
TIP GUIDE: TRACKING

OneView®



Use Tracking to monitor provider 
management workflows, from 
licensure applications to payor 
enrollment, with a clear step-by-step 
view of key credentialing processes. 
You can assign ownership, export 
Excel reports to track progress, and 
collaborate with your team using 
dated, timestamped notes. Tracking 
also allows you to set turnaround 
times, add custom follow-up dates, 
and flag important notes so 
priorities and escalations are easy to 
identify in reports. 

Note that tracking does not 
complete or submit applications on 
behalf of your provider; it’s purpose 
is to serve as an internal tool to stay 
organized and on top of 
credentialing work your team needs 
to  complete.

Tip Guide: Tracking

About Tracking 

Start here
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Tip Guide: Tracking -  The Tracking Dashboard

Add Tracking:  
Click here to start tracking a 
new  workflow. If Tracking 
hasn’t been set up for your 
team yet, contact your 
Customer Success Manager 
by reaching out to 
support@modiohealth.com
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Subtype: Pick the  subtype for 
the tracking event (typically 
either “New” or “Renewal”).

Provider: Select the provider associated with 
this tracking event. If this applies to a group, 
choose the FAC profile from the dropdown.

Priority: Choose a 
priority and start date  for 
the tracking report.

Share: If you have multiple  facilities, you 
can share this  tracking event but it will  only 
appear in a “Read Only” view. This means 
the  tracking event is locked in their view.

Owner: Select who “owns” this task.

Tracking Name: Edit the tracking name if 
desired (optional).

Description: Add a 
description to your  workflow.Date auto-shift: The Auto-shift Estimated 

Dates box is checked by default, meaning 
the estimated start and due dates 
automatically adjust based on the number 
of estimated days for each step. For 
example, increasing a step from 3 to 5 
estimated days will automatically update 
the due date accordingly.

Save: Once you have set up 
tracking, click Save. The  
tracking item will be saved as 
“Pending.” When you are  
ready, click Start and  tracking 
will be moved to  “In 
Progress” status.

Tip Guide: Tracking -  Launching a new Tracking workflow
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State License: If applicable, select the state 
license this tracking event is required for. 
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Append to Tracking  Name: 
If checked, the  practice/
employer will be  added to 
the Tracking  Name.

Tag(s): Add any tags to help  
with better organizing.
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Type: Based on the item type selected, 
choose the appropriate item from the 
dropdown—such as a facility, license type, 
malpractice carrier, or other relevant option—
that matches the workflow you’re working on.



Tip Guide: Tracking -  Updating/Completing an Application or Workflow

Edit Tracking item 

Escalate Tracking item   

Archive Tracking item  

Email Tracking Item

Actions Key                 

16
On the Tracking dashboard, 
click edit to view or change 
an existing tracking event. 
The ones that have been 
saved but not started have 
the status “Pending.”



Tip Guide: Tracking -  Updating/Completing an Application or Workflow

Green Plus: Restore 
Red Trashcan: Hard Delete

Actions Key                 

* Note: By filtering in the status 
column to ‘Archived’,  you will 
have the option to restore or 
delete any archived tracking.
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*Pro Tip*: Hard deletes are 
permanent. If a tracking event is 
completed or archived, it’s best 
to leave it in place so it remains 
available for reporting 
purposes.



Tip Guide: Tracking -  Updating & Starting a Workflow that is in Pending Status
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Edit and save any additional  
details before you click Start; some 
of these (start date, status, Type and 
Subtype) cannot be  changed once 
you begin  the tracking process. 
Finally, click Start to proceed.

Dr. Icon: Click this icon to view the 
provider’s credentialing profile.

Folder Icon: Click this icon to view 
the provider’s documents located 
in their profile.



Continuing Steps: Repeat for 
each step until you reach  the 
end of the designated steps. 
You can leave the 
tracking report and  come 
back to it at  any time - your  
progress will be  saved, and 
you’ll see the status on  the 
tracking report  set as “In 
Progress.

Assigned To: Each step is 
automatically assigned to the 
tracking Owner you 
designated. At the step level, 
you can reassign each step as 
needed by entering the 
name of another team 
member under Assignee. 
You can assign steps to 
different people within the 
same application. 

Tip Guide: Tracking -  Updating/Completing an Application or Workflow

Step Name: Each Type & 
Subtype combination has a 
set of steps with an 
estimated timeline. We will 
work with you to customize 
these for your organization. 
For each step, you can 
specify the name, estimated 
days, and start/due dates for 
each step to fit your needs.

Start Date: The Start Date will default to the current 
calendar date when you  started working on the task 
referenced in the step, then add any notes.

Start Step: When the 
step is complete, fill out 
the “Completed Date” 
and any notes, then click 
Complete.

