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Electronic Mail from the Server Screen

Electronic Mail (E-Mail) is a means of transmitting messages between employees and/or departments
via electronic lines of communication within the CPSI System. With E-Mail, the facility has the ability to
send mail to specific persons or to specific departments as well as the ability to print those messages.
All CPSI modules are interfaced with E-Mail, allowing easy access to the system.

Select E-mail module

Department: CPSI Community Health System Signed On: (HHH0)
Wiew Mew | [ Send Mail To
Signed on Department kail Department
Signed on Employee hail Employee
Failed Fax Motices Physician's Clinic
Siew Sent Mail Redirect Mail For Department
i All | | Print Reparts |
Signed on Department hail fail
Signed on Employes Mail | CPsI |
Failed Fax Motices CPS Support Via Internet

Figure 1.1 Mail Functions - Selection

Signed On

Department: The Department listed will pull from the department that is loaded in field 1 of Port
Maintenance within the Device Control Table.

Employee: The employee field will default to NONE. When selecting Signed on Employee Malil, the
system will prompt, Enter Employee #. After entering the valid employee number, the employee
name will display on this field, and the password prompt will appear.

NOTE: If accessing mail from within the Accounts Receivable application, the Department listed will
pull from the department the PC or terminal is logged into. If employee sign on is used, the employee
name will automatically pull to the Signed On Employee field.
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View New

Unacknowledged mail may be viewed through the View New Mail options. Both departmental and
employee specific mail may be acknowledged. Unacknowledged mail will purge from the system after
30 days.

Signed on Department Mail

All unacknowledged departmental mail may be viewed by selecting Signed on Department Mail.
Each message is displayed. Select the message so that the full message may be viewed rather than
the truncated version shown on the mail index. In addition, by selecting All, each message may be
viewed sequentially. Please note that only mail for the department shown in the upper right hand
corner of the E-Mail base screen may be viewed. For example, a terminal logged into the Materials
Management Department will only be allowed to view Materials Management messages.

Signed on Employee Mail
Mail for individual employees may be viewed the same way departmental mail is viewed. Employee
sign on is required when viewing mail by employee. The employee should key in their employee

number and password.

It should be noted that once new mail is viewed via these options, the messages will be moved to the
ALL section and can no longer be viewed in NEW MAIL.
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Failed Fax Notices

Selecting this option will display a list of failed faxes from the Fax Server. Selecting More will scroll
through the list in date order. All will allow all faxes in the list to be resent, viewed or printed. Purge
will purge selected faxes by date range.

View All

The View All option allows old/acknowledged mail messages to be viewed again. A date range may
limit messages. Acknowledged mail will purge from the system after 10 days.

Signed on Department Mail

This option works similar to the View New Mail option for departments. The only difference is that a
begin date is requested. Once a begin date is entered, all mail messages since that date is displayed.
Signed on Employee Mail

Employee mail also requests a begin date. All mail received after that date is displayed.
Failed Fax Notices

Selecting this option will display a list of failed faxes from the Fax Server. Selecting More will scroll
through the list in date order.

Send Mail To

Department

Selecting this option will display a list of departments. Select the department(s) or employees in
department(s) to which mail will be sent.
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Select E-mail module > Department

Select Al Departments Send to Department(s) Send to Employees in Department(s)

Description MNumber | TTY e
Administration it 9
Adrmitting 065 28
Ambulatory Care 057 ula]
Behavioral Health 010 ooz

Beginning Department MNarne: Cardiopulmonary iy 513
Central Supply 025 520
Clinic Services 046 29
Data Processing 0s4 21
Dietary 0ss 213
EDITH BROWM PAVILION (PS... 010 ooz
EKG 032 41
Edith Brown Pavilion (Psych Un 010 ooz
Fiscal Services 0e2 20
Fund Raising 084 10
Health Information Services nsz2 24
Imaging Services 036 157
Insurance 01 16
Laboratory 02a 157
Medical/Surgical o3 157
Miscellanous 099 010
MNursing Administration o1 513 v

Figure 1.2 Mail Functions - Send Department E-mail

A department may be selected individually by clicking on the appropriate department. If several
departments need to be selected, click on the desired departments while holding down the Ctrl Key
or Shift Key for a range of departments.

