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Administrative Setup Training Agenda

Practice Name:

Team Members Responsibility

Phone#

Fax#

E-mail
Date: Trainer:

T Login

“7‘~ Iif
- sirmp 'I'XID

I_Administrative Set-Up

e The AAdmin Tabo is
configuration occurs in simplifyMD.

e Navigation Tree (left hand side)

e Content Page (middle of the window)

h Task Center | BFiling Center | Fatient Finder | Toals | Add Patient | i

Home Screen>Admin Tab

I Changing Admin password

HD i s e

" Make Administrator

S el e c tto givertleesuser admin privileges, this will
allow the administrator to reset password for the User
Administrator Type:

A Advance administrator- controls the admin
menu and edits options. The advance
administrator can make someone else as
fifadvancies tardantionr . 0

A Standard administrator- controls the admin
menu and edits options. The standard
administrator is limited on view of the
navigation tree: For example: the configure
setting and appliance maintenance are hidde

PassworeCreate Enter Passwbr

Password Confirmatie€onfirm Password Entry

Time Out Time before User Timed Out (System Defau
is 60 Minutes)

Not e: set in
default settings

Active Editor Default for All Users- Advanced Editor is
for Templae Options are Default Editor and Advanced
Editor?

Default Simple chart selectafser Preference for Simple
Chart

Default Face Sheet Styldser Preference for Face Sheg
Style

Default homepagéssign a Home Page

Default page after logirPage User Sees whéhey Log
in-i.e. Their Schedule

Default team LabeTo Assign Team Labeotifications
User Account valid untiBlank unless you are
specifically noting expiration, i.e.

Allow external login this feature gives a user right to ug
the system remotely. (Contact support)

Time Zone-Time zone for User

Mieaveit B&ausk to uge0

|

.Ichwv

Make adminstrtor Yes Ot O
Administrator Type Advanced v

Timeout
Active Editor
Dafoul Simple Chart Selector

Default f:

Default home pi
Home')
Defauk Page Aher Login

Default Team Label

(GMT-05:00) Eastem Time (US & Canada) ¥

EUpdating Practice information
e Select the fiadd mo
e Select the edit button to update or edit

e areas
J0ffices and Physical Locations: You are setup for one w:es

9Care Units and Rooms: Y any care units and rooms. Click here care areas

"
simpl
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Administrative Setup Training Agenda

Enter the Practice Information
e Enter all the appropriate information

I”_Care Unit-Care units are the areas of your
practice where patients can be seen or held.

— M Ofces ¥ Al Do W0 Ty Aporimarts ¥/

L 1 1 Fewn o< 1
Horhide | Sk [fios Selcted ¥ | 757U ating Room )| Comt ¥ [ | SeChat BCose

Horhide | Wilis B (fiomg Selcted 9 | 519PU] Examiration 2 [ oty o §| [ smechon B come
I I Eamiaten 3 |
Nt | S e | iomn Saectod o | 0211 Puf Exmminatien L] cong ¥ o | Smecoas | 8 Coer
(@ Wsiina Fncm |
e

" Enter a name for the room.
e Select the office the roomisin
e Select the care unit type of room that
best identifies this new room.
e  Select the create new button to save

" Create Care Unit Types

To add a new care unit type:
e Select the ACr ea
e Once the Create Care Unit Type window
is displayed add t
Typed in the name

Admin window>Practice Set Up>Create Care Unit

€ our Practice

Difice locations and patient care areas

Poffices and Physical Locations: You are setup for one office. Add more offices.

@Care Units and Rooms: You have not setup any care units and roamscrezle rooms or care areas.

Home » Admin » Care Units » Hew
Create Care Unit
Name
office -select - v
Care Unit Type - select - v
Identifiers in other Systems: select .
Business Office Counseling
Vou willbe able to create Tdentfiers in|C21O Lab Physician Staf member. Please diick on ‘demographics’ link
EXG Lab
(Create | Exam Room
[create J cancer njection Lab
Lab Draw
Laser Suite
Minor Surgery

Admin window>Config settings>Care Unit Types

EMessage Subjects and Default Message
e Adding and Editing Subject Messages

r Message Subjects and Default Message
(Continued)

Enter the New Message

wrsimp




iIning'Agenda

Tra

«LL|
&
o
@)
A
S
L
O
S
=
O
)
L
|_

Administrative Setup Training Agenda

B
s
Mume Types

Swstem Setnas
Content Contrbuon

Belagonatvp Tvpes

ance Times
Specialves

E Message Sublects
Care Unit Types

Enter the Default message body (if applicable)
Select Create

" Appointment Type

Review the simplifyMD appointment list
e Appointment type may be added or edite
L e e ey

[Find Patiors Typa tlama s a! mrsguosezae !

To add or edit appointment type
e Configure setting
Select appoinment type link

Appointment Type

 Configure Setings

I Employee Labels
When adding a user to simplifyMD, make sure th
user is placed under the correct user group (labe

Example:
e Physician staffa n y
nurse practioners
e Clinical staffNurses and Medical
assistants
e Business staffecretaries, billing

physici a

To add Va customize label
e Select configure setting
e Customize Lables

I_Create Users and Password
Physicians

e Document signethe user has the ability to sig
documents it they are neadmin.

e Document Auditoithe user has the ability to
view document activities of all users that are
non-admin.

e Select document signer if the user is a physiqg
that will be sigiing off on documents.

e  The pin number is used for the electronic
signature feature

Clinical

Business

On the content page Scroll
Practicebo
Set Up Your Users
Dpnysicn st psiian st Craael As w:
it S
@Busaess Staft Create or Update eristing business staf i secretanes, billng stal agminisyators. elc.

Physicians User name and password

d

I”Creating Drawers
Drawers hold your digital files. There may be a

drawer for patient charts, another for invoices,

Admin window>Set Up Filing Cabinet

Osinpli
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Administrative Setup Training Agenda

insurance, credentialing and employee records.

Set Up Your Filing Cabinet

Drawers, Tabs, and Documents

o Edit Document Tabs. The Document Tabs' are tabs containing documents. It allows editing of alltab features.

o View Application Tabs. The ‘pplication Tabs'are standard tabs i & face sheet messages, imeline, simple chart registration,
archive, recycle bin. They belong to Practice base drawers or Patient base drawers. Application tabs are non - editable. Only ts
descrption and color can be updated

- o it Drawers, Drawers simply organize tabs into groups

ERearranging the Face Sheet Widgets

I” Filing Center

Think of the filing center as your medical records
room. This is where all documents are directed v
scansfaxes, or documents which have been plac
in the filing center via the drop box

Admin window>Filing Center>Create New

" Additional Customizations

wrsimpli




