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Overview of the CommerceDesk:

CommerceDesk is a web-based application that enables companies to manage their
trading partner communities. Covansys, which hosts its trading community on
CommerceDesk can easily distribute information to its partners, notify its partners of
updates, assign tasks for its partners to complete, manage programs and manage partner
participation. New Programs may be added and managed as appropriate.

How to Login:
1. Each partner will be invited to participate in using our CommerceDesk via email.

The email will provide User Name and information on how to obtain a password.
All User Names will be configured with your email address. When trying to login

4/16/2004 Page 3 of 3



Covansys Corporation CommerceDesk — User Manual

to CommerceDesk you should provide full email address as a user id. Example:
Nknauss @covansys.com

2. Type the password

3. Click the OK button.

a Welcome to Covansys - Microsoft Internet Explorer provided by Covansys

File Edit Wiew Favorites Tools  Help |

GBack - = - (@[3 4 | Qzearch [Favorites  (Meda (% | - S - = J
Address I@j https: e, hipaadesk, com?oovansys j PGU | Links ** I
mywaysearch « I Lf" Google | 'I Ask Jeeves AltaVista - PopSwatter @ Smiley Central B Cursor Mania Games ~ 202 Customize = ]

-

Search for I

j P weh search :

Covansys*
PUBLIC SECTOR

Resources

Welcome to Covansys

2] signin ) Welcome to =
e COVANSYS Community

Join our Community Today! J

A& portal to allove Early Intervention providers to validate HIPAA-
compliant files agsinst Cowansys' Companion Guides

- —u A 1 BN [ R
: Edifecs Technical
& Support ¥ Register for a COVAHSYS account ¥ “alidate and Cerlify your files

O Forsupport, send ¥ Review community guidelines » Access to specific communty informstion

smailic Ta access public information, please select the "Resources™ tah above
supporti@edifecs.com

o ul Related Links
- & Client Support Indiana First Steps
O For EDlrelated Lo_uwsiana I_:'an C Early Intervention
support or assistance. | Missouri First Steps

please e-mail

edi@covansys.com

=l
@ [ 8 @ 7
iglstart |J ij &8 -] @ [“3] > @ “ Inbox - Micraso, , | @User Marual | Cammercedesk‘ 5 Il@wdmme toC... | 55@*@@%@! & %ﬁ & 846 AM

Both your User Name and Password can be retrieved using the instructions on the Signon
screen.

Home Tab:

Once the user has successfully logged into the Community, the user is defaulted to the
“Home” tab for the community. This tab is where welcome messages or community
updates and information are kept. This view also provides a quick glance and
confirmation that a specific user of a specific trading partner is signed on to the site.

CommerceBar
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The CommerceBar is the blue bar located on the far left of the page. This bar houses
“navigational” links that will allow the user to browse the information associated with the
“Home” Tab. If an item is listed on the CommerceBar, it will take the user to additional
information.

Start Here:

This navigational link will take you back to the default welcome screen on the home tab.

Reference Material:

The “Reference Material” link found on the “Home” tab is where information is kept that
pertains to the community as a whole. For example, a link to HIPAA related information.
The reference material listed on the Welcome page is different from that found in a
program. Information posted within a program is specific to that particular task.

3B S FE- =
hpk4GHEGroUpID=3{asaze- 13722c-F947e09d6e-3bod  E:Sitekey:
Altavista ~ FPopSwatter (2 Smiley Central [ Curs:

‘e
T T e

white Fapers
ines, test data, maps, and publications .

’E(m Name Status  Twpe Modified
Electronic Flow Documentation Active  Publication 02/17/2004

= Abo|Download guids ntation

@ Electronic Testing Active Fublication 02/17/2004
& wWedi White Papers Active Link 02/17,2004

a,Enn ‘

B electronic Testing

P 1
P

& https: e hipaade: et fcom. edifecs. o [ [a Internet > i

Rstart ||| ) & 25 =T S [B=0 522 T &8 Wd onsam
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About Edifecs:

Clicking the About Edifecs link will direct the user to Edifecs website.

