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1. Input Manager Overview

1. Input Manager Overview

HealthMatics Input Manager is one of several HealthMatics EMR modules. With Input
Manager, you can create scanned documents and transcriptions, and then manage
them by tracking their status and identifying those that still need work. Input Manager
also lets you reconcile imported provider accounts and provider locations to those
already in HealthMatics EMR and reconcile imported patient results to caregivers or
patients in HealthMatics EMR.

In the Input Manager module, you can do the following tasks:

e Input Manager - Scan documents and index (link) them to a patient encounter,
diagnosis, or order in HealthMatics EMR. You can also transcribe documents
dictated into hand-held devices (external transcriptions) and link them to
caregivers and patient encounters, and transcribe voice notes (internal
transcriptions) that are automatically inserted into the H&P Report for the
appropriate patient visit.

e Administration - Create document types for your scanning projects, set scanning
qualities and resolutions, and monitor transcription statistics.

» Reconciler - Match results received from external laboratories to caregivers and
patients in HealthMatics EMR database. You can also view a log of activities
associated with the Reconciler, as well as with other HealthMatics interfaces.

 PMinterface options - Match providers and locations imported from your
Ntierprise practice management system with caregivers and locations in the
HealthMatics EMR database in the Provider and Location Import queues.

Documents in Input Manager

Input Manager functionality lets you create and edit scanned documents and
transcription (both external and internal).

Scanned documents

You can create a scanned document that is one or more pages of information about a
patient. A document can be atext document, image, photograph, or business card. See
Scanned Documents on page 15.

Example: You could scan images taken by a dermatologist or physical therapist or scan
lab reports, nursing home records, or hospital records and attach them to a patient’s
chart.

You can match scanned documents and transcriptions to a caregiver and patient
encounter. With scanned documents, you can also match them to a patient’s
encounter, order (plan), or diagnosis. Matched scanned documents, referred to as
indexed documents, appear in the Documents section of the caregiver’s inbox in the
Clinical Module of HealthMatics EMR.

You can submit scanned documents and transcriptions for caregiver review and
approval, if needed, before they are attached to the patient’s chart.

Inbound faxes are viewed and managed as scanned documents.




Input Manager Administration Overview

Transcription documents

Input Manager lets you transcribe information dictated by caregivers using hand-held
recording devices (external transcriptions). You can also transcribe notes that
caregivers enter directly in the HealthMatics EMR Clinical Module using the Voice tabs
in Note and Comment fields (internal transcriptions). See Transcriptions on page 49.

Input Manager Administration Overview

Input Manager lets you set the types of documents you want to scan and their default
scanning resolutions. For each document type, you can set the pixel type, resolution,
paper size, brightness, and contrast. It is helpful to assign predefined settings for the
different kinds of documents, for example, a photo should scan at a higher resolution
setting than an insurance card. To keep file size down, it is best to use the lowest
resolution possible that still provides a good quality image for that document type.

You can also view transcription statistics using the Administration section of Input
Manager.

See Administration on page 57.

Reconciler Overview

You can match patient results with orders (or plans) created by specific caregivers and
ordered for specific patients in HealthMatics EMR.

Use the reconciler to do the following:

» Download patient results from your external laboratory and send matched results
directly to HealthMatics EMR patient records.

» Correct unmatched results listed in the Reconciler to caregivers and/or patients
and then send them to the HealthMatics EMR patient records.

If all download results match caregiver and patient names in the HealthMatics EMR
application, the Caregiver Matching and Patient Matching views will be empty.
However, for any unmatched results, you must determine why they were not matched
and then and match them manually.

Before downloading results for the first time, you can select criteria for matching patient
records and assign account number IDs to ordering caregivers.

See Reconciler on page 61.

PM Interface Options

When you import providers or locations from your hospital information system, you
might need to match them up with existing providers and locations in HealthMatics
EMR to prevent duplicate information. Input Manager lets you reconcile imported
providers and locations to information already in HealthMatics EMR.

See PM Interface Options on page 83.
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Provider import queue overview

Most practices use a Practice Management System (PMS) to store demographic
information about providers or caregivers. You can import this information into
HealthMatics EMR through an interface between the two products. Some practice
management systems allow multiple accounts for a single caregiver, but it is important
that caregiver information not be duplicated in HealthMatics EMR.

Use the Provider Import Queue in Input Manager to review and approve new and
modified caregiver information in the following situations:

» Before the first-time use of the HealthMatics EMR application and HealthMatics
PMS Interface

 When you add a new caregiver to the PMS

» If you encounter problems importing caregiver schedules to the HealthMatics
EMR Clinical Module

» Periodically to determine that here are no new caregivers in the queue

« When the PMS displays error messages that indicate queued caregiver
information does not match (or map to) a HealthMatics EMR caregiver

Location import queue overview

If you have purchased the HealthMatics Ntierprise Practice Management System
(PMS), the Location Import Queue provides the ability to decide what to do with the
imported location. You can map it to a location already defined in HealthMatics EMR or
designate it as a new EMR location. See PM Interface Options on page 83.

NOTE: This applies to all practice management systems.

Use the Location Import Queue to review and approve new and modified location
information in the following situations:

» Before the first-time use of HealthMatics EMR and HealthMatics PMS Interface
 When you add a new location to the PMS

« When the PMS displays error messages that indicate queued location information
does not match (or map to) a HealthMatics EMR location

Access to Input Manager

To help maintain the privacy, confidentiality, and security of patient and caregiver
information, Input Manager requires that each caregiver has a unique user name and
password to start the program. If your practice has more than one location, you must
identify the location from which you are scanning.

Your practice administrator assigns caregivers initial user names and passwords and
establishes access privileges based on job responsibilities.

When you log into Input Manager for the first time (or any HealthMatics application),
the application prompts you to change your password. After you change your
password, the new password is effective for all HealthMatics applications that you use.
Passwords may be case sensitive, depending on options set in the Administration
Module’s Site Settings.




Input Manager Window

Follow these steps to log into Input Manager:
1. Do one of the following:

«  From the Windows® Start menu, select Programs > HealthMatics > Input
Manager or

e From the HealthMatics Clinical Module menu bar, select Launch > Input
Manager or

e From your desktop or scanning workstation, click % Input Manager shortcut
(if a shortcut displays on your desktop).

2. Inthe Login window, enter your Login Name and Password and click OK or press
Enter on your keyboard.

Input Manager Window

Using Input Manager, you can view the status of scanned documents and
transcriptions. The list of documents that appears in the window depends upon the
filters you choose (Patient, Dates, and Status) and the document type you select
(Scanned Documents, Internal Transcriptions, or External Transcriptions).

NOTE: Document types available in Input Manager depend upon the functionality
purchased by your practice. Contact your practice administrator for information about
the functionality available with Input Manager.

Title bar——— | Sl et e HE=E
Menu bar e s L2
Toolbar © - - ||@| Aret. gforewns.. fiFhato..Eced.. B Custom... | Location: [Heskhmatics =] | Shegout... WPEat...
! _ Scanned Documents
A External Transarptions |68 &= | 42 Eg':mun:tnhb... Eﬂmuahhs 1B cuegivers...| SPFRer - | [5)
Internal Transcriptions -
= Qﬁmq,mm Patient: [<All Patisnits> || petes: [Today [
o 3 Document Types Status: [ <Al Requining Action> |
Navigation B Scorming Qualties 1 L [ Dateftme | Stotus |_Pages | Thisfpatient
ane || Ry Tramscription Statistics
p B ? Reconcher X Systemn Manager  02/08/06 10:494 am  Disapproved (by System Manager) 2 Mr. Fred Finley
8 Coregiver Matchng K System Manager 020806 10057 am  Disappeoved (by System Manager) 2 Mr. Fred Finley
Preview pane € Patient Matching X System Manager  02/08/06 11:03 am  Disapproved (by System Manager) 3 Mr. Fred Finley
"? it Log xSystemW 02/13/06 03:47 pm  Disapproved (by System Manager) 1 Mr. Fred Finley
=% PM Interface Options B oystem Manager  02/16/06 12:00 pm  Ready For Indexing 1
& Provider Import Queve | BpSystem Manager  (3/Z306 04:11 pm  Ready for Indexing 10
(@R Locstion Impart Queue | BSystemManager  02/16/06 10:17 am  Ready For Indexing 17
&Svstcmlﬂa’mﬂ D2/16006 10:22 am  Ready For Irndexing 10
3Svs:emb'lmaqe\r O2/16/06 11:22 am  Scanning in Progress 1 From dipboard

The Input Manager window includes the following elements:

» Title bar - Located at the top of the window, the title bar displays the name of the
application (Input Manager) and the window, view, or dialog box that is active.

 Menu bar - Located directly below the title bar, the menu bar provides commands
from drop-down menus.

e Toolbar - Located directly below the menu bar, the toolbar contains icons that
serve as shortcuts for frequently used menu commands (see the table below).
Also, locations appear here.

e Status bar - Located at the bottom of the window, the status bar displays the
caregiver name, and current view.




1. Input Manager Overview

* Navigation pane - Located at the left side of the window, the navigation pane
provides a tree view and administrative functions connected with Input Manager.

* Preview pane - Located at the right of the window, this pane includes a
secondary toolbar with command icons and filter fields for Patient, Dates, and
Status to help you locate documents.

Toolbar icons provide shortcuts to the following commands:

Icon Name Action
& Go Back * Go back to the previous view.
« Click the arrow to select a specific (previously accessed)
view.
N |. Go Forward * Go forward to a previous view.
» Click the arrow to select a specific (previously accessed)
view.
Toggle Explorer Tree | Hide/show the navigation tree (left pane).
A Text Scan immediately in low text quality.
.‘@ Drawing Scan in medium drawing quality.
A Photo Scan in high photo quality.
Card Scan business or insurance cards.
3 Custom Scan with custom settings.
Location Click the down-arrow to filter documents by location.
@ Logout Logout of Input Manager without closing it.
) Exit Logout and exit Input Manager.
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2. Input Manager Documents

All incoming documents (scanned, internal transcriptions, and external transcriptions)
display in Input Manager.

#. Input Manager - Scanned Documents
Sesion Wiew  Help
@ - - || | Ayrest.. g Orawing.. fPhoto.. (C)Card... By Custom... | Location: [Hesthtatics =] | Sugout... @es...
= & tnput Manager
[ scarmed Documents
A Externsl Trarserptions. | QR =3 | 52 | Blmerge obs... | B canegivers... | Prier ~ | ()
IS "?_m",’:m:m“'“w patierst: [Fait Ryan |m| petes:  [fhepost3monte |
3 Document Types Status: | GEH -
Q@ Scarmiop Qualties 1 oty [ otefine [ status | Pages | tHisipatient
[ system Manager 09r21/05 Approved (by System Manages, ... 1 Matt Ryan
[ system Manager 09/22/05 Approved (by System Manager) 1 Matt Ryan
Diyst:m Manager OF[Z305 Approved (by System Manager) 1 Matt Rysn
[ system Manager oef2aj0s Approved (by System Manages) 1 Matt Ryan
[ System Manager 09fz3jos Approved (by System Manager) 1 Matt Ryan
D‘S:{'ﬂﬂ“”ﬂ'ﬁﬂﬂ ofzIs Approved (by System Manager) 1 Makt Ryyan
[ system Manager 09J27j05 Approved (by System Manager) Z Matt Ryan
Esmm Manager 11/18/05 Subiritbed (b Marcus Welby, M) 7 Matt Ryan
System Manager 1111805 Submetted (bo System Manager) 1 Matt Ryan
Bsysten Manager L1f09/05 03:27 pin. Scanning in Progress 1
B System Manager 110205 0258 pm Scanning in Progress S Incoming Fax
B system Manager 1003105 12:52 pm  Redy For Indexing 3
B system Manager 11j0B[05 04:55 i Rewdy for Indexing 2

With a selection made in the navigation pane on the left, a secondary toolbar contains
shortcut icons for the following tasks:

Icon Name Action

gn Add/New (Insert) e Scanned documents - Open Scanned
Document dialog to scan in a new document
(see Scanning Documents on page 20).

e Transcriptions - Open Transcription dialog to
transcribe dictation (see Transcriptions on

page 49).
— Delete Selected Item (Delete) | Delete (or archive) selected item.
i Edit Selected Item (F2) Edit selected document.
4 Dictated By (transcription) Filter transcriptions by dictating caregiver.
ez Filter by Caregivers (scanned | Filter scanned documents by preferred caregiver.
documents)
7 Filter Select or create quick filter (see Scanned and
Transcription Documents on page 10).
Refresh List (F5) Update list of documents in the view.
L3E Merge Jobs Scanned documents only

* Select a scanned item.
* Press Ctrl and click a second item.

» Click Merge Jobs to merge the two selected
jobs into one.




Document Search

Document Search

To search for documents that have been scanned into Input Manager, or have been
transcribed or are awaiting transcription in Input Manager, follow the steps below:

1. Log into Input Manager and, in the left pane, select the document type that you
want to locate (Scanned Documents, External Transcriptions or Internal
Transcriptions).

2. To locate a specific document, click SFFiter ~ and select a quick filter (refer to the
Application Reference manual for instructions on setting these up) or use any of
the following filters to set search criteria:

Filter Name Action

Caregivers Filter scanned documents by associated caregiver.
(Scanned Documents)

Dictated by Filter transcriptions by the caregiver who dictated them.
(Transcriptions)

Patient Filter documents for a specific patient.

Dates Filter documents within a specific date range.
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Filter Name Action

Status (Scanned) Filter scanned documents to see those with a specific status:

« All requiring action - Show only those documents that
require action, such as those that are ready to be indexed.

» All statuses - Show all documents in Input Manager for
the date range and/or patient selected.

» Ready for indexing - Show all documents that are not yet
associated with a patient name in HealthMatics EMR.

* Scanning in progress - Show all documents in the
scanning process.

* Document submitted - Show all documents submitted to
reviewing caregivers. Once submitted, they cannot be
revised unless the caregiver rejects them.

» Document rejected - Show all documents submitted to
and rejected by reviewing caregivers for revision.

» Document approved - Show all documents submitted to
and approved by reviewing caregivers. These documents
become a permanent part of the patient record.

» Others - Show all documents not included in one of the
other categories.

Status (Transcriptions) | Filter transcriptions to see those with a specific status:

» All requiring action - Show only those transcriptions that
require action, such as those ready to be indexed.

» All statuses - Show all transcriptions in Input Manager for
the date range and/or patient selected.

* In progress - Show transcriptions in Input Manager not yet
submitted for review or saved to a patient chart.

e Submitted - Show transcriptions submitted for review but
not yet rejected or approved.

* Rejected - Show transcriptions submitted for review and
rejected.

* Approved - Show transcriptions submitted for review and
approved (saved to a patient chart).

» Others - Show all documents not included in one of the
other categories.

If needed, click [£] (Refresh) to pull any changes made recently into the view.

Select a document and press F2 on your keyboard or click g2 (Edit Item) to view it
and take action (see Editing Scanned Images on page 27 and Reviewing and
submitting transcriptions for approval on page 52).
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Scanned and Transcription Documents

Although the graphics reflect scanned documents, the method for viewing transcription
documents is similar.

1.

From Input Manager’s left pane, select one of the options under Input Manager
(Scanned Documents, External Transcriptions, or Internal Transcriptions).

Use the filters to locate the document(s) you want to view (see Document Search

on page 8).

View information in the list of documents.

& Input Manager - Scanned Document s

Session Weew Help

LR
= [@ Input Manages

[) scanned Documents

A2 External Transcriptions

A2 Inkamal Transcriptions
= [y Administration

3 Drocurmert Types

Q Scanning Cualities

@ Transcription Statistics
= ‘g; Reconcier

£ Coregiver Matching

0 Patiert Matching

% audtLog
=% PM Interface Options

@ Provider Import Queue

{38 Location Import Queue

Logoed in a5 Manager, System

patent: [SAPoBRESS a] oses o .|
Created by [ Dateftme [ Stotus

El systemmanager  0zjosjos 11:37 am  Approved (by System Mansger, ... 1 M. Fred Finksy

System Manager 02/0806 11:54 am  Approved (by System Manager, ... IS Mr. Fred Firley

) systen Manager 02/08/06 01:43 pen  Approved (by System Mansgsr, ... 1 M. Fred Finley
[isystemManager  02713(06 02550 pe  Submitted (ko Terry Manning, MD) 1 M. Fred Frley

X systern Manager 0213/06 03:47 prn Disapproved (by System Manager) 1 M, Fred Finley
ElsystenMansger  02016/06 11:41 am  Approved (by System Manager, ... 1 M, Fred ey
[eisystem Manoger  C2/16/06 12:01 pm  Submitted (to System Manager) 1 M. Fred Finley
FsystemManager  02M6/06 12200 pm  Reeady For Indexing i

BsystemManager  0ZM16/06 1017 am  Ready For Indexing 17

SsystemManager (2116106 10:22 am  Ready for Indexing 10

3Srsta=ﬂri'lanau-er O2f1606 11:22 am  Scanring in Progress 1 From chpboard

B System Manager 0Z/08)06 10:57 am  Ready For Indeding 4

33:(5:&11 Mariager OZf1306 03148 pm  Ready For Indecding 1 job tithe

B System Manager 02716j06 10:12 am  Ready For Indesing 7 =
L4 |

BuTest... gff ovawing... flPhoto... ECard,.. B Custom... | Lecation: [Healthmatics ]| SHiggeur... WYexr...

fh = | 52 | BB convertto Job... R Merge obs... | @ Coregivers... | Prker -

Scanned Documents

NOTE: If someone else is editing the document, Locked appears as the status. To
see who is editing the document, double-click on it.

