Electronic File Management m

Introduction

The Electronic File Management application allows files to be attached to patient accounts. These files
may be scanned, copied from a PC, copied from the server or taken from the documents that are set
up to be digitally signed. Changes may be made to the files once they are attached to an account. Files
can be deleted, re-titled or moved from one patient account to another.

Electronic File Management

Hardware

The document scanning feature is used for scanning documents and items such as driver's
licenses, insurance cards and other miscellaneous documents. In order for a scanner to properly
communicate with the CPSI System it must be TWAIN compliant and the TWAIN drivers installed on

the PC to which the scanner is attached.

The ability to perform scans across the network is also available. In order for this option to work the
scan must be originated from the PC and not the scanner. Please contact CPSI Technical
Applications for further information on this configuration.

Setup

The Electronic File Management application is a separately purchased software application. Prior to
implementation, certain table maintenance must be performed.
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AHIS, Page 9

Select Hospital Base Menu > M aster Selection > Business Office Tables > Business Office Tables
M aintenance > AHIS> Page 9

Critical Access Heospital: ¥ M W ¥ F B W 8 F @ F C© W ALL
Critical Access Hozpital discharge days: [oo

Enhanced Temporary Registration? N (¥/H)
Use Electronic File Management Software:
Display Patient Account Mote? |

HDC Charging Prompt (1=5): N M N M N

W S o A s G ke o=

=
=

Include Autogen in Autoclosge: [H (¥/N)
Clinic Stay Tvpe for MEM use: | (172/374/5) [T ("p"hy/ "H a=p)
Enhanced Receipting Maps?[v (¥/N)

=
3 | =

15 Clinics use MPMACD? [ (¥/M)

ENTER 0-STOP OR SEQ#.: l (OR EB#)

Figure 1.1 AHIS Control Record, Page 9

e Use Electronic File Management Software: To begin using Electronic File Management, this field
will need to be selected. The system will prompt “Purchased Function, Please Contact Your CPSI
Marketing Representative.” CPSI will activate this option after it has been purchased.
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Special Functions

Employee Sign On is necessary in order to use Electronic File Management. There are two employee

security switches that will need to be reviewed.

Select Special Functions module > System M anagement > System Security > Employee Security >

Page 2

[ Employes Haintenance

Emp Mant Page Securty’

Emp. Number: 47836 SCOTT MELTON ADAMS
Ao nan LIRS s

Access to Home Health System:
Access to Item Master Only..:

EWS Main SCreen Securlty....:

Permizzion to scan documents:
Employes Security Group.....:

Access to PO Functiens Only.: &
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4

["N" denies access]
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Allow Viewing Uploaded Image: [¢ ¥/N/
Add Comments to Scanned Decs: [¢ ¥/N/
Allew Changing Scanned Docs.: [ Y/N/
Include BT Mame on C/8 Rept.: | Y/N/

Enter: G Bt Patlp

Figure 1.2 System Management, Page 2

e Permission to Scan Documents: If selected, this option will allow the employee to scan
documents.

e Allow Uploading Images: If setto Y, this option will allow the employee to upload a document from
the PC option in Electronic File Management.

e Allow Viewing Uploaded Image: If set to Y, this option will allow the employee to view a document
that was uploaded through the PC option in Electronic File Management.

e Add Comments to Scanned Docs: If setto Y, this option will allow the employee to add comments
to any file attached to an account through the Electronic File Management application.

e Allow Changing Scanned Docs: If set to Y, this option will allow the employee to move, re-title or
delete any file attached to an account through the Electronic File Management application. It will also
allow the employee to view deleted or moved files on an account. If set to N, the "Deleted" and "All

Images" radio buttons will be grayed out and the employee will be unable to view deleted and moved
files.
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Image Title Table

Prior to utilizing Electronic File Management, information must be entered in the Document Titles and
Delete/Move Reasons table. These are found in the Image Title table in the Business Office Tables.

Select Hospital Base M enu > M aster Selection > Business Office Tables > Business Office Tables

I Document Tables !.H

Mairtenance Cptions

M aintenance > Image Titles

Document Titles

DeleteMmove Reazons

Figure 1.3 Maintenance Options

Set up a document title for each type of document that will be scanned using New, located below the
Description Index listing.

Select Hospital Base M enu > M aster Selection > Business Office Tables > Business Office Tables
M aintenance > I mage Titles > Document Titles

- = ! & 5] C :ommunity Health i Signed On Dept: 001

3‘1 Image Title Maintenance

Title

Advanced Directives

ARTERIAL BLOOD GASES
CBC

COMPLETE METABOLIC PROFILE
DRMERS LICEMSE

EKG

INSURAMNCE CARD
LABORATORY

ORGAM DONOR

Physician Order

Physician's Order

PRE-ADMIT TESTIMG

SIGHED TERMS AGREEMENT
UPLOADED IMAGE
URIMNALY SIS

Figure 1.4 Image Title Maintenance

Revision Date: 6/6/2016 4



Electronic File Management

Selecting an existing image title or selecting New will display the following screen. This screen will
allow new image titles to be created or existing ones to be maintained.

Select Hospital Base M enu > M aster Selection > Business Office Tables > Business Office Tables
M aintenance > I mage Titles > Document Titles > New

A CPSE| Comrmunity Healh Sysbem Signad On Emg: MOM Daept: 055
®  Image Title Maintenance
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o — i 0 0 oTa 1 [ Document Size; |25 x 11 Lather -

| | | [ I | | Enabia Automatic
- - ! L L L L Documant
Physician Link kds: i

f Narmative Tab:
Chawrtlink Phrysiclans:

Curmeniy Lsed:

Copy Fonwand

Iz Dalaticn Alowed:

Enter Documssn Duabe

Altarnain Tithe Prompt: 1

Charlink Tab!
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Flag imagas On-File: =

Documant Typa: = Saandard

EMR Documeet Codec, (05307 4 CONSULTATION
‘Allrw ESign for this document: =) Phys Doc Tie] 00000000096 [ )Consultations

Figure 1.5 Image Title Maintenance

e Title: Enter a 30-character description. Once this description has been entered, any changes to the
title will not be allowed. In other words, any documents scanned under an original title will remain
under that title.

¢ Phase Permitted: Enter the department Phase ID that should have access to the image.

e Depts Permitted: If additional departments, that do not share the above-entered Phase ID, should
have access to the image, enter those departments in the spaces provided in “Depts Permitted”. Up
to 20 departments may be entered. If “Phase Permitted” is blank, the system will use the department
settings to determine image-viewing capabilities. If both “Phase Permitted” and “Depts Permitted”
are blank, any facility employee will have access to the scanned images.

To determine a department's Phase ID, review Departmental Security settings within Special
Functions. From the CPSI Clear Direction screen, select Special Functions. Access System
Management. Select System Security and Department Security settings. When a department
number is entered, the Departmental Phase ID will display. Some departments do not require a “Phase
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ID” for daily operations.

Physician Link IDs: Selecting this option allows access to scanned images via Medical Practice
Access.

Chartlink Physicians: This option allows up to 20 physicians to be entered. Enter the physician
number to allow that provider access to that specific Image Title when using the ChartLink Virtual
Chart feature to scan images directly into ChartLink. Enter an “*” in the first field to allow all
physicians.

Currently Used?: For active image titles, this field should be selected. For those titles that have
been discontinued, misspelled or changed, leave this field blank so that no further images may be
scanned for this title.

Just Like Allowed: If this field is selected, and a patient is registered using the Just-Like function,
then this Image Title, along with the scan from the original account, will copy to the new registration.
If this option is blank, no scans from the original account will copy over to the new registration.

Image Deletion Allowed: Select this field to allow the stored image to be deleted. If blank, the stored
image may not be deleted.

Enter Document Date: If this field is selected, during the scanning process the system will prompt
for a document date. The default will be the current date. The date entered will display next to the
Image Title on the patient’s account.

Alternate Title Prompt: If this field is selected, during the scanning process the system will prompt
for an alternate title. The alternate title will display on the patient’s account with an “*” to denote it is
not the original title of the image.

Chartlink Tab: This determines which of the 16 ChartLink Tabs the scanned Image Title will display.

Chartlink Icon: This allows an icon to display on the Whiteboard in ChartLink to notify the physician
of a new scanned image.

Flag Images On-File: If this field is selected for an Image Title, and the title is associated with a
patient’s account, the account will be flagged with “Scanned Images On-File”.

Document Type Standard: This field will only be used in conjunction with CPScan. Selecting
Standard for an Image Title means that document will be scanned into the system.

EMR Document Code: Enter the code from the EMR Document table in the Medical Record Control
table.

Allow ESign for this document: Select this option to allow a scanned image to be E-Signed.

