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ATS: Communications

Top

There are a number ways of communicating to staff and athletes within ATS. This

doc will go over the basic set up and different communication options available.

ATS does not have its own email system, it is built to utilize the email system of the users.
first step is to give the system a “send” email address. This is the address that will be used for
auto notifications and other reminders. To begin you will need to open the Site Info area. Go to
Admin—> Site Info—> Opt (1) tab. At a minimum you need to include the email address here, if
you use MS outlook. If you utilize Google or other email providers, you will have to configure all
of the SMTP information. It is also recommended to configure all of the SMTP information for

The

MS outlook as well.

Windows Help

AddUpdate Teams & Organizations
Users 3

4 Maintenance »

&

Primary Modules Securty Tab Order Opt(l1} Opt(2) Opt(3) SwipeCard Biling Claims/EDl Pre-login  Kiosk  Custom Invertory

Primary user title {ex. Athletic Trainer): |Ath|etic Trainer | Mickname Label: |Nickname

Athlete Identifier (ex. Athlete ID}: |Student ID number |

1st Addr Title: | Address | 2nd: |Additional Address |

[] Force injury screen display for users after login

[ Send emails after Athlete Portal Changes

Use auto}email for group notices (limitation/injury/note) [ Send iis after Kiosk Ch
nd emails after Kios anges

[] Use dela delivery for secure messages

Email prefacg from your school/org for encyption:
\

Mote: All emils generated "to staff” from athlete entries are
controlled by tHe "Motification. " list on the \Admin\Teams area.

\

Save Close

Email /Message Options

Grid colors: At Row

New Row
Enable batch report processing based on the schedule defined
Smartphone search by team? B
Weight deficit percentages to use for hydration alerts: (2 =2%) Level 1: Level 2:

Levels used are determined by your administrator.
Information Privacy Settings
- - Mote: Privacy settings on/off are determined by your administrator. ATS makes no

[ Allow —— Setllngsf determination in this area for our clients and uses our best efforts to ensure privacy. Similarly
Allow Secure Messagin ject to your arganization's policies and federal/state/local
Email e35age Optium "
Part 1 @ Staff Notices...  Notices for... Nightly Notices_.. Note/Batch Schedule. .

Part 1 Pant 2

“four staff email address to use for sending.  (The "From™ email address):

(The "From™ email address. This should not be an ATS email address)

SMTP Server: | |
Login: | | Pasawnrd: ’7 e
if Needed..Use -
[] Secure SMTP  Port:| | et

MNote: ATS is not compatible with any 2-factor email system.

Copyright © by Keffer Development Services, LLC

Enter your Email Address, SMTP Server Information, Login
will be your full email address, enter the Password you use
to sign into your email account. If it is a secure SMTP
server, be sure to check that, and enter the port number.
Once save that, be sure to use the Test Email Settings
button. That will send a test message, ensuring that the
email settings are working correctly.
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This tab controls the send email address as well as what notification capabilities will be enabled
within your system. If your school or organizations requires an encryption for all communication
enter the email preface provided by your school/organization in the space provide. Click on the
Part 2 tab and then enter the address you want to use as your “send email” in the space
indicated. If you notice that the emails you are trying to send do not go out or are getting blocked
you made to fill in the SMTP and log in information found in this area. For Gmail and others it is
necessary to configure SMTP, for Outlook it is strong encouraged to complete. It does facilitate

correct information being sent. /

Email /Message Options
Part 1 Part 2
Use auto-email for group notices (limftation/injury/note)

Use delayed delivery for secure m ges

Email preface from your school/org for encyption:

Mote: All emails generated ™o staff” from athlete entries are
controlled by the “Motification...” list on the \AdminiTeams area.

You may need to obtain the information from your IT Department. If you have configured the SMTP information in the Desktop and you are
having issues sending emails, it is recommended to go to the Staff Portal and verify the information here. We have provided a way to test the
settings and make sure they work, off of your schools network. If you get the email, from here and not from the desktop module, that narrows it

down to an IT communication issue, as to why the Desktop emails do not work properly.

[ B
iz ATS Staff Portal: Joe Tech
Dropdown/Popup Lists | MENU A J— =
. 5 pT Upp [pies g?N Gﬁnaﬂo\‘ ) ﬂ (@)Q‘j
p Urg-leam-Users +, : i
eports | g Athl Bthletes P MameSewch iy lnpeies Oalpiole  BukModslly AGIAppd  MyAppt  iConcuskn AL Equipment —
mport Athletes -
Home njuries 4 Athletes v Search You have 1 unread message.
Medical Providers Notes »
Insurance Companies |Modalities v SMTP Server Settings
Update Athlete Years |[ehabs
Data Miner Limitations  » The SMTP. ings allow you to use your own mail server to send emails from the ATS websites and from the ba
mation which you may need to get from your IT support. The emails still originate from the ATS server whose ip is 6
Ue aul E njury UEI IEIES ¥ add "include:porthos.atsusers.com” to your SMTP server's spf record. This tells other email servers that it is expected wl
0 ATS server.
SMTP Server Settings Als server
To ensure that your SMTP Server Settings are correct, there is a verification process which needs to occur before any s¢
very important in various ATS communications, it is essential that the settings work.

Medication
Distribution
Referrals » A
Your Staff E[.“a””ddr&% o joe@kefierdevelopment.com
Etrength and use for sending
Conditioning (The "From” email address. This should not be an ATS email address.)
Beheduling  »
g SMITP Server
Pdmin »
Reports + Nl Login
Home
Password Confirm Password
Port Secure SMTP?  J

Your Email Address joe@kefferdevelopment.com

This email address will just be used for testing. The verification code will be sent to this email address.

Optional Email Address

determine if emails to emergency contacts will be successful.

Test Settings

Input the correct SMTP
settings here. The log in
be
specific to you email and

and password will

not ATS. After you input
that, the Test
Settings button at the
bottom.

use

That will send you an
email if everything works
correctly. When you get
the email, enter the code
and save the settings.
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SMTP Server Settings

O Averification code was sent to your work email address. To save your SMTP Server Settings, enter
the verification code which you received in the email and then click "Save Settings"

The SMTP Server Settings allow you to use your own mail server to send emails from the ATS websites and from the batch processes. The settings involve technical
information which you may need to get from your IT support. The emails still originate from the ATS server whose ip is 67.221.0.203. To pass spf, your IT support can

add "include:porthos. atsusers.com” to your SMTP server's spf record. This tells other email servers that it is expected when emails are sent from ip 67.221.0.203, the
ATS server.

To ensure that your SMTP Server Settings are correct, there is a verification process which needs to occur before any setting changes will be saved. Since emails are
very important in various ATS communications, it is essential that the settings work.

To save your settings, enter the verification code which was sent to your email address. Then click "Save Settings”. If you need to resend the test email with a new verification
code, click "Send New Code”. If you need to modify the seftings before saving them, click "Cancel Save”.

Verification Code B

To gave your sattinge, enter the verification code which was sent to your email address. Then click “Save Settings”. If you need to rg
code click "Send New Code”™ If you need 1o modify the sattings before saving them, click "Cancel Save”

Verification Code Send New Code

Wed 3/10/2021 1:45 PM

—

joe@kefferdevelopm\gnt.com

Test of SMTP email setting for

TP Server Settings

=
@ Your SMTP Email Settings have been changed.
To joe@kefferdevelopment.com

This is a test of your SMTP Server Settings for use in the ATS welgites and batch processes.

Your verification code, which you will need to save your settings, is 834156.

After you ensure the communications worked, entering the verification code will copy the information into the Desktop, Site Info
area.

