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Logon to Virtual Gateway

To log on to the Virtual Gateway (VG), go to www.mass.gov/vg and select the link “Logon to Virtual
Gateway”. Select the Children’s Behavioral Health Initiative (CBHI) business service to enter
CANS in the VG.

Note: See the Login Assistance page at www.mass.gov/eohhs/provider/training-and-edu/vg/login-
help-for-providers-and-state-agency-staff.html for more information on setting up a Virtual Gateway
(VG) account.

Important Note For MCE and Organization VG CBHI Roles:

Only users with MCE (Managed Care Entity) and CBHI Organization roles have access to export
files from the CANS application.

Export CANS Files

Exporting CANS records is a two-step process.
1. Exporting the layout (column headings)
2. Exporting the file (data)

Exporting Layout (Column Headings)
1. From the CANS Welcome page, select the [Export] tab.

Note: The Export tab is only available to users who have the designated organization role in
CBHI.

2. Select the [Export Layout] button.
3. Select the [OK] button.

v prm ok rom

Export CANS records

{~  Export Complete CANS {«  Export {~  Export Limited CANS data with Agency
File Layout Details

(MNote: Click 'Cancel’ button to clear any previous error messages if exists.)

The File Download dialog box will appear on screen asking “Do you want to open or save this
file?”

4. Select the [Save] button.
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File Download x|

Do you want to open or zave this file?

Mame: cansheader.tbxt

Type: Text Document

From: service.hhs.state.ma.us

Open I I Save I | Cancel I

l--’ whhile files from the Internet can be uzeful, zome files can potentially
harm your computer. 1f you do not trust the gource, do not open or
I\I\I\\_
zawe this file. What's the risk?

Note: Remember to rename and save file to the appropriate directory on your computer. This
saves the column headings for later use.

Tip: The default name for the Export Layout is “cansheader.txt” and the file type is Text.

Export File (Data)
1. From the Export page, select the [Export File] button.

2. Enter [Export From:] date or select the Calendar (@ ) icon to select date. (Format:
mm/dd/yyyy)

3. Enter [Export To:] date or select the Calendar (@) icon to select date. (Format: mm/dd/yyyy)
Note: We recommend limiting date range to one week.
4. Select the [OK] button.

| view oaxs | prt gank Fom

Export CANS records

{+  Export Complete CANS {™  Export {™  Export Limited CAMS data with Agency
File Layout Dretails

Export From @ |12/9/2010 @ Export To: [12/15/2010 @
(Mote: Click 'Cancel' button to clear any previous error messages if exisks.)

The File Download dialog box will appear on screen asking “Do you want to open or save this
file?”

5. Select the [Save] button.
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File Download x|

Do you want to open or save this file?

Mame: cansdata.bxk

Type: Text Document, 1.91KE
From: steps-apps-ga.dph.state.ma.us

Open | I Save I | Cancel I

| -"‘»l Wwhile filez from the Internet can be uzeful, zome filez can potentially
d harm wour computer. |f you do not trust the source, do not open or
= save this file. What's the risk?

Things to Remember:

¢ Remember to rename and save file to the appropriate directory on your computer. This saves the
CANS data for later use.

e The default name for the Export File is “cansdata.txt” and the file type is Text.
Once both files are saved to your computer, logout of the CANS application.

Using MS Excel to View Exported Report
Since the exported file has been saved in txt format, to view it in Excel follow these steps:
Open MS Excel
1. Select the [Start] menu (located in lower left of computer monitor).
Select the [Programs] link.

2.
3. Select the [Microsoft Office] link.
4. Select the [Microsoft Office Excel 2003] (or similar version) link.

'E e N | RUCEE (#7] Microsoft Office Word 2003
) Snaglt 7 » E Microsaft OFfice Excel 2003
g < Dacuments b @ Cisco b @ Microsoft Cffice PowerPoink 2003
C
- ¥ LP__I Microsoft Office Publisher 2003
7] E-’ Settings 4
L ¥
(=] |
o P Search »
o
=4 &) Help and Suppart
v [
E =] Run..,
-
£
3 @ Shut Down, .
—

A) Export File (CANS Data) from within MS Excel
1. Select the [File] menu.