For consistent use of space for scanned images, and to better manage the disk space used, page
properties will allow optimal default settings to be established for each image title. These settings may
be changed during the scanning process if necessary.
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e Resolution: Select the default Dots per Inch for this image title from the drop-down list.

e Color Depth: Select the default scanning color for this image title. Black and White, Grey Scale and
Color are the available options.

e Document Size: Select the default size for this image title from the drop-down list. The size may be
set to Letter, Legal, Index Card or Business Card parameters.

e Enable Automatic Document Feeder: Select this field if the scanner used has an automatic
document feeder attached.

e Narrative Tab: Select the chart tab within the MPEMR Clinical that the scanned image will populate.
This is only used for clinic patients.

In addition to the document titles, reason codes will also need to be set up prior to using Electronic File
Management. To enter a reason code, access the Delete/Move Reasons section of the Image Titles
table. Reason codes will provide an explanation for files being deleted or moved. Selecting New will
allow the name field to be accessed and the name of a new reason code to be entered. After the name
is entered select Save to retain the reason code.

Select Hospital Base Menu > M aster Selection > Business Office Tables > Business Office Tables
M aintenance > I mage Titles > Delete/M ove Reasons

B Image Table Maintenance !. m

Document Chang

Save Delete

Matmne

Dig Sig on incorrect account
Scanned on incorrect account

Plarme: |

Figure 1.6 Document Change Reasons
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To delete a reason code, highlight the reason code, then select Delete. This will not delete the reason
from an account. It only deletes the code from the table.
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Using Electronic File Management

The Electronic File Management application may be accessed from Patient Functions, Census
Functions, Medical Records and the Insurance screen.

Select Hospital Base M enu > Patient Account #

€ ¥ 1 O om CPSI Community Health System
B Accounts Recenabie - Patient Functions

Mame: SMITH ELLA KATHERINE Account: 357351
SCAMNED IMAGES ON-FILE

Signad On Emp: XXX Dept 058

| Patient Aceounting Patient Accounling (Cont) | [ Other Functions |
Census Callection Tickler Systam —.* Electropic File Management
Patient Charging - Genaral Pat Charging - By Dept IRF - PAI
Medical Records Parson Profile Electronic Forms
Insurance Appointment Scheduling
Receipts Displays |
Patient Summary Account Datad
Patignt Data Account Summary Conjract Management
Patient Account Nete Accgunt Status [ Print Options |
Refering Data Patient Information Admission Form
Transaction Entry Locations Summarny Emargency Room Form
Review and Dolete [ Hestory | Ermboss Cerd
Fatient Termg Clinical History Adult Admission Labals

Patiant Responsibility
Nete EntryiChanges
Insurance Tickler System

Juvenila Admission Labels
Labels
Account Detail

Figure 1.7 Patient Functions

To access Electronic File Maintenance files on an account, select Electronic File Management.

After selecting this option, the following screen will display. The tab File List will display all files linked to
the account.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement

€ @ % @ CPS] Community Health System Signed On Emp: XXX Dept 058
Electronic File Management for SMITH ELLA KATHERINE 357351
. » | @
File List | &dd File | Ready
= Active © Deleted  © All Images
[Date | Description | File Type | Comment Date | Audt Log Date [Batch#  [inactive? -
a1/25M1 ORDER RESULTS Order: 03620599 CPScan Document 0512612011 16:43 012372014 09:18 000255 ‘
050311 CONSENT IIP Digitally Signed Decument 0972372014 08:22
0572611 ABN Text Document 1002212013 08:45  0ODZTS

o - A e

052611 CBC CPBatchScan Decument 0272112012 08:54 000278

Figure 1.8 Hectronic File Management

This display will show the date the file was attached to the account, the description of the file, the type
of file that was linked or how the file was placed on the account, date the comment was placed on the
file, the audit log date, batch# and if the file is inactive or not. The file will be highlighted in red if it was
moved or deleted from the account. In this case, the inactive column will display “Moved” or “Deleted”.

There are three viewing options available on the File List tab:

e Active: The software will default to this option and will show all files that have not been deleted or
moved on the account.

e Deleted: This option will only display files that have been deleted or moved on the account.

¢ All Images: This option will display all active, deleted or moved files on the account.

NOTE: The Deleted and All Images options will only be accessible if "Allow Changing Scanned Docs"
is set to Y on page 2 of Employee Security. If it is set to N, the Deleted and All Images options will

display as grayed out on the screen.

The icons in the top left of the screen are as follows:

o View File: This will allow the file to be displayed on the bottom of the screen as shown below:
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement > View File
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Figure 1.9 Hectronic File Management

. Change File: This will allow the file to be moved to another account, re-titled or deleted. After

selecting Change File, the following screen will appear:
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M Electronic File Management

Change File: AUTHORIZATION TO TREAT

MweFIIEI Retitle File | Delete File |

Account Mumber or Staring Mame: | DK

Mame Mumber |

Select Reason to Move

Reszon

Digy Sigy on incorrect account
Scanned on incorrect account

e
Figure 1.10 Change File

= Move File: After selecting the file to be moved, select the Move File tab to transfer the file to a
different patient account. Enter the account number or starting name of the account to which the
file will be moved. Select Ok to display either the account, if an account number was entered or a
list of patients in alphabetical order to select an account. When the account receiving the file is
displayed, highlight the desired account. Select a reason that best describes why the file is being
moved from the Reason lookup. Select Save in the top left to transfer the file. The following
message will appear. Select Ok to complete the transfer or Cancel to exit without moving the file.

Bl Electronic File Management

~ou are moving the file:
"AUTHORIZATION TO TREAT!
to patient: SMITH DEEBIE JANE
Reason: Dig =Sig on incatrect account

Figure 1.11 File Change Warning

After the file has been moved, it may be viewed from the account it was originally attached. Files
transferred from accounts will be flagged by being highlighted in red. The audit log for the file will be
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updated to reflect the transfer.

= Retitle File: Select the file that will have the Image Title given to it at the time it was placed on the
account changed. Select the Retitle File tab. The Image Titles from the Image Titles table will
appear. Highlight the title which will replace the current name of the selected file. Next select Save
in the top left to change the title of the file. A warning message will appear stating the current name
of the file and the new name. Select Ok to complete the title change or Cancel to exit without
changing the file name. The audit log for the file will be updated to reflect the title change.

= Delete File: Select the file to be deleted. Select Delete File. The Reason Codes from the Image
Titles table will appear. Highlight the Reason the selected file will be deleted. Next select Save in
the top left to delete the file. A warning message will appear stating the name of the file being
deleted and the Reason for deletion that was selected. Select Ok to delete the file or Cancel to exit
without deleting the file. After the file has been deleted from an account, it may still be viewed.
Deleted files will be flagged by being highlighted in red. The audit log for the file will be updated to
reflect the date and time of deletion.

NOTE: A warning has been added when trying to access deleted images: "The electronic file you
selected has been deleted. You have permissions to view this file for historical purposes. Do Not make
clinical decisions based on the information in this file and Do Not disseminate this information to
others". There is also an "l agree" and "l disagree" radio button that has to be selected.

NOTE: Within MP EHR, if a file has been deleted from Electronic File Management the status will
display as "Deleted" in the corresponding yellow tab on the patient's narrative.
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o View Audit Log: This option will display an audit trail for the highlighted file. This shows the date,
time, employee's user login name and action, if any, performed on this file. Shown below is an
example of the audit log. Selecting the magnifying glass icon in the top left corner of the screen will
display this log in Adobe format.

Select Hospital Base M enu > Patient Account # > Electronic File M anagement > View Audit L og

Bl El=cUronic File Management

Aull Log for  QORNSENT L9

B
- |

Dl & Tme | Employes
TIE0A1 11733 MORNCA D MOCASHEY
1171 1106 MONCA D MCCASHEY

H

Figure 1.12 Electronic File Management
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o Add Comments: This option displays existing comments on the account and allows new
comments to be entered. Select Save after entering the comments.

Select Hospital Base M enu > Patient Account # > Electronic File M anagement > Add Comments

M Electranic File Management

File Commaand s

H
Nerwr Comment

Thiz file was zert by Dr. Jones.

Comment History

NZS1ZS0% L35 HEATHRETH ATHINE 2 =tssssssssssssssssssssssssssssnssnassnss
Aurhorizgacion to Treat - Compleced at registration

OZFLEADS L35S Crailg Andersen B L e Ty
Fhyaician Order - FPlace by Doctor Joned

Figure 1.13 File Comments
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o View Comments: This option displays the comments associated with a file. The date, time and
name of the employee who entered the comments will appear if using employee sign on. This is a
view only option.

Select Hospital Base M enu > Patient Account # > Electronic File M anagement > View Comments

W Electronic File Management ﬂ“n

ESL2/08 12 B8 FATHREYH ATHINZ LR L e L L e L L L L R LT R Ll
Guekhspisarion e Teaar - Compleved at Pegideyariosn

/L1208 15: 89 I:'r:.:.g Anderzon R

Phyeician Order = Place by Doctor Fomes

B2r1Z/09 14:00 Craig Anderson EEEEE T TR EE T EE TR
Thif file war sent by Dr. Jones.

