Suite (OMed

Beyond EMR

Objectives & Goals — Scanning & Document Management

e Opening & Understanding Multi Scan/Select

e Scanning & Drag/Drop Documents

e Set Document Details

e Set Reminders, Actions and Links

e Create New Document From Selected Pages

e Open Patient Documents

e Managing Patient Documents

e View, Edit and Forward Documents

e Document Management

e Tips & Parameters
Hot Keys
F4 - Open Data Entry (Edit) Window F5- Open Search Window
Ctrl + N - Add a New record Ctrl + Del - Delete a record
Ctrl + E - Edit a record Ctrl + S - Save a record
Ctrl + L - Cancel a record Ctrl + R - Retrieve all records
Ctrl + H - Search a record Ctrl + T - Sort

Ctrl + F5 - Refresh

The following Short cut keys are for Report Options:

Ctrl + R - Retrieve (records) Ctrl + G - Page Setup
Ctrl + | - Print Preview Ctrl + P - Print
Ctrl + D - Report Design Ctrl + Z - Zoom
Ctrl + T — Sort Ctrl + M - Mail Merge

Tab — toggle through data entry fields
Shift & Tab — toggle backwards through data entry fields

Open the Multi Scan Select Window

ey ereEd B sges DRRECUS Bt a @0

Click the Scan icon on toolbar or Click on Utilities>> Multi Scan/ Select.....

NOTES:
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Understanding the Multi Scan/Select Documents Window

Scanned

image.
If multiple scanner installed Select Resolution, Color,
in the computer then click and Scan Type. Click here to scan
here to select desired new document.

Scany Resolution: | Color: Scan Type: Scan Application
‘ 100 | | Gray Scale  |s| | |Simplex | | Pagels] per document; | 0 ¢ [ x MScan ”}( Cancel J
| |
|Unasmgned Documents: [ | Show document, which scanned by all userfz] R | & & [T] ﬁﬂ - L= | e e |
Date* Category @1 Patient (7] .r E! : g "fA
3> []| 04/02/08 |2 [w ) I Tl
= = T Click here to NN, LA
Sensitivity: Priority: | Mormal set reminder L
Description: v _ Irdusenca:
Specify details document and PR sl L
patient to attaché scanned Smp B
document to the patient under Azsuald
specified category. Rlhorer Cepar:
DCE: o (S iz e
irima TEMchE
.27 Frocur: ca e, [0 K
7 o | TNL | P TE
TR T =i L
IR T [Hebul 2wy o I
ym'mnet J—rrm t
WCHCK onicon to i
change the view. F
(
Drag and drop image E /E |E| |Z| I:HES 1002700 0Pl Size: 832 #1030 =1 BPP
in this area to attach it @‘ Set Detail “@ Dele@ ] eate new document for selected page[s] ”E Maximize Image l
easily to the patient. -

Select Scanner - click on “Select” button to open select scanner screen. If multiple scanners are setup in
the computer then the screen will display all available scanners. Make sure to select the desired scanner.

Resolution & Color — we have found that the resolution works best at 100 or over. We recommend
choosing gray scale under the color option. This delivers a better quality than black & white, but does not
take as much memory as color. You do have the option to choose black & white or color. Play with the
various options and see what quality your office desires.

NOTES:
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Scan Type — your options are simplex, duplex, mix (two sides) and mix (single side). Simplex is a one
sided page. Duplex is a double sided page. The mix options are also for one sided or two sided
documents. Depending on your scanner you will find the option the works best for your office. With a
Fujistu scanner we have found the mix single side works better than the simplex.

Pages per document — you can leave this at 0 to one large document. Or you can choose the number of
pages per document. If you have a group of 1 page documents you would set this to 1. If you have a
group of two page documents you would set this to two, etc.

Once your options are set you will click the “New Scan” button to begin scanning your documents.

D Chioua Sean doolicabicoes |

|€. New Scan || > Cancel L

Check this box to see scanning application screen before

scanning the document. After that click on “New Scan”.

Drag & Drop Documents

Instead of scanning you can also and Drop documents into Multi Scan/Select window from your desktop.

