Suite (OMed

Beyond EMR

Objectives & Goals — Form, Document & Letterhead Setup

e Create Document Categories

e Create Document actions

e Set Office Letterhead

e Create & Edit Letter Templates

e Create Forms to be Signed

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

Ctrl + F5 - Refresh

The following Short cut keys are for Report Options:

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

Create Document Categories and Sub Categories
Create Document Category from the Setup Menu

Click on Setup>>Other>> Document Category

The system already has some predefined Categories.

Click the Option Button to add New Categories or Sub Categories or edit current ones.
Selecting this Option to add or edit will bring the user to the following windows:

NOTES:
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Document Category:
[L'-,ﬁ Document Category § il |
[Description™ /\ |Type |Eeq. No][Active |[Note | =
1. EEE | =
2. |LABS / \ jLab = o
3 [NORSNGH | [oher = 3
a.froceoy | [Grer =] 3= @ Select Type of the
= document
5. R - e | = )
Description/Name = e | j/
of the Document =
7. EmE=Ra
Category.
8. PR A | = |
L B [=Tol = =P — |Dlhel jl 11ﬂ i I
Click here to open [Dther | RE= |
“Sub-Category” [Grer =] = [
el =l { Click on “Add” to
H fANCE [lnswsnes ~J] 1 add new document
_ CHART |Pesnal  =|| 1 category.
/ e =
Sub-Category | ‘@ Add |@ Delete |B Save I@ Cloze ||
[Description™ |[Category™ |Eeq. Ho][Active |[Mote A=

(AL THORIZATION [GENERAL = =~

2. [pEDI [GENERAL \;"\;. i

3. [FN\LOw UF LETTER [GENERAL =
4 [N N\CCoRsULT [GENERAL =] Select Category for .
5. \GRAFHY [OLD CHART ﬂH the Sub-Category /_
6.[C \FY [PROCEDURES = =
NGEAM [OLD CHART Bl =N
Description/Name of  HART =l ==+ |
the Document Sub- HART = =~ |
Category. TLETTERS =] 0= & |
Jw S = P
ERAL = A=
| 13, [FUTHORZATION REGUIRED F| GENEFAL = Click on “Add” to add
|| 14 [BILLING LETTERS [BILLING -] new sub-category.

‘@ Add |@ Delete |B Save I@ Close ||

NOTES:
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Edit From the Document Details

Document sub-category can be entered from Document Detail (Activities>Document) screen:

— —— /Click here to open
Categery: [[NEMEEENERNEE ~ | S “Document Sub-category”
Sensitivity: I ;l
D escription: I =L | il | |
Edit From Multi-Scan/Select
Document sub-category can be entered from Multi-Scan/SeIect| (Utilities>Muti-Scan/Select) screen:

On the Top side of left panel you can click on the icon to open Document Sub-category window.

Unassigned Documents: [~ Show document, which scanned by all user(z]
Patient [7] :‘ ﬁ]

| Date= | Category

Click here to open & edit “Document Sub-category”

Setup Document Sensitivity 2]

Setup>> Other>> Document Sensitivity

Enter
Description of
the Sensitivity

Enter sequence number
to give priority for
appearance

Select/change color for
the sensitivity.

Use these buttons to
“Add”, “Delete”, or “Save”

sensitivity. /K

@ Add |@ Delete |H Save I@Qh)se ||

NOTES:




Suite OOMed

Beyond EMR

Understand How Document Sensitivity affects IMS Documents

Once the setup of Document Sensitivity is complete, it can be assigned to a new document while sending

or receiving it. Document can be sent/receive from Activities>Document.

Patient (7] [Test, Bhavu (FT00000031)

foice"lmc“:'-I 'I

Sensitivity: I\r"ew Important vI

Category [EMMRIENNEANASE ~ | &

Dale"l 03/21/2008 -4

Diesseription: [Imparant izt ote

Friarity: I Mormal vI
Visit: | |

Select
“Sensitivity” of
the document
from this list.