Beginning Department Name: Enter the start of a department description to delimit the list of
departments.

Select All Departments: This option will select all departments in the lookup.
Send to Department(s): After selecting the department(s), mail will be sent to the specific terminal

loaded in the department table. The following screen will be displayed:

Select E-Mail module > Department > Send to Department(s) or Send to Employeesin Department(s)

Sending Departmental Mail - Maximsm 11 Lines

Reminder: There will be a meeting Monday at 9:00 in che Board Room.

Les [ ok ] Bboce Find

Figure 1.3 Sending Departmental Mail
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Enter the message to be sent to the departments selected. Select OK to send mail. Select Abort to
cancel without sending mail. The Find option may be used to search the message for a word or
phrase.

Send to Employees in Department(s): Accessing this option will send mail to employees logged in
to the selected department(s). The Note Pad box will be displayed, and the message will be entered
following the same process as the Send to Department(s) option.

Employee

By selecting this option, mail may be sent to one specific employee rather than an entire department.
A list of employees will be displayed. From this list, an employee may be selected individually by
clicking on the employee. If several employees need to be selected, click on the desired employees
while holding down the Ctrl Key or Shift Key for a range of employees.
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Select E-Mail module > Employee

Signed On Emp Dept: 001
nloyee E-mail
-Weekly Payroll - Send to Employee(s)
Last Mame First Mame Ml | Mumber | PR | &
BLAIS LIMDA, o001 B
BLECHERT CHAD L 00367 B
BLUE AMY A 01153 B
BOONE KAREN 00114 B
Beginning Employee Name (Last First MI) BOWERS CHARLES Doo3 B -
BOWLS GEMNE 00014 B
BREWER BARRY L ooss4 B
Custom Mail Groups: j BROWN ELAINE o010 B
BROWN JOSEPH W 111N B
BROWN MARILY M oo11e B
BRYARS LARRY ootz B
BUNMY GIBSON ooz12 B
CAIN PHIL 0oa17 B
CALL MARIEDA KM 00031 B
CASSIDY BEY 00022 B
COLE MATTHEW =) 20009 B
CORSE ROVVERA 00038 B
DAYS BETTIMNA L 02494 B
DIXON REMNA 11268 B
DOE JAME ao11s B
DOMMING YWESLEY Mo 21112 B v

Figure 1.4 Mail Functions - Send Employee E-mail
Beginning Employee Name (Last First MI): Enter the start of an employee name to delimit the list of
name.
Custom Mail Groups: Select a specific group name of employees to send mail.
Select All Employees: This option will select all employees in lookup.

All Payroll Types: This option provides a drop-down box to select the type of payroll. The options are
Bi-Weekly, Monthly, Semi-Monthly, or Weekly.

Send to Employee(s): After selecting the employees(s), mail will be sent to select this option. The
following screen will be displayed.
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Select E-Mail module > Employee > Send to Employee(s)

Sending Employee Mail - Maximum 11 Lines

1,1 ke ] abort | Find

Figure 1.5 Sending Employee Mail

Enter the message to be sent to the employee(s) selected. Select OK to send mail. Select Abort to
cancel without sending mail. The Find option may be used to search the message for a word or
phrase.

Physician's Clinic

Mail may be sent to a Physician Clinic that is online with the CPSI system by selecting this option. The
appropriate clinic should be selected from the index and the message may be entered by following the
same steps as sending mail to departments and employees.

Redirect Mail for Department

This option allows mail for one department to be sent to another department. Select Redirect Mail for
Department to display a list of departments. Select the department that will need mail to be redirected
to another department. Select Redirect Mail for Department. This will display the following warning:

m 2| -] x|

This will redirect the mail for all departments selected to
TT 193, Are you sure that you wish to continue?

Yes Mo

Figure 1.6 Redirect Mail Dialogue

Selecting Yes will redirect the mail for the department selected to the department signed on. In this
example, the mail will be redirected to the Administration department, specifically TTY 193.
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Print Reports

Messages may be printed by selecting Mail. Select a print option. The system will prompt for a
department or employee number, the respective password and a start and end date. Mail messages
that fall within the date range for the selected department or employee will print. By entering through
both start and through dates, all mail messages will be printed for the department or employee.

