AltaMed Gives Program Order and
Acknowledgement

This Tip Sheet outlines how to place an AltaMed Gives Program order to nominate a patient to receive an
AltaMed Gives gift and how to complete the AltaMed Gives Acknowledgment form once a patient has been
approved for the gift. Once the gift has been given to the patient an In Basket message needs to be sent to the
AltaMed Gives Pool and Requester.

Requester

Requester (Provider, MA, LVN, RN, SW, etc..) will submit an AltaMed Gives Order to nominate a patient to
receive an AltaMed Gives gift within an encounter or visit.

1. CLICK: ADD ORDER
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2. ENTER: AltaMed Gives
3. SELECT: AltaMed Gives Program Order
4. CLICK: Accept
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5. COMPLETE: AltaMed Gives Program Order hard stops
a. Enter the Requester’s Supervisor name & email in the “Clinic Director name & email” field
6. CLICK: Accept
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AltaMed Gives Program v Accept | X Cancel

@ What clinic does this patient attend?
I o]
@ Monthly Income (Estimate)
$0  51-3500 $501-%1,000 %$1,001-52,000 More Than$2,000 Unknown

@ Total Number of People in Household

@ Number of dependents:
@ Marital Status Married Separated Single Widowed

@ Is the Patient insured? | Yes | No
@ How many years have they been an AltaMed patient?
0-1Year 2-5Years 5-10Years 10+ years
@ What does the patient/participant need assistance for?
Bills - Limit 5250 = Clothing - Limit $200 Funeral Costs - Limit $400 Fumiture / Home Appliances - Limit $250

Groceries - Limit 3300 Medical Expenses - Limit $350
Transportation (Flight tickets, bus tickets, metro, or car-related expenses) - Limit $200

Other (Please enter request Amount § here and specify the need in the next questions).

@ Clinic Director Name & Email

Comments: &= Add Comments

% Additional Order Details

O Next Required " Accept | X Cancel

7. CLICK: SIGN ORDERS
a. Non Providers will continue to select Per Protocol: Cosign required option when signing the order
and entering the Provider as the Ordering/Authorizing provider info per usual

NOTE: Order will not appear in the AVS or patient’s MyChart portal.

If AM Gift is Denied:

e AltaMed Gives Program team will inform Requester and Supervisor through In Basket

If AM Gift is Approved:

e AltaMed Gives Program team will inform Requester, Supervisor, and Front Desk through In Basket
e Requester and/or Supervisor will inform the patient to pick up the gift and sign the AltaMed Gives
Acknowledgement form at the Front Desk

Front Desk

The Requester and Supervisor will be notified of gift approval and will contact the patient to inform to pick up
gift, and sign the AltaMed Gives Acknowledgement form with the Front Desk.

Front Desk users can complete the AltaMed Gives Acknowledgement form once a patient has been approved
for an AltaMed Gives gift.

If the patient is home-bound, the Case Manager/Social Worker/Community Health Worker will provide the
gift to the patient at their next home visit and have the patient complete the AltaMed Gives
Acknowledgement form electronically or via paper.
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1. OPEN: Patient’s Appt Desk
a. Case Managers/Social Worker/Community Health Worker will click on Document List under
Additional Activity drop down within Home Visit encounter to access AltaMed Gives
Acknowledgement form (skip to step 5)

Document List
= Add

+ 1 Financial - Sliding Fee ...
% 6 Advance Directive Ackn

=4 2 Authorization to Releas..

<« Chart Review | Document List | synapsis @ Rooming :_:% Screenings

= 3 Third Parly to Consent ...

- —
%' Plan @ Wrap-Up ... B * This Visit 0 Notes
More Activities -
Additional Tools »
[ Show All Document L2 Care Paths

fR Care Teams

= 4 Power of Attorney | | ¢ 5 Advance Direct

.%~ Change Enc Provider/Dept

#5 Communications

ID Type Status  Group Location Recei Recei Effective On Expires On E§ Demographics
=k 746764 Consent Form - MAT Program Agree... Signed — - LOPE... 06/04/ . 06/0412024 - 4 Dictations
More »
&=l 746765 Consent Form - MAT ROI Third Part... Signed - - LOPE... 06/04/.. 06/04/2024 06/03/2025
I@ Document List ¥
=i 74878 Consant Eopn MAT Data Collacti icoadl LODE ___ORI0A)  NEI0A/2024

2. CLICK: Patient Options
3. SELECT: Registration

Appointment Desk

Patient Summary (Edit #)

Test, Emi (33 yrs) DOB
9/16/1990

123 Disney Way SSN

Commerce CA 90040 *x-x-0000
Legal Name
Test, Emi

[ Bookit § OneClick v 5 ApptRequest & Walkin % Request~ [F Reports * B Chart | § Patient Options v | & Printing ~

<4 Comm Prefs
X Dismiss Patient

Registration S| W Flags b
51-4879

Elapsed v FYl
Preferred Lang
English [3 Patient Messages 897451

Needs Interpre {8 PCP/Care Teams

No [E Registration

4. CLICK: Documents
5. SEARCH: AltaMed Gives Acknowledgement and press ENTER

Registration =3 Pat Guarand Cvg  #' Travel Screening & TB Screening oo Appt Desk Tt
RecisTRATION INFO
Demographics