FqumemxIHeceived LI |Image File

Certified: [ Track No.:l Sent B_I,I:I vl

| Y=

— Received/5ent:

Fram/T o |Elther vI

NOTES:

Mote:

— Forward To/Respond:

Forward TDZI LI Status:l "l
Resp, Req.: | Respond By:l 00000000 ﬁ
Miote:
— Web Access:
Show on Wweb: [ Matify Patignt; [~
Sign off:
r User| |Date & Time:| |

'z 1@- Chril+F7- Add ScansSelect File
B Delete Scan

Ctrl+FE- Wiew File
[ Click. here ta Copy Thiz Doc.
[]
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When the document is opened from Utility> Patient>Document. A list of documents will appear with the
background color of the sensitivity.

[HPatient Document(s) e
Patient (7)|Test, Bhavu [FT00000021) & |
| Wigi| Al -
Sensitivit ~ Deszcription Status i Sent/Rec

i EF"V . 2 11/02/2008 General

isit Note .

[ Wisit Mote [Farms) FGDELPSE;\;E]P LETTER 03/21/2008 Low Click here to sort all

= GEMERA&L

BILLING

documents according to
- 0OLD CHART

“Sensitivity”.

BILLING LETTERS 03/21/2008 Low
G)

List of Documents
with background
color of sensitivity. )

03/20/2008 Gereral

03/20/2008

This document’s sensitivity is set as “Very Important”
and color is set as red for the Sensitivity.

Ducument This screen can be open from Visit Note>>Document (Right panel)

And Patient Master>>Document (Right Panel)

Document

Setup Document Action
Setup>> Other>> Document Action

[¥Document Action g 2]
[Action |[Task

| [Category |Assign To ]

1. Prompt me on nest wisit
2_ Prompt me on ewery wisit

3. Call patient

I | =] [Nore =
A = [Nere |E;
Select task to \7} I = 1[ore =
perform for the
action. /Select Category ~|[ene
> Iabr:t(i)gr?; (()ireneral, Click here to Select
Telephone Employet_a, Group or
Designation to set
Consult

reminder for the action.

\_

B e o= |
NOTES:
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Understand how Document Action can be utilized
Open patient Document screen. This screen can be opened from

e  Utility> Patient>Document or
e Visit Note>Document (Right panel) or
e Patient Master>Document (Right Panel)

[MPatient Document(s)

Patient [‘?]lTest, Bhawu [PTOO000031) ?’ |
| isit[ Al L|| ALL —_ 5

- Category Sensilivity Descripl
T ALL 5 ate 11/02/2008 General

~-[3 Visit Note
H -[3 “isit Mote (Forms) FOLLO'W LIP LETTER SRR

(GEMERAL) Double click on

GEMERAL
BILLING
El-= OLD CHART 4 [ BILLING LETTERS 0372172008 Low documem to
[BILLING] open into

LI
6. [ ‘isit Mate 0352072008 General

editing mode.

EL'-..\'i Test, Bhavu (PTODDDOO31)

|BEDI [GEMERAL] - 03/21/2008 - Imporant Yisith ate ;I :E <l Previous | Mext bl

Categony:

IBEDI [GEMERAL] vI &

Description:

Ilmpnrant WisitM ote

Sensitivity:

IValy Irnportant - l .
Pricrity:

I Harmal vI

Status:
I -I

Fonward To:

MNote: @

Sign Off User:

Click here to Sign Off
Sign Off Date:

[~ Prompt me on nest
wvizit

[~ Prompt me on ewvery

v While document is opened in
S — editing mode, it shows all

[~ Set appointment

[ Send refenalltter actions that can be taken for
[ Meed detail review the document

[ Meed consulkant
OpInion

[ Fax visit notels]

NOTES:
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By selecting the following actions a reminder window will open to set a reminder:

° Ca” patient [¥ Prompt me an next
e Set appointment vt
[ Prompt me on every
e Send referral letter wisit Set Reminder
e Fax visit note(s Jid Gl peer ® _
( ) ¥ Set appaintmient E"_'] for the action.

[V Send refenalletter 5
[ Meed detail review

[¥ MNeed consultant
opinion

[ Fau wizit nates] E"?

Set your Letterhead into IMS

Click on the editor
Setup>>Other>>Letterhead icon to view the
existing letterhead.

[f..l:‘]Letterhead _ \ 2l
| Bffice®

| |Doclol

Click onicon
to scan the
letterhead.

/|

Select name of
the doctor who
will use the
letterhead.

/Select Visit Note, Letter
or Both.

Click on this icon
to select image

file for the
letterhead.

Keep both if letterhead
is common for Visit note
and all other letters.

