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Using Vizit Pro

Vizit Pro is the double espresso of SharePoint Document Management.

Vizit Pro takes over where Vizit leaves off. It provides an all-in-one document centric user interface that

streamlines work spent with transactional content management.

Launch Vizit Pro

The Vizit Pro button is located to the right of the first page preview. When you hover over it, it will say
“Open in Vizit Pro.” Click on this button to open the document in Vizit Pro.

- .ﬂ Medical
Claim

| Open in Vizit Pro

6/20/2012 9:49 AM

Will Husa
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The Vizit Pro User Interface
The Vizit Pro User interface consists of the following areas:

e Toolbar Ribbon Toolbar Ribbon

e Document Explorer
e Document Tabs

e Document View Document Tabs

e Search Bar
e Property Panel

e Annotation Tree Panel Search Bar

Property Panel

| (2 Vizit Pro: Shared Documents > Medical Claim.tif - Windows Intem%plorer / = El ﬂh |
File Edit Annotations @ @
BMa8 M LAWK A5 0 ¢, ey » O M
|7 Document Explorer hd People Search Keywords P
Shared Documents & | [ Medical Claim.tif %

Name - apu . “ ' Tools »
= Type: Document (9 Items) — s o Properti -
Iﬂ_ Barcode tif & 'I—- ; 2 | g i
_] Gobra Employer Docu... & i P - _»"? Name Medical Claim
[#] Do Clean Muttipage Aif & Title Insurance Claim
(] Doing more with less pdf & FIw
[] HIT incenives rock and... & _ Patient’s First Name David E
] HRITop9issuesin20... & 1 Patient's Last Name Jefferson
] Medical Claim i & SSN EZEGARERI
[#] Medical Claim_D01.ti & Patient’s Address 555 First Street

|| €] Medical Claim_002.tif & City Anytown
State/Province OH
Zip/Postal Code 12346
Patient Relationship to  Self
Y Insured
[ Page 1 of1 Annotation Tree
o 1

Document Explorer + Document View Annotation Tree Panel +
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Toolbars

Vizit Pro has three sets of toolbars, each on its own tab.

File tab
Edit tab

Annotations tab

File Tab Toolbar

File
B mFRLOGRR BHFEH @b Mosmpp M
Icon Icon Name Icon Description
| m|
Save Save document changes
s E-mail this Emails the link to the document in SharePoint using the Vizit Pro viewer
Document
ﬂ Export as PDF Exports the document as a PDF
Prints to the default printer. Use the drop-down arrow to select the print
u;u r Print mode.: . .
| <> Print with Annotations
<> Print without Annotations
11111} Read Barcodes | Detects the presence of barcodes and identifies them.
L Pan mode U_se this icon to move the selected document page within the document
1L viewer.
q Zoom In Use this icon to for zooming into the document page.
u'&:t Zoom Out Use this icon to for zooming out from the document page.
Ci Zoom Zoom Mode changes the mouse cursor into a zoom control. A left-click on
L the mouse will zoom in and right-click will zoom out.
ls'“-_—".‘ Zoom To Use this icon to draw a rectangle around the area to zoom into.
Selection
\L.% Actual Size Use this icon to size the document to the actual resolution of the page.
Yy Fit Width Use this icon to maximize the document page width in the viewer.
B ) Use this icon to maximize the document page width or height in the
w Best Fit .
viewer.
L{"'D Fit Height Use this icon to maximize the document page height in the viewer.
\\Sa First Page Use this icon to go to the first page of the document.
\JI Previous Page Use this icon to go back one page in the document.
Use the drop-down arrow to select the page to view. The total number of
3 Rl | Select Page pages is displayed to the right of the field.
EL/ Next Page Use this icon to go forward one page in the document.
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Edit Tab Toolbar

Icon Icon Name Icon Description
C%x Last Page Use this icon to go to the last page in the document.
i & Reload e
'@' Document Use this icon to refresh the document.
i \S{:S\g Side by Use this icon to generate a side-by-side document comparison.
Edit
o) = L ™ oL AL Pk 1 A -
B X O0800D0BEa B Spit by # -
Icon Icon Name Icon Description
)
ti Save Save document changes
\\ Auto Use this icon to execute several clean-up functions at once.
g Deskew Use this icon to correct a skewed document.

L

=

Hole Removal

Use this icon to remove Hole Punches in the document.

Border Removal

Use this icon to remove the black borders around a document.

