ESRD Network Coordinating Center 1SO

1979 Marcus Avenue FYTYT T o
Lake Success, NY 11042-1002 %
(516) 209-5332 CERTIFIED
www.esrdncc.org

Improving Healthcare
for the Common Good

The ESRD Network
New ESRD Patient Mailing Organizer

(NEMO)

Quick Reference User Guide

APPENDIXES

The NEMO Tool was developed exclusively for the New ESRD Patient Orientation Packet (NEPOP)

Warning: This software is the sole property of
ESRD Network Coordinating Center (NCC)
IPRO ESRD Network of New York
1979 Marcus Avenue, Lake Success, NY 11042

Any unauthorized use or distribution is prohibited and subject to legal action as applicable.
For more information about this product, contact: Information Systems, IPRO, Inc. (800) 852-3685

Last Revised: March 11, 2011 Version 10



Improving Healthcare
for the Common Good

ESRD Network Coordinating Center
1979 Marcus Avenue

Lake Success, NY 11042-1002

(516) 209-5332

www.esrdncc.org

REVISION HISTORY DETAIL

0 DRAFT Quick Reference User Guide Appendixes Developed | February 28, 2011
1 Content Revisions March 1, 2011
2 Submitted to Management for Review March 2, 2011
3 Implemented Management Feedback March 2, 2011
4 Submitted to CMS Editor for Review March 2, 2011
5 Implemented Editor Feedback March 8, 2011
6 Content Revisions March 8, 2011
7 Submitted to CMS COTR for Review/Feedback March 10, 2011
8 Received CMS COTR Approval March 11, 2011
9 Finalized Quick Reference User Guide Appendixes Published March 11, 2011
10 Distributed to he ESRD Network Commniy March 11, 2014

Last Revised: March 11,

—

N ,{-'\.‘5\.; chul O} _\\;j[ll!:a N

]

Michele L. Spillane
NCC Project Manager

Jeanine Pilgrim

Date: March 11, 2011

2011

A ;;fA.'}u_,r . j P

NCC Contract Coordinator

Date: March 11, 2011

Version 10



NEMO
USER GUIDE
APPENDIXES

The following Appendixes provide supplemental descriptions of NEMO functions and processes.
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ENTERING A NEW NETWORK USER IN NEMO

The NEMO tool is password-protected. This password:
IS not case sensitive
must be recorded
must be kept in a safe place

must be accessible to the user.

The NEMO Warehouse encrypts all passwords that it uses to identify users who perform

patient record updates, scan data, and/or key-in data to the RMF database.

In order for you to login to the NEMO Warehouse, a pre-authorized user must add you to your

Network database “Contact Maintenance” list.

To add a new Network representative into the NEMO system, click on “Contact Maintenance”

from the “Miscellaneous” section of the RMF Main Menu.

IPRO End Stage Renal Disease Network of New York
January 20m

NEMO

Main Menu

Address Comections Reperts Miscallanecus

Address Camachion

Miscellaneous
Contact Maintenance

MCC Communication Message
Suggestion System

Print Return Reason Barcodes

Example
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You will be brought to a new screen with a drop-down menu.

NEMO — Contact Maintenance

RETURN
Please select a Network Contact from the list below:
\ v ADD

To the right of the drop-down menu, click on the “ADD” button.

Once selected, this will bring you to a new screen enabling you to enter the new processor’s
information.

NEMO — Contact Maintenance

RETURN

First Name: |
Last Name:
Status:

User Name:

UPDATE

You can then input the new Network representative’s contact information.

All new/current contacts need to have an A listed under “STATUS” to provide them Active

access to your Network’s NEMO database.

Click on “UPDATE” to save this new individual to your contact list.
You will be brought back to the Main Menu.
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REMOVING A NETWORK USER FROM NEMO

To change an existing contact’s status in NEMO, please follow these steps.

In the “Miscellaneous” section of the Main Menu, select “Contact Maintenance”.

o IPRO End Stage Renal Disease Network of New York
January 201

Main Menu

Miscellaneous
Contact Maintenance

MCC Communication Message
Suggestion System

Print Return Reason Barcodes

Example

You will be brought to a new screen containing a drop-down menu of individuals listed for

your Network.

NEMO — Contact Maintenance

RETURN
Please select a Network Contact from the list below:
\ v ADD

Select the intended person from the drop-down menu.
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A new window will appear with the selected contact’s information.

NEMO — Contact Maintenance

Please select a Network Contact from the list below:
@mmp Pilgrir. Jeaning 3

First Name: Jeanine
Last Name: Pilgrim

Status: A

User NaA J Pilgrim

Reset Passworl: [~

UPDATE

Change the status field from A (Active) to | (Inactive)

RETURN

f

This will disable the individual that no longer requires access to the Network’s RMF.

Click on the “UPDATE” button to save these changes to your contact list.

Reminder: All Inactive persons will no longer have access to the system but will still appear

in the drop-down menu since there are historical actions associated with them.

Once all desired updates to the Network’s Contact list have been completed, click on the

“RETURN?” button to be brought back to the Main Menu.
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FACILITY CORRECTION WORKSHEET

The “Facility Correction Worksheet” can be generated to view all patient records that have

been returned for a particular Provider ID.