To open the document, do one of the following:

» Press F2 on your keyboard or

 Double-click it or

« Selectitand click z# (Edit Item) or

* Right-click it and select Edit.

10



2. Input Manager Documents

Viewing scanned document screens

Ready for indexing - If you open a document with the Status, Ready for Indexing,
the Scanned Document dialog box appears, where you can preview the document
and index it to a patient. Continue with Editing Scanned Images on page 27.

- Scanned Document
- Pages
i » heck A1
= il Group 1
=
) Page 2 (Teat)

T E) Pede 3 (Teut)
= [ iz Old Reconds

T L) Pege 4 (Teat)
T[] Page S (Teut)

] Page & (Teut)
I L) Poge 7 (Teat)
=1 [ 'zl Path Reports

Page 6 (Teat)
Page 5 (Teak)
Page 10 {Text)
Poge 11 (Text)
P V2 (Tt =
Dﬁ mghr:\l:] jjb,“(_-:' £ 1 ZI

Dimendion: S76x627 (150150 prelsfinch)

i AEEEIEA

finde
¥ Risady for Endeidng <cpok | some | o | coca |

Scanning in progress - If you open a document with a Status of Scanning in
Progress, the Scanned Document dialog box appears, where you can continue
scanning in pages and groups before indexing the job.

#,. Scanned Document

i . »
| |

Preview
Eloos1efe I3 o0°pighe G§ 180°

e
A oo | d.=(2 ¢80

A oo, = ol L

{5can Documents ~ Dimension; 200:296 (150x150 pixelsfinch)

I~ Reeady for Indesing e N
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Scanned and Transcription Documents

Submitted/rejected - If you open a document with a Status of Submitted, or
Rejected, the Send Scanned Document dialog box appears, where you can view
a message from the caregiver (if any) view the document, or edit indexing
information.

- Send Scanned Document
W Forward... | [ Approve () Reject mDelete | (5

® 82 [s[afg]( « v nEaFee o
ai15/00 j

HIETEEOHPLAINTE Foliow ws H

TATUS: Stable.

ISTORY OF PRESENT ILTLNESS:

ix weeks follow up after cb
s=jpnt Feals wet ) Hie m=-zl
| Page:1fi | Zoom:width [# Smooth Display

Approved - If you open a document with a Status of Approved (saved to the
chart), the Send Scanned Document dialog box appears (without the Message
tab). You can view or print the document, view the indexing information, and rotate
the image if necessary.

#,- 5end Scanned Document

AR I FIEEEE
e T Y

TSV o— =
B/15/00
'BIEF COMPLAINT: Follow up HIV infectd

TATUS: Stable.

!ISTORY OF PRESENT ILLMESS: The patie
i weeks follow up after changing th
wmcient feels well. His main complai
\ig antiretroviral medicarion. Good ap

AT MENTCAL HISTORY: Reviewed and unq:]
Page: 1/1 | Zoom: Width [V Smooth Display
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2. Input Manager Documents

Viewing external transcription screens

Submitted, rejected - If you open an external transcription document with the
Status of Submitted or Rejected (and Needs Review was checked), the Send
Transcription dialog box appears with both Document and Message tabs.

. Send Transoription

Wlrormard... | [} dgprove [ Regect | bt
From: Hanager, Systen

Patiert: FF-HFH-;- _J Canegenr: [Manager, sysen
Rctation Dabe: ]M'_WW_J e |
Ercowrtes:  [Offics Veskt (021672006,

Tranzcrplsan

Subjective | Objective | Ascmssment | Flan | Hec. |
i@ AR U EREY QO

B

L L] e

Comments

L - R

(Commeris hese

You can view the document and any message that the transcriber and/or
caregiver inserted, edit, forward, approve, reject, or print the document.

Approved - If you open a document with a Status of Approved, the Transcription
dialog box appears grayed out.

- Transcription

M=l E3
- : :
patiert: [P Fred Fey J Caregver |r =
Dictation Dste; [TERRE |13 morths 80c) o w pe [ =]
Encounten: Fﬂrmmtlmlﬁmj_mmm{m.n],uesrmu.umcn:mn-:m.suh,m_i
Tranzcription
Subjective | Obinctive | Assassroant | plan  Msc. |
e =]
=l
-
=]
|
$0aP Trarsorption lwnwd ]

You can just view, but not change the document.
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Scanned and Transcription Documents

Viewing internal transcription screens
« Approved - If you open an internal transcription document with a Status of
Approved, the Transcription dialog box appears grayed out.

o Transcrigtion

|5
Indes
Batiert: s, rene Inne

H[= B

(e T Ao
Dactation Type:  Pliysical Exam
DuctatedBy:  Teery Manning, MO

Dictation Diste:  4/S/2006 B s 3N

Transcription

This samphe barpcrphion was on Mg frene Inni. =]
T et ciclstion Bppe b2 Physsical Evam

1| s chctishesd by Tiemy M anning on 4/5/2006. ranscibad by ey Marning on 46/2006

i i ehacessrsg s i Privk Pravviess from the Trsnsonpdion vandow in Inpat Marsges, But | canl bellid & i porting srgavhes
s prter pacemgl When Submitted 10 Teny Marrsg, it does show up in bz Documents|

Intemal Transcoription Apgeoesd

You can view, preview, and print the transcription, and listen to the original
dictation.

All other statuses - The Transcription dialog box is enabled.

Patient: Pober Parrot Submithed By:

Dictataon Type:  Réview of Systens

—_—
DitatedBy:  Tery Manning, MD
Dictation Date:  4/10/2006 I N e T
Transcription
BB 0 ¥ a
|
=

[l Traracriplaon Readfy ki Tiangiribe

You can enter dictation, preview, print or save the transcription. You can also

submit it to the caregiver for approval or approve it and save it directly to the H&P
Report for the encounter.

NOTE: If the transcription has already been submitted for caregiver approval, the
Submit button is disabled.
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3. Scanned Documents

3. Scanned Documents

NOTE: Scanned documents are not intended to be used as diagnostic tools or to
provide medical diagnoses.

Scanned Documents Overview

In Input Manager, you can scan documents, files, and images into HealthMatics EMR,
update them, and link them to patient charts and encounters.

& Input Manager - Scanned Documents !EIB
Session Yiew  Help
P - . E A et gff oraving.. fiPhoto.. () Card. . 3 Custom... | Location; [Heathmatics =] | Ediogout... (West...

(& [ tnput Manager Scanned Documents |

[) Scanned Documents

A External Transarptions (|68 =2 || &7 | B3 Corert to ob.. ] Merge obs... | IF caregivers... || SPPker =
A2 Internal Transcriptions

- @y Adwministration Ratient: |<All Patients> |an|  petes: [Today =

g Documerk: Types Status: | <Al Statuses> |

(=Y Trmrptimst:s:ts Lroated by |__osteftine__| status |_Pages | TiejPatient =
=% Reconcler 8] system Manage 3 ¥ S5 Mr. Fred Finley

€ Caregiver Matching X System Manager 02/03/06 10:44 am  Disapproved (by System Mana... ir. Fred Finley

€ Patient Matching 3 System Manager 02/05/06 10:57 am  Disapproved (by System Mana. .. Mr. Fred Finley

‘}' Audi Log Ds'ysnemhmager 020106 11:15 am  Approved (by System Manager) Mr. Fred Finley
=% PM Interface Options ) system Manager DZ/0506 11:20 am  Approved (by System Manager) Mrs, Trene Innis

@B Frovider Impork Quevue () system Manager 020305 11:28 am  Approved (by System Manager) Mrs, Irene Innis

B o e o e e G B R By BN

{8 Location Import Queve | [ System Manager  02/08/06 11:37 am  Appecved (by System Manager... Mr., Fred Fnley
Stysbem Manager 0213006 02:50 prm Submitted (bo Terry Manning, ... Mr. Fred Finley
Sysbem Manager 2/16/06 11:41 am  Appeoved (by System Manager. .. Mr, Fred Finley
[ svetem Manager 0Z{16/06 12:00 pr  Submittad (ko Systern Manager) Mr, Fred Finley
[hSystem Manager  O5{11/06 0155 pm  Submitted (bo Terry Manring, ... Mr. Fred Finley
SSystem Manager  05/12/0603:18 pm__ Scanning in Progress Mr, Fred Finley - Nu...

The list of Scanned Documents that displays in Input Manager can originate from two
sources:

« Documents that are scanned into Input Manager.

» Files that are imported from a directory into Input Manager.

About the scanning process

To scan a document, photograph, business card, or image into HealthMatics EMR and
attach it to a patient’s chart, you will complete these general steps:

* Scan a document to create an electronic image in Input Manager.

* Index (match) the image to a patient (and possibly an encounter, diagnosis, or
plan).

*  Submit the scanned image to a caregiver for review and approval or (if it does not
need review) save it directly to a patient’s electronic record.

In addition, scanned documents can be annotated, rejected, edited and resubmitted, or
deleted.
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Scanned Documents Overview

About scanned document statuses

Scanned documents can have any of the following statuses:

Scanning in progress - The document has not been completely scanned or is
not ready for indexing.

Ready for indexing - The document has been scanned and is ready to be
matched to a patient’s encounter, diagnosis, or lab order in HealthMatics EMR.

Locked - Someone else is indexing the document and it is not available for you to
edit.

Document submitted - The document has been scanned, indexed, and
submitted to a reviewing caregiver for approval. The Needs Review option was
selected in Input Manager.

Document rejected (disapproved) - The document was rejected by the
caregiver. It might be the wrong image or not the latest result that the caregiver
wants to use.

Document approved - The document has been approved by the caregiver and
saved to patient chart.
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3. Scanned Documents

Scanner Settings

Before you scan a document, you can review scanner settings to ensure that the

scanner is set up correctly. If you have multiple scanners installed, you can also select
a scanner and review settings for your scanner.

Viewing scanner information

View scanner information to learn how your scanner is set up and what devices, types,
and paper sizes it supports.

1. From the left pane of Input Manager, select Scanned Documents.

2. Press Insert on your keyboard or click o (Add a Scanned Document) on the

secondary toolbar.

3. At the bottom of the left pane, click Device Info.

#,_, Scanning Device Information: "RemoteScan(TM)™

Iﬁ & Preswiewm, .

Produck: RemoteScaniTH)
Manufacturer: RerobeScan Corporation
Product Family: Thiw AN

Yersion Info:

Device Support:
Major ¥ersion:
Minor Yersion:
Country Code:
Language:

Duplex:

Auto Feeder:

Detect Paper in Feeder:
Supported Pixel Type{s):
Supported Paper Size(s):

X-Resolution:
Y-Resolution:
Setting Brightness:
Setting Conktrask:

l

Cantral, Image
9

161

1

115 English

Mo

Yes

Yes

Black & White {1 bitfpixel), Gray Scale (5 bit/pixel), Color RGE §
U5 Letker, A4 Letter, US Legal, US Statement, U3 Executive,
Business Card, Scanner Default, 43, A5, 115 Ledger

unknown

unknown

Min: -1000, Max: 1000 (Skep: 1)

Mlin: -1000, Max; 1000 (Step: 1)

I L

Cancel |

4. Click OK to return to Scanned Document.
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Scanner Settings

Selecting scanners

If you have more than one scanner at your practice location, select the scanner that
you want to use.

NOTE: This method can be used only if your workstation is connected to a scanner.

1.

From the left pane of Input Manager, select Scanned Documents and click 9P to
access Scanned Document.

Underneath the scan buttons (Text, Drawing, etc.) select one of the following:
» Auto-feeder to scan multiple pages from a scanner with a feeder.
» Duplex to scan two-sided pages.

e Show scanner dialog to select individual settings (see Setting scanner
options on page 18).

To scan, click the appropriate Scan button (Text, Drawing, Photo, Card, or Custom).

Setting scanner options

You can set up the scanner so that only a portion of a page will always be scanned.
This might be helpful if you scan the same types of documents and want to scan only
the top portion of them. You can also set scanner resolution.

1.

From the left pane of Input Manager, select Scanned Documents and click %P to
access Scanned Document.

Underneath the scan buttons (Text, Drawing, etc.) select Show Scanner Dialog.

Click one of the Scan buttons (Example: Text or Drawing) to display the <scanner>
- Settings dialog box.

2= RemoteScan™ © 2004, 2005 RemoteScan Corp - Settings

Scan Server I -

Add | Edit | Delete

— Scan Settings
phrtr 2ot a3 e At B d

I

7 Rezolution (dpi) I'IED ﬂ
3 PaperSize |US Letter (25inx 11.0in =]
i Calor / B i i

: olor / B/ |[Jf[_] 1 bit- Black & white =]
é Scan Source IUse Main Scanner j
7

p Threshold 128 &+ Threshold

o B - i
1

€ Halttone € Diffuzgion € Dynamic

=

Scanning Region wdidth Height
210 KB 8.50in 8.79in

About... Preview | | Scan IplFeedererDthSides Close |

v
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3. Scanned Documents

To change the area of the scan, click in the thumbnail image or adjust the red box,
if one is showing, to reflect the area on the page that you want to scan.

Adjust Resolution, Brightness, Paper-Size, and other settings unique to each
scanner, as necessary.

(Optional) To preview the scanned document, insert pages into the scanner and
click Preview.

Click Scan to start the scanner.
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Scanning Documents

Scanning Documents

In Input Manager you can quickly scan documents using the primary toolbar or you can
scan from the Scanned Documents dialog box.

Scanning documents using the primary toolbar

1. From the Input Manager toolbar, click the type of document you will be scanning.
This document type sets the resolution or quality of the scan.

Icon Name Action

a Text Scan in low text quality. Scanned pages are added
to the selected group. If there is no group, a Group 1
is created.

o Drawing | Scanin medium drawing quality. Scanned pages are

added to the selected Group.

Photo Scan in high photo quality. Scanned pages are
added to the selected Group.

Card Scan business or insurance cards. Scanned pages
are added to the selected Group.

. Custom Open the Quality Settings dialog and set custom
settings for the scanner. You might want to do this if
none of the other scanner settings (Text, Drawing,
Photo, or Card) match what you want to scan.

2. Follow the steps in Scanning documents from the dialog box on page 21, Step 3.
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3. Scanned Documents

Scanning documents from the dialog box

1. From the left pane in Input Manager, select Scanned Documents.
2. Press Insert on your keyboard or click gp (Add a Scanned Document).

#}. Scanned Document IS[=] E3

Scan Title Preview

Text... | Fllanerefe (3 s00right Gn 180e

'4 Drawing... [ Pages
=28 m

A Phota, ..

Card...

3 Cuskom, .,

IRemnteScan(TM) j

[~ Use Auto-Feeder
[~ Duplex (Both Sides)
¥ Show Scanner Dialog

@ Device Info... |

v Smaoth Display

|Scan Dacuments

¥ Ready for Indexing == Bacl Forward == | a4 | Zancel

3. Inthe Title text box, enter a name for the scanning job (which may contain
multiple scanned documents). This name helps you identify the job, but does not
display on the scanned documents.

4. To add a group, which acts as a folder that will store your scanned pages, click gp
(Add Items), select Add Group, and do one of the following:

e Toadd an existing group type, select the group from the Add Group(s) list. For
example, to store the pages you will scan inside a Pathology Reports group,
select Pathology Reports.

» To add a custom group, select Custom (see Scanning page groupings on
page 23).

5. To store the page you will scan in a group, select the Group folder in which you
want to add a page.

6. Inthe Scan pane on the left, click the down-arrow to select the scanner (if there is
more than one).

7. (Optional) To see the settings that your scanner supports, in the Scan pane on the
left, click Device Info.

IMPORTANT! Input Manager allows you to set settings that might not be supported
by your scanner. Click this box to view the settings that your scanner supports
(see Viewing scanner information on page 17).
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Scanning Documents

8.

10.

11.

(Optional) In the Scan pane on the left, select any of the following:

Name

Action

Use Auto-Feeder

» Use the automatic feeder for scanning (if your scanner has
one).
« Defaults to the most recently used setting.

NOTE: If there is no paper in the autofeeder, it scans on the
flat bed automatically.

Duplex (both sides)

» Scan both sides of a document.
« Defaults to most recently used setting.

Show Scanner Dialog

Set scanner properties just before you scan a document.

The Scanner Dialog appears after you select the type of scan
that you want (Text, Drawing, Photo, Card, or Custom) (see
Setting scanner options on page 18).

Place the pages you are going to scan in the scanner.

In the Scan pane on the left, click one of the Scan buttons (see Scanning
documents using the primary toolbar on page 20) to start scanning.

