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Note training log in:
Normal.devbid4health.com
User Name: 0027461
Password: x0x032#*a
Overview

Click on Contract Summary under Home Tab

Contracts Summary - Per-Diem Shift Summai

Duke Medicine (System)

Closed Contracts - Not Awarded
Closed Contracts - Awarded
Closed Contracts - On Assignment
Award Offers

Contracts With Requests

Contracts Open For Requests
Scheduled for Request
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# Create a Contract Assignment

» Batch Contract List




Closed Contracts — Not Awarded = unfilled and expired
Closed Contract — Awarded = offer has been made and accepted

Closed Contracts On Assignment=offer has been made and accepted AND the traveler is currently
working here

Note: CC Awarded and CC On Assignment can have overlapping information

Award Offers = offer has been made but not accepted

Contracts with requests=agencies have uploaded profiles to the batch for your review
Contracts open for requests=Unfilled and active needs

Scheduled for Request=contracts you’ve created, but you set a future date for them to open to the
vendors

We will create all of our contracts, even if they have only one need, in a BATCH.

All Contract Batches need a name. We decided to do FACUNIT_LMCH#, so 8E would be
DUHS8E_12345678. Each Batch represents all of the positions to fill within one LMC request. You will
want to fill the ones inside the batch first, using the master batch last. There is also a field to enter the
LMC number associated with the item.

Below are some examples from our test system

All= total number of individual traveler needs in the batch.

Awarded=a filled individual traveler need.

Open=unfilled traveler needs that have not expired.

Close, Not Awarded = An offer has been made, but not yet excepted OR the LMC has expired

You can click on the underlined numbers to open details about each item.

Batch Contract List

<<-Back to Edit Contract Batch » Create Contract Batch
_ Record (1..14) of 14 Click a column header to sort by that column. Page 1 of 1

DUH91 90123456 Nurse 6/21/2018
2:05 PM EST

RAL3rd 13141516 Nurse 2 0 2 0 6/20/2018 97
5:17 PM EST

DRH4-1 91011121 MNurse 5 0 5 0 6/20/2018 96
5:16 PM EST

DUHSBE 12345678 Nurse 10 0 10 0 6/20/2018 a5
5:15 PM EST

DRHICU 78901234 Nurse 3 0 3 0 6/9/2018 94
3:50 PM EST

DRHICU 67890123 Nurse 3 0 3 0 6/9/2018 93
3:49 PM EST



How to create a New Batch and the process of filling a need within that batch.
On the home screen, click on Batch Contract List

Contracts Summary - Per-Diem Shift Summai

Duke Medicine (System)

Closed Contracts - Not Awarded
Closed Contracts - Awarded
Closed Contracts - On Assignment
Award Offers
Contracts With Requests
Contracts Open For Requests
Scheduled for Request

#» Create a Contract Assignment

» Batch Contract List
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Click on Create Contract Batch (top right)

» Create Contract Batch

Page 1 of 1

Batch ID

Fill in the form

Create Contract Batch
<< -Back to Batch Contract List

Batch Name: |pa|FD 12345678

Position Type: | Nurse V! e

# of Contracts: | ®

( Save ) ( Cancel )

Remember the naming convention FACUNIT_LMC#, so 8E would be DUH8E_12345678.




Select the Position Type (Nurse most common)

And the total number of contracts (how many openings do you have?)

When creating a new Batch, a Batch ID is auto-generated to uniquely identify the named Batch.
Each individual contract in the batch gets its own Contract ID number as well.

When you click SAVE you have another form to fill out.

Here is where you give the details of the facility, Unit, position, number of weeks, and you can add
comments. You can also download a word document with more information about the assignment, if
needed. Be sure to set Include Agencies to YES.

You've been using this form already to set up a single contract and it served as an announcement to the
vendors of a need. It will still do that, only now each individual need will be ‘hidden’ in the batch.

A sample of the form is on the next page.



