (I note this because when we copy and paste this into the
TRAINING DOCUMENT, we will have to do some adjustments — the open fields can accept the
text, but they can’t accept the lines or cells)

REIMBURSEMENT SPECIALIST

Before e Havethem complete HME 105 — How HME Works: An Overview
employment e IFyou hawe any kind of company history, migsion, etc. have them read that also.
Day ane e [Discussion of company walues - help them to understand te team they are coming info, their

role, the focus of the company, the mission

e Mew Employee Paperwark

o Think about going traugh the processes within your compary by showing haw one arder is
referred, intake is done, deliveries are pulled and delivered, and biling is completed. The
approach is different for rehab w. HME w. retail. [fyou handle all, now may be the time o
show that.

e isit Departments and have departments do quick overview of their role in the process (that's
the value of them doing HME 105 prior)

Finish day with:
e HME 401 - Respect, Confidentiality and Patient Rights
*  HME 403 — The HIPAA Privacy Rule
Follow up with digcussion after they hawe completed courses on the importance of confidentiality.
Day two Have them complete the appropriate equipment courses
e HME 310 - Equipment-General DME-HME
e HME 312 — Fespiratory Equipment

Wien Equipment, explain he types of patients and their needs
Shadaw sameane with their job tite.

REM 101 — Reimbur sement: Orders & The Intake Process

o REM10Z2 — Reimbursement and Documentation

Piemmmm o Bmtin vt timin mimel Dimhom i o bim i e CmBiimum mtnmm il s mn i 1yl $mu ik b mnnd olm e e b b,

Day tree

Now, select the entire document, copy it and paste it into the field that reads Training and/or
Documentation to be Completed. Now, if there are any MED U courses included in this training,
simply click the Email MED UNIVERSITY yellow button.

Is this training for orientation? OYes ®HNo Open File Library

. . : . ED UNJWERSITY |
Training and/or Documentation to be Completed I M \‘Jh ITY
List the training andfor documentation belaw that shonld be completed on this training docoment.

REIMBURSEMENT SPECIALIST -

Before employment
= Have them complete HME 105 — How HME YWorks: An Overvdew
. Ifyau have any kind of company history, missian, ete. have them read that also.

Day one

. Discussion of company walues — help them to understand the team they are coming into, their role, the

focus ofthe company, the missian

. Mewe Employee Papenwark

. Think about going thraugh the processes within your company by showing how one arder is referred, W

Eallowi-un Date
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By clicking on Email MED University, your email system on your computer will automatically come
up with the email address for MED U (medu@medgroup.com) and with the name of the student
and manager. All you have to do is copy and paste the same thing in the email that you did
into the training document. From there, hit the send button. At MED U we will sign the
employee up, notify them and you by email, and you are ready to go.

Gary SchwantziIMED Group To |medu@medgr0up_com
1112972006 09:11 &h4 oo |
bece |

Subject |MEDU Matification from EmTrak 3.1 - From Pam Jones of MED Supply Company

MEDL Admin, please sign up William Shatner fwshatner@medgroup.com) for the following courses

REIHBURSEMENT SPECIALIST

Before employmente Hawe them complete HME 105 — How HWE Wiarks: An Owerview
. If you have any kind of company histary, mission, etc. have them read that also.

Day onesDiscussion of company walues —help them o understand the team they are coming ino, their role, the focus ofthe
company, te mission

. Mew Employee Paperwork

. Think about going through the processes within your company by showing how one order is referred, intake is
done, deliveries are pulled and delivered, and biling is completed. The approach is difierent for rehab v, HME . retail. |
you handle all, now may be the fime to show that.

. Wist Departments and have depariments do quick overview of their role inthe process (hat's the walue of them
daing HWE 105 prior)

Finish cay with:
. HWE 401 - Respect, Corfidentialty and Patient Rights
. HME 404 — The HIPAA Privacy Rule

Finishing up the Training Document

Your final step is to put in the Follow-up Date. In this case, since this is an orientation, we may
want to set the follow-up for 90 days from now, our introductory period. The option is up to you. If
you have them on a 30 day training program, then you would put a date 30 days from now.
Whatever you put in as the follow-up date, 7 days before that you will get a reminder that you
created a training program for this employee and you need to follow up. Leave the Training
Document Status as OPEN. Click the NEXT button.

Follow-up Date

LA hen wonict you ke fo foiiow g on Bhs fraining docoment?
m

2/28/2008 —  Todayis 11292006

T 1'Ii|lill(! Document Status

l¥hat is the status of this tralning document?

Open A

Emplovee Signature:

Reviewel Signature:

Review Date:

44 Previous Next
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Now you've got a training document you can print out, K&l Edt vew Favorites Tooks Help

put in your employee’s hands, use as a checklist | f you . o
want to. To print from your browser, either click on Edic with Micrasaft Office FrontPage i
FILE>PRINT from the menu on the upper left hand S

side of the page or click on the printer icon. Fage Setup. .

Note the place for both you and your employee to sign.
These signatures simply confirm your and their commitment to the training. Don't skip that step.