Figure 1.14 File Comments
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From the Add File tab, locations in which files may be copied and placed on patient accounts may be
selected.

Select Hospital Base M enu > Patient Account # > Electronic File M anagement > Add File

CPSEI Community Heakh System Sagnid On Emp; JP Dept 001

Fibe List Add Fila | Reeady
Location * Scanner C RS © Server © Digital Signature Directony * Import From Inbaox

Deseripsion. [<sekct> -

File Mame, | |

Figure 1.15 Hectronic File Management

= Scanner: Selecting the Scanner radio button indicates a file will be scanned and attached to a
patient’s account. This location will allow a description from the Image Titles Table to be selected
in order to identify the file once it is on the account.

= PC: Selecting the PC radio button indicates a file will be copied from a PC’s hard drive and
attached to a patient’s account. This location will allow a description from the Image Titles Table

to be selected. The path of the file name may be entered, or selecting may be used to search
for the selected file.

= Server: Selecting the Server radio button indicates a file will be copied from the server and
attached to a patient’s account. This location will allow a description from the Image Titles table to
be selected. The path of the file nhame will need to be entered. Browsing the server is not
permitted.

= Digital Signature Directory: Selecting the Digital Signature Directory radio button indicates a file
will be copied from the Dig Sig Doc table in the Business Office Tables and attached to a
patient’'s account. This location will allow a description from the Dig Sig Doc Title Table to be
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selected.
= Import From Inbox: Selecting the Import from Inbox radio button indicates that imported CCDA's
from a third party will need to be attached to a patients account. This location will need to have

one of the "z_CCDA:...." Image Titles selected. Then select to view a listing of all imported
documents.
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Electronic File Management with Digital Signature

When registering a patient, the Admission or Emergency Room Form will be selected from the
Registration and ADT screen. If the program XCNPSFORT7A is loaded on AHIS page 2 in the Adm Form
Phase field, then the Admission Form will print along with a Consent Form. The Consent Form should
then be given to the patient to review, since it is the same document they will be signing digitally.

Select Hospital Base M enu > Account # > Electronic File M anagement > Add File > Digital Signature
Directory > Select description

L — R | CPS| Community Health System Signed On Emp: XXX Dept 058

Elactranic File Managameant for SMITH ELLA KATHERINE E5P508

Fila List Add File

Ready
Location © Scanner - PC « Sener « Digital Signature Directory « Impart From Inbox
Descripion:  [CONSENT /P El
Fills Name: [ Sign

Figure 1.16 Hectronic File Management

Selecting the Digital Signature Directory radio button indicates a file will be copied from the Dig Sig Doc
Table in the Business Office Tables and attached to a patient's account. This location will allow a
description from the Dig Sig Doc Title Table to be selected.

Once a description has been chosen, select Sign.
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Figure 1.17 Microsoft Word

Stop Codes have been placed in the generic consent documents. By selecting F11, the cursor will go
directly to the place in the document where signatures should be captured. After selecting F11, the
brackets will be highlighted. At this point, press the Right Arrow key to move one position to the right of
the brackets. At this point, the signature may be captured.

NOTE: To set up a Stop Code within a document, place the cursor in the desired positions and press
Ctrl F9. When the document is accessed after this setup, entering F11 will move the cursor to the
previously designated positions.
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Select SignDoc on the Toolbar. The following message window will appear.
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Figure 1.18 Microsoft Word

Figure 1.19 Sign Document

The New option in the Signature Select section will be highlighted, indicating a signature should be

entered on the pad.
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Figure 1.20 Sign Document

Once the signature has been entered, there are several options.

e Done: If the signature is correct, select this option to save it. The signature will then be displayed in

the text of the document.

e Clear: If the signature is illegible or the patient wishes to re-sign, this option will clear the signature

and allow a new one to be entered.

e Cancel: This option will exit the Sign Document mode without saving a signature.
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Figure 1.21 Microsoft Word

This enlargement shows the system-generated dates that are placed beneath the signature. The day of
the week, month, year, entire date and time (including hour, minutes, seconds) are captured.
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Figure 1.22 Microsoft Word

The system will also assign a number for that signature, such as SigPlusl. Once the second and

subsequent signatures are captured, they will each be assigned a number.
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Figure 1.23 Microsoft Word

After selecting Save/Exit, the system will prompt to “Verify Signature.” If the signature was acquired,
answer Yes.

Select Hospital Base M enu > Account # > Census > Images > Store Digitally Signed Documents >
document

signature Verification

Was the signature acquired?

Figure 1.24 Verify Signature

Once a document has been signed, it can be accessed through Electronic File Management.
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Select Hospital Base M enu > Account # > Electronic File M anagement > File List

CPS] Community Health System Signed On Emp: XXX Dept 058
SMITH ELLA KATHERINE a8

I S | ®

File List | Add File | Restrieving Document
= Active ~ Deleted © All Images
Date | Description | Fila Type | Comment Date | Audit Log Date |Barch®  [Inactve? |
030113 CONSENT QiR Digitally Signed Document 0411712015 09:37
0B/05M14 DRIVERS LICEMSE JPEG Image 06052014 11:08 000421
0&/0514 INSURANCE CARD JPEG Image 0B/05/2014 11:08 oon422
041715 CONSENT IfP Digitalty Signed Document 04172015 10:23
(o W= VR [T @@ - | g [
L] [-]
CONDITIONS OF ADMISSION
TO
CPSI COMMUNITY HEALTH SYSTEM
1. Release of Information: The undersigned in consideration for the treatment to be given by CPSI COMMUNITY HOSPITAL to patient
hereby agrees and expressly waives his'her privilege (and the privilege of the patient being treated if other than the undersigned) to the
confidentiality of medical records relating fo this admission and any and all such medical treatment received relative to such admission
including, without limitation, any psychiatric treatment, for the time periad of this admission and agrees, understands and consents that all
records generated by histher treatment andior admission to the hospital (or treatment of one for whom the undersigned has legal
responsibility or authority to execute this consent form) can be reviewed by any person or organization authorized by law or by a third
party payar whe may provide insurance payments to the hospital for the charges incurred for the services rendered to the patient and also
expressly authorizes the hospital to release such records to such payor or to any person or organization authorized by law to review these
recards far any lawful purpose.
_.J

Figure 1.25 Hectronic File Management

All signed documents and the signed dates will display in this listing along with any scanned images. To
view a document select the line and the document will be viewable at the bottom of the screen.
Multiple Signature Operation

In the document needing the signature, arrow down or use the mouse to place the cursor at the point
the last signature will need to be placed.

Once the cursor is where the signature should be located, select SignDoc on the toolbar.
Sign the name on the signature pad. Select Done when finished signing.

At this point, do not select Enter. If Enter is selected, and the user proceeds to enter another signature,
the new signature entered will be valid but the prior signature will be cleared. To avoid clearing the
signature, press the up arrow key or use the mouse to position the cursor above the signature to enter
another new signature.

Enter the signature that would then need to appear next.
This process should be repeated until all signatures needed are on the document.

Changing an Existing Signature
Revision Date: 6/6/2016 26
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A signature that has been captured can be changed after the initial storing. Upon initial entry of the

signed document, the Validate a4 button on the Toolbar must be selected before the signatures will
display.

After the system verifies that the signatures have not been changed since original signature was saved,
it will display the following message window:

All Sipnatures Valid 3]
4 Shgraptures Wabd, Dooumert Recept = bassd LD

Figure 1.26 All Signatures Valid

To change an existing signature, select SignDoc on the Toolbar and highlight the signature, which is
SigPlus2 in the example below. A new signature may then be entered to replace the current one.

WO ARE CHAMNGING AN EXISTING SEGMATLRE BOY Delenn

L] Clase | Corel | -
Typesr khes name For this signasture boo: bere {optional): F
[

Fa

Figure 1.27 Sign Document

As shown in the screen print below, the new signature reflects the SigPlus2 title.
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Figure 1.28 Microsoft Word

NOTE: The content of a signed document can be changed through View Digitally Signed
Documents, but the signatures will no longer be valid. Therefore, it is not recommended that document
text be changed once a signature has been acquired.

Deleting a Signature

To delete an existing signature, select SignDoc on the Toolbar and highlight the signature, which is
SigPlus2 in the example below. Select Delete, and it will be removed from the document. All other
signatures will retain their original SigPlus number.
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Figure 1.29 Sign Document

Deleting a Signed Document

To delete a signed document, select the file to be deleted. Select the Delete File tab. The Reason
Codes from the Image Titles Table will appear. Highlight the Reason the selected file will be deleted.
Next select the Save icon in the top left to delete the file. A warning message will appear stating the
name of the file being deleted and the Reason for deletion that was selected. Select OK to delete the
file or Cancel to exit without deleting the file. After the file has been deleted from an account, it may still
be viewed. Deleted files will be flagged by being highlighted in red. The audit log for the file will be
updated to reflect the date and time of deletion.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement > Select document to
delete > Change File tab > Delete File

W Fleciranic File Kamagement ﬂn E

Change Fits: ALTHOREATIN T3 TREAT

Wcrve Fila | Fostite Fie | Distebe Fie
Salact Resson 1o Delete

Foacion

Figure 1.30 Change File

Batch Scanning

Batch Scanning will allow a batch of images to be scanned into the system, assigned a project
number, edited, then moved into the Electronic File Management System. Images from a camera may
also be uploaded. Editing may be done to these images by using many options. Images may be

. . . ULl . .
separated into document type folders automatically by using the barcode icon before scanning

the documents or manually by using the assign document type. Either of these two options will
need to be done in order to move the images from the Batch Scanning application to the Electronic File
Management application.