The printed report will show the following information for each message: who sent the mail, who
acknowledged the mail, the message sent, the TTY number, date and time when the message was
sent and the date and time when acknowledged.

CPSI

CPSI Support Via Internet

This option allows a facility to enter and edit a CPSI situation through the Internet. This option is only
available for a PC that has Internet access.

Custom Mail Groups

The Custom Mail Group option will allow a group of employees to be grouped into a customized mail

group. This will make it easier to send mail to a group of employees at one time.

Select E-mail module > Custom Mail Groups

HO

Mail Groups: — [<hEW | Employee Lookup

Group Name: | | Payroll Type: ’W

Employees: (Select Employee to Remowve) List Crler: ’m

Murmber | Last Mame | First Mame | Starting Value: |
Must Contain Yalus: v
Select Employees to Add Go
Lazt hlame | First Mame | bl | Mumber

More

Figure 1.7 Mail Functions - Custom Mail Groups
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Select New to add a Custom Group name, or select the drop-down arrow to manipulate a Custom
Group that is already set up. Once employees are added to the Custom Group, they will be listed
under the Employees box. To remove an employee from the Employees box simply select the
employee name.

The Employee Lookup section will allow an employee to be added to the Employees box for the
Custom group. Select the Payroll Type of the employee by using the drop-down arrow. Use the drop-
down arrow to select a List Order. The List Order will display by employee name, employee number or
the department that is assigned to the employee in the Payroll module.

After the list order is selected. Enter the starting value of the desired list order. Selecting Must
Contain Value will only display the information that was entered in the starting value field. Leaving
this field blank will pull the starting value and everything that follows that order. Selecting Go will
display the employees based on how the previous fields were selected. More will scroll down the list.

Select the name of the employee to add to the Employees box. Doing this will create the customized
group.

H (%)
Select to save the Custom Group. Select to delete the Custom Group. Once the Custom
Groups have been created and saved, mail may be sent to the Custom Groups by selecting Send
Employee Mail from the Mail Functions Selection screen.
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Electronic Mail via Other Applications

E-Mail may be accessed through nearly all other CPSI applications. When selected, the system
branches to the E-Mail module. After finishing the E-Mail application, the system will return to the

application from which E-Mail was entered.

Select General Ledger > Applications > E-mail

Accounis Fayable
e ! ﬁm | [Cher EIFEWT?UCI}FT-EITEGH
| Attty ] Transaction EntryReviewCorment | | cor ?E;Egg::wnns
[ Einancial Report Fomats ] Create Recuring Entries | Checkl| Fayrol
| Huogets ] Create ADP Erirjes | | o] E’em:::rtunaga
[ Beiasring Eresies | Switeh BUOGEL Infcemanon ] | Cappal I Fiekease Notes
[ Control Dgtions | End-cé-ear Furctions | [PrintReports
[ mages ] Riegen AHA Cross Reference ] | Breg Fepons
[ voewe | Generale New Repor Formag ]
[ Chart of Actoaris ] FRESEGnce Fpoet T orats |
| Emnancial Report Fomats | st Likn hew Deparments |
[ Acccart Desal | Updabe Hospital GL from MPM |
[ Actourt Summany | Creste Journal Woucher File |
[ At umber Cross Reterence. | Uploud Exvel Budget Actiaty ]
[ Financisl Oril Dowri |

Figure 1.8 General Ledger - Main
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Figure 1.9 Budgeting - Main

Select Accounts Payable module > Applications > E-mail

i—"aﬁert .ﬂ.-:mr-:
(Ganaral Ladger
Foad Assets
| Maintenance | [Transactions Email
| e | | o iokss Fapatinass
[ Existng Irvnices ] I Ercurming ivokces T
[ Refundy | | Israwien Checks |
[ Conjrel Dpoons | | Wi CPecks |
[ IvoaceP O Descrepanches ] [ Credt Memas |
| windur Dets Purgs ] [ Comgane Vanoes |
| images ]
[ Migwe |
[Frint Feparts 1 | InclceuChecks |
| Brrt Reports | | Venders |
[ WiEndor Detad |
| Purchase Croers |
| iyword |

