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ACCOUNT MAINTENANCE

The Account Maintenance menu contains the primary tabs necessary to set up users, establish system
permissions and other clinic-defined elements.

Chinic Narwe

Main Location

Ide Tiny Timely Access Consent
[CZi5gmn  soreen Tneout: 210 =4 mn Eratled) ¥ Activate Corgent: [~
Login Failure Oy

Max # of logn falwes: 37 wihin [ 1T5dminfs)  Users that excead this rumber of faded atterots il be locknd
out of the systes untd uniocdked by an adven

Health Mast 03

o Ca e [ ][]

Last Ao Cale: (30072013 1139 am

Wto Cale Durgton: 0 min

Drug O Update ———————————————  Password

Rsbass Datw: 02222012 10:30 4 Expres e[ 00 dry(s) Merleogthe [ 4 Letter e cusmibne Orly [
License info

Licenss Typs = Neck'Ware

Licanse Mode = Customes

Providers = 20

Ancllary Users = 20

License Expration Date = 10)14{2014

Markerence Lxparation Dok = 10{14/2014

Cprions = FAX, WEB, FOW

Trbert aces = CleieMIS, Emdecn, HOA-Lab, HCA-Rad, MadcWare-Lab, NO¥O, Nonvitad, Quest, SAO+ CA

The following Account Maintenance tabs are listed in the order suggested for setting up the clinic. They
can, however, be rearranged to suit your needs. The items discussed in this section are:

1. Clinic 12. ICD/CPT Code
2. Clinic Location 13. Message Sharing
3. Adding a Clinic Location 14. E-Prescribe

4. User 15. Edit Zipcode

5. Group 16. Merge Patient

6. Adding a Group 17. External App

18. Restricted Patient
7. User/Group

19. Purge Patient
8. Group/User
9. Permissions

10. Tab Sequencing

11. Progress Note: Sequence and Descriptions
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1. CLINIC

The ‘Clinic’ tab is for establishing inactivity/screen time-periods, the health maintenance auto-calculation
time each day, the default password expiration period (passwords are established in the ‘User’ tab),
password rules (i.e. minimum password length and forced requirement of letters and numbers) and also
to turn on the “Timely Access” feature in the database.

This information is set during implementation; however, it can be changed at any time, depending on your
clinic’s needs.

The “Timely Access” feature must be activated in your database if you wish to provide your patients with
on-line access to their health information (such as lab results, medication list, problem list). Once it is
turned-on in the ‘Clinic’ tab, it must then be turned on for each patient, on request, in their ‘Demographics’
tab in the Patient Information area.

=0l x|
oD Fie Zok Fobet Ercourter Settrgs Reports Window Hep =8 x|

Oobetbord FIWMOABERCAGDND SR @ImDy|

1die Timeout Timely Access Consent
min Screen tromout: [ 210 v tratled: ¥ Activate Consent: [~
Logmn Falure

Max 2 of logn fabures) wihen | L (s)  Ubsers that ecccend this cumbar of Faded attarmpts wil be locked
[‘B [3"' ok of the systen untk unkocked by an advn

Health Mai
Fako Cak: T

Last At Cak: WOf2013 11:29 am

Ao Cake Durabore O nn
Drug DE Upd, Password
Relsace Date: 02/22/2012 10:30 2 Expres ine [ 50 dayls) MnLengen: [ 4] Letter and nunber ook [
License Inlo
License Type = Made Ware

Licensa Mode = Custoser

Prowders = 20

Aoy Users = 20

License Expirotion Date = 10/14{2014

Martensnce Expustion Date « 10/14/2014

Cpticns = FAK,'WEB PO

Irkerfaces = OS5, Emdecn, HoA-Lab, HOA-Rad, MedcWare-Lab, NOWO, Novitad, Quest, 240 <A
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2. CLINIC LOCATION

The ‘Clinic Location’ window is used to maintain contact information for each location that makes up the
clinic. This window is divided into two panes, List and Details. The List pane shows a single line-item
view of the clinic information. The Details pane, on the lower portion of the window, shows a more
comprehensive view

A. General

WD) Ple Ede Fstent Encourts Settngs flsports Window  Heb =18 %]
| ponbssttoord F WS ABBEI@OASC A SR R BV

FromRseTI—| Account Mamtenance

Man Lucshon R 1 15 Cavanchr Strest Punts Gorda A 3B Adwe
Pad.cah Get Well Quick, O 2 123 Down The Road Pacducah oY 42001 Actve

[ Goweal | pbons | 8¢ Qpbors | DA Categors | fx Pa | sfrescribe Address | Schecng et |

i Clinic Tnf _p

Noma*: [Fan Location ] Desopton: [ ] @acke  Olative

Address Type®: [Primary =] monect: E@: pescrgeion: | -l

Sreme: S Caverde Sieet ] memee: [oo ] owceen [ ]

] ehonsos: [Z-  Joesmpom [ =]

T L o mEE e BB
[

Enat | TwmeZone*: [05:00 Eatemn m-«us&cmn :_]
Contracted Srovicer®. A ander, Dirvidd =] g} |
LMRP Ragion: [Flonds ] Yale l

Screen Relresh Setting

Schmdbeny g [ CffwaiPatient Locator: [ 1 agmn[_ToJeec  Mussages: [ 1 agwn [ e

o Name (required) — Used to identify the name of the associated clinic location.
e Address Type (required) — A drop-down menu that offers different address types.
e Street (required) — Used to enter the physical address for the facility.

e Postal Code (required) — Used for entering the Postal or Zip Code of the facility. If the zip code
is not recognized by the system, a dialog box will appear indicating a new zip code.

e State — This field is automatically populated based on the Postal Code entered.

e Email — Used to enter email addresses for clinic locations.

e Contracted Provider — This drop-down box is used to select the Physician who is listed as the
contract provider for billing insurance companies.