Once Batch Scanning is selected the following screen will appear.
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mw

Select Hospital Base M enu > Patient Account # > Electronic File M anagement > Batch Scanning

File Edit Scan Yiew Tools Image Help
RINOO K a2 = &[0
B ™ VIEYIKE A 2. F X I )

Y

=

------- | 13135427 SMITH ELLA KATHERINE YHNNNYNY133

Figure 1.31 Batch Scanning

Barcode Scanning

To automatically place the images in the document folder select the barcode icon before

scanning the image. Once this is selected the following screen will appear.

Print Barcode Page

Figure 1.32 Print Barcode Page

e Document Type: Select the document title for the pages selected. This table pulls from the Image
Title table in the Business Office Tables.

e Alternate Title: Enter the Alternate Title for this document. This option will be available if selected in
the Image Title table in the Business Office Tables.

e Document Date: Select the document date to be used for this Document Title.The default will be the
current date. The date entered will display next to the Image Title on the patient’s account. This option
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will be available if selected in the Image Title table in the Business Office Tables.
Select Print to print the barcode sheet or Cancel to not print the barcode sheet.

This option will allow a barcode sheet to be printed. Each document type will have it's own barcode
sheet. Once the Barcode sheet is printed, it will need to be placed in front of the batch of scanned
images to be scanned.

If scanning a batch of different documents a barcode sheet may be printed for each document. Place
the barcode sheet in front of the batch that pertains to that document type. This will allow the system to
locate the correct folder the images should be placed.

An image may then be scanned or uploaded from the
is scanned or uploaded as shown below.

camera. The image will display once it

Select Hospital Base M enu > Patient Account # > Electronic File Management > Batch Scanning >
New Project > Scanned/Camera

File Edit Scan Yiew Tools Image Help

RINODOe# 2 £
ENE NV IR

P KA R K & He = |1

=

../ 13135427 SMITH ELLRA

m Elactrenle Fle Manngement

Elecironic Fike Managemant

b 2} Vnassigned Docume

|
Ready Page 1 of 14

Figure 1.33 Batch Scanning

|

Once the image is displayed in the system, icon options at the top of the screen may be used for
editing. Listed below are explanations of the icons.

IR

No Annotation Tool: This option will allow the pointer to be used.

Revision Date: 6/6/2016 32



Electronic File Management

N\
O
L]
«

abc

L5,

=Y

H

Draw a Line: This option will allow a line to be drawn on the document.

Draw an Ellipse: This option will allow a circle to be drawn on the document.

Draw a Rectangle: This option will allow a rectangle to be drawn on the document.

Draw an Arrow: This option will allow an arrow to be drawn on the document.

Draw Text: This option will allow a text box to be on the document.

E Draw Freehand: This option will allow anything to be written or drawn on the document.

Add a Note: This will allow a sticky note to be added to the document.

Highlight Area: This will allow areas in the document to be highlighted.

Select Item: This will allow an item in the document to be selected.

Save: This will allow changes to be saved without exiting the document.

Save Current Image: This will allow the document that is showing to be saved to a folder on

the PC.

Save Document: This option will allow the entire document to be saved to a folder on the PC.

assigned/saved to specific folders.

E:

Copy: This will allow the document to be copied.

Paste: This will allow the document to be pasted in another location.

:,1

Print: This will allow the document to be printed.

Q Assign to Document Type: This option will allow certain pages of the document to be

Acquire from Scanner: Allows the images to be uploaded from a scanner into the Batch

Revision Date: 6/6/2016
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Scanning application.

Scanning application.

J Previous: This option will view the previous document.

J 4 Next: This option will view the next document within the batch.

o First: This option will view the first page of the batch.

o . Last: This option will view the last page of the batch.

J A Delete Image: This option will allow the document showing to be deleted.
%

Delete All: This option will allow the entire batch of documents to be deleted.

e |~ [Rotate Left: This option will allow the document to be turned to the left for viewing.

* Rotate Right: This option will allow the document to be turned to the right for viewing.

J Acquire from Camera: This will allow images to be uploaded from a camera into the Batch

‘i."' . . . .
o Enlarge: This option will allow the document to view larger.
o Reduce: This option will allow the document to view smaller.
(1] .
e | = [Barcode: This option will allow a barcode sheet to be printed. This barcode sheet is used

before batch scanning in order to group documents together.

1

o About: This will display the cpBatchScan Version.

After editing the image, select ﬂ Save current Image, to save the current image or select ,
Save Document, to save the entire document.
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Assign Document Type

i) . . . .
If the barcode icon was not used before scanning, the images may be manually placed in the

document type folders by selecting Assign Document Type. Once Assign Document Type is
selected this screen below will appear:

Select Document Type

* From Page |1 3: ko |1 3:

" Pages |

[Page numbers and/or page ranges separated
by commag. For example, 1.3.5-12]

Document Title

ORDER -

Alternate Title

Document D ate

I =
| k. | Cancel

Figure 1.34 Select Document Type

e From Page: This will allow pages to be selected for this document type.
e Pages: This will allow page numbers or a range of pages to be selected for this document type.

e Document Title: Select the Document Title for the pages selected. This table pulls from the Image
Title table in the Business Office Tables.

e Alternate Title: Enter the Alternate Title for this document. This option will be available if selected in
the Image Title table in the Business Office Tables.

e Document Date: Select the document date to be used for this Document Title. The default will be the
current date. The date entered will display next to the Image Title on the patient’s account.

Select Ok to save the selected information or Cancel to not save document type information.

If the Batch Scanning application is exited without the images placed in a document folder, this screen
will appear.
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Exit Options

Thete are unassigned documents, These
documents will be last

{* Save project and Finish later

(" Delete documents and Finish now

Cancel

................................

Figure 1.35 Exit Options

e Save project and finish later: Select this field to keep the project in the Batch Scanning application.

This option could be used to save changes and be edited at a later date.

e Delete documents and finish now: Select this field to delete the batch. This option could be used if

the batch was no longer needed or needs to be scanned/uploaded at a later date.

If Save project and finish later is selected the following screen will appear when re-entering Batch

Scanning.

M Electronic File Manage. [ EE E]

Balch Scan Projects
B Project |

Project Number I Dade & Time Saved
Dot 100145
0Dec 1012

Figure 1.36 Batch Scan Projects

For new images being entered into the system select New Project. To edit an existing image highlight
the desired Project Number then select Open Project to view image. This will allow the image to be
further edited and/or moved into the selected document folders.

Once the images are saved and moved into the desired document folders, the images will no longer
appear in batch scanning. The images will then be moved into the Electronic File Management

application.

CCD Documents in Electronic File Management

The system will automatically generate and add a Patient Summary and Referral/Transition of Care
Summary to the Print Electronic Record list when a visit is created.
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Select Hospital Base M enu > M aster Selection > M edical Records > Print Electronic Record >
Account Number

1 BN Praed ey A comand Heandbar
Print St 1o HIE

Erder Account Humbor. | ECODGGET
Puatsardt Marmss: SIOTH ELLA KATHERSNE
Adirel Dide. QFF1E13 Bluild Pt Summary Build Red Trans Summary
Desetsangs Dado; OT1&13

C include | Description |Dapt. | Date | Fila Source | Doc. Cdl | Doc. Description
[ Fatient Sumsreny THEME oA trans
Rederal Trasmition of Care Sumesasy THEMS =LY

IDecumint sl compkse

Figure 1.37 EMR Print by Account Number

If the Patient Summary or Referral/Transition of Care Summary is viewed, printed, exchanged through
HIE Interface or submitted via Submit to Provider and Release of Information is updated, a copy of the
document will be saved in Electronic File Management. The document will have a file type of Clinical
Document Arch (Clinical Document Architecture). The Patient Summary will be saved with a
description of z_CCDA:Patient Summary and the Referral/Transition of Care Summary will be saved
with a description of z_CCDA:Referral/Transition. The Electronic File Management audit log will be
updated with the date, time and employee name when the document is saved.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement

ERL T " | CPS] Community Health System Signed On Emp: XXX Dept 053

Electronic File Management for EMITH ELLA KATHERINE H5A52

File List | Add File | i
= Active ~ Deleted  All Images
Date: | Description | File Type | Comment Date | Audit Log Date [Batch#  [Inactive? |
Q411715 z_CCDA:Patient Summary Chinical Decument Arch. 04172015 10:30 000461
041715 z_CCDA:ReferralTransition Clinical Document Arch. 041712015 10:30 000462

Figure 1.38 Electronic File Management

E-Signing Scanned Documents

E-Signing scanned documents will allow images, scanned in through batch scanning, to be
electronically signed and stored on a patient's account. The signed image will then show on the File List
tab in Electronic File Management. For a facility to be able to E-Sign scanned documents, contact CPSI
Financial Support to turn on this feature.