Copyright © by Keffer Development Services, LLC
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To enable auto notifications check the fields you wish. STAFF NOTICES—allows you to get
emails sent after changes made. NOTICES For— are auto-emails sent after one of the

corresponding notes are entered and saved.

NIGHTLY NOTICES— allows you to send

appointmet reminders to patients/athletes, staff, or coaches either email or texts. NOTE/BATCH
SCHEDULE— allows you to control certain features of batch/note scheduling.

/

Staff Motices FEnable notices for._.

Nightly notices for...

Send emails after Athlete Portal Changes
Send emails after Kiosk Changes

Motices_.. Motices for___

ghtly Notices... Note/Batch Schedule. ..

Athlete - text reminder
Staff - text reminder
ch - text reminder

| Athlete - email reminder
| Staff - email reminder
| Coach - email reminder []

Check the box for the applicable rjghtly appointment notice

Staff Notice= BEnable notices for.

L] Enable injury Auto-email

Enable limitation Auto-email

Enable note Auto-email
] Enable referral Auto-email

[ Enable eFile Auto-email
Enable rehab Auto-email

[ ] Enable modality Auto-email
[] Enable strength Auto-email

Nightly notices for__.

Batch Appointment Beminder Days:

[] sun [] Mon [] Tue [ Wed [ Thu [ Fri [] Sat
Eatch Confirm to: ||] V|

Batch Motes Process Days:
[ 1 Sun [ Mon 4] Tue [v] Wed [] Thu [~] Fri [] Sat

Batch Confirm to: |ioe@kefferdevelopment com v
——iSeheeHReTETaTon Schedule/Info:
More for the Note/Batch Schedule
follows [15sun [] Meon [] Tue (] Wed [] Thu [] Fri [] Sat
Batch Confirm to: ||] v|

Staff Notices... Notices for... Nightly Notices... Note/Batch Schedule...

Copyright © by Keffer Development Services, LLC
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Staff Notices... Notices for._.  Nightly Notices . Note/Batch Schedule...

Batch Appointment Reminder Days:

[ sun [ Mon [ Tue [J Wed [ Thu [J Fri [ sat

Batch Confirm to: ||] V|
Batch Notes Process Days:
[ sun [ Mon [] Tue [] Wed [ Thu ] Fri [] Sat

Batch Confirm to: |ioe@keﬂenh\|elopmi,mm V|
rSchool Registration Schedule/Info:
[ sun [ Mon [ Tue [ Wed [ Thu [ Fri [ sat

Batch Confirm to: |0 ~|

The Note/ Batch Schedule tab allows you to configure your own batch reminders to be processed.

You can set the appointment reminders, the note process days (this is for specific note sending configuration), or select the days (if you are
an rSchool Today client) is processed.

The Batch confirm to is an email address that a confirmation email will come to stating that the process was completed and how many

records were sent.

With the most recent update (11.0.0.9) we have added the ability to send a note notification after it is completed. Specific to the
COVID situation, and notification of emergency contacts, and basic contact tracing. This is not limited to COVID though, this can
send any note, or template that you define, to the emergency contact, if you choose. This will be sent with the regular batch
notifications (early AM). You are also able to force send it with the Email Now button. Doing that you will see the Email Sent
becomes filled in with the date and time. This will also be logged in the E-files tab of the athlete profile.

[ Nole

CoH Bl R

Emergency Contact Mightly Email Batch... Email Sent-
Name: -  Contact With: - [ Email To Group Also Email Now
Protected health information should not be emailed. Keffer Development Services, LLC is not legally responsible for the content of notes or emails.

Net  Prev New Save Remove @ @ Email Group | Print Note | Print w/ Injury Close

To utilize with COVID notification, please create a note template, specific to your institution, to standardize your
notification.

To enable the Note send (batch) function, go to ADMIN—>Users—>Search Users—> decide your preferred way of

searching. This is USER specific, only grant access to those you would like to be able to edit, or make these changes. Or

send PHI in an open email. = == i
2 Security
Name: [Joe Strecifus | Teams E ail Groups Email/Opt Partial Admin Sccurc Msg  Notes MSC Forms
¢ 'SI'B g Admiristratar Athlstic Tramer ] PRI Staff e - Allowed to Submit /Print Claims g —
L] Coach W Pzt (ST Allow Report Printing Allow Report Exporting Note Batch Al
L Student L] strength.Condion User can See All Injuries on the Athlete Details Screen
serto S —
- = Module Access ~
o =
s L3 - L Announcements Read Winte
Supervisor: Athlcte Forms Read-Write
Athlete Screen Read-Write
Email Addr: |ios @kefferdevelopment.com | &> Ahlste Screening Reod Wirte
Text Addr- | <= | Concussion Read-Wite
— ] Distribute Medication Read Wirte
Documents Read-Wirte
License #. [ Ferce passwora Emergency Contacts ReadVirte
Seelset private info change on next login Evaluations Read-Write
Use secure messages Evaluations - Additional Findings Read-Write
= Evaluations - Evaluations Read Wrte
Phone/Location  Email Signature  Heme Address Evaluations - Girth Read Write
o [c N | Office: [ . Evaluations - Medical History Read Wrte
Evaluations - Objective Read-Wirte
cel - | N LW U Evaluations - Pain Read Wirte
Location: | Evaluations - Physician Notes Read Write
Region: 0 «  [] Regional Admin Evaluations - Special Tests Read-Write
Functional Movemert Evaluations Read Wrte -
ST Upload Clear Record: [[4 4 of 75 [B bl
Read/Write Read Only Add Only None From Ancther User Reset
Actions
Search Reset Disable New Remove Save Close

Copyright © by Keffer Development Services, LLC 6
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The next area that we must visit is the Teams area. Go to Admin—> Add/Update Teams &
Organizations —> Add/Update All Teams. In this area we will be deciding who gets the auto
notification emails for each team.
Windows Help
@ Site Info AddUpdate All Teams
Add/Update Teams & Organizations Add/Update By Organization
Al Users 3 Combine Two Teams
f4 Maintenance 3
&3 Team E"'."_ E@@
Organization Filter  (Note: Org filter only applies to organi with t ) Set Email To...
~ | Resst [] Show Al Specific Org For All

Clear Specific User Notifications

Teams (Note: A to new t must be set for ALL users after they area added.) Do NOT use special characters in the Organization or Sport name
apm— Sport G i abbrev | NCAA Sport Start Date A
Notification Email To ) Bypass NCAA Coach Name Coach Email ach Text End Date

AstleyU-Noth —  MensBaskebal  Men  Wme ]
n Ashley Sham v
Ashley U - North Softball Women
u Ashley Sham
Ashley U - North Swimming Coed
. Ashley Sham
Ashley U - North Volleyball Women Fall
L] Ashley Sham
Ashley U - North Watempolo Coed Spring WP
-
Ashley U - North Womens Basketball Women Winter
L] Ashley Sham Basketball coach ashley@kefferdevelopment. .
Ashley U - North Virestiing Men 1*
u Ashley Sham
Ashley U - South Baseball Men Spring BA-M
[ Greg AT [m]
Azhlew |1 - Snith Cheedeading Wangen Winter furl " H CHF >
Record: | I4 || 4 70f 30 [ B0k € %
Team Actions
Grant /Revoke Save Remove To Excel Print Increase Date+1 Close

Originally tied to the batch reports, with the update in January of 2021, batch reports
function separately from this area.

The emails/text message options here will still function to send appointment reminders
to the coach.

