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FCDS IDEA FAA Process Navigation Hub

Click each numbered step below for detailed instructions.

Create IDEA User Account

" NEW users begin here.

Add FAA Role

Add FAA authorization to
your IDEA user account

Submit FAA Application

Complete and submit
the FAA request

Complete Sighatures

\ Complete Approval
Signatures

Manage FAA Assignments

“Manage personnel
access
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Step 1: Creating an IDEA User Account

Estimated Time: 3-5 Minutes

If you already have an FCDS IDEA account, do not create a new account.

Return to the Navigation Hub and proceed to Step 2.

1. Open the IDEA Download Page

0

P Open Download Page
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IDEA App Experience

IDEA App is a new Loadable App for your computer. When you finish loading the
App, you will have an icon on your desktop and in your start menu.

IDEA App has the look, feel and functionality you have always experienced using

2. Open the IDEA Application
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3. Select Create New User/Register

Login - MountainsMajesty.swf

Us 1t
Password
...........................................................................
Authorized A ly
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Flavida Stakgwide Cancer R . o
Welcome . i ol Lo
Florida Cancer Data System
FCDS IDEA Data entry/upload will be interrupted for weekly automatic system reboots early IDEA App Experience
Monday mornings (1-4am). Saturday mornings, the completed single entry FCDS IDEA records
ara batched and moved to the FCDS Field Coordinator for processing. At other times, IDEA App is a new Loadable App for your computer. When you finish loading the
entry fupload is svailable 24 hours. App, you will have an icon on your desktop and in your start menu.
" IDEA App has the look, feel and functionality you have always experienced using
Quastions?: IDEA.,
® FCDS Main number: 305-24 0
#* Userid/Passwords: Melissgilfilliams 205-243-2641 melissa_williams&miami.edu.
® Hospitals: FCDS field coo ators Anne Auguste 305-243-2633
anne_auguste@miami. Edith Alvin 305-243-3179 ealvin@med.miami.edu, Mike

[ Create New User/Register ] [ Forgot Password [ Userid ] [ Login ]

4. Identify Your User Type _
Fﬂ]

Salert % nner type From the Bzt below that beet describes how yau
intsrsct with FCOS, then click the continus button to confirm your
chuice.

|dentify your user type:

Description
Abstractor This i5 the most basic role for all IDEA users,
Dats tequsst  User Accsan

Gaunwral Beer Rule

Administrators —
General User (non-abstracting)

Fathalngy

Fhymicsan User [ermatclogy])

Physician User [Nos-Derm) O R

Fhymirian Vemdnr

Radiclogy Therapy

Abstractors — Abstractor

P
' Contmue

Usar Typa Tdantilication . Marrta
Gelect a uner type From the list below that best describes how you
interact with FCDE, then dick the continee button to confirm your |
cheica, Description
Alstracter Only for abstractor login
Data Request - User Access
General User Rols
Pathology
Physician User [Dermatology]

Phywician Ussr [Mon-Derm)
Physician Vendor

radislogy Therapy

P e 1
Contimuwe

5. Complete Registration

Complete all required fields in the registration form.

FE

IDEA Account Created

ctaster has been Created in the FCDS / IDEA
system.

An email has been sent to the following address:
6 pats2@compuace.com with instructions on
making the account active.
Please be sure to check your junk mail or spam
folder if necessary.

{Florida Cancer Data System
Florida Statewide Cancer Registry

6. Activate Your Account

Submit the form and activate your account via email

Authorization fcepted.
You have ereated and authorized an F0S IDEA user account. You
may continue by exiting this screen J1 launching the App from vour
deskrop, or click the link below.
Click hers 10 Launch the FCDS IDEA Application
Direct any comments or guestions to halissa Williams 305 243 2641

& Return to Main Menu

Next Step =»
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Step 2: Adding the FAA Role

Estimated Time: 3-5 Minutes

If you already have the FAA role added to your user account, you
can access the FAA application by going to the IDEA User menu
and selecting the Facility Auth Application option.

1. Log into your FCDS IDEA user account.

D5 IUA Dats setryfaplosd will be ibarrugted for weakly sutomatic uyilem rabcaty sary
g ). Saburd, X bed ingle sutry FODS IDEK recards
ansing. A% athey times,

rrrrrrrrrr
Ribonrd | B atimcnde: iiabans Willaoa J05. 14T 3641 roebans_wiliarm @ msis o sdu_
- TAYI

3. Choose 'Facility Access Administrator’ — Click 'Add Role'
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4. Go to File Menu — Select 'Close All'

Facility Administrator Application TWFAADetails
~Facility Access Administrator-

The FAA Authorization Application will launch

Phone: [205)242-2641
Enter the facility number(s) you will be responsible for in the table below. Once you have
entered and verified the information click the Process button to generate your application,

Please note: The applicant must be an employee of the facility and cannot be the same
pearson as the Authorizing Individual.

Gity [ State

Facility

Authorizing Medical Facility Individual Information

First Name: *

Paper wil

Next Step =

& Return to Main Menu
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Step 3: Submitting the FAA Application
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Double-click magnifying glass to search your facility. /C)

Enter your facility name, 4-digit FCDS facility number(s), or zip code
(D Facility information will be displayed (facility #, name, city, state).

If the facility entered or selected is not available, an Unable to process the request error
appears. (Contact FCDS IDEA Support)

* Provide information for the Authorizing Medical Facility Individual
- Must be your superior
- Cannot be yourself or a contractor

* Click the 'Process' button to submit

@& Return to Main Menu Next Step =»
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Step 4: Signatures & Verification

FAA application enters the verification phase

User and the Attester each receive an email
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Both_must sign electronically via the link provided

FCDS reviews the submitted documentation

» Once verified, FAA access is granted

FCDE - Facility Acoes Adminiswaier Sppioyi | Regust Fims

vielcome. MELISSS 'WILLLARTE!

Tea e bhe Fane L conpEe man recomd ba bpcore & Ve ies Ceores Sorwmedrzlae
$ogre Sgn Lo rrdmi the proocs
Flwrt Saprane Fram

Faary e, i, D0

' b g
[

Feem LS PLEEL

e (48]

M [

B Ve S e Bt e 1 X = AT P s N it e e
R o T o S Ay A P A A )L T Py S i
I v e T e T e e e e e o L
il ksl | kel etk s i S

o 2 o el o e o bl e e e e sy e v ok s
po Ll L e L T e — LT
A ST ST S T e et iy T e spry e
il el o G n ot g (il 1 el - vieresiery amwae. b | n HAY.

[[EERT T SR S W S | SEYSRR SR PO W g P

s =

AL ETA L I 4T
O, ey B

PP e Sl e

1w Lk PG
ks
bt et sl bl o
2 R et |
r
. - MILTEs
-
B Y S s Bl T P A B e e 1Y SR
Bt Wt L P A AT AT T R R e . Ty | vy S e -

L LT | PR

T S| pal ]

W DA

[ w lailge omak
e e A

¥
[ Es 20

& Return to Main Menu
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e Subimit your signed approval !

Next Step =»
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Step 5: Manage FAA Role Assignments

@& Return to Main Menu
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Step 5: Manage FAA Role Assignments

MR T PR W L NG

IDEA User . FuIIAPHH:Esing IeuPlnadsttr-..r Ingquiry  FollowBack R SeleC‘t 'the ASSign New User Tab

Provide the following in the indicated fields:

User ID: *

Email Addr:

» User ID (lowercase)

* Email Address (on the user account)

* Clicking on the down arrow, select the facility
» Select the Assign button for the access you
want to assign to the user.

Hosp Entry access allows case-finding and abstracting.

Hosp Admin access includes the Hosp Entry access and access to reports.

* To confirm the updated status, click the down arrow and select the facility.

&= Return to Manage FAA Role Assignments Menu

@& Return to Main Menu
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Sign into FCDS IDEA

e e e d - GO to the IDEA User menu

ey,

™ Mrinra s L H S e

| i sttt S0 " B Select FAA User Role Assignments menu.

d ok e Aok Sawig et
LM AR Fandd p Boppras al

Farililky duik & pplicekicn
¥ o i BeDeliial & YT

Select the Renew/Revoke Clicking on the down
Facility Tab arrow, select the facility.

r - 3
: = o F L . . s
IDEA User Full Abstract Processing File Uploads/Entry Inguiry Follow Back |

Users currently assigned to this facility.

@ * Indicates a required item.

[ Update ] [' Cancel ]

Personnel access status to the facility's data, including
yourselt, will be displayed.

» Select Renew button to renew facility access for each
abstractor listed.

» Select Revoke button to remove users no longer
associated with the facility.

» Select the Update button, and the process is completed.
* The user’s access has been reset for 6 months.

* Review the Renew/Revoke Facility Tab to confirm

@ Return to Main Menu
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