Figure 1.10 Accounts Payable - Main
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|
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[ Corerol Record ] | Wethod Codes |
[Lest Update: 113010 | [PiirtRepens |
[ Print Reports |

Figure 1.11 Fixed Assets - Main

Select Other Contributions module > Applications > E-mail

E

[Maintenance | [EcrenDipiays | [ | Rorotimaze

[ ALt Master | Actoari Hame Index ] | Bl A3 HOE Repon File |
[ Tramsachon Codes ] Arcount Detad ] | Rebuld Account Name e |
[ Corernl Fecond | Transaction Godey | | Summante Accourt Cetad |
| Pledges and Payments | Hstory ALcounts | | Prrge Actounts 10 History |
[ Transacton Ertry |

[ transsvon geewtomens |

Figure 1.12 Other Contributions - Main Menu
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Signed On Empc 51 Dept 058

Figure 1.13 Word Processing

Select Payroll module > Applications > E-mail

AL 10NS
Fatient Accounting
(Ganeral Ledger
ng
| Executive infonmation
| Time & Atbendance
Human Resources
| Eos.-tmn Comtnal
mail
| Create Transactons from Deduction ]l' | Evrint Repiies Word Processing
[ Cpange Deducions |= [ Lomrol Setings Repart Image
Fedogss Mofes
l Pl Eegiater J [ [ Emgloyer Benefits Contribution:
[ &R Deductioers ot List |m
[ Berfits £ List |m
[ Curerd Fun Payrol Eie Busd |m
CReckaStus | m
Create Direct Deposts | m
[ Labor & GL Distritation | =
[ GL Eoe List | =

Figure 1.14 Payroll Main Menu
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Select Patient Accounting module > Other Applicationsand Functions > Word Processing > Email

Ll L |

B word Procassing

CPE Camemunity Hialh Syslem

Curreniy Solectod Library. [kt rapuanot

Figure 1.15 Time & Attendance - Main Screen

Shgnisd On Emge 308 Dl 0O

[ Dacument Option= | [ Library Options | [ Other Systems
Sebset Diesciamand Cresbs Libeary A o Regoet
Doocienent Inde: Dedete LEeary Spreacizhest
Erint Lirary Emad
[osbeay Nobes

Figure 1.16 Word Processing
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Mail from the Hospital Base Menu

Mail may be accessed in the Communications application from the Hospital Base menu. The Screens
are labeled differently in the Communications application. This section will give a further explanation of

the Mail application.

Select Patient Accounting module > Communications > Mail

& Al CPE1 Community Health Sy$om Sigrved On Emgx Xi04 Dept 001

H Communicslone Menu

| Cammunications Options |
fdasl
Brsetinne ADn-Cosll
Requestions
B Mumber List
Errplcryr Indormiation
Fax
Bsleaze Notes
Frint P Shaduss Report (Depariment )
[epartmert Fax Stabus
Hotiticatiors

Figure 1.17 Communications Menu

Send Mail Options

Send Department Malil

Selecting this option will display a list of departments. Select the department(s) or employees in
department(s) to which mail will be sent.

Revision Date: 2/3/2015 15



@ C-P-+S-+| Electronic Email
EMR System

Select Communications > Mail > Send Department M ail

Select Al Departments Send to Department(s) Send to Employees in Department(s)

Description MNumber | TTY e
Administration it 9
Adrmitting 065 28
Ambulatory Care 057 ula]
Behavioral Health 010 ooz

Beginning Department MNarne: Cardiopulmonary iy 513
Central Supply 025 520
Clinic Services 046 29
Data Processing 0s4 21
Dietary 0ss 213
EDITH BROWM PAVILION (PS... 010 ooz
EKG 032 41
Edith Brown Pavilion (Psych Un 010 ooz
Fiscal Services 0e2 20
Fund Raising 084 10
Health Information Services nsz2 24
Imaging Services 036 157
Insurance 01 16
Laboratory 02a 157
Medical/Surgical o3 157
Miscellanous 099 010
MNursing Administration o1 513 v

Figure 1.18 Mail Functions - Send Department E-mail

A department may be selected individually by clicking on the department. If several departments need
to be selected, click on the desired departments while holding down the Ctrl Key or Shift Key for a
range of departments.

Beginning Department Name: Enter the start of a department description to delimit the list of
departments.

Select All Departments: This option will select all departments in lookup.
Send to Department(s): After selecting the department(s), mail will be sent to the specific terminal

loaded in the department table. The following screen will be displayed:

Select Communications > Mail > Send to Department(s) or Send to Employeesin Department(s)

Sending Departmental Mail - Maximsm 11 Lines

Reminder: There will be a meeting Monday at 9:00 in che Board Room.

Les [ ok ] Bboce Find

Figure 1.19 Sending Departmental Mail
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Enter the message to be sent to the departments selected. Select OK to send mail. Select Abort to
cancel without sending mail. The Find option may be used to search the message for a word or
phrase.

Send to Employees in Department(s): Accessing this option will send mail to employees logged in
to the selected department(s). The Note Pad box will be displayed, and the message will be entered
with the same process as for the Send to Department(s) option.

Employee
By selecting this option, mail may be sent to one specific employee rather than an entire department.
A list of employees will be displayed. From this list, an employee may be selected individually by

clicking on the employee. If several employees need to be selected, click on the desired employees
while holding down the Ctrl Key or Shift Key for a range of employees.

Select Communications > Mail > Send Employee M ail

i-Weekly Payroll - Send to Employes(s)
Last Mame First Mame Ml | Mumber | PR | &
BLAIS LINDA, 00021 B
BLECHERT CHAD L 00867 B
BLUE AN A 01153 B
BOOMNE KAREMN oo114 B
Beginning Employee Name (Last First MI) BOWERS CHARLES 00013 B -
BOWLS GEMNE ooo14 B
BREWER BARRY L 00234 B
s el B | j BROWHN ELAINE oo110 B
BROWHN JOSEPH W 11111 B
BROWHN MARILY M 00116 B
BRYARS LARRY oon12 B
BUNMY GIBSON 00212 B
CAIN PHIL o7 B
CALL MARIEDA M 00031 B
CASSIDY BEY o002z B
COLE MATTHEW 5 20009 B
CORSE ROVWERA 0o03s B
DAYS BETTIMA, L 02454 B
DIXOM REMA, 11268 B
DOE JANE oo115 B
DOMMING WESLEY Mo 21112 B v

Figure 1.20 Mail Functions - Send Employee E-mail

Beginning Employee Name (Last First MI): Enter the start of an employee name to delimit the list of
name.

Custom Mail Groups: Select a specific group name of employees to send mail.
Select All Employees: This option will select all employees in lookup.

All Payroll Types: This option provides a drop-down box to select the type of payroll. The options are
Bi-Weekly, Monthly, Semi-Monthly, or Weekly.
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Send to Employee(s): After selecting the employees(s), mail will be sent to select this option. The
following screen will be displayed.

Select E-Mail module > Employee > Send to Employee(s)

Sending Employee Mail - Maximum 11 Lines

1,1 ke ] abort | Find

Figure 1.21 Sending Employee Mail

Enter the message to be sent to the employee(s) selected. Select OK to send mail. Select Abort to
cancel without sending mail. The Find option may be used to search the message for a word or
phrase.

Send Mail to Physician's Clinic

Mail may be sent to a Physician Clinic that is online with the CPSI system by selecting this option. The
appropriate clinic should be selected from the index and the message entered following the same
steps as sending mail to departments and employees.

Redirect Mail for Department

This option allows mail for one department to be sent to another department. Select Redirect Mail for
Department to display a list of departments. Click the department that will need mail to be redirected
to another department. Select Redirect Mail for Department. This will display the following warning:

= 2| -] x|

This will redirect the mail for all departments selected to
TT 193, Are you sure that you wish to continue?

Yes Mo

Figure 1.22 Redirect Mail Dialogue

Selecting Yes will redirect the mail for the department selected to the department signed on. In this
example, the mail will be redirected to the Administration department, specifically TTY 193.
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View Mail Options

Unacknowledged mail may be viewed through the View New Mail options. Both departmental and
employee specific mail may be acknowledged. Unacknowledged mail will purge from the system after
30 days.

