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Why have an Operational Profile?
To start, FILLING OUT THE SBHC OPERATIONAL PROFILE IS A REQUIREMENT FOR CERTIFICATION. In addition
to being a requirement, the profiles provide vital information that serves many purposes including:

Demonstrate that sites are in compliance with the Standards for Certification such as:

0 Staffing roles and shifts

O Hours of Operation

0 Key Performance Measures (KPM)

0 Financial - Annual Revenue
Enable the State Program Office (SPO) to answer questions from legislators or partners regarding
information such as:

0 Patient Centered Primary Care Home (PCPCH) status

O The number of centers with Youth Advisory Councils/Committees

0 The number of centers with Dental Providers, etc.

Who is responsible for filling out the Operational Profile?
Each SBHC Site Coordinator is responsible for the content of their Operational Profile(s) as a requirement for
SBHC Certification.

When to fill out the Operational Profile?

Before initial certification: Prior to initial certification verification site visit.
After initial certification — October 1%t Deadline: Concurrent with the start of each school year, sites are
required to have their Operational Profiles up-to-date by October 1° each year.

As changes occur throughout the year: Changes in staffing, hours, or other information occur
throughout the year; sites are required to keep their Operational Profile up to date. Key Performance
Measure and Financial information is only submitted once a year by the October 15 deadline.

Prior to the verification site visit

State Program Office - Operational Profile Audit Process

After the October 1t deadline the SPO will audit the Operational Profiles to ensure sites are in compliance
with the current Standards for Certification. Sites that are out of compliance will be notified and may be
required to submit waivers for compliance issues. Waivers are not issued for incomplete operational profiles.
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Areas that need to be updated by the October 1st deadline AND throughout the year for the
CURRENT fiscal year:

(Fiscal year = July 15t through June 30t")

e Details tab e Shift Hours tab
e Operations tab e Services tab
e Staff tab

Areas that are updated once a year by the October 1st deadline for the PREVIOUS fiscal
year:

(Fiscal year = July 15t through June 30%")

e KPMtab

e Physical Health Billing/Revenue tab
e Mental Health Billing/Revenue tab

NOTE: Brand new SBHCs that are certified on or after January 1 are not required to submit KPM data for
that fiscal year. SBHCs who undergo a transfer of medical sponsorship on or after January 1 are not
required to submit KPM data for that fiscal year, but do need to submit financials for whatever portion of
the year they sponsored the SBHC.

Accuracy Confirmation Areas MUST be Completed

Once you have logged in, you will see an accuracy confirmation area at the bottom of the Details, Operations,
Staff and Shift Hours tab. You must verify the information on those pages/tabs is fully complete and accurate
by filling out the accuracy confirmation area (shown below). This area indicates you have reviewed and
updated the information shown on that tab and are confirming that it is accurate. If you don’t fill this area out
the Operational Profile is not complete.

Accuracy Confirmation Area S This information is accurate
Confirmed by

Internet Browsers

You can only use Chrome, Safari, Edge or Internet Explorer (11 or higher). Firefox and older versions of
Internet Explorer (10 or below) may not display contents properly.

Navigation Tip
Do not use the ‘Back button’ on your internet browser as it will take you out of the system. Use the buttons
provided on the website.

Changes to the database are AUTOMATIC

Any change you make is immediately saved, even if you navigate away from the page before you are finished
entering the information.

If you require any assistance or have questions, please contact the
Oregon SBHC Program Office at: 971-673-0249 or SBHC.PROGRAM@DHSOHA.STATE.OR.US.
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Before you can log in to the SBHC data system, you must obtain your Account ID and Password from the
Oregon SBHC State Program Office at SBHC.PROGRAM@DHSOHA.STATE.OR.US. Login information does not
change from year to year.

1. Click the link to login:
http://epiweb.oha.state.or.us/fmi/webd#

FileMaker WebDirect screen will appear.

2. Open the SBHC Operational Profile login page by clicking the “SBHC” icon.
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3. Enter your account name and password and click the "OK" button.

NOTE: Use the same login information as last year.

4. From the “SBHC Menu”, select your desired center by clicking the “To SBHC” button.
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5. The “SBHC Detail” screen will appear with the “Details” Tab selected by default.

6. The “SBHC Info” section is where you edit physical address/mailing address, host
school name, phone numbers and EMR/EHR (electronic medical or health record)
data/billing information system for the center. Please be sure to fill out all
applicable areas.
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7. The “County Info” section contains information on the county the SBHC resides in.
To edit the County contact information, click the orange “Edit County Info” button
on the right.

8. The “System/Medical Sponsor Info”, “Mental Health Agency”, and “Dental health
Agency” sections contain contact information for their respective contacts.

SBHC Name Falie SBHC Host School Name Fake High School
SBHC Info SBHC Physical Address SBHC Mailing Address []same as Physical

Address Line 1 555 Ne 9th ave Mail Address Line 1 555 ne 9th Ave

Address Line 2 Mail Address Line 2

Portland or 57211 Portland OR 57211
Phone 555-555-5555 InfoSystem Epic R
_ il pa Ly, LN
Fax 555-555-5555 Primary Care EMR Fancy EMR == °

Mental Health EMR Fancy EMR Electronic Claim () yoc (® pg

County Info Edit County Info
County Cascadiaq

Primary Contact Testy Smithtest
Phone 555-555-5552

Email TS@cascadiag.co.com

System/Medical Sponsor Info Edit System Info
System zCascadiaTest
Primary Contact |kjsdf Willam
Phone 503-123-4564

Email joe@testsystem.com

Mental Health Agency

Mental Health Oregon Mentsl Health Agency Accuracy Confirmation
Primary Contact Thanos
Phone 123-371-1101
Email QMHA@OMHA.com

This information is accurate D

Confirmed by

Dental Health Agency
Dental Health Oregon Dental Agency
Primary Contact Captain America
Phone 133-123-1234
Email 0DA_Dental@Dental
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9. Lastly, when all of the above information is updated and verified to be correct, click
the checkbox and type your name in the bottom right corner of the tab. IMPORTANT:
If you do not fill out this area, we do not know the information on this page is up to date. If
it is not filled out, the profile is considered incomplete and out of compliance.
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Updating SBHC Operations Information

10. To edit SBHC Hours Open for Clinical Services, Populations Served and other
information, select the “Operations” tab.