([ =l >
2 29 |t eEd Balsses IRE <o Dot a=e |
| B 1+ & = =1 & & |
& Multi Scan/Salect Docume: N
Scanner: Resolution: Color: Scan Type:
0 100 [w] |[GrayScale  [~] | |Simplex 7 ([ o e e )
|Unassigned D : [l Show document. which scanned by alluser(s) || iy iy =@ | ¢ 2 [ ] + e oL | @ [aoxz o] ©
Date* Category &| Patiemt (3) & £
- ] = Cardiac PET Form
e >> []|04/02/08 p2 i IV Parsantine — Myocardial Perfusion
s Sensitivity: [E2 Priority: | Nomal | s |
- 2 Name: T
D escription: Forward: [E3]
= SSN: Date of Birt
ADVANCE DIRECTIVES A Technologist: Supervising
Clinicad Informalion Non Card
Patent Age Headache
Pabent Weight Dizziness
Patient Hes Nausea
Chest Circumference Wheezing
Cardiac History Diabetes
Hyperension Chest Pax
Family History LAl
High Cholesterol SOB
TIORKEeT )

Ready

Select the image/document from

NOTES:
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You have the option to view only the documents that you scanned or view all documents scanned by all
users. Check the box indicated below to view all users or uncheck to view only your scanned documents.

i&s Multi ScanfSelect Documents

Scanner: I Resolution: Color:
[ Select | 100 e Gray Scale R

|| Simple=

| Scan Type: |

~| P

|U nassigned Documents:

D ate™

Categor

e}

5| Patient (7]

RS howw document, which scanned by all user[s}l

B

>» [ | 04/02/°08 |2
Sensitivity:

D escription:

Fricrity:

Forward:

-\

Mormal e

gt

Set document details

Check the box to see
all the documents
scanned by all users.

After scanning in the document you will set the details of the document in order to categorized and attach

it to a patient.

Date — any date you want to categorize the document by. We recommend using the date of the

document.

Category — see the manual section on document setup to create your document categories. Select the
category your document will fall under or hit the + button to add a new category. The first set of words is
the document description, then set in parenthesis ( ) is your category.

Patient — select the patient that this document pertains to.

Click the = calendar icon to set reminders. See the details below on this option.

NOTES:
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Sensitivity — you can set document sensitivity.
Action/Link — see details below to set an action or link for this document.
Priority — choose normal or urgent.

Description — a detailed description of this document. Note — be as specific as possible as this will tell you
what the document is later without having to open it.

Forward — you can choose to forward a copy of this document to someone in your office or everyone in
your office.

|Uﬂ333i9ﬂﬂd Documents: [ |:Show document, which zcanned by all user[s}l
Date™ Category @| Patient [7] :ﬁf‘ 53

»» [] 04/02/08 /& L /
— Select the document to set
Senzitiving b Priority: Mormal | s \uetail.
Drescription: Fonward: bk

When your details are completed hit the save icon to save the information. Once saved and you close this
screen and reopen it your documents will be gone.

Set Reminders ﬂ]

After selecting your document detail you can click the calendar to setup reminders for this document.
The window gives you the available reminder tasks that have been setup previously to select from.
To add a new reminder task click the reminder icon from your main task bar or go to Activities>>

Reminder. Select the Reminder Setup button and the task tab. Hit add to create a new task and save
when complete.

NOTES:
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Select the task for
which the reminder

MSet Reminder for TEST, DIONMNE, .
is to set.

Set Feminder:

Categop

Asgsign To™

s Eiling system B JotRezseaing
2. [ Cal Maiert Cell T Jacober, CHANLLS :: MM [E} Yot Neaeating & -

3. [ INF sbnomal NS Medcal Assistant * Murse [2) "ot Reseating i)
RegsteredMurse * Rr -
4 [~ IMR nkaw ronlinne same meds recherk ind o Ih3 Medral Azziztant * Mirse® @ Ynt Rearaing E
wicha. Rogeteed Mursc * Rr yi o

5. [T Labs aonomnd, patient needs appointment. Lt Murze * Hegistarac Mursa® RA @ Yot Resasing ETI]

6. [ Labs aermnil, discass urnouline (ollvsy, Ly MNunze " Fieygisleer Huse ™ Ry @- Nul Feaediny |'E|] Iﬂ
Selert cherchi b set reminder EYY Hemrder Hepeat Setus & Henin AchonSeuD -
4| | }

/
a et Heminder | Set Heminder & Llose l / e R
Choose to set Click icons to select

Generated Reminder: reminder or set repeat reminder or
Task Date | Task

reminder and close [.I¢ alert setup ﬂ
erd slatement this window

registered rurse * TN

2 |_ 1102000 _abs abroma, patient need:
appoiniment.