Additional Pat Info

(& Documents

[AtaMed Gives Acknowiedgd 4 Add |

1D Maintenance

IAItaMed Gives Acknowledgement 2301290017922
6. CLICK: E-Sign
Add Document x

AltaMed Gives Acknowledgement

There are 0 other AltaMed Gives Acknowledgement documents on this patient

Pl view | Z]E-Sign

Eiscan g import @ Expire 1 Delete

7. The E-Signature Document Collector window will launch
8. FOLLOW: Standard workflow to review the document with the patient
9. CLICK: The Patient Signature field to collect patient signature
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AltaMed Gives (O

Dear Test Emi,

The employees here at Altaled come together to take care of their community
members 2nd we are proud to know that we can support one person/family at 2 time,
At AltaMed, our employees stand by our mission of providing quality care without
exception ta the patients and communities we serve. However, the employees at
AltaMed recagnized that there is 2 need to provide support for services that go beyond
the medical office. In response, AltaMed's first employee giving program was born,
AltaMed Gives. Our vision is to uplift and service our community members.

AltaMed wishes you the best in your endeavors.

With Much Support,
The Emplayees at AltaMed

By signing below, you acknowledge that you have received a gift card(s) and have
istril funds to the pati iciy

| Sign Here |

Patient Signature

(1]
Sign Here

Employee Signature

10. CLICK: Next

v X

<

Clear

Next

|
?

10. CLICK: The Sign on Screen or Keyboard icon to collect your signature
11. CLICK: Accept to accept signatures

Signing as: Emerita Lopez # Edit

Employee Signature

Emerita Lopez

Accept

Bl

12. CLICK: The print icon to print a copy of the acknowledgment for the patient
13. CLICK: Accept to close the E-Signature Document Collector
14. The AltaMed Gives Acknowledgement will display as signed in the Documents table

@Documenls +t1

& Add [ Show All Documents % & @

+ 1 Financial - Sliding Fee + 2 Authorization to Releas 4 3 Third Party to Consent . | | = 4 Power of Attorney | | 4 5 Advance Directives and..
# 6 Advance Directive Ackn...

Type Status Received By Received On Expires On

Elj AltaMed Gives Acknowledgement Signed LOPEZ, EMERITA 05/29/2024 = B & O i

Double-click to edit a do

t Previous 1 Next

15. CLICK: Close Reg to close Registration
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Send In Basket Message

Front Desk users will be responsible for sending an In Basket message to the AltaMed Gives Pool and

Requester once the gift has been given to the patient.

If the CM/SW/CHW provided the gift, and the acknowledgement form was electronically signed then the Case
Manager will be responsible for sending the message. If the acknowledgement form was signed on paper, the

Case Manager will give the Front Desk the signed hard copy to send for scanning, and Front Desk will be

responsible for sending the message.

OPEN: In Basket

CLICK: Orders folder

SELECT: Appropriate Order Message
CLICK: Respond All icon

P wN e

£ L4
Dial

In Basket + ) Home (3 Refresh | 3 New Message ~ & New Patient Message ~
= My Messages v - % e @ [ a v ®
Done  Reply RepyAl Foward Folowup = Chat  Encounter | CmpitOrd  Gancel EditResut
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Pt Advice Request 172 Orders 1new. 3 total $ Sot~ Y Fiter~ &
Pt Schedule Request M} Order Date Time Patient Age  Order
Staff M 174
atf Message / 0610412022 1.07 PM Test, Emma [203803] 70y AllaMed Gives Prog
BULK ACTION RESULTS 213 |4 siep Provider: Eaton, Michael, PA Pool?: YES
Letter Queue 212 Comment
00¢ Notification 17
Orders |
Pt Activation Code Request 175

Message | Patient Info

£ Manage Pools it My Pools O Search  §R Attach [ Outof Contact | & Preferences & Manage QuickActions ~ @

e .
New QuickAction

Meds/Problems  Vitals/Labs My LastNote Encounter Help
2| vome afelr @
AltaMed Gives Program (Order 1039608) Altate

Date: 5/8/2024 Department: Altamed Medical Group East LA Commerce Family Medicine
rdering/Authorizing: Eaton, Michael, PA

Order History
Date/Time
05/08/24 1342

Action Taken Additional Information

sign

User
Alonss, Lizbeth, RN

d Gives Communicatio

Ordering Made: Per protocol: cosign required

POC ENVIRONMENT

Outpatien|

5. ENTER: Confirmation comment of gift pick up
6. CLICK: Send

Orders

t High ¥ Low

= Care Team ~

To:(Martinez, Donna ) (Alonso, Lizbeth, RN ) (f ALTAMED GIVES POOL X))
(f AM ELAC FRONT OFFICE x ) (Rascon, Aracely X )

RE: Order for TESTEMMA
TEST, EMMA [203803]

@ This message will be availabls in the Chart Review encounter summary report b
JCR- & > 2R

@i+ 100%

===View-only below this line===
————— Message -—--

From: Martinez, Donna

Sent: 5/8/2024 4:24 PM PDT

To: Aracely Rascon; Lizbeth Alonso, RN; *
Subject: RE: Order for TEST,EMMA

Patient has been approved for the $$$ qift card. You will receive the gift card shortly

Message -----

From: Alenso, Lizbeth, RN

Sent: 5/8/2024 1:42 PM PDT -

Call Info

Flags

Dates

Delay sending until
Due on

Expire on @
12/3/2024

[ call Me

«

6:49 AM

Y

Save as QuickAction

fil:l
Send

Cancel

NOTE: The Requester and AltaMed Gives Pool users will receive the In Basket message in the Orders

Message folder
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