N

{Zl Select &L Scan [FF Edit

‘ @ Add |@Qelele |B Save Ia Close ||

v
Click on “Add” or “Delete”

to add/delete letterhead.. J

NOTES:
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£
To add new letterhead from the image file stored in the computer click on 1:“]' icon from the letterhead

screen.

Select specific file extension for the

extensions are JPG, GIF, and BMP

letterhead image file to retrieve. Available

N

\

\QZiDg
al \QG
[, %&_ PG

If file does not exi
IMS list then click
copy the file into |

computer.

nFormulary. JPG

another location in the

—
l& Access Mw .
& ahed form modified.jpg CIICk on the
ALLERGY11JPG icon to
& ant dermatome. PG “View" the
& ant knee joint JPG f|le
[, ant R UE.IPG N
&ants pildar icinp 100G
\

st in the
here to
MS from

1

/Click here to get list
of all available
images in the IMS.

List of all available
images in the IMS.

_ g
Ry
T] Filter List of Files & View file
Copy File To My IMS | |f 0k | X Cancel |
Create and Edit Letter Templates

Understand Letter Template Type and how it affects the use of the letter in IMS

Setup>> Other>> Letter Template

NOTES:
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[E.ﬁLetter Template { appt schedule change)

Select:l appt schedule change [HE-SEHE;I ﬁ‘
~—

; Select letter
Maketing (RN I | template type.

Type of Letter templates:
e Schedule: All letters which can be used during scheduling appointments fall under this category.

For e.g. reminder letter to patient regarding next their scheduled appointment and
general institution letter.

e VisitNote: Letters which can be used during or for Visit Note are defined in this category.
For e.g. “Excuse from Work” letter.

e Billing: All billing related letters are defined in this category. For e.g. “Patient Responsibility” letter.

e Reminder: All letters belonging to reminder, alert and tasks are defined in this category.
For e.g. “Overdue Immunization” letter.

e Marketing: Marketing related letters are defined in this category.
Insert Tables, Documents, and Pictures

Right click menu in letter template allows a user to insert various objects like Table, Document, Image or
picture into the letter.

EL Right click menu
’I‘"E“"t : demonstrates how to insert
F';i:at { table in the letter template
rele..
Delete r ¥
caladt ; Columm ba Ehe |eft
1 youare Calurmm ko the right
. Split Tiable k
Ir appo]nn B R G | B = T B 3 [
Properties. , ., R Bela

Insertion of the objects like Tables, Documents, and Pictures are much similar to any word processing
editor like Microsoft Word.

NOTES:
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Insert Database Fields

2lx

Il.-.\'iLetter Template (SBE Letter to PCP)
|Tope: [Vaicte =] Seleck[SBE Leterta PP (PT LETTER) 7] [
A

Tirmes Norman i 12 - B 7 Q‘

Letter category

¥ Remave line if no data found

T —
1+ Current User g

1+ Doctor

Letter type

+ Employer

+ Facility

# Hospital _
I Lig; Culu[l)ms [sy§ta_l

1+ Murse Manager
i+ Dffice

1+ Office Group
[+ Patient

=LetterHead Image>

Content of the letter

[# Patient Current Emp
[+ Patient D_i_agnn__si:
+ Patient Insurance [
s fhame ™ endif> <ifipatient_mdlname ™ endif> <ifpatient Iname ™ endif> i+ Patient Insurance (¢
dob ™ endif= 1+ Provider .Eloup

# Referred By

# Referred To

EE: <1fipa
DOB: <ifipg

Dear Dr. /% R YPHYSICTAN®,

(=] Sp. Columns [s_y:_l_en
i Carshome
ase_Other_Ref_Dr

quostic test for <ifpatient fname ™ endif> <if patient lname ™ endif=>, it has been
Column placed here es antibiotic prophylanis prior to any dental worlke If you have not receuss - Curant Dy

will fetch First name of ~ [*™**%
the patient bt p

-Current Time

List of columns (Database field) to fetch real Emaieriicationink

. Employes —
values in letter. GeSion

Double click on it to place into the letter. RS

Hospital

Eegards,

-Insurance

LetterHead Image

- MidMichigan Letterhead
- Pagsword

NOTES:




Suite (OMed

Beyond EMR

Insert Visit Note Template items on Letter Template (Select from Template)

qulumn list, select “Select from

template” column, which is under
Visit Note column list.