Despeckle

Use this icon to remove small specks from a document.

Speck Removal

Use this icon to remove large specks from a document.

Invert Text

Use this icon to invert the text in a document.

Black and White

Use this icon to convert grayscale or color to black and white

SR = -

-
=

Flip Horizontal

Use this icon to flip the document horizontally.

/2

Flip Vertical

Use this icon to flip the document vertically.

a

Rotate Right

Use this icon to rotate the document clockwise.

;-{l} Rotate Left Use this icon to rotate the document counter-clockwise.
Re-Arrange or .
Delete Use this icon to re-arrange or delete pages.
split by # = Check Out Use the Split by # to split the document. Use the drop-down arrow to

select the number of pages to split into separate documents.

Vizit Pro User Manual
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Annotations

Be @@ 7 I COWMS | =

Icon Icon Name Icon Description

i.:]i Save Save document changes

> v Burn Burn the annotations to the document

. Ellipse Provides the ability to create an ellipse or circle shape on the document.
'\ Line Provides the ability to draw a line on the document.

. Polygon Provides the ability to create a polygon shape on the document.

) Freehand Provides the ability to draw a freehand line on the document.

J Highlighter (I:(r)c():\l:i%eesn:.he ability to create a bold yellow highlighted area on the

I:l Rectangle gécg\lljig]zsn:he ability to create a light yellow highlighted rectangle on the
‘ Black Box Provides the ability to create a black box shape on the document.

&

Rubber Stamp

Provides the ability to create a specific shape on the document. Use the
drop-down arrow to select the contents of the shape.

Sticky Note

Provides the ability to create a bold yellow rectangle on the document.
Enter text into this rectangle.

i

Text

Provides the ability to create a white rectangle on the document. Enter
text into this rectangle.

Vizit Pro User Manual
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The Document Explorer Panel

The Document Explorer allows users to open documents without having to go back to the SharePoint list
view. Users can navigate the SharePoint Site collection to any document library they have access to.

[T Document Explorer %
Shared Documents : Use this icon to open or close the
S— panel.
Y
= Type: Document (7 Ttems)
B de. tif n . .
.ﬂ_ arcode 4 Use the Up One Level icon to navigate
] Cobra Employer Docu... \ back one level.

Doc Clean Multipage. tif =,
Dioing more with less.pdf \

HIT incentives rock and...

The Checked Out Status icon displays
when the document is checked out

HRI Top 9 issues in 20.. from the document library.

Medical Claim.tif

Page 1 of 1 :—"

The Document Preview icon displays
a thumbnail view of the document.

LR Ry Ry e |
&g g gl g

Use List Paging to click thru large
document lists. Refresh the list if new
documents are added to it.

Vizit Pro User Manual 8
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The Tools Panel
The Tools panel consists of the Properties tab and the Annotation Tree tab.

Properties Tab - Indexing a document

g SharePoint metadata for a document in the Document Viewer can be edited from the Vizit Pro user
interface by opening up the Tools panel on the right.

The Properties panel automatically checks the document out from the document library when edit occurs
and then checks the document back when the user saves the metadata.

If versioning is turned on, then Vizit Pro respects all property rules and even allows users to update
versioning information.

Tools Ly Use this icon to
. open or close the
Properties - panel.

5

Name * Medical Claim i \

Use this icon to
Title Insurance Claim Form ?;)be n or close the
Patient's First Name David
Patient's Last Name Jefferson
Use this icon to
SSN 121_5?_8851 save your changes.

Patient's Address EEE First Street

City Anytown -
Click into each field
State/Province OH that you need to
change and
Zip/Postal Code 12345 oo

m

Patient Relationship to Insured g

Some fields utilize
drop-down lists or
option buttons.

Sex M |E|

Patient Marital Status

Single

@ Married
Divorced
Widowed

Annotation Tree +

Vizit Pro User Manual 9
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Annotation Tree Tab

4 HIT incentives rock and a hz

Tools e
Health Fesearch Inatiiute .
Healthcare information technology Properties +
Annotation Tree -
=] Page 1
=] Will Husa

Highlighter

Rock and a Hard PlV

Annotations that appear in the Annotation Tree are grouped first by page and then by the name of the user
who created it.

Selecting an annotation in the Annotation Tree will navigate the viewer to that page and focus the
annotation in the center of the viewport.