Edit Training Document Return to Menu
Employee Name Job Title

William Shatner Reimbursement Specialist

Department Managel

Billing Fam Jones

Employee 1D Date

G7EEEY 1152802006

Is this training for orientation? NO

MED UNIVERSITY

Training and/er Documentation to he Completed
List the training andior docimentation below that showld be completed on this tralning docament,
REIMBURSEMEMT SFECIALIST

Before emplovment
= Have them complete HME 105 — Howy HME Works: An Overview
= [fyou have any Kind of company histary, mission, etc. have them read that alsa.

Diay one

= Discussion of company values — help them to understand the team they are coming into, their role, the facus
ofthe company, the mission

= Mew Emplovee Papersork

= Think about going through the processes within your company by showing how one arder is referred, intake
is done. deliveries are nulled and delivered. and billing is comnuleted. The approach is different for rehab v,

Cray five

= REM 104 — Reimbursement Accounts Receivahle Manadgement and Caollections (if appropriate)
Process flow review — practice on some mack hillings, submissions.

= 25102 — Telephaone Caourtesy and Customer Service

= PPD 102 — Dealing with Canflict and Difficult People

Follow-up Date

lhen wowied you ke to follow op op this training document?
212812008

Training Document Status
lhat Is the status of this training document?
Cpen

Employee Signature:

Revdewer Signature:

Revdew Date:

Return to Menu
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Final Follow-up on the Training Document

You marked the Training Document OPEN because of the goals you set for the next few
weeks/months that you want to follow-up on. Based on the follow-up date, you will get a reminder
7 days before that date that you created a Training Document to be reviewed.

To get to the Training Document, click on this employee’s name on your Manager’s Page, then
you can either select the document in the Employee Log or click on VIEW > TRAINING
DOCUMENTS.

View /Print Full Employee Log

Del? |Date Log Entry {first 80 characters) VIEW...

@ 120062006  [Applause Document created by Jim Smith an 1 2006/2006 Training e

@ 1103002006  [Periodic Evaluation created by Pam Jones on 113002006

B 10292006 |William was 2 hours late today - nd day this waek Coaching Documents

% 11292008 |& SIGNED JOB DESCRIPTION A E Applause Documents

& 11012006 |Annual Review created by Pam J%em in the space pravided. Disciplinary Actions

@ |1020/2006 |Coaching Document created by Prysining Digcument Action created by Pam Jones on BI26/

E¥ |09/29/2006 | Applause Docurment created by P Periodic Evaluations

g 0811 502006  |[Disciplinary Action created by Pamgﬂl.‘“ Document: Annual Reviews

& 09152006 | Introductory Evaluation created by Cilick on the jcon below to apen the otiginal dociment. .

@ QBS26/2006  [Training Document Action createc@ I“tm"dw Evaluation
Job Description

The document is up. Now, click on Edit Training Document on the upper left-hand side.

Edit Training Document Return to Menu
Employee Name Job Title

Williarm Shatner Reimhursement Specialist

Department Manager

Billing Pam Jones

Employee 1D Date

GBYBRES 1112812006

Review the training to see if it is complete. Then click on the pencil icon to add some comments.
A date will automatically be inserted at the bottom of the field.

[ATETII
2 NIVERSIT

Training and/or Decumentation to be Completed MED UNIVERSITY
List the training andior documentation below that showld be completed an this tralning dacument.
REIMBURSEMENT SFECIALIST L
Before employment
. Have them complete HME 105 — Howe HWME Works: An Overview
. [fyou have any kind of comparny histary, mission, etc. hawve them read that also.
Day one
. Discussion of company values — help them to understand the team they are coming into,

their role, the focus of the company, the mission
. Mew Emplovee Papernwark v
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Put in your comments on the training and its completion. It this is done, then choose either
COMPLETE or SEALED and you are done.

OPEN means the document hasn’t been touched or there is still significant work to do.
COMPLETE means that you are done, but that the document can still be edited. Perhaps there is
something in the document that needs additional follow-up. Either way, you will get reminders
based on the follow-up date. Once you know a document is complete, then you may choose to
select SEALED. Once the document is SEALED, it cannot be edited. This offers security to your
staff member that final documents are the final document.

[ATETI
L . . - ED UNIVERSIT
Training and/or Documentation to be Completed M Y
List the training andior docmentation bejow that showid be complieted on this training document,

. 5 106 — Customer Service Fast Facts s
Dray five

. REM 104 — Reimhursement; Accounts Receivable Management and Collections (f

appropriate)

Process flow review — practice on some mock billings, submissions.

. 5 102 — Telephaone Courtesy and Customer Service

. FFD 102 — Dealing with Conflict and Difficult Feople

2162006 3:04 P.M. All training has been completed successiully, “

Follow-Up Date
W hen wookd vou ke to follow Qg ol this tralning document?

m
ef2af2006 ' Todayis 12/6:2006

Training Document Status
lhat is the statns of this training document?

Cpen b
[Complete .

Sealed k .

Beviewer Sianature:

Beview Date:

What if the training is not complete?

If the training is not complete, then in your comments, copy and paste from up above in the field or
type in what needs to be complete. Reset the follow-up date for a future reminder, leave the
document as OPEN, then when the email reminder comes in the future, follow-up once again.