My Organization Tab:

CommerceBar

The CommerceBar is the bar located on th far left of the page. This bar houses
“navigational” links that will allow the user to browse the information associated with the
“Home” Tab. If an item is listed on the CommerceBar, it will take the user to additional
information.

Organization Start:

By clicking on organization start, the Organization Dashboard link will display the
following screen:

2} CommerceDesk - Microsoft Internet Explorer provided by Covansys =]

File Edit VWiew Favorites Tools Help

GmBack ~ = - @ 72t | @ search  [Fovorites  EMedia (% | By S -

Address [&] https: {fuww. hipaadesk, comfcontentfworkspacesfuisxplorer jspPuid=ZHL IFFKEGroupID=1{asad2-6Felf4-fasSab2c2--a43} isitekey=cavansystrainingiT ablD=49{BBF6B6: ™ | (Go

mfm CommerceDesk®

. Organization
Start
N : Community: Covansys Training
© My Members My Organization Dasl_'lpoard s o AR
MY ORGANIZATION: Covansys Training
o Irbis MY ROLE: Organization User
Edilg &)
Suresh Gopalarathinam Created: February 11, 2004 &
Modified: February 16, 2004 €
Ernail Address: SGopalar@Covansys.cam Reviewed: February 16, 2004 &
| User Nama: SGopalar@Covansys.com Locked: Mo
Phone Number: Locked Date:
Fax Mumber: Eist::‘“ked
Business
Addrezs:
IEHFP. = T rj ~
245 My Organization Membership Editf] &/ |—
User Role: Qrganization User Created: February 11, 2004 @
| Mamhershis g Modified: February 16, 2004 &
Status:
Categaries: Business Analyst Logged On: February 16, 2004
jflfrf] My Organization Profil
MAME AMD CONTACT IDENTIFIERS
Marne: Covansys Training D-U-H-G #:
Email Address: Tax ID (EIM]: 937607654
Horme Page: Wi, COVANSYS.COM External 1D}
o By g;;’:"ma woews hipaadesk com/?covansys TEST ADDRESS
it Phonet 309 797-0537 ext.none 1D Qualifier: =]
& E 0 Internet 4
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In this link there will be five different panes as follows:

My user Account.

My organization membership.
My organization profile.

My Community Enrollment
My Organization Members

Administrators have the ability to update information on the Organization Dashboard.
The edit button on each pane is located in the upper right hand corner.

My User Account on the Dashboard:

By clicking the edit button in each section, the user can modify his information. Once it is
done, click on the save and close button to save the changes.

File Edit Wiew Favorites Tools Help |
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S -

Address [&] https: /fuww. hipaadesk, comfcontent fworkspacesfuisxplorer jspPuid=Fad QeNmBGroupID=1{aaaza-5FeDf4-FabFFFA3-cBa} isiteKey=cavansystrainingiT ablD=4{BBFE3E 7| (6o |L|nks L
mywaysearch vI L’ GUUgIel'l Ask Jeeves  AltaVista - PopSwatter @Smilay Central hEUISUIMaI’]ia Games ~ 2% Customize ES

j pWebSearch :

=T Welcome Kevin Jackson
Iﬁﬁﬂ CommerceDesk® S e

LA

|t e

Seatch for I

|m Home WUTEOEENREITTINE [ My Programs Logoff

. Organization E@] Edit User Account (Kevin Jackson) ;l
Start ~ Ui} The following information describes your individual user account.

# My Members

& Inbox 1 Profile Confirmation

This User profile is not confirmed. Please review and confirm it
The profile wag last modified by Systern Systern on 2004-02-17.

Confirn Profiler [

2 User Profile

Mame, Title and Email

First Harna:™® Kewvin M.I. Last:*lJacksom

Title:

Ernail addrass: ijacksuﬂ@mchsw.cum J

Confirm Email Address:ijaDkSDﬂ@mEhS\.CDm

Prafarrad Ermail Type: | HTHL hd

Email address is required for username and pasaward recoveny

User Name, Password & Security Question

User Hame:* Kewin Jackson
o Fm——— Confirm IW—
Password: e

Choose a passuord that is at least =ight®) charasters lang, it may contain numbers 0-3)
ot and upper and lowercase letters (A-Z, 2-2), but no spaces.

