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ALERT-Please Read First:
How to Ensure Receipt of Email Notifications from
credentials@mg.khfirst.com

* To receive an email from the above address, you will need to make certain your system will accept the notification.

* Ifyou are in a practice, which has an email server manager-this individual will be able to position your email inbox to
accept emails from the above sender. This is called “whitelisting.” To whitelist an email address means you add itto
your approved senders list. This will keep emails from this sender at the top of yourinbox and out of the junk or
spam folder. This resource may be onsite or managing from another location.

* Ifyou are in a practice which does not have an email server manager, or uses a third-party provider such as Gmail or
Yahoo, follow the steps below:

* Identify your email provider. This might be an internal or external resource that manages your email server (for example, you
use Outlook 365 or an on-premises email server).

*  Work with your email provider to follow the steps to "whitelist" the email address, credentials@mg.khfirst.com.

* Whitelisting an email address means you are adding an address to an approved senders list and telling your email provider that
you want messages these messages in your inbox.

* Or, you may go to www.youtube.com to read instructions on how to whitelist credentials@mg.khfirst.com.
* Once this email has been whitelisted, you will be able to receive emails from the sender with no difficulty.

If you do not whitelist this email, your notifications could end up in the spam folder or blocked.

See slide 13 for more information on” whitelisting.”
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Introduction

\

\

Kids Health First is excited to
announce a new portalon our
member site. Our goalis to getthe
rightinformation, to the right
person, at theright time.

N

Currently, we use a broad stroke
method to send communications
using tools such as the weekly
RoundUp, the monthly Billing and
Coding Newsletter, or email
messaging. These
communications range from
industry news, alerts, reminders,
general information, or crisis
communications.

With this new portal, we will be
able to communicate more
directly and efficiently with lead
physicians, practice
administrators, quality
champions, and other
individuals in each practice. This
includes staff who need specific
information on topics such as
billing/coding, quality measures,
risk, malpractice, human
resources, etc.

The following information will walk
you through the process of
selecting and registering
individuals within your practice
who need specificinformation
based on their responsibility and
targeted communication topics.



Step 1:

* KHF has collected the names and contact information
of each practice’s lead physician, quality champion
and practice administrator.

* Ifyou have not provided the information, please send
as soon as possible to dscowden@khfirst.com.

Include name of practice, the above key individuals
and their contact information (email address).

* Ifyou do not provide this information, you will not be
able to access this new application nor will you or your

?taff rI?HePbers be able to receive key communications
rom .

* Whenthis sa/stem has launched, the lead physician
will have already been subscribed to RoundUp and the
practice administrator will have already been subscribed
to the Billing and Coding Newsletter and RoundUp.

* The system allows you to add other individuals to
these and other communication pieces.
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Step 2: Log into www.khfi rstfom o

» “— Click on Members and you
‘ KLID,SYHCEAITTEEIRS.T about quality contact findadoctor members careers W|” come to a new screen

: where you will sign-in with
your username and password.

.

Members
extending the benefits

With one voice, we are preparing the
healthcare environment of the future that
will define, reshape and energize the
delivery of pediatric medicine.

LEARN MORE >

.
. KiDsHEALTHFIRST

PEDIATRIC ALLIANCE NEN

Registered Kids Health First
Pediatric Alliance Members
Only

Access is restricted. Login to get
access.

If you do not have a username and password, contact Shatell at
information@khfirst.com. She will assist you in setting this up,
which gives you access to the intranet (member portal) of
www.khfirst.com.

Username or Email Address

Password

B Remember Me

Please keep this username and password handy as you will Lost your password?
need it to sign in every time. After you log-in, you may be  Go to Kids Health First
directed back to your email to verify your identity.
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After clicking on memberson the
previous page, you will be taken to
the landing page of the intranet. If
you see the blue rectangle which
Update Contacts, click there
which will automatically take you to

able to make changes. Only the
istrator and Lead
Physician will b&able to make

public Update
site Contacts

LATEST ESSENTIAL ONWARD ANYTIME

RSV Resources CoVID-19
KHF is committed to  Awealth of

KHF University
The CDC continues to  An online learning

changes. This Updyte Contacts

button will only be Wible to those
individuals.

[ Y
W KipsHeALTHFIRS

LIFELONG PEDIATRIC ALLIANCE =B

Moc DEF Medium Practice
Maintenance of
Mam

providing the latest istrative and that every ience available

information on RSV,  medical support. From child 6 months and 2477 with webinars,  continuous and
and its treatments for malpractice to clinical ~ older get a COVID meeting presentations, ongoing process of
children, which have guidelines to HR. vaccine to printable handouts,

been recently Everything your protect against serious and other timely, and

approved by the FDA  business needs can be _iliness. KHF will useful medical

LEARN MORE LEARN MORE :: LEARN MORE

Payor contracts

Kids Health First continuously strives to ensure member practices
are paid appropriately for services rendered. One of the ways we
work to accomplish this by publishing fee schedules each time
there is an update.