NOTE: In order to use this feature, facilities will need to be using User Based Logins.

To begin the process for E-Signing scanned images, the Image Title Table needs to have the Allow
ESign for this document field selected for every title that could potentially be E-Signed.
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Select Hospital Base Menu > M aster Selection > Business Office Tables > Business Office Tables

M aintenance > Image Titles > Document Titles > New

e 0 b o CP5| Comrmunity Healh Sysbem Signed On Emp: MOM Dept: Cld

M Image Title Maintenance

—

[
[
|
|
ChastLink Physicians; |
|
[
[

Documant Type: * Shsndard

biscelanacus haintsrance | | Pags Propertes
Titha: |55-sr-. COMNSULTATION Raschution: 10 -
Phase Pamitied: || Color Depth:  [Blask andWhae -]
et Permimed: | | Ducument Sze; (25111 Lot El
r
Pysician Link ldx: [ o Faartur
Marmative Tab: |

Figure 1.39 Image Title Maintenance

Documents will need to be scanned onto the account through batch scanning. Refer to the Electronic

File Management documentation for information concerning Batch Scanning.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement

CPSE| Community Health Sysbem Signed On Emp: MM Dapt: 001

Filw Lit | Agi i Raady

Date | Descrigton | File Type | Comment Date | Audit Log Dxte | Besich® | inactive? |

Figure 1.40 Blectronic File Management

Once the document has been batch scanned it will be placed in Assign Images to Sign Queues.
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Select Hospital Base M enu > M aster Selection > Assign Images to Sign Queues

Patier List | oot Repons
Enter Patiend Account # li
Patiéct Relatod Furcbons | [ errPamere Furcnons
[ Insurance Ticker System ] Busiress Cifice Tables
ACCOURES RECEI0N Chiange Tanis - inveniory
insarance | Depanment Primer Funcoons
Erceipts | Charge Lookup
Patiert Crueging hetical ecessity Lockup
Meial Beconds [ WG

Comections Tickder File
biote Eniry Multiple Accoures

CA_:-ﬂg'l Images 1o Sgn QI.H.E}

Figure 1.41 Assign Images to Sign Queues

Assigning E-Sign Documents
Follow the steps below to assign documents to employees or physicians to be E-Signed:

NOTE: The Allow Changing Scanned Documents security switch needs to be set to Y in Employee
Security for assigning documents to e-sign queues.

Select Assign Images to Sign Queues to assign the documents.
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Select Hospital Base M enu > M aster Selection > Assign Images to Sign Queues

[ Brint Ruports
Enter Patient Arcount &
Patiéct Relatod Furcbons | [ errPamere Furcnons
[ Insurance Ticker System ] Busiress Cifice Tables
Att0ury Recsivatin g Taties - irvenioey
insarance | Depanment Primer Funcoons
Erceipts | Charge Lookup
Fatiert Craeging e al NecessRy Lookup
T e [ WG Ve

Comections Tickder File
biote Eniry Multiple Accoures
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Figure 1.42 Assign Images to Sign Queues

Once Assign Images to Sign Queues has been selected, the Document Requiring Signature screen

will display.
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Figure 1.43 Assign Images to Sign Queues

The account number, patient name, admit date, document title and the date and time the document
was scanned will display. Select the scanned document needing assignment.
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CPSICOMMUMITY HEALTH SYSTEM
GE00 WALL STREET
MOEBILE, AL 36695

REPORT OF CONSULTATION

MAKE SMITH ELLA KATHERIME ADMIT: 062413
AfR® 357440 RM® 422
CONSULTATION DATE: CH/2413

CONSULTING PHYSICIAN:  SMITH DWMMIEL E., M.D,

ATTENDING PHYSICIAR:  BELL FRAMK C, M.D,

REASON FOR CONSULTATION: 'We werd adked 1 sev Mra, Smith due te o hatery of sudden
angat chedl pain with shortaess of bresth

HISTORY OF PRESENT ILLMESS: Fatent is 0 42 year cid white fermale whe was transzonied 1o
the OFS] Comenunity Heath Syvteen Emargency Foom va squad on 05/24/13 following an
epiade of onashirg chest pain sooempanied by shodtness of breath, The patien: had na adinticn
of pan infe the weck or e,

The pation: was admitted for ewaluation of chest pain to ruls cut ryocandial isfarct on s well as
athier pass bie ssalogeal facors.

ALLERGIES: Ma known drug allongies.

PAST MEDICAL MISTORY: Megative save for usual childhood dissases and fractare of the left
verisk in March of 1955,

PAST SURGICAL HISTORY: Hegatree

TRANSFUSION HISTORY. Megatve

FAMILY HISTORY: Father with caronary artery disease and congestive heart failure. Cre sister
veith diskeles melituz. Fanily history othenwvite nescontributony.

Fage: 118 Toom: 350% FORTRATT
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Figure 1.44 Assign Images to Sign Queues

The selected scanned document will display different options on the action bar:

4
_' : When this option is selected, it will go back to the previous screen to show the listing of
documents that need to be assigned.

e Assign: When this option is selected, it will allow an employee or physician to be assigned to the
scanned document for E-Signing. When the scanned document is assigned, it will then display in that
employee or physician's E-Sign queue for images.

e Sign: When this option is selected, it will allow the employee or physician to E-Sign the scanned
document.

NOTE: E-Signing documents will be discussed in the Procedures for E-Signing Scanned Documents
501 section.

e No Signature Required: When this option is selected, the document will be saved as a non-
signature document and will not be sent to an employee or physicians E-Sign queue.
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e Export: This option is for future use.

e Note: When this option is selected, a note may be sent to an employee or physician with the
scanned document attached.

NOTE: Note entry and viewing a note will be discussed in the Note[ s8] section.

Select Assign to display a list of all employee and physician User Based Logins currently setup in the
system. An employee or physician's first or last name may be entered into the Search field to delimit
the list of User Base Logins. The Search Type drop-down box may be used to search for employees or
physicians by Employee ID, Log Name, Name or Physician ID. The default is to search by Name.

Lot S Lograme  wlEHTE Eyscaal 43N Erpicyes ©
ik St Lot dealEile Bracas 200N Bt

it Cunid Lograsmy b malnr| Prpcan Empicyas D iy

Figure 1.45 Assign Images to Sign Queues

Once the name of the employee or physician has been located, select the correct User Based Login
and then select OK on the action bar.
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Figure 1.46 Assign Images to Sign Queues
The document be sent to the employee or physician's E-Signature for Images queue, and will be
removed from Assign Images to Sign Queues.
NOTE: The Electronic File Management Audit Log will be updated when a document is assigned to an

employee or physician with the date, time and the assigning employee's name. The EPHI Audit Log will
be updated when a document is assigned showing that Image Storage was accessed.

Setting up a Passphrase

Before a document can be E-Signed, a passphrase needs to be created. To create a passphrase,
access either Assign Images to Sign Queues or Electronic Signatures for Images.

NOTE: Passphrases may only be set up for employees or physicians signed in to Clientware.
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Hospital Base M enu > M aster Selection > Assign I mages to Sign Queues

Collsctions Tickder File

BatiertLi || Print Repars

Enter Patiert Account & [T

[ Patises Reated Funcnons | [ Mer-Paent Furchons |
[ Insarance TicHer System | | Bsiness Office Tables ]
[ Atuores Recewatie | C:anpe Tames - imvendory |
[ INSAancE | | Deporment Primes Funcions. |
I Becepts | Charge Loghup |
[ Patiees Chaeging | [ Megial MeCEssty Lockup |
[ I al B oras | [ |
| |
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Figure 1.47 Assign Images to Sign Queues

Hospital Base M enu > Electronic Signature for I mages

Sgnoe | [Change Department||  Patertiist || Prr¢Repons | | Proys Pronefax |
Erees Paent sccourad [
[ Pratiom Funczons ] [Cnical Functices | [oher Functions |
[ Prefile Lising Mizzelaneous Ciinical Mannring | [ Department Spevific ]
l Temmpoeary ALcourt Regatration | CH e Verfication J Baster Saiecton ]
[ 3l Refarral Regatration | | InCarmineg ONBers 3ed Repars | CNarge TAlS BN Knanmnny ]
[ Appoiniment Scheduling | [ COmmupications |
[ iedcal Hecessty Lookugp Patient Trackng |
[ Feiease of Fvgemacon | @ Regaaration Ecas |
[ Hestony Account Sgtup ] [ Gner appacations ana Funcions |
Wiitataard Chek-in |

Figure 1.48 Hectronic Signature for Images
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Select the Key icon at the top of the screen.
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Figure 1.49 Hectronic Signature

Enter in the passphrase the signed on employee or physician will be using. The passphrase must be at

least 10 characters with one uppercase letter, one lowercase letter and one number.