S~

el

Double Click on "Select from Template"

from Column List on the right side of the letter
template screen to insert into letter.

_emp

¥ Select From Complaint

Medditah: || Complaint

[] Free Test Mote
] HEMATOLOGY
[] Interpreter [enter name)
Bac TuDuong "Micole”

o

-PT/IMR [Image]
-ROS
-ROS [Image]

Select from Template

-Social History

Social Hiztory [Image]
Sp. Procedure

STRESS TESTS
-STRESS TESTS [Image
Misit Date

isit Procedurs

izt Type

ikal Sinne

Select Template from the
drop down list.

Clemencia Rodriguez
Eduardo Recinos
Gloria Contreras
Hilda Hidalgo

Jesze Rossher

Juan Dugue

template items. Click
item/box to select it.

Click on (+) sign to expand

on the

Luiz Marlio Silva
Madhu Chadhari
Martha Hinestrosa
Pat Munewar
Stella Hecht
Steven Vario
Teresita De La Pena
Other

T elephonic consult
“Wisit Type

Shoulder
Muzculoskeletal Pain
Pain

Bone pain

-] Fracture

[ ] Headache

-] Jaint pain

H- ] Joint stiffress

-] Myalgia

Click on “Select”
button to select the
template.

Ooooooooooooooom

H-E

oooooo

I B B

e

[ Select ][ cancel

_/

NOTES:
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Use of Special Column for Letter Template
Specia| Columns are user M¥Letter Template (1 YR STRESS FOLLOW UP)
defined macros. If some part of ‘Type:lSchedu\e;I Select: [1YR STRESS FOLLOW U [5FF x| @'|
the text and/or Pre-defined e T—— -2 v|lBzulE]lEEsE|mx v[i== @

columns needs to be printed
again and again it can be stored
in special columns (as macros).

For Example: You want to print
Office Name, Address, and
Phone# on the bottom of many
of the letters. You can create a
special column called "My
Office" and place it on bottom of
your letter template.

<LetterHead Image>
=(Curent Date>

=if office_name " endif=
<ifoffice_street” endif
=if office ctystaterip © endif>
<if-officePhone © endif>

Dear <if:patient fname " endif=<if:patient Iname " endif>,

Select the set of columns
for which you need to
create special column
=} S5p. Columns [systen

Carehome
-Caze_Other_Ref_Dr
-Current Date

Press F6 , New window will
open and you can specify
name of the Special column

<if office_Phone -Current D ay
-Current Time

I]?-,!"]Special Column(s) E mailerificationLink

Dear <if:patient fname * en |Descripti0n:| | -Emplayes
- 4 | -GetSign
According to our records yo ‘ Vv Ok | X Cancel ” BusrdarrSignatise

limitati ong of the test, it app:

‘HandMate -
-Hogpital

Special columns appear Insurance

in Sp. Column (system) LetterHead Image

list.

Midkichigan Letterhead
| L Passinrd

NOTES:
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How to Create List Columns for Letter Template

to open List Columns window.

Press F7 key on your keyboard ’

List Columns:

Deszcription®

Multiple:

DIAGHOSISCODES

[Lastline

Click on
“Add” to add
new List
Columns.

S Conjunction
STRESST|  Enter name of column : ]
REFEREA J List Values: as p(';r
1. [Thank you & requirement
PROVIDERS : w
PRIMARYPHYSICIAN 2. [Regards,
HOSPITAL 3. |Thanks

Enter value of the list.

Click here or Press F11 to
add new row.

21

Conjunction:
= And -

F11=Add FRow F12=Delete Row ;I

\

&1 R

| @ Delete |

B Save |'3 Close | ‘

Select

-HOSPITAL

Lagtline
PRIMARYPHYSICIAM
-PROVIDERS
-REFERR&LPROCEDUF
-STRESSTSTREASOMS

NOTES:

= Ligt Columns [syster
DIAGHOSISCODES

The column will appear in the
List Column list.

Double click on the column to
insert it into the letter.
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Forms to be Signed
These are electronics forms used in the IMS to take signature for Patient, Guardian, Staff, and Doctor.
Signatures are taken when the patient checks in or checks out.

