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|Getting Started with
EPStaffCheck"‘"]

To get started, you will need your username and
password.

[1]

[1] Go to the EPStaffCheck® webpage at
www.EPStaffCheck.com. ::L::-rmm
[2] On the left-hand side of the screen you ¥irid the A0 e
Client Log in box. s
[3] Enter your YEI Login i
[4] Enter your Password '”m"
S P ok D Pl
[5] Click OLog inO 3 Epstnoe= web
e
You will be taken to the Yost Engineering Client Portal. || [

From this screen you can see the services to which you =
are currently subscribed, download Newsletters and
Manuals, as well and resources to help you manage ) [3]
CMS and OIG Compliance Plans.

[6] To access EPStaffCheck?, click on the

EPStaffCheck™ -
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EPStaffCheck? link located on the left toolbar under
the heading OMy Services.O

Whip B HiE) Hoet - CLIEWTE GALY

You are now at the EPStaffCheck? Start Screen.

E Welcormad Wae AT now loggaed in.
Healthcare Client Resources =
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[Setting up Automatic
Searches]

You probably already have staff, vendors, and other parti¢$]
with whom you are doing business. The easiest and fastest
way to check these individuals and businesses is to set u
batchfile that can run automatic checks on a periodic basis.
A batchfile is a group of names stored in EPStaffCheck?

on which searches can be run. [3]

4
Although some states and programs only require annual 4]

checking, monthly checking is really very important, and
is required by some states and programs. Even if you do
annual checking and avoid penalties &nés, you would

still be responsible for repayments, which can add up
quickly. Doing the checks automatically doesnOt cost you
anything extra and provides you with timely feedback so
that you can address any issues promptly.

There are two ways to create and maintain your e

Bulk Upload

The easiest way to create a bditdis to load them from a
spreadsheet you have. EPStaffCheck® can easily import
from an Excel spreadsheet or C8¥. You do not need to
format yourfile in any particular way, and EPStaffCheck?®
will copy key information, but will not change your original
file in any way. It will also ignore extfeelds or data that

it doesnOt need, so you donOt have to create a Sleeftial
EPStaffChecka.

In the‘EPStaf'f(’:hecka Exclusion Batch Files tab,
click OUploadO in the Batch File Options Panel.

Click on the computer icon to bring up a dialogue
box.

Locate thefile you’created with your search names
and click OOpenO to select.

Click OSaveO to begin the upload process.

YosT Encmeesna e

EPS{"FFCHE CK

Upload Batch File

Batch File Upload: Select a file to upload...

Qe File Upload
< » ) (22/=/m) ([& Documents BIGC

Name A Date Modified

DEVICES
= Macintost h HD » [ Adobe 12/29/10
I iDisk > @ Amys Yesterday

» (1 iChats 11:54 AM

| Medical Staff.xls 1/5/11

¥ [ Professional Development 12/14/10

PLACES
[ Desktop

|
[l Hide extension (Ganeel) Cowen [ 3] -4-



[5] ~ Step-by-step instructions for the Batch File Upload
Helper are located in the bottom pane: 7]
[5a] You will be prompted to select the name fa e
column by clicking on it in the Reference
Records panel. If your spreadsheet has
separate columns féirst and last names,
choose the column that has the name you want

your list to be sorted by. If it has a single

column, choose that column.

Staim LUPIN

Firzt Mama Lazt Name Foaition

[5/6b] Click OSelect.0 [53] Stropstire Physician
[5¢c] Adialogue box will ask if there is another = T
. . . EnE gach Thera
column with name information. If you have w.’ e ﬁwmm:

separate columns féirst and last names,

click OYesO then choosenext name column (5]

Click OSeIect.p If YOU have a Single name Step 1: Select the name column in the Reference Records canel
column, click ONo.O Step 2: Select the DOB column in the Reference Records panel. Click Skip if unavailable
. . Step 3: Select the State column in the Reference Records panel. Click Skip if unavailable

[6a] Select the Date of Birth column in the Step 4: Select the UPIN/NPI column in the Reference Records nanel. Click Skib if unavailable

Reference Records panel if youOve included ’&‘;:eﬂ?escmljvfemed Eﬁfsﬂn;ztg{!gopﬁ::gﬁtﬁcﬂlgk Finish. Otherwise click Back or Cancel.

