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What will be covered in this training?

Part 1: Creating a New Account and Contact

Part 2: Facility Demographics from EQRS 

Part 3: Creating Workplan Templates

Part 4: Creating and Managing Facility Cases

Part 5: Accessing and Modifying Existing Reports

Part 6: Salesforce Reports



This training will help you complete the following actions:

• Searching for an account

• Creating a New Account and Contact

• Creating and using Workplan Templates

• Viewing ESRD Demographics Data on the Account Record

• Creating and Managing a New Facility Case

• Creating and Managing a Permanent or Temporary Facility Closure Case

• Assigning Facility Closure Tasks that request Network assistance to Patient Services

• Collecting and storing Facility Letters using Box

• Adapting Reports



Part 1:
Creating a New Account and 
Contact



Searching for a Facility or Account
From the top of your screen using Global Search, search for a Facility using Account Name, 
Doing Business As Name, CCN, NPI or TIN and click on facility. 

If your facility already exists, view 
the facility details important to your 
business area. 



Creating a New Facility or Account

From the menu dropdown click 
Accounts. 

Click the New button located in the top right corner



Creating New Facility or Account Types

To 

Select Facility and 
click Next.  There are multiple Facility Account Types and Subtypes to further 

specify the type of account being created.   

Tip: Review the Account and Contact Management Best Practices in Salesforce Training for more 
details on the creation and management of different account types.   



Creating Health Systems or Parent Accounts
Parent Accounts – Linking Accounts together

To 

TIP: A parent 
account will likely 
already be created by 
your Data Pro and 
available to select 
when creating a new 
facility

Health System Account Types provides the ability to link 
many account types and sub-types to a centralized entity. 

This is done through a Parent / Child relationship.  

Health System Account Type
Example Use Case:

Fresenius Kidney Care
Create your Health System Account Type 

First

Then associate other Account Types to the 
Health System

Fresenius Dialysis Center 
North Georgia

Account Type: Facility
Account Subtype: Dialysis Center
Designation: Accountable Care 
Organization

Fresenius Dialysis Center 
South Georgia

Account Type: Facility
Account Subtype: Dialysis Center
Designation: Accountable Care 
Organization, Home Dialysis,  
Nocturnal Shifts, 

Fresenius Vascular Access 
Clinic Atlanta

Account Type: Facility
Account Subtype: Clinic
Designation: Ambulatory Surgical 
Center



Creating New ESRD Facility
1. Enter the *Account Name

2. Enter the Also Known As Name (sometimes called Doing 
Business As Name)

3. Search for a Parent Account or Health System who owns the 
facility; example: Davita; (if Facility is Independently owned 
leave Parent Account blank and select the Independent 
(Checkbox) under the ESRD Facility Demographics section

4. *Account Type should be Facility

5. * Facility Type (select 1): Dialysis Center, Transplant Center, 
or Hospital

6. Choose Designations (select as needed): Hospital Based 
Renal Dialysis Facility, Hospital Based Satellite Renal 
Dialysis Facility, Transplant, Urban, Rural etc.

7. Mark the Facility as * Active

TIP: You can find the full list of Designations here
https://salesforce.ipro.help/hc/en-
us/articles/34432995448467-Account-Designation-s  

https://salesforce.ipro.help/hc/en-us/articles/34432995448467-Account-Designation-s
https://salesforce.ipro.help/hc/en-us/articles/34432995448467-Account-Designation-s


Creating New ESRD Facility

Enter the Billing Address (this can be the same as physical 
location is no billing address is known)

Enter the ID NPI or ID CCN (new facilities that are pending 
certification will require an ID NPI be added until certification is complete) 

All fields with a * red asterisk are required along with Billing Address OR Location Address and ID NPI OR 
ID CCN OR TIN before saving the record



Creating New ESRD Facility

If Facility is Independently owned leave Parent Account blank under Account 
Information section and select the Independent (Checkbox) under the ESRD Facility 
Details section



Creating a New Contact
• Before adding a new Contact, use 

the search to see if they already 
exist. If they do not, create new

• From the dropdown, Select Contacts

• Select New to create a new Contact

• Note: A separate tab is created, the 
American Kidney Center Case Tab 
and Account tab are still available



Creating a New Contact
• Search for the Account Name 

to be assigned to the Contact

• Enter the Contact information 
Note: Name and either phone 
or email is required. 

• The Address section is 
optional

• Click Save



Creating a New Contact

• From the newly created contact record, add the role(s) of the 
contact by selecting the Add Relationship in the Related 
Accounts section

• Scroll until you see your department’s list and select the role(s) 
to assign to the Contact and Save the record

• Click Save



Part 2: Facility 
Demographics from 
EQRS



Facility Demographic information from EQRS
One a facility is certified, 
Facilities Demographics 
from EQRS will be 
populated at the Account 
level 

• From the Account page, 
click on the related tab

• Under the EQRS 
Facility Demographics 
section, click the 
hyperlink to view the 
details of the record



Facility Demographic information from EQRS
• Information is 

prepopulated from 
EQRS on Thursdays

• Includes Facility Details, 
Schedule and EQRS 
information. 