Fake SBHC SBHC ID 9999

Hours Open for Clinical Services (physical, behavioral and oral health)

Regular Hours Summer Hours
Open Close Open During Summer Open Close
Monday 10:00 AM 2:00 PM OV Mo Monday 10:30 AM 2:30 FM
Tuesday g:20 AM 4:30 PM Tuesday g:30 AM 2:30 PM
Wednesday s:00 AM 2:00 PM Wednesday 5:30 aM 2:30 PM
Thursday g:3p AM 4130 PM Thursday 5:30 aM 2:30 PM
Friday Friday g:30 AM 2:30 PM
Populations Served FQHC
Serves students from other schools ®) Mo Quaﬁ;i:}?lueglfﬁ%i::t“;

FQHC) site? L)
MNames of schools or districts that your SBHC serves {FaHC) = Lz

Mames of schools or districts

PCPCH
PCPCH Stat
s ® Yes Mo
Serves Non School-aged Population (#) .o Mo Tier 2
Population Served Date of Last 10/3/2018 =

Recognition
#| Pre-K (Children from birth through 5 years of age)

#| Post High School individuals

Youth Advisory Council
| Faculty and Staff of the schoaol ¥

Do you have a Youth
Other Advisory Council? |«

Please enter any other non-student populations
served by this SBHC

Fake SBHC is open to adult community members. Accuracy Confirmation
This information is accurate [ 7/27/2017

Confirmed by F3lo staff
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11. The “Hours Open for Clinical Services” section contains 3 key pieces of information
that need to be updated for the CURRENT service year (7/1/2019 - 6/30/2020):
(1) “Regular” hours open for clinical services, (2) whether or not the center is open
during the summer, and, if so, (3) what the summer hours are

12. The “Populations Served” section contains information defining the populations
seen at the center.
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13. The “FQHC” section asks if the SBHC is a Federally Qualified Health Center site.

14. The “PCPCH” section contains information on the Patient Centered Primary Care
Home status of the center and the date it was last recognized as being a PCPCH.
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15. The “Youth Advisory Council” section asks if the center has a Youth Advisory
Council (YAC).

16. When all of the above information is updated and verified to be correct, click the

checkbox and type your name in the bottom right corner of the tab. IMPORTANT: If
you do not fill out this area, we do not know the information on this page is up to date. If
it is not filled out, the profile is considered incomplete and out of compliance.
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17. To view a list of all the staff who work for an SBHC, navigate to the “Staff” tab from
the SBHC Detail page.
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18. The “Staff” tab contains a list of all staff associated with the selected SBHC and
their roles. Roles are assigned by editing the individual staff records. To edit staff
roles see #30 of the “Editing Existing Staff Records” section for more information.

a. SBHCs should assign the following roles (staff may hold multiple roles):

i

ii.
iii.
iv.
V.
vi.
vii.
viii.
iX.

Immunization Coordinator
Laboratory Coordinator
Medical Director
Office/Health/Medical Assistant
Primary Care Provider

Privacy Official

Quality Assurance Coordinator
SBHC Administrator

SBHC Site Coordinator

b. Additional roles are available and should be assigned to appropriately reflect the SBHCs staffing
model (i.e. QMHP, Oral Health Provider, Nurse, etc.)

c. SBHC role descriptions can be found in the Standards for Certification found on the SPO website
(www.healthoregon.org/sbhc).

Page 15 of 56



http://www.healthoregon.org/sbhc

19.

20.

21.

22.

23.

To create a new staff member record, see #24-26 of the “Creating New Staff
Records” section for more information.

To add an existing staff member to the SBHC staff list, see #31-33 of the “Editing
Existing Staff Records” section for more information.

To edit an existing staff member record, see #27-39 of the “Editing Existing Staff
Records” section for more information.

To remove a staff member from an SBHC staff list, see #34 of the “Editing Existing
Staff Records” section for more information.

After all staff are listed and individual information is up to date and verified to be
correct, click the Accuracy Confirmation checkbox and type your name in the
bottom right corner of the tab. IMPORTANT: If you do not fill out this area, we do not
know the information on this page is up to date. Ifitis not filled out, the profile is
considered incomplete and out of compliance.
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24. To create a new staff member, go to the “Staff List” page. There are two ways to

25.

get there (shown below):

a. Viathe “SBHC Menu” page by selecting the “Staff List” button.

b. Via the “SBHC Detail” page - “Staff” tab by selecting the “Staff List” button.

At the “Staff List” screen you can create a new staff record by clicking the “New
Staff” button in the upper right hand corner of the page. This will take you to a
blank individual staff record.

26.

In the blank staff record (“Staff Detail” page), you need to fill out the required
information. see the “Editing Existing Staff Records” section for more information.
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Editing Existing Staff Records

27. To edit a staff member record, you can navigate to the staff record in one of two
ways.

a. The first way is via the “SBHC Menu” page by selecting the “Staff List” button.
Once you are on the “Staff List” page you can access an existing staff record by
clicking the “To Staff” button on the left side of the desired staff member row.
The “Staff Detail” page will appear with the “Staff” tab showing.

b. The second way to access an existing staff record is via the “SBHC Detail” page -
“Staff” tab by selecting the orange “To Staff” button on the left side of the

desired staff member row. The “Staff Detail” page will appear with the “Staff”
tab showing.
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28. The first area of the individual staff record “Staff” tab is basic contact information
for the staff member. PLEASE USE PROPER CAPITALIZATION in this section.

29. The second area of the “Staff” tab contains the mailing address for the staff
member if they receive mail at a different address than the SBHC. If the staff
member works at multiple SBHCs please list their preferred mailing address in this
area.
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30. The third area on the “Staff” tab contains roles and credential information for the
staff member.

31. The fourth area of the “Staff” tab lists the SBHC(s) where the staff member works.
To add a staff member to the staff list of an SBHC, click the orange “Add SBHC”
button on the upper right side of that area and choose an SBHC from your system
SBHC list.

IMPORTANT: This step is critical. Staff will only show up on SBHC Staff lists (“SBHC Detail” page - “Staff”

tab) of SBHCs added in this area. EVERY staff member must have at least one SBHC listed here unless
their record is being deleted. Shifts hours cannot be added without adding an SBHC here.
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32. A menu bar will appear below, click the triangle on the right side of bar to show
the drop down menu of SBHCs in your System.

M=  Staff Detail - Web =

HOME
Test First Test Last Staff 1D 360
First Test First Last Test Last
Email of staff member TLast@fake.com staff phone # 541-555-1234 SBHCs associated with Test First Test Add SBHC
Employer County X Public Health Department Alt. Phone # 541-555-4321 Last
[If mailing address other than SBHC) To SBHC I I [x]

Organization County X Public Health Department
Address Line 1 123 South Jay Strest
Address Line 2 Rgom 10

City |Lost City State QR Zip 57522
Roles Credentials
Health Dept Administrator Alcohel & Drug Counselor
Health Dept SBHC Primary Contact Community Health Worker
Immunization Coordinator CHA
Laboratory Coordinator Dentist (DMO)
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33. Choose the appropriate SBHC from the drop down menu by clicking the desired
SBHC name.