Date of Birth in your spreadsheet. = ; ————

i R 'y p _B.u.:l: ‘Jl\ Selsct _H__ Ship — Finish —

[5/6b] Click OSelect.O ——[9]—[5/6b]—[6c] [8]

[6¢] If you didnOt include a Date of Birth
Column in your spreadsheet, click OSkip.O

:’) Is there another column with name
-

If you have State or UPIN/NPI columns in your information?

spreadsheet, follow the prompts to select those columns.
These are optional, and we highly suggest that they are
left blank. To leave them blank or if you donOt have that
information, click OSkipO for steps 3 and 4.

L T—

[7]1 Using the Corrected Record Panel as a guide, check
for accuracy

[8] If all looks correct, click OFinishO (you can always
edit records later).

[9] If changes need to be made, click the OBackO button
until youOre at the correct screen to make those
adjustments. -5-



[10] Click OYesO to verify that the Corrected Records look T R ——

correct.
[11] Click OOKO to céinm

[12] With your new batclile selected in the Batch File
Options panel, choose your:

[12a] AutoCheck frequency
[12b] Day of the month the report is to be run

[13] Check the boxes next to each email address you wan

to receive the report (add emails as needed).
[14] Click OFinish.0

. “p y Areyou sure the record in the "Corrected Record"” panel is
\'/ correct?

[ ——

1 ) Batch File has successfully been uploaded

[11] w0k

[15] Once you arénished, click on the OSearchO button in hEP S'{'AF FCHECK

the Batch File Options Panel to run the report.
[16] Click OOKO to céinm the search.

In a few minutes, youQll receive an email from

EPStaffCheck@ YostEngineering.com with your results.
This email will be sent to you each time an automatic searc

is run.

Uploading batcHiles will not make any changes to your

original document. You can maintain multiple batch

files. This way you can have separate lists for employees,

vendors, board members, etc.

e [ ———
112]

noc oy [12a] e [12b] o .
Jgrore Oeyved Lst:
‘Dﬂ‘*dd{'h\lmb.:[15]

[ [upwna- | ten—|

Batch File Email Panel

Email Address «

[1 3; ashropshire@yostengineering. com

%

Batch File search started. When the search is complete, you will receive am email with the results
attached. Results can also be downloaded via the "Batch Reports” tab found at the bottom of the

page.

[16] w0k




Manual Entry

[1]

[2]
[3]
[4]
[5]
[6]

[7]

From the EPStaffCheck? Start Screen, click on the
Exclusion Batch Files tab to access the Batch Files
Screen.

Click ONew.O

Name your new batdile.
Click OCreate.O

Click OOKO to céinm.

Choose an email to which the reports from this batch
file should be sent.

[6a] If you need to add an email address, click
OAdd EmailO in the upper left of the dialogue
box.

[6b] You will be prompted to enter an email
address.

[6¢c] Click OAdd EmailO to submit.
[6d] Make sure the correct email(s) are checked.
[6e] Click OFinishO to crm.

With your new batcliile selected in the Batch File
Options panel, choose your:

[7a] AutoCheck frequency
[7b] Day of the month the report is to be run

EPSTAFFCHECK

p—— 7]
MtoChek ity [7a] oome: [7b] [Eep— Duiin
bt i e

[2]

Hain: » D of Bay B LPTnP

Batch File Name: |[3]

1 } The Batch File Administration has been created

(151 K]

Batch File Email Panel

Email Address «

[Gd] ashropshire@yostengineering.com [6]

Add an Email Address

Email Address:
[[6b] |

[6C] Add Email | [ Canesl.]

[6e] e




[8] To add individual names to this battle, click OAdd
RecordO in the Batch File Contents panel.

[9] Enter the name of the person or business.

[10] Enter the Date of Birth if you have one. This step is
optional, but helps to reduce the number of results.