EDIFECS _I
|&] pore l_’_|—é_|e Internet Zh
il start |J :ﬂ 2 a9 @ L"S] > @ H Inbux-Mi... I | User Manual I @Cummerce...l @Eummerc... |55<ﬂ%@@1‘%¢®&%% 10019 AM

My Organization Membership on the dashboard:
This screen is used to edit:
1. The user role with the organization
2. The status — active, rejected, revoked or requested
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3. Assign the user category
4. Permission for Administrator to edit users personal profile
5. Any note related to users membership

a CommerceDesk - Microsoft Internet Explorer provided by Covansys H=1 H
File Edit Wiew Favorites Tools Help | P
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S - el
Address |®j https: . hipaadesk. comjcantentjwarkspaces uiexplarer jspPuid=F qd QY miGroupID=1{aaaZa-6Fe0f4-FalbFFEFEE-efal ASikek ay=covansystrainingT abID=49{05F 56 j 6o | Lirks **
mywaysearch vI L’ GUUgIel'l Ask Jeeves  AltaVista - PopSwatter @Smilay Central hEUISUIMaI’]ia Games ~ 2% Customize ES
Seatch for I j ,O Web Search :

Tl Welcome Kevin Jackson
ﬁ} | commerceDesk®
|m LT My Organization M My Programs
- EQIT Urganizauon IvViempersnip
. Organization e - s re e
# St.agrt i&_}% This membership record grants the user permissions when representing their organization on =
CommerceDesk. Use this screen to update these permissions.
# My Members
# Inbox 1 = Role, Status and Categories (User permissions are based on the assigned role)
User: Kevin Jackson
Status: Active 'I
Role: Organization Administratar j
Categories: Awvailable Categories selected Categories
Business Analyst = add ») |Information Technaology
Compliance Officer
EDI Coordinator {delete
Frogram Manager x| J
2 Permission
= Check the box to enable Administratars of the current Organization to edit your
profile including password. To prevent Administrators of the current Qrganization
fram editing your profile, deselect the checkbox.
3 Motes Access Authorization: | FUBIC i
o
=
‘ There are currently not any Motes available
Posvwarad By
EDIrFEcCS b
| IsaveandClose | % Cancel | ‘ =l
|&] pore l_’_|—é_|e Internet Zh
il start |J :ﬂ 2 a9 @ L"S] > @ H Inbux-Mi... I | User Manual I @Cummerce...l @Eummerc... |55<ﬂ%@@1‘%¢®&%% 10019 AM

My Organization Profile on the dashboard:

This screen should be reviewed frequently and updated as necessary to maintain business
identifiers. The following information can be edited: Name and any keys that are used to
identify your organization, such as its DUNS number, TAX ID and EDI and B2B
identifiers. Also your organizations contact information including organization’s
telephone and fax numbers, billing address, shipping address and other contact
information.
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icrosoft Internet Explorer provided by Covansys

Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S -

| Lang LR

Address [&] https: /fuww. hipaadesk, comfcontent fworkspacesfuisxplorer jspPuid=Fad QeNmBGroupID=1{aaaza-5FeDf4-FabFFFA3-cBa} isiteKey=cavansystrainingiT ablD=4{BBFE3E 7| (6o |L|nks 2

mywaysearch + I

Lf‘ GUUgIel'l Ak Jeeves  Allalfista - PopSuatter @Smilay Central %CulsurMaﬂia (=] Games - %Cuslumize

»

Seatch for I

p ‘Weh Search :

E@ﬂ CommerceDesk®

» Qrganization
Start

# My Members

# Inbox

Povwarad B
EDIFECS

Organization Profile

Mame and Identifiers

Cormpany Narne: ¥

Tax ID (EIN):
D-U-N-5 #:

Test ID Qualifier:

Production ID Qualifier:

Phone, URL, and Email

Primary Phone Mumnber:

Primary Fax Number:
Ernail Address:
Home Page:
Commerce Page:

Billing Mddress
Billing Address Line 1:

Billing Address Line 2:
City:
ZipfPostal Code:

Shipping Address

IPrUfessiDnaI Associates
[33-6349129

|
Testio:  [336343123001
Production 10+[336349129001

314 753 866 Extension: I
314 546 4567

I include "hitp.a"

I include "hitp.a

{1111 South W Hyatt

Bogart statafRegian:llN
12345| Country: IPIease selectacoun"l

=

[

|®j Done

’_ ’_ ré_ | o Internet

VA

dhstart || 1 @ DD G2 ) > 5

4/16/2004
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My Community Enrollment on the dashboard:
A selected checkbox enables the community owner to edit your organization’s profile and
user information. To disable this feature, deselect the checkbox.

a CommerceDesk - Microsoft Internet Explorer provided by Covansys

File Edit Wiew Favorites Tools  Help

| SAN )

Back - = - (@ #at | Qzearch [Favorites  (Meda (% | - S - =
Address I@j https:,l’,l’www.hinaadesk‘com,l'content,l’worksnaces;’uiexplorar.jsp?uid=FudQ6Vm&GraupID=1-(aaaza-EfeDf4-fa0bFF6f89-eEa}-&SiteKey=covansystra\ning&TabID=49{88F85fﬂ PGU |Lir|k5 2

mywaysearch 'I L,'v 'Googlel'l Ask Jeeves AltaVista - PopSwatter @Smiley Central %EulsorMania Games = 20 Customize

-

Welcome Kevin Jacks

m—:mm CommerceDesk®

it Home JINGIIEIrCIIN M My Programs % Logoff
= gt"g::"“zat'n” Edit Community Enroliment | B =l
a

¢ My Mambers | & save and Close ‘ 5 Cancel | ‘
% Inbox II'EI‘F.'i! Edit Community Enroliment{Covansys Training)
This Enroliment record grants your Organization permissions to access this Community,

Hub Permissions
¥ Aselected checkbox enables the corrnunity owner to edit your arganization's profile and
userinformation. To disahle this feature, deselect the checkbox.

| u Save and Close ¥ Cancel
Powvearadt By
EDIFECS
-]
|@ Done lilil—éils Internet 7 N
iglstart |J :Lﬂ & -] @ L“;] > @ “ Inbofol... I @User Marial I @Commerce...l @Enmmerc... |g5@’@@%¢@l &%@E 10:32 AM

My Organization Members on the dashboard :
This screen displays the members of your organization and their role within the
CommerceDesk..

Edit Name Role Status
|:| D John Jackson Organization User Active
|:| |:| Kevin Jackson Organization Administrator Active
|:| D Sally Jackson Organization User Active
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Commerce Bar:

The Commerce Bar, displayed on the left side of the CommerceDesk Screens, provides
links to specific area of the CommerceDesk. For example, when you are working in a
program, the Commerce Bar might contain links to list of program tasks, issues, or
reference materials. The options that are available in the Commerce Bar depend on your
user role and the CommerceDesk screen you are currently working in.

My Members:

Organization Administrators are allowed to add and edit organization users permissions.
A member’s permissions are defined by their security role on their Membership in the
Organization.

a CommerceDesk - Microsoft Internet Explorer provided by Covansys H=1 H
File Edit Wiew Favorites Tools  Help | e
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S - el
Address |®j hittps: {fusy. hipasdesk. comfcortentfworkspacesiiexplorer jspPuid=2FaZQUARGroUpID=1 {asa2a-6Fenf4-FalbFFFA3-eRalaitekey=covansystraining®T shID=43{ABFAAG 7 | (¥ Go |L|nks 23
mywaysearch - I Lf‘ Google | 'l Ak Jeeves  Allalfista - PopSuatter @ Smiley Central h Cursor b ania Games ~ ig% Customize e
Seatch for I j ,O ‘Web Search :

