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How to use the Secure Data eXchange (SDX) for HCP Validation Report
Downloads and Uploads — updated June 2023

The AHSA Secure Data eXchange (SDX) - Email Notifications
e HCP and ANSNAP data are sent each month to AHSA via the AHSA Secure Data eXchange (SDX).
e The HCP and ANSNAP data files are validated and loaded to the AHSA Data Collection System (DCS).

e If the validation process detects errors or anomalies in the monthly data, the registered Hospital HCP
Contact(s) will be dispatched a Validation Report via the SDX and will receive an SDX Email Notification.

e Please read the email notification carefully as it includes full instructions on how to download, correct and
return the Validation Report and/or a Resubmission of the data.

e The email notification includes two easy links to the AHSA SDX system:

e The first “link” explains how to access and where to download the monthly Validation Report. CLICK
ON “Here”

Secure Data Exchange Administration
To Hospital HCP Resubmissions

Australian
Health Service
Alliance

Dear 50 User,

HCP/ANSNAP Validation Report for the Period: Feb 2023
(0057410Y)

Thank you for your monthly data submission.
AHSA requests that you review the values reportad.

VALIDATION REPORT

Please download and review your Validation Repaort by loggin
HERE.

This report can only be downloaded once per facility. So pleag
this being actioned by one user if you hawve multiple staff/dep

e The second “link” further down the email explains how to upload/submit the updated Resubmission
and/or Validation Report. CLICK ON “Here”

Both S5DX jobs must be returned (or declined) by 22 May 2023
Do not email \Validation Reports or data resubmissions to AHSA — please use the 5DX jobs HERE.

+ You may receive further requests and reminders relating to this matter if the validations
are incomplete or not returned by the expected date.

« We are only accepting the return of one Validation Report per facility. Therefore,
ensure you have a process for this being actioned by one user if you have multiple
staff/departments responsible for differing aspects of the request.




How to use the Secure Data eXchange (SDX) for HCP Validation Report
Downloads and Uploads — updated June 2023

How to Download a Validation Report.
Step 1: Login

e C(Click the link in your email (see page 1) to directly access the Secure Data Exchange (SDX) login
screen.

S
Australian
Health Service

Alliance

Welcome to the AHSA Secure Data eXchange (SDX)

Plcase enter your User Name and Password to enter,

Access to the AHSA Secure Data Exchange s restncted sclely to authonsed AMHSA staff, authornised staff currently employed by AMSA
member funds and authorised staff currently employed by health facilities which require 3 secure channel to send or receive data and
information. Additonally the user must be 2 registered AHSA secure website user. The data contamed within is private and confidential
and may not be used for any unauthonsed purposes. By accessing and using this website, you are deemed to have agreed to these terms
and conditions. Click here to read the full terms and conditions.

User Name
administrator

Password:

¥ Remember me next time.

login |

e Enter your username and password and click Log in.
e If you tick “remember me next time”, your computer will remember your details.

e If you have forgotten your username or password, go to the AHSA Home Page which includes the
option for “Forgotten Password”.
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STEP 2. Downloading your Validation Report

e Once logged in, you will be taken to the AHSA SDX Welcome screen. This details the current Uploads,
Downloads, and overall Transactions for your facility, giving access to these by clicking on the tabs at the top
of the screen or by using the direct links on the screen.

e C(Click on “My Downloads” via the tab or the link on this page to access your monthly Validation Report.
Hospitals must download the AHSA Validation Report to review and correct the current errors and warnings

that are flagged on your HCP and ANSNAP files.

E AHSA Secure Data Exchange (SDX) Home Change Detals Logln Log Qut

# Welcome | & My Uploads | ¥ My Downloads ‘ Transactions |

Welcome - AHSA Secure Data Exchange (SDX)

SDX allows you to upload, download, manage, and view file transactions performed by your organization.

Summary
The following outlines a summary of your current Uploads and Downloads:
{j You currently have 9 new upload batches out of a total of 11 batches requested for upload.

g You currently have 1 new download batches out of a total of 1 batches available for download,

My Uploads My Downloads
View and upload pending uploads requested by AHSA in the My Uploads tab. View and download available file batches released by AHSA in the My Downloads tab.
View file upload transactions already carried out in the Transactions tab. View file download transactions already camied out in the Transactions tab.