EPSTAFFCHECK

Exchsion Seasch o Ll Ll Lotwre Seackh  Lroangwee Banch Files | Cleased Reconds  Help

AutnCheck: e, ~ 0n The: tat - Eruil Acicrean Data

|

grore Clegeed Lt T
* coubla dak prbry bekea bz dt

In the majority of cases, we suggest that you leave the , [13] o ] e

remainingfields blank.

D of Bay B LPTnP

[1 2] /:ln::.shropshir
[11] Click OAdd RecordO to add that name to the Batch
File.

[12] You will now see that personOs name in the Batch File

Content panel.

Name: 9
Repeat step8]-[12] for all the names you want to check. ome |[ : |
P IR, vate ofrt:  [10] ]
[13] Once you arénished entering names, click on State: selecta Ste.. %
OSearchO in the Batch File Options panel to run the bl
report.
[14] Click OOKO to cfinm the search. [11] AdaRecors J [ ]

In a few minutes, you will receive an email from
EPStaffCheck@ YostEngineering.com with your results.
This email will be sent to you each time an automatic search _ T -
. Batch File search started. When the search is complete, you will receive an email with the results
IS run. attached. Results can also be downloaded via the "Batch Reports” tab found at the bottom of the

page.
[14] woxe]




[Reviewing Batch
Reports|

Each time you run an automatic search, you will receive an
email from EPStaffCheck@ YostEngineering.com letting
you know that a report is ready to view along with a link to
access this report.

[3]
You should save these reports in a safe location on your
company network. These reports provide you with a
complete, date-stamped, ready-to-go audit history that [5]
documents your compliance, and makes it easy to provide
every piece of information an auditor might want should
you ever be audited.

Remember to download and save your batch lists to your
local network, in a safe location for future reference. Many
organizations set up a folder called Osanction checksO or
something similar, and drop each result set into that folder
as part of their complete documentation.

Click on the link. [4]

Choose the option to OSave to your computer.O

(1]
[2]

There are three reports that will be in each zip archive.

SearchTerms.csv.

[3]

Thefirst report is SearchTerms.csv. This is simply a receipt

that lists all the names EPStaffCheck? checked for you.
There is nothing you need to do, other than save this.

Dear EPSRMCheck Glignt:

!
Please H Asrie \-"[..r i
removed from our servers after 30 days.

It far the: Bateh File Medieal Staff ran on 017132071 at 04:44 PM. The results will automaticalty be

How o Use These Repaoris:

SearchTerms.csv

Thigis yaur recaipt tor &l of the names wou searchad, You should save a copy of this file 80 thal in case of an audit you hawve dooumentation o
your process and that you wers regularly verifying exclusion siatus.(Thers is no need 1o print this report. and no need 1o review it unless you
Jjust wan1to verify that you are running the Aght list of names. The report can be opensd using any spreadsheet application.)

QuickSearchResults.cav

This is the main repor that you will uss for reviewing possible exclusion maiches. You can open this report using any spreadsheet application.
This repart will give you a list ol the employes names thal you enterad that have similar namas 1o thasa in one of the exclusion databases, Wa

will return any databass result that maiches at least bwo parts of your entersd name [for example, first and last name). Providing middle namas
will resultin additonal unnecessary malches, S0 wWe suggest using anly first and last names, and using other information anly when reviewing

possibles malches, to ave yourssif time, especial by on your first batch file list! Most users find that the easiest way review the listis to:

1. Place an X inthe "Match?" column as they determine thal each possible mateh is not their emploges, and give a brief explanation in th
“Motes" column for documentation purposes

. Print the spreadshest whan they are done with all lines

. Log into EPStafCheck and go to the first Search tab

= W M

. Entereach name that you provided (if 2 name had muliiple possible maiches you onlby have to enter it once)

o

. Click S=arch, and you will see the same resulis as on the QuickSearchResults repart

(=]

. Click on Add o Cleared Results (or Add this page to Cleared List] o acknowlsdge that you have reviewed the resulie], itis nota
maich, and you Sont wish b see this paricular mateh resull again

SearchMatc hes.html

This re part gives You all avallable supporting detail for the QuickSeanchAesy i repor, Thare is i FEas0n 1 print this repan. i a name andor
D008 or ather information on the QuickSearchAesulis repor is oo close to rule outimmadiately, use the SzarchMatches report 1o review the
additional informatian and decide how o procesd.

