Suite (OMed

Beyond EMR

Faxes Received & Viewing Sent Faxes
Objective:

To open and view faxes received

To handle faxes in the my task interface
To filter and forward faxes received

To reply to prescription refill request faxes
To forward and approve lab faxes

To view faxes sent

HotKeys:

Ctrl + D - Delete a record

Ctrl + S - Save a record

Ctrl + R - Retrieve all records

Ctrl + I - Print preview

Ctrl + P — Print

Tab — toggle between search fields
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Faxes Received can be access by clicking on the first phone with red arrow.

The window below will launch. Notice the filters on the top row.

Date from and to range

Status (All, New, Pending, To be done, Forwarded, Acknowledged, Done)
Responded by (All or list of employees in the system)

Fax No. — allows user to filter by fax number.

Office — useful if multiple offices are part of this practice

Fax Line — useful if multiple fax numbers are used by office

Retrieve button

] B Retrieve |

NOTES:




Suite (OMed

Beyond EMR

[f.?,-"i Fax Received

Frare[05/01/2008 = T0:[05/25/2008 2 Status:[Pending | Response By: [l | FaxMo: | Office:| &1 = FaxLine:[5I0 +]
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Received From
G 04:01 P Carter Diagr W
0540242006 03:56 PM Family Care Pharmacy Hi
5186545454 |
05/02/2006 03:45PM CWS Pharmacy - Highlar

05/02/2006 03:42PM 5StJoseph Hospital [
E18+654+5065 ]

T
From‘ ILab ;I

Lab(¥] |Earter Diagnostics _|

For Patlent[?]lm ) 2
Categony: W@ B

Sensitivity: Iﬁ

Descriptiar: Ithls is where | describe it

Mote:
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Pleasanion
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thiz iz other information
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— Forward To/Resp
Forward To: |A|varado HDNALD =l

FResp. Req Respond By: |11.-"02.-"200?ﬁ
Status IPending vl

Views: There are 3 ways to view the faxes received.

1% View is shown in this document with details to the left and the fax itself to the right. The 2" icon shows
only the fax itself. The 3 icon shows the fax itself at the top of the screen and the details of this fax at the
bottom.

BEEE

Each office should dedicate two individuals to monitor faxes received.

When a fax is received the user will open the fax, determine if it is related to the practice or simply a junk
fax to be deleted from the system —such as an advertisement.

Next the user will choose the filters such as:

NOTES:
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e From e Whoitis from e Patient

e (Category e Sensitivity e Description (optional)
e Note

e Forward to ¢ Response Required ¢ Respond by date

e Status

%Seleclﬁign | o Split |@ Refill |@Aulhmization ﬁ| ’_@j | ’;EI:‘ | a Delete |\gj Send | ll'l,ll{ H Save |

05/02/2006 0356 Pk Family Care Pharmacy Hi
5186545454 ] Input / link the information then Save.

05/02/2006 0345 PM WS Pharmacy - Highlan

05/02/2006 0342 PM 5tJoseph Hospital [
B18+654+5065 ]

M -Mew *-Split Fax B2 view sender info The individual this fax is Forwarded to will find the fax in their
“My Task” in the Fax area.

— Received:

Fram: I Lab - |

Lak(?) |Earter Diagnostics LI
For Patient [7] INE|SDH,M.¢.HY [PT000000:35] @ ﬁl
Categony: | Ultrasound [Radiology Diagr + &Y =

Sens|t|v|t_l,l;| Sl e———————————————————————————_——_————_——————————,—~’,
— — | [Alvarade, RONALD [+ |Fax
Description: |th|s iz where | describe it
— - - ed From Forward to
Mote: this iz other information Dzt €71 - =
wFax [367) 05/02/2006 02:21 PM ‘Walmar Highland [ \WalM art | & Koch, MIKE [PTO0002040) Alvarada. ROMALD
.~ Forward To/Respond: N 05/02/2006 O1:50PM James, Jeffres | 3T4B534321] [, &lvarado, RONALD
Forward To: [Alvarado, RONALD \ @ Nete ) N O5/02/2006 01:20PM Walgiesns - Bellevile [ Srith, Theodors (PTODD02543) Alvarads, RONALD
HESD. HEE]ZI_ HESpDI"IEl B_I,IZ I-I-UD | Fminder [55] N 05/02/2006 11:28AM StLukes Laboratory & Kloss, JAWET [PTO0002529) Alvarado, ROMNALD
= = N 05/02/2006 03:55AM Apria Healthcare [Collinsville] & Crawford, MIKE [PTO0000032) Alvarado, ROMNALD
Status: | Pending LI -
{ = Lab[63413/7) M 05012006 05:15PM surgical center [ 3144244415 & ‘wheizs, JOHM (PTO0000017) Alvarado, ROMALD
Done By 3| On: IDD"' 0 N O5/01/2006 04:14PM Famiy Care Phamacy Highland [ [B, Vanvoorden, JOHN (PTO0002431]  Alvarado, RONALD
. : oy Sian off 1426) 6106545454 |
Pririted B'I’I'I N 05/01/2006 04:02 Pt Highland Health Care [ [ Subert. SUSAM (PTOOO0T7100 Alvarada, ROMALD

Hote:

NOTES:
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Faxes for Prescription Refills Request

When a Pharmacy faxes in a request for a refill, the monitoring individuals can forward this request to the
Provider's My Task Fax area.

To approve the refill the Provider can use a stylist from a tablet pc, click the Pen icon, then write
approved and send back to the Pharmacy.

[¥Fax Received

R balg¢leB M- 4 LE| R [z S| @[ B8] Q68§
[

= 1 S ERFv A oL rm i A . a1r7 Ll T in [ 8 Ml ol [ B ) (=3 WLl ] AT TR T

Or click Refill and have a staff member fax later.