Select the desired provider to produce its specific patient list.

NEMO Facility Correction Worksheet

RETURN
Plaase select a tacility from the lis below:

GENERATE REPORT

Select Facility Number

REPEAT REQUESTS WORKSHEET

Patient records that were provided in the Network’s monthly RMF that have not been corrected
will be re-submitted to the Network in the following month’s RMF as a “Repeat Request.”
These patients will continue to be included within the Network’s upcoming RMFs until the

patient record is updated.
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NETWORK IDENTIFIED UNDELIVERABLE PATIENT ADDRESSES REPORT

The “Unidentifiable Patient Addresses” report provides a listing of all patients who have been

removed from the NEPOP active mailing list for either of the following reasons:

1. “Mailing Limit Exceeded”
2. “Cannot Locate”:
Incarceration
Moved Out-of-Country

Unable to Locate Patient

This report is not a list of patients that requires action by the Networks but rather is for

informational purposes only.
NO ACTION REQUIRED

Notation

ESRD Network

Coordinating Center Nlapwork Identified UndeliverablgPatient Addresses

{No Action Required)
IPRO End Stage Renal Disease Network of New York
January 2011
Name Address Lines Clty State Zip Code Date Reason
No patients to report this month.
Example
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THE NEPOP QUARTERLY TRACKING REPORT

The NEPOP “Quarterly Report” tallies the monthly returns and keeps track of all NEPOP data
that is inputted by the Network and the NCC monthly.

The information is presented in a quarterly table and is calculated by contract period.

Each quarter represents data processed within that specific contract quarter period.

For example, the 1% Quarter corresponds to a July—September contract period.
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RETURN REASON BARCODES

A listing of the unique return reason barcodes can be found in the
“Miscellaneous” (Section #3 of the Main Menu).

Miscellaneous
Contact Maintenance

MCC Communication Message
Suggestion System

Print Return Reason Barcodes

ESRD Network
e Coordinating Center
IPRO Reason Code Barcodes z

Address Correction HIIIHIHII
1
sasosis ot | [N
7
camattosss [N
5
cnangernenore | [N
2
oecessea [N
3
-
]
recoera [ {11
4
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SUGGESTION SUBMISSION SYSTEM

The NEMO tool has a built-in suggestion system that allows Network users to input
suggestions for desired modifications to the system’s functions and utilities.

The “Suggestion System” can be found in the “Miscellaneous” section of the Main Menu.

Miscellaneous
Contact Maintenance

MCC Communication Message

>  Suggestion System

Print Return Reason Barcodes

When you click on the “Suggestion System” field, a new screen will appear allowing you the

option to either:

1. Review previously submitted Network suggestions.

2. Add a new suggestion to the system.

NEMO NEMO Suggestion System
RE','fEWSUISGIfS‘IF"E:T'-S. e il ADD a NEW
Suggestion
Review Submitted
Suggestions
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REVIEWING PREVIOUSLY SUBMITTED SUGGESTIONS

Select the desired suggestion categories from the two drop-down menus.

NEMO NEMO Suggestion System

REVIEW SUGGESTIONS o T

Select Suggestion Topic

Select Suggestion
Category

Once you retrieve a specific suggestion, all other submitted suggestions can be viewed by either:
1. Selecting different categories from the two drop-down menus.

2. Clicking the “Previous” or “Next” buttons to scroll through the submissions.

NEMO NEMO Suggestion System

REVIEW SUGGESTIONS RETURN

Please sabect a categary rom the list below:  Please sabect a tapkc from the list below

Data Entry Enhancements e Cannot Locate Catageres -

stion st
e Network  Sybamimed  Submisted By Status.

NCC Resolution: Reviewed on;

‘The NCC will provide comments, feedback andlor progress updates regarding your submitted
suggestion.

Example =

Upon completing your review of the submitted suggestions, click on “RETURN” to be brought
back to the Main Menu.
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ADDING A NEW SUGGESTION

From the “NEMO Suggestion System”, click on the “ADD Suggestion” button.

NEMO NEMO Suggestion System

REVIEW SUGGESTIONS o T

A new screen will appear providing a blank text box in which suggestions and comments can

be submitted to the NCC for consideration.

Select the appropriate suggestion category from the drop-down menu.

NEMO NEMO Suggestion System

SUGGESTION SUBMISSION

NEMO Suggestion System

SUGGESTION SUBMISSION
Please salect area: | -

Please enter your sy ="
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Enter the suggestion or comment in the blank space provided.

NEMO NEMO Suggestion System

SUGGESTION SUBMISSION

Click on “SUBMIT” to forward the suggestion to the NCC for review and consideration.

The NCC reviews submitted suggestions during the monthly RMF processing.

Please note that certain suggestions may require CMS review and approval.

The NCC will update the suggestion status as the submission review progresses.

| Outstanding Suggestions |

Pending

Reviewing

Approved - to be Scheduled

In Progress

Complete - to be sent in future RMF

Total Suggestions Outstanding

Denied
Implemented

o o o O oo oo O

Total Suggestions

If you have questions or require additional assistance, please contact the NCC at
516-209-5365 or ncc@ncc.esrd.net
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