8ann Opening Medical Staff 01-13-2011.zip

Suppaort

*osi Enginesring, Inc.
BBB-395-3029 (of T40-355-8025)
support® YostEngineering.com

You have chosen to open
[7) Medical Staff 01-13-2011.zip
which is a: ZIP archive

from: https:/ /epsc.yostengineering.com

What should Firefox do with this file?

) Open with [ Archive Utility (default) =)
[2]@saverite

(] Do this automatically for files like this from now on.

(_ Cancel )



[4] QuickSearchResults.csv A 8 < b € ¢ & 4 i K L

1 Tows report will give pou a ist
Thefinal report is QuickSearchResults.csv. This can :
be opened in any spreadsheet application like Excel or 3
OpenOfice, etc. L

2 of tha amgloyes names thel you arend
that have smiar names o those:
in are of the exciusion daiabeses

Fila Mama  Dala Saarched
Adedical Sinff S ant

« [4a] [4b] [4c]
[4a] Thefirst columns show you the name of your 10 Saarcn Mama Search D08 Search Stala Saarch UPIN Rasuli Name Resut City Aol Staln Resul Zip Resull UPIN . Rasull DOB  Resull DB Maih?  Motas
il Amy Aery . Marpis M0 (1CY 2045 M, Medene Regstration
employee or vendor that you wanted 18 Amy N Mapm MDA s Mok Mocdene Rogataiin
EPStaffCheck? to search, along with their 13 oy Nt Fheoem D WA ins M Medcing Rogaatin
Date of Birth if you entered one. E: Ei El", E“T,, E EEE:E:iEZEZEE
Ty L. Paarca sconduct Ragis
[4b] The next columns show you the information S :;;E — :E E Robin i L;:;g;:g:ggggﬁ
about any possible matches. If there are no T o s T Moo Ry
matches for an employee, then they will not 24y s S G WY T e
show up on this report. This report only tells 2% Ay e v QP
. 27 Amy Ay Ching-Yr South Orang N FoTa NY OPRC
you about things you need to check out, so 28 sy sy B Moyos scdracs Gadecy g Ny arc
you can use it as a work list. Additional e e | b it

details can be found in the
SearchMatches.html report if needed.

[4c] As you review each possible match, use the
two columns on the right to place an OxO when
you decide the possible match is not really
your employee, and then add a quick reason as
to why you decided he or she was not a match.

[5] SearchMatches.html

Another report is SearchMatches.html. This opens as a
fully formatted report and can be used in conjunction with
your QuickSearchResults.csv report.

When you have these reports, go back into EPStaffCheck®  vou may view reports from the past 90 days by clicking the Batch Reports tab at the bottom
and perform an individual record search (enter the name left of the page. After 90 days, reports are moved to archive status and may be requested

the exact same way and with the same Date of Birth if you  through support in case of emergency. Otherwise, please maintain a copy on your server for
entered one initially), and then clear the results that were normal business use.

not actual matches. This becomes part of your permanent
audit trail and these records will no longer appear in your
monthly reports.

-10-



[Searching for
Individual Records]

To check entities without uploading a bafih, or to run WarsT Eracmacness bac i

an initial check on a potential new hire before adding them

to a batcHfile, it is useful to run an individual search. You E P S TAFF C HE C K
can also add records to existing exclusion bftetvia an
individual search.

Parsns | Bosiness barsi: - =
padky ol [2] Morie o Oy B DPOHE  UPKAR Dol o'BE Cupbbin

D i Bt Ma Rty te Disy

[1] Select the Exclusion Search Tab.