e LMRP Region- State/region in which the practice resides.

e Description — Available to add further details about the location.
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e Phone 1-3 with Descriptions — Available to add phone numbers for the location. Each phone
number has a corresponding drop-down description box to identify the type of phone number, i.e.
Home, Office, Pager etc.

e City — This field is automatically populated based on the Postal Code entered.

e Fax — Used to enter the fax number for a location.

e Time Zone - This drop-down box is used to select the appropriate Time Zone for the location.

e Billing ID — This field is used to enter the billing/location ID, which is used for the scheduling and
billing interface.

e Title — This button allows you to customize the heading information for faxed/printed
prescriptions, progress notes and reports.
e Screen Refresh Settings:
= Scheduling- This field determines how often the Scheduling screen will automatically
refresh.
= Office/Patient Locator- This field determines how often the Patient Locator screen in the
Office area will automatically refresh.

= Messages- This field determines how often the Messages screen will automatically
refresh.

B. Options:

General R Options I DEA Categaries I Rx Fax I ePrescribe Address | Scheduling Setup |

Close Encounter Incoming Fax
[ warn if any pending orders when clasing an encounter B4 Lo dispasition of incoming Faxes
[ warn ?F |a.b. not sent when closing! an encounter B4 open encounter when Fax added to chart
B<] warn if biling nat sent when closing an encounter [ send message to provider when image(s) added to chart
Progress Note Orders
[ Display Mo Known Drug Allergy’ in the progress note if no drug allergy documented [] Review Lab Orders (DMLY USE IF ORDERING LABCORF LABS)
B Display Mon-Mormal Abnarmal flags in Progress Nobe Mark an order as completed if the same order is completed within
[ add Contracted provideriHealthcare provider to dosed Progress Mots days after the original order was placed,
4] Display "el_ﬂcounter reop?ngd" in P.roqn_ess Mote if encounter has been reopened Health Maintenance{HM)
b B Show ReviewedjRecondiliation by info in Progress Note HW completed  when Order Placed (8 when Order Completed
H
[] Insert a new cpt code iF duplicate ot code exists when applying a pattern on Dx Estimated date of delivery
] allow cpk comments [ allows Expired ICODYCPT Code # of weeks used to calculate: I 40
[ automatic medical necessity checking Decision Support
Future task B Enabled

Crder completed {“hwhen Order Placed @ When Order Completed
[ show Uncompleted Future Task in Pragress Mate

e Close Encounter — Checking these boxes will: warn if Labs, Pending Orders or Billing has not
been sent.

e Progress Note — Checking these boxes will: display “No Known Drug Allergy” in the progress
note if no drug allergy documented (not recommended); display non-normal “Abnormal Flags” (in
lab results) in the progress note; add the contracted/healthcare provider to the closed progress
note; display encounter reopened info in Progress Note if encounter has been reopened; show
reviewed and reconciliation by info in Progress Note.

o Diagnosis (Dx) — Checking these boxes will: allow for inserting a CPT if duplicate exists in
pattern or procedure, allows CPT comments and automatic medical necessity checking.

¢ Incoming Fax — Checking these boxes will: Log disposition of incoming faxes (this is for the Fax
Audit Log); automatically open an encounter when adding fax to chart; send message to provider
(the contracted provider listed in the encounter) when image(s) are added to chart.

Copyright © 2013 ClinixMD



Clinix Vb

ectronic Health Record Software

e Future Task - Will complete a future task either:” When Order Placed” or “When Order
Completed.” Mark the “Show Uncompleted Future Task(s) in Progress Note” check-box, if

needed.

e Orders — Check box to Review Lab Orders (ONLY USE IF ORDERING LABCORP LABS). Set
the threshold by number of days to mark an order as completed if the same order is completed
within (# of days) after the original order was placed.

e Health Maintenance — Will mark a health maintenance item as complete either: “When Order
Placed” or “When Order Completed.”

e Estimated Date of Delivery — Number of weeks to calculate delivery date.

e Decision Support - Turns on the Clinical Decision Support tool for the location (Clinical Decision
Support rules are established in Clinic Setup).

C. RX Options

General I Options | R¥ Options § DEA Cateqories | Rx Fax | ePrescribe Address | Scheduling Setup

Rx Options

B4 show Body Mass Index{BMI) on Rx Tab

[] show Health Maintenance on Prinked R

B4 show Both Mames on Rx

[ require Warning of Thatch Background on R

[ Farce Acknowledgement of interaction warning
R¥ Severity Levels

] Log R printing,Faxing (OMLY TO BE USED IM OHION [ Mew vark State
B4 show "Dispense as written/Allow substitution” an printer Ri's

B4 Spelled out qty on Printed/Faxed Rx

B4 Prirk DEA # on R

[<] Populate G Code For ePrescribing

Select the level(s) at which to alert the user (f R¥ alerts are enabled)

The lower the level indicator in (), the greater the severity

‘Warnings abowve this selected level will not cause an alert.

Warning are ALWAYS displaved on the R tab.

DrugDrug:  [Moderate Interaction (3) ~]
Drug Disease: [Absolube contraindication (1) ~1
Pediatric: [ relative contr sindication (23 =1
Pregnancy!  [Animal studies have shown adverse effect (3) ~]
Lactation: [Precaution exisks (2) =1
Geriatrict [Precaution (2) ~1
Alleray: [Shiow alert (13 ~]

¢ RXOptions -

o Checking boxes will Show Body Mass Index (BMI) on RX tab (needed for auto-
calculation of BMI in Vitals)

O O O O O O O O

Show Health Maintenance on Printed RX

Show Both Names on RX

Require Warning of Thatch Background on RX

Log RX printing/faxing (ONLY TO BE USED IN OHIO ONLY)

Show “Dispense as written/Allow substitution” on printer RX’s

Spelled out quantity on Printed/Faxed RX

Print DEA # on RX

The “Populate “G” code for ePrescribing” box (for Medicare ePrescribe incentive tracking:

must be marked to automatically add this code to the ‘Diagnosis’ tab of an encounter if
utilizing ePrescribe for patients with Medicare as their primary insurance).

e RX Severity Levels — Select severity interaction level for the Drug, Disease, Pediatric,
Pregnancy, Lactation and Geriatric pop-up warnings (this is turned on at the user level). Can
select to turn Allergy pop-up warnings on or off.