After entering the passphrase and confirming it, press the Enter key and then select Accept on the

action bar.
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Figure 1.50 Electronic Signature - Passphrase

If the passphrase is entered in correctly, a box will then display "Success!". Select OK to close the

display.

L]
1
\_l 2 Success!

Figure 1.51 Hectronic Signature - Passphrase
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Procedures for E-Signing Scanned Documents

There are three ways that a scanned document may be E-Signed.

1. The Assign Images to Sign Queues option
2. The Electronic Signature for Images option
3. The Home Screen

Assign Images to Sign Queue

To E-sign a scanned using the Assign Images to Sign Queues option, follow the steps bellow:

Hospital Base M enu > M aster Selection > Assign Images to Sign Queues

Eatiend Lint Brint Repors

Enter Patient Account &

Patioet Related Furibons |

[MenPatiore Furchions

Inzurance Ticker System
ALourey Rerenalie
NALEance
Becsipts
Patiert Craeging
eI al Reconds
Cplisctions Tickier File

[obe Eniry Mullipie ACToUNES

‘::A_.-mg'llmagu 1 Sign QUELE}

Buasiness Oifice Tables
Cliangs Tames - imentory
Depaciment Printer Funcions
Chiarge Lookup
e sl NelesiRy Lockud
IS ey

Figure 1.52 Assign Images to Sign Queues

Once Assign Images to Sign Queues has been selected, a list of scanned documents requiring a
signature will display. Select the scanned document to be e-signed.
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Figure 1.53 Assign Images to Sign Queues

The scanned document will be displayed on the screen. If the scanned document was sent in error
select No Signature Required to remove the scanned document from the queue. Select Sign on the

action bar.
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CPSI COMMUNITY HEALTH SYSTEM
G600 WALL STREET
MORBILE, AL 36695

REPORT OF CONSULTATION

HAME  SMITH ELLA KATHERIHE ADMIT, 643
AR S IET4A0 ArA® 422-B
COMIULTATION DATE:  C&24/13

CORSLLTING PHYSICIAN.  SMITH DANIEL E., M.D.

ATTEMDING PHYSICIAN:  BELL FRAMK C, M.D.

REASON FOR COMSULTATION: ‘We were asied to see Mg Smith due 1o & hustory of sudden
ongs dhest pan with shortness of brsath

HISTORY OF PRESENT ILLMESS: Patient is & 42 year old white female who was transoorbed to
the CPE] Community Health System Emesgency Room vis squad on 05/24/12 following an
episode of crushirg chiest pain accompanied by shortness of breath, The patiens had mo radistion
af pa ninto the ek or anms.

The patiert was admitted for evaluation of chest pain to nde out myocacdial infarct on as well as
ather pads b enclogeal facors.

ALLERGIES: Mo knovwen cneg allergies,

PAST MEDICAL HISTORY: Negatroe aave har istunl shildmesd dasases and frastune of the loh
writt in March of 1855,

PAST SURGICAL HISTORY: Negatne

TRANSFUSION HISTORY. hegaive

FAMILY HISTORY: Father with coronary artery disease and congestve heart failure. e siiter
with diakbetes melltus. Family ristory ctherwise noncontributony.

Page= 171 oo 100 PORTEAL

Figure 1.54 Assign Images to Sign Queues

The system will prompt to enter the Passphrase set up by the employee or physician. Type in the
passphrase and hit the Enter key, then select Accept at the on the action bar.
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Figure 1.55 Hectronic Signature - Passphrase

After the scanned document has been signed, it will no longer show in the employee or physician's E-
Sign queue.

Electronic Signature for Images

To E-sign a scanned document using the Electronic Signature for Images option, follow the steps
bellow:
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Hospital Base M enu > Electronic Signature for | mages

Sgnoe | [Change Depament||  Patert List Brie Frepeiets | Prys Proneda: |
Ercer Pamentaccoure e |
[ Pation Funcons | [canical Functices | [cmner Funcions
[ Frofile Lising | Macelancous Chrical Moritoring | | Department Specfic
Temmpoeany Az court Regetration T Verncation | | Master Seechon
C:ap Rreferal Feghtratin | [ comngOroersaafepens | | Cnangs Tagies and ivemony
Appoirément Scheduling [ Commugications
Mg Bl HEER3aEy L0k Patienn Trackng
P Of FEgemanon ] C:E_Lin'w: Signature o n@ Regrtration Eots
Hestony Arcount Setup ] | caner sppicabons and Funcbons
[ iTeBoand Check-n

Figure 1.56 Eectronic Signature for Images

Once Electronic Signature for Images has been selected, a list of scanned documents requiring e-

signature will display. Select the scanned document to be e-signed.
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Figure 1.57 Assign Images to Sign Queues

The scanned document will be displayed on the screen. If the scanned document was sent in error,
select Return to Assign Queue on the action bar to return the scanned document to the Assign Images
to Sign Queues. Select Sign on the action bar to sign the scanned document.
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CPSI COMMUNITY HEALTH SYSTEM
5500 WALL STREET
MOBILE, AL 36695

REPORT OF CONSULTATION

MAME:  SIAITH FLLA KATHERINE ADMIT: 03710713
AR E 357410 R @ 4218
COMILLTATION DATE 03/l

COMSLITING PHYSICIAN: SMITH DANIEL E., M.D.

AT TENCEMNG PHYSE BN BELL HRANK C, MU,

REASON FOR COMSULTATION Ve were ackerd fos sae Rirs. Smith due tos s bestory of spclden
ot chast pain wath shortness of beath,

HISTORY OF PRESENT ILLNESS: Putient i 4 42-yese-obd white female who was Warsported to
the CPSICommunisy Health System Emengency ROom il sqLad on 03710713 fomawing &0
cpisodc of orusving chest pain accompani od by shorte: 33 of breath. The paticst had no mdiation
of i e the neck or semra

The pastient was advalted lor eva ulion of chest pan 5 rale ol myocedisl infasdion as well ad
oty potsible eticlogical lactors,

ALLERGIES: Mo kniram drug allegies

PAST MEDICAL HISTORY. Megsbres seve for usual chdhood doeses and Sacture of the left
weish i March of 1955

PAST SURGICAL HISTORY. Mogatisg
TRAMNSFUSION HISTORY: Megstive

FAMILY HISTORY. Father with covenany aery diisats and congestive heart e, One sister
with disbetes medious. Famiby hishory othenwize noncontnizubory,

Pagm Ll

o Brasn  SSen B Bpor Reten s Quas | o thart

eee BI0% FOETRAIT

Figure 1.58 Assign Images to Sign Queues

The system will prompt to enter the Passphrase set up by the employee or physician. Type in the

passphrase and hit the Enter key, then select Accept at the on the action bar.
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Figure 1.59 Hectronic Signature - Passphrase
After the scanned document has been signed, it will no longer show in the employee or physician's E-
Sign queue.
NOTE: The Electronic Signature behavior control AllowRememberPassphraseOneHour, when set to

allow, adds functionality in which the passphrase may be entered once during an electronic signature
session. Once the passphrase is entered the system will hold the passphrase 60 minutes.

Home Screen

There are two ways to access the Home Screen to e-sign a scanned document.

The first way to access the Home Screen to e-sign a scanned document is from ClientWare.
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Hospital Base M enu > M aster Selection > M edical Records > Home Screen
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Figure 1.60 Home Screen

The second way to access the Home Screen to e-sign a scanned document is from ChartLink.
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Figure 1.61 Home Screen

When scanned documents are assigned, employees and physicians will go to the ESignView folder on
the Home Screen to see the scanned documents that were assigned to them. The process to E-sign a

scanned documents using the Home Screen is the same regardless to how the Home Screen is
accessed.
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Figure 1.62 Home Screen

The Address All option may be selected to sign all scanned documents listed.
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[ ESigniew i8] ESlgnview
1 Defcaney Metes B Patest SETEXD - ARBONMS JAMES ssen
O L (3 Dooumpnt [5GH COMSLLTATION SRR H1:44
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Figure 1.63 Home Screen

Multiple scanned documents may be selected to sign by holding down the Ctrl key and selecting the
desired scanned documents. Once all the scanned documents have been selected, the Address All
option will then change to Address Selected. Select Address Selected to sign the documents.
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Figure 1.64 Home Screen

To sign one scanned document at a time, select the scanned document to be e-signed. The scanned
document will be displayed on the screen. If the scanned document was sent in error, select Return to
Assign Queue on the action bar to return the scanned document to the Assign Images to Sign Queues.