ﬁ} | commerceDesk®
» Qrganization
Start
i £
o (it daclse | [ Acld Mew | Eclt Wi ‘ ‘
S e :E'EF[Q‘ An Organization Member is a User that has permissions to represent an Organization in a Community. A Member's permissions are defined by
= their security rale on their Membership in the Organization
Edit Name Role Status Last Accessed
By [ John Jackson Organization User Active 011472004
By [ Kevin Jackson Organization Administrator Active 02A17/2004
B @ Sally Jackson Organization User Active 0241772004
Povwarad by
EDIrFEcCS |
[&] ’_ ’_ ré_ |a Internet 2

il start |J m 2 a9 @ L"s] > @ H Inbux-Mi... I | User Manual I @Cummerce...l @Eummerc... oA TCI Stakus. .. |55<ﬂ%@@1‘%¢®&%§ 11:22 AM

Inbox:

The inbox is a list of notifications that have been sent to you. Community administrators
can send notifications to community members at any time.
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My Programs Tab:

By clicking the My Programs the user is able to see the list of programs they are enrolled
through their organization.

a CommerceDesk - Microsoft Internet Explorer provided by Covansys

File Edit Wiew Favorites Tools  Help

aBack - = - @ £t | @Search (Gl Favorites @Mad\a @ | %' = = @

Address I@j https:,l’,l’www.hinaadesk‘com,l’content,l’worksnaces;’uiexplorar.jsp?uid=eDsAydA&GroupID=1{aaaZe-13?22:-F947909d6e-2229}-&SitaKey=chansystra\n\ng&CommerceBarID=j @Gu

Welcome Suresh G

ﬁ;ﬁﬂ CommerceDesk®

|m Home My Organization [EALL TGN IETHES

My Programs Dashboard ———m
| ‘A Close ‘ ‘
My Programs Covansys Training

Idomday, Februsry 16h, 2004

This is a list of hoth the private and public programs in which your arganization is currently enrolled for
this cormmunity.

e To Access a Program, select it from the list.

* To Complete a Program, selsct it from the list, and be sure to complete all of its tasks. Mote that |
not all programs have tasks

Program Name Status Last Accessed Deadline Date
1l 835 - 10 Created 014132004
Il 837P Iy In Progress 02416/2004 06/21,/2004

This is & list of public programs in which your organization is not currently enrolled.

« To Preview a Program, select it from the list.
« ToEnrollin a Program, select it from the list, and then be sure to set the target start date.

Foerod B

i There are no additional public programs currently available
‘ El
@ S e

By clicking the program link (837P-IN), the application will take the user to a Program
Dashboard. By clicking on the desired program you will receive the specific Program
Dashboard and new Commerce Bar links including Reference Material, Tasks, Inbox,
Issues and Members.

CommerceBar:

The Commerce Bar is the bar \oacted oln the far left of the page. This bar houses
“navagitional” links that will allow the user to browse the information associated with the
“Home” Tab. If an item is listed on the CommerceBar, it will take the user to additional

information.

Reference Material :
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Reference material may include documents that can be accessed to assist the partner in

completing their tasks successfully. These documents may include: A guideline, test
data, publications, Links and FAQs.

a CommerceDesk - Microsoft Internet Explorer provided by Covansys H=1 H
File Edit Wiew Favorites Tools  Help | 4
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S - el
Address |§“| https: f . hinaadesk, comjcontent fwarkspacesfuiexplorer jspPuid=embv QARGroupID=3{aaa2a-c6Ac3-Fa397 1 756e--9BGHSitek ey=covansystraining | P |L|nks 23
mywaysearch | [~ Google [-] Ask deeves Atavista + (M) PopSuatter () Smikey Central [ Cursor Mania (%) Games ~ 205 Customize £
Seatch forl j ,Ow.an Search :

i Welcome Kevin Jackson
®

gﬁﬂ CommerceDesk ) LA

# Home My Organization | My Programs (Bl % Logoff

& Start Documents

. Referonce D
Material -
= Name Tupe Modified
ok @i“”m”“ o B E37P I Guideling  02/11/2004
Link to HIPAA Guidelines I8 How will | know when | can send production files i ... FAQ 02711/2004
# Inbox @ S37P IN @ Link to HIPAA Guidelines Link 024112004
@ Howe will T know when 1 can send pr
# lssues
= Mernbers