Copyright © 2013 ClinixMD




D. DEA Categories

General | Options | R Options | DEA Categorias | Rx Fax | ePrescribe Address | Scheduling Setup

DEA Categories | (2 add [ Delete |
DEA Category Prescriptions that have one
of the categories listed

1+ LD, Herain, Marijuana - Research only ;||Disallow Print and Fax v
2 Marphine, Meperidine, Amphetamines, etc,, most abused = |[Disallow Print and Fax b
3! Aspirin/Codeine, etc., less abused Allow Print and Disallow Fax

4 Yalium, etc., potential abuse Allow Fax and Disallaw Print

4

A
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E.

F.

e DEA Categories — Add the fax/print setting based on your state requirements for each DEA
Controlled Substance Categories. These will then apply when printing/faxing a medication
within that category. If one of these settings is not added for a category, prescriptions for
medications within that category can be both printed and faxed.

RX Fax

General I Options I R Oplions | DEA Categories

R Fax Cover Sheet Additional Text

ePrescribe Address

Scheduling Setup

[ showe Pharmacy on Fax/Fx page
Faxed Rx Text

Prescription is walid only if transmitted by Facsimile machine.

o RX Fax Coversheet - This area allows free text entry that will display on an RX fax header.

e Show Pharmacy on Fax/RX Page — Marking this check-box will add the pharmacy information

onto the face of the faxed prescription.

o Faxed RX Text- This area allows free text entry that will display on the face of the faxed

prescription.

ePrescribe Address

General | options | Rx Options | DEA Categories | Rx Fax | sPrescribe address | scheduling setup |

This address MUST match the address, phone and fax number
that is found on your clinic's prescription pads.

Street*: E25 Main St |
[ |

Postal Code®: Skake:  FL

ikt Fedhaven |

Phone 01%: Bz6-334-5678 |

Faux*: Eze-334-7107 ]

e This address MUST match the address, phone and fax number that is found on your

clinic’s prescription pads.

Copyright © 2013 ClinixMD
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G. Scheduling Setup

General | COptions I R Options | DEA Categories | R Fax | ePrescribe Address | Scheduling Setup

Show Unschedule time

Show Appointment From: [ &M | be | d min Upka: |5 PM | he | ] min Duratian: min

Time in Room

Ot 15 min [ et color |
15 b0 30 i Set Color |
Greater than 30 I o |

Other Scheduling Options.

Patient Is Late After: 10 == min

e Show Unscheduled time - Default clinic appointment availability time and duration of
appointments.

e Time in Room — Default increment times and set color (this is displayed in the Patient Locator).
e Other Scheduling Options — Set the default “Late” time period

11
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3. ADDING A CLINIC LOCATION

To add a location, follow the steps outlined below:

Select Settings->Account Maintenance->Clinic Location.

Place your cursor in the Detail pane, located on the bottom of the Clinic Location tab, by clicking
anywhere in that section.

c. Click the Add button located to the right of Clinic Location.

d. Fillin the appropriate information for the location (all fields marked with an asterisk (*) are
required). The “Active” radio button is selected by default.

e. Repeat steps a-d as needed to list all locations associated with a clinic.

T Fl= Edt Patient Encounter Seltings Reports Windom  Hebp —181=|
|penp=stiond B EFRBEIREIAER S S E == 7|
Mmmthmmue

Gererd Imlmm]mm]nﬁu| ePresuibs Address | Scheduing Setun |

Clinic Information
Mo emiocsir e E— T et
fujdress Type®: [Primery =] Pocen: 23T Desaription: -]
et [ e svem R E— ] RS-

[ R R S
rtdcot B ] mae A ar roc e |
Emal: | | Time Zone™: [-0E400 Eastern TmedlIS & Canada) -]
Contrached Provider*: [Aleander, David B
LMAF Region: [Forida ~] Tk I
Screen Refresh

Setting

Note: Clinic locations cannot be deleted. They can be deactivated by selecting the “Inactive” radio
button. Once a location has been rendered inactive, users will no longer be able to select it.

General |Options I R Options I DE#A Cateqories | R Fax | ePrescribe Address I Scheduling Setup |

Clinic Information

Marne*: FV'Iain Locakion | Description: l:l 0 active I@Inactive I
Address Type*: [Primary ~| Phonenn:  BSs-123-1234 Diescription: |:

Street®: |15 Cavender Strest Fhone 0z: l:l Description: l:

| Phone 03: l:l Description: l:
Postal Code*: State: FL City: Fax:
Email: | | Time Zone*: |-E|5:DD Eastern Time(US & Canada) Ll
Contracked Provider®: [Alexander, David ~]| Bilingm: [t |

LMRP Region: [Florida -1 Title |
Screen Refresh Setting

Scheduling: min sEC Office/Patient Locatar: min sec Messages: Twiin Esec

12
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4. USER: ADDING A NEW USER

The ‘User’ tab contains information on all ClinixMD users. The ‘User’ tab is divided into two panes. The
top User List pane displays limited user information on a single line. The data is organized using the
following headings:

) Full Name

. User Name

. Last Login

. Last Logout

. Status (Active or Inactive)

. Class

o Locked status (if user is locked out, a check mark will be in this box.)

