Onsite Training Agenda without an Interface

U Practice Name: Team Members: Responsibility
1.
C Phone# 2.
) 3
@ Fax# 4.
< 5.
E-mail 6.
@) 7
! Date: Trainer:
R I Login and Log Out " L. Chow v
C http://XX-office.simplifymd.com VSImph L. Chow
u — Open Dropbox
m Changs Pazzword
L TN S— Filing Center
| - i User name should be 1% initial and last ‘: Tool
name. T Add Patient
U  After 3 attempts at logging in-you will = Recent Patient

be locked out. (must notify your Log qut ]
Administrator) —
0 Only work under your own log in- it
tracks your messages, affects
reporting, etc.
Accept fHfAAc-ups.ve X0 po

I” Overview of the System Tabs

i The Schedule Tab i Display a view of Ao Pt

the schedule

0 The Task Center tab brings you to your
messages both incoming and outgoing.

U Filing Center- This is where all
documents are directed via scans,
faxes

U  Patient Finder tab is where you go to
find a patient.

U Patient Finder tab is where you go to
find a patient.

U Tools-displays practice reporting,
template management and faxing
status.

U Add Patient-is used to create new
patient charts

I Home Screen i Schedule Page

Create a New appointment, -
Print the schedule
Preview schedule
Create a new message

Schedul e Ba@r #dAbutt
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Onsite Training Agenda without an Interface

I” Schedule Filters -Schedule filters

allow the user to see the schedule based st 0, [i0Res ¥ Gron e W fe——
on location, provider, appointment type, R T ——— s e
and date range e8| : e
SouthSide  Martha Smith @ 1117 PM | notchecked in | Other Checkup ~ Lower
NortnSide | Ginny Smith | Chow | | 1137 PM | notchecked in | Omer Rash ~|| [ ‘SimoleChart | BC Cover
3 appointments found.
MO ¥ AlDocos v AlTpes YA ¥ Todgs Appuimmemsﬂ
I

U Schedule Filters
I Search for a Patient/Add a Patient
U Patient Finder Tab - search by first or

last name, birthday, phone number,

Patient ID #.
U Add a Patient Tab- Use only after

searching with the Patient Finder tab!
U Mandatory information is in yellow and

Red exclamation points.
0 Handling duplicate patients.
ARecent Patients Lis
screen
I The Face Sheet
0 Front of chart - Patient information that

you want to see promptly, customized @

for your practice. =

da
5]

I Edit the patient profile = T T Tty [
U Enter the information, select save, and e o o m - p——

done to update @; e
U Updating the Important notes select the el B

edit button, e
U Using Webcam =
I-Update Wldget Informathn v Patient Medication
u Editor update a face sheet ek 100mg 11ab big TH0RI2007 ace L Chow

Wldget SeleCt the edlt button Metformin 1000mg bid 01/09/2007 Active L. Chaw

! Coreg 3125mg bid 01/08/2007 Active L. Chow

enter the information, select
save, and done to update.

wrsimp




Onsite Training Agenda without an Interface

System Tabs- are the top row of tabs inside the patients
chart

™ Viewing the Chart

i FaceSheetta fisnapshot o
information

U Messages

0 Timeline- gives you a quick view of all
documents over time

U  Simple Chart- smaller version of the
patients chart

U Assembly - selecting documents in the
chart to be faxed or printed

U Archive Tab- allows you to break up
documents and send them to various
tabs at one time

0 Recycle -is for documents that are
unnecessary but are never deleted

Timeline | Simple Chart Regycl Bin

Agenda

ining

I Working with the Schedule

Tra

0 Adding patient-to add a patient to the
schedule select th

Patint Find Patient - Type Name Fere._ 9! Deeme  [ipggzoazsied =)

Clinician v Reason

Tz v!

I” Changing appointment status

U Check-In: places the patient in the e s o Bliton o B BE
Waiting Room O ==

U Cancel: will cancel the appointment | e C

No show: will mark the patient as a no e et IR et el

show

Ui Document: allows quick documentation
of the appointment (used for specific
workflow and requires additional
explanation; this is an advanced user

function).
U  Edit: edit will allow you to edit any
portion of the appointment such as [ o ] T R T T
reason for visit, appointment type, and e P T e e Py v o
provider. Sonsce i o | 1 owaen o [ceaw || iy e
U Reschedule: reschedules the entire e e = e e

3 appointments tound.

appointment
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Onsite Training Agenda without an Interface

I Changing appointment status on the
schedule/printing patient paperwork

TPrinting a from the

hess | Mamager | Timaine | Simeie cnan

i | Face Shest

e | Reedebin |

Agenda

(T) Waters, Lester ialo 101151936 L. Chow | Cardiology 4@
0 Open Read-Only-print only
.. . Templates:
c) i Edit to Add to Chart-allows
document to be typed or ink on and
d as ﬁ P D F 6 Corr Mote 03/M10/2009 | Primary,Chart Mote | Open Read-Only | Edit to Add to Chart | Actiod
C save Confidentiality Form | 01/25/2009 Open Read-Only | Edit to Add to Chart | Actiof
- —
! I Faxing-outgoing documents (F) N My S M A AT R
g — U Fax in g d ocument s f Waters, Lester (1als 10115193 L. Chow [ cardiology v\gg

Tra

=
CY- =N -arnmy EXrrayl = P S IT—
NN B AR R 1
A A [y
[S=——=
I'Takin g AActiono (Adn (oo | i | Timaine | st comt |y || Bavene,_| neietn]
[Theghimion | con | (T T | | | ]
Waters, Lester iiala 10151930 L Chow | Cardiology ~|

U Changing the form date
U  Switching document tabs

: ! e L | :
U Renamlng document Peel, Emma Female 021051956 Allergy L Chow Orthopedics [ o [ [ e
o [ e T— o
o it Choaseatan ¥
| et Bosuiions. |
Lsione |

" Simple Chart-The simple chart is a
smaller version of the patients chart.

U Parameters are set by the physician . o
Lamy Chow, M.D. m"s‘e‘dr Foster, M.D.
Brendon Polt, M.D. Mike Thamas, M.D.
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Onsite Training Agenda without an Interface

I"The recycle tab is for documents that
are unnecessary but are never delete

I Filing Center is where all
office/medical documents are stored
before they are filed. (Scans and
faxes). Finding your document-use
document index panel and document
filters

Agenda

0 Finding your document; use side
document index panel and document
filters.

0  Using simple print.

i  Moving documents to and from the
Filing Center.

U  Filing a multi-page document to
different tabs in the chart.

U  Filing a multi-page, multi-page
document

IniNg

Tra

™ There are three types of messages:

U Patient Message- most common.
Written from withi
sometimes with

document attached.
U Noteto Charti achart note. Written in

the patientbés char
purposes and not sent to any
individual.

u Interoffice Message 1 written from
the Home, Task Center, and Patient
Finder screens outside of a

patients chart. No patient context,
used for office correspondence.

U Using the message filter to find
messages.

U Signature Requests- Physician
document softfod iem gan |
i ndi cat e dhebagkBarso i

U Task Centeri shows your messages
(received) and their priorities.
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