Set reminders for this patient will
appear in the bottom window. When
done choose Set Done and Close.

Select checkbos to settask done H F=minde generated from Fealkh Mairtainance

‘ | Sel Dune | &3 Cluse |

Setting Actions

9 Multi Scan/Select Documents

Scanner: Resolution: Color: Scan Type: . . .
¥ Select [100 ~ | |iGra_-.J Scale | | [Mi (Single Sic | [P Specify required details for
: : _ the document and then
|Unasmgned Documents: [C1Shaw docurment, which scanned by all user(s]

click on “Action” to set

D ate™ Category @ Patient (7] & ; .
yo> action for this document

>> [7]| 040703 2 |[FORMS [LETTEF ~ |TEST. ALY

Sensitivitg: | ] e | [ Action — Pricrity: | Hormal | |
Drescription: [COMFIDENTIAL | Farward: | |

NOTES:
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Select action
to take.

'Y Select Action

Frompt me on nest
wigit

Frompt me on every
wigit

Call patient

Set appointment

Send referral letter
Meed detail review

Meed conzultant
opinich
Fax wizit note(z)

Y
B
7

ol

Click on
Reminder icon
to set
reminder for

[\fﬂ Ok ”}( Cancel
Link Documents from Multi Scan/Select Window
fﬁ Multi Scan/Select Documents
Scanner: R esolution: Color: Scan Type:
100 ,v} Gray Scale |v Mix [Single Sic}_v] F

|Unassigned Documents:
Date™

[]5how document, which scanned by all users)

@] Patient (7] &

| | Category
>> [v] 04/05/08 (4] AUTHORIZATION » |

the action.

_—

Click here to open

“Link To” window for
document category of

Prescription, Lab,
Insurance, and Bill.

Sensitivity:

Drezcriphion:

£2

Ticriby: Mormal {_V|

Forward: 3]

NOTES:
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Link with Prescription:

f!ﬂ; Link To Prescription

KSeIect Prescription to

~] the document with it.

Pharmacy[?] |2l | % | Status: |Active

link

| 5 larMcy

| Drug [T
> [] ADVICOR 500 MG/20 MG TABLET Yer ESTMEsEgy
[] ADVICOR 5 T 05/06/2009 Yer DD
GRAD 12 HOUR TABLET 04/05/2009 Ye:  DETPEShE
Link with Lab:
Select
Lab Order Result Statl."s from
the list. . L
Daoctar Lab [7] B Use filter criteria
Al [ | [ [ ] &l [v| [B Retrieve to retrieve lab
order results.
| Statusz |Lah |Ductol | Order Date Since T
Patient: TEST, ALV
» @ @ L |Receivg [ InHOLISE BOThR ——— ] 04,00 /2008 04,07 /2003
O L [Ordered [+|InH  Select lab order to link 04/05/2008  3Dayls] 04/05/2008
0 = with the document. 04/07/2008  1Day(s] 04/07/2008
. /
Link with Insurance :
rﬁ Link To Insurance E]
| Insurance |ID |Eloup Mo, |Pliorit_v | Start D ate |End D ate
> []P MEDICARE RR 111111122 Primarny
[Hr—FEstc o or 119494922 -~ _
[P BLUE CARE NETWwWORK. A — Select Insurance to
unk with the document.
Link with Bill:
B B
|Senr. Fruml Serv. To |Doctor |EPT |Diagnusis[ICD-9] |PDS |Unit | Amnuntlh
> [] 05/26/2006 05/26/2008 I St fmsion a7z 250,00, 272.2, 4M 1, 715,96 11 1 24.00
05/26/2006 05/ 26/2006 Cocoem - o Jaynz 260,00, 272.2, 401 .1, F15.96 11 1 15.00
— ] 99212 250,00, 272.2, 401.1, 715.96 11 1 G2.00
0EAG6S2006 06AE/S2006 Cooomm— . . . 11 1 783
O Select Bill to link wﬁhﬁ

Create New Document for Selected Pages Ue document.