m Account Maintenance

Q1172013 12
10/03)2007 11:24 am 160972007 L1125 am
4 0MIIRUII 1326 am ONLIF201D 11:27 am
1072202010 0150 pm 10222010 01:50 pm
09/02)2011 0756 am 0302/2011 07:57 an
012312013 01:48 pmy OL{217201302:24 pm
L2017 10:45 e FH{ZB/2012 10:50 am
03/11)2013 0900 am Q3{L1J201307:19 an
moreos S 03/13}2013 04:27 pm ON11/2013.12:02 pm

PREEREREE

CooDoooon

Sabus) ®actve O dactive Lisey 5 Lockad out! O
x I s [ - — |
T S— e v —
Rt T E— T e —
| w01 #: 1w ¢: F ]
P S—

The lower pane contains information that is more detailed and is organized with the following:

A. General
—
General -Optinns -Signature
|Iser Mame*: |jadams | Skatus: @ active ) Inactive User is Locked out: 1
Prefix: | |SufFix: | | License #: 052345 User Class: | Provider ;l
First*: |J0hn | DEA #: 4567 Def Location™: |Main Location ;l
Middle: [ |UserBilingID: | Password Exp: [10/15/2031 ~|
Last™, fadams | mP1 4 330000000 e L |

13
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e User Name (required) — This field is available for creating a User Name. A User Name can be up to
20 characters in length. This name can consists of numbers, letters or a combination of both.

o Prefix — This field is used to enter a prefix for the user such as Mr., Mrs. Dr. etc.
e Suffix — User’s suffix such as MD, PhD, RN etc.

e  First (required) - User’s first name.

e Middle — User’'s middle name.

e Last (required) - User’s last name.

e Status — The status radio buttons allow you to identify a user’s status with regards to the ClinixMD
application. An active user is one who currently has access to the ClinixMD application. Marking a
user Inactive removes access to the application but still keeps a record of the user in the database.

e License — Medical License numbers.
o DEA# - Drug Enforcement Agency number assigned to physicians.

e User Billing ID: This ID is used in connection with a billing system. This number should match the
billing ID given to a user who handles patient billing.

e NPI#
e UPIN#

e Useris Locked Out — Check if the user is no longer authorized to access CLINIXMD. Additionally, if a
user attempts to login three times (in one minute) with incorrect information, the system will
automatically lock them out. To unlock user, click the box to remove check.

e User Class- This drop-down Selection allows you to choose which license type will be set as the
default for the user.

e Def Location — This drop-down Selection allows you to choose which location will be set as the
default for a user.

e Password Exp (required) - This field is used to enter an expiration date for the user.

e Password (required) — This field is a 16-character field that uses one-way encryption to secure the
password. The password can be alpha or numeric and displays as a series of asterisks (*******),
Note: Due to the encryption attached to passwords, it is not possible to retrieve this information. If a
user forgets the password, the administrator must create a new password. The encryption for
passwords also applies to online users and protects against security breaches that can occur with the
transmission of information over the Internet.

B. Options

General Signature

Encounter ¥iew Patient's Extended Notes — Scheduling
[ allow Lock Encounter [] Health Maink. [ owerride Scheduling
4] allow Close all Encounters [ Pending orders Users
4 allow Delete Encounter [ Unread Messages RP Allovs Farcs Lagaut Users
[ Allows Reopen Encounter [ Future Task [ Popup Warning on R Interaction
E Allowy Create Encounter Emergency ACCess

] allowed

e Encounter — Allows the user to: Lock, Close All, Delete, Reopen and Create encounters

e View Patient’s Extended Notes- Allows user to view a note box containing Health Maintenance,
Pending Orders, Unread Messages and Future Tasks when the patient is selected.

14
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e Scheduling- Selecting this check-box will allow the user to override scheduling and add
appointments directly into ClinixMD (i.e. walk-in appointments).

e Users — Selecting this check-box box allows the user to force logout of users in the “Active
Users” tab in the Office area.

e RX - Selecting this check-box turns on the RX Interaction pop-up warnings

e Emergency Access- Selecting this check-box allows the user to access the Emergency Access

feature
C. Signature
General | Cptians
Mon Supervising Electronic Signature: Supervising Eleckronic Signature:
Electronically signed by John Adams, MO
Fassword Protecked
Signature Cn File
e Non Supervising Signature- add the verbiage “Assisted By: ” This signature will be

used if closing an encounter in which the user is not listed as the Contracted Provider.

e Supervising Sighature- add the electronic signature (i.e. “This has been electronically signed
by: . Password Protected.”). This signature will be used when closing an encounter in
which the user is listed as the Contracted Provider.

e Import Signature- This is needed for printed and faxed prescriptions. To add a signature, select
the Import Signature button and either scan the signature directly in or import the signature from a
bitmap (.bmp) file. Note: The size of the signature cannot exceed 2.5"W X 0.5” H.

15
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5. GROUP

The ‘Group’ tab is used to maintain the User Groups for your facility. User Groups help you organize the
staff based on job functionality. The creation of User Groups plays a major role in establishing
permissions, maintaining security and establishing emergency access to authorized users. Once User
Groups are created, permissions can be granted according to job duties/responsibilities and users can be
placed in the appropriate group(s).