In the Pages box, use the icons to do the following. At this point, typically select
Text, Drawing, Photo, Card, or Custom, rather than the options below.,

Icon Name Action
¢h . | Add Page(s) * From file - Import documents from a file and scan
them (see Importing Files for Scanning on
Add Page(s): page 4]_)
B From Fies... + From directory - Import documents from a folder
R oo and scan them (see Importing Files for
@ From Clipboard w on page 41).
« From clipboard - Add a graphics bitmap from the
clipboard to the selected group (see Importing
images from clipboards on page 43).
¢h - | Add Group(s) e Custom - Create a group into which your
e scanned documents will appear (see Scanning
=3 Custo... page groupings on page 23).
C) Blackard nhik damg » <Group name> - Select a group into which your
1 Color photagraph .
] ke scanned documents will appear. These group
] O Riscords names appear here after you create one using the
| Path Reports Custom option (see Scanning page groupings
B on page 23).
= Delete Delete the selected group or page (see To delete
pages or groups on page 25).
e Edit Edit the selected group or page name.
See Editing page names on page 27.
4 Move Up Move the selected group or page up (see Scanning.
page groupings on page 23).
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3. Scanned Documents

12.

13.

14.

15.

Icon Name Action

3 Move Down Move the selected group or page down (see
Scanning page groupings on page 23).

o Clear Clear all the groups and pages (see To delete
pages or groups on page 25).

If the document that you scanned is ready to be matched to a patient, check
Ready for Indexing. This will apply the Ready for Indexing status to the documents.
If the document is not ready, do not check this. The document will receive the In
Progress status.

To view the page, click on the page name.

A small view of the entire page appears in the top right pane. A red box highlights
the area that displays in a close-up in the bottom right pane.

To view a different part of the image, click on that section in the upper right pane.
The red rectangle in the upper right pane indicates the section where you clicked
and the section you clicked appears in a close-up in the bottom right pane.

Continue with one of the following:

e  Setting scanner options on page 18

+ Scanning page groupings on page 23

» Editing Scanned Images on page 27

Scanning page groupings

You might want to place your scanned documents in a group to manage them more
efficiently. Each group can include multiple pages of the same document.

You can place your scanned pages in a group that already exists or create a custom
group, for example, Pathology Reports, Nursing Home Records, or Lab Results from a
specific lab.

Examples:

One group - If a lab report consists of two pages, you might want to treat this
report as one group of documents.

Multiple groups

> If you are going to scan a lab report, referral letters, and prescription notes,
you might want to place them in separate groups.

> You might scan physical therapy notes or results from a specific lab that
correspond to different patients. You can place all of these in the same group
called “Physical Therapy” or “Lab Results” and then attach specific
documents to specific patients.
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Scanning Documents

To place pages in groups

You can select a group before you scan a document and place that scanned image in
the group. You cannot move a scanned document into a group after it has been

scanned.

Within a group, you can move a page up or down. However, you cannot move a page

to a different group.

1. In the left pane of Input Manager, select Scanned Documents.

2. On the secondary toolbar, click 58 (Add a Scanned Document), and &2 - to

display a drop-down menu.

*F_, Scanned Document

2 Custom...

IRemoteScan(TM) j

[~ Use duko-Feeder
[~ Duplex (Both Sides)
[~ Show Scanner Dialog

A) Device Infa... |

rTitle

—Pages

w-=|2|td|n

Add Page(s):
D From Files. ..
" From Directory...
@ From Clipboard

Add Group:
‘A Cuskam,.
1 Black and white drawing
= Colar phiotagraph
1 Labs
1 Old Recards
1 path Reports
_I Texk

3. Under Add Group, do one of the following

» To add a custom group, select Custom (see To create custom groups on

page 25).

« To add an existing group type, select the group from the Add Group list. For
example, to store the pages you will scan inside a Pathology Reports group,

select Pathology Reports.

4. To move a page up or down inside a group, click the page and click the 4¢ (Move
Up) or & (Move Down) arrow. Alternatively, right-click and select the Move Up or

Move Down option.
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3. Scanned Documents

To create custom groups
1. In the left pane of Input Manager, select Scanned Documents.

2. On the secondary toolbar, click 58 (Add a Scanned Document), and &2 - to
display a drop-down menu.

3. Under Add Group select Custom.

Group Properties E
% Custam: ILab Corp Group|
" Document Type: IBIack and white drawing ﬂ

oK I Cancel |

4. Click the Custom radio button, enter the name of the group into which you will put
pages and click OK.

NOTE: If you select Document Type, a predefined group appears in the list of
pages rather than a custom group.

The new folder displays in Scanned Document.

#}. Scanned Document

Title

can
A Text... I

—Pages
'4 Drawing. ..

w2 4G m

A Photao...

To delete pages or groups

Images imported or scanned into a document can be deleted before the document is
approved and becomes part of the patient record. For example, if the wrong image is
accidentally imported into a document, you should delete it.
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Scanning Documents

To delete one page or group

1. From the Scanned Document dialog box, select a page or group.

Scan -~ Title - Preview
.ﬁ. Text... [New Patient - Stacey Jones Elerriar ([ Teoerig | i 1ea¢
b Lt I :
Drawing... >
Mo |l nap(28 0
A, ehoto... Sl Growp |
) cad. :x? 0 -piothing to Deplay-
—_— Page 2
=1 28 Scanned Document - Upper G
3'_’ e Page 1 (Fle)
= Page 2 (Fis)
[s:mm I Page 3 {Fie)
¥ mw Page 4 (Fie)
;:w{hlhﬁ Page S (Fils)
'4) pevice Info... |
4] | =

2. Click = (Delete item). Alternatively, right-click and select = (Delete item).

3. In the confirmation message, click Yes to continue deleting.

To clear all pages

This option clears all pages in the Scanned Document list.
1. Click @ (Clear all items). Alternatively, right-click and select @ (Clear).

2. Inthe confirmation message, click Yes to continue deleting.
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3. Scanned Documents

Editing Scanned Images

Before you match a scanned document to a patient or caregiver, you can edit the page
name and rotate the page. You can also improve the resolution of the screen display
by smoothing the image.

Smoothing displayed images

You can improve the resolution of the image as it appears on the screen. You might
want to do this to see details more clearly. You might want to disable this to improve the
speed of the display. This does not affect the resolution of the saved image.

1. From Scanned Document, click the page you want to edit.

8. Scanned Document =] B3
rScan Title Preview
A Text... [From ciiphoard Elooe et 02 900 Right G 1800
Drai —Pages
@f rawing. ..
=2 40 o
HIEFMMOMFLAINT: Follow un
A Photo... Ej Group 1 *
‘-[E] Page 1 (Clipboard)
Card, . STORY OF PRESENT ILLNESS:
x weeks fullow vp after ¢
ETient feels weil, His ma
& Custom... iz antiretrovirsl! medisatiosnm
IRBthESca”(TM) j | ¥ Smooth Display:

[~ Use Auto-Feeder
[~ Duplex (Both Sides)
[~ Show Scanner Dialog

)

D pevieetfo.. | OMPLAINT: Follow us H
Crarle
|5can Dacuments Dimension: 274x213 {96x96 pixelsfinch)

[~ Ready for Indexing =< Back Forward == | QK I Cancel

2. Check Smooth Display.
The images in the upper right and bottom right panes improve.

Editing page names

By default, Input Manager assigns the name of “Page # <Document Type>" to each
scanned page, for example, Page 3 (Photo) or Page 5 (Text). However, you can change
this name. You might want to insert the scanning person’s name as the page name.

1. From Scanned Document, select the page you want to edit and click ;2 (Edit Item)
or right-click and select ;2 (Edit).

2. In Page Properties, change the Name of the page and click OK.
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Editing Scanned Images

Rotating scanned images

Images can be rotated in 90° increments to the left, right, or inverted (flipped). This
rotates the page in the screen display as well as in the stored document.

1. In Scanned Document, in the Pages pane, select the page you want to rotate.

B m]

rTitle

IFrDm clipboard

—Pages

w-= g2 48| m

E|j Group 1

Card...

f B Page 1 (Clipboard)

& Custom...

Preview
Elloo= Left (3,900 Right L3 180

pils/as

H IBF[:;OHFLP.]H‘I‘:
&

Fallok

STORY OF PRESENT ILLNEEE:
¥ weeks fsliow 1vp after ¢
Tient feels well. His ma

2. To rotate the image, click the Preview pane toolbar buttons to do the following:

Icon

Name

Action

Elloc- Left

Rotate 90 left

Rotate the selected page to the left by 90 degrees.

(2, 20° Right

Rotate 90 right

Rotate the selected page to the right by 90 degrees.

L a0

Rotate 180

Turn the selected page upside down.
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3. Scanned Documents

Displaying image properties

If you need to know details of a particular image, such as the image type or image size,
use these steps to display image properties. Use this information to improve the
resolution if you need to re-scan the image.

1. In Scanned Documents, select a page on the left.

2. Click the thumbnail in the Preview pane to display the image properties in the
lower right corner.

8. Scanned Document

—Pages

* & Check all

Wnichect: &l

l

-7 Group 1
T [ Page 1 (Clipboard)
=7l Text

M [E] Page 1 (Text)
™[] Page 2 (Text)
™[] Page 3 (Text)
™[] Page 4 (Text)
j Page 5 (Texk)
™[] Page & (Text)
™[] Page 7 (Text)
™[] Page & (Text)
™[] Page 9 (Text)
™ [E] Page 10 (Text)

2]

Preview

[ Smaokh Display

nof
be

=] E3
rIndex
Patient: I J
Index: IEncounter ﬂ
| N
Location: IHeaIthmatics ﬂ
Type: | |
[~ Meeds Review
Dater  [5/11/2006 [(Today) J
Title: [
—Message
Caregiver: I j
Subject: I
[~
[~

|Index Pages

[¥ Ready for Indexing

<= Back |

| Dimension: 12801650 (150x150 pixelsfinch) |

Submit | [al'4 I

Cancel |
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Indexing Scanned Documents

Indexing Scanned Documents

Using Input Manager, staff members index scanned documents and then link them to
a patient (and possibly encounter, diagnosis, or lab order/plan) in HealthMatics EMR.

Example: Link x-rays with the patient and encounter during which they were ordered.

Index only those documents that have a status of Ready for Indexing. You might want
to check the image resolution before you index and submit a document. If the resolution
is not what you need, you can rescan the image.

Once a scanned document is indexed, it can be saved directly to a patient’s chart or
sent to a caregiver for review based on whether the indexer selects the Needs Review
box during the Indexing process. If Needs Review is selected, the review caregiver
defaults as follows:

» If the document is linked to an encounter, it defaults to the encounter’s caregiver.
» If the document is linked to a diagnosis, it defaults to the primary caregiver.

» If the document is linked to a lab order/plan, it defaults to the ordering caregiver.
Scanned documents can be indexed in two ways:

* You can index each scanned document immediately after scanning them (see
Indexing documents immediately after scanning on page 30) or

* You or another caregiver can index all scanned documents as a stand-alone
indexing task (see Indexing scanned documents as a separate task on page 31).

Indexing documents immediately after scanning

1. InInput Manager, select Scanned Documents and scan in a new image either from
the primary toolbar or from the Scanned Document dialog box (see Scanning
Documents on page 20.

2. At the bottom of Scanned Document, click Forward to display an Index and
Message panel on the left of the screen.

3. Continue the indexing process as described in Indexing scanned documents as a

separate task on page 31, Step 5.

30



3. Scanned Documents

Indexing scanned documents as a separate task

1.

In Input Manager, select Scanned Documents and click the Status down-arrow to

select Ready for Indexing.

Double-click a document to display Scanned Document.

*F_, Scanned Document H=] E3
—Pages rPreview——— | [ Index
Check &l - & Uncheck al Patient: | J
- =l Group 1 Index: IEncounter j
----- 2 B Page 1 (Text) I J
----- W Page 2 (Text
_____ II; % Page 3 ETextg Location: IHeaIthmatics j
=¥ ‘=3l Path Reports Type: I j
----- ¥ ] Fage 4 (Text) [ Heeds Review
""" ¥ E] Page 5 (Text) Dsts:  [511/2006 [(Today) J
----- 2 B Page 6 (Text)
..... I B Page 7 (Text) Title: I
=W =l Mew Patient
..... ¥ E] Page & (Text) ¥ Smoath Display ile==a0s
..... I B Page 9 {Text) NANE oy, Caregiver: I j
..... ™ B Page 10 (Tewxt) Srhiees I
REL 3
|Inde>< Pages Dimension: 576x627 (150x150 pixelsfinch)

¥ Ready for Indexing < Back | Submit | a4 I Zancel |

In the Pages pane on the left, select an item for indexing by doing one of the
following:

» Click Check All to select all Groups and Pages to index them to one patient or

* Click Uncheck All and then select items individually to index.

» To select individual items, check the box next to the page.

(Optional) To show a clearer display of the image, select Smooth Display. The

image in both the upper and lower panes appears clearer.
In the Index pane on the right, do the following:

» Patient - Click the Patient search button ('J) to select the appropriate patient

* Index - If needed, click the Index down-arrow to indicate whether the item(s)

selected should be linked to a specific Encounter, Diagnosis, or Plan.

In the drop-down list box below Index, click the search button J to select the

specific encounter, diagnosis, or plan for the specified patient.

* Location - Click the Location down-arrow to select the location for the
document(s).
(It defaults to the scanning location.)

e Type - Click the Type down-arrow to select the image group (for example,

Pathology Reports) that you want to associate with the document(s). The type
defaults to the group of documents (for example, Pathology Reports) that you
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Indexing Scanned Documents

selected when you were grouping the scanned pages; however, you can add
a description to it.

* Needs review - Select the Needs Review check box if the caregiver needs to
review the scanned document(s).

NOTE: The Needs Review box defaults to checked or unchecked based on
the Document Type selected.

» Date - Click the Date search button to select the document date (which
defaults to Today).

NOTE: Use the date recorded on the original image.

» Title - Enter a title for the job. The title you entered on the previous dialog box
appears here; however, you can change it.

6. (Optional) In the text box below Title, optionally add a comment.

7. IFyou checked Needs Review, in the Message box, click the Caregiver down-arrow
to select the reviewing caregiver, enter a Subject and, optionally, a comment in
the text box below.

8. Do one of the following:

» To send the scanned and indexed documents to a reviewing caregiver for
approval, click Submit or

» To save the scanned and indexed document to the patient’s chart without
caregiver review (IF you did not check Needs Review), click OK.
The document is saved to the patient chart with a status as Approved without
review.

Editing rejected scanned documents

When the images in scanned documents need to be manipulated, caregivers can reject
them and send them back to be manipulated. To do so, follow the steps below to zoom
in on parts of it, or rotate, rename or print a page.

1. From the left pane of Input Manager, select Scanned Documents, click the Status
down-arrow and select Document Rejected.

2. Double-click a rejected (3¢) document.
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3. Scanned Documents

3. In Send Scanned Documen

#,_, Send Scanned Document

QﬁForward... | Approve @ Reje

t, click the Document tab.
=] B3

ck I:IDelete| @

|a This document was rejected!

Message iC |Index I

Tp {}|5? - Q§|C{ﬁﬁw BBl |D[Ei[ﬂ|kmmwmm ~

Pages do=Eine HevicWed -
5167400
age 2

..... th=z Mot Reviewsd
1 PHYSTCAL EXAl
p=122/70 F=a8 ER=16 =10
rog Pink Conjusnctiwva; bPurndi
PLERLA

a1 TH's B/L clear
= Masal Muzcsz Moaisti Sepiix|
| Page: 1/2 | Zoor: Width [~ Smooth Display

4. Select on a thumbnail in the Pages pane then click any of the secondary toolbar

icons to do the following:

Icon Name Action
21} Move up Move the selected page up

JL Move down Move the selected page down.

i Edit Edit the selected page and display the rotate options.
al Rotate 90 left Rotate the selected page to the left by 90 degrees.
03, Rotate 90 right Rotate the selected page to the right by 90 degrees.
Ca Rotate 180 Turn the selected page upside down.

o Print Print selected page.

&) Zoom Magpnify the image.

™ Move Change the cursor to a hand, which you can then use

to click and drag the image as needed.

4 First page Display the first available page.

4 Previous page Navigate back to the previous page.

Y Next page Navigate to the next page.
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Indexing Scanned Documents

Icon Name Action

Bl Last page Display the last page.

Zoom 100% Zoom page to 100%.

13
|3 Zoom to page width | Zoom page to fit the width of the window.

Zoom to whole page | Zoom to show the whole page in the window.

View settings From the drop-down list, select the view percent or
setting.

To edit page names after indexing

After you index a scanned document to a patient but before you submit it for review, the
only thing that you can change is the rotation of the image.

1. From the Scanned Document dialog window, click the page you want to edit.

2. Click g# (Edit Item) and select the rotation option. Alternatively, right-click and select the
rotation option.

To zoom in on images after indexing

Use the zoom feature to increase or decrease the size of the image. Zooming can help
you focus on a particular area of the image, when necessary.

1. To zoom in on an image, click &, (Zoom Cursor) to zoom in closer.

2. To zoom back out, click one of the zoom to page width or whole page options.
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3. Scanned Documents

Submitting Scanned Documents

After documents are complete and revised as necessary, submit them to a caregiver
for review and approval as a chart attachment to the patient record. The default
caregiver depends upon how the documents are indexed:

» If the documents are linked to an encounter, they are sent to the encounter’s
caregiver.

