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Starting 6/1/2022, the health system HIPAA curriculum (HS.30006.CURR.HIPAA_PENNCHART) will be automatically 
assigned to anyone completing a PennChart course. This document contains the following sections: 

• PennChart-HIPAA Assignment Process 
• How to Confirm HIPAA Compliance 
• How to Add a New PennChart Course to the Assignment 

 

PennChart-HIPAA Assignment Process 
 
When a user completes a PennChart course, the following process is automatically triggered. 

  

 

 

 

 

 

 

 

 

 

 

 

 

Alternate Option: To ask a user to complete the HIPAA course prior to completing a PennChart course, send them this 
direct link: Protecting Patient Information (HIPAA) 

Note: Contractors or vendors may be asked to either (a) take HIPAA in Adobe Connect or (b) sign a document attesting 
that their employer has provided HIPAA training. In these cases, HIPAA completion may take 24-48 hours to appear in 
Knowledge Link, or may be tracked outside of Knowledge Link. 

  

If HIPAA is already complete, the 
curriculum is marked as complete 

 

If HIPAA was not completed, then 
the HIPAA course is added to the 
user's learning plan and is due 
within 7 days. 

Completion awarded for PennChart course 
To ensure that the PennChart course is included in this 
process, see "How to Add a New PennChart Course to 
the Assignment" 

Automatic substitute credit for "HIPAA-PennChart 
Trigger" course  

[HS.30006.ITEM.HIPAA_PENNCHART] 

Automatic assignment of "HIPAA-PennChart" 
curriculum (within 1 hour) 

[HS.30006.CURR.HIPAA_PENNCHART]  
only staff hired after 6/1/2022 

https://performancemanager4.successfactors.com/sf/learning?destUrl=https%3a%2f%2fupenn%2eplateau%2ecom%2flearning%2fuser%2fdeeplink%5fredirect%2ejsp%3flinkId%3dITEM%5fDETAILS%26componentID%3dHS%2e30006%2eITEM%2eHIPAA%5fY19%26componentTypeID%3dCOURSE%26revisionDate%3d1571080320000%26fromSF%3dY&company=71508P


PennChart HIPAA Assignments  Last Modified: 05/31/2022 

Created by: Penn Medicine Academy   Page | 2 of 5 

How to Confirm HIPAA Compliance 
 
There are multiple ways to confirm HIPAA compliance: 

A. Verify via PennChart Completion or Enrollment Reports 

There are two completion reports and one enrollment report set up to automatically run on a daily basis and 
email to the PennChart Provisioning email address. These reports include a column showing the most recent 
HIPAA completion date. If a user's most recent HIPAA completion date is blank, they have not yet completed the 
course. 

 
 

B. View the User's Profile in Knowledge Link 

Look up the user's profile by Penn ID and view the "Completed Item" tab. Type "HIPAA_Y19" in the search box 
and verify that the course appears with a completion date.  

Note: Do not search for or accept any other HIPAA course. 
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C. Look Up the User in the Mandatory Education Compliance Dashboard 

Look up the user in the Mandatory Education Compliance Dashboard. Note: The dashboard may not reflect 
completions in the previous 24 hours. 

After the dashboard opens, click the Detail Report and user the filters to search by Penn ID or name. Use the 
Course Title filter and select "Protecting Patient Privacy (HIPAA)" and then view the most recent completion 
date. If the "Most Recent Completion Date" field is blank, the user has not completed the course. 

Note: If there is a date in the "Most Recent Completion Date" field, but "Overdue" in the "Completion Status" 
field, PennChart access may be granted. You only need to verify that the user completed the course at least once.  

 
 

D. Tracking Outside of Knowledge Link 

Some contractors and vendors may not be in Knowledge Link. A procedure for tracking those users is in 
development. This document will be updated when it is finalized.  

  

https://app.powerbi.com/links/RZrAJynqKh?ctid=58e32bb7-141e-4bae-af01-f29f2a6613c2&pbi_source=linkShare
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How to Add a New PennChart Course to the Assignment 
 

1. In Learning Administration, search for and open the course titled "PennChart-HIPAA Curriculum Trigger" 
(HS.30006.ITEM.HIPAA_PENNCHART). 
 

2. Navigate to the "Substitutes" tab. 
 

 
 

3. Click the "+" symbol to add the new course. 
 

 
 
 

4. Enter the new course ID and click Search. 
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5. Add the substitute course as follows: 
A. Under "For-Credit Status," select Substitute from the drop-down menu.  
B. Under "Provide Credit for Base Item If Not Assigned," check Yes. 
C. Leave the "Effective Date" field blank. 
D. Check the Add box.  
E. Click Add. 
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