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"I want my children to
have all the things |
couldn't afford. Then |
want to move in with
them."

- Phyllis Diller

"It takes a woman twenty
years to make a man of
her son, and another
woman twenty minutes to
make a fool of him."

- Helen Rowland

"The most remarkable
thing about my mother is
that for thirty years she
served the family nothing
but leftovers. The original
meal has never been
found.”

- Calvin Trillin

Back to the Basics:
Contact Log & Tasks
Kristy Wieland Knitter

&
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Last monthOs Back to Basics article
explained how to create and apply the
new task reminder feature to your
CACTUS processes. As promised, this
month weOll be describing the simple
steps to utilizing the Contact Log and
how tasks and reminders can be
created from the Contact Log.

The provider Contact Log gives you the
tools to manage business relationships
more productively by allowing you to
access and track crucial contact and
provider information and all contact-
related communications for potential
providers on one provider-specific form.

Click here to view the full article

MSP Competency-
Career Development
Donna Goestenkors
-guest contributor

Using the tips | provided last month,
you now have in your career toolbox a
contemporary, results-documented
resume. 1tOs now time to prepare for
the next two additions to your toolbox

b an autobiographical sketch and a
professional picture. An
autobiographical sketch is a resource
that may not be as familiar a term to
most MSPs, but it is definitely

important.  What is an autobiographical
sketch or Obio?0 It is a brief summary
of your professional life, including
education, accomplishments,
publications, affiliations and interests...

Click here to view the full article

-HCPro Ask =HCPro

Holiday Hours

Our offices will be closed Monday, May
31st in observance of Memorial Day.
Our offices will reopen Tuesday, June
1st with normal business hours.

R / CACTUS Refresher:
w Date Field Shortcuts
YouOve probably heard the saying;
there are few certainties in life. One
thing, however, is for certain; | will
write and erase, type and delete
020100 more than once this month.
Although there is no quick fix for me,
there are date shortcuts available for
you in CACTUS...

Click here to view the full article

() April Training
sofhSEYS Workshops Recap

Our CACTUS Training Workshops in
April saw over 20 clients travel to our
Kansas City area offices to learn more
about how to best use CACTUS as a
productive credentialing tool. What did
the clients enjoy most about the
workshops? Irene Wolf of Avera Health
in Sioux Falls, SD, mentioned the
Oawesome team of trainersO that
assisted in the Beginners workshop and
OThe friendliness of everyone working
at CACTUS,O was the reply given by
Pam Hicks, from Fairfield Medical
Center in Lancaster, OH who attended
the Hospital Workshop.

The feeling was mutual, Pam. One of
our greatest thrills is to have our
clients here onsite and get to know
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¢ "All women become like
their mothers. That is their
tragedy. No man does.
That's his."
- Oscar Wilde

¢ "A mother is a person who
seeing there are only four
pieces of pie for five
people, promptly
announces she never did
care for pie."
- Tenneva Jordan

e "There is only one pretty
child in the world, and
every mother has it."

- Chinese Proverb

e "You don't really
understand human nature
unless you know why a
child on a merry-go-round
will wave at his parents
every time around - and
why his parents will
always wave back."

- William D. Tammeus

¢ "My mother's menu
consisted of two choices:
Take it or leave it."
- Buddy Hackett

¢ "Being a full-time mother
is one of the highest
salaried jobs... since the
payment is pure love."
- Mildred B. Vermont

e "Sweater, n.: garment
worn by child when its
mother is feeling chilly.

- Ambrose Bierce

*« "A man's work is from sun
to sun, but a mother's
work is never done."

- Author Unknown

Contact CACTUS:

Contact us toll-free at 800.776.2305

services available through CACTUS Software

or visit us at

Are medical staff members
responsible for observers they bring
to the hospital?

Yes. If a member of the medical staff
chooses to allow an observer to come
in and shadow or observe, that
member must accept responsibility for
that practitioner when he or she is at
the organization. This is similar to an
allied health professional (AHP) who
provides services as a hon employee:
the AHPOs sponsoring physician signs an
attestation indicating that the physician
acknowledges responsibility for
supervising the AHP. The same process
should be in place for a clinical
observer.