View New Mail

All unacknowledged departmental and individual employee mail may be viewed by selecting View
New Mail. Employee sign on is required when viewing mail by employee. Each message is displayed.
Select the message so the full message may be viewed rather than the truncated version shown on
the mail index. In addition, by selecting All, each message may be viewed sequentially.

Please note that only mail for the department shown in the upper right hand corner of the Malil
Functions screen may be viewed. For example, a terminal logged into the Materials Management
Department will only be allowed to view Materials Management messages. It should be noted that
once new mail is viewed via this option, the messages will be moved to the ALL or the Old section
and can no longer be viewed in View New Mail.

View Old Mail

Selecting View Old Mail will show all mail that has been acknowledged in New Mail. This will allow a
start date to be selected. Selecting the All or New option will allow the selected screens to display.
View Sent Mail

Selecting View Sent Mail will display mail sent by an employee or department. Selecting More will

scroll through the list in date order. Mail may be viewed or deleted by highlighting the mail message
then selecting the desired option.

View Failed Fax Notices

Selecting View Failed Fax Notices will display a list of failed faxes from the Fax Server. Selecting
More will scroll through the list in date order. Faxes may be re-sent, viewed, or printed by highlighting
the desired fax. Selecting Old Failed Faxes will allow all acknowledged faxes to display.

View Old Failed Fax Notices

Selecting View Old Failed Fax Notices will allow all acknowledged faxes to display after entering in a
start date. Selecting New Failed Faxes will display a list of failed faxes from the Fax Server.
Selecting More will scroll through the list in date order. Faxes may be resent, viewed or printed by
highlighting the desired fax.
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Print Mail Options

Print Mail Messages

To print messages, select the following:

® Select Print Mail Messages. (This option requires appropriate security.)
* From the Report Control Options menu, select a printer.

® The system will prompt: ENTER STARTING DATE: and THRU ENDING DATE: (The system

defaults to today's date)
= Enter the 6-digit starting date or use the drop-down calendar.

* Select Continue.

* This option requires appropriate security. The Message File Listing will include all mail messages
(system wide) within the selected date range. The following information will be included:
= The name, initials and employee number of the person sending the message.

The name, initials and employee number of the person acknowledging the message.

The tty number of the device that sent the message.

The date and time the message was sent.

The date and time the message was acknowledged.

The message that was sent.

CPSI

CPSI Support Via Internet

This option allows a facility to enter and edit a CPSI situation through the Internet. This option is only
available for a PC that has Internet access.

Custom Mail Groups
The Custom Mail Groups option allows a group of employees to be grouped into a customized mail
group. This will make it easier to send mail to a group of employees at one time.
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Select Patient Accounting module > Communications > Mail > Custom Mail Groups

HO

Mail Groups: |<NEW> j Employee Lookup

Group Mame: | | Paryrall Type: W

Employees: (Select Employee to Remowve) List Crler: ’m

Mumber | Laszt Matme | Fir=t Mame | Starting Yalue: |
Must Contain Yalus: v
Select Employees to Add Go
Lazt hame | First Mame | hdl | Mumber

More

Figure 1.23 Mail Functions - Custom Mail Groups

Select New to add a Custom Group name, or select the drop-down arrow to manipulate a Custom
Group that is already set up. Once employees are added to the Custom Group, they will be listed
under the Employees box. To remove an employee from the Employees box simply select the
employee name.

The Employee Lookup section will allow an employee to be added to the Employees box for the
Custom group. Select the Payroll Type of the employee by using the drop-down arrow. Use the drop-
down arrow to select a List Order. The List Order will display by employee name, employee number or
the department that is assigned to the employee in the Payroll module.

After the list order is selected, enter the starting value of the desired list order. Selecting Must
Contain Value will only display the information that was entered in the starting value field. Leaving
this field blank will pull the starting value and everything that follows that order. Selecting Go will
display the employees based on how the previous fields were selected. More will scroll down the list.

Select the name of the employee to add to the Employees box. Doing this will create the customized
group.

& )
Select to save the Custom Group. Select to delete the Custom Group. Once the Custom
Groups have been created and saved, mail may be sent to the Custom Groups by selecting Send
Employee Mail from the Mail Functions Selection screen.
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