— Received:
Emm;lF‘harmacy LI Pharmacy [7) IWalmartHighIand ;l
Far Patient[7) |Nelsun,MﬂaH‘r’ Categary: | O2Frezcriptions01d ;l @ Sengitivity: ;I
Diescription: Ithis iz where | describe it Mote: |thi3 iz other information
— Forward To/Rezpond:
Farward To: |.t'-‘«|\-'ara|:||:|, ROMALD | Resporse Req.: [~ Respond By: |1 1/02/2007 = Status: I Pending |
Done By: | Or: [00/00/0000 = Prined By: [
Nu:ute:l
@l Yiew | @' Refill @ Authorization | =5 Send | @ Delete |H Save |

If the prescription is not one to be refilled, the Provider can Respond and Forward back to a staff
member to call the patient, deny the refill, etc.

Faxes Received and Lab Results
If the practice is not using the HL7 interface, then Lab Results will be received by fax.

Just like the Prescriptions, Lab Results can be forwarded to the Provider for review and placed in “My
Task” in the Lab area.

NOTES:
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Blvaradn, RONALD = |Lab
@ o (47) | 1] | 5 | Status | Patient | Order Date |Lah
SeHmEn [, L ToBeOwdered Smith, Theodore (FTO000Z543 0B/23/2006 Quest
] E; Faw [367) > @‘@ E L Smith, Theodore  [PTO000254Z  08/24/2006  in house
E D IDldeled vl Smith, Theodore [FTO000254: 1243720068 St Jozeph Fadiology
S Mote [0
l\-'tg (o) E L IDldeled vl Smith, Theodore  [PTO000254:  1213/20068  Quest
l\} Rieminder [55] @ D IDrdered vl Smith, Theadore  (PTO000224Z  12/28/2006  Express Diagnostics
. L IDrdered vl Srith, Theodore  [PTO000264:  12/28/2006 ABC Labs
\.;4"1."- Lab [63/13/7) L IDrdered vl Smith, Theodore  (PTO000254Z  12/31/2006  ABC Labs

All faxes will be reviewed, linked to patient and easy to find within the Patient Document area at a

later date.

NOTES:
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FAXES SENT

Ackion  Wiews Setup  Ackivities  Biling Reports  Ubiliies  Windows  Help

8| &F | B &d|E |68 ¢ | DRE €8S BAE o D=]0]|

Click on the 2" phone icon to open the Faxes Sent window.

Fronm: |05/01/2005 2 Te; |05/25/2008 =4 | Status:IA" = | F'riority:lA” k| | Sent By:IA" k| | Far Mo. Ii 'BL Retrieve |

Status Date Fax Ho_ Priority | Retry |Patient To Subject

| TEST. DUMKMY [P
2 = [ spstem Failed 04/11/2008 0343PM  510-655-2238 Loy 1 TEST.DUMMY [FTO0002547)  Apria Healthcare &
[Collingville)

3 % [ system Mot Sent 01/30/2008 0407 P 510-555-4210 Lo 1 A&damsz, Frances [PTO00025E8) Caremark Mail Order &Prescnphnn
4 = [ system Mot Sent 01/30/2008 0407 P 510-555-4210 Low 1 Adams, Frances [PTO000Z568) Caremark. b ail Order &Prescription
5 [ system Mot Sent 01/18/2008 0335PM 5105558766 Lowy 1 (uest &
6 = [T spstem Failed 011042008 1248 AM  757-6BE-E757 Law 1 Testuyz, Test [PTOO00255E] in house &Lab Order

From this screen users can view the faxes sent out.
The Status records if the Fax has Not been Sent, has Failed, or was Sent.
Users can print out a list of Failed Faxes, or select and Resend.

7 Select AUl | O Desalect ANl | ‘3aPrint Failed Faxles) | <iRe-Send | & Delete |

NOTES:
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Tips:

If you are not seeing any faxes in your Received faxes folder make sure you check your fax filter. The
status window can be changed to view all of your various faxes.

Parameter Settings:

Under Setup >>> Parameters >>> System Parameters you will find the options below.

Parameter | Yalue

»» Fazx Filez Path I'\HIMSEIIJ1 “MS_Rabecca Datahfax docur

Show CC when Prnt.Fax or Email ez

o

Show hozpital vizit in Print, Fax, Email or Document |p)g -

Usze visit note doctor signature when print/fax Bx Yes w
from check out

Select zave check box for letter from visit note fag  [Ye: =

v

Under Setup >>> Parameters >>> User Parameters you will find the options below.

Parameter | VYalue

¥ Default days interval to view received faxes 4il'
Default fax status to view received faxes IF'enl:Iinga"Fl:urwarded ;I
Default fax status to view received faxes for My Task IPEndinga’FDrwarded ;I
Fax Received Screen Layout IList With Image [Defaull) ||
Fax Sent Screen Layout IMaHimize Lizt o
Open fax after sign off [ [a] -
Lhow fax detail in fax receive window [ opend from My es -
Taszk -> Fax ]
Zoom factor for Fax IW

NOTES:
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Troubleshooting:

The user’s rights to view the Faxes Sent and Received are setup from Setup >>> Security.

Note the check in Fax Admin. The user must have this checked in order to view Faxing functions of the
program.

Or, if the system gives an error while sending faxes from Visit Note (such as a Prescription) one thing you
can check is the user’s rights/permission and make sure they are allowed to send faxes.

[Mset Log 1d H
Active: [v
zer (D }Ju:uhri

FPaszward: I’“"“‘"

Canfirrm: I”“”’“‘

Fax Admin: W Feminder: [
Backup: [ Lock: [
| SetUserPIN |

v Dk > Cancel |

NOTES:




