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KHIE On-Boarding
Key Processes
1. Intake
Outreach Coordinator
· ‘Welcome’ Call/Contact 
· Initiate contact after request from client is received
· Introduce KHIE 
· Gather preliminary information and enter into GenTrack

· Obtain facility NPI and forward to KHIE Project Manager

· Obtain PA contact information

· GOEHI Staff attorney will send PA if contact has been determined and information has been entered into GenTrack

· Email Welcome Packet 

· Executive Summary

· KHIE Coordinating Council Structure

· KHIE at Full Implementation

· KHIE Fact Sheet

· Immunization Registry information

· Schedule conference call 

· Official Intake Conference Call
Intake Team
· Intake Coordinator, Staff Attorney, Outreach Coordinator, KHIE Project Manager or designee, MPI Project Manager or designee
· Discussion re: KHIE Participation Agreement

· Discussion re: In-Kind Contribution Process

· Discussion re: Connectivity Options
· Discussion re: VHR demo, as appropriate 

· GOEHI Staff Attorney will, if not already done so, email KHIE Participation Agreement  and update GenTrack
· Outreach Coordinator updates meeting notes in GenTrack 
2. Receipt of SIGNED Participation Agreement
· GOEHI Staff Attorney sends executed PA to Participant
· GOEHI Staff Attorney sends In-Kind spreadsheet which includes instructions for completion and instructions for monthly submission to KHIE
· Intake Team transitions the process to the Technical Team to initiate the next step of the on-boarding process.
3. Implementation 
Technical Team
· Contact Participant via email or call within two weeks of receipt of PA to 
· initiate a “discovery” attempt to find out vendor contact and participants included on call
· provide brief overview of the connectivity options available, based on vendor’s capabilities
· advise participant to contact vendor to discuss any fees that may be associated with the work the vendor may do  
· discuss the “kick off call” and explain what will be accomplished during the call
· time is allotted for vendor, participant, and technical team to coordinate schedules; timing is a consideration, as vendor may place KHIE in their queue
· Technical team members may contact vendor for a “discovery” call to be informed of what the vendor is capable of doing and be prepared for the actual “Kick off call”
· Schedule “Kick Off” call

i. Includes a detailed, more in-depth discussion with the participant, participant’s vendor, and KHIE Technical team to determine method of connectivity 

ii. Include Outreach Coordinators and MPI Project Manager on meeting invite
iii. Technical team will update in designated location throughout the technical phase
· Forward the appropriate Technical forms (ACS or Axolotl) to client
1. Connection to Edge Server

a. VPN connectivity

b. Readiness Assessment

c. Physician Address Book
d. Bulk spreadsheet
2. Connection via MS Web Security

a. KHIE Participant Guide
b. KY GDE HL7 Companion Guide Patient Administration
c. Bulk spreadsheet

· Technical Team will communicate with the primary contact(s) and vendor(s) as needed to complete forms accurately and discuss need for translation tables
    4.  KHIE determines slotting priorities for client and schedules conference call
· KHIE tech team will work with Participant to
i. Create “Project Schedule” and add resources to tasks, including committed time frames 
ii. Forward to appropriate Outreach Coordinator 
iii. Determine availability of client resources to meet MU
· KHIE tech team will work with Participant to identify super users

i. Determine VHR training needs, when applicable

ii. Technical Team debriefs VHR Trainer on Participant’s training plan and provides the super user information

iii. VHR Trainer forwards “Provider Training Manual” to Participant for review of training protocol
·  Axolotl Edge Server Solution
i.  Review Readiness Assessment and VPN document 
ii.  ACS/Axolotl schedule weekly conference call
· 
ACS CCD Solution

i.  Review EMR Interface Checklist 
ii.  ACS/Axolotl schedule weekly conference call

5. Provision Users (ACS Team) (parallel process to step 6 after completion of step 4)
a.  Invoke Access/Security Process
i. Confirm appropriate contact for provisioning users

ii. Receive spreadsheet for validation user account setup

iii. Review test user spreadsheet for user account setup

iv. Receive spreadsheet for production user account setup

v. Review production user spreadsheet for user account set up

vi. Set up user accounts and forward to technical team
6. Training:  KHIE Community Portal/Virtual Health Record (simultaneous w/step 5 after completion of step 4)
a. Add client dates to ‘training’ calendar
b. Send meeting requests with ‘call in’ information to client super users
c. Verify receipt of all meeting requests confirmations
d. Set up webinar and tools needed for training or arrange on site training visit
e. Train Super Users on system
7. Connectivity (VPN/MS Web Security)
a.  Vendor works with client to achieve connectivity

b.  Host weekly conference call

c.  Confirm success of end-to-end interface connectivity test
8. Testing
a. Send validation log to client
b. Exchange test transactions
c. Data Validation testing
d. UAT Client Approval

i. KHIE will send appropriate approval packet

e. UAT KHIE Approval by GOEHI Executive Director or Deputy Director
9. LIVE IN PRODUCTION!
a.  Confirm production user accounts are set up

b.  Review Help Desk Process 
10.  Maintain ‘Weekly Technical Call’ until appropriate to transition to “Maintenance Mode”.
11. Communications/Marketing
a. The Milestones listed below will be posted on KHIE website by the web editor 
i. PA signed and connection option chosen
1. GOEHI Staff Attorney notifies web editor
ii. LIVE on KHIE 

1. KHIE Project Manager notifies web editor via Distribution List