» If the documents are linked to a diagnosis, they are sent to the primary caregiver.

» If the documents are linked to a lab order/plan, they are sent to the ordering
caregiver.

Rather than accepting the default, you can send the documents to a different caregiver.

It is not always necessary for the caregiver to review a particular document. If the
images are reviewed before they are scanned, the caregiver might not need, or want,
to review the document. In this case, do not check the Needs review box on the Index
tab (see Indexing Scanned Documents on page 30).

The scanned documents appear in different places depending on whether they are first
submitted for review:

* When the Needs review box is checked, the scanned document displays in the
caregiver In Box for review.

* When the Needs review box is not checked, the scanned document automatically
attaches to the patient chart.

Only caregivers with patient privileges for the patient matched with the document are
able to receive the document for review. If a selected caregiver does not have patient
privileges, the submission fails.

When indexing a scanned document, if you check the Needs Review box, the default
caregiver depends upon the document was indexed:

» If the documents are linked to an encounter, they are sent to the encounter’s
caregiver.

» If the documents are linked to a diagnosis, they are sent to the primary caregiver.

» If the documents are linked to a lab order/plan, they are sent to the ordering
caregiver.
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Approving and Rejecting Scanned Documents

When you send scanned documents for approval, they appear in the caregiver’s Inbox
in HealthMatics EMR. The caregiver can approve, reject, or forward the scanned
document to another caregiver.

Caregivers can approve, reject, and/or forward scanned documents to other caregivers
in both HealthMatics EMR and in Input Manager.

Processing scanned documents in the EMR

1. In the left pane of the Clinical Module desktop, select Documents.

2. Double-click a scanned document message or select it and click Open to display
Send Scanned Document.

# :Send Scanned Document H[=]
%E}Fnrward... | Approve  [¥] Reject = Delete | i | lﬁ ﬁ | [ auto advance to next document

Message Document |Index I

4+ & |- @ c].|C{ﬁ§| | O EiﬁEWHHD%ﬁ

Pages

BJl5/0%

HIET wG'HPLP.INT ¢t Foliow up H
TATUS: Siable.

ISTORY OF PEESENT ILTNESS:

i¥ weeks follow uvp after ct
=zlgnt Leele wexl. His m2
iz antiretzovirzl medi-ation

AST KERDLCAL ALST0OEY: Reviazw
| Page: 171 | Zoom: Page [~ Smooth Display

3. Inthe Pages pane, click thumbnails to display the pages to the right.
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3. Scanned Documents

4. Click the Index tab to verify and/or correct the indexing information.

# 'send Scanned Document

IS[=] E3

4 Forward, ., | Approve [#] Reject C=Delste | Fi| | P | [ Auto advance ko next document

Message I Document  Index |

Patient: IMr. Fred Finley | Bl

Index:

IF'.BDOMINP.L ACTINCGMYCOTIC INFECTION (039,20 J
=l

Type: IPath Reports

Scanner: System Manager

Submitter: System bManager

Date: |2,|'16,|'2E|E|6 |(12 weeks aga) J
Title: IPath Reporks

rﬁ) @ L n | R\B} %ﬁ | ?A

Annotation

5. Then do one of the following:

I*

Approve - To approve the document, save it to the patient’s chart, and
remove the message from your inbox, click =1 Approve.

Reject - To send the document back to the scanner, click the Message tab,
enter a message to the person who scanned the document and click [

Reject.

+ Forward - To forward the document to another caregiver, click & Forward.

# 'Send Scanned Document =] B3

EJ5end | ﬁ [ High Priority

Message |D0cument| Index I

Caregiver: IManningJ Terry MD j
Subject: IFwd: Path Reparts
Please review report] d

----- Original Meszage---

» From; Manager, Spstem

» Sent: Thursday, February 16, 2006 12:01 pr
» To: Manager, System

» Subject: Path Reports

Click the Caregiver down-arrow, select the caregiver to receive the document,

enter a message and click Send.
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Processing scanned documents in input manager

1. Inthe left pane of Input Manager, click Scanned Documents.

2. Click the Status down-arrow and select Document Submitted.

#- Input Manager - Scanned Documents [_[O]x]

- |E| B Test.. g Drawing... fiPhoto... EDCard... B Custom...

Location: | Healthmatics 7] | Sdiggent... WEst...
B o
7 Scanned Documents

A2 External Transcriptions I{,L-I = D? %Cﬂrﬁmttnlluh... BDMHgshbs 3 Caregivers... ?Flm’ - @
A2 Tnkernal Transcriptions

= Ry Administration Patient: |<All Patients> _]ﬂ Dates: [Today _J
;} Document Types L& T Document: Submithed
% i::r_:::&” ;':Hics Created by [ DatefTme | Status | Pages [ Title/Patient |
= '@ Reconciler %Synem Manager C2f0306 11:15 am  Submitted (bo Fa... 2 Mr. Fred Finley
Caregiver Matching Systenm Manager 02/13/06 02:50 prn  Subiritted (ta Ter... L Mr. Fred Finley
ﬂ Patisnt Matching %Syslem Manager 0216006 12:01 pm  Submitted (bo Sys... 1 Mr. Fred Finley
% budi Log System Manager 05/11/06 03:55... Submitted (to T... 1 Mr, Fred Finley

3. Double-click an item or select it and press F2 on your keyboard or click z# (Edit

Item).
#}. Send Scanned Document =] B3
W Forward, | Approve  [¥] Reject = Delete | @
Message | Index I
5" |C{[@§| [ )||[3|E§-E]||Huowmm |
A ¥ — ”n
E/LESOO

HIBF COMPIAINT: Foliow up HIV Infectid

TATUS. Shanle.

"wwed  |IIETORY OF PRESENT ILLNESS: H=z [eels
: ny spaelfic complaints.

AST MRDICAL HISTORY: FReviewed and unc

REVIOUS SURGICRT, HISTORY: HRoviewed ar

FAMILY HISTORY: Raviewsd and unchangsc

-

| Page: 1/2 | Zoom: Width [T Smooth Display

4. Click the Index tab and verify and/or correct the indexing information.
5. Then do one of the following:

« Approve - To approve the document, save it to the patient’s chart, and
remove the message from your inbox, click 11 Approve.

* Reject - To send the document back to the scanner, click the Message tab,
enter a message to the person who scanned the document and click [
Reject.

» Forward - To forward the document to another caregiver, click 4 Forward
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3. Scanned Documents

Processing rejected documents

Scanner operators can open up rejected documents and then view, approve, reject, or
forward them to another caregiver.

1. InInput Manager’s left pane, click Scanned Documents.
2. Click the Status down-arrow and select Document Rejected.

3. Double-click a rejected (3¢) item or select it and press F2 on your keyboard or
click g# (Edit Item).

8. Send Scanned Document =] B3
W Forward... | approve [¥] Reject C=Delete | @

|a This document was rejected! |

Message i Index I
{} g’|y' '§|@’\W| Pkl |D B|E||FittDPage j
Fages TITTTIRS BE-T e [yt
SRR
i
e e RReirarn
FIELET AN KX
IR F IR ]
e
N |:l::|L
R
Ll Az
(NEF]
Wl = _
| Page: 1/2 | Zoom: Page [ Smooth Display

4. Click the Message tab and read the message to determine why the document was
rejected by the reviewing caregiver.

5. Click the Document tab to view the document.

*,._f 2end Scanned Document H=] E3
W Forward. .. | Approve [#] Reject C=Delste | 5"

|a This document was rejectad! |

Message | Index I
48|42 - @|@\@| 3 )||D|3|E||Fittopage -]
Pages TIGTTIRS SETITHTL

2T ERATD

azs E

e i Recirar:
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-=li2s7a

wol ER s n

Page: 1/2 | Zoom: Page [ Smooth Display
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Approving and Rejecting Scanned Documents

To edit an image, in the Pages pane, click the thumbnail and click &7 - to rotate it
and/or check the Smooth Display box at the bottom of the screen to improve the
image.

To re-index the document to another patient or to another encounter, diagnosis, or
lab plan click the Index tab (see Indexing Scanned Documents on page 30).

Then do one of the following:

» Approve - To approve the document and save it to the patient’s chart, click
Approve.

e Forward - To forward the document back to the caregiver or to another
caregiver, click 4& Forward, select the caregiver, enter a message, and click
Send.
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3. Scanned Documents

Importing Files for Scanning

When images are scanned to the designated directory using a centrally-located
scanner, they can be imported into the appropriate document. These images are
located in a shared area. While images can be imported from most shared locations, it
is best if they are located in one specific shared area on a network directory.

Also, you can import images from any folder. For example, if a dermatologist provided
patient images on a memory stick, you can plug the memory stick into the computer
and import the images from the removable drive.

You can import images in the following ways:

Import a single file. This scans one or more files.
Import multiple files from a directory. This scans all files in the directory.

Import images sent to the Windows Clipboard.

Importing one or more files

1.
2.

In the left pane of Input Manager, select Scanned Documents.

Press Insert on your keyboard or, on the secondary toolbar, click P (Add a
Scanned Document).

At Title, enter a name for the file(s) you are going to import.

(Optional) Create a group into which you can import the files (see Scanning page
groupings on page 23).

In the Pages box, click ¢4 . (Add Item) and select From Files.

8. Scanned Document

rScan Title
A T IHeaIth Recard far .|

—Pages
'@ Drawing...

H-=22 8|0

A\ Photo.., Add Page(s):
— D From Files. ..
Card... .
‘2 From Direckary. ..
@ From Clipboard
3 Custam, ..
Add Group:
IRetheScan(TM} j ‘8 Custom...
[~ Use Auto-Feeder 1 Black and white drawing

Select the file you want to scan and click Open.

NOTES
* To select multiple consecutive documents, press and hold the Shift key, while
clicking the first and last document to be selected.

* To select multiple non-consecutive documents, press and hold the Ctrl key and
click the individual documents to be selected.
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7.

Continue with the scanned document process as usual (see Editing Scanned
Images on page 27).

Importing multiple files from directories

1.
2.

10.

11.

In the left pane of Input Manager, select Scanned Documents.

Press Insert on your keyboard or, on the secondary toolbar, click P (Add a
Scanned Document).

At Title, enter a name for the file(s) you are going to import.

(Optional) Create a group into which you can import the files (see Scanning page
groupings on page 23).

In the Pages box, click ¢4 . (Add Item) and select From Directory.

Import Directory E
Irnport Direckory: I'I,'I,rdirt'l,HMScan J

v Include Sub-Directories
[~ Delete Files after Import

Cancel |

Click the Import Directory search button ( . |) and accept or change the default
import directory for the location.

NOTE: The location’s default import directory can be changed in the
Administration Module.

To import sub-directories, check Include Sub-Directories.

To delete the imported files from the selected directory after you import them,
check Delete Files after Import.

Click OK to import the images.

NOTE: Clicking Cancel stops the import and closes the dialog box, but the
imported images up to the moment you clicked Cancel will appear.

Select the file you want to scan. To select multiple consecutive documents, press
and hold the Shift key, while clicking the first and last document to be selected.

NOTE: To select multiple non-consecutive documents, press and hold the Ctrl key
and click the individual documents to be selected.

Continue with the scanned document process as usual (see Editing Scanned
Images on page 27).
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3. Scanned Documents

Importing images from clipboards

You might want to import a image that was saved to the Windows clipboard into Input
Manager. You can import bit mapped images stored on the clipboard.

1.
2.

In the left pane of Input Manager, select Scanned Documents.

Press Insert on your keyboard or, on the secondary toolbar, click P (Add a
Scanned Document).

At Title, enter a name for the file(s) you are going to import.

(Optional) Create a group into which you can import the files (see Scanning page
groupings on page 23).

In the Pages box, click ¢4 . (Add Item) and select From Clipboard.

Continue with the scanned document process as usual (see Editing Scanned
Images on page 27).
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Managing Scanned Documents

You can perform several tasks in Input Manager that help make working with scanned
documents more efficient. These tasks can also encourage communication between
you and the caregiver and possibly increase the accuracy of the documents:

Viewing and editing submitted documents

Once documents are scanned into Input Manager, you can view and edit them in Input
Manager. This is useful when a document is rejected, needs to be rotated, or otherwise
edited. You can view, link documents to encounters, diagnoses or plans, add
comments, submit them for caregiver review or save them to patient charts. In addition,
you can view and compare images from multiple dates.

Example: A patient has an echo cardiogram every year. You can compare the
documents from one year to the next by viewing saved documents from Input Manager.

1. In the left pane of Input Manager, click Scanned Documents.
2. Click the Status down-arrow and select one of the following:

* Document submitted - View the image, read messages, edit indexing,
approve/reject/delete/forward document to others.

e Document rejected - View the image, read messages, edit indexing, approve/
reject/delete/forward document to others.
NOTE: For Approved documents, you can only view the image, and indexing
information and annotation. You can also rotate the image or smooth display.
3. Double-click a Submitted or Rejected document.

4. Click the Message tab to view any comments entered by the scanner or caregiver.

#,_, Send Scanned Document

W Forward... | [#] pprove  [H] Reject I:IDelete| @

|a This document was rejected!

Message |D0cument| Index I

From: Manager, Syskem
Subject:  Rejected: : job title

----- Qriginal Mezzage--—-

» From: Manaager, System

» Sent; Monday, February 13, 2006 3.47 pm
» To: Manager, Syster|

» Subject; Fwd: job title

Forwarded to another caregiver

----- Original Meszage---

» From; Manager, Spstem

» Sent: Monday, February 13, 2006 3:47 pm
» To: Manager, System

» Subject: job title

Mezsage to System Manager about scanned docs
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3. Scanned Documents

*F_, Send Scanned Document

W& Forward. . | [#] Bpprove  [W] Reject I:IDelete| @

5. Click the Index tab to display or edit the indexing information.

M[=] E3

|a This document was rejected!

Messagel Cocument  Index |

Patient:  [Mr. Fred Finley J
Index:  |Encounter |

[iofice: visit (02/08j2008], -
Type: [Labs =l

Scanner:  Sysztem Manager
Submitter: System bManager

Date: [2i1312006  [(12 wesks aga) J
Title: Jiok title

L BRER O Y A

Annokation

See Indexing scanned documents as a separate task on page 31.

6. Click the Document tab to display the document in the viewer.

*,._f Send Scanned Document

4 Forward, ., | Approve  [¥] Reject IZIDeIete| 5"

IS[=] E3

@42 -

Pages

Y |D’EH|IFittoWidth |
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BSLE/00
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her

A= N = VL L

Mot Reviewed

| Page: 1/2

| Zoor: Width [~ Smooth Display

.

FHYSICAL EXAl
=

In the left pane, click a thumbnail image of a page. The larger image appears to

the right.
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Managing Scanned Documents

7. Use the secondary toolbar icons to do any of the following:

Icon Name Action
4 Move Up Move selected page up.
iy Move Down Move selected page down.
&” - | Edit Selected £l - Rotate 90° left.
Page I3, - Rotate 90° right.

[i - Rotate 180° - Turn page upside down.

o Print Documents Open Print Document to select printer and print options
(selected page only or all pages in document).

& Zoom Cursor Enlarge image at point of cursor.

& Move Cursor Move image (click and drag).

[T Navigate to First Display the first page in the document.
Page (Ctrl+H)

4 Navigate to Go back one page in the document.
Previous Page

Y Navigate to Next | Go forward one page in the document.
Page

Y] Navigate to Last Display the last page in the document.
Page (Ctrl+End)

3 Zoom to 100% Enlarge image to its actual size.

O Zoom to Fit Page | Resize image to fit the width of the page.
Width

O Zoom to Fit Whole | Resize to fit the whole image on the page.
Page

<drop-down list> Resize image to any of the standard proportions listed or
click Custom to select your own.

NOTE: Once you have adjusted the percentage, the field
stays highlighted. At this point, you can use your number
pad to change the percentage instantly by entering 1
(100%), 2 (25%), 3 (300%), 4 (400%), 5 (50%), or 7
(75%).

NOTE: Check Smooth Display at the bottom of the screen to use a graphic filter to
preview the image. It takes longer to display, but presents a better view.
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3. Scanned Documents

8. Click the primary toolbar icons to do any of the following:

Icon Name Action

Wy Forward Forward the document to another caregiver.

Approve Approve the document (if it does not need to be reviewed by
the caregiver) and save it to the patient’s chart (see
Submitting Scanned Documents on page 35.

il Reject Reject the document and send it back to the scanner.

= Delete Delete the entire document and all of its pages.

" Print (Ctrl+P) Open Print Preview to view Scan Document Message

including indexing information, submission information, and
thumbnails of the images.

Deleting scanned documents

You can delete the entire document including all pages within the document or delete
individual pages within a document.

To delete entire scanned documents

1. Inthe left pane of Input Manager, click Scanned Documents.

2. Use filters to locate the document you want to delete (see Document Search on
page 8).

3. Inthe documents list, select a document, click = (Delete Selected Document) on
the secondary toolbar, and then Yes to confirm.

NOTE: You can also delete entire scanned documents with a Status of Rejected or
Submitted by opening the document and, in the Send Scanned Document dialog box,
clicking '= (Delete Document) on the toolbar.
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To delete pages for in progress scanned documents

You can also delete pages for scanned documents with a Status of Status is Scanning
in Progress (documents that have not yet be submitted or approved).

1. In the left pane of Input Manager, click Scanned Documents.
2. Click the status down-arrow and select Scanning in Progress.

3. Double-click a document or select it and press F2 on your keyboard or g2 (Edit
Item).

4. Inthe Pages pane, select the page that you want to delete, press Delete on your
keyboard or click = (Delete Item) on the toolbar, and then click Yes to confirm.

To delete pages for scanned documents submitted
1. In the left pane of Input Manager, click Scanned Documents.
2. Click the Status down-arrow and select Submitted, Rejected, or Approved.

3. Onthe Scanned Documents secondary toolbar, click B8 convert to Job.
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4. Transcriptions

You can process both external and internal transcription from HealthMatics EMR,
depending upon the functionality that your practice has purchased.

External - Transcribe notes dictated by caregivers using hand-held devices, into
Input Manager. After caregiver approval, link them to the patient’s electronic
medical record either as SOAP notes located within the H&P Report or as
attachments, standing alone or linked to specific encounters.

Internal - Transcribe notes dictated by caregivers on the Voice tabs within Note
boxes located throughout the HealthMatics EMR application.

External Transcriptions

Caregivers can use external hand-held devices to dictate transcription documents that
staff members can transcribe into Input Manager and submit to reviewing caregivers
for approval. Approved transcription automatically becomes a part of the patient’s
electronic medical record.

There are two types of external transcriptions: SOAP and General Transcription

General transcription - Caregivers use external devices to dictate, and a staff
member transcribes the dictation into Input Manager, and indexes (matches) it to
a patient chart. Caregivers can view the transcription from the face sheet under
the transcription type, General.

SOAP transcription - Caregivers use external devices to dictate (Subjective,
Objective, Assessment, and Plan) SOAP notes. A staff member transcribes the
notes into Input Manager and indexes (matches) them to a patient and encounter.
The transcriptionist then submits it to the caregiver for approval, whereupon it
becomes part of the H&P Report for the linked encounter. Caregivers can view
approved SOAP transcription from the patient’s Face Sheet by clicking the visit in
the Encounters pane. A transcription note displays under each section of the H&P
Report for the encounter.

Transcribing from external devices

After a caregiver has dictated notes on a hand-held device, the transcriptionist can play
the notes and transcribe directly into Input Manager. The general steps for this are as
follows.

1.

2.

The caregiver dictates into hand-held devices, beginning with the patient’s name,
dictation date, encounter date (if any), and the type of document -- SOAP note,
referral letter, consultation report, progress note, etc. (See the Attachment Type
drop-down list in the Transcription dialog box in Input Manager for a complete
listing of General transcription types.)

The transcriptionist listens to the dictation, identifies the document as either
SOAP or General, logs into Input Manager, creates the appropriate new
document, and transcribes the dictation.
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Transcribing general dictation

1. Inthe left pane of Input Manager, select External Transcriptions.

2. Press Ctrl+G on your keyboard or on the secondary toolbar, click ga. (New
Transcription) > General.

*,_A Transcription _ O]
(& B @ @suwmt [} approve 7] Schedule

Patignt: IMr. Fred Finley Caregiver: IManning, Terry MD LI
Dictation Date: |5/12{2006 [{Today) J Attachment Type: |Consultation Report |

i~ Tranzcription

YRR M E&B 7 USEEY @ L

=

=l
:l:on-ants l
d BRBE M| ¥ %

=

;].

|Generd Transcription | In Progress

3. Identify the transcription by doing the following:

e Click the Patient search button (J) and select the patient to which the
transcription refers.

» Click the Dictation Date search button and select the date for the transcription.
* Click the Caregiver down-arrow and select the dictating caregiver’s name.

» Click the Attachment Type down-arrow and select the type of document you
are creating.

4. In the Transcription text box, transcribe the dictation.
5. If needed, select text and click the Transcription toolbar icons to format it.

NOTE: The formatting tools can help place importance on a particular part of the
document, or indicate topic changes.

Icon Name Action
& Cut Cut selected text.
Copy Copy selected text to clipboard.
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4. Transcriptions

Icon Name Action

= Paste Paste text on clipboard.

) Undo Undo last function.

'] Clear Clear all text in the pane.

& Font Display the Font dialog box to change the Font, Font
style, and Size, as well as Effects and Color.

B Bold (Ctrl+B) Bold selected text.

F Italics (Ctrl+1) Italicize selected text.

u Underline (Ctrl+U) Underline selected text.

iz Bullets Click to format text as bullets

iE Indent Move text to the right. Click again to indent further.

= Unindent Move text to the left.

v d Spell Check Run spell check on the transcription.

& Spell Check Options Select dictionaries and options for Spell Check.

a5 Auto-Replace Options | Add or edit Auto-Replace text.

(Optional) Enter comments to the caregiver at the bottom of the dialog box. These
comments are not part of the transcription and do not appear in the patient’s chart.

Use the primary toolbar icons to review and submit the transcription for approval
(see Reviewing and submitting transcriptions for approval on page 52).

NOTE: You can also click Zf] Schedule to search through the caregiver’s schedule to
check for missing transcription on a given date (see Searching schedules for missing

transcriptions on page 54).

Transcribing SOAP dictation

1.
2.

3.

In the left pane of Input Manager, select External Transcriptions.

Press Ctrl+S on your keyboard or on the secondary toolbar, click 52. (New
Transcription) > SOAP.

#,. Transcription =]
(A B @ | @ suwme Approve | 7] Schedule

Patient: . Fred Firley Caregiver: [Manager, System |
Dictation Date: [2/22/2006 [{11 weeks ago) J ttachment Type: | =
Encounker: | J
-~ Transcription :

Subjective | Objective | Assessment | Flan | Misc. |
P BR@Bed LB 7 U EEEY S L |

Identify the transcription by doing the following:
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*  Click the Patient search button (J) and select the patient to which the
transcription refers.

» Click the Dictation Date search button and select the date the transcription
was dictated.

» Click the Caregiver down-arrow and select the dictating caregiver.
* Click the Encounter search button and select the associated visit (if any).

In the Transcription text box, click tabs (Subjective, Objective, Assessment, Plan,
Misc.) and transcribe the dictation on each tab as appropriate.

Review the transcription and use the secondary toolbar icons as needed to revise
and format it (see Transcribing general dictation on page 50 for a description of
the icons).

Use the icons to review and submit the transcription (see Reviewing and
submitting transcriptions for approval on page 52),

Reviewing and submitting transcriptions for approval

After transcribing dictation in Input Manager (see Transcribing from external devices on
page 49 and Transcribing voice notes from the EMR on page 55), you can review the
transcription to check for errors and see how the transcription will look before
submitting it for approval.

1.

In the left pane of Input Manager, select External (or Internal) Transcriptions) as
appropriate.

= | 57 | Boictatedby... | SPFker -

Patient: Iq:.C\II Patignts = Jﬂ Dates: IThe past week J

Transcribed By: IManager, Swstem j Skatus: I{P.II Statuses:> j

Click 57 to select a quick filter (see Quick Filters in the Application Reference
manual), or set any or all of the following filters to locate the document to review.

» Dictated by - Select the caregivers for whom you want to see dictation and
click OK.

e Patient - Click the search button (J) to select a patient or click All.

* Transcribed by - Click the down-arrow and select the name of the
transcriptionist or All Grantors.

* Dates - Click the search button (J) to open Set Date Range and select the
date(s) for which you want to see dictation.

» Status - Select the status of the documents you want to view (Current Batch,
In Progress, Submitted, Approved, Disapproved). Alternatively, select All
Statuses or All Requiring Action.

Double-click a document to open it or select it and press F2 on your keyboard or
click g# (Edit Selected Item).
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4. Transcriptions

4,

6.

7.
8.

10.

Review the transcription and use the secondary toolbar icons as needed to review
and format it.

Y EBaT|A&B 7 USESEY @a

(See Transcribing general dictation on page 50 for a description of the icons).

Click icons on the primary toolbar to do any of the following:

NOTE: The icons available depend upon the Status of the document selected.

Icon Name Action

@& Preview Click to preview the formatted document.

& Print Click to print the document for review before submitting it for
approval.

Save Click to save the document if you are not yet ready to submit if for
approval. The document remains in Input Manager with a Status of
In Progress.

'] Clear Click to clear indexing information from this transcription, so that
you can begin again.

Forward Click to forward this transcription to another caregiver.
i@ Submit Click to send the transcription and your message to the selected

reviewing caregiver for approval. The message with the
transcription attached appears in the Documents view of the
caregiver’s Inbox. The Status in Input Manager changes to
Submitted.

Approve Used by the reviewing caregiver to approve the transcribed
document and attach it to the patient’s chart.

Reject Used by the reviewing caregiver to reject the transcribed document
and return it to the transcriptionist for revision (with comments).

If you are ready to submit the transcription to the caregiver for approval, click @
Submit to display Send Transcription.

Verify or change the Caregiver and enter a Subject.

On the Message tab, enter a note to the approving caregiver if desired.

NOTE: Messages and Comments serve as important communication between the
caregiver and the transcriptionist. Text in the Comments or Message boxes
should identify misunderstandings or clarify transcription content. Each comment
saves as a permanent part of the transcription record, but does not display on the
patient's H&P Report.

If the caregiver is waiting for the transcription, select the High Priority box at the
top of the screen.

Click :z=: Send.
The transcription with the message attached appears in the Documents view of
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the caregiver’s Inbox and the Documents icon (& @) on the caregiver’s status bar
increases by one.

Searching schedules for missing transcriptions

To see a list of patients seen by caregivers on a given date to determine whether
dictation has been received for all patients seen on that date, you can quickly check
caregiver schedules.

1. Inthe left pane of Input Manager, select External Transcriptions and click 2° and
General or SOAP to display the Transcription dialog box.

2. On the primary toolbar, click Z Schedule.

Schedule search E
Date: I 5/10/2006 'I Today -1 +1
Caregiver: Iq:.C\II Caregiverss ﬂ
Patient:  |<All Patients> J al
Location: I::P.II Locations = j search | Claar |
Appainkrient | Careqiver | Patient | Location |
DS,I'ID,I'2DDE~ ;00 AM Manning, Terry MD Finley, Mr, Fred Family Practice Clinic
DS,I'IEI,I'ZEIEIE- 10:00 AM  Manning, Terry MD Galespie, Mrs, Gail Farily Practice Clinic

i I Zancel

3. At Date, select a date.

4. Select the Caregiver, Patient, and Location or
Select All Caregivers, All Patients, and All Locations.

5. Click Search.

NOTE: You can quickly change dates by clicking any of the following and then
clicking Search again:

* Today - To return to today’s schedule

* .1 - To search the schedule for one day previous to the selected date

* +1 To search the schedule for one day after the selected date

6. To exit and return to the Transcription dialog box, click OK.
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internal Transcriptions

In practices that have purchased voice notes functionality, caregivers can dictate notes
directly into the HealthMatics Clinical Module by clicking the Voice tab in any Note dialog
box.

The Clinical Module sends the dictation to Input Manager, where a transcriptionist
transcribes the recording. The transcriptionist can send the transcriptions directly to the
chart, if given permission, or can send them for review by the caregiver. The caregiver
can play the dictations and compare them to the transcribed text ensuring that they
match. If the caregiver approves the transcription, it is saved in the patient’s chart.

Internal transcriptions appear in the notes of the contact screen used in HealthMatics
EMR. They also appear in each section of the H&P representing where the dictation
was recorded.

Transcribing voice notes from the EMR

When a caregiver dictates a note on any Voice tab in the HealthMatics EMR Clinical
Module, itis listed in Input Manager as an internal transcription. Transcriptionists log into
Input Manager to listen to the dictation and transcribe the note. Transcribed notes are
sent back to the dictating caregiver for approval. When approved, they become part of
the H&P Report for the respective patient visit.

With appropriate permission, transcriptionists can also “approve” and save the
transcription to a patient’s chart.

1. Inthe left pane of Input Manager, select Internal Transcriptions.

NOTE: There is no |EE.L-I| on the Internal Transcriptions secondary toolbar, because
internal notes are sent automatically to Input Manager and become part of the
H&P Report. So you don't have to create a new document.

2. Onthe secondary toolbar, select a quick filter (57Fiter ~) or use the filters to locate
the dictation:

NOTE: For instructions for creating and using quick filters, refer to Quick Filters in
the Application Reference manual.

» Dictated by - Select the caregivers for whom you want to see dictation and
click OK.

e Patient - Click the search button (J) to select a patient or click All.
e Transcribed by - Defaults to your user name.

* Dates - Click the search button (J) to open Set Date Range and select the
date(s) for which you want to see dictation.

*  Status - Select <All Requiring Action>.
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3. Double-click an item to open it or select it and press F2 on your keyboard or 5%
(Edit Selected Item).

#}. Transcription =] B3
Ei C;ﬁ | | |% Submit Approve
rIndex
Patignt: M, Fred Finley Submitked By:
rDictation Audio
Dickation Tvpe:  Feview of Swstems J
Dickated By: Terry Manning, MD [ 00:00.000 ]
Dictation Date:  4/5/2006 Jo | 1| ]| o [ ]

—Transcription
LA EBE eI YR A
I [~

|

|Internal Transcription |Ready to Transcribe

4. Click » | (Play) to listen to the dictation as you enter the Transcription text box at
the bottom of the dialog box.

5. Select text and click the Transcription toolbar icons to format it, as described in
Transcribing general dictation on page 50.

6. Review and submit the transcription for approval (see Reviewing and submitting
transcriptions for approval on page 52).

In HealthMatics EMR Clinical Module, approved internal transcription can be viewed in
the appropriate section of the H&P Report for the visit (History of Present lliness,
Review of Systems, Physical Exam, etc.).
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5. Administration

In the Administration section of Input Manager, you can create and edit scanned
document types, set scanning parameters, and view transcription statistics.

Document Types

Each document that is scanned into HealthMatics EMR is assigned a Document Type.
Document types represent a group of similar documents (Examples: pathology records,
nursing home records, or patient results.

In Input Manager Administration, you can add, edit, or delete document types.

Adding document types

1.

From the left pane of Input Manager, under Administration, select Document
Types.

Click &P (Add Document Type) or right-click and select Add.

. Input Manager - Document Types M[=1E3

SEssn

P IIEEI A et gf orawing... S Photo. Ecard.. 3 Custom... |

Location: [Healthmatics = | Srogout... West...
B @ Input Manager Document Types Document Type Properties [ x]

D Scanned Documents

A7 External Transcriptions ut,'}l i & | @ [~ Description: ||
A2 Inkernal Transcriptions | Document Type ~ ™ Neads Review
=By Administration B
£y T | ] Black and white drawing Status: IEnabled L[
) scanning Quaities 5 E Color photograph
ke S | ] Labs
Transcription Statistics |
59 3.”[ | old records | oK | Cancel |
8 Caregiver Matching : [l path Reports &S
€ Patient Matching | Bl Text Mo Enabled

At Description, enter the name of the new document type.
Select Needs Review if this type of document must be reviewed by a caregiver.

Click OK to save the document type.

Editing document types

1.

From the left pane of Input Manager, under Administration, select Document
Types.

Select a document type and click s# (Edit Document Type).

Change the Description, Needs Review, or Status (Enabled, Archived) of the
document type and click OK.
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Archiving or deleting document types

You can delete a document type that you no longer need. Document types are archived

initially.

1. From the left pane of Input Manager, under Administration, select Document
Types.

2. Select a document type and press Delete on your keyboard or click == (Delete
Document Type on the secondary toolbar and click Yes to confirm.
The document type is archived.

3. To delete the document type permanently, on the secondary toolbar, select the
Show Archived box to locate the archived item.

4. Select the archived item and press Delete on your keyboard or click = (Delete
Document Type) and Yes to confirm.
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Scanning Qualities

For each type of scanned document, you can define the scanning resolution and other
quality settings.

Example: You might want to choose high quality resolution settings for photos, yet
choose low quality resolution settings for business or insurance cards.

You can set default scanning qualities for cards, drawings, photos, or text. However,
scanning operators can change these defaults as needed for individual jobs.

1.

In the left pane of Input Manager, under Administration, select Scanning Qualities.

#,. Input Manager - Scanning Qualities =]
Session  View Help
P - . ME | A Text. g orawing.. A} Photo. i Card.. &Custom

Location: [Healthmatics =] | Ediegout... WPest...

D_ Scanned Documents

A2 External Transcriptions | =)
B ﬁnl.n?:ema.l Transcriptions Type ~ | pixel Type | Reschution | Paper Size | Bright. | Auto | Contr. |
T nistr ation S Card Gray Scale 150:150  Business Card

& Document Types :
3 Scanning r'"-...:-- &Drawing Gray Scale 200200 US Letter

Transtription Statistics photo  Color RGB I00x300 LS Letter
o % peconcier Text Black & White 150150 LS Letter

oo oo
EEEE

Double-click a Type or select it and press F2 on your keyboard or click &7 (Edit
Quality).

