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MIECHV DATA COLLECTION PROCESS BEGINS

Enrollment of Parent or Guardian Only Enrollment of Parent or Guardian AND
(During Pregnancy) Index Child (Family)

V

PROGRAM Staff/Home Visitor Downloads Enrollment Forms from MIECHV Website

PROGRAM Home Visitor Completes MIECHV Enrollment Forms

1. Enrollee - Index Parent Only 1. Enrollee - Index Parent or Guardian AND
(During Pregnancy) 2. Index Child

V

PROGRAM Home Visitor Reviews Completed Enrollment Forms for Accuracy

PROGRAM Staff Sends Completed Enrollment Forms to
STATE (by Secure Email, Fax or Postal Mail)

STATE Data Manager begins Form Tracking Process

STATE Data Manager Produces & Emails PROGRAM/Home Visitor
Data Collection & Reporting Schedule

PROGRAM Staff/Home Visitor Downloads Additional Forms from MIECHV Website

PROGRAM Continues Completion, Review, and Return of Forms
Following Schedule Received from STATE Data Manager

STATE Performs Data Entry of all Forms Received from PROGRAM &
Follows-up with PROGRAM when Data or Forms are Missing

MIECHV Data Collection Continues until:

1. Index Parent & Index Child 2. Index Parent & Index Child
Successfully Complete Program Disenroll or Exit Program
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Processes of Downloading, Completing & Sending
MIECHV Forms

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k ok 3k sk sk sk sk sk sk 3k 3k 3k 3k 3k 3k 3k sk ok ok 3k sk sk sk sk sk sk 3k 3k 3k 3k 3k ok 5k ok ok ok 3k ok sk ok sk 3k sk ok ok ok ok ok ok ok ok ok ok sk sk sk sk sk sk sk sk sk k sk sk sk sk ok

Process for Downloading Forms and Saving Forms to your Local Site

Download Forms--Electronic “fillable” Microsoft Word Templates--from

the Oregon MIECHV website and save the forms to your local site:
1. Go to http://healthoregon.org/miechv (all lower case) (or http://bit.ly/ormiechv)
2. Select your Program
3. Onyour Program’s Web Page, In “MIECHV Forms” section, click on either “Enroliment
Forms” or “All Forms” link
4. Right Click on each form to download o
5. On the pop-up window, Select “Save target as...” Openin newtat

Open in n indow

Save target as...
Print target

Copy shortcut

Select the SECURE drive or location to save the forms:

“I E-mail with Windows Live
&  Share with Live Messenger
g Translate with Bing

2 Save As All Accelerators L4

Add to favorites...

Organize ~ Mew folder

Properties

= =
j Documents - Name Date modified Type
rJT Music

[/ Pictures

B videos

. older 6/28/20121:50 PM File folder

& Homegroup

18 Computer
&, Local Disk [C:)
—a RECOVERY (D)

e Removable Disk |

- e [T '

FIENEL S Form M3 _Enroliment Index Parent.dotx]

Save as type: | Microsoft Office Word Template (*.dobe) &

* Hide Folders Save ] [ Cancel

6. Save the Microsoft Office Word Document (*.doc or *.dot) as it is already named (For
example, M1.dot, M6C.doc, M8.dot, etc.)
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http://healthoregon.org/miechv
http://bit.ly/ormiechv
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Process for Completing Downloaded Forms on your Computer

Gather data needed to complete Forms.

Rename the Form Templates saved at your local site:

1. Open the form template saved at your local site the same way you would open any MS
Word file.

2. Save the document with the client ID# to your local site
A. Select “Save as”
B. Name the file: first with the form number, followed by the client ID# (For
example: M1_1234567.doc, M6P_12345.doc, M9_123456.doc)

i. The form # appears in the first top line of the form’s title:

Page Layout Referente: Maings Review View Agd-ins

Addendum Qg’-ETC PHQ-9

Intake-3 or 4™ Visit

Change

**Reminder: Only return this Addendum to state. Do not return PHQ-9 (o state

Nome of Home Visitor: J

ii. The form number and the client ID# should be separated by an underscore
symbol. This file name begins with “N3” followed by an underscore and
then client ID #:

File name: MN3_12345678.docx - |

Save as type: |W|:|rd Document (*.docx) -

Data Reporting Process Page 4 of 15 rev 10.01.2016



Enter Data Collected directly into Electronic Enrollment Forms:
1. Complete each field or question. Further instructions can be found in Chapter 4 of the
Data Collection Manual: MIECHV Forms and Instructions. Enter Data as follows:
A. Numbers:
i. KeyPad
ii. Number row
B. Text: Type
C. Check Boxes
i. Click on Box with Mouse & Pointer
i. Type “X” in Box
D. Advance to Next Field
i. Tab
ii. Arrow Keys
iii. Click with Mouse & Pointer
2. Save File (use same file name that you saved it as previously)
3. Reminder: Be sure to save completed forms securely on your local site’s restricted
storage drive so unauthorized users to do not have access to confidential information
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Processes for Returning Completed Forms to State Data Manager

1. By Secure Email:
See Page 6 for Instructions on Setting up Secure Email Account and Page 10 for
attaching documents to secure emails.

2. By Fax (971) 673-0240:
A.Program number into fax machine you will be faxing from in order to minimize
possibility of sending to wrong number
B. Send Attention to: Tina Kent, MIECHV Data Manager

3. Postal Mail:
Put Hard Copies of Completed Forms into Envelope and Mail to:
Tina Kent, Data Manager
Public Health Division, MCH
Oregon MIECHV Program
800 NE Oregon St, Ste 825
Portland, OR 97232

For tracking purposes, after you have received the “MIECHV Data Collection & Reporting
Schedule” from the State Data Manager, you can then put the date that you send the
forms to the state in the column titled “FORM SENT TO STATE.”
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Unlocking secure messages from DHS and OHA

The Oregon Health Authority and Department of Human Services are strongly
committed to protecting the privacy and security of the people we serve. It is
required by law, it’s part of our core values, and it’s the right thing to do. That is
why we require that all email be sent securely if it contains protected client
information.

Due to recent changes in the federal Health Insurance Portability and
Accountability Act (HIPAA), recipients of secure email now have to log in to our
system in order to read secure email messages.

Beginning January 12, 2015, when you receive a secure email from DHS or OHA,
you will have to log in with a user name and password in order to read that email.
You will also use this system to send a secure email to these agencies.

This is a change in the way DHS and OHA have communicated with you. It is
happening because of revised federal rules related to the Health Insurance
Portability and Accountability Act (HIPAA).

Setting up your account

The first time you exchange secure email with DHS or OHA on or after January 12,
you will be prompted to set up an account with a password. You will be directed
to a site called “Proofpoint Encryption” to do this. You will see the following
message:

First time here? (You’ll be asked to register.)
Already registered? (You’ll be asked to log in.)

You will be prompted to create an account. All you need to enter is your email
address, name and password. The password must be eight to 20 characters, and
contain numbers and upper- and lowercase letters. Please complete all the fields
and select “Continue.”
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Registration

Emai Acdress Your.name@your.company.com
First Name

Last Name

Password

Confirm Password

l . & Continue
That’s it! You can read your secure email.
Using your account

The next time you want to read a secure message, you will be prompted to log in
using your password.

Login

_ ‘e Health

Log in 1o read your secure message
Emad Address Your.name @your.company

Password |

3 Forgot Password 3 Continue

Password renewal

Your password will last for 90 days. As the expiration date nears, you will be
prompted when you log in to change your password. Follow the link to change it.

proofpoint?

g Reply ¢ Rephy All gy Forward @ Help: ﬁ Legout

our password will expire in 6 days. Click here to changeit.

From: e I g Tposst coaeen Sent  Tuesday, July 27, 2010 11:32:58 AM
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If your password expires before you change it, you will be prompted to change it
the next time you receive a secure message.

Enter New Password

proofpoint?

“our password has expired or is expiring soon.

Enter a new password.

Email Address: e e e

Mew password: | |

Confirm password: | |

% Confinue

If you forget your password, use the “Forgot Password” link.
Login

@- R@m‘]‘bﬂlth

Lwnwmnmmmtm

Emad Address Your name@your.company

Password |

| % Forgot Password ]l 3 Contiove

You will receive an email with a link in it. Follow the link to change your password.