Create Contract Assignment
<<-Back to Create Contract Batch

@ Indicates Required Field
* Does not apply to Agencies

Facility: [ Duke Raleigh Hospital V] )
Unit: [ 7800 EMERGENCY DEPARTMENT Vl e =
Position Type: [ Nurse V] -

Time Type: [ 12 hour rotating shifts: 7:00 AM - 7:00 AM V| &

Date Range of Shifts

# of Weeks: 13 Weeks W
Start Date: [gg/06/2018 |[5] End Date:  [11/05/2018 |[F] e

Date Requested: 06/27/2018 | 8] Time: |15.00 AM . k4]
Signup Start Date: 06/27/2018 E ™ Time: |13.00 AM . 2
Signup End Date: 11/05/2018 E e Time: [12:00 AM . [F3]

Rate Adjustment

Request Type:  (7) ajjgw Bidding @ Scheduling Only 2

H i . K
Rate Differential: $ 2

Phase 1

You may create a 'Request Phase 1' to limit the users that can request this Contract Assignment initially before allowing all
approved Health Care Professionals to request Contract Assignment.

* Home O Home System Onl O Home Facility Onl O Home Unit Onl @ No Filter (@
System/Facility/Units: 4 v ¥ v v

Position Type: * Nurse O Yes @ No

Include Agencies? ® Yes O No @

Be sure this is YES

Phase 2

Additional Comments:

B I U =k i= = Normal = Font = size ¥ A A~

PUT YOUR NOTES HERE

body p

» Download Contract Description Word Doc Template & C||Ck here tO download

Private Comments

docs

[ save contract Assianment )




After you save, you see the contract numbers for each individual contract within the batch.

Contract Assignments: 8603, 8604, 8605, 8606 were successfully saved.

The agency will get a message sent via the system that new opportunities are available.
The agency can now submit profiles/mini profiles. These will go to the MASTER batch.

NOTE: You can get a report of the current open LMCs and Contracts by running the Batch Contract
Report. See Reports at the end of the handout.

After Creating the Batch you will need to assign the LMC# to
each of the Contracts you Created in the Batch.
Step #1:

e Go the Batch Contract List Link and click it

Ifh THIS IS DEV Welcome B4HEALTH ACCOUNT! | Logout Hel
\__/" »  Support

Home | Create a Shift | Search | i-Schedule | Reconciliation | My Messages | System Configuration | Reports | Documents

Home

34 [Duke Medicine] |

Contracts y - Per-Diem Shift Summary Professional Summary Agency Summary
Duke Medicine (System) Pending 3203 Pending 1
Closed Contracts - Not Awarded 6 Approved 2728 Approved 27
Closed Contracts - Awarded 3 Inactive 2184 Inactive 2
Closed Contracts - On Assignment 0 Denied 17 Denied =l
Award Offers 3 ’ .

N - o = » Register Professionals » | |Agency Invoicing
Contracts With Submissions 3 Adeney Invaicn
Contracts Open For Submissions 0

Scheduled for Submission 0

» Create a Contract Assignment
» Batch Contract List

Quick Search 2 My Messages

Enter Shift ID#: Inbox 9 New (6)
Sent 16

‘ I ( Search Shift ID# ) =) Send Message

Enter Contract ID#:

Admin Links
(Search Contract ID#
» Manage Positions
Enter Health Care Professional Last Name: »  Administrator Professionals
» Manage Rate Groups
[ | ( search professionals ) »  Faclity Shift Times
» Credential Print Sort




Step #2:

e Find the Batch you created and click on the blue linked “Number” of contracts you created

DUHBEAST-043950 Nurse 7 0 0 Z 7/11/2018 101
9:24 PM EST

DRHCARDIOVASCUNIT889005 Cardiology Tech 2 0 0 2 7/12/2018 102
9:41 AM EST

DUHDCSD8888 Nurse 5 0 0 3 7/12/2018 103
3:44 PM EST

TEST1234 Nurse 15 0 0 0 7/27/2018 105
3:39 PM EST

November 2018 Nurse 5 0 0 5 11/8/2018 142
12:40 PM
EST

Med Surg Dec Nurse 4 2 0 2 11/19/2018 146
9:57 AM EST

DUH PACU (Overflow) Nurse 3 0 0 0 11/20/2018 147
10:07 PM
EST

# Nurse 3 0 0 3 11/20/2018 148

OVERFLOW) 10:10 PM
EST

Med Surg January Nurse 5 0 0 3 11/21/2018 149
8:43 AM EST

Med Surg Wed Demo Nurse 6 0 0 6 11/21/2018 150
11:37 AM
EST

LMC# 8E Nurse 4 0 4 11/26/2018 151
11:12 AM
EST

DRH - ER UNit - Nurse Nurse 5 0 0 12/17/2018 152

i 11:33 AM

EST

1163 12/2-2/2 Nurse 2 0 2 12/18/2018 153
10:45 AM
EST

Med Surg February 2020 Nurse 3 0 3 0 1/31/2020 162
9:28 AM EST

m M. Record (1..30) of 30 Page 1 of 1

e You will now see the individual contracts created in the Batch
e C(Click on the Contract ID link (NOT the Batch ID)