Quality Properties [ x|

| \3‘) The scanner might not support all the selected values., |

rGeneral
Quality Tvpe: Card
Pixel Tvpe: araw Scale (6 bitfpicel)
Resolution: |15E|x15tl pixelsfinch ﬂ
Paper Size: IBusiness Card ﬂ
—Image
|ighter darher
[~ Brightness: [ ]
R R A A B R S R AR AR
[ Auto Brightness
|ESS mare
[T Contrast: T ]

Reset | o4 I Zancel

Change the Pixel Type, Resolution, Paper Size, Brightness, Auto Brightness, or
Contrast.

NOTES
* For each of these, you can choose a setting or the setting of Scanner Default,
which uses the default settings of the specific scanner.

*If the scanner does not support the chosen options, ignore the settings. To not
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apply a value, select Scanner Default in the drop-down lists or deselect the check
boxes.

4. Click OK to save the changes.

Transcription Statistics

Input Manager provides statistics to help gauge transaction statistical performance
based on the status of all completed (SOAP and General) documents after submission
for caregiver review. Transcription statistics can be displayed for all completed
documents or documents transcribed within a specified date range.

1. Inthe left pane of Input Manager, under Administration, select Transcription

Statistics.
&, Input Manager - Transcription Statistics H=1E3
Session Wew Help
SR E Arest.. g Oraving... fiPhoto. . [Eicard . B custom...

Location: [Heakhmatics -] | Siogout... Wesk...
=) [ Input Manager Transcription Statistics

D ‘Scanmed Doouments -
A2 Extemal Transeriptions || [5]

SR e i?ﬁr:::t::lm: e Transcribed By: [Manager, System =l Dates: [The past week [-<]
g:‘“"‘?“‘“"‘“_‘ | Status = |_Document Count | % of Total... | Line Court | % of TotalLines |
) Tlmmlv:;sﬁcs ?M&Md ! 50 0 a

Qs o [ o 0 5
£ Cueger A subenitted 1 50 o o

Patient Matching
Pt Log
5% PM Interface Options
@ Provider Import Queue
{8 Location Import Queus

Total Document Counk: 2
Tokal Line Counk: 0

Logged in as Manager, System Transcriphion Statistics

2. Click the Transcribed by down-arrow and select a transcriptionist’s name.

3. Click the Dates search button ( ..|) and select a date range.

4. For each transcriptionist, view the total number of documents transcribed, the total
number of lines transcribed, and the percentages of documents approved,
disapproved, etc.
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6. Reconciler

You can match test results received electronically from external labs with caregivers
and patients in HealthMatics EMR. If the interface cannot match a result to a caregiver/
patient in HealthMatics ERM, the incoming unresolved results appear in the Reconciler
of Input Manager. From the Reconciler, you can manually match the results to the
caregiver and patient manually in your EMR database. Once matched, the test results
are saved automatically to correct patient’s record.

The Reconciler in Input Manager is a secure system. You can set security to determine
who is authorized to initiate the process to obtain results from external laboratories, as
well as who can accept the results.

Patients are associated with locations through their ordering caregivers. The
Reconciler provides location level security and filters patients from caregiver lists.
Caregiver-defined provider types can be added or removed from caregiver selection
lists. Patient data access is restricted by controlling location privileges to caregivers in
the HealthMatics EMR Administration Module.

Reconciler Features

The Reconciler includes the following features:

» Caregiver matching - View a list of ordering caregivers received with patient
results that do not match to the HealthMatics EMR database. Use this feature to
match unresolved results to the appropriate caregiver in HealthMatics EMR, and
to view and/or clear results as needed (see Caregiver Matching on page 63).

NOTE: Unmatched results caregivers must be matched to EMR caregivers before
unmatched patients for those results appear on the screen.

« Patient matching - View a list of patients (and their associated lab tests) whose
caregivers match the EMR database, but the results do not match patients. You
can match unresolved patients with the correct patient in the HealthMatics EMR
database or to clear results if necessary (see Patient Matching on page 72).

« Audit log - View all caregiver and patient reconciliation activities, such as
matches performed, deleted, and reassigned; view details on all patient results
received; and view any deleted results (see Audit Log on page 80).
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Result Notification Hierarchy

The Reconciler posts the results to HealthMatics EMR and displays a message in
HealthMatics EMR indicating that results are updated (referred to as the Result
Noatification).

Only HealthMatics EMR users receive result notifications. Referring physicians are
added to EMR, but do not have logins and do not receive natifications.

A notification hierarchy exists for each result interface if HealthMatics EMR cannot
identify the ordering caregiver. There are six types of caregivers that can be notified
and the following shows the typical natification order, although it can be customized for
each facility:

e Ordering provider

» Requisition provider
e Preferred provider

e Default provider

e Attending provider

e Result CC'd provider

Each caregiver is assigned a priority. If the first priority caregiver cannot be located, the
second will be notified. If the second cannot be located, the third will be notified, and
so on.

HealthMatics EMR can identify a provider, based on the information provided in the
result transaction and information stored in HealthMatics EMR. The natification priority
is set for these providers when the HealthMatics specialist configures the interface for
your facility.
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Caregiver Matching

After results have been downloaded, the Reconciler attempts to match results to
caregiver and patient names and sends matched results directly to the HealthMatics
EMR. However, the reconciler sometimes cannot match the results. The following are
possible reasons:

» Caregiver name does not match - The ordering caregiver name sent with the
results does not match a HealthMatics EMR caregiver.

» Caregiver external ID does not match - The caregiver’s ID sent with the results
does not match the HealthMatics EMR caregiver ID (UPIN).

You can match those results to a caregiver, add a new caregiver, or delete the
unmatched results from Input Manager.

Viewing the list of unmatched results

When downloaded results for a caregiver cannot be matched to the HealthMatics EMR
application ordering caregiver, the caregiver name sent with the results displays on the
Caregiver Matching view in the Reconciler. Unresolved matches occur when your
practice management system stores the name one way and the external laboratory
stores it another. Matching these caregiver names in the Reconciler also enables future
results to be received from the external laboratory and recorded automatically in the
HealthMatics EMR.

You must first match the results to an EMR caregiver before you can match results to
patients.

NOTE: After matching the incoming results caregiver to a caregiver in the HealthMatics
EMR database, you can break the match, if necessary. Breaking the match affects only
future results. It does not affect results already sent to the EMR (see Deleting caregiver
matches on page 67).)

1. In the left pane of Input Manager, under Reconciler, select Caregiver Matching.

& Input Manager - Caregiver Matching
Session  Miew Help

P - = BiText.. o Orawing... f Photo.. E3Card... S Custom... | Location: [Heaithmatics =] | Ediopo... Whest...
5

A External Transcriptions | =9 .D? View Resuls... @
‘é“ Internal Transcriptions

= [y Administration Source: [iﬁlimcrs} j |fi' Unmatched Carsgivers ( Mabched Caragevers
3 Document Types Source | Caregrver | External 1d [ Type | Makched to EMR Caregiver | Login
a ::wcrm; m! S{-a:lﬂl-:‘s ! Labs- Results... OR

© Reconcler

£} Caregiver Matching
0 Patsent Matching
% sudt Log

NOTE: The view defaults to Unmatched Caregivers. To list results already
matched to caregivers, click the Matched Caregivers radio button.

2. Click the Source down-arrow and select either <All Sources> to match results for
all results interfaces or select a specific results interface.
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3. Select an unmatched item and use the secondary toolbar icons to do the

following:
Icon Name Action
= Delete Delete the selected caregiver match.
Caregiver matches cannot be deleted if results are
unmatched.
e Edit View incoming caregiver name, Id, and UPIN, and test results

for the selected item (see Caregiver Matching on page 63).

View Results

View details of the results received.

Refresh Refresh the list of results in the Caregiver Matching view.
Source List all results interfaces available.
Show List result items that the system was unable to match to EMR
Unmatched caregivers.
Caregivers

Show Matched
Caregivers

List result items matched to EMR caregivers.

For the unmatched results, you can do the following:

Identify an unknown caregiver (called the incoming caregiver) and match it to a
correct ordering caregiver.

Identify an unknown caregiver and match it to a caregiver you add (see Adding
new caregivers in the reconciler on page 66).

Selectively remove unwanted tests and their associated results (see Deleting
results not matched to patients on page 79).
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Matching results to caregivers

1.

In the left pane of Input Manager, under Reconciler, select Caregiver Matching.

NOTE: The view defaults to Unmatched Caregivers. To view a list of results
already matched to caregivers, select the Matched Caregivers radio button.

Double-click an unmatched item or select it and press F2 on your keyboard or
click ,# (Caregiver Match Properties).

Caregiver Search
- Incoming Caregiver
Name:  [MANNING, T Id: [3060
LPIN: I Wiew Results. ..
~Search :
Last Name: [MM\NING Type: [@.II Types= E‘
Eirst Name: [T specialty: | <All Specialties> |
[~ Include Referral Caregivers
Search | Clear | add |
Caregiver Name l Type | Specisky I LIPTH I Login
& MANMING, Dr. Tatiana Artending [ Staff ...  Cardiclogist 555553 TATMANNING
) Manning, Terry MD Attending [ Staff ...  Family Practice 321321 TERRY
4 |

Caregiver Search displays a list of all caregivers in the HealthMatics EMR
database whose last name and first initial are the same as the Incoming
Caregiver.

Look at the caregiver information at the top of the screen, and determine if the
Incoming Caregiver should be matched with any of the EMR Caregiver Names in
the box below.

If none are appropriate, click Clear and then, in the Search box, enter caregiver
information and click Search.

NOTES
* To match the incoming caregiver with a referring doctor, check Include Referral
Caregivers to include them in the list of displayed caregivers.

* To preview or print the results before you match the caregivers, click View
Results. See Viewing and printing result reports from reconciler on page 67.

* If none of the caregivers listed are correct, you can add a caregiver to the
HealthMatics EMR, if appropriate, and then match the incoming caregiver to the
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6.

newly added caregiver. Click Add and see Adding new caregivers in the reconciler
on page 66.

In Caregiver Search, double-click a caregiver that you think might match.

Incoming Caregiver Match to EMR Caregiver
Hame:  [MANNING, T Haime:  [anning, Terry MO
e [0 Login:  [TERRY
UPIN: I LUPIN: I:;“gm
Search.
oK | Cancel |

The Reconciler shows the Incoming Caregiver information on the left and the
HealthMatics EMR caregiver to whom you are matching on the right.

To accept the match, click OK.

The entry in Caregiver Matching is removed and the Reconciler automatically rescans
all results associated to that caregiver for patient matches. One of the following occurs:

If patient criteria match with an existing patient in HealthMatics EMR, results are
sent to that patient’s chart and a Results Notification message is sent to the
appropriate caregiver.

If patient criteria do not match with an existing patient in HealthMatics EMR,
results display in Patient Matching.

Adding new caregivers in the reconciler

If the Reconciler does not provide any matches or the matches are not correct, you can
add a caregiver to the HealthMatics EMR and then match the incoming caregiver to this
newly added caregiver.

1.
2.

In the left pane of Input Manager, select Caregiver Matching.

Double-click an unmatched item or select it and press F2 on your keyboard or
click ,# (Caregiver Match Properties)

In Caregiver Search, click Add to display Caregiver Properties.

» Enter the Identification and Address information and click OK.
For detailed instructions, refer to Caregiver Properties in the Administration
Module manual.

» In Caregiver Locations, select the locations where the caregiver provides
services and click OK.
For detailed instructions, refer to Caregiver Locations in the Administration
Module manual.

Back in Caregiver Search, click Search.
The new caregiver appears in the Caregiver Search dialog box if the caregiver
has the same last name or UPIN ID.

Match the new caregiver to unmatched results, as usual (see Caregiver Matching
on page 63).
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Deleting caregiver matches

You can break the match between an incoming ordering caregiver and the
HealthMatics EMR caregiver by deleting the match. If you delete the match, any future
results for that incoming caregiver will not match to that HealthMatics EMR caregiver.
The next time a result is sent with that caregiver, it will display in the unmatched
caregiver screen.

1. Inthe left pane of Input Manager, select Caregiver Matching.
2. Select the Matched Caregivers radio button.

3. Inthe list of matched caregivers that displays, select the caregiver name that
should not be matched and press Delete on your keyboard or click .= (Delete
Caregiver Match) and Yes to confirm.

Viewing and printing result reports from reconciler

In Input Manager, the Reconciler provides several options for viewing and printing
reports for results received electronically.

NOTE: To view results for all caregivers and patients, use the Audit Log. You can search
by patient name, ordering caregiver, or by order requisition or accession number (see
Audit Log on page 80).

You can view the results in a dialog window or view them in a report, which you can
then print.

1. In the left pane of Input manager, under Reconciler, select Caregiver Matching.

Caregiver Matching

= | §| Yiew Results, ., | |

Source: Iq:.C\II Sources = ﬂ " Unmatched Caregivers {+ Matched Caregivers

Source | Careqgiver | External Id | Type | Matched to EMR Careqgiver | Lagin
B abs MANNIN, .

30680

Manning, Terry MD

- Results, .,

2. Select the Source and either Unmatched Caregivers or Matched Caregivers to
locate the item you wish to view.
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3. Select a results item and, on the secondary toolbar, click View Results.

= 9 = | [T | View Import Event... | View Resul Report...

Contents:  Unmatched Results for Ordering Caregiver: No_Caregiver_Name
Source: Labs- Resuks Only

Hame Reguisition | Specimen Date
- 8 ESKEW, ANTON
8- & LIPID PANEL
TRIGLYCERIDES
CHOLESTERCL, TOTAL
HOL CHOLESTEROL
LOL-CHOLESTEROL
CHOLHDLC RATIO
= @ COMPREHENSTVE METABOLIC PANEL Priarity:
GLUCOSE
UREA NITROGEM (BUN)
CREATIMINE
Ri INGCRFATIMNTGE RATIO ﬂ
Test ID: 7600 Ordered By: Mo _Caregieer_Name
Test Mame: LIPIDY PANEL UPIM:
Priority: oC:
Import Status: Reconcie Required

OKICamell

» Highlight the patient’s name to view demographic and other information about

the patient in the preview pane.

» Highlight a test name to view the results in the preview pane.

Test ID: 8188 Ordered By: MANNING, T
Test Name: HOG QUALITATIVE UPIN:
Priority: CC:

Import Status: Redinking

*  Click toolbar icons to do any of the following:

Icon Name Action
Expand All Expand all results in the tree.
—E'I Collapse All Collapse all results in the tree.

View Import Event | View import event details.

View Result Report | Preview and print the Result Report.

NOTE: Delete and Clear are disabled if you selected Matched Caregivers on

the previous screen.
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4. To view the Results Report in Print Preview, click View Result Report.

S an om b N 060 ] o

Reconciler Result Report
Labs- Resailts Only

ONITS. MG-DL (CALC)

Test Perforsed at

QUEST DIAGNOSTICS-ATLANTA
1777 HONTRELL CIRCIE

il i e e: ESEW, sNTON it Wame: HealMatice

Patint 1D : 7SEL00 Shtir Adddress: 5501 Dilard Drva

Fatlont OE: 327194 (B2 year oid) Cary, NC 27511

Patient Sex: L Gite P e (o) 63 23202

Ao ssion: ATEI1%88E Phys clan: P _Canerg beer_Narme [NO_D#_I0S]

Rl sition: QETONS4Z Phys 1ID/UPIN

Collectad: Arcount humber: 701 7508

Feported:

Reecakvid |

Remarks:

Test Name In Ranige out of Range Unlts Mormal Range  Status

LIPID PANEL Fradmnary
TRIGLYCERIDES 123 MG/OL <1%0 Fral
CHOLESTEROL, TOTAL 3 MEOL <200 Fnal
HDL CHOLE STERCL 5 MG/ > OR = 40 Fna
LDL-CHOLESTERDL L2 <130 Fhna

View the following sections in the report:

» Header information

Information Type

Iltems

Patient information

Patient Name, ID, Sex, Age

Report information

Accession ID, Requisition ID, Reported, Received,
and Collected dates and times

Site information

Includes name, address, and phone number of the
healthcare facility or location.

Caregiver information

Ordering Physician, Physician ID/UPIN, and
physician location account number

Remarks

Comments, if any
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Caregiver Matching

e Column information

Item Description
Test name Ordered panel name with individual test holding the
result indented below
In range Test result value within valid reference range. If test

not performed, DNR (did not run) displays.

Out of range

Test results not in the valid range

Low-Low, Low, Medium, High, High-High, or Panic
display

Units

Measurement of last ranges (for example, ratios,
liters, or seconds)

Normal Range

Range of normal values

Status

Status of results (Preliminary, Final, Reviewed)

Notes

General comments regarding lab orders or test
results

NOTE: All report information is provided by the external laboratory that
provides the download files.

* In Print Preview, use toolbar icons to do the following:

Icon Name Action
% ] Print Print selected page.
&) Zoom Magnify the image.
™ Move Change the cursor to a hand, which you can then
use to click and drag the image as needed.
View One Page View one page at a time.
View Two Pages View two pages at a time.
4 First page Display the first available page.
4 Previous page Display the previous page.
Y Next page Display the next page.
Pkl Last page Display the last page.
5 Zoom 100% Zoom page to 100%.
E Zoom to page width | Zoom page to fit the width of the window.
E Zoom to whole page | Zoom to show the whole page in the window.
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6. Reconciler

Icon

Name

Action

<custom view>

From the drop-down list, select the view percent or

setting.