M=  Staff Detail - Web —
HOME LIST
Test First Test Last Staff ID 360
First Tect First Last Test Last
Email of staff member T ast@fake.com staff phone # 541-555-1234 SBHCs associzted with Test First Test Add SBHC
Employer County X Public Health Department Alt. Phone # 541-555-4321 Last
[If mailing address other than SBHC) To SBHC (]

Organization County X Public Health Department
Address Line 1 123 South Jay Strest
Address Line 2 Rpom 10

City Lost City State oR Zip 97522
Roles Credentials
Health Dapt Administrator Alcohol & Drug Counselor
Health Dept SEHC Primary Contact Community Health Worker
Immunization Coordinator CNA
Labaratory Cocrdinatar Dentist {DMD}

Fake SBHC
Fake SBHC Loretta
Fake SBHC Matt

NOTE: If you try to navigate to the Staff Detail - Shift Hours tab without assigning the staff

member an SBHC you will get an error message.
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34. To remove a staff member from the staff list of an SBHC:

a. First, on the Shift Hours tab, delete any shifts the staff member has at the
SBHC you are removing them from. See “Editing Existing Staff Record” section
for more information about deleting shift hours.

b. Second, on the Staff tab, click the “X” in the black circle to the right of the
desired SBHC.
NOTE: This does NOT remove the staff member from other SBHCs listed in this area or the overall
system staff list. To remove a staff member from the system staff list, see #44-47 in the
“Removing Staff from the System Staff List” section for more information.

35. The Staff tab also contains an area that shows the SBHC system in which the staff
member works. Staff cannot be associated with multiple systems. This area is
updated by the SPO.

M=  Staff Detail - Web =
HOME LIST
Test First Test Last Staff 1D 360
First Test First Last |Test Last
Email of staff member TLast@fake.com staff phone # s41-555-1234 SBEHCs associated with Test First Test Add SBHC
Employer County ¥ Public Health Department Alt. Phone # 541-555-4321 Last
(If mailing address other than SBHC)
Organization County X Public Health Department
Address Line 1 123 South Jay Strest
Address Line 2 Rggm 10
City Lozt City State |oR Zip 57522
Roles Credentials

Health Dept Administrator
Health Dept SBHC Primary Contact
Immunization Coordinator
Labaoratory Coordinator
Medical Director

#| Nurse
Office/Health/Madical Assistant
Oral Health Provider
Primary Care Provider
Frivacy Official
Quazlified Mentzl Health Professional
Quality Assurance Coordinator
SEHC Administrator
SBHC Site Coordinator

Alcohol & Drug Counselor
Community Health Worker
CHA

Dantist (DMD)

Do

Expanded Function Dental Assistant
Health Educator

LCESW

LpC

LPN

MD

Medical Assistant

MND

NP

PA

Systems associated with Test First Test Last

z(Czscadia Fakay

Staff members can be associated with a system, even if
they aren't staff members at any SBHC in that system,
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36. After the “Staff” tab is complete, you’ll move on to the “Shift Hours” tab of the
individual staff record. It contains the area where on-site SBHC shift hours of the
staff member are listed. All of their on-site shifts should be on this tab even if they
work at multiple SBHCs.

IMPORTANT: Shifts cannot be created unless the staff member is listed on the staff list of a SBHC
first. See #31-33 for instructions on adding staff to an SBHC staff list.

37. To add a shift, click the orange “Add Shift” button in the upper right corner of the
tab to create a new shift record. A blank shift row will appear with drop down
menus to select the shift details like the shift day, shift frequency, start time, end
time and the SBHC where the shift is worked.

Shift I : I
Day Shift Frequency Start End Duration  SBHC Name Add Shift

I Weekly 7:00 AM 7:00 AM o I [x]

38. To add or edit shift details click the arrow on the right side of each drop down
menu to select the shift day, shift frequency, start time, end time and SBHC where
shift is worked.

NOTE: If the “*Shift Hours entry is missing information” warning is present you haven'’t filled out
all of the required shift information. Required fields are yellow.

NOTE: If you try to navigate away from the Staff Detail - Shift Hours tab without fully completing
the shift you were working on, the bellow error message will pop up telling you the shift is
incomplete.
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39. To delete an existing shift, click the “X” in the black circle on the right side of the
shift.

Shift Hours of an SBHC

40. To view a list of all the staff shift hours for an SBHC, click the “Shift Hours” tab
from the “SBHC Detail” page.

#=  |SBHC Detail - Web =

HOME LIST
Fake SBHC SEHC ID 999
Shift Hours To see all existing staff in system, ADD a shift for an existing staff Staff List
member to this SBHC or CREATE a new staff member click here:
shift
Day Shift Frequency  Start End Duration  Staff Member Role
Tao Staff Monday weekly 7:00 AM S:00 AM 2 Jack Johnson Office/Health/Madical Assistant
To Staff Monday Waekly £:00 AM 12:00 PM 4 Polly Pop Oral Health Provider
. TrEn s o 12:20 BM 5.30 BM . Quzlified Mentzl Health Professional, Health
i To Staff | Monday 4 3 FirstName Lasthame Dept SEHC Primary Contact
To Staff | Tuesday weekly F00 AM 11:00 AM 4 Jackie Smithson Primary Care Provider
. . X Quzlified Mentzl Health Professional, Health
To Staff Tuesday Weskly o= L] =EERHAL S FirstName LastName Dept SBHC Primary Contact
To Staff  Wednesday Weskly 7:00 AM 12:15 PM 5.25 Jack Johnsan Office/Health/Madical Assistant
To Staff ‘Wednesday Weekly 7:00 AM 2:00 PM 7 Polly Pop Oral Health Provider
To Staff | Thursday Weskly 500 AM 12:00 BM 3 Jack Johnsan Office/Health/Meadical Assistant

L ) ) Accuracy Confirmation
To EDIT or DELETE exsisting staff shifts for this SBHC, use o o
the 'To Staff’ button on the left side of the shift row. This information is accurate

Confirmed by
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41. The “Shift Hours” tab contains all of the shift information for each staff associated
with the SBHC broken out by day of the week.

Fake SBHC SEHC ID 9999
Shift Hours To see all existing staff in system, ADD a shift for an existing staff Staff List
member to this SBHC or CREATE a new staff member click here:
Shift
Day Shift Frequency Start End Duration Staff Member Role
To Staff Monday weekly :00 AM 12:00 PM 4 Polly Pop Oral Health Provider, SBHC Site Coordinator
To Staff Monday Waskly 10:00 &AM 12:30 PM 2.5 Jack Johnsan Office/Health/Meadical Assistant

. Quazlified Mentzl Health Professional, Health
To Staff Monday Three times 2 12:30 PM 5:30 PM 5 FirstName LastMame Dept SEHC Primary Contact, Health Dept
manth Administrator

Primary Carz Pravider, Laboratory

700 AM 11:00 AM i i
To Staff | Tuesday Weekly 4 Jackie Smithson Coordinator, Medical Director

42. Shift hours are created, edited and/or deleted in the individual staff record. To
navigate to an existing individual staff record click the orange “To Staff” button to
the left of their shift row. You can also click the orange “Staff List” button in upper
right corner to navigate to the system staff list to access or create individual staff
records.