Vizit Pro User Manual 10
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File Operations

File operations in Vizit Pro include:

Saving a Document

Email a Document

Export a Document as a PDF
SharePoint Search

Metadata Search

Printing

Scan a Document

Saving a Document

| m|
U The “Save” button is only available if Vizit Pro has something to save.
The Save function will save any annotation changes, document changes and property changes all at once.

If Vizit Pro determines that only annotations have changed, then Vizit Pro will save the annotations and
quietly discard the document check-out. However, if versioning is turned-on for the document library,
then Vizit Pro will not update the document version each time annotations are modified and saved.

Save Changes?
Vizit Pro always asks you to confirm your changes. You may select from:

e Save
e Discard Changes
e Cancel

Email a Document

st Document links to the document in the Vizit Pro viewer can be emailed to colleagues.

Exporting document as PDF

{l Documents can be exporting as a PDF with annotations or without annotations.

Printing
u_h v
= Documents can be printed out.

Use the drop-down arrow to select the print mode:

e  Print with Annotations
e  Print without Annotations

Vizit Pro User Manual 11
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SharePoint Search

People » | | Search Keywords o) L
People

All Sites

This Site: Home

This List: Shared Docum...

Vizit Pro automatically connects to SharePoint’s Search Server allowing you to perform your SharePoint
searches right within the viewer.

In the drop down menu in the upper right of the window, you can choose whether to search the current
list, site, or the entire SharePoint installation.

Using the text box, you can perform SharePoint searches without having to leave Vizit.

Metadata Search

People + | | Search Keywords o) %

L Column Seardh
Site Home = Mame r
List Shared Documents ~ i

Title ¥
Content Type All Content Types ]

Patient's... A

Add Criteria ~

Patient's... A

55M -

Patient's... A

City v

State/Pro... v

All Documents T] [GR "] [ Search

Ed  Use the Column Search button and tab to conduct a Metadata search.

A Metadata search allows you to perform queries on the content of your document libraries by specifying
values for individual fields.

After choosing the Site, List, and Content Type to search, you can specify a criterion to use to narrow the
results.

Vizit Pro User Manual 12
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Scan a Document

Library Tools

Site Actions ~ @  Browse Documents

i _fg Check Out
;} il
Check In
Scan Mew Upload Mew Edit
Document Document » Document« Folder Document Discard Check Out

MNew Open & Check Qut

Paper documents can be scanned into SharePoint using the Vizit Pro web based scanning module. You
will need a scanning device attached to the computer.

The scanning module accessed from the document library and works just like uploading a document to
SharePoint. The Vizit Pro scanning module requires an Active X control to be installed in the browser and
therefore it is a Microsoft Internet Explorer only feature.

In SharePoint 2010, the scanning module located in the ribbon toolbar. In SharePoint 2007, when you are
in the Document library, it’s in the New drop-down menu.

Vizit Pro: Scan New Document

Scanner
Select scanner
Webcam 2200 EA
« Select your scanner from the drop-dowen menu. Waboam 2200 k.

Microtek ScanWizard 5

Document Format
Select Document Format

TIFF | = |

TIFE

» Select the saving document format

Scan

N

©Nogrw

On the Documents ribbon, click the Scan Document button.

If the Active X Scanning control is not already installed, then a warning window may open. Install the Active X
Scanning control.

The Vizit Pro New Document pop-up window opens.

Select your scanner from the drop-down list.

Select your format type from the drop-down list. (TIFF or PDF).

Clicks the Scan button.

The scanner driver interface will display. Click “Scan”.

The document will be scanned and uploaded to the document library.

Vizit Pro User Manual 13
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Document Operations

Multiple documents can be opened in Vizit Pro. Each document opens in its own tab.
Vizit Pro allows for opening documents from the Document Explorer and from the Document Library.

Refresh document

{Q
%=  Clicking this icon reloads the current document or retrieves the new document and associated
metadata

Page Controls

s

! .{BGFEEL/ ':Lg,e

g
1
2
3
4
5

The page controls include efficiency buttons that quickly move the document to the first page or to the
last page. A drop down page selector allows user to quickly locate the page they need.

Icon Icon Name Icon Description
\}\? First Page Use this icon to go to the first page of the document.
\JI Previous Page Use this icon to go back one page in the document.

Use the drop-down arrow to select the page to view. The total number of

3 RABREN | Select Page pages is displayed to the right of the field.

Last Page Use this icon to go to the last page in the document.