Copyright © by Keffer Development Services, LLC
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82 Team Entry EI@
Organization Filter (Note: Org filter only to with B Set Email To_.. Clear All Notifications
~  Reset [ Show Al Specific Org For All
Clear Specific User Notifications
Teams (Note: Access to new teams must be set for ALL users after they area added.) Do NOT use special characters in the Organization or Sport name
Organization Sport Gender Season Active Your Abbrev | NCAA Sport Start Date -
Notfication Email To Bypass NCAA Coach Name Coach Email Coach Text End Date
AableyU-Neh T Mens Basketoal  Men Wmer
T~ v
0 Ashley U - North Softball Women
Ashley Sham
0 Ashley U - North Swimming Coed
Ashley Sham
0 Ashley U - North Eyball Women Fall
Ashley Sham
0O Ashley U - North Waterp Coed Spring WP
0 Ashley U - North Womens Ba: all Women Winter
Ashley Sham Basketball coach ashley@kefferdevelopment...
0 Ashley U- Noth Wrestling Men
Ashley Sham
0 Ashley U - South Baseball len Spring BA-M
Greg AT [m]
Ashlew 1] - Smth Cheereadina Wami Wirter A CH CHF N
Record: |4 || 4 710t 30 |k | Bk < >
Team Actions
e Save Remove Copy To Excel Print Increase Date+1 Close

To decide who will get the notification emails
for each team (flagged COVID, form
completion or others such as that), click in the
Notification area for each team. This will turn
into a drop down box with a list of all
available users (both staff and coaches).

Ashley 5
[ ] Ashley U East AT
[ ] Coach Jack Black
[ ] Coach John Smith

=11

0O O O O

Check off the users that should receive [] example
notifications for this team and click OK. If you [] Greg AT
do not see your desired users click staff or [ Keffer Admin
coaches for more information about adding [] Key Phrase Master v
desired users. Once you have made your
choices select the teams you just made QK Cancel
adjustments to and click the Grant/Revoke
Access button. Be sure to save your
Change&/
- Morth Swimming Coed
Ashley Sham, Coach John Smith, Coach J...
@____—_
T
0 Ashley U - North Waterpolo Coed Spring WP
Ashlew 11 - MNarth Womens Raskethall Women Winter frl
e | 4 1000f 30 | b [l k] € >
Save Remove Copy To Excel Print Increase Date+1 Close
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http://www.athletictrainersystem.com/pdf_files/Configuring_UserAccount_ATS.pdf
http://www.athletictrainersystem.com/pdf_files/ATS_Example_of_Coach_as_a_User.pdf
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Each user must have their email address entered into area indicated in their user profile. If
you are going to be using the Email Group Notices be sure to allow this capability and select
the team(s) the user should be grouped with. To learn more about the Group Emails or for
troubleshooting with this area click here. You must also set up and test the users email in the
email/opt tab to ensure it is capable of sending and receiving messages. For troubleshooting
the user email set up click here.

£3 User (o] @ sl
Name: |Ash\ey Sham | Teams Modules FEmail Groups Email/Opt Administrator Secure Msg Notes MSC Forms || *
(P2 ] admiristrator [ Atetic Traner ] PRNStaff B[] No Report Acoess Allowed to Submit/Print Claims
IB [] Coach I DoctorfF‘hysicifa.n [] Cther Allow Report Printing Allow Report Exporting
L] Stodent L Strengtn/Condition User can See All Injuries on the Athlete Details Screen [
User |D: Password: #ssssassssas s i "
(1 \ e jodule CESS
Login Uril: |/ / - Resat B g «le Announcements Read-Wte
Frreoee=| i Athlete Forms Read-Write
P | P — - | Athlete Screen Read-Write
Email Addr: |ashley ‘erdevelopment com Y Biling None
m_i ] Concussion Read-Write
Ttle: | | Distribute Medication Read-Write
' Documents Read-Write
License #: l:l 0 Force password Emergency Contacts Read-Write
Seelset private info change on next login Evaluations Read-Write
Use secure messages || Lock All Notes Evaluations - Additional Findings Read-Write
Pt ' tion H Addi Evaluations - Evaluations Read-Write
Evaluations - Girth Read-Write
Phone: - Cffice: Evaluations - Medical History Read-Write
. 0 . . ( N Evaluations - Objective Read-Write
el : g Fac S Evaluations - Pain Read-Write
Location: | | Evaluations - Physician Notes Read-Write
Region: 0 ~ ] Regional Admin Evaluations - Special Tests Read-Write
Functional Movement Evaluations Read-Wrte W
Signature Upload Clear Record: [[4][ 4 4of 75 [ |[ M
Read/Write Read Only Add Only None From Another User
Actions
Search Reset Disable New Remove Save Close
_ =~ |
Security
Teams @Im Administrator Secure Msg Notes MSC Forms || * ' inistrator Msg Notcs MSC Fomms |4
Include this user emails for: | From Security Email/Opt  Smart lcons (T30 eTrtcn)
- [J tnone) ~ . : o =
[ Coed Guest Team Email Setup (MS Outlock or specify SMTP email info) m @g
[] Coed Student Body T";T "S_o‘"""" I Needed_ Use
- [ Ashley U - East erver: 7
[ Coed Swimming Login Secure SMTP  Port:
L] Men Football 0 Password: seeeeseeeees : i i
O] Men Mens Volieybail Password ’7 Test Email Settings
[1 Women Lacrosse Working Directory m @@
= % Pg:dfy 1= N::l:'"rg |C “ProgramData Keffer Development Services ATS | e
[ Coed ‘Waterpolo Appointments
[] Men Mens Basketball Auto-accept appointment requests from athletes?
[] Men Wrestling “ : ~
] Women Soithal Default min per appt 20 Open Appoint Purpose: Open Time
[ Women Volleyball ime =
[] Women  Womens Basketball Time Zone m @
- [] Ashley U - South EI a ¥ 0= Eastem Time
[] Coed Student Body On Login
[ Men Baseball [] Show new injuries entered notice during lagin T —
[ Men Mens Baskethall '] Show expiring insurance notice on login Available
E m mio':‘:r [ Show expiring physical nolice on login
[] Men Wrestling v Hide open windows task bar
Select Al | Unselect Al | Expand All || Collapse All Menu Dock: L iT ITE Change | Remove
HEIETE Actions
Search Reset Disable New Remove Save Close Search Reset Disable New Remove Save Close
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For email to work correctly, especially for GMAIL and others, as well

as outlook it is recommended to configure SMTP information in the

user profile as well.


http://www.athletictrainersystem.com/pdf_files/ATS_GroupEmailNotice_Overview.pdf
http://www.athletictrainersystem.com/pdf_files/ATS_UserEmailConfig.pdfC:/Users/ashley/Documents/Custom%20Office%20Templates
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If you want to be able to communicate with the athletes via email you or have them receive
appointment notices/reminders you will need to enter their email address in the designated area
within the Athlete Profile area. The parent/guardian/emergency contact’s email address should
be entered into the designated area for the primary (#1) emergency contact with the Emergency

Contacts tab.