NOTE: See the “Editing Existing Staff Records” section for more information on shift hours.

Fake SBHC SBHC ID 9999
shift Hours To see all existing staff in system, ADD a shift for an existing staff [iZsEE
member to this SBHC or CREATE a new staff member click here:
Shift
Day Shift Frequency  Start End Duration  Staff Member Raole
To Staff | Monday weekly 2:00 AM 12:00 PM 4 Pally Pop Oral Haalth Provider, SBHC Site Coordinator
To Staff ay Waekly 10:00 AM 12:30 PM 2.5 Jack Johnson Office/Health/Madical Assistant
Quazlified Mentzl Health Professional, Health
To Staff | Monday Thra= times 2 12:30 PM 5:20 PM 5 FirstMame LastMamea Dept SEHC Primary Contact, Haalth Dapt
manth Administrator
. . . _ Primary Care Provider, Laboratory
To Staff || Tuesday Weekly 7100 AM 11:00 AM 4 Jackie Smithson Coordinator, Mediczl Directar
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43. After all staff shift hours are listed and verified to be correct, click the Accuracy
Confirmation checkbox and type your name in the bottom right corner of the tab.

IMPORTANT: If you do not fill out this area, we do not know the information on this page is
up to date. Ifitis not filled out, the profile is considered incomplete and out of compliance.

44, If a staff member no longer works for any of the SBHCs in their SBHC system, steps
need to be taken to properly remove them from all of your SBHC and system staff
lists.

NOTE: If the staff member still works at an SBHC in the system but needs to be removed from one
SBHC staff list, see the “Editing Existing Staff Record” section.

NOTE: Do NOT ‘write over’ or delete the name or other identifying information in the staff record
as an attempt to delete it.

45. Delete ALL shift hours the staff member had in their individual staff record. This is
done by clicking the “X” in the black circle on the right side of the shift row on the
“Shift Hours” tab of the “Staff Detail” page for that staff member.
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46. Remove the staff member from all SBHC staff lists. To remove a staff member from
the staff list of an SBHC, click the “X” in the black circle to the right of the desired
SBHC on the “Staff” tab of the “Staff Detail” page for that staff member.

NOTE: It is very important that you remove all shift hours before this step.

47. To completely remove the staff member from the system staff list, send an email
request to SBHC.PROGRAM@DHSOHA.STATE.OR.US. Include the name of the staff
member and the SPO will remove them from your system staff list.

NOTE: It is helpful if you send staff deletion requests to the SPO in batches. For example, if you are
cleaning up your site profiles and have several staff that need to be removed, email the SPO one
list with the names to be deleted.
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Comprehensive Pediatric Health Care Services

48. To view a list of all the services that must be offered either on-site or by referral,
click on the “Services” tab from the “SBHC Detail” page. The “Services” tab
identifies if an SBHC provides those services on-site or by referral.

NOTE: For more information about the Comprehensive Pediatric Health Care Services required by

the SBHC Standards for Certification, Version 4, please visit the Certification Standards page of the
SPO website (www.healthoregon.org/sbhc).

fe  |SBHC Detail - Web =

HOME LIST

Fake SBHC

SBHC ID ©

|_vetaiis |_Operations |_start | _shirt ours | [ _Cort waiver | _KkPM_|_PH Revenue | MH Revenu

Comprehensive Pediatric Health Care Services

SPil_ZJ wall'lls to know about the following services and whether the SEHC is providing them on-site or by
referral.

Please collaborate with SBHC providers (physical, mental, and oral health) to complete this section.

Sensory Screening

Hearing ®) on-site ) By referral

Physical Health Services

Medical specialty services ® gn-site ) By refarral

Developmental/Behavioral Services

Alcohol and other drug assessment

®) gy refarral

Family counseling and treatment

refarral

Group counseling and treatment

refarral

Individual counseling and treatment

refarral

Prescriptions for mental health conditions

) By refarral

Social Services assessment and referral

(O] By referral

Oral Health Services

Compreh ive oral health I ion and tr

) on-site ® By referral

Fluoride varnish application

(U on-site @ By referral

Reproductive Health Services

HIV treatment

® onesite ) By refarral

Prenatal care

) on-site ® By referral

Dispanse

Prescription to Refer to other clinic

on-site
Birth control pills B

pharmacy or provider

Cervical Barriers

Emergency Contraception

Implant

Injectable

IUD/IUS

Patch

Ring

Condoms

Available on-site - Yes ()

Accuracy Confirmation

This information is accurate ||

Confirmed by
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49. After you have indicated whether a service is either on-site or by referral and
verified to be correct, click the Accuracy Confirmation checkbox and type your
name in the bottom right corner of the tab. IMPORTANT. If you do not fill out this

area, we do not know the information on this page is up to date. If it is not filled out, the
profile is considered incomplete and out of compliance.
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Certification Waivers
50. The “Cert Waiver” tab contains a list of all certification waivers submitted for the
site. To view, edit or create Certification Waiver entries, navigate to the “Cert
Waiver” tab on the “SBHC Detail” page.

NOTE: For more information about Certification Waivers, see the SBHC Standards for Certification,
Version 4 on the Certification Standards page of the SPO website (www.healthoregon.org/sbhc).

= SBHC Detail - Web - ‘éfalth c

HOME
Fake SBHC SBHC 1D 9999
Certification Waivers Add Wavier
Date Section Expected Date Date
Created Letter Completion Approved Approved Resolved
Select 11/4/2013 Ia= 11/21/2013 Yes 4/5/2014 1/8/2016 [>]

Collection/Reporting

Select 11/4/2013  Sponsering 12/25/2013  Yes 4f5/2014  12/23/2015 €
Agency/Facility

Select| 7/8/2013 ZETEET) 1/15/2016  Yes 8/5/2013 12/29/2015 @
Agency/Facility

P Data P 1 f
Select 12/5/2012 . . 7162014 Yes 12/29/2015
! Collection/Reporting ! = D

Select | 11/29/2012 SRensoring 7/11/2014  Yes 4/2/2014  4/9/2015 @
Agency/Facility

Waiver Instructions

Instructions on kow to fill out 3 waiver are in the Operational Profile User’s Guide
locsted on the State Program Office website under the Certification Standsrds tab.

To submit the waiver, click the red "WAIVER INFORMATION COMPLETE: Submit to
SPO”™ button ONCE to send the waiver to the State Program Office for review.
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51. To view or edit an individual waiver, click on the “Select” button on the left side of
its row. A pane will then show up on the right side of the window with all the
waiver information.