EL/ Next Page Use this icon to go forward one page in the document.
%

Document Tab Controls

When a document is opened, a document tab is created in the Viewer. Right-clicking the selected
document tab provides the following features:

e Close Tab — Closes the selected document

e Close Other Tabs — Closes all other unselected documents

¢ View Side-by-Side — Opens two documents for side by side document comparison

e View latest Version Side-by-Side — Opens the previous version of the document in a side by side view

e Merge into this document — Allows for other compatible documents to be merged into the selected document

Vizit Pro User Manual 14
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|| Barcode.tif 2| [ Doing more with less.pdf
Close Tab
Close Other Tabs
I e

SWEW PARCEL

View Latest Version Side by Side

Merge into this Document...

LLRE

2ol

m

Viewing Documents Side-by-Side

|—LLL| This feature allows users to view two open documents side by side. Users can view two separate
documents or two versions of the same document.

Each document has its own set of page controls.

The Synchronous Scrolling feature allows you to scroll down both documents at the same time to
compare the documents.

[5 Medical Claim.tif (] Doing more with less.pdf ['{Y) Doing more with less.pdf wi '*

£

K &K | ¢y 37 1 v of8 o | ¥y Synchronous Scrolling! W < <% & E |3 v of5 5 5

Hoakhoare leaders respond % @ tough challenge

m
m

Fricewaterho useCo opers (Fwl) analyses show hat an average
500-bad hospisal hat iImplements an EHR by 2011 could recelve
mare than $5 milion N Incenve payments fom s3muus package
undng.

Phease wiTW 0t VAT egieiiation wuvmec on metors o IEIAIUEY
Wit

Ar PG survey of 101 hospisal pY abat 00qus 30d SIBSE Nwtaler sty EC TRADE OMLY

balancing IT exparsion with budget cuts. Onevthird of respondents.
said they have boen aged 1o reduce thar IT spanding by mare than

B iy 7 e Byt s b
¢ RN WY O BT Waetar
10 percent. Slxtysevan percent sakd hey anscipate makng Srther m e v e
reductons In T capital and or openating expenses in 2009, i s e

¥ S ke Ate p2uUr COmEURS ko ane Ay VAT
2 RIYAEAE 08 100EH0 Dy 1N ok Site” (shOWn owar e g vy
Barm itw

a~
1
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Document Thumbnail Controls

Clicking the Re-Arrange or Delete icon on a selected document opens up the Document Thumbnail
window. Use Document Thumbnails to visually navigate through a document or to make changes to it.

7

S
= Vizit Pro: Shared Documents > Medical Claim.tif - Windows Internet Explorer I o | = |—&]

-~

| BaL 1R

£ {1 L

m

1 1N

Done Cancel

’1
[
A

Magnification

q =% Use the Zoom In and Zoom Out icons to change the magnification of the thumbnails.

Highlight a Thumbnail
Selecting a thumbnail highlights it with a solid color.

Re-Arrange Page Order
TIFF and image based PDF documents can be easily re-ordered.
Once a thumbnail is highlighted, use the left mouse button to drag it between two other pages. A red

crosshar indicates where you may drop the page. Releasing the mouse drops the selected page into the
new position in the document.

Delete a Page
Once a thumbnail is highlighted, hit the Delete key on the keyboard to select the page in the
document that you wish to delete. The page will be deleted when you click on Done. If you press
the green Undo Selection icon on the thumbnail, then the selected page will not be deleted.

Vizit Pro User Manual 16
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Cleaning a Document

aL

o S I

TIFF and image based PDF documents can use the Imaging cleanup features such as Despeckle, Deskew
and Border Removal to clean-up a document that has been scanned poorly. There is also a magic clean-up
feature called Auto that will execute a number cleanup features all at once.

Icon Icon Name Icon Description

\\ Auto Use this icon to execute several clean-up functions at once.
| Ll- Deskew Use this icon to correct a skewed document.

N Hole Removal Use this icon to remove Hole Punches in the document.

Border Removal Use this icon to remove the black borders around a document.

Despeckle Use this icon to remove small specks from a document.

Speck Removal Use this icon to remove large specks from a document.

Invert Text Use this icon to invert the text in a document.

Black and White | Use this icon to convert grayscale or color to black and white

R -l

Flip and Rotate Document

A e L+t

TIFF and image based PDF documents can be flipped and rotated using Vizit Pro. The rotate feature
rotates documents at 90 degree increments.