Select Sign on the action bar to sign the scanned document.
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CPSI COMMUNITY HEALTH SYSTEM
5500 WALL STREET
MOBILE, AL 36695

REPORT OF CONSULTATION

MAME:  SIAITH FLLA KATHERINE ADMIT: 03710713
AR E 357410 R @ 4218
COMILLTATION DATE 03/l

COMSLITING PHYSICIAN: SMITH DANIEL E., M.D.

AT TENCEMNG PHYSE BN BELL HRANK C, MU,

REASON FOR COMSULTATION Ve were ackerd fos sae Rirs. Smith due tos s bestory of spclden
ot chast pain wath shortness of beath,

HISTORY OF PRESENT ILLNESS: Putient i 4 42-yese-obd white female who was Warsported to
the CPSICommunisy Health System Emengency ROom il sqLad on 03710713 fomawing &0
cpisodc of orusving chest pain accompani od by shorte: 33 of breath. The paticst had no mdiation
of i e the neck or semra

The pastient was advalted lor eva ulion of chest pan 5 rale ol myocedisl infasdion as well ad
oty potsible eticlogical lactors,

ALLERGIES: Mo kniram drug allegies

PAST MEDICAL HISTORY. Megsbres seve for usual chdhood doeses and Sacture of the left
weish i March of 1955

PAST SURGICAL HISTORY. Mogatisg
TRAMNSFUSION HISTORY: Megstive

FAMILY HISTORY. Father with covenany aery diisats and congestive heart e, One sister
with disbetes medious. Famiby hishory othenwize noncontnizubory,

Pagm Ll
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Figure 1.65 Assign Images to Sign Queues

The system will prompt to enter the Passphrase set up by the employee or physician. Type in the

passphrase and hit the Enter key, then select Accept at the on the action bar.
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Figure 1.66 Hectronic Signature - Passphrase

After the scanned document has been signed, it will no longer show in the employee or physician's E-
Sign queue.

Signing for Other Physicians

The ability exists for a physician to electronically sign scanned documents for another physician. To do
this, the Physician Security Table, page two Authorized to Sign Documents for field must be set
appropriately.
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Select Special Functions > System M anagement > System Security > Physician Security > PgDn

Physician Maintenance Page 2 |

DBES5478 NORRIS LAUREN M MD

Syatem Management

- | PR -1
1 Chartlink Security Switches: NNNNNNNNNNHNNHNNNHNNN
2 Chartlink Group Cede....... ;| 10 Bubk Grewps....:| | | I |
3 All Physiciang?.......-«-xx% [
4 Location Codes............-z21 |1 T T T T T I T© T
5 Fontract Codes...-..eaeeaemsd 0 0 0T 0 T T T 00T

@ Authorized to Sign |

Documents for....: |
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I
[
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[
|
|
|
—
7 chartlink clinic gecurity: [ [T CLC
EEEREEE

ENEEEENE
ANEERNEENEE AEEEEN R
[MR Transcription Print Control | [ee Type 1 2 3 4
8 Autoprint Medical Records Reports............: ¥ W F ¥ ¥
9 Suppress autosend to locations if discharged.: [T T
Enter: | O-Ex Fhyzacians Faldp Pgln | )

Figure 1.67 System Management Physician Maintenance, Page 2

Select Authorized to Sign Documents for and enter the physician numbers for which this physician

may sign scanned documents. The daily password will be required to enter information in this field.

From the Home Screen, select the Other Users folder. After selecting the Other Users folder, select

the scanned documents to sign.
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Figure 1.68 Home Screen

NOTE: Please refer to JCAHO standards and CMS Conditions of Participation for guidelines on the
circumstances and mechanisms under which one Licensed Practitioner could authenticate for another
Licensed Practitioner.

Viewing a Signed Scanned Document

To view the electronically signed scanned document, access Electronic File Management on the
patient's account and select the document. The electronic signature will display at the bottom of each
page of the document, along with the date and time it was signed.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement

RS Corvmarsty He s Systom B I Erg. W Dept: 001

il Lot | Pe |
Tiate | Depcrpten | Fie Type | Comment Diate | Aaxct Log Date [nne  [nwser |
e ESaGN CORSULATION CPBxiG e Dooument ATING0L 1001 o 3

SOCIAL HISTORY: Monsroker, nondrinker, no illicit drug use

REVIEW OF SYSTEMS: Mencontributory other than as listed above in HOPL

Slgnrd H-}': Damel Snaly MD 1271002004 l]‘?:!"-'-‘_

Figure 1.69 Hectronic File Management

NOTE: The Electronic File Management Audit Log will be updated when a document is signed with the
date, time and the signing employee or physician's name.

Once a document has been signed all versions of the document may be viewed or printed. When the
e e

signed document is selected the Version icon will become active. Selecting the Version

icon will display all versions of the document.
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Select Hospital Base M enu > Patient Account # > Electronic File M anagement

TP Cafrimurety HENEh Syl Signed Cn Emp: kil Dept 001

Figure 1.70 Hectronic File Management

e Date: This is the date the original document was attached to the account or the date and time the
other versions of the document were signed.

¢ Version: This is the version of the document.
e Audit Log Date: This is the audit log date and time.

e Comment Date: This is the date the comment was placed on the document.

Notes

The Notes option in the Assign Images to Sign Queues may be used as a form of communication
between an employee and a physician.

Sending a Note

Select Assign Images to Sign Queues to send a note.
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Hospital Base M enu > M aster Selection > Assign I mages to Sign Queues
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Figure 1.71 Assign Images to Sign Queues

To send a Notes to a physician, select the scanned document.
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Figure 1.72 Assign Images to Sign Queues

Once the scanned document displays, select Note on the action bar to display a list of all employee
and physician User Based Logins currently setup in the system. An employee or physician's first or last
name may be entered into the Search field to delimit the list of User Base Logins. The Search Type
drop-down box may be used to search for employees or physicians by Employee ID, Log Name, Name
or Physician ID. The default is to search by Name.
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CPSl COMMUMITY HEALTH SYSTEM
6600 WALL STREET
MOBILE, AL 36695

REPORT OF CONSULTATION

HAKE  SMITH ELLA KATHERIME

ASR# 357440

COMSULTATION DATE:  CE24/13

COHSULTING PHYSCIA . SMITH DANIEL E., M_D.
ATTEMDING PHYSICIAN:  BELL FRAMK C, MLD.

REASON FOR CONSULTATION: 'We were asked to soe Mrs. Smith dee to s hstory of sudden
anzat chast pain with thortness of braath,

HISTORY OF PRESENT ILLMESS: Fatient is a 42 year ofd white fernale who was transgoried to
the OPS] Community Heath Systen Emaergency Room vis iquad on 0624713 following an
episode of cruskirg chest pain accompanied by shortness of breath, The patien: had no radiation
of paim info the weck or ams.

The atiens wis admitbed for evaluation of ckeit pain o rube oot myacanhal infarct on ai vl ai
ather pogs bie esologesl (ecorns.

ALLERGIES: Ma kngwn drug dlargiem,

PAST MEDICAL HISTORY: Megatwe tave for igupl childrasd desases and fraztane of the o
varial in March of 1955,

PAST SURGICAL HISTORY: Negate

TRANS HISTORY. Megatve

FAMILY TORY: Father with coronary artery disesse and congestve heart failure. One sister
vath dia elktus. Family history othenwise noncontributory.

Pmge: 11 T 100% POMTRALT

Easerl Haie

Figure 1.73 Assign Images to Sign Queues

Once the name of the employee or physician has been located, select the correct User Based Login
and then select OK on the action bar.
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Figure 1.74 Assign Images to Sign Queues

Enter the contents of the note. Select View Attachment to view the scanned document attached to the

note. Select Send once the note is complete.
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Figure 1.75 Assign Images to Sign Queues

The document will be sent to the employee or physician's Personal Inbox.

Viewing a Note

A note may be viewed from the Personal Inbox located on the Home Screen. There are two ways to
access the Home Screen to view a note.

The first way to access the Home Screen to view a note is from ClientWare.
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Figure 1.76 Home Screen

The second way to access the Home Screen to view a note is from ChartLink.
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Figure 1.77 Home Screen

The AllPersonalFilters (Personal Inbox) folder located on the Home Screen is where an employee or

physician may view notes. The process to view a note from the Home Screen is the same regardless
to how the Home Screen is accessed.
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Figure 1.78 Home Screen

The Address All option may be selected to address all notes listed.
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Figure 1.79 Home Screen

Multiple notes may be selected by holding down the Ctrl key and selecting the desired notes. Once all
the notes have been selected, the Address All option will then change to Address Selected. Select
Address Selected to view the notes.
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Figure 1.80 Home Screen

To view one note at a time, select the note.
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Figure 1.81 Assign Images to Sign Queues

The selected note will display different options on the action bar:

e Acknowledge: When this option is selected, it will allow an employee or physician to acknowledge

viewing and reading the note. An acknowledge note will be sent to the Chart Review folder of the
sender of the note.