[2] Inthe Search Terms panel, enter the name to be [3]
searched. Use only tffiest and last names. It does P
not matter in what order you enter the name. For
example, Judy Johnson and Johnson Judy are both | e e o s
acceptable). EPStaffCheck® uses a matching

. Ak bo Bdch Fle
technology that will return close results, common e
. . . . i STy
nicknames, as well as phonetically similar matche [4] .

[3] If you have a birth date, this will reduce the numbe: ui sty
results you have to review, but it is not required.

S o Ay

For business entities, enter the business name only. You ci
add a state if desired, but do not enter any other criteria. | 4,

[4] If this is a person/business that you want to add to —_—

one of your batcliles for automatic checking, select
the mastefile to which it should be added.

Leave the othefields blank.

[5] Click OSearch.O

11-



[6] Results of your search will appear in the center pane s

labeled OSearch ResultsO and may include: E P S "}‘AF F C HECK

* Possible matches
* Location where the sanction took place

* UPIN/NPI e — T — . -

* Date of Birth S My Kphe ohnwn  Gresrbark TH TR e 0 o oy L

Gl of Barin Eip Cmde 3714l
* Notfication of duplicate matches =] [7] [10] i@
il

[7] If the duplicates symbol appears this means the entry | ™ Smction 501400

is present in more than one sanction database. Datihase  OOGLEIE

Clicking on the duplicates symbol will show you the ! ikt sty e R Sangtion Tyge 1136604

other entries in case there is additional information T == T

that would be helpful to your review. TR L5 bt

. . . . == Adrai 3 Hw 414

[8] Click on a name and detailed results will appear in the oidoal 21 Sadh

right pane under Record Details additional T

information varies with the source database, and may

include: it o

. Sime;
* Sanction date e =
* Name of which sanction database which is reporting @
the information
ZIF Coge:

* Type of offense

* Specialty and/or license number

* Notes fromt eh sanctioning authority
Review the provided information to determine if a true e e N T

match exists within your search results. If the result is not
actually your employee, add them to the cleared list (see
next section).

[10] Certain government databases allow for Social
Security Number or Employer Idefitiation Number
Verification. If a result is from a database with this
capability, a green checkmark will appear in the
OVerifyO column. Clicking on this checkmark will
display the SSN/EIN Veiication dialogue box.

-12-



[10a] Enter the entityOs SSN/EIN.
[10b] Click OVerify.O

[10c] The result of the search will be shown in the
resultfield.

There are three possible results for the SSN/EINigation
process:

Match

If the result states a match, then yoftinitely have a person
who is sanctioned/excluded and you should immediately
follow your procedures for such a situation.

Not Verifiable

If the result is not vefiable, this means the reporting
government agency does not have a humbéilefor this
entry.

Not a Match

If the result is not a match, this means the number you have
entered does not match the numbefitenwith the reporting
government agency. Because errors are possible ifietis
you should check with the sanctioning egency directly if all
of the other available data seems to match your employee.

If at this point you are still unsure whether or not an entry

is a match, you may need to acquire additional information
on the individual. Follow your organizationOs procedures
on doing so. If the sanction listing is missing key
information, or if you still cannot be sure of a match, contact
the sanctioning authority, such as OIG. fifal contact

information, go to the Help tab, and the About the Databases.

SSN/EIN Verification L E 1

SSN/EIN:  |[10a] |
Result: [10c]

[10p] Vrify |[ Cancel

-13-




[Adding Records to the
Cleared List]

Once you have determined that a result is not a true matciEEEEE_
(for example, middle names do not match or the Date of E S TAFF C HECK
Birth is not close), you can add that record to your cleared =

- Eschnion Beirh Flen  Loormors Saact  liosrmoes Batch fies | Ceamd Racrits Meip

records list so it does not appear in your search results m@. T61
again. You can also add a note to these cleared records. | == e — T —y cur T
. . . ) A . . Jucy hrazn Fore = Cay Siata IF Code UPINAF Dateof Drh Duplicsias Verfy . =
This is an important part of your audit trail and it will be F— [1] 2ovvome s crsceses ™ arr wwmm 0 F o I
saved in your EPStaffCheck? account for you. o soe e
LPIN/NP] Samction
Dmseis) OS5V 1999
Ihnatabas ONG-LEIE
To add a record to the Cleared Records list: ST SantienTyse 11281
. . . ST Sl Shalied Fgerg Fo
[1] Select the record by clicking on it. e B Doty Pt
[2] Click OAdd to Cleared Results.O ~rn e ehh
[3] Inthe OCleared Result Notes,O add a notation as mTE
to why this entry was not a match. When e
entering these notes, manyioés also enter the date | == ~
and their initials as a record of who made the o —

determination. Cleared Result Notes
[4] Click O0K.O
[5] Click OYesO to verify.