Icon Icon Name Icon Description

db’ Flip Horizontal Use this icon to flip the document horizontally.

& Flip Vertical Use this icon to flip the document vertically.

LJ:; Rotate Right Use this icon to rotate the document clockwise.

% :l; Rotate Left Use this icon to rotate the document counter-clockwise.

Vizit Pro User Manual 17
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Merge Documents

Two TIFF and image based PDF documents can merged into one document. There are two methods that
may be used to accomplish this task.

e Using the Document Explorer
e Using the Document Viewer

Using the Document Explorer
To use this method, make sure that you have the primary document that you wish to merge open in Vizit

Pro.
[ Document Explorer #
Shared Documents ] || Doc Clean Multipage.tif
Hame = S w: ,:;'a-#."r -
=3 Type: Document (9 Items) . ':.;:;:._"ﬂ o {m;’a,_ ot
C] _ Barcode. fif o
_’I_ Cobra Employer Docu.... o
C] ~ Doc Clean Multipage.tif o [
_’| _ Doing more with less. pdf o =
B _ HIT incentives rock and... o b
_’I_ HRI Top 9 izsues in 20... o
C]. Medical Claim. fif
C]. Medical Claim_001 it Merge with Current Document B .,
C]. Medical Claim_002 tif o I
-

1. Inthe Document Explorer, right-click on the secondary document that you wish to merge with the primary
document.

2. From the drop-down list, select Merge with Current Document.
3. Vizit Pro will ask if you want to delete the document after it has been merged.
e Selecting Yes deletes the secondary document after the merge.

e Selecting No merges the secondary document into the primary document but does not delete the secondary
document.

4. The merged document will automatically be saved and displayed in Vizit Pro.

Vizit Pro User Manual 18
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Using the Document Viewer
To use this method, make sure to have both documents that you wish to merge together open in Vizit Pro.

[ Medical Claim.tif

|| Doc Clean Multipage.tif

Close Tab *

Close Other Tabs

View Side by Side...

View Latest Version Side by Side

Merge into this Document... .{Fn)

==

ogahrwnNE

In the Document Viewer, Right-click on the primary document tab.

From the drop down list, select Merge into this Document.

A pop-up window displays all the open documents.

Select the thumbnail image. The Choose button will become available.

Click the Choose button or double-click on the document thumbnail.

Vizit Pro will ask if you want to delete the document after it has been merged.

e Selecting Yes deletes the secondary document after the merge.

e Selecting No merges the secondary document into the primary document but does not delete the secondary
document.

The merged document will automatically be saved and displayed in Vizit Pro.

Split Document

Split by # '~

Split ﬁ

split by 1
split by 2
split by 3
split by 4

You can split TIFF and image based PDF documents in the Document Viewer. You may split up the
document into as many individual documents as there are pages in the document.

The new document will copy the properties from the original document, rename the document and save
the document into the same document library.
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Annotations

Annotations

By @~ @8 » ICIWM§ =

Annotations are created by first choosing an annotation from the Annotation toolbar and then clicking and
dragging across the area of the document where you want the annotation to appear. After an annotation is
placed, it can be dragged around the page and resized using the grips that appear when selected.

A brief explanation of each annotation may be found in the Toolbar section.

Formatting Annotations

4" HIT incentives rock and a hz

Tools L
Health Reasarch |nstitut .
Heatthcare information :-.'.".'.-I.u__'n;. Properties +
Annotation Tree =
=i Page 1
=] Will Husa
| Highlighter
Rock and a Hard Place
O O |
O m|
o o L\) "+ Shape All 3
& Shape Outline 2
Mowve to Front
o Move Forward
Fr e g‘..":::':;:.'s:f‘.. s
R Maove to Back
¢t ey car o st
e e SR L Move Back
r:mﬂ#ﬂlhli“;im"ﬁﬂlmlmﬂﬁ-! @ DE|EtE
e S U ——
s e et T b L
.ifL“-HﬂﬂIHﬂﬂq
g

The background color, border color and style can be modified by right clicking on an annotation.

Other options such as font family, color, and style for text-based annotations can be modified from this
menu as well.

To delete an annotation, you can either select it and press the delete key on your keyboard or right click
the annotation and choose the Delete option.
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Burn an Annotation

In addition to burning all annotations on every page to a document, you can burn a selected annotation by
using the right click menu and choosing Burn this Annotation.

Some annotations cannot be burned into the document.
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