@ |
o : When this option is selected, it will go back to the previous screen to show the listing of
notes.

¢ Reply: When this option is selected, it will allow an employee or physician the ability to send a reply
to the sender of the note.

e View Attachment: When this option is selected, it will allow the employee or physician the
opportunity to view the attached scanned document.
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Regorts

Images Within a Date Range

The Images within a Date Range report will give a listing of all image titles that were scanned onto a

patient's account within a date range.

How to Print

1. Select Print Reports from the Hospital Base Menu or the Master Selection screen.

2. Select Medical Records.

3. Select Admin.

4. Select Images within a Date Range.

5. Select a print option.

6. Select a date range from the drop down.

7. Select Generate to display all patient accounts within the selected date range.

8. Highlight a line and select Remove from List, if a particular patient account needs to be excluded
from the report.

9. Select Print to continue.

Description

The Images within a Date Range report will identify all images and documents that were placed on a
patient's account within a date range. Before printing the report, it can be sorted by each column by

selecting the column header. Certain lines can be removed from the report before it is printed.

Images within a Date Range

FUK DATE.:
RUK TIME.:

P51 Community Health System
EFM DOCUMENTS WITHIN A DATE RANGE REPORT
From 05/01/11 thru OG5/31/11

Doc.

PAE & 1
OSIMAEXILIST

Image Just-Like

fod? Number Number

10000350 HOLEERG CINDY
10005307 SMITH ELLA KATHERINKE

11000669

11100200 HENDERSON TERESA H
15441544 GIBSON CONRAD &
20172522 HIRSCH MARCUS
Z1001590 GARL AND DEBE IE
210015891 RICHARDS DANIEL L

21002029

Z1002030 SCHMIDT SARAH
21002032 SHORE AEBY

SMITH ELLA KATHERIKE
31110004 MARSHALL LILLIAN
MIDDLETON LALRA

21002075

31414705

pcate Title Ext. File Type

05 /0211 Photo Identification CPScan Document

oc/ 1 Patient Summary cda Clinical Document Arch.
i 1 Insurance Card jpg  JPEG Image

oc 1 ChartLink Photo CPScan Document

oc 1 scan Documant cda Clinical Document arch.
o5 1 UPLOADED IMAGE jpg  IPEG Image

oc 1 chartlink Photo CPscan Document

oc 1 ChartLink Photo CPScan Document

oz 1 Chartlink Photo jrg JPEG Image

o5 1 chartlink Photo jp@ JPEG Image

oz 1 Chartlink Photo pg JPEG Image

oz 1 Chartlink Photo jpag JPEG Image

05 ; /11 QRDER RESULT oC word Document

DE /2411 Patient Summary cda Clinical Document Arch.

cEF

O

007 287
007407
005 001
0076 24
007 357
007 757
007583
007684
007568
007567
007865
007695 421271
007350
007537
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Listed below is an explanation of each column.

e Account: The patient's account number pulls from the Registration and ADT screen.

Patient Name: Pulls from the Patient Tab on the Registration and ADT screen

Date: Pulls the date the document was placed on the patient's account.

Title: Pulls the name of the document that was placed on the patient's account.

Doc. Ext.: The type of document extension that was placed on the patient's account.

File Type: The type of file that was attached to the account.

e Doc. Type: The way the file was attached to the account. A means the file was attached and U

means the file was uploaded.

/od?: Pulls the optical disk drive the image is stored on.

Image Number: The number assigned to the document.

e Just-Like Number: Pulls the patient's account number the document was just liked off of.

Signed Images Status
The Signed Images Status report will identify all images that have been signed or need to be signed.

How to Print

1. Select Other Applications and Functions from the Hospital Base Menu.
2. Select Word Processing.

3. Select Ad Hoc.

4. Select Report Dashboard.

5. Select Add Report.

6. Select the following report sequence option:
Signed Images Status

7. Select Select.
8. Select the desired report parameters.

System prompts, "Facility:"
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9. Select the desired Facility. (Only Facilities selected for access under that User Based Login will be
available for selection.)

System prompts, "Date Range:"
10. Enter the desired image creation date range.
System prompts, "Signature Date Range:"
11. Enter the signature date range.
System prompts, "File Index Type Title:"
12. Enter the desired File Index Type Title, or leave blank.
System prompts, "File Index Report Code:"
13. Enter the desired File Index Report Code, or leave blank.

14. Select one of the following desired statuses:
Unsigned
Signed
All
System prompts, "Include Cover Sheet:"

15. Select this option to include a Cover Sheet with the report.
System prompts, "Output Format:"
16. Use the drop-down box to select one of the following report Format options:
HTML
PDF

XML
CSV

System prompts, "Run Report"

17. Select Run Report to display the report in the selected output format.

Description and Usage

The Signed Image Status report will identify all images that have been signed or need to be signed. The
report will list the status of the image as unsigned or signed. If the image has been signed, a Signature
line will display showing the date, time, User Based Login and name of the employee or physician who
signed the document.
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Signed Image Status

112172012 CPS| COMMUNITY HEALTH SYSTEM 1
1414 Signed Images Status signed_images_status template
1212012 - 12172012

Actounts Document ID Title Date Time Py Num Repor Code Sign. Logname
E0000041 1115 COMSULTATION NOTE 1212012 1302 0 ScanDoc unsigned  mdm 1647
E0000091 1114 PHYSICIAN ORDER 1212012 1302 0 SeanDoc signed mdm1647

Signature: 1172172012 13:59 ad3030 HUGHES ROBERT W

Listed below is an explanation of each column.
e Account# (Account Number): Pulls patient's account number from Patient Functions.
e Document ID: Pulls the Document ID assigned to the image.

e Title: Pulls the name of the Image Title assigned to the document at the time of scanning.

Date: Pulls the date the image was attached to the account.

Time: Pulls the time the image was attached to the account.

Phy Num (Physician Number): Pulls the number of the physician or employee associated with the
image.

Report Code: The type of file that was attached to the account.

Sign: The status of the document. This column will display Unsigned or Signed.

e Logname: Pulls the User Based Login of the employee or physician logged in when the image was
scanned.

e Signature: This field will display the date, time, User Based Login and name of the employee or
physician who signed the document.

E-Signed Images
The E-Signed Images report will identify all images that have been signed in a specified date range.

How to Print

1. Select Other Applications and Functions from the Hospital Base Menu.
2. Select Word Processing.
3. Select Ad Hoc.

4. Select Report Dashboard.
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5. Select Add Report.

6. Select the following report sequence option:
E-Signed Images Status

7. Select Select.
8. Select the desired report parameters.
System prompts, "Facility:"

9. Select the desired Facility. (Only Facilities selected for access under that User Based Login will be
available for selection.)

System prompts, "Signature Date Range:"
11. Enter the signature date range.
System prompts, "File Index Type Title:"
12. Enter the desired File Index Type Title, or leave blank.
System prompts, "File Index Report Code:"
13. Enter the desired File Index Report Code, or leave blank.
System prompts, "Include Cover Sheet:"
15. Select this option to include a Cover Sheet with the report.
System prompts, "Output Format:"
16. Use the drop-down box to select one of the following report Format options:
HTML
PDF

XML
CSV

System prompts, "Run Report"

17. Select Run Report to display the report in the selected output format.

Description and Usage

The E-Signed Image Status report will identify all images that have been signed in a specified date
range. The report will list the date, time, User Based Login and name of the employee or physician who
signed the document.
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Signed Image Status

03152013 CPSI COMMUNITY HEALTH SYSTEM 1
11:00 E-Signed Images esigned_images template
03152013 - 0152013

Account# Document 1D Titie: Sign Date Time  Legname Phy Name Phy Num Report Code

357415 634 ESIGH CONSULTATION 03/15/2013 10:42  uwi23475 SMITH DANIEL E 123475 ScanDoc
357423 623 ESIGM PHYSICIAN ORDERS 03/15:2013 10468 w123475 SMITH DANIEL E 123475 ScanDoc
357412 635 EKG oM152013 1058 w6G0000 Ball Frank C G60000 ScanDoc
357260 593 EKG 03152013 1059 we60000 Bl Frank C 660000 ScanDoc

Listed below is an explanation of each column.

e Account# (Account Number): Pulls patient's account number from Patient Functions.

e Document ID: Pulls the Document ID assigned to the image.

e Title: Pulls the name of the Image Title assigned to the document at the time of scanning.
¢ Sign Date: Pulls the date the image was signed.

e Time: Pulls the time the image was signed.

e Logname: Pulls the User Based Login of the physician or employee logged in when the image was
signed.

Phy Name (Physician Name): Pulls the name of the physician or employee who signed the image.

Phy Num (Physician Number): Pulls the number of the physician or employee who signed the
image.

Report Code: The type of file that was attached to the account.
Online Presentations

This section lists hyperlinks to online presentations that are applicable for this document. They are not
intended to replace the document but are to be used in conjunction to enhance the process and/or
procedures related to this application.
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