83 Athlete - Dixon, Dar ||:|||IEI||EI§|
[] Clearedto Play ./ / v | 6L CTP Status: 0 v
Team/Sport/Event Status Position/Dis | As Of CTP Date
(Farst) M1y (Last)
RIETE _ It | Senior * Ashley U - South Men Wrestling Active
Gender: [TEP N !m_. Ashley U - South Men Baseball Active
m———— v
=0E R ashley @kefferdevelopment.com Age 18 ’_ + [T Yo 2 [ [FEleE] < >
Paperwork Comp |l Cognitive Concuss Complete [ =
Injury *  Medication Motes/Staff/Msg © Concuss Evals *©  Medical History © General  |nsurance * Emergency *  eFiles & Docs *  Additional Info  Strength * View
Address/Cther  Additional Info  Academic Eligibility
Custom Addr Name 1
Cary S — =
Street: 123 Ashley Rd Passport #:l:l ] Red Shitt
L S— i
C/S/Z: |Ashleyvile | |PA | |12121 . [ OTC Meds Allowed
Languages: |
Last ical: 06,0518 w | CcL
oo Ak N s
om E Physical Expires: w | CL | #3685  +X00(
Courtry: | | Phone: | | Change Photo i
Street: [ Signature on File =/ / vl oL =¥
Remove Photo
|| | | Employed: | Full-Time Student | Marital:
tez Password: sxsssss
c : Vo 6B
Twitter Handle: | | Race: - “ Last PW Cha: cL
Cell: [222-222-2222 | Tem | | @ WM @ Ehicty: v & I, -
Kiosk: 10/25/194:10 PM  Portal: 10/31/19 3:11 PM
A- Latex. pears... R: peanut .. Abecld @
@ Lg B%m@e & @ _ New Save Remove Search Close 12345

7\

&

Injury *  Medication Motes/Staff/Msg * Concuss Evals ©  Medical History *  General Insuranc@rgench'  JeFiles & Docs ©  Additional Info  Strength © e
Mame # | Relation Text Mumber Employed |Employer Name | ~ Emergency
Email Work Phone Emplayer Address Remove
Phone Cell Login Emplayer City Employer State | Employer ZJipcode
Motes Employer Phone Copy

Print
Momma Dixon 1 : mother 111-222-3333 ]
< ashley @kefferdevelopment .com >
111-117-2T21 Mdixon
Papa Dixon 2 father 111-222-3334 ]
111-222-1212
Mer Dixon 3 | Brother ] W
Record: |4 | 4 10F 3 | B | Il I Card View
Kiosk: 10/25/19 4:10 PM  Portal: 10/31/19 3:11 PM
B: poanmd Athicte ID
=y g
& DR E " 2O posEs  New | Swe | Remove | Sewch | Cose | |45

Copyright © by Keffer Development Services, LLC
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Staff Communications

Auto Notifications/ Group Emails

Based on the decisions you made about notifications in the Site Info area, once set up is
complete your users will receive automated notifications when something has been added or
changed to a team member they have security access too. A few examples can be see below.

&2 Reply &2 Reply Al &3 Forward

Tue 11/05/19 1:0% PM
ashley@kefferdevelopment.com
Athlete info edited on the ATS Athlete Portal application

To  ashley@kefferdevelopment.com

Athlete Information for Daryl Dixon has been edited on 11/5/2019 1:09:25 PM by Daryl Dixon using the ATS Athlete Portal application.

Sports: Ashley U - South Men Baseball, Ashley U - South Men Wrestling

Per HIPAA (the Health Insurance Portability and Accountability Act of 1936) Regulations, this Information is to be held in strict CONFIDEMCE, to be used only
making participation plans for the student-athletes. Information should not be passed to any other individual or group of individuals.

2 Reply [ Reply All (5 Forward
Tue 11/05/19 1:22 PM
Ashley Sham <ashley@kefferdevelopment.com>

Athlete limitation entered

To  ashley@kefferdevelopment.com

Limitation for; Denty, Brian ;
Baseball Seen by Ashley Sham at 11/05/19 12:00:00 AM
Injury: 11/05/2019 - Anterior Tibiofibular Syndesmosis (High Ankle) SprainPartial or Complete - Left - Ankle Limitation: Out Game Status:

Limitation information:

Per HIPAA (the Health Insurance Portability and Accountability Act of 1996) Regulations, this Information is to be held in strict CONFIDENCE, to be
used only making participation plans for the student-athletes. Information should not be passed to any other individual or group of individuals.

You can customize what is in these notifications. To learn how to customize your notification
messages click here.

Copyright © by Keffer Development Services, LLC 11
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Batch Reporting
You can set up reports to be sent nightly to your coaches, these reports can be sent any
night you designate and the report itself can be password protected (we highly recommend
the password protection). The report will be sent to the coach that has been designated in
Teams Entry area. To learn more about the batch reporting process click here.
| 5] o |3 | =
Schedule Details 3]
Active  Report to Run Days to Process Run Time Of Day | Encr... | Encrypt Pwd Email To Users Include Sports
1. Team Roster | Monday, Tuesd. . 3.00pm Eastem O} Joe Streckfus Joe Tech Football, Joe Tech Baseball,
4. Limitations - By Sport with «« Monday, Tuesd . 12:00pm Eastem exampleonly Joe Streckfus Joe Tech Football
Record: [[4]°4 1of 2 [ I[kl]k:=
2 Reply 2 Reply All £ Forward
Tue 11/05/19 1:46 PM
Ashley Sham <ashley@kefferdevelopment.com>
Report from ATS
To ashley@kefferdevelopment.com
Message R Daily_InjurylimitationComments_Sport_2019115_13468435_6370850880_Encrypted.pdf (68 KB}
Automated report /
/
The coach will receive an email similar to Please enter a password.
what is shown above. When they click on | |
the included attachment they will be asked
for the designated password. Once //v
entered the report will open. oK Cancel
\
Ashley U
Your Daily In ?R
LU 0 aiy Injury keport
g Women Lacrosse
Here
New or Current Problems for 11/05/2019
Injuries
Player Name Injury Injury Date Game Status
Barnes, Jessica Amnterior Tikiofibular Syndesmosis (High Ankle) 03272018 Current
SprainPartial or Complete - Left - Ankle
Copyright © by Keffer Development Services, LLC 12
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Emailing Athletes and the Primary Emergency Contact

You can email your athletes and the primary emergency contact using the Process Emails &
Text Messages option found under the Athlete Menu.

Injuries  Modalities Rehab)

Add an Athlete
Add an Athlete (Quick)

Search Athletes

Modify Athlete Info
Seasonal Athlete Update
List/Query Tool

"Quick" Functions
"Bulk" Functions

Check Out Equipment

Process Emails & Text Messages

Choose who your email/texts are going

You can choose from several criteria when emailing, for
example an individual athlete, an entire team, or an entire
' class year, depending on your security settings. You can
include a message, attachments, ID numbers, passwords
and other things to these emails. If you wish to email the
, primary contact simply select that in the options available.

Critefia  Athletes

® All Active Athletes (O All Men

O All Women iﬂ

Subject: |

Email Text  Addtional Fiters

Enter the body of your email here. If you
are sending a text 50 characters max.

Attach Rle 1 No file attached...
Attach Rle 2 | Nofile attached...
Attach File 3 = Npfie attached...
Attach File 4 file attached...
Attach Rle 5 o file attached...
Attach File 6 o file attached

Field tag <HIPAA> = HIPAA Statement

[ Athlete
[] Allen. Shannon

Lriena  Ahleies []: Allen. Shannon

E‘w [] Allen. Shannon
Freshman

Balboa. Rock;
[ Grad 2019 S _y
[ Grad 2020 Bames. ‘Jmc_a
[ Grad 2021 [ | Bateman, Daniel
[ Grad 2022 [] Beechum. Claire
1 e hdl|
Team___ All None

[ Coed Guest Team

[ Guest Teams Guest demo

[ Guest Teams Guest test

[ Joe Tech Coed Track

[1 Joe Tech Men Baseball

[1 Joe Tech Men Football

[ Joe Tech Men Mens Basketball

[ Joe Tech Women Softball

[ Joe Tech Women Womens Baskethall

Notices to Athlete

Send Email [ Send Text Message
[ send QR ID Card via email

Motices to Emergency Contact

] Email Primary Contact

] Text Msg Primary Contact

Options

[ Include Login 1D [ Include Password
[] Read Recsipt [ Delivery Receipt

=y Men Sent by ATS

Some duplicate emails may be sent. We use
"Best Efforts™ to try and avoid this.

Choose the year to send the
email to, teams, or filter by
patient/athlete.

v

Choose to attach
a file if you wish.