This weekOs question and answer are
from HCProOs "The Essential Guide to
Medical Staff Reappointment," by Anne
Roberts, CPMSM, CPCS

wé‘lﬁﬁﬁﬂ CACTUS Webinars

Are you interested in expanding your
capabilities and integration in CACTUS?
Find the solutions you are looking for
with the aid of CACTUS optional
modules. We offer monthly Webinars
covering the many optional modules
available for your CACTUS. For the
month of May they will be held on
Wednesday, May 26th at 10:00 AM and
3:00 PM CT.

These Webinars are free and last about
60 minutes each. Tune in on
Wednesday, May 26 at 10:00 AM CT,
for CAQH Module, or 3:00 PM CT to
learn more about iPrivileges &
iResponse.

For more information or to register,
email Bryan Robbins or contact him
directly at 800.776.2305 Ext 4025.

May
May 26 -
CAQH Module 10:00 AM (CT)
iPrivileges & May 26 -
iResponse 3:00 PM (CT)

www.CACTUSsoftware.com

them, their credentialing needs and to
work with them in finding better
solutions to their daily credentialing
issues.

Plan now to attend one of our October
2010 Training Workshops here in

Kansas City. E-mail Greg Hall at
GregH@CACTUSsoftware.com _ for more

information.

October Training Workshops

Crystal & CACTUS Workshop Oct. 12-14
Beginners Workshop Oct. 12-14
Hospital Workshop Oct. 26-28
Managed Care Workshop Oct. 26-28

Online Training
60 min. courses

Our upcoming schedule has courses
that are great for current users looking
to advance their CACTUS skills. These
classes begin at 10:30 AM CT, last
about an hour and fill up quickly (we
have a limit of 10 attendees per class)
so please email Greg Hall today to
register.

All you need to participate in any of our
online classes is an Internet connection
and a speaker phone. We will email
logon instructions the Monday before
each class and you will be invoiced $75
after your participation. You may invite
as many people to attend a class as
you can fit around your monitor or
projection screen.

May
Introducing the Latest CACTUS Features May 4
Scanning Module May 11
Tip, Tricks, & Shortcuts in CACTUS May 18
Advanced Queries May 25

June

Advanced Documents June 1
Advanced Reports June 8
The Credentialing Process | June 15
The Credentialing Process || June 22
The Credentialing Process llI June 29

for more information on any of the products and
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Add CACTUSnewsletter@CACTUSsoftware.com to your email address book to ensure you will continue to receive your issues.

"CACTUS Juice" is the free monthly e-mail newsletter for Medical Staff Services Professionals brought to you by CACTUS Software.
CACTUS Software is the leading provider management and credentialing software vendor in the industry.

To stop receiving these messages, please email our newsletter staff at Newsletter@CACTUSsoftware.com with a quick note.

© Copyright 2010 CACTUS Software. While we encourage you to forward this email to your friends and colleagues, this information may
not be redistributed in any other publication, reproduced for publication in any form, distributed on an intranet or network or by e-mail
distribution or distributed for commercial purposes without the express written permission of CACTUS Software.
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T U S "M Backto the
rd) | Basics:

Software AR . Contact Log &

Lessons b casbialiio Tasks
Written By: Kristy Wieland Knitter, CACTUS Suppaort/Trainer —_— May 2010

Last monthOs Back to Basics article explained how to create and apply the new task reminder feature to your CACTUS
processes. As promised, this month weQll be describing the simple steps to utilizing the Contact Log and how tasks and
reminders can be created from the Contact Log.

The provider Contact Log gives you the tools to manage business relationships more productively by allowing you to
access and track crucial contact and provider information and all contact-related communications for potential
providers on one provider-specific form.

To open the Contact Log, go to (File]Open|Data Files) , select ContactLog , and click Open. Using the Provider
Find, locate the desired provider and click Ok. This will display the Contact Log (Figure 1).
1 Contact Log - Jan L. Acdams-Smith, MO (1112) ==
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Figure 1

Contact Log

Contact Log

The Contact Log can be used to track and maintain a list of calls between a user's organization and potential recruits

or it may be used for internal tracking of communications with existing providers. Each call appears on a separate line
along with elements related to the call such as the date and subject of the call for quick reference.

The upper section of the Contact Log displays the provider's primary address and general contact information. To view
additional information about the provider's address record, click the magnifying glass icon to the right of the cell
phone number.

Entering a Call

When the Contact Log initially opens, the Contact Log displays the list of calls entered into the log concerning the
selected provider (Figure 1). To enter a new call into the Contact Log, click the New icon on the standard toolbar.
This will open an empty, new Contact Log entry for this provider in the form view (Figure 2).

http://www.cactussoftware.com/client_only/newsletter/2010/1s_contactlogtasks.asp[5/4/2010 3:41:02 PM]
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Contact Log Form

Contact Log (Form View)
The form view displays the data elements related to the call. A Subject and Notes field have been provided to
document the details of the call.

For additional explanation about properties of the call log refer to Table 1.

Date Date/Time the call log entry was created
Type Used to designate the type of call {for example, Initial call, Follow-up, etc.)
Reminder Call log entries with Reminderchecked will display a reminderforthe user at

aspecified date and time

Method Identifies the method of contact (forexample, phone, email, etc.)
Completed Designates when the callentry was completed
Priority Priority level of the call {high, medium, low)
Assigned To Identifies who the call was assigned to
Requested By Identifies who assigned the call
Table 1

Contact Date Elements

After the call log entry has been created and saved, it will appear as a task and can be opened via the Tasks icon on
the Organizer toolbar (Figure 3). Like a regular task, the task appears under My Tasks or as an Assigned Task.
details of the task can be viewed by clicking the Edit button.

http://www.cactussoftware.com/client_only/newsletter/2010/1s_contactlogtasks.asp[5/4/2010 3:41:02 PM]
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Figure 3

Task View

To view or complete the task, open the task and click Complete.

the list of tasks.

Reminders

Reminders can be set up in the Contact Log to alert users an action is required on a Contact Log entry or a task in
To set up a reminder on a Contact Log entry or a task, open the Contact Log and switch to the form
If more than one Contact Log has been entered, navigate to the contact record using the Next record

Visual CACTUS.
view (Figure 4).
arrows on the Navigation toolbar.

The date and time fields are now active and can be set to the appropriate time the reminder is to be displayed.
setting these fields save the changes.

reminder (Figure 5).

On the log entry, check the

Propetes

Date: 10242008 | 10700 AM =] Type

Compiefed i

When the task is completed, it will be removed from

Reminder checkbox
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Figure 4
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Figure 5

Completing a Contact Entry or Task

To complete an entry in the Contact Log open the Contact Log and locate the entry to be completed.
completed checkbox will complete the entry and remove the associated task from the task view and the Contact Log.

Reminder Form

At this point, the reminder may be Opened & Completed, Dismissed, or set to Snooze.

ST -

MY LLTY

Checking the

Tasks created using the Contact Log, can be viewed through the Contact Log by clicking on the Incomplete Tasks icon
on the CACTUS desktop or by clicking upon the Task icon on the Organizer toolbar.

For additional information on Tasks, please donOt hesitate to contact a CACTUS Software Support Team member at

800.776.2305 or email us at support@cactussoftware.com for assistance.

--Kristy Wieland Knitter
CACTUS Support/Trainer

http://www.cactussoftware.com/client_only/newsletter/2010/Is_contactlogtasks.asp[5/4/2010 3:41:02 PM]
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CACTUS Refresher:

Software Date Field Shortcuts

Lessons

May 2010

YouOve probably heard the saying; there are few certainties in life. One thing, however, is for certain; | will write and
erase, type and delete 020100 more than once this month. Although there is no quick fix for me, there are date
shortcuts available for you in CACTUS..

« Simply typing the letter OyO in the date field will populate the first day of the current year. Whenever you type
OyO in a CACTUS date field, 01/01/2010 will automatically appear. If there is already a date in the field, typing
OyO will give you the first day of that year (e.g. 10/31/2001 will become 01/01/2001).