Account Mainter Account Maintenance

y Group | (=2 add |
% Clinic Location Active Description Short Description Group Type YWorkflow Provider
i Edit Zipcode [ [pdmin (EMR System) o dministrakor Emergency Access - |rane, -
g ePrescribe B ladministrators ldministrators {Health Care) Cther  None, -
[ Eiling Filloept ther - [rone, -
[ edical Clerk edical Clerk Assistant  |Mone, -
[ edical Recards edical Recards Cther  |Mone, -
B4 uclear uclear Other ~ [rone, -
a Lab Interface IE urse, Physician Assistant urse Assistant + |Mone, -
M3 Merge Patients O Othe.r. Othe.r. Cther w [rone, -
. Bd  Physician Fheysician Other  [rone, -
=] Message Sharing - — -
L [<] Resident, Murse Practitioner F.esident Other  [rone, -
My Permissions —
EN—— [ Btudent practitioner [Student Other  [rone, -
q — —
E [Transcription [Transcription Other + |Mone, -

M3 Purge Patient
€ Restricted Patient
Hix Task Config

B User
B User/Group
B Assistant

The tab consists of the following:

= “Active” designation
= Description

= Short Description

= Group Type

=  Workflow Provider

The Groups created in this tab will affect the selections made in the User/Group and Group/User tabs.
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6. ADDING A GROUP

Note: Groups cannot be deleted; they can only be deactivated by removing the check-mark in the “Active”
field. Once they are rendered inactive, they will no longer be a choice in the associated window drop-
downs and will appear as a series of numbers if there are users assigned to the now inactive group.
Additionally, this is where you specify which group will be given “Emergency Access” privileges (typically,
this will be assigned to the Administrator group).

*Emergency Access is to be used to grant users access to information they would typically not have
access to in the event of an urgent situation. Once the user enters the system in emergency access
mode, they will have rights to view tabs they are currently authorized to view as well as those assigned to
the “Emergency Access” group. This can be accessed in the “Patient” drop-down menu in the ClinixMD
Menubar.

Account Mainter Account Maintenance

2 Clinic Group l (2 add | l
% Clinic Location Active Description Short Description Group Type Workflow Provider
Wiy Edit Zipcode B [admin (EMR System) A dministrator Emergency hccess » JMaone, b
g ePrescribe [ ladministrators Administrators (Health Care) Other » |Mone, -
B FEiling FillDept Other v [tione, -
[ edical Clerk edical Clerk Assistant + |Mone, -
[ edical Records edical Records Other » |Mone, -
4 uclear huclear Other « fhone, -
E Ll it E urse, Physician Assistant urse Assistant + None, -
M3 Merge Patients O Othe.r. Othe.r. Other » |Mone, -
. ] Physidan Physician Other « fhone, -
=1 Message Shating - — -
- [<] PResident, Murse Practitioner Fesident Other + |Mone, -
Ml Permissions —
B  Frudent practitioner Student Other » f1one, -
[El| Progress Hote X = =

MfH Purge Patient

& Restricted Patient
Mty Task Config

ﬁ Lser

ﬁ- User/&Eroup
ﬂ Assistant

To add a Group, follow the steps outlined below:

a. Select Settings->Account Maintenance->Group

b. Click the “Add” button located to the right of Group. A new row appears in the Group tab.
Select the Active box to ensure that the Group created will be active.

d. Fillin the Description for the Group and enter a Short Description for the Group.

e. Select “Other” in Group Type if this group will have normal privileges; select “Emergency
Access” if you wish this to be the emergency access group. If the Group will be assigned to a
specific provider (rarely used) for workflow tasks, select which provider the Group will be
assigned to; otherwise, select “None.”

17
Copyright © 2013 ClinixMD



Clinix vb

Electronic Health Record Software

7. USER/GROUP

The ‘User/Group’ tab is used to assign users to specific groups. This tab is divided into two panes. The
first pane labeled All Users and contains a list of the users for the clinic. The second pane, Current
Group, shows the users assigned to the particular Group.

Account Mainter Account Maintenance

(2 Clinic all users Current Group | | & add 'ﬁ Delste |

% Clinic Location Users Group

w3 Edit Zipcode Adams, John Fhysician -

g ePrescribe admin, security Lab -]
w3 External App. \Washington, George Medical Clerk

B Group Monroe, James Medical Records

@ GroupLser Kennedy, John Muclear

?‘ ICDJCPT Cade Fi.egan, Fonald Murse, Physician Assistant J
O Lab Interface LiizeliiEi Physician

i3 Merge Patients
=1 Message Sharing
M Permissions
Progress Mote
#i3 Purge Patient

E Restricted Patient

13 Task Config

To assign a User to a Group, follow the steps outlined below:

o o o ow

o

f.

Select Settings->Account Maintenance->User/Group.
Highlight the User you want to assign a Group to from the list provided in the All Users pane.
Click on the Current Group pane to activate this area.

Click the Add icon on the toolbar or right-mouse click and select Add from the drop-down menu.
A drop-down list box displays.

Select the appropriate Group from the drop-down list

Repeat steps ¢ — e to add more groups to a specific user.

To delete a User from a Group, follow the steps outlined below:

o o o ow

Select Settings->Account Maintenance->User/Group.
Highlight the User you wish to work with from the All Users pane.
Highlight the Group you want to delete from the Current Group pane.

Click the Delete icon from the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.
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8. GROUP/USER

The ‘Group/User’ tab displays a complete list of users and allows the administrator to assign a group to a
specific user. This tab is divided into two panes: the All Groups pane displays a list of the ClinixMD
groups and the Current User pane displays the users assigned to the group. Users can be matched up
with groups so that security can be maintained for different personnel; a user can be a member of
multiple Groups, if needed.

Account Mainter Account Maintenance

[ Clinic

% Clinic Location
i3 Edit Zipcode
g ePrescribe
i3 External App.
P32 Group

Group/Lser

Lab Jeffersan, Thomas
Medical Clerk taonrae, Marilwn _I
Medical Records Madison, James
e TEE Muclear Kennedy, John
Murse, Physician Assistant Lincoln, Abe
Physician Mixon, Richard -

B Lab Interface
i3 Merge Patients
=1 Message Sharing
i Permissians
Progress Maoke
i3 Purge Patient

E Reskricked Patient
i3 Task Config

£ User

EE UserfGroup

All Groups
Group

Admin (EMR Syskem)
administrators

Resident, Murse Practitioner
Student practitioner
Transcription

Current User
User

| (=2 add [I=F Delete |

Clooney, George

Clooney, George

[ Assistant

To assigh a Group to a User, follow the steps outlined below:

2 o o p

N ()]

Select Settings->Account Maintenance->Group/User.
Highlight the Group you want to assign a user to from the list provided in the All Groups pane.
Click on the Current User pane to activate this area.