Allows you to select who and what you are going to send the

email to.

You can email patient/athletes, emergency contacts. You can

choose to include their log in ID and passwords.

Copyright © by Keffer Development Services, LLC
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Staff Portal

In the Staff Portal go to the Utilities—> Send Email or Text Messages. When the Send Email/
Text Messages screen loads select the Staff option. This will load a list of users that you can
send the email too.

Select the Users you wish to email, give the email a subject, and then type your message. When
you are ready click send.

» N — —_.x|Send Email / Text Messages

Utilities L aily Information Entry ® Athlete O Staff, Send Email Send Text
Athletes » Hydration Alert Log | setectrean v Subject:
Injuries p COVID-19 Screening »
Notes Check Out Equipment
[Send Email or Text Mes
Modalities » o__

Choose who you would like to
send the message to. The list will
populate below in the dropdown

window, select the team, and Al Nene

then which athletes you would Only active athiclg#ill e listed for a toam. Messages will oly be sen to athletes

with an em ext address

Iike to Send it to. Repeat for the [ Include login id and password [ Request Readg#®sint? [ Request Delivary RecD
remainder of athletes you wish ——
to send. / = YT
Enter your subject, and choose to send via
email, text, or both.
Options to include with the email. You can send the
Staff smartphone login information for the user. And read or delivery

Enter your message here. receipts.

‘ @ Emailing is complete! 1 selection made. 1 email sent.

Staff Phone

— JOE TECH
— Welcome JOE STRECKFUS = Email Athietes/
Emergency Protoco StafContacts
ey
® Logout Frofeest
— T @® Athlete O Staff O Emer Cont
i—?- Athlete - \|_,] Inventor Organization
- /— |} ™ — Select — v
él Limitation ~
— y eFiles Team
@ Notes - et ~
Add Rehab Ao -
P Send Email Scroll Down scroll Up
& Modality ~ o
B njury - ﬂ Secure Messages
8,_‘, Concussions ~
%} Scheduling ~
28 Referrals ~ / \
E‘é‘) Med Services /
— Only athletes with either an email address or text address are in the list.
'41 add Strengtl . Only staff with an email address are in the list. Only primary emergency
QI8 Add Strength Same procedures for sending contacts with an email adaress are in the fist
©) Hydration Alert Log /
= messages through the Al | nene
. - 9 H Send Email Send Text
smartphone log in as the core
O Delivery Receipt?
Subject:
Message:

Copyright © by Keffer Development Services, LLC 14



ATS: Communications

— Email Athletes/
StaffiContacts

Athlete ® Staff Emer Cont

Scroll Down Scroll Up

ISy ST

Ashley U East AT
Coach Jack Black
Coach John Smith
Greg AT

Keffer Admin
Nurse Example
Rhett Keffer

Swim Coach

Only athletes with either an email address or text address are in the list. Only staff
with an email address are in the list. Only primary emergency contacts with an

email address are in the list /
All None
¥ Send Email Send Text

Delivery Receipt?

When the email screen loads select
the Staff option and the list of users
should load. Select the user(s) you
wish to email, enter a subject and
then the body of your email. Make
decisions about delivery and read
receipts then click Send Message.
You will see a confirmation
message at the top of your screen
when the send is complete.

/

Subject:

Message:

Q Emailing is completel

Copyright © by Keffer Development Services, LLC
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ATS: Communications

Top

You can email other users directly through ATS. This is available in the Desktop, the Staff
Portal and the Staff Smartphone.

Begin by going to File—>Email Another user or group—> Then decide

Desktop if you want to email a specific group or just a specific user(s). To email
the group say yes to the prompt, if you do not want to email an entire
group say no to the prompt. If you said no skip to page 3 of this
document.

Athletes Injuries Modalities Rehabs
“% Daily Information Entry

% Hydration Alert Log 3

& COVID-19 Screening »

il Organization Notes »

@ Emergency Protocol Lookup

Current Kiosk/Portal Logins ATS

; ceplents
|'ﬂ Email Another User or Group >
Secure Messages » Email a specific 'Group'? Answering MO will let you choose the
reciepients...

£ Turn on Microphone for Speech Recognition
& Action Items
#  Switch Users

Forms & Documents I
Utilities 3
Show Windows Toolbar

Exit

Enter Your Message

Enter your message in the
box provided.

o4 o W oo

Copyright © by Keffer Development Services, LLC
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@ Choose the Group Name (team) "

Choose the Group Name (team)... Select the team/group you wish to email
| | the message too. You will then be asked
ot et o0 ‘| if you want to email additional users.

Ashley U - South Coed Student Body
Ashley U - South Men Baseball

Ashley U - South Men Mens Basketball
Ashley U - South Men Mens Soccer
Ashley U - South Men Mens Track
Ashley U - South Men Wrestling
Ashley U - South Women Cheereading
Ashley U - South Women Softball
Ashley U - South Women Track ATS Email
Ashley U - South Women Volleyball

Ashley U - South Women Womens Basketball
Ashley U - South Women Womens Soccer Do you want to email this message to additional users?
Ashley Ul - East Coed Swimming
Ashley Ll - East Men Football

Ashley Ul - East Men Mengs Volleyball
Ashley Ul - East Women Lacrosse Yas Na
Ashley Ul - North Coed Swimming

Ashley U - Morth Coed Waterpolo

Ashley U - Morth Men Mens Basketball

Ashley U - Morth Men Wrestling

Ashley U - Morth Women Softball

Ashley U - Morth Women Volleyball

Ashley U - Morth Women Womens Basketball

KDS School Coed Student Body

Privit Demo Coed Band - Varsity (2015) “

OK Cancel

If you selected yes then choose the
desired users from the list, and you will
get a notification when the process is
complete. If you said no the message will
y Choose the users to email. Hold down 'Control' and click to choose multiples. * Send and you W|” get a n0t|f|Cat|On When

CL‘""S" the USER... ! the process is complete.
Search

Admin, Keffer

AT, Greg

Coach, New

Coach, Swim

Example, Nurse
Jack Black, Coach

John Smith, Coach
Keffer, Rhett
Sham, Ashley

U East AT, Ashley

ATS / *®

Group email process complete,

_— [

All Selections OK Cancel

Copyright © by Keffer Development Services, LLC 17
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Email Patient/Athlete or Emergency Contact Individually:

In the desktop to email a patient/athlete directly, you .
In the desktop to email an emergency contact, go to the emergency

can click the email icon.

contact tab, and select the email icon.

T
Injury ~ Notes/Staff/Msg General Concuss Evals Medical History Insurance ff Emergency iles/Docs/Dates  Additional Info ~ Medication  Strength
Name # | Relation Text Number Employe: er Name Emergency
Email Work Phone Employer Address Remove
Phone Cell Login Employer City Employer State | Employer Zipcode
Notes Employer Phone Force PW Copy
Print
Currently there is no icon to
. . annie 1 g friend O o
S
email from the patient/athlete (oaGhafiardovelanmert com i
. . 123456789 Copy
profile in the Staff portal.

In the staff portal, select the emergency contact tab and email.

[ General l Med History l Injury™ I Modality I Meds T Rehab l Limit l Service ]

[ Motes/Staff/Msg I Congcuss I Ref T Insure™ 1 Emer r efiles” T FM Evals T Strength I Comments ]

Emergency Contacts:  (Add ~Edit fiCopy [@Delete f#Email ¥ Refresh

From the Staff Phone; select the pa- ]
. . . Emergency contact from staff phone functions the same way as an
tient/athlete. Their email address ) )
. . email to the patient/athlete.
becomes a hyperlink that will open

an email message box on your

phone‘ A Emergency Contacts

annie girl friend
A General Information Phone:
Cell. 123456789

SSN Email: joe@kefferdevelopment.com

Athlete 1D 74741
Alt1D:
DOB: 1/14/1998

Phone Number:
Cell Number:
Email: joe@kefferdevelopment.com
Text Msg Addr:
Athlete Year: Grad 2021
Teams:
Joe Tech Men Baseball - Active
Red Shirt: False
Ethnicity:
Race:
Blood Type:
OTC Allowed: False
Cognitive Concuss Complete: False

Copyright © by Keffer Development Services, LLC 18



ATS: Communications

If you said no to the users group email, select the user(s) you wish to email from the

list available.

o

Choose the user...

[ | [“search

Admin, Keffer
AT, Greg

Coach, New
Coach, Swim
Example, Nurse
Jack Black, Coach
John Smith, Coach
Keffer, Rhett
Sham, Ashley

U East AT, Ashley

All Selections: OK Cancel

o

An email should now open up with the email
address(s) of the users you chose. Type in
your message and then click send.

== B
MESSAGE INSERT OPTIONS FORMAT TEXT

o

Subject Message from Ashley Sham

Enter Message Here

EE 5@ UJJ i Q |* Follow Up - q

Address Check  Attach Attach Signature Zoom
Book Mames File Item~

Mames. Include Tags  Zoom

0 Calibri  -[12 -|A A i
Paste apr . I EEE E S
7 SRomatpanter B T U ¥ A EEE £
Clipboard Fl Basic Text
To.. | [ashley@kefferdevelopment.com
=1
Ce..
Send

! High Importance

4 Low Importance

Copyright © by Keffer Development Services, LLC
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Appointment Reminders

If you are using the scheduling feature of ATS you can send appointment reminders to your
staff. This can be done manually or set to run nightly from the Site Info area. To learn more
about the scheduling capabilities click here. The staff member will receive an email reminder
about appointments scheduled for that day.

£ Reply 152 Reply All (2 Forward
Tue 11705719 2:25 PM
Ashley Sham <ashley@kefferdevelopment.com>
from Ashley U to staff

To ashley@kefferdevelopment. com
This is a reminder of your appointment today at 11/05/19 4:30:00 PM
Team: Ashley U - South Mens Track

Purpose: Practice Coverage
Location: Stadium

Copyright © by Keffer Development Services, LLC
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ATS: Communications Top

Athlete to Staff communication

The patients/athletes can email you using the Patient Portal . Simply click the “Send Email” icon.
Once the screen loads choose the staff member you wish to email, type your subject and
message then hit send.

g Athletic Trainer System ® Main Menu
{ Organization: JOE TECH
Qo @ Welcome CRASH DAVIS
- : :__ Using the links below, you are able to enter,
A —I- r= view or update your personal information.
—  —

bl

Announcements

No Announcements Today

You have 1 unread message.

Click An Optigh Below

] ErE

-2 u I e

Athlete Report Regu Secure e
Infarmation  Injury Schedu\e Appnlntment Messages 1D card

g & e 3

Screening  Rehabs  Modalities  Strength Emall Protocols F‘rDtUCU\s

If you have ANY questions or problems
contact your medical staff.

Database: alsjoe | ATS Athlete Portal Version 2.0.0.0

Copyright ® 2021, Keffer Development Services, LLC Logout

Only staff with email addresses are listed.

Scroll Down Scroll Up

Select Email Recipient(s) / Name(s)

] Bobby Cox
| Dougie Howser

0 Joe Streckfus

) John Smith
[ S QN Vierin T
Select All Deselect Al
Subject:
Message:

Send Email

Copyright © by Keffer Development Services, LLC




ATS: Communications

Top

The athlete can also email from the Athlete Smartphone. The process is the same simply click
on the “Send Email” icon. Once the email screen loads choose the staff member you wish to

email, type your message and hit send.

© AT

Organization: ASHLEY U
Welcome DARYL DIXON

You have 3 unread messages.

No Announcements

el )d L

Ashley U East AT

Coach Jack Black
Coach John Smith
Greg AT

Keffer Admin

New Coach

Nurse Example

Rhatt Kaffar

Select All Deselect All

Subject:

Message:

Report = Request SECUrE
Injury Rehabs Vsl fies Wy Appts Appointrment \ Send Email / mMessages Strangth
= 0O =
) Bk
Protocols  whete Forms 1D Card Logout
Call 1-888-328-2577
Version 1.0.0.0, Copyright @ 2019
Keffer Development Services, LLC
~  Email Staff
Only staff with email addresses are listed.
Scroll Down Scroll Up
Ashley Sham

Copyright © by Keffer Development Services, LLC

22



ATS: Communications

Secure messaging:

ATS allows the capability to securely message between staff, physicians, coaches, patients/athletes, and emergency contacts.
This goes with the Best Practices for athletic trainers and the handling of sensitive information. When you send a message, the
recipient will receive an email that tells them to log into their account to view. They then log in, can view the message, and

respond to your message. The message never leaves the server of ATS, so there is no worry of transfer of PHI. Secure
messaging is available through all platforms of ATS.
To enable the ability to 1
y Admin | Windows Help
Secure Message, follow the -
. &, Site Info
steps here to activate the ‘ . =
. &% Add/Update Teams & Organizations »
option for your system. sz G
n. Users »
ik o [ = ==
Prmary Modules Securty Tab Ordd Dpt(2)  Opt(3) Swipe Card Biling Claims/EDI Pre-Login  Kiosk  Custom Inventory

Primary user title {ex. Athletic Trainer): |Ath|etic Trainer

Athlete Identifier (ex. Athlete ID): |Student ID num

ber |

Ist Addr Title: |Address

| 2nd:

Additional Address

Grid colers:  Alt Row

(] Force injury screen display for users after login New Row
[] Enable batch report processing based on the schedule defined
Smartphone search by team? ﬁ
Weight deficit percentages to use for hydration alerts: (2 =2%) Level 1: Level 2:
Levels used are determined by your administrator.
Information Privacy Settings H
iy . Mote: Privacy settings on/off are determined by your administrator. ATS makes no
Allow acy oeftings determination in this area for our clients and uses our best efforts to ensure privacy. Similarly
Allow Secure Messaging he use of secure messages are subject to your organization's policies and federalistate/local
V
81
After Secure Messaging Information
has been turned on in Site ey oo Sreckis |
. {Flmt_l:as“ Administrator Athletic Trainer ] PRM Staff I]
Info, you also need to give B Ocoaen [ Doctor/Physician [ Other
access to everyone in [] student [] strength/Condition
yOUI' database YOU mUSt User D: |JDE Streckfus | » Pazsword: #rxtszseszss
go to each user account to Login Until: |/ / | Reset o, o @
grant access Supervisor: | ~|

Repeat this
step for each of
your Users.

Email Addr: |ioe@keﬁerdevelopmer¢.com

Text Addr: |

@&y

Title: |

License H: | |

Phone.Location

Phone:

\ Seelset private info []
Llze secure messages

Email Signature Home Address

L —

Force password
change on next login

Copyright © by Keffer Development Services, LLC
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Desktop Secure Messaging:
There are several ways to send messages to athletes through the ATS Desktop. The first by using the secure message feature with-

in the File menu. The second is through that individual athletes profile. The third, anywhere within the Desktop module you see
this w Icon  know that you can use it to get to the secure message feature from the screen you are on.

= Daily Information Entry To Athlete/Contact

2l Organization Notes k View Unread Messages
¢ FEmergency Protocol Lookup View All Messages

£ Email Another User or Group Send a Message

[ Current Kiosk/Portal Logins

T e View Unread Messages

Send a Message

To Another Staff Member

To send a message to an athlete simply select send a message from the Athlete/
Contact area. Choose the patient/athlete from the drop down list, you can also
choose to include any of this athletes emergency contacts, then type the
message. When you are finished click “save”. This will save the message and
send a notification to the patient/athlete that they has a message waiting.