Screen below shows a list of “Forms to be filled” and “Forms to be signed”:

[f-,!"]l:heck In - Test, Bhayu {PTDDDODO31) llll
3 DOB: 07/02/1985 221(z) 8 Mont Phone(s):
Address: test5
Holtzville NY' 00501 55N:

Verify: system Date: v Click here to YERIFY patient detail

Primary Doctor: Frimary, BEhavu @'Elick here to EDIT patient detail
Referral Doctor: Primary, Bhavu

Case: General @ Click here to EDIT case detail

|Insulance |ID |.Pli0lil_v | Start .Dale|l End D ate | lémup No " Copay |i| I |
P [ &merica Life insurancd (11 121212 Primary M |
P [T Medicare (339] COD2 974364734  Secondary 10410

it Forms to be signed ] Forms to be filled J a
C=Casi zing W= "iew

Forms tmﬂgned:

Forms to be filled:

Frequency
INFORMED CONSENT FOR COM Every®

NFORMED COMSEMT FOR CONT Every Yisit [T AUTHORIZATION REQUEST @_

FATIENT BILL OF RIGHTS Ewery Visit @ [~ CLAIM FOR DISABILITY INSURAMCE BE
* Signature Taken  F=Required - *=Filled F=Required S Te to print Form =
Patient Note: TN

Date | Type rC“Ck here to
kfill the form.

Alert | Active |B | D | ere to print label

ick here to take photo

ck here to collect Copay

Patient Balance = 106.10

Select checkbox to mark/unmark alert B- Billable D- Billed

Payment Plan: N

B GetVview Sign/Fil Form 5% Print Signed Fom

& Close_| ‘

NOTES:
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Forms to be filled:

Forms to be filled are used during scheduling appointments or checking patients in or out.
These are forms which will fill with details required on the forms. Details, which are not set on the forms,
can be typed or edited during the form filling process.

For example, Forms that are set as “Forms to be filled” for scheduling appear at the time of creating an
appointment:

Select the form
and click on “Fill
Form” to fill it.

[Mschedule Entry (03/22/2008 Saturday) 2x
Entered By: system Entered Diate: 03/22/08 01:53 Abd
Patient=[?] Time* Duration®
[Test, Bhavu (PT00000031) [P =] [15 =
Procedure: Room:
I || B
Case: Autho. No.: Office:
[General - 00001 - 01717 ———— e | 2 Forms to be flllgd
Hate: e I appeared at the time of
Wl AUTHORIZATON T REQUEST F booking appointment.
L
[~ REFERRAL FORM T
Appointment Reminde
g Call By: gt
g El

equired Select checkbox to print 2 Patient '|

—— | ‘s> Print Form | g} Close | (5] PB Casze |
| [Pt Insurance(s) [ID [Priority | Start Date | & Autho. N“'l
P [T America Life insurancd 121212 Primary
P [T Medicare 9743964794 Secondary
P [T CIGHA 125632 Tertiary
Ok
4 Send Inguiry @Eligihwlily Histany |‘/
« »v|[| > Cancel

NOTES:
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Setting Letter Templates as “Forms to be Signed”

Setup>> Other>> Form To Be Signed

5 Form to be signed L|Slt of d
‘;1; Forms to be Signed selecte
" B Hipas sereement | forms

Select Procedure for which
this form needs to be signed.

SPEMETT |

PAGHEEMENT
)

e [ INFORMED CONSENT

Diffice: [EHE

Select time to get

rom Age: I = | Dapls] = I

sign, either check in
or check out.

tSign:IWhen Check In vI

Required: |_|Every Wigit v" =
End: |11./14/2008 ill

Start:|11a’18a’2DD?ﬁ

5 ture Required For*
CheCk bOXGS whose\{-?atient [ Guardian: [ Shalf: [ Dactar; v SeleCt the |ettel'
signature required. [ *nfems o oo | template from the
1. [Ergir =] [Teem - list to be used as a

4| | »

Click here to setup Letter Template

form to be signed.

F11=Add Row F12 =Delste Row

‘@ Add |@Qelete I)( Cancel |B Save |‘3 Cloze ”

Create “Forms to Be Filled” - Add
Setup>>0Other>>Form To Be Filled

Database Fields to the Form

Select office for which form is to

Click on the icon to

Click on the icon edit or view the

be defined. Select “All” for

¢ to select image
common forms for all office.

file for the form.

existing form.