=  SBHC Detail - Web BN calth ﬂ'lc

HOME LIST NPty
Fake SBHC SBHC ID 9999
Certification Waivers Add Wavier
Certification Waiver Info
Date Section Expected Date Date .
Created Letter Completion Approved Approved Resolved Submitter Contact Date Crested: 7/8/2013
Select 11/4/201z D33 11/21/2013 Yes 4/9/2014 1/8/2016 @ First TestFirst

Caollection/Reporting
Last TestlLast

ect 11/4/20132 12/25/2013  Yes 4/5/2014 12/29/2015
Sel ' acility = D Title Tester
- Email TFTL@testar.

7/ ISR 1/15/2016  Yes B/5/2013 12/29/2015 € fiitester com

Agency/Facility Fhone 555-555-5555
Select] 12/5/2012 Data ) 7/16/2014  Yes 12/23/2015 @ County Contact

Collection/Reporting Has County Public

S . Health been notified? #® yoo Mo
Select 11/23/2012 >Ponsonng 7/11/2014  Yes 4/3/2014 4/5/2015 @

Agency/Facility First CountyFirst

Last Countylast

Title asdf
Email countyEmail@county.gov

Phane 522-555-2255
Certification Section Sponsoring Agency/Facility

Which standard is not being met?
asdfasdf

Waiver Instructions
Explanation of why standard is not met
Instructions on how to fill out & waiver are in the Operational Frofile User's Guide ;
located on the State Program Office website under the Certification Standards tab. An =xplanation

To submit the waiver, click the red "WAIVER INFORMATION COMPLETE: Submit to Action plan to meet standard

SPO” button ONCE to send the waiver to the State Program Office for review. -
An action plan

Expected date

of compliance WAIVER INFORMATION COMPLETE:
Submit to SPO

1/15/2016

Page 32 of 56



52. To create a new certification waiver entry, click the “Add Waiver” button on the
top right side of the waiver list. This will show a panel on the right where you can
fill out the details of the waiver you want to submit.

=

53. To fill out a new certification waiver, fill out each section of the waiver as outlined
below:

e Submitter Contact: Enter your name, title and Submitter Contact Eoiz Sl HEEnE
First Tect First

contact info

Last Test Last
e County Contact: Enter name, title and contact info of Title SRHE Site Coordinator

Email Test@Eestdomain
Phone 555-555-1224

the county public health employee if you informed

them that the SBHC is requesting a waiver for non- Counfy Coniact
Compllance HeaII:E;wsI:neel-llwnnﬁ:_h'ci#edl'.Cr * yec Mo

First County First
e (Certification Section: Choose certification section Last County Last

Title County Contact

that is not being met from the drop-down menu

Email County@county.com

e Which standard is not being met? Explain WHAT is Phene 555-333-2525
. . . Certification Section C: Facilit
not in compliance with the Oregon School-Based , , o
Which standard is not being met?
Health Centers Standards for Certification Standard that is not being met.
e Explanation of why standard is not met? Explain EF:‘P""”E“T j ""d'“_’ “a:dbafd = ""t“”“
e3s0n standarg 15 no’ eing met.
WHY the SBHC is not in compliance

Action plan to meet standard

e Action plan to meet standard. Explain HOW the LEEls SRR IR
SBHC will come into compliance. Be specific. oz
o Expected date of compliance: Enter date to complete LR

action plan.
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54. After the certification waiver information is Certification Waiver Info

completely filled out, click the red “WAIVER Submiftercontact 1 SREEEE w
INFORMATION COMPLETE: Submit to SPO” Rt
Title SBHG Site Coordinator
button to send the waiver to the State Email Test@tsstdomain
Program Office for review. |
Has County F_?ublis o

NOTE: You only need to click the “WAIVER P —
INFORMATION COMPLETE: Submit to SPO” button e
once.

Title County Contact
Email County@county.com
Phone 555-323-2525
Certification Section C: Facility
Which standard is not being met?

ndard that i= not being met.

Jon of why standard is not met

dard is not being met.

Action plan =t standard

Detailed action plan.

Expectad date

of compliance WAIVER INFORMATION COMPLETE:
Submit to SPD

7/28/2017

55. After you click the red submit button, a ‘Waiver Submission Confirmation’ pop up

box will appear as confirmation of your waiver submission to the SPO. It will
disappear after you click ‘OK’.
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Key Performance Measures (KPM)

56. The “KPM” tab contains lists of all Key Performance Measures and Optional KPM -
Biennial Selections submitted for the site. To view, edit or create a KPM entry,
navigate to the “KPM” tab on the “SBHC Detail” page.

IMPORTANT CHANGE to new KPM entries: The Add KPM button is locked until the

Chart Audit Process Summary and the Chart Audit Tracking sheet documents are
reviewed and approved by Loretta Jenkins
(LORETTA.L.JENKINS@DHSOHA.STATE.OR.US).

=  SBHC Detail - Web =

HOME

Fake SBHC SBHC ID 9999

Key Performance Measures
REQUIRED

Date well Opt. Date
Created Fiscal Year Visit % HA % | KPM 2% Submitted

Select 7/5/2017 7/1/2016 to 6/30/2017 80% e0% 75% 7752017 [x]
Select|=/11/2016  7/1/2015 to 6/30/2016 17% E7% 8/11/2016 o

The Add KPM button is locked until the
Chart Audit Process Summary and

Chart Audit Tracking sheet are
Optional KPM - Biennial Selection Add Optional KPM

Date approved by Loretta Jenkins.

Created Biennium Optional KPM Measure

Select | 1/7/201& 2015 - 2017  Chlamydia Screening [

NOTE: Annual KPM entries are ‘locked’ on January 1st each year. Optional KPM - Biennial
Selections are ‘locked’ 30 days after they are created. You can view entries but not edit them after
they have been locked. If you need to make changes, email
SBHC.PROGRAM@DHSOHA.STATE.OR.US.
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57. View or edit an individual KPM entry by clicking the “Select” button on the left side
of its row. This opens a pane that will show all the information in the Key

Performance Measure submission.