L." T 5l Davis, Crash e ;:ﬁ- m Entered by: NSNSt B Message Read
Contact: v Note Date: [RIRECEEENLLECE T W Delivered

Message
Example message-Staff to Athlete

Example message-Staff to Athlete

After you send your message this
is the screen you will see. It
notifies you the message has been
locked, and saved. That means
your message has been sent.

o Data Saved

QK

Read | Direction Staff Member (From/Ta) | Create Date Message
[m]  To Athlete Joe Streckfus 11/5/2020 Example message-5taff to Athlete

After your message has been sent, a copy is stored in the patient/athletes profile.

Copyright © by Keffer Development Services, LLC 24



ATS: Communications

= Daily Information Entry To Athlete/Contact

<)l Organization Notes » View Unread Messages
¢ Emergency Protocol Lookup View All Messages

£  Email Another User or Group Send a Message

U( Current Kiosk/Portal Logins To Another Staff Member

&' Announcements

View Unread Messages

&  Secure Messages 3 -
View All Messages

Send a Message

To send a secure message to another staff member select Send a Message from the Staff
member menu options. Choose the staff member from the drop down list then type the
message. When you are finished click “save”. This will save the message and send a
notification to the staff member that he or she has a message waiting.

¢ Message - - | *

“To ta: Ertere by [T B Message Read
(YRR 024419 9:33:20 AM |2 m

Message
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The patient/athlete is also able to send a secure message to the AT. The
patient/athlete can sign into either the Patient Portal or the Patient Smartphone
and access the secure messaging system. 5

Secure
Messages

¢ Secure Messages i For the patient/athlete,

they can send a new

Received

. message by using the sent
plus sign or by clicking the
blue Send New Message

_—

Unread

View /
Reply Staff Member

11/05/2020

Joe Streckfus

x‘ Unread
Message: Example message-Staff to Athlete

Staff Member Create Date
11/05/2020

Joe Streckfus

Unread
Message: Example Athlete to Staff message

asl
‘ Send New Message '
Database: aisjoe | ATS Athlete Portal Version 2.0.0.0
Copyright ® 2020, Keffer Development Services, LLG Menu Logout

=) Secure Message - JOE TECH Menu l Logout .

Me Streckfus “~ Date 11/6/2020 4:32:22 PM
Sender You Read
h—

Example Athlete to Staff message
a

(

‘ Save MNew Close

Goppri & 2020, Keftor Developrmom Sorvieas, LLG Menu l Logout .
Select the staff member you wish to send the message to. Then type your message and hit
save. The Patient/Athlete will then see the message below confirming the message was saved

and sent.

[ Secure Message - JoE TECH Menu I Logout .

& Your message has been saved and notification was sent.

Date 11/5/2020 4:32:22 PM

Staff Joe Streckfus v
Sender You Read
Message

Example Athlete to Staff message
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Top

The Athletic Trainer designated in the secure message will then receive an email notification that
there is a secure message waiting for them in the ATS system. The Athletic Trainer then needs to
sign into the Desktop, Staff portal or staff phone to read the message.

4 Today

atssamples@gmail.com
from Ashley U to trainer

1:51 PM

You have a secure message waiting. Please login to the ATS Core, ATS

You have a secure message waiting. Please login to the ATS Core, ATS Core Portal or Smartphone to view the content.

= Daily Information Entry
il Organization Notes »

e Emergency Protocol Lookup
B  Email Another User or Group
[J Current Kiosk/Portal Logins

&' Announcements

&  Secure Messages »

To Athlete/Contact
View Unread Messages
View All Messages
Send a Message

Select view All Messages or view
Unread Messages to check your secure

To Another Staff Member
View Unread Messages
View All Messages
Send a Message

messages.

From the staff phone use the menu icon and open general.

_1 Look for the Secure Message Icon.

=

b
Read AthleteMame
Direction | Create Date Message
Emergency Name
O Davis, Crash
From A... | 11/5/2020 Example Athlete to Staff message
[m] Davis, Crash
To Athl 11/5/2020 Example message-Staff to Athlete
[m]  Test Testy
To Athl .. © 11/5/2020 Example message from AT to athlete
Record: [I4]°4 110f 3 [ M

Mark as Read _
— 4-J General ~
Details
New
Emergency Protoco
Emaryury

i_l:_j Inventory

.............

From the Staff Portal use the menu, Utilities> select secure messages> then select whether it is to athletes or to a staff

member. Or select the unread message tab.

Utilities » Daily Information Entry
Athletes » Hydration Alert Log 3
Injuries y COVID-19 Screening 4

Check Out Equipment
Send Email or Text Messages|

Notes »

My Bppt

Q#O0 Y

Exquipment  iggasian

Secure Messages »

Modalities »
Rehabs » My User ﬁ

ecure Messages - Athletes/Contacts
ecure Messages - Staff Members

You have 1 unread message.

Limitations » Current Kiosk/Portal Logins
Evaluations » MSC Forms

Medical Forms & Documents
Services Emergency Protocol

Online Help

Medication Email a Question
Distrinutian " Online Video Library

Concussions »
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ATS also allows you to gather information from patient/athlete forms that are being filled out. Originally designed for notification

of “flagged” answers for COVID self-reporting forms. This can be utilized for any YES/NO, Yes, No questions for the forms you

create. If you patient/athlete chooses the “notice” answer for the question, the staff member will get an email notifying them

there is attention needed for this patient/athlete. No PHI is disseminated through the email.

This area of screening options allows you to build and customize forms and send them to your patients/athletes automatically.

This could be a mental health evaluation, COVID screening, or any other form you wish to be sent.

Main
Ahlete Form 1 Athlete Form 2 Athlste Form 3

Primary Modules Securty TabOrder Opt(l) Opt(2) Opt(3) SwipeCad Biing Claims/EDI Pre-login Kosk Custom Invetory

HIPAA Statement  Claim Header Claim Footer Electronic Signature Legal  Athlete Portal  Athlete Form/eFile Instructions  Emergency Protocol - Screening Options

(=1 | >

Options  Sport/Team/Event Fiter Organization Fiter

Make this form available on the phone and portal
| COVID 19 Athlete screening

Show this form automatically after athlete login

[ Send Nightly Batch Notices Notices To:
Sonon: Notce Time:

If you choose “Text" or "Both" for “Notices To"
keep the message to 50 characters

Batch Message (max 2500 characters)

——

When constructing the questionnaire,

using the send notice for, allows you
to select yes or no as the answer to
send the email for. Example, are you
feeling well today, if they answer yes

-

Form Name: |Samp\e - All Guestions ~ ‘ w E Question # 2

Section #: Sub-Section #: Question #: Parent #: EI

Section Name: ‘Sample Question ‘

Question Definition Question Header Secondary Question

Question Type Options Question Gender Range Question

O NotelinfolTitle [ Highlight Yes on report Ecttom: EI Top: D
O Explain ] Highlight No on report

® Yes/No * O Format as multiple Require Explanation for:

O YesOnly * for layout | V‘

) No Only = [ Triggers sub-select

) Range - Replace the "Explain” label with:

Note: This is alzo used for the "Rl In™ question___

) Drop-Down List
O Option Boxes
) Date

O Filllg

() Formula

) All-That-Apply

Plion Box value list (enter items sep 1 bya

* Can be used for
parent filter
General Formula Help

0 Characters of 300 allowed

MNote: Any changes made to an Athlete Form AFTER an athlete completes it will be reflected if /when the form is
printed. This include. any forms that have been signed or not

5 ]| &2

of 13

Question is Active?
1 Answer Required?