To clear an entire page of results: e ——
[6] Click OAdd this page to Cleared Results.O

:{) Are you sure you want to add the selected result(s) to your [[4] QJG—] [—Gﬂlﬁ—

Cleared File?

[5] vem) [rstiond)

Repeat steps3] - [5].

The history of who you have cleared is always in

the OCleared RecordsO tab, so if you clear someone You may also click the Print button to generate a full report of all cleared results.
accidentally, or want to ensure someone in yoficethas

not cleared themselves, etc., you can look at the cleared

results and see what results are currently suppressed. 14-



[Tips and Advice]

[1]

[2]

[3]

[4]

In the last tab you wilfind theHelp Section which
has reference materials and helpful tools.

When you click Help, you wilfind theOQuestion
Submit Form.O You can use this to send us a request,

set up a training session, suggest improvements, et [

We try to respond to submissions during the same
business day, usually within 1-2 hours. You can also
email us at support@ YostEngineering.com

[6]°

If you need immediate, urgent assistance, please call
us toll-free aB888.395.9029

UnderOWhy Check for Excluded Parties,@ou will

find background information on exclusion checking.
Feel free to use this language if you want to add to
your employment applications and policy manuals.

OWhy use EPStaffCheck20andOFAQs(rovide a
quick overview of program features, along with
frequently asked questions.

st Enacaiering e

EPSTAFFCHECK -

Bl Gioh  Eacheaon Bolch Flss  Llordust Geaod Ldirgest Batch Fies | Olssd R h i

b L User Kame: Comgary Kame:
5] Help Rncpmai Parrm
T Aceitionl Hel Phore Hurnber; i Mussher:
3] e e Email Address:
Wiy Csack for Exchater Paien™
. :'wrrun:rsulcmn:'m-[4|;ulﬂ (] Meip Losvting Satch e ) Aexatentniy Deimed Bch Fi
3= Aot Tha Catatasas uest: [ Techveal Hep )/ tom da L7
) avarves
T GSALFLS [ Program Seggesion 1 Lwant trining
Tosice O e
T 5OH-OrAT
Additioral Infe

) Stwn Dirsbanea
) Ucormurs Diristonsa
3 Tats Parl
] Tha Tats Panal
&~ Eaclamicn Searcs Tab B o
] Searzh Terrm
) Search Poaska
=) Ciotailod Azaats
=) Cuplicas Panal
=) Claarad Rsack Hoéa
) searcn Tigw
59 Eactasicn Daich Miaa Tat
] Basch Fika Oprion
] Basch Fia Lipiasd
T Bl Ipiana
=) Baich Mia Coréaris
) Loacing Baich Mias
5] Wiewing Diaich Fia Rsastn
/23 Ucormurs Saarch T
] Searh Terrm

| Searzn Fracks b
| Outationt Rzmats
T Snarch Tiom
5 9 Licanmurs Biaich Filea Tab
5] Baich Mika Dpior
=) Baich Mia Lipiasd

[5] InOAbout the Databases,gbu will find information about the federal databases, as
well as information for each agency, to help youfitonsuspected matches. For
example, you can look up the reason/source of the exclusion. This can be helpful if you
have what appears to be a match, but the employee claims it is not him. You will also
find contact information for each sanctioning agency, so that you can contact them when
you are unable to céinm a possible match any other way.

[6] Tab spedic help entries walk you through each of EPStaffCheckOs screens. Each
screenshot provides quick tips and instructions for best use.
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