Add Follow-up Date: 
Click here to Add a follow up 
date.  A new modal will 
appear asking for the follow 
up date and the reason. This 
will be recorded in the notes, 
and then the due date adjusts 
automatically. 
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Auto-start: Auto-start is automatically checked. This 
means the next step will start automatically as soon as 
the previous step has been completed. Without auto-
start, you will need to manually click start on each 
consecutive step, which is why we set this for you.
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*Pro Tip*: Click the envelope icon to send a 
reminder to the assigned team member to 
complete their step. Automatic reminders 
aren’t sent by default, but this option allows 
you to send one manually when needed.



Tip Guide: Tracking -  Locating the Star Quick Links in V1

You’ll find Tracking 
Quicklinks in OneView V1 
represented by a star icon 
within the provider’s 
profile under the 
Healthcare Payor, 
Licensure, and Facility 
Affiliations sections. You’ll 
also see the star icon on 
the team page, on the 
provider’s profile card 
next to Provider 
Onboarding.



Tip Guide: Tracking -  Locating the Star Quick Links in V2

*Note: At this time Healthcare 
Payors are not currently in V2.

In V2, Tracking Quicklinks are 
represented by a star icon and 
can be found in several places: 
within the Provider Info grid, by 
right-clicking the provider’s name 
and opening the Provider Profile 
Card where the star appears next 
to Provider Onboarding; under 
the Work Experience tab within 
the Facility Affiliations grid, and 
under the Licensure tab for the 
State, DEA, and State Controlled 
Substance grids.



Tip Guide: Tracking -  Star Quick Links

New/Initial 

In Progress - Initial or Initial 
Privileging Subtype 

In Progress - Recredentialing, 
Reappointemnt, or Renewal Subtype 

Completed - Recredentialing, 
Reappointmnet, or Renwal tracking

*Pro tip*: If you hover your 
cursor over the star icon, it 
will display the tracking 
subtype it’s associated 
with.

Star Icon Key

By default the star icon links to the Initial subtype for healthcare payors and 
licenses, and the Initial Privileging subtype for facility affiliations. It also links to 
the Recredentialing subtype for healthcare payors, the Reappointment 
subtype for facility affiliations, and the Renewal subtype for licenses. 

If you have additional subtypes for those tracking types, they won’t translate to 
the star quick link, since the star can only be linked to a limited number of 
tracking subtypes. You’ll still be able to access any tracking events you create 
for those subtypes from the Tracking Dashboard—they just won’t appear 
through the star icon. If you’d like to change which subtypes the tracking stars 
are linked to, please reach out to support@modiohealth.com.



Workflow Summary: To view a summary of a  tracking report, hover 
over the name of the report.  A step-by-step status update will appear. 
If you  scroll to the bottom of this window, you will see the  most 
recent report on this tracking item.

Filtering: After you 
create your first 
tracking report, you can 
return to the Tracking 
tab at any time to view, 
edit, and sort through 
your team’s tracking 
reports. Use the filter 
feature to sort through 
applications by type, 
name, priority, status, 
or owner/ assignee/ 
provider name. You can 
also click on the header 
for each section to sort 
alphabetically, in date  
order or in numerical  
order (depending on 
the field values)

Tip Guide: Tracking -  Reviewing Tracking Reports
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Archiving Workflows:  
Click on the red X icon to  
archive workflows.Archive  
tracking when you no  
longer need to work on it, it  
will not appear on the  
tracking grid unless you  
manually change the status  
to All Statuses or 
Archived.  If you need to 
restore an  archived 
tracking, you can do so. You 
can also  permanently 
delete  Archived tracking if 
you  never need to access it  
again.
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Tip Guide: Tracking -  Reviewing Tracking Reports

Affiliations & Payors: Includes additional facility notes, 
showing only the most recently added note. 

Payors with Tracking Notes: Displays all recent payor 
tracking notes for in-progress tracking, across all payors for 
the entire team. 

Tracking All Items: Includes every status, including 
overdue items, and helps evaluate and adjust completion 
timelines. Results are broken out by step (for example, a 7-
step workflow will appear 7 times). 

Tracking Notes: Reports on the most recent note added to 
each tracking record. Records without notes will not appear. 

Tracking Open Items: Shows all pending and in-progress 
items by tracking record. 

Tracking Single Team: Displays tracking for all statuses 
(including historical records) by tracking record.

Tracking Reports /Inactive Folder: These reports use the same columns as the standard reports. However, the data reflects 
inactive profiles, whereas the original reports only include active profiles. To capture a complete dataset across all profile 
statuses—such as for end-of-year productivity reporting—it’s important to run both reports.

Within the Reports Module tab you can access the Tracking 
reports Folder. 



For additional questions or further training, 
contact the Modio Team: 

Online:  
Live Chat Support 

Email: 
Support@modiohealth.com 

Phone: 
844.696.6346  