Office IMEIEID‘I - Mary

/\

o Be Filled

NOTES:

=1

% g?"bLig;'DFt:‘TEEﬂsgiilégHD = Description* [FHTSICAL THERA&FT FORM .
List of [ AUTHORIZATION REQUEST For[Check In =] seq:| =5  Active ™ Click on the
already e T e BILITINGE R Heatire T BB sk aiound o icon to scan
Set -1 REFERRAL FORM Auto-Check Irn: W Open when needed: [ the image

.1 REFERRAL REQUEST :
forms -1 TREATMENT AUTHORIZATION Dractor: [50 =k

[ LABORATORY STUDY Procedurs: [BT =

1 DRDERS /COMMENTS

-3 OUTPATIENT CARDIC MEDICA Room: [ =

(21 PHYSICAL THERAPY FORM ! T =

" [1 PRE PACEMAKER ORDERS QERILARGE:

1 PRE waSCULAR PROCEDURE 1 From A.ge: = Dayls | Toage: = Dayls -

-1 PRECARDIOVERSIONTEE ORI I =i = I =i =l

[ PROCEDURE Categon: [SEANEIINEE

-1 PROCEDURE COMSENT

.[1 PROCEDURE ORDER Farward To: | =1

[0 REFFERAL TESTING FORM

-1 SPUANTERVEMTIONAL RADIO__| | Send To: (?1[Mo =1 |

nactive =l Select £ Scan Edit
4] | ] mrinac = & =
[=l Set Columns I | &5 Add I@ Delete I > Cancel IEI Save Ia Close ||
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£
To add new form from the image file stored in the computer click on 1:“]' icon from the form to be filled
screen.

Select specific file extension for the
letterhead image file to retrieve.
Available extensions are JPG, GIF,
and BMP, TIFF.

| [MH5elect File

; ' Click here to get list
H[JPEG Files [~jpg) [contans =] : _’uf all availablg

E& 1 inelipo h N
&, 11.JPG images in the IMS.

305_00022.jpg L
abdomen.JPG

RS G

@L Access Med_eJ FG .

_@1 ahed form modified.jpg Cl'Ck on the

[, ALLERGY11.JPG icon to “View”

[#, ant dematome.JP5 the file.
IELL ant knee joint JPG

[%, antR UEJFG N
[, ant shouldes iniss 1002

:”ﬁfile is not exist into the |
' %A: IMS list then click hereto |
@ aa| copy the file into IMS
= &t from other location of the
B ec  computer.

[, BC
[, BCMCaDny frular. JPG

List of all available
images in the IMS.

B eestor/
& bod_\ﬂ/

W =] Fiber List of Files [, View fle =
Copy File To My IMS |\/ ok | ¥ Cancel ||

Once the image is copied into IMS, select it and click on “OK”.

NOTES:
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Another way to integrate the form in the system is to scan it. Just click on this icon &

Resolution: Scan Type:
|1 oo w | |Simple:-c Lvs |
Color:

() Black % 'white
(%) Gray Scale

() Color

Simplex= Create Document for each page [one side]
Duplex= Create Document for all pages [both sides)
Mix [Twia zides]= Create Docurent for each 2 page(s)
Mix [One zide]= Create Document for each 2 page(z]

[] Open 5 canner &pplication ADF

In Scan Document window you can change the
resolution, scan type, etc. and click on Start.

[yf Start ”X Cloze

]

There are 3 options where the Form
would appear. It could be during
scheduling a patient or when you check
in or check out a patient.

NOTES:

Any changes in the Form, can be
edited through this icon

h

& B

NS YeTulitataml P AL THORIZATOM T BECILIE

. Schedule —>»  For|Checkin  »| Seq:| 1#%| Active:
e Check In Required: Prirt Background:
e Check Out Auta-Check 1r: Open when needed:
Diactor: |.-'-‘-.II |@

Procedure: l-'—‘-.ll |@

Roam: |.-'-‘-.II |@

Insurance: (&l =

Fru:-m.-'l'-.ge:l ¢||Da_l,l[3 vlTu:u.-'l‘«ge:l ¢||Da_l,l[3 vl

Categary: | Consent Form [GEMERAL) v |

Fomward To: | &l w |

[1] Inachve

Send To: [7]
Select 45 Scan @ E dit
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Required — when this is check, you can’t schedule a patient or check in/out a patient if the form is not fill
up.