Mission Statement

To be an alliance recognised within the health industry for its unity, strenqth and expertise in the provision of private health insurance support services.
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e The “My Downloads” screen - this displays all Validation Reports waiting for download.
e Select the Hospital HCP Validation Report by the month that was indicated in your email.
e The “Status” of the Validation Report you need to download will be “New”.

e Click anywhere on this line to access.

e If you have multiple batches appearing on this screen, follow the tips provided by the “Instructions”. These
provide useful information on how to filter on or sort these batches, particularly if you are the HCP Contact
for more than one hospital.

@ AHSA Secure Data Exchange (SDX) Home Change Details Login Log Out
# Welcome ‘ 4 MyUploads | ¥ MyDownloads = Transactions ‘
Batch Downloads
Y]

[ Include al batches completed in the last month

Description Type Date Sent Date Due Date Completed Creator Status Options

|4 Hospital HCP Validation Report Dispatch Feb 2023 for Hospital A (1123457A) - Hospital HCP Validation Report Dispatch 04 Apr 2023 11 Apr 2023 Louise Eady New

Note: Listad above are your current download batches. These batches contain files available for download, Please ensure that you downlaad 2l files in these batches befora the Due date shown,
hen all fles hava been downloaded (or rejected) the status of the batch will be ‘campleted,

Instructions :

+ Select a bateh by clicking it to view the files it contains,

* You can email the creator of the batch by clicking on their name.

* Hold your mouse aver certain items to get further information (2.g. Try holding your mouse over the Status or Type of a batch).

» Filter the list of batches by description, type or status by entering a search term in to the filter box above the list and pressing enter or the 7 fiter button.

+ Display recently archived batches by checking the “Show recently archivad batches™ checkbax.

+ Sort batches by clicking on the header of the column.,

» The due date of the batches will change colour based on the status of the batch, Red signifies that a batch is overdue, while Gray shows that a batch is complete or archived.
+ Completed batches can be manually archivad by pressing the " Archive button at the end of each completed batch row,
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e Complete the Download using this next screen.
e The “Status” of the Validation Report you need to download will have changed to “Awaiting Download”.

e Follow the instructions for “Downloading files” shown on the screen.

@ AHSA Secure Data Exchange (SDX) Home Change Details Logln Log Out

‘ # Welcome ‘ A MyUploads ¥ My Downloads | Transactions ‘

Batch Downloads > Hospital HCP Validation Report Dispatch Feb 2023 for Hospital A (0123456A)

File Name File Type File Size ~ Must Download Status Options

_lﬂ; 01234564 202302 ValidationReport_20230404_1444.xlsx Hospital HCP Error Report (Excel) T415KB Ves Awaiting Download v

O s bateh s pending completion

Downloading Files:

1. Begin file download by pressing the ¥ Download button or clicking on the name of the file you wish to download.
2. When the download file dialog appears press Save to save the file to a location on your network.

3. You can * Decline the download of a file if it is not Mandatory.

4, Once you have downloaded or declined all the files the batch is complete.

e Itis recommended to always save the Validation Report, as the download can only be completed once.

e Save the Validation Report to a folder of your choice, for ease of reference. You may also need to forward a
copy to another hospital user such as the Billings team or Rehab team.

e If you cannot find your “Download” because you pressed “Save” rather than “Save as”, check in the generic
“Downloads” folder of your PC for the Validation Report which will look something like this.

= Choose File to Upload =
© ~ [ ThispC » v & | [ search This PC 2]
Organize ~ 9 - @ @

~

4 Folders (6)

b Desktop
H Downloads
h Pictures

4 Devices and drives (3)

45r Favorites
B Desktop

8 Downloads EE. Documents

= Recent places
1> /8 This PC

I €l Metwork

- Local Disk (C:)
$ Floppy Disk Drive (&) - m:l
= S 05.3 GE free of 249 >

File name: |

| [Custom Files *.dsx)

vl

o ] |

Cancel
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e C(Click on the “My Downloads” tab again, to return to the Home “My Downloads” screen.
e The file will now show a “Status” of “Download Complete”.

e The completed batches will be periodically archived from this screen.

@ AHSA Secure Data Exchange (SDX) Home Change Details LogIn Log Out

| 4t Welcome | A My Uploads |~ ¥ My Downloads | Transactions

Batch Downloads > Hospital HCP Validation Report Dispatch Feb 2023 for Hospital A (01234568)

File Name File Type File Size  Must Download Status Options

_ﬁ 0123436A_202302 ValidationReport_20230321_0853.xdsx Hospital HCP Error Report (Excel) 7892 KB Yes Download Complete v

@ This batch has been completed

Downloading Files:

1. Begin file download by pressing the ¥ Download button or clicking on the name of the file you wish to download.
2. When the download file dialog appears press Save to save the file to a location on your network.

3. Youcan ¥ Decline the download of a file f it is not Mandatory.

4. Once you have downloaded or declined all the files the batch is complete.

STEP 3. Distribute the Validation Report to relevant staff/departments for completion.

e Your downloaded Validation Report may require input from more than one staff member or department.
We only accept one Validation Report per facility, so the registered HCP Contact is usually responsible for
distributing and collating the corrections and comments to be returned to AHSA.

e Please ensure that you have a process in place to coordinate with other persons responsible for different
aspects of the report.

e If there are missing charges or discrepancies in the reporting of charges, you may need to send a copy to
your Billings contact to action.

e If the facility includes a rehabilitation unit, you may need to send a copy to the Rehab coordinator. HCP and
ANSNAP Validation errors are all contained on the one report. Please check both the HCP and ANSNAP
tabs.

e Any changes made on a Validation Report must always be updated in your Patient Management System
for your Resubmission to be effective.

e Do not make any adjustments/changes to the Validation Report format as this will trigger a loading error
from AHSA.

You are now ready to Upload your Resubmission and/or Validation Report
using the SDX!
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How to Upload a Validation Report or HCP/ANSNAP Resubmission.

Returning your Validation Report/Resubmissions updates can be completed securely via the Secure Data eXchange
(SDX). Please do not use email to send Validation Reports or data Resubmissions to AHSA.

STEP 1. Using the SDX email link to “My Uploads” and Log in

e To upload your updated HCP Validation Report and/or a Resubmission file, select the second link in the SDX
email as shown on Page 1 of this guide. If you are new to this process, please take time to read this email
carefully. It contains important explanatory information.

e Complete the steps to log in, as described on Page 2 of this guide.

STEP 2. Uploading your Validation Report or Resubmission

e Once logged in, you will be taken to the AHSA SDX Welcome screen. This details a summary of the current
Uploads, Downloads, and overall Transactions for your facility.

o C(Click on “My Uploads” via the tab at the top of the screen or click the link on the screen to view the
Validation Report and Resubmission Requests that are waiting for completion.

@ AHSA Secure Data Exchange (SDX) Home Change Details LogIn Log Out

ft Welcome | & My Uploads | ¥ My Downloads | Transactions |

Welcome - AH5A Secure Data Exchange (SDX)

SDX allows you to upload, download, manage, and view file transactions performed by your organization.

Summary
The following cutlines 2 summary of your current Uploads and Downloads:
| @' You currently have 9 new upload batches out of a total of 11 batches requested for upload.

| @ You currently have 1 new download batches out of a total of 1 batches available for download,

My Uploads My Downloads
View and upload pending uploads requested by AH3A in the My Uploads tab. View and download available file batches released by AHSA in the My Downloads tab.
View file upload fransactions already camried out in the Transactions tab. View file download transactions already carried out in the Transactions tab.

Mission Statement

To be an alliance recognised within the health industry for its unity, strength and expertise in the provision of private health insurance support services.
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e The “My Uploads” screen — this next screen displays all requests waiting for upload.
e You will see two or possibly three options to upload your corrections and updates:
o a Hospital HCP Validation Report Request
o a Hospital HCP Data Request Resubmission
o a Hospital AN-SNAP Data Request Resubmission **applicable to Rehabilitation facilities only
e The Status of the request will display as “New”.
e Check that you are selecting the correct facility name/provider number and the correct month and year.

e If you have multiple batches appearing on this screen, follow the tips provided by the “Instructions”. These
provide useful information on how to filter and sort these batches on the screen, particularly if you are the
HCP Contact for more than one hospital.

e Select the batch you wish to upload by clicking on the row.

@ AHSA Secure Data Exchange (SDX) Home Change Details Login Log Out
# Welcome | & MyUploads | ¥ My Downloads | Transactions

Batch Uploads

Hospital A ® |

[ Include all batches completed in the last month

Description Type Date Requested Date Due Date Completed Creator 5tatus  Options
5 [T}‘:Z';t‘;'ﬁilcp Validation Report Request Feb 2023 for Hospital A\ | 1P Validation Report Request 04 Apr2023 11 Apr 2023 Louise Eady New
{5 Hospital AN-SNAP Data Resub Feb 2023 for Hospital A (01234564) Hospital AN-SNAP Data Request 04 Apr2023 11 Apr 2023 Louise Eady New
Resubmission
| 4} Hospital HCP Data Mar 2023 for Hospital A (0123456A) Hospital HCP Data Request 01 Apr 2023 12 May 2023 Louise Eady New
| 4p Hospital HCP Data Resub Feb 2023 for Hospital A (01234364) Hospital HCP Data Request Resubmission 04 Apr2023 11 Apr 2023 Louise Eady Mew
4 Hospital AN-SNAP Data Mar 2023 for Hospital A (01234564) Hospital AN-SMAP Data Request 01 Apr 2023 12 May 2023 Louise Eady New

Note: Listad above are your current upload batches, Please ensure that you submit these batches before the Due date shown.
Instructions:

+ Select a batch by clicking on it to view the files you need to upload.
Email the creator of the batch by clicking on their name,
Hold your mouse over certain items to get further information (.. Try holding your mouse over the Status or Type of a batch).

Filter the list of batches by description, type or status by entering a search term in to the filter box above the list and pressing enter or the T filter button.

Display recently archived batches by checking the "Show recently archived batches” checkbox.

Sort batches by clicking on the header of the column.

The due date of the batches will change colour based on the status of the batch. Red signifies that a batch is overdue, while Gray shows that a batch is complete or archived.

Completed batches can be manually archived by pressing the ™ Archive button at the end of each completed batch row.
Some completed batches can be restored from archive by pressing the - Restore button at the end of each archived batch row. Restoring a batch will clear all uploaded files and require

you to upload them again.
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e Complete the Upload using the next screen.
e The “Status” of the Request that you wish to upload will be “Awaiting Upload”

e C(Click “Browse” to select the file you wish to upload. This will take you to the file directory on your computer.

@ AHSA Secure Data Exchange (SDX) Home Change Details Logln Log Out

# Welcome | & MyUploads | ¥ My Downloads ‘ Transactions ‘

Batch Uploads > Hospital HCP Validation Report Request Feb 2023 for Hospital A (0123456A)

File Name File Type Must Return FileSize  Status Action Options

_{T 0123436A_202302 ValidationReport 20230404 1444xlsx  Hospital HCP Error Report (Excel) Na Awaiting Upload x

@ 1his batch s pending completion « Back

Listed above are the files raquested in the selected batch. You will need to upload all files that are mandatory and may decline those that are optional if they do nat apply to your situation.
Uploading Files:

1. Press the 'Browse' button to look for the specified file on your local or network drives,

2, Select the file and press ‘Open’,

3. Repeat steps 1 and 2 for each file,

4, If you do not need to transmit a particular file (and the file is not flagged as Must Return) then you can press the * Decline Upload button to indicate you will nct be sending the file.
5. 1f you upload a file that is incorrect and you would like to replace it you can do this by first removing it by pressing the . Remove File Button

6. Once you have uploaded or declined all the files the batch will be complete and you can go back to the Batch Upload Summary page.
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e Browsing for a file - Please take care when browsing, as a mismatched file and request will be rejected by
the SDX, causing unnecessary resending of requests to your facility.

e A Validation Report can only be uploaded to a Validation Report Request (.xls file). **If you have received
an updated Validation Report, use this for your updates, NOT the superseded version of the report.

e A Resubmission file can only be uploaded to a Resubmission Request (.txt)

e The example shown is how to identify a text file (.txt)

& Open

| ] » ter » belinda 0\ 1 (H:) » SDX
@\_/" omputer elinda (\Wpandora) (H:)

~ | ¥ | [ Search sDX o

Organize - Mew folder

MNarme . Date modified Type Size

0 Favorites
| 00168604, bt 29/08/2012 2:45 PM  Text Document 99 KB

Bl Desktop
4. Downloads

TS

1=| Recent Places

. Libraries
3 Documents
J’ Music
= Pictures

B videos

M Computer
& os (@
5 belinda (Wpandora) (H:) |

1 |

v [ren -

File name: 00168604 bt

[ Open ] [ Cancel ]

AHSA can accept:

A Data Resubmission Only, where all corrections have been applied to the facility Patient Admin System before the

data is reextracted.

A Data Resubmission and a Validation Report, if additional information can only be conveyed via the Validation

Report comments.
A Validation Report only.

A full Data Resubmission is the preferred option.
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STEP 3 Completing the Job

e Forthe “Job” to be completed, all requests must be actioned.

o If ajob requestis not actioned, automated email reminders will continue to be sent from the SDX on a
weekly basis.

e [fitis deemed unnecessary to use both the HCP/ANSNAP Resubmission Request and the Validation Report
Request, please “Decline” the unused request.

e Itis not an option to “Decline” both requests.

e To “Decline” arequest, go to “My Uploads”, then “Options” and use the “Decline file upload” option * to
complete.

Decline file upload. This file is not required and will not be
submitted.

.

e If you select ‘Decline’, the following message will appear. Click ‘Ok’ or “‘Cancel’

ﬁ AHSA Secure Data Exchange (SDX) Home Change Details LogIn Log Out

# Welcome | & MyUploads | ¥ My Downloads ‘ Transactions ‘

Batch Uploads > Hospital HCP Validation Report Request Feb 2023 for Hospital A (0123456A)

File Name File Type Must Return FileSize  Status Action Options

_{T 01234364 202302 ValidationReport 20230404 1444xlsx  Hospital HCP Error Report (Bxcel) Na Awaiting Upload x

 mhis batch s pending completion
Listed above are the files requested in the rmmwmmmmmmmmmmmmﬂw@ that are aptional if they da not apply to your situation.
Uploading Files: Message from webpage

1, Prass the ‘Browse' button to laok fo
2, Select the file and press 'Open’, 0 Are you sure you want to decline this upload? You will may not be able
3, Repeat steps 1 and 2 for each file to submit this file once you have declined it

4, Ifyou do not need to transmit a par Upload button to indicate you will not be sending the file.
5. Ifyou upload  file that is incorrect emove File Button
6. Once you have uploaded or dedline ‘ 0K ‘ ‘ Cancel ‘ ary page.
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STEP 4 Checking your SDX Transactions

As a final overview, check the details of all file upload transactions in the “Transactions” tab at any time.

@ AHSA Secure Data Exchange (SDX)

‘ # Welcome ‘ A My Uploads ‘ ¥ My Downloads | Transactions

Home Change Details Logln Log Qut

Show transactions that occured in: ARV

Code Type Transaction Date Batch User
_% 109559 Upload Complete 04 Apr 2023 08:53:52 AM Hospital AN-SNAP Data Feb 2023 for Hospital A (01234564 User A
_% 709558 Upload Complete (04 Apr 2023 08:33:43 AM Hospital HCP Data Feb 2023 for Hospital A (01234364 User &

v L SNAP-0123456A 0023
+ L] Hp-0134sEA 223

Remember to log out of the SDX system when you are finished.
Any questions can be directed to the AHSA Data Team.

Email: hcpresubmissions@ahsa.com.au Ph: 1800 664 277 - Select 3

END OF DOCUMENT
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