Click the Add icon on the toolbar or right-mouse click and select Add from the drop-down menu.
A drop-down list box displays.

Select the appropriate user from the drop-down list

Repeat steps ¢ — e to add more users to a specific user.

To delete a Group from a User, follow the steps outlined below:

o o o p

Select Settings->Account Maintenance->Group/User.
Highlight the Group you wish to work with from the All Groups pane.
Highlight the User you want to delete from the Current User pane.

Click the Delete icon from the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.

19
Copyright © 2013 ClinixMD



9. PERMISSIONS

TRINGY

Electronic Health Record Software

The ‘Permissions’ tab is used to establish system access for the various groups; additional permissions
(outside of the normal permissions for the group) can be assigned to a user, if needed.

[ openpastisd 7 B O ADE RE | AEM & SSE| B =0

@ Climic Location
313 Edit Ziprade

g ePrescribe

il External App.
Q Group

B Groupfliser

G ICDICPT Code
& Lab Interface
i3 Merge Patients
=1 Message Sharing

=] Progress Mote
i3 Purge Patient

¥ Restricted Patient
i3 Task Config

5 User
EP UserfGroup
& Assistant

Account Maintenance

1. Select Group/User
Group | Lsers |

Group

Admin (EMR. System)
Adrministrators

Lab

Medical Clerk

Medical Records

Muclear

Murse, Physician Assiskant
Physician

Resident, Murse Practitioner
Student practitioner
Transcripkion

4]

| v

3. Select Tabs
Tabs

Assiskant

Clinic

Clinic Location
Edit Zipcode
ePrescribe
External App.
aroup
GroupfUser

HL7 Lab Insurance
HL7 Lab Mapping
HL7 Labs
ICDYCPT Code
Lab Interface
Merge Patients

Repork |
add all == |
Add - = |

< - Delete |
<« Delete .ﬂlll

Window Color
green -

2. Select Window
Windows

Account Mainkenance
Add/Edit Image

Clinic Setup

Clinic Setup - User
Complete Chart

Edit Templates
Encounter Information
Encounter Manager
First Availabilty

Healkth Plan

Image Search

Lab Review

Mew Patignt

Cffice Information

4. Select Access
Tab

Permissions
Clinic Lacation
Clinic

Assiskant

Edit Zipcode
ePrescribe
External App.
Group
Groupfser

HL? Labs
ICDJCPT Code
Lab Interface
Merge Patients
Message Sharing

Seq

10

20

30|

40|

S0

=11

70

&0

Elt

100

120

130

140

150

Updateable Default

HERE KRR R RHRRREREFEK

(I B B 4 B B B B B B B B 4

This tab also allows for the customization of tabs within a window. Tabs can be sequenced to best reflect
workflow. This window is comprised of the following panes:

e Select Group/User — User/Group - This pane shows a list of users and is available for granting

or removing access rights to certain areas in the application. This is the first selection in granting
permissions.

Select Window- This pane shows a list of windows available to the User. This is the second step
in assigning permissions.

Select Tabs — This pane lists the tabs found in a particular window. Access rights are handled at
this level. Users can have access to a selected amount of tabs or all tabs depending on the role
of the user in clinic and the security structure created by the administrator. This is the third step
in granting permissions.

Select Access — The User Access pane lists the tabs that a particular user can access. The
administrator can limit the access by removing the check in the Updateable checkbox. This
would allow a User to see the information in a tab without having the ability to change the
information. Another option available to the user is the sequencing of tabs. Tabs can be
rearranged to suit a User’s preference. Changing the numeric values in this sequence field
changes the order in which the tabs are displayed. Sequenced numbers are listed in increments
of 10.
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Granting Permissions

To grant permissions to a Group or User, follow the steps outlined below:

a o T p

Select Settings->Account Maintenance->Permissions
Highlight the Group or User from the list in the Group User/User Group pane.
Select the Window you wish to use in granting permissions from the list in the window pane.

From the Tabs pane, use the list to select the Tabs you want the selected user or group to
access. You can make several selections at once by simply clicking on the Tab from the list.
Once all the selections are made click the Add button to move your selections from the Tabs
pane to the Access pane. Also available is the ability to Add All tabs by selecting the Add All

button.
add - = add all ==

Removing Permissions

To remove permissions from a Group or User, follow the steps outlined below:

o o T p

Select Settings->Account Maintenance->Permissions
Highlight the Group or User from the list in the Group/Users/User Group pane.
Select the Window you wish to use in removing permissions from the list in the window pane.

From the Access pane, select one or several Tabs you want to remove from the User. Multiple
Selections can be made from the Access pane by clicking on the Tabs. Once all the choices
are made, click the Delete button to remove your selections from the Access pane back to the

Tabs pane. Also available is the ability to delete all tabs by clicking the Delete All button.

