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The Monitoring Document Upload Tool allows Vaya Health
(Vaya) network providers to securely upload documentation
requested for monitoring purposes. It replaces other
documentation submission methods, including secure email,
fax, and hand-delivery, enabling Vaya staff to process
documentation more quickly and efficiently.

This job aid explains how Vaya provider network staff can
access the Monitoring Document Upload Tool and use it to
send documentation to the Vaya Quality Management (QM)
Department for investigations and audits.

If you need help, contact the Vaya employee who requested
the documentation. If you need technical assistance, the Vaya
employee will contact Vaya’s Information Services Division.

Section 1: Accessing the Tool

Click any section below for details:

Section 1: Accessing the Tool

Section 2: Uploading Documents

Step 1

A Vaya QM staff member will send you an email

tome v

shared the folder

with you, D lnbex a2 2

214PM (3minutesago) Yy €

invitation to the Monitoring Document Upload Tool
via ZixMail, a secure email service.

New ZixCorp secure email message from Vaya Health Secure

This email will be encrypted. Select “Open Message”

to view it.

To view the secure message, click Open Message.
The secure message expires on Aug 12, 2023 @ 06:14 PM (GMT).

Do not reply to this notification message; this message was auto-generated by the sender”s security system. To
reply to the sender, click Open Message.

If clicking Open Message does not work, copy and paste the link below into your Internet browser address bar.
https://web1.zixmail.net/s/e?b=smokymountaincenter&

Want to send and receive your secure messages transparently?
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Figure 1: Encrypted email example.
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Step 2

If you have not used Zixmail previously, you will
be prompted to set up a password and register
your email account.

If you already have an account and know your
password, skip to Step 4.

Enter and re-enter a password, which must meet
the following minimum requirements:

e Contains both numbers and letters

e Contains both uppercase and lowercase
letters

e Contains at least one special character such
as ~@#S% &

Select the “Register” button to proceed.

Step 3

You may be prompted to verify your email address.

If so, you will receive an email with an activation link.

Select the link, and then select either “Activate” or
“Decline.”

Note: Declining will prevent you from accessing
ZixMail.

Step 4

After logging into or activating your new account
with ZixMail, you will see the invitation email.

Select “Show Images” to see the full message,
including all formatting and images.
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Register Account
Enter your email address and a password to register and begin sending and receiving secure messages.

Email Address:

Password:

Re-enter Password:

Password Rules
Passwords must be at least 6 characters in length, and meet 2 of the following conditions:
« Contain both alphabetic and numeric characters
« Contain both uppercase and lowercase characters
« Contain at least one special character, such as: ~|@#$%"&
Passwords cannot match email address.

Figure 2: Zixmail registration.

To activate your new password, select the button below:

Figure 3: Zixmail account activation

Received: Jun 28, 2023 2:14 PM

Expires: Aug 12, 2023 2:14 PM

From:

To:

Cc:

Subject: shared the folder with you

Attact : & Attachedimage-4 , & Attachedimage-3 , & Attachedimage , € Attachedimage-2

& Attachedimage-1

Images in this message have been disab\e
This message was sent securely using Zix *

ez

shared a folder
with you

Figure 4: "Show Images" button.
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Step 5

Select the folder name (outlined in red in Figure 4)
or the “Open” button at the bottom of the email to
access the Monitoring Document Upload Tool.

Note: Forwarding this email to someone else does
not give them access to the Monitoring Document
Upload Tool. If someone else on staff needs access,
please request it from Vaya staff.

Step 6

If your email address is not associated with a
Microsoft account, you will log in using a
verification code.

If you are prompted to log in without a
verification code, skip to Step 7.

To begin the verification process, select “Send
Code.” An email from no-
reply@notify.microsoft.com will send an eight-
digit access code to the email address you used
to register your account.

Copy the access code in the email, paste it into
the box, then select the “Verify” button.

Once you are logged in, skip to Section 2.
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Here's the folder that

£

[Vaya Health Staff Name] shared a folder
with you

shared with you.