L ™

SBHC Detail - Web =

HOME 5T

Fake SBHC

SBHC ID 9999

" etails | Operations | staff | Shift Hours | Services | cert waiver

KPM

Key Performance Measure Info

Key Performance Measures Add KPM
REQUIRED
Date Well Opt. Date
Created Fi Visit %0 HA % | KPM % Submitted
016 to 6/20/2017 80% 60% 75%  7/5/2017 €@ *
Select IB,.":[ 7/1/2015 to 6/30/2016 17% 67% 8/11/2016 e

Optional KPM - Biennial Selection Add Optional KPM

Date
Created Biennium Optional KPM Measure
Select | 1/7/201& 2015 - 2017  Adolescent Immunization [

Fiscal Year 7/1/2015 to 6/30/2016 Date Created 8/11/2016

Waell-Care Visit
Reviewsd 20 Number of charts reviewed
In compliance S
16.7%

Mumber of charts in compliance

Percant of charts in compliznce

Comprehensive Health Assessement (HA)

Reviewsd 30 Number of charts reviewed

In compliance 20 Mumber of charts in compliance

B6.7% Percentage of charts in compliance

OPTIONAL MEASURE
Adolescent Immunization (Immunization data will be entered by SP0O)

Reviewed Humber of charts reviewed

In compliance Mumber of charts in compliance

Percentage of charts in compliance

REQUIRED DOCUMENTS
The following reguired documents have been submitted to the SPO:

|¢#| Chart audit process summary |##| Chart audit tracking shest

Submitted by Test Tester

Please provide any explanations/feadback

KPM
INFORMATION

COMPLETE:
Submit to SPO
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58. Once the Chart Audit Process and Tracking Sheet documents are approved by
Loretta Jenkins, you can create a new KPM entry. Click the “Add KPM” button on
the top right side of the KPM list. This will open a blank KPM entry for you to fill
out.

NOTE: KPM entries should be entered for the previous fiscal year (7/1/18 - 6/30/19).

NOTE: Sites who chose the Adolescent Immunization Optional KPM measure should NOT enter
any optional measure information. You must submit via secure email a list of all 13 year old
clients seen during the last fiscal year (7/1/18 - 6/30/19) to Loretta Jenkins
(LORETTA.L.JENKINS@DHSOHA.STATE.OR.US).

NOTE: Review the KPM guidance documents on the Data Requirements page of our website
(www.healthoregon.org/sbhc) for more information about KPM requirements and detailed
instructions for submitting required documents to the SPO.
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59. The Required Documents area has two checkboxes for you to indicate you have
sent the Chart Audit Process Summary and the Chart Audit Tracking Sheet via
secure email to the SPO.

60. After you have filled out the KPM information and verified to be correct, click the
red “KPM INFORMATION COMPLETE: Submit to SPO” button to submit the entry
to the SPO and populate a date in the “Date Submitted” column of the KPM list.

IMPORTANT. If you do not click this button, we do not know the information on this

page is complete. If a date is not populated in the “Date Submitted” column, the profile is
considered incomplete and out of compliance.
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61. You can view an Optional KPM - Biennial Selection entry by clicking the “Select”

button on the left side of its row. This opens a pane that will show all the
information in the Optional KPM - Biennial Selection submission.

62.

To create a new Optional KPM - Biennial Selection entry, click the “Add Optional
KPM” button on the top right side of the Optional KPM list. This will open a blank
Optional KPM entry for you to fill out. You ONLY select a new Optional KPM once
every two years and you will be prompted by an email from Loretta Jenkins when
it’s time do so.

NOTE: For more information about Optional KPM requirements visit the SBHC Data Requirements
page of the SPO website (www.healthoregon.org/sbhc).
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63. After you have the Optional KPM - Biennial Selection filled out and verified to be
correct, click the checkbox and type your name in the white box below it.
IMPORTANT. If you do not fill out this area, we do not know the information on this page

is accurate and complete. If it is not filled out, the entry is considered incomplete and out
of compliance.
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64. The “PH Revenue” tab contains a list of all annual revenue entries submitted for
the site. To view, edit or create a center's yearly financial information which
should include Physical and Dental Health services, click the “PH revenue” tab on
the “SBHC Detail” page.

65. You can view an existing, or edit a recent individual financial entry by clicking the
“Select” button on the left side of its row. This will show an overview of the
information in a pane to the right. To open the financial entry further, click the
“View/Edit Entry” button in the bottom right corner.
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66. To create a new annual revenue entry, click the “Add Annual Rev” button at the
top. This will take you to a new screen, showing a blank “Physical Health Revenue
Detail” page.

67. The “Physical Health Annual Revenue Detail” page contains information for a single
annual revenue entry. The top of the page contains information about the fiscal year
for the information being entered and contact information for the person filling out
the form. Be sure to fill out all of these fields. NOTE: Physical Health Revenue entries
should be entered for the previous fiscal year (July 1-June30).
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68. The Physical Health Revenue Entry has three tabs. You will fill out details about
public/medical sponsor funds, grants, fundraising/in-kind donations, patient fees,
third party billing, and other funding sources
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69. Navigate through all three pages/tabs of information - “Public
Funds/Grants/Donations,” “Fees/Billing,” and “Other and Total” - by clicking their
respective tab or the “Next Page” button at the bottom.

71. Similar to the Certification Waiver and KPM entries, you can create entries for
specific grants, fundraising events, and other sources by clicking their respective
“Add...” button and filling out the fields that are created on the row below.
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72. The “Fees/Billing” page/tab is where you enter any physical health revenue gained
from patient fees or third party billing for physical and dental health services.

NOTE: Mental Health Billing revenue will be entered separately on a new tab. MH billing
information that was entered for SY17-18 and years prior will be visible, but not editable.
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73. The “Other and Total” page/tab is where you add any additional sources of funding

not covered by the previous sources. You can view the total amounts entered on
other pages/tabs.

m thsical Health Reven ue Deta“ The purpose of this r:port is to identify all sources of operating

w b revenue Oregon State-Funded SBHCs receive every year.
HOME e
Back to SBH
SBHC Name Fake SBHC First Name Phone C Detail
Fiscal Year Last Mame Title

Public Funds/Grants/Donations | Fees/Billing

1l Email
| Other and Total
Revenue Source Breakdown: Revenue Breakdown by Source
Other funding source Add Other
Public funds (federal, state, county, city)
Sowrce Description Amount
Medical Sponsor Funds
One time grants or awards {public of private)
Fundraising and in-kind donations
Patient fees
Other funding sources TOTAL Third party billing

Other

GRAND TOTAL OPERATING REU'E:IDUE
L

Please provide any explanations/feedback

FINANCIAL INFO
RMATION COMP

LETE: Submit to
SPO

<< Previous

Page 46 of 56



74. After all three pages/tabs are filled out, submit your information by clicking the
“FINANCIAL INFORMATION COMPLETE: Submit to SPO” button in the lower right
corner of the “Other and Total” page/tab of the “Annual Revenue Detail” entry.
Clicking this button will populate a date in the “Date Submitted” column of the
“Financial - Annual Revenue” entry list on the “Financial” tab of the “SBHC Detail”
page (see below).

IMPORTANT. If you do not click this button, we do not know the information entered is
complete. If a date is not populated in the “Date Submitted” column, the profile is
considered incomplete and out of compliance.
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75. To create a new annual Mental Health revenue entry, click the “Add MH Billing”
button at the top. This will take you to a new screen, showing a blank “Mental
Health Revenue Detail” page.

76. The “Mental Health Annual Revenue Detail” page contains information for a single
annual revenue entry. The top of the page includes information about the fiscal year
for the information being entered and contact information for whoever fills out the
form. Enter information in the red boxes. NOTE: Mental Health Revenue entries
should be entered for the previous fiscal year (July 1 -June 30).
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77. The “Other and Total” page/tab is where you add any additional sources of funding
not covered by the previous sources and a summary of the total amounts entered on
the first page/tab. You can create entries for other sources of mental health revenue
by clicking the “Add Other” button and filling out the fields that are created on the

row below.
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78. After both pages/tabs are filled out and verified to be correct, submit your
information to the SPO by clicking the “FINANCIAL INFORMATION COMPLETE:
Submit to SPO” button in the lower right corner of the “Other and Total” page/tab of
the “Mental Health Revenue Detail” entry. Clicking this button will populate a date
in the “Date Submitted” column of the “Financial - Annual Revenue” entry list on the
“Financial” tab of the “SBHC Detail” page (see below).

IMPORTANT. If you do not click this button, we do not know the information entered is
complete. If a date is not populated in the “Date Submitted” column, the profile is
considered incomplete and out of compliance.
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A new login area in the Operational Profile so outside Mental Health agencies working
with SBHCs can create their own Billing and Revenue entry for the October 1st deadline.
The new login area is ONLY needed for Outside MH agencies providing services in the
SBHC who need to directly submit their annual billing and revenue information to the
SBHC State Program Office.

Medical Sponsors who provide mental health services will continue to enter their mental
health billing/revenue into the OP using their reqular Account ID and password and should
follow steps #75-78 as noted above. If the outside MH agency would like the Medical Sponsor
to enter their MH billing and revenue entry into the OP, as it’s been done in the past, feel free
to do so.

In order to gain access to the new separate MH billing/revenue entry area of the OP, a
request for Login ID and password should be sent to our SBHC State Program Office email
address: SBHC.PROGRAM@DHSOHA.STATE.OR.US. Please let us know the name of your
MH agency and the SBHC(s) you will be creating entries for.

Internet Browsers
You can only use Chrome, Safari, Edge or Internet Explorer (11 or higher). Firefox and older
versions of Internet Explorer (10 or below) may not display contents properly.

Click the link to login: http://epiweb.oha.state.or.us/fmi/webd#

79. Open the SBHC Operational Profile login page by clicking the “SBHC” icon.
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80. Enter your account ID and password and click the "OK" button.

NOTE: You must get your account name and password from the SBHC Program Office.

81. After logging in, you will see a list of all SBHCs in the database. Scroll down and click
on the “To SBHC” button for the SBHC you want to create a Mental Health
Billing/Revenue entry. You will only have access to entries you create with your Login
ID. If you accidentally create an entry for the wrong SBHC, please send an email to
SBHC.PROGRAM@DHSOHA.STATE.OR.US so we can clean up the database.
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82. To create a new annual Mental Health revenue entry, click the “Add MH Billing”
button at the top. This will take you to a new screen, showing a blank “Mental Health
Revenue Detail” page.

83 The “Mental Health Revenue Detail” page contains information for a single annual
revenue entry. The top of the page includes information about the fiscal year for the
information being entered and contact information for whoever fills out the form. NOTE:
Mental Health Revenue entries should be entered for the previous fiscal year (July 1 -June
30). Enter information in the red boxes:
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84. The “Other and Total” page/tab is where you add any additional sources of funding
not covered by the previous sources. You can create entries for other sources of
mental health revenue by clicking the “Add Other” button and filling out the fields
that are created on the row below. A summary of the total amounts entered on the
first page/tab will auto-populate on the right side of the page.
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85.

After both pages/tabs are filled out and verified to be correct, submit your
information to the SPO by clicking the “FINANCIAL INFORMATION COMPLETE:
Submit to SPO” button in the lower right corner of the “Other and Total” page/tab.
Clicking this button will populate a date in the “Date Submitted” column of the

“Financial - Annual Revenue” entry list on the “Financial” tab of the “SBHC Detail”
page (see below).

IMPORTANT. If you do not click the Submit button, we do not know the information

entered is complete. If a date is not populated in the “Date Submitted” column, the
profile is considered incomplete and out of compliance.
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86. If you need to make Mental Health Billing/Revenue entries for other SBHCs, click on the Home button
in the upper left corner of the screen and it will return you to the list of all SBHCs. You can begin on
step #81 to create additional entries for other SBHCs.

If you require any assistance or have questions, please don’t hesitate to contact the
Oregon SBHC State Program Office at: 971-673-0249 or

SBHC.PROGRAM@DHSOHA.STATE.OR.US
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	37. To add a shift, click the orange “Add Shift” button in the upper right corner of the tab to create a new shift record.  A blank shift row will appear with drop down menus to select the shift details like the shift day, shift frequency, start time,...
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	40. To view a list of all the staff shift hours for an SBHC, click the “Shift Hours” tab from the “SBHC Detail” page.
	41. The “Shift Hours” tab contains all of the shift information for each staff associated with the SBHC broken out by day of the week.
	42. Shift hours are created, edited and/or deleted in the individual staff record. To navigate to an existing individual staff record click the orange “To Staff” button to the left of their shift row.  You can also click the orange “Staff List” button...
	NOTE: See the “Editing Existing Staff Records” section for more information on shift hours.
	43. After all staff shift hours are listed and verified to be correct, click the Accuracy Confirmation checkbox and type your name in the bottom right corner of the tab.
	IMPORTANT:  If you do not fill out this area, we do not know the information on this page is up to date.  If it is not filled out, the profile is considered incomplete and out of compliance.
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	45. Delete ALL shift hours the staff member had in their individual staff record. This is done by clicking the “X” in the black circle on the right side of the shift row on the “Shift Hours” tab of the “Staff Detail” page for that staff member.
	46. Remove the staff member from all SBHC staff lists. To remove a staff member from the staff list of an SBHC, click the “X” in the black circle to the right of the desired SBHC on the “Staff” tab of the “Staff Detail” page for that staff member.
	47. To completely remove the staff member from the system staff list, send an email request to SBHC.PROGRAM@DHSOHA.STATE.OR.US.  Include the name of the staff member and the SPO will remove them from your system staff list.

	Comprehensive Pediatric Health Care Services
	48. To view a list of all the services that must be offered either on-site or by referral, click on the “Services” tab from the “SBHC Detail” page.  The “Services” tab identifies if an SBHC provides those services on-site or by referral.
	49. After you have indicated whether a service is either on-site or by referral and verified to be correct, click the Accuracy Confirmation checkbox and type your name in the bottom right corner of the tab.  IMPORTANT.  If you do not fill out this are...