NOTES:
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Select multiple pages in a multi page document (using Ctrl and Shift)

[ Show Scan Application
Page(s) per document: | 0 :’3‘. [& Mew Scan ”X Cancel ]
Rbal¢ e

M-at LE[R[ox v Q| W[ v 2] QO] &

= manitor their use and effectiveness; notify a person who may have been exposed to a disease or
may ba at risk for contracting or spreading a disease or condition; and conduct medical
surveillance of the hospital in certain limited circumsiances concerning workplace ifiness or injury.
formation fo an appropriale government or authority If we belisve
buse, neglect or domestic violence; however, we will only release
when we are required or authorized by law.

=]

Ll

Selected page
looks like this.

e may disciose Health Information to & health oversight agency
law. These oversight activities include, for example, audits,
investigations, inspections, and licensure. These aciivities are necessary for the government to
monitor the health eare system 1ance with civil rights laws.
T pawsute and P To select multi-page, Hold
Information in res & ”
iformation In rest down _Ctrl key on keyboard
and click on the page.
For e.g. Page 3 in this case.

may disciose Health
disclose Health
rocess by someone
out the request or to

obtain an order

forcement official for
summons or similar

; (2) limite , material wilness, or
missing person; (3) about the victim of a crime if, under certain fimited circumatances, we are
unable to obtain the person’s agreement; (4) about a death we believe may be the result of
criminal conduct; (5) about criminal conduct on our premises; and (6) in emergency
circumstances to o i i crime or victims, or the identity, description,

To select all pages, Hold
down “Shift” key on
keyboard and click on last
page of the document. For
e.g. Page 4 in this case.

Wa may release Health Information fo a2
example, to identify a deceased parson
ealth Information to funeral directors as

release Health Information io authorized
and other national security activities

=re—omrers. We may disclose Health Information to
euthorized federal officials so they may provide protection to the President, other authorized
persons or foreign heads of state or conduct special investigations.

* Inmates or Individuals in Custody. If you are an inmate of a correctional Institution or under the
custody of a law enforcement official, we my release Health Information to the appropriate
correctional institution or law enforcement official. This release would be made only if necessary
(1) for the institution to provide you with health care; (2) to protect your health and safety or the
health and safety of others: or (3) for the safety and security of the corectional institution, ‘T

YOUR RIGHTS
You have the following rights regarding Health Information we maintain about you:

* Right to inspect and Copy. You have the right to inspect and copy Health Information that may ™
be used to make decisions aboul vour care or pavment for vour cara 2

FlEEEEIEE Res: B3x82DPI  Sie: 720x M3 G BPP
]—‘ [@ Create new document for selected page(s] ] Maximize Image ] ‘

NOTES:
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Click on the button to “Create new document from selected pages”.

[@ Create new document for selected page(zs] ”

. % Create Document '

{3 Create documents for EACH page
- From the “Create Document” screen

select desired options to create a new
document for selected pages.

{3 Create documents for EACH selected page

()i Create document for ALL selected page(s}

Delete selected page(z] from current docurnent

[] Take backup copy in local computer befare deleting page(s)

[f( Ok ][Xl:ancel I

Change the views of the documents

From bottom of the screen, click on desired button to change the view of the document.

\
Pan view Fit to Best fit
Wldth

FﬁH 1|:":| [

Show/Hide Actual Fit to
thumbnail Size height

Or Click on list box and select desired view for the document.

NOTES:
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Set Chosen Details to Multiple Documents

Select documents you want the details to apply to by placing a check mark in the box in front of each

document.

|LI nazzigned Documents:

D ate= Category

[ ] Show document, which scanned by all users]

@IJ Patient (7] & E'lr]

Deszcription:

-5 04/02/08 ) AUTHORIZATION % ||[TEST. Jennet [PTOO0005E0)

S ensitivity: | Abnarmal Lab | e |

Fonmard:

Prigrity: | Mormal s |

[ e |

Then click on “Set Detail”

[} Set Detail

LF!E Assign Documents to Patient

Patient [7]]

Categary:
Sengivity:
Dezcrption;

Received/Sent:

M aote:

Forward TofRespond:

Fanward Ta:

Resp. Req. ]
MHaote:

Frarm T a: | Other |v)

Ev:@

Document: Received ||
Pricrity: [ |

Wizt

|w Shatis: B

To Be Respond: | 00/00/0000 F&

[\/ Ok ][)‘( Cancel ]

button from the bottom panel to set details for the document.