[FOLDER NAME]
This link only works for the direct recipients of this message.

Figure 5: Email with images.

B® Microsoft

Request Verification Code

You've received a secure link to:

FOLDER NAME

To verify your identity, we'll send a code to you
at

Send Code

8y clicking Send Code you allow Vaya Health to use
your email address in accordance with their privacy
statement. Vaya Health has not provided links to their
terms far you to review.

© 2017 Microsoft  Privacy & Cookies

B® Microsoft

You've received a secure link to:

FOLDER NAME

emailed to
Send again

15217066

Enter Verification Code

To open this link, enter the code we just

®©

Keep me signed in

© 2017 Microsoft  Privacy & Cookies

Figure 6: Requesting and entering the Verification Code.
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Step 7

If your email address is associated with a
Microsoft account, you may be asked to log into
your Microsoft account to access the tool.

To begin that process, select the “Next” button.

On the “Review Permissions” screen, select
“Accept” to allow the name, email address, and
photo associated to your Microsoft account to be
shared with Vaya.

Section 2: Uploading Documents
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B® Microsoft

Sharing Link Validation

You've received a secure link to

FOLDER NAME

Signin to
and we'll give you access immediately.

Review permissions
=. Microsoft

The organization Microsoft would like to:

v Signyou in
v/ Read your name, email address, and photo

You should only accept if you trust Microsoft. By accepting, you
allow this organization to access and process your data to
create, contral, and administer an account according to their
policies. Read Microsoft's privacy statement. Microsoft may log
information about your access. You can remove these
permissions at
https://myapps.microsoft.com/microsoft.onmicrosoft.com

CanCEI m

Figure 7: Granting Microsoft permissions.

Step 1

If you are not automatically directed to the Monitoring
Document Upload Tool, reopen the invitation in your
email inbox and select the folder name or the “Open”

button at the bottom of the email to access it.

Tip: Bookmark the Monitoring Document Upload Tool

to access it quickly in the future.

Step 2

VAYA
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Monitoring Document Upload Tool

Home T Upload ~ B Editin grid view

Providers

Providers > Your Provider Organization
Recycle bin
Edit [3 Name

Figure 8: Provider folder

To begin uploading documentation, select the “Upload” button, and then select “Files.”

ng Document Upload Tool

4 Upload

EH Edit in grid view

Figure 9: Upload button
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Providers > Y¢ rolder

Templats

| |

Figure 10: “Files” option
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Step 3

In the file section window, locate the files you wish to
upload, select each file, and select the “Open” button.

To upload multiple files at once, hold down the “ctrl”
key and select each file before selecting “Open.”

Note: The following special characters will prevent a
file from uploading and should not be included in file
names: " * : <>? /\ |and any space at the beginning
or end of the file’s name.

Step 4

Uploaded files will become visible in the tool temporarily
and then disappear from the folder. This is normal and
indicates that Vaya staff can now access the uploaded
documents.

Step 5
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Documentation

Name

=| Document1ixt
=| Document2.ixt
=| Document3.txt
@ Documentd.rtf
@ Document3xlsx

)

L 4

~ [J]) D Search Documentation

- M @
Date modified Typel
Text
Text

Text
Rich

Micr]

osoft Bxcel Worksheetxlsx

v| Al files () v

Open Cancel

Figure 11: File Selection window

Providers > Your Provider Agency

1 Name Modified
e R = .
) & “Documentt.xt 1= A few seconds ago
o . s
Document3.ixt A few seconds age
At Y
Document2.txt A few seconds ago
ts|  Documentd.rtf A few seconds ago
o A F
B:i DocumentS.xisx A few seconds ago

Figure 12: Temporary view of uploaded documents.

Repeat Steps 2 and 3 to upload additional files. You will continue to have access to the Monitoring Document Upload

Tool until Vaya has received all necessary documents.

Step 6

Once you have uploaded the requested files, close the Monitoring Document Upload Tool page. Vaya staff are
automatically notified when files have been uploaded, so notifying staff is not necessary.
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