	Certification Waivers
	50. The “Cert Waiver” tab contains a list of all certification waivers submitted for the site. To view, edit or create Certification Waiver entries, navigate to the “Cert Waiver” tab on the “SBHC Detail” page.
	51. To view or edit an individual waiver, click on the “Select” button on the left side of its row. A pane will then show up on the right side of the window with all the waiver information.
	52. To create a new certification waiver entry, click the “Add Waiver” button on the top right side of the waiver list.  This will show a panel on the right where you can fill out the details of the waiver you want to submit.
	53. To fill out a new certification waiver, fill out each section of the waiver as outlined below:
	54. After the certification waiver information is completely filled out, click the red “WAIVER INFORMATION COMPLETE: Submit to SPO” button to send the waiver to the State Program Office for review.
	55. After you click the red submit button, a ‘Waiver Submission Confirmation’ pop up box will appear as confirmation of your waiver submission to the SPO. It will disappear after you click ‘OK’.

	Key Performance Measures (KPM)
	56. The “KPM” tab contains lists of all Key Performance Measures and Optional KPM - Biennial Selections submitted for the site.  To view, edit or create a KPM entry, navigate to the “KPM” tab on the “SBHC Detail” page.
	IMPORTANT CHANGE to new KPM entries: The Add KPM button is locked until the Chart Audit Process Summary and the Chart Audit Tracking sheet documents are reviewed and approved by Loretta Jenkins (LORETTA.L.JENKINS@DHSOHA.STATE.OR.US).
	57. View or edit an individual KPM entry by clicking the “Select” button on the left side of its row. This opens a pane that will show all the information in the Key Performance Measure submission.
	58. Once the Chart Audit Process and Tracking Sheet documents are approved by Loretta Jenkins, you can create a new KPM entry. Click the “Add KPM” button on the top right side of the KPM list.  This will open a blank KPM entry for you to fill out.
	59. The Required Documents area has two checkboxes for you to indicate you have sent the Chart Audit Process Summary and the Chart Audit Tracking Sheet via secure email to the SPO.
	60. After you have filled out the KPM information and verified to be correct, click the red “KPM INFORMATION COMPLETE: Submit to SPO” button to submit the entry to the SPO and populate a date in the “Date Submitted” column of the KPM list.
	IMPORTANT.  If you do not click this button, we do not know the information on this page is complete.  If a date is not populated in the “Date Submitted” column, the profile is considered incomplete and out of compliance.
	61. You can view an Optional KPM – Biennial Selection entry by clicking the “Select” button on the left side of its row. This opens a pane that will show all the information in the Optional KPM – Biennial Selection submission.
	62. To create a new Optional KPM – Biennial Selection entry, click the “Add Optional KPM” button on the top right side of the Optional KPM list.  This will open a blank Optional KPM entry for you to fill out.  You ONLY select a new Optional KPM once e...
	63. After you have the Optional KPM – Biennial Selection filled out and verified to be correct, click the checkbox and type your name in the white box below it. IMPORTANT.  If you do not fill out this area, we do not know the information on this page ...

	Physical Health Revenue Information
	64. The “PH Revenue” tab contains a list of all annual revenue entries submitted for the site.  To view, edit or create a center's yearly financial information which should include Physical and Dental Health services, click the “PH revenue” tab on the...
	65. You can view an existing, or edit a recent individual financial entry by clicking the “Select” button on the left side of its row. This will show an overview of the information in a pane to the right. To open the financial entry further, click the...
	66. To create a new annual revenue entry, click the “Add Annual Rev” button at the top. This will take you to a new screen, showing a blank “Physical Health Revenue Detail” page.
	67. The “Physical Health Annual Revenue Detail” page contains information for a single annual revenue entry. The top of the page contains information about the fiscal year for the information being entered and contact information for the person fillin...
	68. The Physical Health Revenue Entry has three tabs. You will fill out details about public/medical sponsor funds, grants, fundraising/in-kind donations, patient fees, third party billing, and other funding sources
	69. Navigate through all three pages/tabs of information - “Public Funds/Grants/Donations,” “Fees/Billing,” and “Other and Total” - by clicking their respective tab or the “Next Page” button at the bottom.
	71. Similar to the Certification Waiver and KPM entries, you can create entries for specific grants, fundraising events, and other sources by clicking their respective “Add...” button and filling out the fields that are created on the row below.
	72. The “Fees/Billing” page/tab is where you enter any physical health revenue gained from patient fees or third party billing for physical and dental health services.
	73. The “Other and Total” page/tab is where you add any additional sources of funding not covered by the previous sources. You can view the total amounts entered on other pages/tabs.
	74. After all three pages/tabs are filled out,  submit your information by clicking the “FINANCIAL INFORMATION COMPLETE: Submit to SPO” button in the lower right corner of the “Other and Total” page/tab of the “Annual Revenue Detail” entry.  Clicking ...
	IMPORTANT.  If you do not click this button, we do not know the information entered is complete.  If a date is not populated in the “Date Submitted” column, the profile is considered incomplete and out of compliance.

	Mental Health Revenue Information
	75. To create a new annual Mental Health revenue entry, click the “Add MH Billing” button at the top. This will take you to a new screen, showing a blank “Mental Health Revenue Detail” page.
	76. The “Mental Health Annual Revenue Detail” page contains information for a single annual revenue entry. The top of the page includes information about the fiscal year for the information being entered and contact information for whoever fills out t...
	77. The “Other and Total” page/tab is where you add any additional sources of funding not covered by the previous sources and a summary of the total amounts entered on the first page/tab. You can create entries for other sources of mental health reven...
	78. After both pages/tabs are filled out and verified to be correct,  submit your information to the SPO by clicking the “FINANCIAL INFORMATION COMPLETE: Submit to SPO” button in the lower right corner of the “Other and Total” page/tab of the “Mental ...
	IMPORTANT.  If you do not click this button, we do not know the information entered is complete.  If a date is not populated in the “Date Submitted” column, the profile is considered incomplete and out of compliance.

	Mental Health Revenue Entry for Outside MH Agencies
	Internet Browsers
	79. Open the SBHC Operational Profile login page by clicking the “SBHC” icon.
	80. Enter your account ID and password and click the "OK" button.
	81.  After logging in, you will see a list of all SBHCs in the database. Scroll down and click on the “To SBHC” button for the SBHC you want to create a Mental Health Billing/Revenue entry. You will only have access to entries you create with your Log...
	82. To create a new annual Mental Health revenue entry, click the “Add MH Billing” button at the top. This will take you to a new screen, showing a blank “Mental Health Revenue Detail” page.
	83  The “Mental Health Revenue Detail” page contains information for a single annual revenue entry. The top of the page includes information about the fiscal year for the information being entered and contact information for whoever fills out the form...
	IMPORTANT.  If you do not click the Submit button, we do not know the information entered is complete.  If a date is not populated in the “Date Submitted” column, the profile is considered incomplete and out of compliance.
	If you require any assistance or have questions, please don’t hesitate to contact the Oregon SBHC State Program Office at: 971-673-0249 or SBHC.PROGRAM@DHSOHA.STATE.OR.US