Initiate Secure Email

proofpoint?

Fleasze provide your email address to proceed.

Email Acldress:

¥ Cortinue
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Starting a new secure email conversation with someone at DHS or
OHA

To send a secure email to the Department of Human Services or Oregon Health
Authority, open a web browser and go to our secure email website at
https://secureemail.dhsoha.state.or.us/encrypt. (This site will not be available
until January 12, 2015.) It will prompt you to enter your email address.

\Initiate Secure Email

proofpoint?

Pleaze provide your email address to proceed.

Email Address:

% Cortinue |

If you are already registered, you will be asked to enter your password. If you are
not registered, you will be asked to create an account. See above for instructions.

This process will allow you to send mail only to an address that ends with
“@dhsoha.state.or.us”.

Please note: This entire process — registering, logging in and then composing and
sending your secure email — has to be done in the same browser, on the same
device, within one 60-minute period.

Questions?

If you are having problems with the process or just have a question, please send
an email to dhs.servicedesk@state.or.us or call 503-945-5623.
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- =  eHealth

Attaching a File to a Secure Email from Tina

<5 S -~ I . ™ 'BCopy
\ - == N
OX e@a§ B kP~ 4 &
Junk Delete Reply Reply Forward Addto Move Copy Flag Watch o y Previous Next
: all e | calendar to to i‘i"a‘l Encoding

Delete Respond Actions Navigate

J» | Test secure
A= ‘ Kent Tina M

SecureMessag
/| eAtt.html

N

1 This is a secure message.
Click here by 2014-09-15 22:21 PDT to read your message.

[ After that, open the attachment.
More Info
Disclaimer: This email and its content are confidential and intended solely for the use of the
addressee. Please notify the sender if you have received this email in error or simply delete it

Secured by Proofpoint Encryption, Copyright © 2008-2013 Proofpaint, Inc. Al rights reserved.

Documents & Pictures = Videos o) Music

Libraries

1. Open the Secure Email by Clicking on “Click here”

2. OR Open the Secure Email by Double Clicking on
“SecureMessageAtt.html” button

Page 10 of 15



-Eile Edit Wiew History Bookmarks Tools Help

I.H‘“ MSH.com % Citrix Receiver

€ & hp

RE: Test secure ® | Testsecure

Flees & 3 8 E

ureemnail.dhsoha state.or.us/securereader/read jsf c 'E‘s

B Clackamas VB Varsity ... @b CHS ParentVUE 8 Ebates & MIECHV b 1stTech [l Am Exp I3 Bing Maps I Bing Travel {0p CHASE VISA [ FB 'we MSN Games B Citrix Receiver (O] OutlookWik |} AccessSMU (@) Pinte

"ous.. Health

| .__E;Reply (=4 Reply All
7/

From: TINA M KENT@dhsoha.state.orus Sent: ar
v
Ce:

Subject: Test secure
§ Digital Signature is VALID

Dkjfdjfkldjfkljdkfids;jf

Powered by P

cuments [S Pictures

Libraries

3. Click on “Reply”
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-Eile Edit View History Bookmarks Tools

—
ma} MSN.com x

(- & hty secureemail.dhsoha.state.or.us/securereader/ compose,jsf c '(399;:‘5 p ﬁ' B & ¥+ &

Help

Citrix Receiver RE: Test secure RE: Test secure

B Clackamas VE Varsity ... @ CHSParentVUE @8 Ebates § MIECHV €b 1stTech [l AmExp B Bing Maps | Bing Travel £0p CHASE VISA [E FE ‘s MSN Games [BJ Citrix Receiver (O] OutlookWk | | AccessSMU-

"o HéAlth

| “Flsens R cancel
To: TINA M. KENT@dhscha.state.orus
Send me a copy
Subject: ‘RE: Test secure

Aftachments: @J Attach a file
> A

”»

~

From: TINAM.KENT@dhsoha.state.orus
Sent: Tue, 8 Sep 2014 05:21:28 +0000
To:

Ce:

Subject: Testsecure

Dkjfdjfiddjficljdkfjds jf

Pow

ocuments ctures 0 VIUSIC
ts [ Pict o M

Libraries

4. Click on “Attach a file”
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.Eila Edit View History Bookmarks Tools Help

RE: Test secure

" B hittpsi//secureemail.dhsoha.state.or.us/securereader/ compose jsf v e ' Google P ﬁ' B A ¥+ &

B Clackamas VB Varsity ... 4b CHS ParentVUE @8 Ebates % MIECHV b 1stTech |l Am Exp B3| Bing Maps I3 Bing Travel d0p CHASE vIsA B3 FB ‘g MSN Games [B) Citrix Receiver (O] OutlookWk { | AccessSMU (@) Pi

Toe. Health

| ‘F send R cancel
To: TINA.M KENT@dhsoha.state.orus
Send me a copy
Subject: |RE' Test secure

Attachments: a Cancel

”

FE| & gk | Format V| Fant v| Size V| ST

From: TINAM KENT@dhsoha.state.orus
Sent:Tue, 9 Sep 2014 05:21:28 +0000
Cec:

Subject: Test secure

Dkjfdjfid difidjdidds jf

Powered by

5. Click on “+Add...” button
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@ File Upload W R ——
OO |3 v Libraries » Documents » = | 4 | |
Organize » MNew folder P& =
¢ Favorites Documents library R jessSMU @ Pinterest
B Desktop Includes: 2 locations ¥
% Downloads Mame ’ Date modified Type Size o
=l Recent Places L ewmimige RO T s
| Favorites B | Rescued document.bed 9/13/200910:06 PM  Text Docurnent 28 KB e He
H Microsoft Answe ﬂ_] 7/6/200012:42 PM Microsoft Word 9... 21KB
& OneDrive 5/28/2011 11:47 AM  Adobe Acrobat D... 36 KB
& 7/5/2012121 PM  Microsoft Word D... 12 KB
a Libraries & 9/12/2010 2:50 PM  Microsoft Office P... 635KB
% Documents 1] Testing.docx 9/8/201410:43 PM  Microsoft Word D... 13KB
,Jj Music Eﬂ 1/2/2011 9:23 PM Microsoft Word D... 11 KB
] Pictures 3/14/20126:51 PM Microsoft Office P... 41 KB
B videos 12/31/1999 7:00 AM VOB File T8 KB =
o 4/4/201310:42 PM  Microsoft Excel C... 62 KB -
File name: Testing.docx - IAII Files (*.*) ']
[ Open |v] [ Cancel ]
Cc: .
Subject: Test secure
DEjfdjfil djfkljdifjds:jf 6

d by Proofpo

6. Select the File to attach from your local directory and click on

“Open” button
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File Edit View History Bookmarks Tools Help

« (24) MSN.con x x % | RE: Testsecure

{' @ hitps://secureemail.dhsoha.state.orus/securereader/composejsf ¢ 'Goog:'e p ﬁ B f 4 & =

B Clackamas VB Varsity .. @ CHS ParentVUE €8 Ebates § MIECHV €b 1stTech [l AmExp B Bing Maps b Bing Travel €3 cHASE VIsA 7 FB ‘st MSN Games [BJ Citrix Receiver (O] OutlookWk [ | AccessSMU @) Pintere

et Health

8 A send 8 cancel [?
To: TINA M. KENT@dhsoha state orus
Send me a copy
Subject: |RE: Test secure

Attachments: %CEHCE\

+ Upload A Clear all

Testing docx Cancel

(]
I
il
1]
[

&

I
»]

3 & 2k =| [ Font w|[size]=] &~ B I U == X x* iz iZ

From: TINA M KENT@dhsoha state.orus
Sent: Tue, 9 Sep 2014 05:21:28 +0000
To:

Cce:

Subject: Test secure

Dkjfdjfkldifkljdikfjds;jf

Powered by Proc

h

B Documents [ Pictures = Videos o' Music

Libraries

7. Click on “Upload” button
8. Click on “Send”

(If you DO NOT want a copy of this email sent to you, UNCHECK the
“Send me a copy” Box)
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