< - Delete ] [«:::: Delete P.II]

The default color for the window is also set from Permissions. After completing the steps above, choose
the color choice by clicking the drop-down as seen in the screen below:

Account Malntenance

1. Gelect Groun/ User

SRR IU:ur: l

Group

Aclimir (ERR Siysbaim)
Adrninistr abor s

Lalbs

Medical Clerk

Medical Records

Muclmar

Murss, Physician Assistant
Physician

Resident, Wurse Practitionsr
Studsnt pracritiorer
Trarscription

L

2. Gelact Window
Windows

Account Maintsnancs
AddfEdit Imags

Clinic Setup

Clinlc Setup - Lser
Complete Chart

Edit Tamplates
Encounter Information
Encounter Manager
First fyvailabilby
Hmalth Plan

Image Search

Lab Fueswie

_l;‘ ey Patient
I Cffice Information

3. Select Tabs

HLY Lab Insursance
HL7 Lab Mapping
HLY Labs

ICO/CPT Code
Lasb Irtmrfaces
Merge Patients

<. Select Access

Group/User )|

HL? Labs 100

ICO)CPT Code 120)
Lab Interface 130)

Mumrge Fatimrts 150

e Llean

Massage Sharing

i | puFples
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Tabs = Faport Tah S0 Updateable Default s
Amdlalant — Dl IONE 10
Clinic Add All == | Clinic Lacation R
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EdiE Tipeode [EECEEISE T - - a0
wFraEc il o = [im|mbe Edit Zipcade 50
Extainal App. | ePresciibe &0
GroUp = Delate Al External App, 7O
Group/Lissr Windew tolor] =4F [
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-
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10. TAB SEQUENCING

The order in which tabs appear in each window can be modified in the ‘Permissions’ tab. It can also be
set at the user level either by selecting the “User Preference” icon from the ClinixMD desktop or the

administrator can modify the sequence for a user from the User Set-Up menu.

Account Maintenance

1. Select Group/ User

Group | Users |

4]

3. Select Tabs
Tabs

Windows
Account Mainkenance

Grou -
up = addEdit Image
Admin (EMR. Svskem) L
o Clinic Setup
Adrninistrators .
Lab Clinic Setup - User
Complete Chart
Medical Clerk, ) a
) Edit Templates
Medical Records !
Encounter Information
Muclear I
- . Encounter Manager
Murse, Phwsician Assiskant : L
o First Awailabilcy
Pheysician
: - Health Plan
Resident, Murse Practitioner
o Image Search
Skudent practitioner .
Transcripkion Calsleaiel)
Mew Patient

OFffice InFormation

I

4. Select Access

Tab

Seq Updateable Default «

1 Fepork |
Assiskant Perrissions 10| @ @
Clinic Add All == | Clinic Location 0 i |
Clinic Location fdd - = | Clinic 30 2| 2|
Edit Zipcode Assistant 40 | 2|
ePrescribe < - Delete | Edit Zipcode 50 (< B
External App. ePrescribe a0 | |
Group << Delete F\IIl External App. 70 | ]
Group/User Window Color Group a0 2| 2|
HL7 Lab Imsurance o lareen - { Group/User an | 2|
HLZ Lab Mapping = HL7 Labs 100 (< 4 J—
HL7 Labs ICOHCPT Code 170 | |
ICOJCPT Code Lab Interface 130 | |
Lab Interface Merge Patients 140 2| 2|
Merge Patients = Message Sharing 150 | | |
To sequence tabs in the ClinixMD windows, follow the steps outlined below:
Select Settings->Account Maintenance->Permissions

Select the applicable group/user from the Select Group/User pane.

Select the desired window (i.e. Account Maintenance, Encounter Information, etc.) from the

Select Window pane.

c. Inthe Select Access pane, enter a number less than 10 to place the tab you select in first
position; enter a number between 10 and 20 in the tab that you want to appear in the second
position.

d. Follow the same logic to arrange the remaining tabs in the order desired.
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11. PROGRESS NOTE: SEQUENCE AND DESCRIPTION

The Edit ‘Progress Note’ Sequence tab is used to sort the Progress Note tabs.

X vb
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description of the sections included in the Progress Note can be modified in this tab.

| opernbashiosrd 2 A H BE @€ JMELG &5 &S 1B =20

Account Mainter Account Maintenance

&Y Clinic Clinic Location

Progress Note Seq

% Clinic Location Location Seq Include EMR Description Clinic Location Description
i Edit Zipcode IMain Location w [ o D
g ePrescribe Paducah Get Well Quick Cln 200 B coHP ICCWHPT
Wi External App. 30 Yital Signs ital Signs
40 B Flowsheset Flowsheet
g0l B Rx Fuc prescribed this visic
g0 B Current Medications Kurrent Medications
a Lab Interface 700 B Referred By Referred By
M1 Merge Patients 8ol B wotes ERES
o0 [ Past Medical History Past Medical Histary
100) Previous DY Previous DX,
110 [ Discontinued Medications Discontinued Medications
- SASESEESES 120 [ allergy Wllergy
M3 Purge Patient 130 @ ROS koS
¥} Restricted Patient @0 [0 Exam Exam
A3 Task Config 1500 [ Image Image
B ser 160 [ Procedure Procedure
B User{Group 170 ECG ECa
B Assistant 180 [K]  Assessment Presessment
190 [ Flan Flan
zo0| [ Orders Korders
210 B Letter Letter
zzol B Education Education
za0l [ Future Task Future Task
240 D DSM IV DS IV
2501 |:| Spirometer Epirometer
260l [  alleray Test Wllergy Test
270l [0 Allergy Shots Wllergy Shats
3001 @ Open Encounter Signature Line  Dpen Encounter Signature Line

Additionally, the

To sequence a Progress Note, follow the steps outlined below:

Select Settings->Account Maintenance->Progress Note Seq.
Select the Clinic Location.

c. Place the Progress Note tabs in order by sequencing the tabs as needed. Tab sequencing is
done in multiples of 10.

d. Enter a number less than 10 to place the tab you select in first position.
e. Enter a number between 10 and 20 in the tab that you want to appear in the second position.
f. Follow the same logic to arrange the remaining tabs in the order desired.

g. By selecting the “Include” checkbox, the tab will display in the Progress Note.
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12. ICD/CPT CODE

The ‘ICD/CPT Code’ tab is used to add ICD/CPT codes to your database if not already included (this is
where you can enter custom codes/delete invalid codes). You can also set/modify a code’s valid dates.