Specify the details \
that you want to
apply to every

document you
selected.

For example, if the
were all for the same
patient you would
select patient name
and say ok.

Then all documents
would show with the

NOTES:

\same patient name.j
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R PEAM- S LE Al R E[ v 2 QA&

Using the tool bar you are able to edit the document from the Multi Scan/Select Documents Window. For
a full description of each tool see below in the documents section.

Open Patient Documents

[ Intelligent Medical Software {IMS)
Action  Setup  Activities  Biling Reports  Ukliies  Windows  Help

gl | CweRl B sg8as | DR Bak | aR 0|

1

Click on Documents icon to open Patient Document or by clicking on the menu Utilities>>

Patient>> and Document.

Note: To default the Patient Document Utility

to open from the Documents Icon, click
on Windows menu, select Toolbar. The
System’s Toolbar Setting window will open,
select “From Utility > Patient” against
Document.

MM Help

Tile Horizontal —

Tile Mertical
Cascade
Layer

NOTES:

i System's Toolbar Setting

Fax Received
Fax Sent

Autharization Tracking
Caze
Charge Posting
Chart Wiew
Check In/Out
Claim
Callection
Directory
Document

P

Frarm Ltility > Patie

Fram Activity
Framn Litiliby » Patignt
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You can also open Patient Documents from Patient Master. Click on Setup>> Select Patient, or click on

& (Patient) icon on the toolbar, or press F2. When the Patient Master Opens, Select Document.

Retrieve Patient Documents

Enter the Patient name in the “Patient” field on the Top - Left panel then click Tab button on your
keyboard Or Search a Patient's name. To Search a Patient's name, click on the label of the “Patient”
name field or press the F5 key. Search Patient window opens. You can Search and Select a Patient.

™ patient Document(s)

vor R |

Selected patient's Name and Chart
Number are displayed in Patient

Category Date Sensitivity Description Status Visit Sent/Rec 50 |Mote

AL 11702/2008
[ Visit Note
[ Visit Nate [Forms) 03/20/2008 General 03/20/2008
3. [] Visit Note 03/19/2008 General 03415/2008
4. [[] Visit Note 02/23/2008 General 02/23/2008
5. [] Visit Mote 01/11/2008 General 0141122008
6. [] Visit Note 01/11/2008 General 0141172008
LEFT PANEL:
) RIGHT PANEL
C f € -
ategory o Document detail is displayed here for
Patient the documents of the document
Document(s) category selected in the Left panel.
Select check box to Fas/Print/Emal  Double click ta view document - Mo. of Document(s]: 6 Prezs right click on document for more options— Select 50 che
< | ¥
[ IStw AllCatmgorics [ Forward Outsice (52 Print [ Fax  |[EEmail |[Biview ||[B) add | BF eat  &oelete

Navigate through Document Categories

NOTES:
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Category of Patient Document(s): If the Document is Visit Note or Visit Note (Forms), then it is displayed
as Visit Note or Visit Note (Forms) as Category.

RIGHT PANEL: If any document was created for the selected patient (from here or from Document
Activity), then the documents of All Visits are displayed here.

I[% Patient Document(s)

Vist [ Al

Patient [7)Test, Bhavu [FTO0000031) | 8

/0242008 01:36 AM  General 15 Min,

03/2042008 07:27 PM  General 15 Min,

03/19/2008 1219 4M  General 15 Min,

I T T T T )

02/23/2008 01:22 AM  General 15 Min.

&) T TS T AT

- [@ CARDIO CONSLLT

=@ PULMONATY TESTS
[ BRONCHOSCOP
B PFT
[ PULSE OXIMETF

=@ PRESCRIPTIONS
[ MEW R COPY
[ PHYSICAL THEF
[ PRESCRIPTIONS
[ REFILL REQUES

(= REFFERALS

(@ CONSULTATIONS

(@ HOSPITAL RECORD

-

To select Documents/Visit Note Forms of a particular visit,
select a Visit Date from the "Visit" list, and  for all visits
e S€1ECE "All" in the "Visit" list.