Close

Close the preview window.
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Patient Matching

When downloaded results for a patient cannot be matched to a HealthMatics EMR
patient, the items appear in Patient Matching in the Reconciler. Unmatched results can
happen if your practice management system stores the patient name one way and the
external laboratory stores it another. Matching these unresolved patient names also
enables future results to be received from the external laboratory and recorded
automatically in the HealthMatics EMR.

HealthMatics EMR uses five identifiers to match patients in the reconciler: patient
name, date of birth, gender, SSN, and patient ID. There are four combinations of these
that can be selected as the matching criteria for each result interface:

» Patient name, date of birth, gender, SSN, patient ID
» Patient name, date of birth, gender, SSN

» Patient name, date of birth, gender, patient ID

» Patient name, date of birth, gender,

The HealthMatics Interface Specialist configures the interface and chooses the patient
matching criteria based on your facility’s needs.

NOTES

* You must match caregivers in Caregiver Matching before you can see their
unmatched patients in Patient Matching (see Caregiver Matching on page 63).

»  After matching the incoming patient to a HealthMatics EMR patient, you can break
the match, if necessary. Breaking the match affects only future results. It does not
affect results already sent to the EMR (see Deleting patient matches on page 76).

Viewing results not matched to patients

NOTE: Location assignments of caregivers determine which results caregivers can
view. If your user ID does not have access to all caregiver locations, you may not see
all unresolved patients. Therefore, someone with access to caregiver locations must
match any remaining unresolved patients

1. In the left pane of Input Manager, under Reconciler, select Patient Matching.

= g‘? View Results, .

Source: I <All Sources s _'_] (% Unmatched Patients ¢ Matched Patients
I Source Pakiant ExternalId | DOB Sex | S5M Matched to EMR Patient
L8 L abs- Results, .. ONEAL, OLIVIA 06/06/197 1 132

1. Click the Source down-arrow and select the results interface for which you want to
match patients or select <All Sources>.

2. Do one of the following:

» Select Unmatched Patients to view a list of results received that could not be
matched to patient names within the HealthMatics EMR database.

* Select Matched Patients to view a list of results that were manually matched to
patient names within the HealthMatics database.
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6. Reconciler

3. View the following information about unresolved patient accounts:

Field Description
Source Interface through which the result was received.
Patient Last and first names of the patient associated with these
patient results at the external laboratory.
External Id# Patient’s identification number at the external laboratory.
DOB, Sex, SSN Patient’s date of birth, gender, and Social Security number

as recorded at the external laboratory.

Matched to EMR
Patient

Name of HealthMatics EMR patient to which this result is
matched.

4. Use secondary toolbar icons and fields to do the following:

Ilcon

Name Action

= Delete

Delete the selected result (see Deleting patient
matches on page 76).

e Patient Match Properties | View patient match properties, such as name, ID,

and UPIN (see Matching results to patients on
page 74).

View Results Preview or print details of the patient results before

matching the results to a patient.

Refresh

Refresh the list of the results in the Patient Matching

window.
Source From the drop-down list, select to view all types of
unmatched results or only those from the lab.
Unmatched Patients Display a list of results for unmatched patients.
Matched Patients Display a list of results for matched patients.

5. To preview or print the results before you match the results to a patient, on the
secondary toolbar, click View Results (see Viewing and printing results for patient
matches on page 79).

6. To match results to a patient, see Matching results to patients on page 74.
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Matching results to patients

Incoming patients must be matched to patients in the HealthMatics EMR database
before their results can become part of the patient charts. The procedure for processing
an unresolved patient result depends upon the reason it is unresolved.

Reason for No Match Solution

Patient record not found | Patient names from HealthMatics EMR that begin with the same
letter as the last name of the patient name and the first letter of the
first name selected, appear. Reconciler highlights the most likely
patient match.

NOTES

« The list of patients in Search Results is limited by your location
permissions. The patient’'s Preferred Caregiver determines if
the patient appears on the list.

« A patient without an assigned preferred caregiver will
automatically appear in the Search Results.

« If the patient is assigned a preferred caregiver that has the
same or fewer location assignments as the caregiver viewing
the list, that patient will appear on the list.

« If the preferred caregiver has location assignments that the
caregiver viewing the list does not have, the patient will not
appear on the list.

« If the HealthMatics EMR list does not include the matching
patient name, return to the HealthMatics EMR (or practice
management) application and add the patient to the database.
Then return to Input Manager and match the results to the
patient.

Multiple patient match Select the matching patient from the list of possibilities.
possibilities exist

A lab order is returned | Since this can indicate a problem with the lab interface, make a
without patient results note of the lab order patient information and contact your
HealthMatics EMR administrator.

NOTE: Location assignments of caregivers determine which results caregivers can
view. If your user ID does not have access to all caregiver locations, you may not see
all unresolved patients. Therefore, someone with access to caregiver locations must
match any remaining unresolved patients

1. From the left pane of Input Manager, under Reconciler, select Patient Matching.
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6. Reconciler

Double-click a result item or select it and click ,# (Patient Match Properties) or right-
click and select ,# (Properties) to open Patient Search displaying a list of all patients
whose last names are the same and/or have a matching ID.

Last Name: [0 Dats of Gith | [ J Seanch |

Eist Hame: | Phoe: [ J o

Patient Id: | dddress: |

S5 [~ Search Training Patients

Search Resuks:
Last Name | First Name | PatientId | 55N [ Gander | Date of Buth | Phone [ address
£ Otiesl Olrvis 0002 230-30-3132 Female 661971 (555) 5552345 123 'West Stree
£ obgyn1 Ptk OB-GYN1  2Z1-Z1-2121 Female  10/20/1977 (919)555-1010 1010 Main Stre
£ obaymz Patient OB-GYNZ 200200202 Female 811974  (919)S55-2000 2020 Northbroc
44 Ob-Gym 3 Patient OB-GYN 3 200-30-3030  Female BRI (919) SSS-3003 3030 Weshgabe
‘ | 2]

T

» If the reconciler locates a name that matches the specified criteria, the
Matched Patient window displays with the matched patient name highlighted.

» If no names are listed, change the spelling or other search criteria and click
Search to bring up a new list.

NOTE: All location assignment rules apply. If you attempt to search for a
patient you know is in HealthMatics EMR, but who is assigned to a preferred
caregiver who has location permissions exceeding yours, you might see a
message that indicates that no patients were found in your assigned locations
that matched the entered criteria.

Select a patient to whom you want to match the results and click OK to display the
patient match.

Patient Match
~Incoming Patient —Match to EMR Patient
Mame: IDNE.&L, DLIWIA, Marne: IMrs. Olivia O'Meal J
D: ID: ooz
DOB:  |06/06/1971 DOB:  6/6¢1971
SSH: - [230303132 55N [230-30.3132
Gex IF Sex: IFemaIe
Search... |

oK | Cancel |

In Patient Match, the reconciler shows the incoming patient information on the left
and the HealthMatics EMR patient to whom you are matching on the right. You
can click View Results to view the result information before confirming the match.

To accept the match, click OK in Patient Match.
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» To view the match, from the main Patient Matching view, select the Matched
Patients radio button. The patient name from the EMR database displays in
the Matched to EMR Patient column.

Patient Matching

| Source:  [<all Sources> =] Unmetchedpatients (¢ Matched Patints)
| Source | Patient | External1d | poB | sex [ ssm | Mastched to EMR Patient
| & Labs- Resuks... ONEAL, OLIVIA 08/06/1971 F 230303132 O'Neal, Mrs. Olivia

e The matched patient no longer appears in the Unmatched Patients view. The
Reconciler sends all existing results to HealthMatics EMR and sends results
notification messages to the appropriate caregiver, indicating new results
have been received. This action displays in the Audit Log.

Audit Log

Dote Range: [Teday 1 [T Py v—— |
Source: {:nlsuxes:- 3 Rutivity By: [ﬂ.ﬂl Caregivers> 3
~Search By Mame: 1 [“Search By Order |
|tasthame: [ (% patient Requiskion:

r—_-"mm Accesson: |

n¢ | ccossons | ordersdty | .. | dethy [ Etondident... | Matchedto |
£ AYERS, MERLL.. LAB... 4601520 4601520 KELLY ArrivalSurcesshul
@ AVERS, MERLL.. LAB... 4601520 4601520 FELLY Ordering Caragiver Mate.,.  “KELLY™ Maneirs, Teery ...
0 BALEY,ESSIE  LAB.. 4601530 4601530 KELLY Aertvab-Successhul
BAILEY, ESSIE LAB.., 4601530 4601530 KELLY Ordaring Caragiver Matc,..  “KELLY™ Manra], Teery ..

ﬂ ESKEW, ANTON  LAB.., Q5T00S42 ATEISESE o, C,aeqve Myrival-Suecesdul
NE2eaT y A, "

Deleting patient matches

After designating a match, you can delete the match so that you can match future
results to a different patient name. This does not remove the patient or the matched
results from the Reconciler or the HealthMatics EMR; it simply disassociates future
results from the EMR patient name.

1. Inthe left pane of Input Manager, under Reconciler, select Patient Matching.
2. Select the Matched Patients radio button.

3. Select a patient name. and press Delete on your keyboard or click = (Delete
Selected Patient Match) or right-click and select = (Delete), and click Yes to
confirm.

The item no longer appears in the Matched Patients view and future results received
from the external laboratory for that patient name will not be matched to the deleted
matched patient.
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6. Reconciler

To view the action taken, from the left pane of Input Manager, select Audit Log, click the
Activity down-arrow and select <All Activity Types>. Deleted matches are indicated with

am.
Audit Log

View ImpoeEEVENt.. | View Restis,.  Yiel Result Regorte, | ?Fhr - | a

Date Range: [Today | metity:  [<al actiity Types> =

SOUCE: Ic.nlls:unas:v ﬂ Activity By: !-mu Caragiverss ;I

By Mame: ByOrder

Last Name: | @ Patient Requistion;

First Name: | (" Ordering Caregiver || Accessian: |
Patient Source # | Accession # | Ordered
g
£ AVERS, M... LAB 3601520 4801520 KELLY Arrival-Successful
£ AvERs,M... LaB 4601520 4601520 KELLY Ordering Caregiver Matched By User (EMR
£ BALEY,E... LAB 4601530 4601530 KELLY Arrival-Successful
£ BALEY,E.. LAB 4601530 4601530 KELLY Ordering Caregiver Matched By User (EMR
€ EStEW, ... LAB Q5TO0S42  ATE3IS68E Mo Caregive... Arrival-Suceesshul
& onEAL, ©... LAB N82937 NB2937 MANNING, T ... Patient Matched By User (EMR)
< | i}

Patient Cross Reference Deleted by user: Manager, System, External Info: “ONEAL~OLIVIA~06/06/19714F~230303132,
Makched to EMR, Patient: O'Neal, Mrs. Clivia | 18_%ref_ID Deleted = 63

Highlight the item to see the details in the pane at the bottom of the screen.
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Verifying receipt of results

After all caregiver and patient matching has been completed for a result, the caregiver
can readily verify that results are available in HealthMatics EMR. Only one caregiver

receives a notification for results. That caregiver is indicated in Input Manager > Audit

Log under Notify.

View Import Everk... | ViewRosuks.. ViewResukBeport.. | SPFRer -

Date Range: [Todoy | mdnty: <l ndity Types> =]

Source: | <l Sources> x| Aoy ey: | <Al caregiverss =l

“Saarch By hame 1+ Search By Order

osthame: [ patent Requistion:

First Nama: l ™ Crderng Caregiver Arcesgon: I
Paterk ~ | Sowrce | # [Accosson# | OrdersdBy | ... | Actwty
5] LAE By Pabierst Mutch Delebed by User (EMA}
0 A¥ERS, M. LAB 4601520 4601520 KELLY Aerival-Successiul
0 avers, M. LB 4601520 4601520 KELLY Crdering Careghver Matched By User (EMR
B eansv, €. a8 4601530 4601530 KELLY Arrtval-Successhul
0 Banev, €. e 4601530 4601530 KELLY Crdering Caregpver Mabched By User (EMR
D emew, 2. L8 QETONS4Z  ATEISSBE  No_Coregive... Arrival-Successhul
B om0 a8 Na2es? nazeay MANNING, T ... Patient Matched By Ussr (EMR)
1] | |
Patient Namne: AYERS, MERLIN Ordered By: WELLY
Patient 10: 243 WELLY [335000]
Gender: L} Attending:
Do 9j12{1560 Requisitaon: 4601520
S5N; DOO0EP1 L Actession: 4601520
EMEL Patient: EME Dirdering: Mannng, Temy MD

| Matily: Hanager, Sysban EMR CC:
EML Attending:

To view the result notification in the Clinical Module, to the following:

1. From the left pane of the HealthMatics EMR desktop or the status bar, click Result
Notifications.

Result MNotifications

= | = Open... | Review...| éReply.., kﬁFnrward...|

Caregiver: II‘\'hElnen;narJ System jEI
From | | | Subject | Patient | Senk

Manager, System Lab results (5)... Finley, Mr. Fred 5/4/2006 10:10 A...
anager, System Procedure res...  Finley, Mr. Fred 5/8,/2006 4:58 PM

NOTE: Notifications are a convenience; they do not confirm whether results have
been received.

2. Ifthe results do not display, return to Input Manager > Reconciler and do one of the
following:

* IF results display in the reconciler, you received results from the external
laboratory; however, the reconciler could not match the results to a patient
record nor post them to HealthMatics EMR. Continue with the instructions in
Caregiver Matching on page 63.

* IF results display in neither the reconciler nor in the Clinical Module, request
another download from the external laboratory after checking your modem
and connections if you use a dialer interface. Check your services if you use
an HL7 Receiver Interface.
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6. Reconciler

If the reconciler is empty after the download process finishes, click [ to
refresh and verify all results were successfully matched and sent to
HealthMatics EMR. Unmatched results from the download process display in
the reconciler for review.

Viewing and printing results for patient matches

The process for viewing and printing results for patient matches is the same as it is for
caregiver matches (see Viewing and printing result reports from reconciler on page 67).

Deleting results not matched to patients

If you cannot match results to patients, you might want to delete the results and notify
the lab. After results are deleted, you can delete patients.

1.
2.
3.

In the left pane of Input manager, under Reconciler, select Patient Matching.
Select a patient name and click View Results.
In View Results, do one of the following:

* To delete a specific result, select it and click .= (Delete Selected Result) and
Yes to confirm.

» To delete all results for this patient, select the patient's name and click =
(Delete Selected Result) and Yes to confirm.

* Click OK to close View Results.

If all results were deleted, in the Patient Matching view, select the patient name
and click = and Yes to confirm.
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Audit Log

The Audit Log displays information about the receipt, reconciliation and notification of
processed result messages coming into the EMR from external sources. You can see
when a message was received, who performed any reconciling (that is, who matched
a caregiver or patient) and when the result notification was sent to the EMR.

In the Audit Log, you can review entries produced during the dial-in transfer and parsing
of lab data, and also logs of any HealthMatics EMR program installed at your practice.

1.

In the left pane of Input manager, under Reconciler, select Audit Log.

¥ Input Manager - Audit Log
Session  Yiew Help
& .
= & Input Mansger
) scanned Documents
(&5 Exbernal Transoriptions
A2 Tnternal Transcriptions
] Q Admirishr stion
3 Docurent Types
1y Searning Quaities
Q) Transeription Statistics
= % Reconcilér
B Caragiver Matching
€ Patient Matching
% fudk Log
1% P Inkerface Opticns
3 Provider Innport Queus
{8 Lotation Inpost Queus

[Logged in a5 Msnager, System

.E. B Tect.. of Ovaving... f Photo... (I Card... S Custom...

(=] E3

ocation: [Heakhmatics ] Siggos... Mhexk...

View Import Event... | WiewResuRs... ViewResukReport.. | SPFRer - | 5]
Date Range: [The past year J Activity: | <Al Activity Types> |
Source: [ <Al sourcms =] activiy By: [<al Caregivers> =l
Saarch By Mame Saarch By Order
Last Mame: & Patiert Raquisiion:

First Name: " Ordering Caregiver AOCESSION:

Patient ~ | source | Requistion # | icn £ |ME}|’ [oo [ Activity

2 LAB Ay Crdering Caregiver Mal
Ll onenL, oLvia 7 No_C al-Sucemsshi

0 ONEAL OLVIA  LAB NE2e37 NE2937 ™ taegn'zr Results Deleted by Use
a ONEAL, OLIVIA  LAB NEZ9AT NEZ93T MANMING, T [3 Sarival-Successiul

ONEAL, OLIVIA  LAB hEzZ5aT Hez53T MANNING, T[3... Ordering Caregiver Mal

[l I JLd|
Patient Name: ONEAL, OLIVIA  Ordered By: Mo_Careghver_Mame [NO_DR_ID1)
Patient ID: CC:

Gender: F Attending:

DOB: 616/1971 Requisition: Maze37

[ ZHIOIN T Accession Maza37

EMF Patient: EMR Drdering:

Motify: Managsr, System  EMR CLC:

EMR Attending:

fudt Log

Click SZFiter - to select a quick filter (see Quick Filters in the Application Reference
manual) or use any of the following filter to locate the log information you want to

view:
Filter Action
Date Range Filter log entries by date.
Source ¢ <All Sources> - Displays log entries from all result interfaces
or
« Select a specific results interface to view log entries.
Activity Filter log entries by activity type.
Examples: Patients Matched or Caregiver Match Reassigned
Activity By Filter log entries by user who conducted the activity.
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6. Reconciler

Filter Action

Search by Name Filter log entries by patient or ordering caregiver.

Click either Patient or Ordering Caregiver and enter the last, and
optionally, the first name.

Search by Order Filter log entries by entering a Requisition number or an
Accession number.

To view the activity during the date range, based on the filters you specified,
highlight an entry to see the details in the preview pane.

Patient - I Source I Requisition # I Accession # I Ordered B | I Ackivik
E} LAE & Ordering Caregiver Mal
ﬁ OMEAL, OLIVIA  LAE M32937 32937 Mo_Careqgiver_... Arrival-Successful
ﬁ OMNEAL, OLIVIA  LAB ME2937 ME2937 Mo_Careqgiver_... Results Deleted by Use
ﬁ OMNEAL, OLIVIA LAE ME2937 ME2937 MANNING, T[3... Arrival-successful
LR ONEAL, OLIVIA NEZ957 N32937 MANNING, T [3... Ordering Caregiver Mal
| | i
Patient Nanme: OMNEAL, CLIVIA Ordered By: MAMMING, T [3060]
Patient ID: CC:
Gender: F Attending:
DOB: 66[1971 Requisition: NE2937
SSh: 230303132 Accession: MNE2937
EMR Patient: EMR Drdering:
Notify: Manager, Syskem EMR CC:
EMR Attending:

To view results for the selected record, click View Results.
To preview or print results for the selected record, click View Result Report.
NOTE: The process for viewing and printing results reports are the same as in the

Caregiver Matching (see Viewing and printing result reports from reconciler on
page 67).

To view the HL7 code for the event in a text file, click View Import Event.

*F.T Import Event Properties !E E
—Imporkt Event
Id: 22 Exchanged:  3j1/2006 3:22 PM
Type: 700 Transformed: 3/1/2006 3:22 PM [Status:
Factory Tvpe: 1 File Mame: bhcg.txt
Master Id: a Control Id: 5967
Message
. Previous  wi ext | 1af1 | Reprocess
MSH| | LAE | LAB| PCM| 4| 200509061 11111 [ORU~RO1|5967|P|2.2| 200331232612
PID| || 1636361 4] | OMEAL~OLIVIA| [ 197 L0606[F| ||| || |052361 14124 4| 23030531
PeLPIORSL T 0523611412

ORC|RE|N&22373Q|MNE32937~3Q] [IP|[1~ONCE~~20050906 1033~ ~RTM| | 200502061 1
CBR | [ME293750 | NE293750|8186-HEE QUALITATIVE-LE| || 200603010855] ||| || |200
20060301 1307 || C|F||~*~"RTN

B[ 1| CE|HCGOL~HEE QUALITATIVE SRMALAE|1.1|NEGATIVE Megative............ =5
<25 Suggest repeat in 48 hrs or order quantitative HCG, [mIlfml| ||| |F|| 2005020611111
B 2|FT[HCGOLHOG QUALITATIVE SRMALAB|L.2|Marthside Meridian/&tlanta, G4 503
200509056111110
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HealthMatics EMR Lab Considerations

Consider the following when using HealthMatics EMR with Reconciler:

Electronic receipt of results - HealthMatics EMR can receive patient results
electronically over the interface IF Input Manager and Reconciler are also
installed.

Modification of electronic results - You cannot modify electronically received
patient results in either Lab Results in HealthMatics EMR, but you can modify
results that you enter manually into HealthMatics EMR.

Accession numbers - A lab vendor-assigned accession number displays in the
Lab Results view in HealthMatics EMR when a lab order is highlighted.

Ordering through HealthMatics EMR - HealthMatics EMR recommends that
you order tests through HealthMatics EMR to document the order in the patient
chart and to ensure accurate billing. However, the order is not sent electronically
to the lab vendor and the results received back from the lab vendor do not get
matched to these orders.

Result notification messages returned to ordering caregivers - Result
Notification messages typically are returned to the ordering caregiver recorded on
the lab request form. Specific settings for each practice are defined during
interface setup.

Messages to HealthMatics EMR - Reconciler sends one message per patient to
the ordering physician’s desktop. When new patient results are sent to
HealthMatics EMR and the physician already has a message about the particular
patient, no additional message is entered.
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7. PM Interface Options

Practice Management interfaces provide the following two import queues for
HealthMatics EMR:

e Provider import queue - Use this queue to review and match imported
caregivers to HealthMatics EMR caregivers (see Provider Import Queue on
page 83).

e Location import queue - Use this queue to review and match imported caregiver
locations (see Location Import Queue on page 86).

Provider Import Queue

Most practices use a Practice Management (PM) system to store demographic
information about providers or caregivers. You can import this information into
HealthMatics EMR through an interface between the two products. Some practice
management systems allow multiple accounts for a single caregiver, but it is important
that caregiver information not be duplicated in HealthMatics EMR.

Use the Provider Import Queue in Input Manager to review and approve new and
modified caregiver information in the following situations:

« Before the first-time use of the HealthMatics EMR application and HealthMatics
PM Interface

* When you add a new caregiver to the practice management system
« If you encounter problems importing caregiver schedules to HealthMatics EMR
» Periodically, to check to see that there are no new caregivers in the queue

*  When the PM system displays error messages that indicate queued caregiver
information does not match (or map to) a HealthMatics EMR caregiver

Schedules, including appointments, do not display in HealthMatics EMR for unmatched
caregivers. A PM caregiver must be matched to a HealthMatics EMR caregiver.

CAUTION!

Caregiver name and UPIN information sent through the PM Interface overwrites
existing caregiver demographic information in HealthMatics EMR. If your practice uses
a PM system, always change caregiver UPINs and provider names in the PM system,
rather than in HealthMatics EMR. Caregiver UPIN and provider name information from
the PM system always overwrites HealthMatics EMR data.

NOTE: After you match a PM caregiver to a HealthMatics EMR caregiver, you cannot
change the mapping. Contact Support if you need assistance.
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Provider Import Queue

1. From the left pane of Input Manager, under PM Interface Options, select Provider

Import Queue.

#,. Input Manager - Provider Import Queue [Io[=]
Session  Wiew Help
[ -[@m Arext. g oeawing.. fiPhoto.. [SICard.. S Custom... | Location: [Healthmatics =] | Siooon... @heat...
= [ 1npuk Manager Provider Import Queue

E) scarned Documents -

A External Trarscriptions £} | Impar @

A Irkerna Transariphiong | proidar 14 A | iama

=1 [y Adviristration
3 Document Types
Q Scanning Oualities
[ Transcription Statistics
= g Reconciar
£ Caregiver Matching
€ Patient Matching
& audtLog
- ? P Inberface Options
b

Prowider Import Queus

&) Hare-

(38 Locution Import Queas

The Provider Import Queue displays PMS caregiver names not yet matched to a
HealthMatics EMR caregiver.

CAUTION! If your practice uses multiple databases that include any of the same
caregivers, caregiver information imported from one database overwrites the
existing caregiver information in HealthMatics EMR. All databases should use the
same demographic and license information for these duplicate caregivers.

In the right pane, select the PM caregiver that you want to match to an EMR
caregiver and click Import to display a list of EMR caregivers

Select a Careqiver from the list below to map the imported Caregiver,

IBretIaw, Micholas IBIaw I I I

| Hame | Provider 1d | 55m | PN | pEAId -
[ ﬂ <Add as new Caregiver = |

Donkin, Darlene ARNP 330248

£ Manager, System 5M1 %

ﬂ Manning, Terry MD 123123 321321 789

ﬂ Medicine 1, Internal MEDICIMEL Juluu}} 1111

ﬂ Medicine 2, Internal MEDICIMEZ ooz 2222

ﬂ Medicine 3, Internal MEDICIMES 0003 3333

ﬂ Medicine E, Internal MEDICIMEE o004 444

ﬂ Murse, Registered MURSE =

£ ob-vn 1, Dactar CBGEYHL 11z ey

€ ob-vn 2, Dactar CBGEYHE 11z ey

€ ob-vn 3, Dactar CBGEYHI 113 3333

£ ob-vn E, Dactar CBGYHE 1114 e

ﬂ Pediatrics 1, Dockor PEDIATRICST 2221 1111

ﬁ Pediatrirs . Dactnr PFDOTATRTCS? 2272 2272 I _}lLI

[8]4 I Cancel |

NOTE: To sort the list differently, click any of the column headers.

3. To match the caregiver, do one of the following:

* IF you select an existing caregiver from the list to map to, click OK to continue
and Yes to confirm to return to the Provider Import Queue.

» |IF the caregiver has never been imported to HealthMatics EMR, select <Add
as New Caregiver> (entry at the top of the Name column) and click OK to
display Caregiver Properties.

> In Caregiver Properties, do the following:
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7. PM Interface Options

— Enter caregiver information on the Identification tab.

— Click the Address tab to enter address information.

Refer to Caregiver Properties in the Administration Module manual for
detailed instructions.

— Click OK to display Caregiver Locations.

In Caregiver Locations, select one or more locations to which this
caregiver should have access and click OK.

Refer to Caregiver Locations in the Administration Module manual for
detailed instructions.
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Location Import Queue

If you purchased the HealthMatics Ntierprise practice management system, the
Location Import Queue provides the ability to decide what to do with locations imported
from that system into HealthMatics. You can map imported locations to a location
already defined in HealthMatics EMR or designate it as a new EMR location.

The Location Import Queue functions similarly to the Provider Import Queue (see
Provider Import Queue on page 83).

Use the Location Import Queue to review and approve new and modified location
information in the following situations:

Before the first-time use of HealthMatics EMR and HealthMatics PM Interface
When you add a new location to the practice management system

When the PM system displays error messages that indicate queued location
information does not match (or map to) a HealthMatics EMR location.

To map imported locations, follow the steps below:

1.

From the left pane of Input Manager under PM Interface Options, select Location
Import Queue.

8. Input Manager - Location Impgrt Queue .
Session  Wiew Help

a - - || ﬁText... #Drawing... _A\__Photo...ECard... 3 Custam... | Location:lHeaIthmatics 'l | %ngout... @E{t

EI--@ Input Manager

[ Scanned Documents
ﬁ External Transcriptions
foe ;? Internal Transcriptions
Administration

a Docurnent Types

) Scanning CQualities

=l Transcription Statistics
Reconciler

!} Caregiver Matching

: Patient Matching

L Audit Log

B8 PM Interface Options

Location Import Queue

@Import... |

Location Id =~

Pediatric Clinic of Cary

----- Q Provider Import Queue

------ @ Location Import Queus

Locations set up in your PM system that are available for importing display to the
right. If there are no items to import, None displays and Import is disabled.

Select a PM location and click Import or double-click the item to display Import
Location.

NOTE: The PM location name and contact that you select appear near the top of
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7. PM Interface Options

the dialog box. You can map the PM location to an existing location in
HealthMatics EMR or to a new HealthMatics EMR location that you create.

Import Location E

Select a Location From the list below to map the imported Location,

IPediatric Clinic of Cary I

| Hame ~ | Address |
@ <Add as new Locationi\{ |
Family Practice Clinic 1111 Morthwest Street, Cary, NC
@ Healthmatics
@ Internal Medicine Clinic 1114 Morthwest Street, Cary, NC
@ OB-G¥M Clinic 1112 Morthwest Street, Cary, NC
@ Pediatric Clinic 1122 Morthwest street, Cary, NC

oK I Cancel |
3. Map the PM location by doing one of the following:

To map the PM location to an existing EMR location, select an EMR location
from the list and click OK and Yes to confirm.

» To map the PMS location to a new EMR location, select <Add as new
Location> (at the top of the Name column) and click OK to display Location

Properties (refer to Location Properties in the Administration Module manual
for detailed instructions).

> Enter new location information on the Settings tab.
> Click the Address tab to enter address information.

> Click OK to map the PM location to the new EMR location that you
created.

NOTES

The mapped location no longer displays in the Location Import Queue.

After you match a PM location to a HealthMatics EMR location, you cannot
change the mapping. Contact Support if you need assistance.
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Index

A

administration, Input Manager
overview 2, 57
tasks 1
audit log
entries 80
HL7 events 81
verifying notification of external results 78

C

caregivers
adding in reconciler 66
matching 83
matching to results 65
clipboards, importing images from 43

D

deleting
caregiver matches in the reconciler 67
pages from scanned documents 25
scanned documents/pages 47
unmatched results from reconciler 79
dictation
general, transcribing 50
SOAP, transcribing 51
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adding in Input Manager 57
creating in Input Manager 57
deletingarchiving in Input Manager 58
editing in Input Manager 57
documents
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importing from clipboards 43
Input Manager 7
locating 8
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processing in EMR 36
scanned 15
approving in Input Manager 38
approving/rejecting 36
deleting 47
editing images before indexing 27
importing, overview 41
indexing 30
indexing immediately 30
indexing in a separate process 31
managing 44
overview 15

rejected, editing in Input Manager 32
rejected, processing 39
screens 11
submitted, viewing/editing 44
submitting for review 35
transcriptions, types of 2
viewing 10

E

external transcriptions
creating new 49
description of 49
general
creating 50
process for 49
reviewing/submitting for approval 52
screens 13
SOAP
process for 49
transcribing 51

G

general transcriptions
creating in Input Manager 50
creating new 49
definition of 49

grouping scanned pages 23

H

HL7 events, viewing import activities 81

images
displaying properties of 29
importing from clipboards 43
rotating scanned 28
scanned
deleting 25
editing before indexing 27
zooming 34
import queues
location, overview 3, 86
provider matching 83
provider, overview 3
importing
files for scanning 41
multiple files for scanning 42
scanned documents, overview 41
indexing
editing page names after 34
scanned documents 30
immediately 30

89



Index

separate process 31
screen 11
Input Manager
accessing 2, 3
administration
overview 2, 57
tasks 1
document types, creating 57
documents
locating 8
scanned, managing 15
filters, using to locate documents 9
overview 1
transcription overview 49
window, using 4
interfaces
location import overview 83
provider import overview 83
internal transcriptions
creating/transcribing 55
reviewing/submitting for approval 52
screens 14
statistics, displaying 60
transcribing in EMR 55

L

location import queue
definition of 1, 83
overview 3, 86
locations, mapping imported to EMR 86

M

mapping, imported locations 86
matching
caregivers 65
by adding new 66
patients 72
record not found 74

N

names, scanned documents 27

P

page names, editing 27
patient matches
deleting 76
record not found 74
patients
matching 72
in reconciler 72
to results 74
unmatched, viewing 72

PM interface options

overview 83

tasks 1
PM interface options, overview 2
printing, results reports from reconciler 67
properties, displaying for images 29
provider import queue 83

definition of 1, 83

overview 3

Q

queues
location import 86
provider import 83

R

reconciler
caregiver matches, deleting 67
caregivers, adding 66
deleting patient matches 76
deleting unmatched results from 79
features 61
matching
caregivers 65
patients 74
overview 1, 2
patients, matching 72
results reports, printing 67
unmatched
patients, viewing 72
results, viewing 63
record not found, patient matching 74
rejected documents
scanned, editing images 32
scanned, processing 39
result reconciliation
deleting caregiver matches 67
overview 61
results
deleting unmatched from reconciler 79
matching
to caregivers 65
to patients 74
reports, printing from reconciler 67
unmatched, viewing in reconciler 63
verifying availability in EMR 78
rotating scanned images 28

S

scanned documents
approving in Input Manager 38
approving/rejecting, overview 36
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deleting 47
entire 47
pages 25
editing
images before indexing 27
page names 27
grouping pages 23
importing, overview 41
in progress, deleting pages from 48
indexing 30
immediately 30
separate process 31
managing in Input Manager 15, 44
overview 15
processing in EMR 36
rejected, processing 39
rotating images 28
smoothing images 27
statuses 16
statuses and screens 11
submitted
deleting pages from 48
viewing/editing 44
submitting for review 35
viewing 10
scanners
selecting devices 18
setting options 18
settings 17
viewing information about 17
scanning
deleting, pages/groups 25
document management 44
from dialog box 21
from the toolbar 20
groups
creating custom 25
placing pages in 24
images
rotating 28
zooming 34
importing
files 41
multiple files 42
in progress, screen 11
process 20
overview 15
gualities, setting 59

schedules, identifying missing transcriptions 54

smoothing scanned documents 27
SOAP

transcribing 51

transcription process 49

transcriptions, creating new 49
statistics, displaying for transcriptions 60
statuses

filters in Input Manager 9

scanned documents 16

T

transcriptions
external
creating new 49
description of 49
screens 13
general
creating 50
process for 49
internal
creating/transcribing 55
screens 14
transcribing iin EMR 55
overview 49
reviewing/submitting for approval 52
searching schedules for missing 54
SOAP
process for 49
transcribing 51
statistics, displaying 60
types of 2
viewing 10

U

unmatched
caregivers, matching to 65
patients
in reconciler 72
matching to 74
viewing in reconciler 72
results, viewing in reconciler 63
UPIN, overrides 83

Z

zooming scanned images 34
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