Select Payor Contract %

—

Pracice Contaet

lifelong learning, self-
assessment and clinical
improvement to

LEARN MORE Aton
an

Board of Pediatrics.

The key contacts for each practice
(lead physician, quality champion,
and practice administrator will be
pre-loaded at launch.

oopopoon



PEDIATRIC ALLIANCE

Step 4. ‘ KIDSHEALTHFIRST

Add Practice Contact

Key Role

You should see the

Quality Champion

following for your

practice:

* Keyroles

« Names S~

« Communication
topics S

2T

=

HEN
Under Key Roles, you Please confirm these
will see the lead names and physicians
physician, quality are correct for your
champion and the practice.

practice administrator
listed.

DEF Medium Practice

Practice Contact
Lead Doc LeadDoc Medium-leaddocmedium@khfirst.com
Donna Medium-dscowden.medium@khfirst.com

Donna Medium-dscowden.medium@khfirst.com

Practice Contact

Onceyour information has been
uploaded into the database, the
practice administrator or the lead
physician willbe able to change this
information, as needed.

‘_
(
U
gppoon

*The graph above is for
demonstration purposes
only and does not
represent your practice.



Step 5:

.
W KiDsHEALTHFIRST

PEDIATRIC ALLIANCE "}
DEF Medium Practice

On the bottom half of this screen, you e e
will see: e

, C L . SR
a.) Different communicationvehicles ~ __— - o
such as newsletters for Roundup, =
Billing and Coding, Quality Steps, and - o
topics for =
b.) Vaccines, malpractice, risk,

human resources, etc.

* This slide is for training purposes only and items may not be included at this time on your actual
screen. New topics to be added in the future.



ABC Large Practice

Add Practice Contact

Practice Contact
Lead Doc LargeP-leaddoclarge@khfirst.com

QualityDoc LargeP-qualitydoc@khfirst.com

Donna Large-dscowden large@khfirst.com

. . . s/ commnesenm ple  Practice Contact LP ac 4

Communication Topics (cont’d) 0
Select Contact - ﬂ

Billing and Coding Newsletter 8] 8] n

This is the section where you will indicate which :

of the three key roles will receive the different P — 5 o

communications. SRRCRCH - |

This is indicated by a check mark on the squares
on the right side of the screen.

This is where you will add additional individuals
to receive these communications.




Step 6:

To add a practice contact:

.
- First click on the blue box at the top left which W KiosHEALTHFIRST
says “ Add Practice Contact” rimTRIE Armmner e DEE Medium Praciice
b
Key Role Practice Contact
° ° Lead Physician Lead Doc LeadDoc Medium-leaddocmedium@khfirst com:
This screen will pop up:
Practice Administrator Donna Medium-dscowden medium@khfirst com
Communication Topic Practice Contact P ac PA
Roundup Newsietier 1 (w] n
Insert Contact B ~°-a
Quality Steps ] T (=] n
LLLLLLLL 0O 0O O “
*First Name: praciicerRisk Manager oo o 3
Human Resources ] o n
Update
*Last Name: Log-out

Phone Number

The required fields in the Insert Contact
pop-up are first name, last name, and

\ emailaddress

“Email Address:

- Insert the information and click on the blue box that says submit.

You will then be able to add or delete contacts. See next slide.




Clarification on
Adding/Deletin
a New Contact

To add an individual click on the green box with a + sign.

- This will open an additional space in which you can ad
a contact. You may add as many additional contacts as
you want.

- If you wish to remove an individual, click on the red
box with a — sign.

The listing only goes away when the con
been deleted.

One confirmation email notification is sentto the
Practice Administrator’s email address.

All actions-additions and deletions-can be

completed at the same time resulting in a.n.e\_’
summary email listing outall actions .
completed. If you complete one action atatime,
anemailconfirmation will be sent individually for

each action completed.

Pracice Adminsaion

Commnicstion Topic.

Roundlp Newseter

g Rk Mangement

Muman Resources

To: Donna Scowden <dscowden@knirsr.co
Subject: Contact Management Update for DEF Medium Practice

The Lead Physician Lead Doc Medium Practice has been subscribed to the

commmunication topic Test - Billing and Coding Newsletter using the email address
leaddocmedium @khfirst.com.

Please do not reply to this message. Replies to this message are routed to an
unmonitored mailbox.

*This is asample for purposes of training.
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After N
The user (practice administrator or lead
1 1 physician) must click the “OK” button to close
SmeISSIOn Of the confirmation pop-up.
N eW C O nt a Ct P Chemistry - fosterin.. |y Suggested Sites [ CHOA-Sitecore  [) CHOM - AppOrchar— [ CHOA- Epic User— [ Kidshealthfirst.com says [0 bb o KateSpancs s Scrab.  flf Key WestDolphin T [ Set Up Micrasaft Ex..