2. Select the [Open] link.
3. Locate the directory (specific drive/folder of the saved file) of saved file.
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4. Select drop-down arrow next to [Files of type:]; select [All Files].
5. Highlight the file to open (example: cansdata).
6. Select the [Open] button.

opern 2ix|
Look in: I@ Deskiop LI S - @ Xy EH-oTools
Marmne | Size | Tvpe :I
_,J' a2 January 2010 Launch 1KE Shortcu
My Recent #F | PACE 1KE Interne
e E\)Massachusetts Wirtual Gateway WebEx Enterprise Site 2KB Interne
— B webEx Room FOKE  Microsc
~4$HI Jan 2010 1KE Microsc
Desktop | ~MWRLLE9E . tmp Z219KE  TMP Fil
| ~WRLIIF0.tmp Z220KE  TMP Filt
. | ~ARL1ES] Emp 221EE  TMP Fili
____/ Iﬂl]CBHI Jan 2010 221 KE  Microsc
My Documents |®] CBHI Excel Menu 12KB  GIF Im:
%] Export Feature 13KB GIF Ime
.- | Save File box 9KE GIF Im:
58 2ko TexD)
My Computer | ™| Download Complete GEE  GIF Im:w
<« G ' ’
- File pame: -
s, | I e T
Places Files of bype: I,q|| Files - Cancel l
%

7. Select the radio button next to Delimited.
8. Select the [Next] button.

Test Import Wizard - Step 1 of 3 d |

The Text Wizard has determined that vour data is Fixed Width,
If this is carrect, choose Next, or choose the data bvpe that best describes your data.
riginal data bype

oy datas

Fixed width - Fields are aligned in columns with spaces between each Field,

Start irmport &k row: |1 5‘ File grigin: I 437 1 OEM United States j

Preview of file C:iDocuments and SettingsikdreaiDeskiopicansdata Export Sample.bxt.

EEL|1L1000101EE]L |Anuja |Farcia-PBios|CBHI Organization SamplelDﬂ
P88]133133033037 |Anuja |Garcia-Pios|CBHI Organization Sample|C

P2 |Z01301200123 |Anaja |Garcia-Rios|CBHI Organization Sample|D
P20]100Z002Z00210|Anaja |Garcia-Pios|CEBHI Organization Sample|D
FALl]100Z00Z00210]Anuja |Garcia-Rios|CEHI Organization Samplelc;l

i
Cancel I = Back II Mext = I Einish |

[ [ Jeo oo

[

9. Under the Delimited section,

e Uncheck the [Tab] checkbox.
e Check the [Other] checkbox.

e Next to the Other checkbox, enter the [Pipe-delimiter] (| ) symbol located above
the Enter key on keyboard.

10. Select the [Next] button.
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I Text Import Wizard - Step 2 of 3 2=

This screen leks vou set the delimiters wour data contains, ou can see
haow your text is affected in the preview below.

[~ Semicalon [~ comma

[ Space | v ather: I| | Text gualifier: I.. ]"

elimiter . -
’—B [ Treat consecutive delimiters as one

ata previe

el L11000101ZZ]1 franaja Garcia-Rics CBPHI Organization Sample
PE2 199199099092 RAnaja Farcia-Bios CBHI Organization Sample
[FE2 [FOL301Z001Z3 fraja Garcia-PBios CBHI Organization Sample
Po0 LOOZ00Z00ZL0 froaja Garcia-PBics FBHI Organization Sanple
P31l [Q00Z00Z00Z10 Rraja Garcia-Pios FEHI Organization Hample

o

Cancel | < Back || Mext = I Finish |

11. Select all of the columns in the Data preview section,
e Select the first column, then using the bottom scroll bar and scroll to the last “General”
column which will have the » character.

e Press and hold down the Shift-key and Select the last [General] column with the
character.

12. From the Column data format,
e Select the radio button next to [Text].

Note: You can easily change number formats later in Excel, if needed.
13. Select the [Finish] button.

Text Import Wizard - Step 3 of 3 lllll

This screen lets vou select each column and set olumn data Format
the Data Format,

General

‘General' conwerks numeric values ko numbers, date
values to dates, and all remaining values ko text,
b 9 " Date: MDY i

Advanced... |

€ Do nat import column (skip)

Cancel = Back [dext = Il Finish I

Auditing

All actions performed in the Massachusetts CANS system are logged including actions performed,
user id, date and time. This enables administrators to have an audit trail of activities.

Performance Tip

If application performance appears to be slow, use browser options to clear cookies, history and/or
cache. Please see individual browser instructions for specific steps.
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Questions or Need Assistance?

Call Virtual Gateway Customer Service

1-800-421-0938

(617-847-6578 - TTY for those with complete or partial loss of hearing)
8:30 am to 5:00 pm Monday through Friday

Bookmark the Children's Behavioral Health Initiative W ebsite:

www.mass.gov/masshealth/cans
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