Povwarad B
EDIFECS

T i =
|&] pore l_’_|—é_|0 Internet Zh
i#fistart |J G N e ) H [Slinbox -... | [Byuser .. | Ecomme... |[£icomm... | BdTcIS. . @A:ruba...' (B2 2280 H28 1sTan
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Tasks:
a CommerceDesk - Microsoft Internet Explorer provided by Covansys
File Edit view Favorites Tools Help o
Back - = - (@ #at | Qzearch [Favorites  (Meda (% | - S - = ]
Address I@j https: v, hipaadesk, comycontentiworkspacesfuiexplorer  jspruid=CembvQAtGrouplD=>3{asaZ a-c68c3-fa397 | 756e--955HaSiteK ey=covansystraining j PGU | Links **
mywaysearch - I L,'v ‘ Google: | 'I Ask Jeeves AltaVista - PopSwatter @ Smiley Central % Cursor Mania Games ~ 202 Customize =
Search Furl j P weh search : K
E} | commerceDesk®
fli Home My Organization [ My Programs [EEz{dl
s Start 837P IN - Program Tasks =T ook =[50 =lixEled
. Reference 4 Close | | ITask Narne - |
" Material
e o= Toumustcomplete all required tasks to successfully complete this program. Select a task for details, and for the specific steps required to
.!.{_] complete it.
= Wi Task Name Required Status Message Completed
T [EfEr= Yes Completed - Co 021672004
[0 837P I filed# Yes Completed - Co 021672004
e Ml [3 837P I file #3 fes Completed - Co 02/16/2004
[ Send ermail to EDIE@Covansys. com Yes Mot Started -
[3 Submit files to FD3 Yes Mot Started -- .
e racd By
EDIFECS |
& C 3 @ A

iglstart |J :Lﬂ & -] @ L“;] ) @ “ Inboxf...l @Userl‘*’l... I @Comme...l @Enmm... B TCI Sta... ﬁncroba...l |g5<&@@%@&%@@ 12:00 PM

Each task must be completed successfully in order to complete this program. Each file
should contain valid data, as they will be used in the final testing phase using our test
database. They must also be files containing completely independent data. Tasks can be
manual tasks, reference material tasks, survey task, test data tasks or validation tasks.
Upon selecting a task you will be provided a specific set of instructions depending on the
type of tasks within the program. The validation task requires partners to upload a data
file for validation against a guideline. The task is automatically updated based on the
results of the validation.
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File Edit Wiew Favorites Tools  Help |
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S -

Address [i&] https: fuww. hipaadesk, comfcontent fworkspacesfuisxplorer jspPuid=raxsmEABGrouplD=3{aaaZa-c5Bc3-Fa397 L 756e--3B8} iSkeKey=covansystraining | P |L|nks L
mywaysearch vI L’ GUUgIel'l Ask Jeeves  AltaVista - PopSwatter @Smilay Central hEUISUIMaI’]ia Games ~ 2% Customize ES

Seatch for I j ,O ‘Web Search :

E@ﬂ CommerceDesk®

|m Home My Organization [ff] My Programs [l

|t e

Validate 837P IN -Tile #1 Required
L EZE':;CE 1 Testing Instructions
PRl This is a validation task. A validation task allows you to analyze your EDI data to determine ifitis
compliant with your trading partner's guideline. This task is complete when you successfully
B TETh upload compliant data
1. Reviewthe guideline used for validation
# lssues
View Guideline
= M b
emaers 2. Createa datafile using your EDI software,
3. Upload the data file to the test center
4. After sending the document return to this page to getthe test results.
2  TestResults
~ Your last test PASSED.
V] Click for details. -
Task Status: Completed -- Complete
3 Test History
Select a report below to review your results. The last test results are the only ones used when caloulating your
completion status. . S S o = =
TR .E](Iit Compliance Report Submitted  Time Status  Errors
Povran > = =y
|Elr INB37_1489 200312181 ... 02/16/2004  10:54:47  Passed 0O
ISP RS S By & INE37_1485 200312169 02462004 105326 Failed 101 H
|&] pore l_’_|—é_|e Internet y
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Testing Instruction include:

1. View Guide Line Button: By clicking the View Guideline button, all the
guidelines will be displayed in the tree format. By clicking (Single Click) the
respective guidelines will be displayed.

2. Run Test: By clicking the run test button, the Validation Test Wizard will be
displayed. In this screen the user can upload the file from his local drive by
clicking the browse button. Once the file is selected, by clicking next button the
validation process will start and it will display the result. If the user wants to
cancel the testing process in the middle of the process, click cancel button will
stop the process.

Test Results:

To view the results of the latest test, click the link in the Test Results section or to view
the results of a previous test, click the name of a data file in the Test History.
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Inbox:

The Inbox is where all notifications, (emails) sent by Covansys are housed. When the
“Inbox” link is clicked, a list of all notification received will appear. Click on the
notification to be read. Notifications cannot be deleted from this box.

Issues:

An issue is a problem requiring action by an Covansys or Edifecs, such as a question
about validation or a problem with a survey. Using issues, user can collaborate with
Covansys to find solutions to any problems that arise during the enablement process.
You can also add an issue by clicking the Issue button on the bottom of the screen.

Notes can be used to record additional information about most items in CommerceDesk,
such as tasks, issues, programs and enrollments. The content can be up to 255 characters
and contains a creation date. Most notes can be viewed by anyone who can access the
related item. Private notes can only be viewed by Administrators.

|t e

3 CommerceDesk - Microsoft Internet Explorer provided by Covansys H=1
File Edit Wiew Favorites Tools  Help |
Back ~ = - (@ 7t | G sesrch  [wFovorites  (EMedia (% | 5y S -

Address |®j https: ffue. hipaadesk, comjcontent fwarkspacesfuiexplorer  jspPuid=r9¥smEAfdEroupID=3{aaa2 8- c68c3-Fa397 1 7566088} BSikekey=covansystraining | P | Lirks **
mywaysearch vI L’ GUUgIel'l Ask Jeeves  AltaVista - PopSwatter @Smilay Central hEUISUIMaI’]ia vl Games ~ £0% Customize ES
Seatch for I j ,O ‘Web Search :

ﬁ} | CommerceDesk®
|m Home My Organization [ff] My Programs sl <
& Start Open an Issue Issue # - B
ﬁ Send feedback, reguest information, or subrmit a problem
. Reference
Material =
1  Subject (Short deseription of the issue)
# Tasks I
¢ Inhox 2 Assign, Update Status, and Categorize
S Status: IOpen Community Cwher j
. Severity: 3-Imponant 'I
= M 3
BMmDers Categories: Available Categories selected Categories
Covansys Support add b
Edifecs Support
Testing Cuestion {delete
3 Initial Issue SUMIMAIY (0 etail=d description of the issus. Use "Notes! for entering ongaing somments)
£
Povwarad by
EDIrFEcCS
= =l
|&] pore l_’_|—é_|e Internet Zh

i#fistart |J G N e ) H [Slinbox -... | [Byuser .. | Ecomme... |[£icomm... | BdTcIS. . @A:mba...' B 2280088 1

Information that needs to be provided include a short description of the issue, status
selected from the drop down box, level of severity, entity that should respond and a more
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detailed description of the issue. The issue screen also allows the ability for the submitter
to attach supporting documentation.

Members:
This link will take the user to a list of all members that are registered on Covansys

HIPAA Testing Environment. This link is also the same as the menu choice “My
Members” under My Organization Tab.

Log Off:

The logoff button is located in the right hand corner of the toolbar and can be used from
any screen.
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