Practice Contact added successfullyt

After new contact has been entered and
submitted, contactis added to Constant
Contact and Constant Contact List used to
track new contacts added.

biller10

“Last Name:

Medium

For each new contact, there must be at least
one contact listindicating a communication
topic.

Phone Number

“Email Address:

biller10 medmmi@testmediumpractice. com

The message will be displayed as a
confirmation pop-up window to the user if
the submitted form is successful.

You should see a message titled “Practice
contact added successfully”.

This action will also update the
subscriptions in Constant Contact for the
selected users by adding them to the
corresponding contact lists.

Again, the Practice Administrator will receive
an email confirmation that the action has
completed.

12



° ° °
When you subscribe or unsubscribe an employee in the new system the Practice
I I I I l Administrator will receive a notice that this action has been completed. The sender will be
credentials@mg.khfirst.com

or this notice-by email-not to end up in spam folder or get blocked, you will need to work
with your mail server manager (i.e., Outlook, Gmail, Yahoo, MSN, etc.) to follow the instruction
to “whitelist” the email address credentials@mg.khfirst.com. The emailaddress
credentials@mg.khfirst.com mustbe “whitelisted” to ensure this notice is received, and not
assigned to a spam or phishing email.

v (= Inbox 999+ E
» [0 Amazon
» O Emails
Blocked-Not Sent to Spam b B e
O Lc
There is a possibility the email will . O RedClay Creative
not end up in your spam folder, butrather it ] £ Wimbledon Tennis 2022
will be blocked by the email server. Check to make certain ( Orafts
this email credentials@mg.khfirst.com has 5 sent
not been blocked. )
Again, work with your email server manager to make certain W Tesh 607
the above email has notbeen blocked.
From: credentials=mg.khfirst.com @mg.kidshealthfirst.com * Definition of “whitelisting”
<credentials=mg.khfirst.com @mg.kidshealthfirst.com> On Belyalf Ofredentials @mg.khfirst.com N . . .
Sent: Wednesday, October 30, 2024 3:21 PM A“whitelist” is a list of pre-approved entities or resources that are safe oracceptable. In this
To: Donna Scowden <dscowden @khfirst.coms case, itisthe email address credentials@mg.khfirst.com. A whitelistcan indicate who has
Subject: Contact Management Update for DEF Medium Practice access to a system or is safe to exchange communications. A whitelist of resources may

contain websites, software, or applications that have been identified as safeto use. Itis the

The Lead Physician Lead Doc Medium Practice has been subscribed to the opposite of “blacklisting:

commmunication topic Test - Billing and Coding Newsletter using the email address
leaddocmedium @khfirst.com.

Please do not reply to this message. Replies to this message are routed to an
unmonitored mailbox.
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Summary

REMINDER: When you subscribe or unsubscribe an employee in the new system the Practice Administrator will receive a notice that this action has been completed.
For this notice notto end up as a spam or phishing email or to be blocked, you willneed to work with your mail server manager (i.e., Outlook, Gmail, Yahoo, MSN, etc.) to “whitelist” the email address credentials@mg.khfirst.com.

Follow the steps below:
1. Identify your email provider. This might be a third-party provider such as Gmail or Yahoo, or you may work with an internal or external resource that manages your email server (for example, you use Outlook 365 or an on-premises email

server).
2. Work with your email provider to follow the steps to "whitelist" the email address, credentials@mg.khfirst.com. Whitelisting an email address means you are adding an address to an approved senders list and telling your email provider

that you want messages from an email provider in your inbox.
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* If you have a PA changing roles or leaving
the practice:

* The current PA’s subscription will be
transferred to the new person-meaning if the
previous PA received RoundUp, the new PA
will receive RoundUp without anyone having
to go in and make any changes.

ReplaCing a * This action should preferably be completed

. prior to the PA leaving a practice, provided the
Practice new PA has been identified.
Administrator * The new PA will also need to be added to the

database in the intranet.

* The KHF administrator will be responsible for
completing that action. Please contact the '
administrator at information@khfirst.com

/
7
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Accidents Happen!

* If you accidentally delete a person’s name from the new
application (Communications Management System), do not
WOrry.

* The information is stored forup to one yearin an archived ABC Large Practice
database by our IT partner. pr—

* Contact KHF atinformation@khf.com and report the deletion.

* We willensure the information gets returned to the new _ =
application immediately. " cem@

] [ :]

* Itwill show up in the drop-down list of contacts to add once o
again o

17
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Good Luck! O <

Please don’t hesitate to contact us if
you have any questions?

\
\
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