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Master Maintenance 
 

This document explains the functions of the Master Maintenance tiles under the Master Module. 
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TOPICS COVERED IN THIS DOCUMENT 

 

 Guidelines 
 Dropdowns 
 Announcement Maintenance 
 Measure Maintenance 
 Credential Checklist 
 Custom Field Management 
 Task List Maintenance 
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GUIDELINES 
The Guidelines module allows users to review or upload treatment guidelines for groups of 
services or diagnoses.  To do this, navigate to Master> Master Maintenance> Guidelines. The 
Service Definition Guideline tab will populate with the existing Clinical Guideline IDs. Clicking the 
arrow next to a Clinical Guideline ID will allow users to view or update the Guideline. The Details 
button allows users to review or add services to the Guideline.  

 

To create a Service Definition or Diagnosis Guideline, click the Create button, enter the 
required information, and upload the Guideline document. See screenshot below: 
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DROPDOWNS 
In the Dropdowns module users can review and maintain various dropdown lists throughout the 
system. Clicking the List ID will populate the Value table with the contents of the list. Users can edit 
existing values, or add new values by selecting Create. If the List is ‘Read Only’, the create button 
will not be available to select.  

 

ANOUNCEMENT MAINTENANCE 
This module allows users to create announcements and manage that can be seen by your MCO 
and/or your Portal users on the Home screen.   

To do this, click the Create button. Enter the text you’d like to appear in the announcement, the 
first thing users see when they log in, then determine who can see the message by selecting a 
Usage Type.  By checking Important the message will appear in bold lettering.  Users can also 
attach documents to the annoucement by selecting ‘Upload File’. 

To update or inactivate the announcement, click the arrow next to Announcement ID and select 
Update. Uncheck the Active box to archive the announcement.  
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MEASURE MAINTENANCE 
This module is used to create, manage, and track outcomes for consumers submitted by Providers 
and MCOs. To view or update existing measures, filter for the desired measure, then click View or 
Update. For a new measure, click Create and fill in the required information, including the 
Number of Scores desired for the measure. Add Group allows the user to set the measure for 
Provider or Patient, and name the Measure Group.  

 

 

 

 

 

 

 
 

Once the group is saved, users will be able to name and define the Scores. If Dropdown is 
selected, the Edit Dropdown field will be available for updates. Once the Scores have been 
defined, Save the measure.  

Now that the Measure has been saved successfully, it will be available for selection when creating 
either a Provider Measure or a Patient Measure in the corresponding modules.  
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CREDENTIAL CHECKLIST 
In the Credential Checklist section you can view and add items to packets.  

 

You can click Update to add or remove items from the packet. 
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CUSTOM FIELD MANAGEMENT 
Custom Field Management module allows users with MCF Permissions to add a custom field on 
the Site screens and/or Clinician screens. 

 

Use the Create button to create a new custom field. 

 

 

 

 

 

 

 
Or you can update a custom field by choosing the desired custom field and clicking Update. 
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TASK LIST MAINTENANCE 
Where MCO  staff can set up and manage patient task lists that will be used in the Tasks screen in 
Care Coordination.  
 

 
Click Filter to find the specific task you are looking for within the module. 

 

 

 

 

 

 

 

Click Create to add a new task. 

 


