Quick Reference Guide

Member File Requirements

Member File
Follow these steps to complete the Member File requirements

Naming Convention
PracticeName_YYYYMMDD

Delimiter and File Extension formatted correctly

Pipe-delimited (.txt) Tab-delimited (.txt) Tab-delimited (.csv) Comma-delimited (.csv)

= If editing in Excel, make sure to Save As a .csv
Contexture Member File
Excel Workbook (*.xlsx)
Excel Workbook (*xlsx)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xlsb)
Excel 97-2003 Workbook (*ads)
CSV UTF-8 (Comma delimited) {*.csv)

File has row Headers that match Requirements

Member 1D Member_First Name Member_Last_ Mt?mber_Date_of Member
Name _Birth Gender

Member_Address_ Member_Address_2 Member_City Member_State Member_Zip_

1 Code

Member_Phone_N Member_Social_Security_ Enrollment Transaction_Type

umber Number

The First Name and Last Name are in different columns
= If not, select the entire column, go to the ‘Data Tab’ within excel and select ‘Text to
Columns’
GH

Text to
Columns

= |f the report from your EMR puts the patient's name in a Last, First format within one cell,
you must separate them
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Text to Columns

Split a single column of text into
multiple columns.

For example, you can separate a
column of full names into separate
first and last name columns.

You can choose how to split it up:

fixed width or split at each comma,
period, or other character.

@ Tell me more

Date of Birth is formatted Correctly: MM/DD/YYYY

= If not, the data can be reformatted

= Select the entire Date of Birth Column

= Right click and select ‘Format Cells’

= Under Category

= Select Date

= Select MM/DD/YYYY option

= Any option that includes a time stamp or alpha characters is not acceptable

Format Celis ? X

Number Alignment Font Border Fill Protection

Category:

General a Sample
Number

Currency

Accou nhri Type

March 14,2012
Time

3/14/12 1:30 PM
3/14/12 1330

Percentage
Fraction
Saentific
Text
Special
Custom

Locale (location)

English (United States)

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (") respond to changes in regional date and time settings that are specified for the operating
system. Formats without an asterisk are not atfected by operating system settings.

OK Cancel

The Gender is formatted correctly: only F, M, U are acceptable
= Select Member Gender column and Control F (Ctrl + F) to find Female, Male or
Unknown to be replaced with the corresponding letters.
= If anything other than Female or Male are listed, use U for unknown.
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Find and Replace (] X
Find Reglace |

Findwhor | Femal Format_ -

Replace with:  F v No Format Set Format. -

Within;  Sheet Match case
Match entire cell cgntents
Search: By Rows

Lookin: Formulas Options <<

Replace All Replace Find All Eind Next Close

Verify the Street Address, City, State, and Zip in separate columns
= If not, go to the Data tab of Excel and select Text to Columns to separate any Data
Elements from each other as explained previously
= The abbreviations of CO and AZ are encouraged to represent the State.
= Zip can be 5 or 9 digits, either is accepted

The Member Phone Number is 10 digits

= Are the only special characters parentheses and dashes?
= If a phone number displays as 1 + (303) 957-2248, please remove the 1 +

Full Social Security Number or last 4 of SSN are included
= Please include SSN on all patients if possible
=SSN has the highest weight in identity management.
= Dashes are not required in the full SSN.
= Even the last 4 digits will help ensure the right data is delivered for the correct
patient.

While we understand reluctance to collect or provide SSN, please know that Contexture is
HITRUST certified. Transmission and storage of SSN, along with any PHI, is always secure.

Are you enrolled in more than one product that utilizes a member file?
(Notifications, Standard Reports, Custom Reports)
= |f you are enrolled in only 1 product, you may leave the Enrollment column blank,
and it will default to only that solution.
=  We encourage you to include enrollment information.
= Example: ADT Notifications
= Details for the Enrollment column can be found in the Member File Requirements for
Notifications document, which will be shared with you during implementation.
= |If you are enrolled in multiple products, we encourage you to list them as there is a
discount applied to enrollments after the initial product.
= Example: ADT Notifications::Mental Health Notifications::Demo Report

contexture contexture.org | 844.279.7120

Creating connections. Improving lives.




Quick Reference Guide

Member File Requirements

= |If you are enrolled in multiple solutions and they are not specified, all members will
be enrolled in every solution.

Are you submitting a delta file (incremental adds and deletes)?
= |f yes, all rows should include an A for Additions or a D for Deletions in this column.
= |f not, you should leave this column blank.
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