Sequence — you can sequence the forms if there are more Forms under Schedule or Check In/Out (form
to be filled).

Print background — to print the background of the form during printing.
Auto-Check In — form is available for KIOSK check in.

Open when needed — this is related to auto-check in, the form can be open when needed.

Doctor — the form can be assigned to a specific doctor. Click on this icon[Z*to select a doctor. By default
it is set to “ALL”". The form will show up only to the certain doctor selected.

Procedure, Room and Insurance — you can as well as select a specific procedure, room and insurance.

From Age and To Age — if the form is intended only for a certain age level then you can provide the age
(days or years) from these fields. Basically, the form will only appear in the Form to be filled box if the
patient age match based on what is specified.

Category — where you can select what document category this form belongs.

Forward To — click on the dropdown arrow to select a certain person (office employees/doctors) where
you want this form to be forwarded.

Sent To - you can send the form to any of the following:
Lab
Hospital
Facility
Pharmacy
Insurance
Others
Example:
Send To: [7] |Hospital |+ | |Mount Sinai Hospital w

) . Bl Set Columns |
From “Forms to be Filled” setup screen, click on icon to set columns on the form.

NOTES:
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Meditab Software Inc.

333 Heoenberger Road
and, CA 84621

(PUT OFFICE NAME OVER HERE)

Referral Form DATE:

REQUESTING PROVIDER (if diffe!

ICDY:

ICDg:

OIAGNOSIS__

DIAGNOSIS:__

(z Patient
. [ Patient Gender
¢ [ Patient Name

/
Change the

T =

PATIENT NAME- (¥ select Column 2=

ADDRESS: [ Column Font size  [B[1[u] = font and size
# Dffice . .

HEALTH PLAN 3 Office Group if required.

PRIMARY CARE PHYSICIAN. s

. | Patiert Fpg Name
L[ Pal t hame
f— SR

Select the desired category and
then the column to put on the form.

Once form opens, click
anywhere in the form to
open “Select Column”

For e.g. here Category is “Patient”
screen.

and selected column is “Patient
First name”.

Once column(s) selected, move it to appropriate location.

As shown here, keep the
column slightly below to
the line to align with the

PATIENT NAME: Oy Patient Firsth / title text.

ANnnDCCcC- |

. @ Clear Column .
Click on “Clear Column” button on the bottom side of the form to remove the column. It
will show the list of the columns, then select the desired column(s) and delete it.

NOTES:
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Create “Visit Note Forms” & Add Database Fields to the Form

Setup>>Visit Note>>More>>Forms

Select office for which the form ] ]
is to be defined. Select “All” for Click on the icon Click on the icon to
common forms for all offices. to select image edit or view the

file for the form. existing form.
[ visit Note For @
Office: {00007 - Mary N\ =]
g 1;—13 =l PR | |EDICAL EXAMINER'S CERTIFICATE
L
- 21 Seq.:l = Showds Attachment: [~ Background:
g gi ABN Farm: [ Active: v
G Click on the
i e Pocor B ot icon to scan
List of - 28 Procedure: [ALL | the i
alread -0 2 jr— — e image.
y [ 303 From Age.l Il'lDay[s] ;I ToAge.I IIIIDa-"'[S];I
set 1
forms 7% s ‘ Send To (7)[Na =] ‘
[ HEALTH CARE REFERRAL FORM —
----- E) MEDICAL EXAMINER'S CERTIFICATE —|  Fom Mo | | =
4 | [ (inactive {Z Select & Scan B Edit
[l Set Columns | ‘@ Add |@Qelele |>< Cancel |E Save |@ Close ”

o . Bl Set Columnsz |
From “Visit Note Forms” setup screen, click

icon to set the columns on the form.

Like “Forms to be filled” click on form and “Select Column” window will open. Choose the columns and
align it to the title text.

MEDICAL EXAMINER’S CERTIFICATE

NAME OF CANDIDATE DOB

21
CURRENT ADDRESS
|COIumn |Fonl |Size |B| | Iﬂl -

WEIGHT __ AGE HEN|| 7 Pulse Pasition

- [ Pulse Regular
PULSE AFTER ONEMINUTE(|| ..
IS HEART ACTION UNIFORM|| | : :
IS THERF EVIDENCE OF Disi| M Weight bs) TS | (S LA
o A T e e H o AP )

NOTES:




