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Establish User Account

Before registering as a Facility Access
Administrator, the user account must be
established

Please see the documentation for establishing
a user account




Registering as the Facility Access
Administrator (FAA)

- Every hospital, ambulatory care and radiation therapy
facility that must have an FAA

- What is an Facility Access Administrator (FAA)?

- Administrator/supervisor of the registry activities

- Assigns and administers abstracting personnel for the
facility
- Adds/deletes/modifies abstractor access to the data

- FAA has complete control of the abstracting activities at
their respective facility(s)




Facility Access Administrator
(FAA) continues

» Facility without an in—house cancer registry
(ie, Hospital, Radiation Tx and Ambulatory
Surgical)

- Facility personnel such as the Director of Medical

Records, Quality Assurance, Office Manager, etc can
be designated as the FAA

» Contact abstractors may not be FAA’s.




lom.med.miami.edu/production/\

Registry Electronica for Cancers And Patients (RECAP)

Input Username

Type password
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Select a user type from the list below that best describes how you
interact with FCDS5, then click the continue button to confirm your

choice. Description
Statistics This Role showld only be granted to

those users which have been identified as the
Abstractor adrministrator for a facility, and will

authorize other users access to the IDEA system.
General User Role
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Facility Access Administrator

User ID: [rbenedict

Name: LANA BENEDICT

Email: |ana.b d rl. doh. Ith.com

Phone: (979)543-4066
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 genarate your application.
Please note that the application MUST be printed on the Hospital or Facility letter head in order to be
considered for approval.

Authorizing Medical Facility Individual Information
First Name:

Last Name: +

Title: +

Email: *

Phone: +

* Indicates a required item.

®




FAA Authorization Letter
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o ill A MackKinnin, PhD, CTR
Project Director
Florida Cancer Data System
PO Box 016260 (D4-11)
Miami, FL 33101

From:  JILL MACKINNON
EPIDEMIOLOGIST AND PROJECT DIRECTOR

e 016260 35%?‘{5
Miami,

The Flarga Cancer Data Sysiem (FCDS). Florca s legislsbysly mandated cancer surveilance sysiem colicts
cancer patient dical Facility in the ‘enhances the facility report with data
B oo St d asRon e v vemros e oncad foia b e Joel iy o socurs e T
orignal cancer reports and the retumed enhancad data may contain Protected Heal o

FEDS na mplemented 2 new web-hased faoity aooess sysiem. Tris system designates one mdlwlnual e Eam

reparing faalty 1 bs the s raton (FAA). The PAAwilhaw g
assigning andior Un-ass gning personnel pemm- e moned reperto penn
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| authorize the individual designated below to be the Facility Access Admmstrator for:

FCDS Facility Name: JAMES M JACKSON MEMORIAL HOSPITAL
FCDS Number: 2305

Facility Access Administrator
MName: JILL MACKINNON
Tite: EPIDEMIOLOGIST AND PROJECT DIRECTOR
E-Mail: jil_mackinnon @miami edu
Phone Number. (305)243-3425

JILL MACKINNGN

By signing below | attest | am authorized by the above referenced facilty to make this designation. The indvidual
ied above as the Facility Access Administrator will continue to hawve this authority untll | notify FCDS othenwise in
Authorizing Medical Facility Individual
Name: TEST TESTER
Tite: vP
E-Mail: test@aol com
Phone Number. {305)368-6666

TEST TESTER

This form must e complated and prinied on ihe
Systom 37 305-243-4871 in Grder 10 acuvate the

tedical faciliy’s lmerhead and faxed 1o the Flanda Cancer Dara
eilily Access AGMINSIRION s aECoUnL

Jmackinge -
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Authorization Process

» Signature and letter required because Protected
Health Information is securely available to
individuals designated by FAA.

» Who is the Authorizing Medical Facility Individual?

- The individual having ultimate responsibility for approving
release cancer surveillance data at the respective facility

» Authorization letters are required for each facility

- The same individual may be an FAA at different medical
facilities

- The same individual may be an Authorizing Individual at
different facilities
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Authorization Process

4

Print Authorization letter from screen and
nave authorized individual sign it

Fax letter to FCDS
> (305) 243-4871

» Allow 24 hours for approval and activation

- An e-mail will be sent to you indicating approval

» Log on to FCDS IDEA

> Your FAA role is available under the ‘IDEA User’
menu item

- Click and begin assigning your facility personnel
and their respective roles
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FAA User Role Assignment

acility n

Assign Facility \

\/ MELISSA K WILLIAMS

User ID: +  rmwilliam &—

Email Addr: «

Facilities: [ 2305 - JAMES M JACKSON MEMORIAL HOSPITAL | b ]

Assignable Roles Role InforrnaN

FacilityfAssignmentMaodule

Rewvoke /Renew Facility |

rnelissa_williarms@rmiami.edu

Role | Description ign
CER Reviewar CER Rewiw - Review Pending, Waiting, Mot Meets and D
Meets ~ ) R erod o
a Cancer Data System
CER Update CER Update - Allow entry of treatrnent only in Follow D -

Facility Data Entry (H For Hospitals f Contractors / Ambulatory centers and I:‘ F

Back and Partial status

for full cancer abstract submissions,

@

* Indicates a required item.

Save Cancel

@ Internet | Protected Mode: On
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FAA User Role Renewal/Revoke
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Facility Assign

FacilityAssignmentMadule =

Facility * | 2305 - 1AMES M JACKSON MEMORIALHOSPITAL | v |
Name [ Role | txpiry | Remove | Renew .y
MELISSA WILLIAMS CER Update 0740442013 Ll Ll
rlate box
Record Cnt: 1 |

Users currently assigned to this facility.

@ + Indicates a required item.
Update tancel

@ Internet | Protected Mode: On




Questions or Comments

Please contact

Melissa Williams
mwillia3@med.miami.edu
Phone: 305 243-2641

.
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