To select documents of a particular category for the selected visit,
click on that Document Category in the Left panel.

(Expand the Category tree if required. You can expand the tree by
clicking on 1 button).

Show All Categories

A Document Category is displayed only if any document exists for that category. But if you want to display
all categories, then Check the Check box "Show All Categories”, then the BOLD categories are the ones
that contain documents. .If there is no document for a category but you want to add a new document from
here, then you can show all categories and select the category for which you want to add a new
document from here.

NOTES:
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View and Edit Documents

To view a document, double click on the selected row. OR

1270572005 Receved [l

1172972005 11/23/2005

33. [ Medical Correspondence 11/15/2005 Received [
[Conespondence]

Pharmacy

Select check box to Fas/Print/Emal  Double click to view document Mo, of Document(s): 33 Press nght click on document for more options Select SO ¢ \_:
< | >

@) Add [ Edt @) Delete |[@ Ciose |

5= Sign OFF ”B Forward Outside ] [S'} Print [\gj Fax ”EI Email ] [, View

Click on the document's row, and then click on button. Patient Document(s) screen opens
and you can choose to edit the document, forward the document, select document actions and print the
document. See below for the details on these options.

To Edit a document’s details - click on the edit button instead of view from the main document menu.

(& Sign ff |[[3 Forward Outside |52 Print |25 Fax  |[=IEmail | [ view ||[@) Add  |[B? Edit |&)Delete |[ Close |

From this toolbar you can also sign off on a document, forward outside, print, fax, email, add a document,
delete a document and close the document screen.

From this main menu you can also select a document and right click your mouse on that document to see
the options available for that specific document.

NOTES:
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Forward a Document to Someone Outside the Clinic
Lab, Hospital, Facility, Pharmacy, Patient’s Insurance, Referral Doctor.

Select the document and then click on “Forward Outside” button.

[L':ﬁ Forward Document to Outside

[Forward To= [ [ Date= |[ Status | Mote

v |[03/22/2008 2 |[Sent ~]|

Select status from
the list. Sent, In
progress or
Received.

Pat. Insurance Select value
Referral Doctor :
from the list
to forward
the
document.

Select or
enter date.

l@ Cloze

[@L Yiew Document ] [ Add ][@ Delete ]E Save

NOTES:
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Select a Document to Sign Off

User can select a document that needs to be signed off. A box will appear under the SO column for items
that need to signed off on.

I Patient Docume nt(s)

Patiert (7] TEST, Jennet [FTOO000SE0] 2
it Al (o]
= = 5 Category Date Sensitivity Description Status Yisit Sent/Rec |50 Mote
Te ALL 1. [ vist Note 0370772008 Reen (34072008

[ Wisit Hote

[ Visit Note (Forms] 2 [ 02/27/2008 AUTHORIZATION FOR RELEASE Feceived
-l Mot Assigned 3: W 0242742008 CARDIAC_CT_QUESTIONAIR

Check the ‘Sign off” box for the
document you want to sign off on.

After selecting ‘Sign-off’ box
click on ‘Sign Off’ button from
the bottom panel.

[E [32Pint  |[25 Fax  |[EEmail |[[E view | [B) add | BF & |
1% Sign Off
Sign OH:
User: system Date: [04/01/2008 11:25 AM |
-~ .
Password: | Confirm Password: < Enter specific .

] password to sign off

[Set User Passwurd] [v‘( oK ”X Cancel ] \Lthe document.

\

Click on ‘Set User Password’ to sign off
with user’s IMS password.

NOTES:
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Edit Document Details

E dit
To edit a document’s details click the edit button from the main document window.

Here you can change a document category, document description, forward it to someone in the office,
sign off and show on the web patient portal.

Beyond EMR

See the diagram below for the details available on the edit screen.