« If you type OrO, to represent the last letter in the word OyearO, you will see the last day of the current year,
12/31/2010, appear in the date field. If there is already a date in the field, typing OrO will give you the last day
of that year (e.g. 10/31/2001 will become 12/31/2001).

« With your cursor still in a CACTUS date field, type a OcO and bring the Date Selector in view (Figure 1). The Date
Selector has double arrows to scroll through years and single arrows to select different months. By selecting a
date and OOKO, CACTUS will populate that date in the field.

« If you type "t", to represent "today" you will see the date field populated automatically with today's date.

. Date Selector @

Sun | Mon | Tue (Wed| Thr | Fri | Sat

1|23 |5]®
7 |8 | 8 [[10|[1n|2]13
14 |15 | 16|17 |18 | 19 |20
26 | 27

Figure 1

« But what if you know the date you need to enter and itOs not the first or last day of the current year. Does
CACTUS have any shortcuts for that? Yes. You can enter the last two numbers of the year and it will populate
the first two for you. Instead of typing the full four-digit year, just punch in the last two numbers. Example:
Dr. Emmitt Brown completed his residency on 11/05/1955. You can type 11/05/55 and let CACTUS fill in the
first two digits of the year for you. When youOre constantly entering date fields in CACTUS, saving those two
key strokes could be quite helpful.

| know what youOre thinking. As we go further into the Twenty-First Century, we are entering more and more dates,

such as privileges and expirables that are in the year 2000. CACTUS canOt know when | mean 19 and when | mean
20, right? Wrong. Visual CACTUS has a Century Rollover Feature that can be set to know when you want the year to
begin with 19 or 20.

You can find this feature from File>Open>System>System Information. Try it and the window below will appear. (If

you donOt see System Information in the list of available System Files, you may need to contact your CACTUS system

administrator.) As you can see in Figure 2 below, my Century Rollover Year is set to 14. What does this mean? When

| enter 01/02/13, CACTUS will populate 01/02/2013. When | enter 01/02/14, CACTUS will populate 01/02/1914 for

me. Basically, CACTUS looks at the value you set in the Century Rollover Year and if you enter any number
below that value (“20” will populate for the current 21st Century) and when you enter the same value as set

http://www cactussoftware.com/client_only/newsletter/2010/1s_datefieldshortcuts.asp[5/4/2010 3:44:40 PM]
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in the Century Rollover Year or greater it assumes the previous century ( “19” will populate for the 20th
Century). Another example: if | had the Century Rollover set to 50, and typed 11/19/50, CACTUS will auto-populate
the year in the 1950, but if | typed 49 it will assume 2049.

[ System Information B@W

Databaze Information

Databaze Wersion: | 3400

Data Reguirements Yersion: | 31036

Swetem Settings

Oracle Tempoarary Tablespace:

Palling Intetval (in seconds): 0 2 | (For Background Monitoring)
Certury Raollover Year: 0 =
Default Fax Gateseay: | [ Mone ar BrA ] il

Default Inages to Publish an wek:

Figure 2
So now we understand how the Century Rollover feature works, but how do you decide on a value?

Something to consider: We can assume that the earliest date stored in CACTUS would be a provider®s DOB and the
next date after that would likely be their Medical School start date, while one of the latest dates you store in CACTUS
will be the OToO date.

Take a moment to think about the age range of your providers. LetOs say your oldest provider is 70, born in 1938.
They started medical school in 1960. The youngest provider on staff is 32, born in 1975. They began medical school in
1997. If we set our Century Rollover year to 38, when the number 38 is typed in the year portion of a date field
CACTUS will populate 0190. When you type 37, CACTUS will populate 2037. So a suggestion is to set the Century
Rollover Year, to your oldest providerOs DOB.

To test the value you set for the Century Rollover Year, you will need to exit and re-enter CACTUS.