• From the Account page, 
click on the related tab

• Under the EQRS 
Facility Demographics 
section, click the 
hyperlink to view the 
details of the record



ESRD Facility Demographics History
• Key fields identified to track history is 

available on the right of the screen for the 
most recent changes. 

• Click the view all button to see a list of all 
history changes including: the Date/Time of 
Change, Field, Original Value and New Value



Part 3:
Creating Workplan Templates



Workplans: Creating a Task Series 

• Workplans allows managers to create a template that contains a series of tasks that need to be 
completed 

• Each department can have multiple Workplan Templates published 



Workplans: Creating a Task Series 

• To create a new 
Workplan Template, 
navigate to Work Plan 
Templates in the object 
menu

• Before creating a new 
template, change your 
List View to All and 
confirm the template 
does not already exist

• Select the New to create 
a new template

TIP: All templates should follow the naming convention of the department; ESRD, Task 3, 13th 
Scope etc. This naming convention will help the staff find the correct workplan to use quickly. 



Workplans: Creating a Task Series 

• Give the template a name, 
status (available or closed), 
and select your IPRO 
Contract

• While Start Date and End 
Date are not required, it is 
helpful to include if your 
template has a firm deadline

• You need to mark your 
template as Published 
before it will be viewable to 
Users. You may keep it 
unpublished while it is being 
designed, but you will need 
to go back and publish it 
when complete



Workplans: Creating a Task Series 

• Once the workplan template 
shell is created, you need to 
go in and add the Activities 
that should be grouped in 
this template

• Add a Work Plan Item 
Name, Order Number (order 
of completion), mark 
Required if needed, 
determine if you skip non-
workdays, and provide how 
many days until the item is 
due and the Priority

• Select Save & New to add 
additional tasks, or Save if 
the template is complete



Workplans: Creating a Task Series 
• When you’re workplan template is complete, verify you have marked it as Published

• If you have forgotten a task and need to add it to the workplan, you can create additional or add 
updates to existing items

Changes made to published Workplan Templates will not automatically update 
workplans already assigned to cases. Tasks will need to be manually 
created/deleted.



Workplans: Creating a Task Series 
• If you did not put in an end 

date, be sure to unpublish 
your Workplan Template 
when it should no longer be 
available to your team to 
add to Cases

• If you added an End Date to 
the template, it will 
automatically unpublish and 
no longer be available for 
new case assignment when 
the date has past

• All workplans will still be 
available for completion if 
they were added to a case 
before the workplan 
template expired



Part 4:
Creating and Managing 
Facility Cases



Create a New Facility Case

From the Facility Record 
Page, click the Related Tab

From the Cases section, 
select the drop down and 
click New



Create a New Facility Case

Select ESRD - New 
Facility Record Type 
and click Next. 



Create a New Facility Case

• Contact Name: Search for an 
existing Contact or add a new 
contact

• Set the status to Pending 
Certification

• Populate the Subject Line, 
Description and Internal 
Comments as needed

• Click Save 



Managing a New Facility Case

• From your Case record click the 
“Create Work Plan” Button located 
in the top right corner

• Search for Work Plan Template: 
ESRD – New Facility Creation

• Enter Status: Not Started

• Create Start and End Date

• Assign an Owner 

The onboarding status of a facility will be displayed at the top of the Case Details screen.  



Adding Workplan Tasks

• All tasks from the 
workplan are 
checked. 

• You can unselect a 
task if it is not needed

• Click Save

• Refresh your screen 
to see the new 
workplan tasks 
populated in the Case 
Activity section 



Updating workplan tasks
• Work plan tasks can be 

marked as complete by 
checking the box to the 
left of the task.  

• From the pop up, 
choose if the activity 
was completed or 
cancelled. 

• Task will update with a 
strike though when 
completed or cancelled. 



Permanent and Temporary Non Emergency 
Closure Facility Submission Form

• Facilities will complete an IPRO data collection form from a link stored on the IPRO 
ESRD Network website

• Upon completion the submitter will receive a message that the Network will process 
the information and follow up



Permanent and Temporary Non Emergency 
Closure Case Creation Queue

• Submission of a closure 
form, a case will be 
created and assigned to 
a queue  

• Select either the ESRD 
Permanent Facility 
Closure Queue or the 
ESRD Temporary 
Facility Closure Queue 
to see the unassigned 
list of cases 



Permanent and Temporary Non-Emergency 
Closure Case Creation Queue
Newly Submitted Cases Appear in a queue, check the box and click accept to assign the case to yourself

Once a case has been accepted it will disappear from the Queue

The case can be seen in the My Open Cases view, click on the Case Number to go directly to the case details



Case Status

The case status shows at the top of the case in the status navigational bar. As the 
case is worked, you can mark a status as complete, the last status of closed, 
reflects all activities have been completed and the case is closed which removes it 
from your open cases. 