Duke Univarsity Hospital

2452 MEDICAL UNIT - 8100

Duke

ersity Hospital

2452 MEGICAL UNTT - 8100

Duka Univarsity Hospital

2452 MEDICAL UNIT - 8100

3/9/2020 - 6/8/2020
7:00AM - 7:30PM

3/3/2020 - §/8/2020

7:004M - 7:30PM

3/9/2020 - 6/8/2020

7:008M - 7:30PM

B qacords per page

Dats Posted
1/31/2020 9:30:00 AM
Batch
EETER
Date Pasted
1/31/2020 9:30:00 AM
Batch
pHEE
Date Posted
1/31/2020 9:30:00 AM

Batch
a8



Next click on the View Detail/Edit Contract box then enter the LMC # in the first data field called
Req ID

Mm’m THIS IS DEV Welcome B4HEALTH ACCOUNT! | Logout ~ (_Help_)
N7

» Support

Home | Create a Shift | Search | i-Schedule | Reconciliation | My Sy Confi i Reports | Documents

Home » Batch Contract List » Contracts Open For Submissions » View Contract Assignment

View Contract Assignment
<<-Back to Contracts Open For Submissions G ) (View Details / Edit Contract) _

C Open for R
Contract ID#: 35131 (Posted by Mike Wheeden at 1/31/2020 9:30:00 AM)

This is the Master Contract in the Batch.

Award submitted providers to other Contracts in the Batch using the 'Award to Other Contracts' button BEFORE using the Award
Submission button. Using the Award Submission will close the Master Contract in the Batch once the awarded agency accepts the
Offer.

Date Range: 3/9/2020 - 6/8/2020 13 weeks
Position Type: Nurse
Time Type: 7A-7P (7:00 AM - 7:30 PM)
Health Care System: Duke Medicine
Facility: Duke University Hospital
Units: 2452 MEDICAL UNIT - 8100

Contract Shifts:

Submissions



Step #3:

e Enter the LMC # for each Contract in the First Data Field called Req ID

e After you enter the LMC # where it says Req ID scroll to the bottom of the screen and click Save
Assignment. Repeat for other contracts in the Batch.

@ Indicates Required Field
* Does not apply to Agencies

Contract Assignment ID#: 35131

S N —

Fociity:
Unit:  [2452 MEDICAL UNIT - 8100 v e @
positon Type: .
Time Type: [7A-7P: 7:00 AM - 7:30 PM M

Date Range of Shifts

# of Weeks:

Start Date: 5370572020 | o End Date: [o6/05/2020 | F

Date Order Requested: - [5)/31/2020 | T Time: ® =
Signup Start Date: E] ° Time: |12:00 AM . 2
Signup End Date:  [oc 0575020 |7 @ Time: ® =

Rate Adjustment

Request TYpe: () allow Bidding @ Scheduling only @

Rate Differential: * 5 2

Phase 1
You may create a 'Request Phase 1' to limit the users that can request this Contract Assignment initially before allowing all
approved Health Care Professionals te request Contract Assignment.
*Home () pome system only O Home Facility only O Home unit only ~ ® no Filter @
System/Facility/Units: ¥ v yonly v
Position Type: * yyrce  Oves @ no@

Include Agencies? @ ves Ono @

( Phase 2

Additional Comments:

Format ¥ Font i Sz B8 " AT =

» Download Contract Description Word Doc Template
@

Private Comments

Upload Detailed
Description: | . Select File l
Created By: B4HEALTH ACCOUNT on 1/31/2020 9:30:00 AM

Updated By: B4HEALTH ACCOUNT on 1/31/2020 9:30:00 AM

(+}

Contract Shifts

( Currently no Shifts )

( save contract Assi D C Delete D (_copy contract Assi -]