Name of
the Patient

Category of
the document

Name/Description
of the document

View the
document

NOTES:

stient (7]

foiu:e"l 0aoo1 X I

Add new
Eategu:ury:l LI @ Date"l 03/18/2008 i.ll document
:m | Frinrity: | Mormal
Description: '\-"isit:l LI Delete the
ert:| Feceived =|[IM3 Scan R | L document
Certified: [ Track ND.:I Sent By: | LI

— Received/Sent:
Fram/T o I Other /;‘

( Select “Status” for the
forwarded or responded

Mote:

document.

ard To/Reszpond:

N—

~ Forward Tu:u:l ;I Status:l 'l
Fezp Req: [ d B_I.J:I 000040000 ﬁ
Mate: Select name of employee
) to forward the document. J
—Web Access:
Show on Web: [ Motify Patient: [
— Sign off:
Llser:| |Date & Time:| |

'2"; {ZL Ctr+F7- &dd ScandSelect File

':'4' Delete Scan

@ Chil+F 8- Yiew File
Click here ta Copy Thiz Doc.
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View/Edit Document
From the main document screen click the view button.

Then from the View Screen select Edit.

Rb@l ¢ 2AM- A LE RAlsx v QAWM v]B | RO @] K

This gives you the following tools to edit the actual document:

Add Text on document:

Click on the Text icon, to open “Rich Text Editor”.

(Y Test, Bhavu (PTO0000031) [2]X]
|HULTEH[ULD CHART) - 03/21/2008 - Q 4 Previous MNext [ g Edit E Save &! Print @ Cloze
Catego: Rkdal§ #2RM-a1LlE8 & [ax MA@ S Q6| 8

[HOLTER (OLD £ v | &

Rich Text Editor

—
Description: File Edit Farmat

: WST_Germ vz v B I U0 @iz E &= EE|
Sensitivity:

| ;
Mormal w l I
Priarity:

Normal v *

Status:

%

Enter text inIRich Text Editor to add text in the document.

Add Hand Writing on document:

Click on the Pen Icon IE to start writing in the document.

Erase something on a document:

&
Click on the Eraser Icon —— to erase anything on the document.
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Create Checks or X’s in a Checkbox:

Click on the Checkbox 7 icon then select Tick Mark or Cross to add in the document.
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Add Signature:

Click on the Signature icon ﬁl
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Signature Selection
window will open,
select the name you

< want to sign and
enter the
corresponding
Password in the
bottom of the
window and then
click on Ok button to
add Signature on the
document.
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Enter Image and Stamp: mk on the Image icon then select
the image and click on Ok button to enter

image in the document.
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ElE=g General
Click on Stamp icon
I
— to add text stamp,
Approved until, and
date in your document.
b
[ Other ][@ Delete “v"’ Ok ”X Cancel
This icon will print the document
M [v] B2 Q@
Use these arrows to scroll through the pages of the document These icons will rotate a

single page or all pages
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Patient Document Screen 2
You can also view Documents by Going to the menu Activites>> Document

Here you can view a date range of documents by type, patient or all.

Specify the date range.
Select Type of document (TS 2/
you want to retrieve.
ype: [XMMIG— ~ |

/=
From: [02/17/2008 =4 Te:|03/18/2008

i —
il - Enter patient name.

Skip it to retrieve documents
v~ Dk I 2> Cancel | \u all patients.

Assign a Document to a Different Patient
THIS IS THE ONLY PLACE TO CORRECT AN ERROR ON THE PATIENT DETAILS
Open patient document screen from Activities>Document

Specify Type and patient name to retrieve document. To make changes to the detail click the Go to detail
button.
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Category: | x| ate*[03/18/2008 =
Senzitiviby: I ;I
Dezcription: I

Dncumentxlﬁeceived j |Ih-15 Scan ;I

o Enter name of desired patient
Certified: [ Track N-:u.:l Sent By I_ o assign the documentpand

T Ry P R e then ‘Save’ it. It will assign the
document to entered patient.
\
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TIPS

If you scan something to the wrong patient the only place to change it is under Activites>> Document. Pull
up the document and select go to detail.

Parameters

Setup>>Parameters>>System

Under>> Check In/Out you can setup default categories if wanted for documents and scanning.
Under>> Other you can choose how you want to sign off on documents after saying Done.
Setup>>Parameters>>User

Under >> Scanner — setup defaults for scan ADF, type, color and DPI
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