Facility Closure Case Details
Review the case details and consider the needs reported.  If Assistance is requested, a task will be 
auto created as an upcoming task.   



Re-Assigning Assistance Requested for 
Facility Closure Tasks

Click on the Assistance Requested for 
Facility Closure Tasks

Change the Assigned 
To field to the 
appropriate Patient 
Service staff member 
to support the facility.

The task will now 
appear on their My 
Task List view



Assigning a Workplan

• As with the New Facility Case, you 
can Create Work Plans

• Select the work plan based on the 
type of closure case:

o ESRD – Facility Closure –
Permanent / Decertified 

o ESRD – Facility Closure -
Temporary



Assigning a Workplan

Populate the Workplan

• Status = Not Started

• Start Date = Date of 
starting closure 
activities

• End Date = Date of 
Facility Closure

• Case – this field is 
auto-populated

• Owner = primary 
owner of the 
workplan



Assigning a Workplan

• A list of standard work plan items are available

• If a task is not needed, it can be removed by 
unchecking the box prior to save. 

• Tasks can be re-assigned, notes can be 
captured, due dates can be updated

• They can be marked complete by checking the 
box to the left of the task



Part 5:Long-term Storage 
with Box



Obtaining a Facility Letter

• When obtaining a 
facility letter for either 
a New Facility or for 
Closure, you can 
attach the letter to the 
Facility Account 
record via Box.  

• Navigate to the Files 
section at on the 
Account.  

• Select Create Folder



Obtaining a Facility Letter

From this screen you can upload 
any letter or document that you 
may already have by selecting 
upload and choose your file

You can also generate a secure external link to send 
to a facility via email by going to the 3 dots and 
selecting File Request



Obtaining a Facility Letter

Go to settings and turn on Set a 
Link Expiration Date.  A calendar 
will appear, IPRO approved 
process is to extend for 15 
calendar days

Once your expiration is set, copy the link and 
move over to your Case record. Create an Email 
or use an Email Template and insert the link for 
the facility to use



Obtaining a Facility Letter
When the facility opens the file request link, they will be prompted with a Box 
screen to upload the file and submit. Once the file is submitted, the facility cannot 
retrieve or access the file. They will receive a screen notification when the file is 
uploaded successfully



Obtaining a Facility Letter
To review the uploaded document, go to the Account and click on Files. You will 
see the folder listed with the document. Click the document to review it



Part 6: Salesforce Reports
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Salesforce Reports

• Data Pros and Managers can 
apply complex filtering logic, 
summarize and group 
Salesforce data to create a 
variety of departmental 
reports

• For reports that require 
multiple data sources or to 
share directly with a Client, 
IPRO utilizes the Salesforce 
product Tableau
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Salesforce Reports
• From the object menu, open the 

Reports object. Reports does not 
have a list view like other objects, 
instead it has a left-hand 
navigation that allows you to sort 
between Reports and Folders.

• To quickly find the reports you 
have available to you, use the 
folder search: Shared with Me.

• You will then be shown your 
department specific folder with all 
the reports you will need.

• If you don’t see the folder you are 
looking for, you can use the 
search. You can search by folder 
name or select All Reports and 
search for a report name.
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Salesforce Reports
When requesting a new 
report, there are 3 things you 
need to consider:

1. What objects and record 
types are involved?

2. What are you trying to 
solve or see?

3. What fields would you 
like displayed or 
groupings you may 
need?

This example report is trying 
to determine which accounts 
are being used by each 
department. The criteria for 
the report is simple: 

• All Account Records that 
were ever created

• Who owns the account, 
the account name, the 
state, the type of account, 
and finally a listing of all 
the possible departments

• To help display better, we 
would like it grouped by 
record type. 

Example report
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Salesforce Reports

• To adapt an existing 
report, save a copy of the 
original and then update 
the filters behind the 
report to your new criteria

• In this example, we are 
updating a “My Accounts” 
report to view “All ESRD 
Accounts”

• Update the Show Me to 
“all accounts”, Created 
Date “All Time”, and 
ESRD Facility = True
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Salesforce Reports

• In this example, the 
new report is 
grouped by Account 
Owner and shows 
the Account ID and 
Account name



Questions?   

https://salesforce.ipro.help/hc/en-us
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