Preview

Print a
Blank
Form

Close

>

no
staff

nothing happens,
the

member/group assigned .

answering

triggers email to the

Athlete Crash Davis completed form COVID 19 Athlete screening on 2/22/2021 and answers given require action and/or review.

Sport: Joe Tech Men Baseball

Per HIPAA (the Health Insurance Portability and Accountability Act of 1996) Regulations, this Information is to be held in strict CONFIDENCE, to be used only making

participation plans for the student-athletes. Information should not be passed to any other individual or group of individuals.
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Email CO“ﬁgU ration list: Thisiist provides where the email that you would send from ATS originate from. Please

do take note that if communication is not going through that you may need to speak with IT to ensure that messages are not

being blocked.

Emails Sent From & Reply To...

Module Function Email From: Reply To:

Desltop Bulk Email User's email User's email

Email Staff User's email User's email

Email Athlete User's email User's email

Email Eeport User's email User's email

Email Claim User's email User's email

Email Emer Contact User's email User's email

Email User Test User's email User's email

Group Notices User's email? User's email

Site Inflo Test Email defined in Opt(1) or N/A

Forzot Password Email defined in Opt(1) or N/A
Staff Portal Bulk Email Email defined in Opt(1) or User's email

Email Staff Email defined in Opt(1) or User's email

Email Claim Email defined in Opt(1) or User's email

Email Emer Contact Email defined in Opt(1) or User's email

Group Notices Email defined in Opt(1) or User's email

Site Info Test Email defined in Opt(1) N/A

Forgot Password Email defined in Opt(1) or Email defined in Opt(1)
Staff Phone Email Staff Email defined in Opt(1) or User's email

Email Athlete Email defined in Opt(1) or User's email

Email Emer Contact Email defined in Opt(1) or User's email

Email User Test Email defined in Opt(1) or User's email

Group Notices Email defined in Opt(1) or User's email

Forgot Password N/A (forgot password does not existin Staff Phone)  |[N/A
Batch Process Appointment B eminders

Reports w g g : .

Notes Email difmed i Opt(1) or Email dff.ned in Opt(l) or

T orm Notices norepl v porthos atsusers.com noreply@porthos atsusers.com

Screening noticeslinks
Athlete Portal  |Email Staff Email defined in Opt(1) or Athlete’s email

Form completing {and all Email defined in Opt(1) or Email defined in Opt(1)
Athlete Phone  |Email Staff Email defined in Opt(1) or Athlete’s email

Form completing {and all Email defined in Opt(1) or Email defined in Opt(1)
Desltop Kiosk None
Desktop QMC None
Kiosk Portal Email Staff Email defined in Opt(1) or Athlete’s email

All Others Email defined in Opt(1) or Email defined in Opt(1)
QMC Portal Email defined in Opt(1) or User's email
il};ti;::z:imﬁon noteplyE porthos.atsuser s.com None

Note: If the normal “reply-to™ isthe sam e as the “to™ em ail add ress then there is no “reply-to™, There is just a “from™ and a “to™,
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ATS: Communications

Top

Send a Single Form for an Patient/Athlete to compete:

ATS now gives you the ability to send a patient/athlete a specific form for them to complete. This can be helpful should a patient/

athlete quit playing in the middle of the year; have insurance change in the middle of the year and you require a form to update

that information. Also, could be utilized in the instance of sending a concussion diary form for them to complete if you have that

set up.

In order to send the form, it will have to be active, and visible to patients/athletes . If you do not want it to show up, you can

assign active dates from and to, or give it a last used date. That will keep the form active, allowable to be sent, but not allow

your patient/athletes to have access to it in their available forms from their staff portal or phone.

3 = = 3
Form Name Abbrev Active Sort | Ath Sign | Parent Sign | Vis Parent | Vis Athlete | Days | Active From Active To Last Used | &
Region Mame(s) Organization(s) Team Mame(s) Gendenls) | Athlete Year(s) < Age Cutcome
FOr fu rther Informatlon on COVID C 15 Athlete screening ... COVID 0 Yes Opt 30
form name maintenance -|: *Joe Tech - “Freshman, *T.. |..| 0 O
. 12 College Sickle Cell with video... 3 0 Mo No ] 1}
area, and creating forms . *Guest,*Soph.. .. 0
18C jon 5 Di ] 0 N N ] 0
please see the Paperwork/ [?eesen Smetom Day o o O : -
_.| * Sop
Forms Help doc. 29 Medical Consent MedCon 0 Mo No ] 0 7/18/2021  7/19/2021
- T .
Lower Extremity Functional Scale...  Lower = 0 Mo No = 0 742002021
O
D .
From the Athlete menu tab, Choose the appropriate
select Send Athlete a Form patient/athlete to send
to Complete. the form to.
L - cose the =] Select from your list of available
EVECES Injuries  Modalities Rehabs < t:hAT:L:ELHE Y
00se e - 1
£.  Add an Athlete ” I and active forms, to be completed
Add an Athlete (Q‘I.lll':k:] :"TQ Sh;m;n ~
Jalboa, Rocky
Bames, Jessica
Search Athletes 4 Bateman, Dariel a
Beechum, Claire
Modify Athlete Info 4 gr"nwun‘avax Den Choose the form...
Seasonal Athlete Update Campbel. Juius
pd °. | | [Scarcn
List/Query Tool Davis, Crazh ey || COVID C 19 Athlete screening #C -
Falco, Shane 17 Concussion Sef-Eva
Multiple Athlete to Team Utility Fraricin, Clfford 18 Concussion Symptom Dia
- Grant. Kiema v i
B "Quick" Functions r i
Hooch, Mara
i Quick Multi-Function Jeftrcs, domel
Keller, Kit
"Bulk" Functions LaLoosh, Muke
Miles. Boobie
Check Out Equipment St o
e Palledorous, Michael
& Send Athlete a Form to Complete Parter, Hamiton
Rodriguez, Benny
Process Emails & Text Messages Futh by
mals, Scotty
mith_fnne &
Staff Evaluations 3 e Lo S ST o
.. . select a group: Control-Click to OK Cancel
Physician/Staff Review 3 A o e
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https://www.athletictrainersystem.com/pdf_files/How_To_Create_Athlete_Forms.pdf
https://www.athletictrainersystem.com/pdf_files/How_To_Create_Athlete_Forms.pdf

ATS: Communications Top

After you have completed the steps above, the patient/athlete will get an email similar to the one below. It will

have both links for phone and portal for them to be redirected to. They will have to log in to complete the form

you sent, just link any other form in ATS.

ATS reminder to complete the Concussion Self-Eval Form

Bobby,

Please complete the Concussion Self-Eval Form.

Before clicking on a link. please log out of anv ATS websites and close the window / tab on this device.

For phones use this link:

Link for phones

For desktops. laptops and tablets use this link:

Link for desktops, laptops and tablets

Thank vou.

Per HIPA A (the Health Insurance Portability and Accountability Act of 1996) Regulations. this Information is to be held in strict

CONFIDENCE, to be used only making participation plans for the student-athletes. Information should not be passed to any other individual or

group of individuals.

The email above, is a standardized email from ATS. The only information you will be able to customize is the HIPAA notice.
There will be a record of the information that was sent to the patient/
athlete in the transaction log. This will record what was sent as well as
when it was sent. It will be written differently, but all of the information is
contained that is in the email.

= Insert Email form to complete 18 Concussion Symptom Diary at 4/29/2021 4:25:32PM
Sent email for form to complete 18 Concussion Symptom Diary
Crash =br _=br _ Please complete the COVID C 19 Athlete sereening #C -~ Form <br | <br . Before clicking on a link_ please log out of

Copyright © by Keffer Development Services, LLC 31