If you have any questions, please donOt hesitate to contact our CACTUS Support Team at 800.776.2305 Ext. 1 or email
us at support@CACTUSSoftware.com .

http://www cactussoftware.com/client_only/newsletter/2010/1s_datefieldshortcuts.asp[5/4/2010 3:44:40 PM]
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CACTUS

MSP Competency
Network -

“Career
Development”
May 2010

Written by: Donna Goestenkors, CPMSM/
President-Team Med Global Consulting

What Resources Do You Need in Your Toolbox?
Dear Colleagues,

Using the tips | provided last month, you now have in your career toolbox a contemporary, results-documented

resume. ItOs now time to prepare for the next two additions to your toolbox b an autobiographical sketch and a
professional picture. An autobiographical sketch is a resource that may not be as familiar a term to most MSPs, but

it is definitely important. What is an autobiographical sketch or Obio?0 It is a brief summary of your professional
life, including education, accomplishments, publications, affiliations and interests. It is short and highlights key
events and achievements. It could be viewed as an abbreviated curriculum vitae or OCV.O I know MSPs are very
familiar with collecting current CVs from applicants, so that point of reference will be helpful as you begin to think
about the things you want to include in your bio.

Some standard elements that should be included are:

¢ Name

e Title

e Key Position(s) Held

e Education

e Experience (showcase your expertise)

e Degree(s) & NAMSS Certification(s)

e Publication(s) (relevant and most notable to the industry)

« Membership(s) (donOt forget your Chapter, State and NAMSS memberships)

e Honors

» Interest(s): (something personal about you, i.e., enjoys traveling, likes to read, listens to classical music,
volunteers in the community, etc.)

MSPs possess a great diversity of knowledge, talent and expertise. Each day they show up, work hard and practice
their skills in real life environmental experiences. The scope of their abilities is impressive. [tOs now time for MSPs
to shine the light on themselves! A bio is just the tool that will highlight them not only as a competent MSP, but as

a person who has a life outside of their work world too. It also serves as a resource to others when introduced at an
event or activity. It allows you to be the architect of what accomplishments you want to showcase. Having a
current bio will eliminate the disappointment MSPs have too often felt when they are introduced as the OMedical Staff
Secretary.O

Samples or templates of an autobiographical sketch can be researched on Google or Bing. Using generic frameworks
will be a great starting point for you to begin creating your bio. It will become a dynamic product for you so plan to
review it at least annually to be sure it includes current information about activities you choose to highlight.

The fourth item that should be in your toolbox sounds like a no brainer. However, you would be shocked to learn
how many MSPs forget to have a professional picture taken of themselves. A picture truly conveys a thousand
words. It serves as a message to others that you are proud of yourself and honored to be a representative in our

industry.  This tool assists the MSP to be ever ready when the unexpected happens. 1tOs great to include with an
application or to submit with an article youOve written. It will also improve the tone of professionalism when

scheduled to give a presentation to your Credentials Committee. Please take the time to get your picture taken.
Remember:  DonOt use a personal picture that you had taken five years ago with one of your colleagues and shows

you both holding cocktails or one with your favorite pet where you cut your animal out of the picture. Believe me,
these are real, true client examples! DonOt let your picture make you miss an opportunity.

Next month | will include a description of the fifth tool B an accomplishments report. This is a trickier tool than you
might think. It can be an overwhelming task to prepare if you donOt approach it properly. Learn how to construct

http://www.cactussoftware.com/newsletter/Articles/2010/CN_mspB&4p010 3:41:55 PM]
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and maintain your list of professional accomplishments. This will become one of your most valuable tools to
communicate your competence as an MSP.

OGo confidently in the direction of your dreams. Live the life you have imagined.O - Henry Thoreau
Until next we speakESMILE

--Donna Goestenkors, CPMSM

President-Team Med Global Consulting

Healthcare Consultant, Speaker, Educator, Author, & Mentor
618-830-0057

donna@teammedglobal.com

i o
<L Team Med Global
L CONSULTING
J Trusted Advice - Customired Solulions

The MSP Competency Network™ is a leading industry initiative that provides to every MSP the opportunity to design
and participate in personalized individual, partnership or group education, training and mentorship sessions. These
customized sessions, using all available modalities, are designed exclusively for MSPs desiring or directed to pursue
competence in the Medical (Staff) Services Profession. So, what key area(s) of MSP development does your roadmap
lead? What is in your toolbox? To get help in customizing your professional development plan, contact me at

donna@teammedglobal.com or 618.830.0057.
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