Account Mainter Account Maintenance

|23 Clinic ICD/CPT Code | search |
% Clinic Location
M Edit Zipcode

=5 ePrescribe Category: (% 10D et
M1 External App. Type: {+ Code ™ Description

Search Criteria

Search For: |

E—— ICD Code (L8 ata ) vetee | f
- . Short ¥alid
Description Description From

o : zzz_ [rest cobe |[rEsT conE [otioifeois =lizis1/z2013 =
M Sheri k4| [>3]
essage shating L K| December 2013 3|23

M3 Permissions
Progress Nate Su Mo TuWe Th Fr Sa
M5 Purge Patient: 1 2 3 45 &6 7
ﬁ Restricted Patient i 9 10 11 12 13 14
M5 Task Config 15 16 17 16 19 20 21
5 User ZE 23 024 25 26 27 I8

B User)Graup 29 30|51
5 Assistant

0, Lab Inkerface Code
i3 Merge Patients

To add an ICD code or CPT code, follow the steps outlined below:

Select Settings->Account Maintenance->ICD/CPT Code.
Category: Select either the ICD or CPT code radio button
Click the Add button

2 o o p

Enter the desired code in the Code field, enter a brief code description in the Description field
and also a Short Description in the respective field (this is necessary to view the description if
viewing from a PDA or a mobile phone).

e. Setthe codes “Valid From” and “Valid To” dates using the drop-down calendar tool.

f. Click “F5” to save your changes.
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13. MESSAGE SHARING

The ‘Message Sharing’ tab allows users, typically providers, to share either all or only ePrescribe
messages with ancillary users.

Account Mainter

Account Maintenance

-2 Clinic

% Clinic Location
iy Edit Zipcode
g ePrescribe
i3 External App,
@ Group

2 Group/User
§ 1CDJCPT Cods

w3 Permissions
Progress Moke
w3 Purge Patient

¥ Restricted Patient
M3 Task Canfig

B User

B User/Group

B Assistant

Users Messages Shared With | 23 add (5 Delste |
Users User ePrescribe Messages Only
Adams, John

[ W ashington, Martha

=l X

admin, security
Washington, George
Monroe, James
Fennedy, John
Regan, Ronald
Lincaoln, Abe

To share messages with users, follow the steps outlined below:

Select Settings->Account Maintenance->Message Sharing

Select the appropriate user in the “Users” pane.

Select the user that you wish to share messages with from the drop-down list.

Mark the “ePrescribe Messages Only” box if you only want to share ePrescribe Refill Messages.

a.
b
c. Inthe “Message Shared With” pane, click the “Add” button.
d
e
f.

Repeat steps b-e to share messages with multiple users.
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14. ePRESCRIBE

The ‘ePrescribe tab’ is used to register the clinic and providers

ePrescribing.

Account Mainter [] Account Maintenance

Clinix vb

Electronic Health Record Software

with SureScripts and RXHub to enable

[ Clinic
[ % Clinle Locatian
i Eelit Fiocod
* . mFrescribe
wily External App.

Group
Group/User
IERYCRT Code
Lab Interface

Wi Mergs Patisnts
] Massags Sharing
Wi Permisslons
Prograss Mate
0 Purge Patisnt

€ Restricted Patisnt
iy Task Config

B user

Usget /Group
Asslstant

Surescripts Config | Register Cliric |
Active Service Level ESS Clinic ID Encounter Type

Category

[] ek RefilReg & [ Refill

_= | [office or Gther Gutpatient Services - Es = |

When refilling DEA scheduled drug

Duenial Code: [Refil not appropriate

e | Send Fax: [=]

Commants: |

Rxhub Config | Reqister Clinic |
Active Service Level HBxhob Clinic ID Encounter Type

Category

[ MR a|

=1l =l

wWhen refilling DEA scheduled drug

Comvial ol |

Send Fax: ||

=1

Comments; |

Provider List

Mame Surescripts Ruhub SPI
Aclarns, Jahin 0301 1 3636
Fegan, Ronald Location

Washington, Georges
Monroms, Jamess

HEEE
3 5 5

Maln Location

Rxzhub Provider

Active
=

Surescripts Provider

| Update Prescriber |
Active Date
[tjzzjz007

Inactive Date Create New Enc
I |
Suffin
oo

| Ackivate | InActivate |
Create New Enc
(=

To register the clinic and providers with SureScripts for ePrescribing, follow the steps outlined

below:

Select Settings->Account Maintenance->ePrescribe

Click the Register Clinic button located to the right of Surescripts Config to register the

h.

practice.

Select the default Encounter Type and CMS Category from the drop-down list to be used when
approving ePrescribe refill messages.

Select the default DEA Denial Code from the drop-down list to be used when denying ePrescribe
refill requests for scheduled drugs. Additional information can be entered in the free-text
Comments field.

Select the provider name from the Provider List and click the Register Prescriber button.
Mark the Create New Enc checkbox.

To activate the clinic for RX Hub (for mail order ePrescribing as well as to turn on the formulary
functionality), click the Register Clinic button located to the right of Rxhub Config.

Highlight the provider name from the Provider List and click the Activate button.

Mark the Create New Enc checkbox.

*NOTE - It takes approx. 5 days for a provider to begin receiving refill requests. If the provider has
ever sent prescriptions electronically with another EHR/ERX vendor, a Vendor Update Request
will need to be processed by Surescripts; this process takes 72 hours to complete.
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15. EDIT ZIPCODE

The ‘Edit Zipcode’ tab is used to search for a city by Zipcode or City and add or amend as needed.

ClinixMD

| B File Edit Patient Encounter Settings Reports  Window  Help
| |OpenDashBoard §|ﬂﬂ g W E|g|l[:]|®| @%!—“||-E?’|
Account Maintenance
Edit Zipcode

|| Ready

To perform these search functions, follow the steps outlined below:

Select Settings->Account Maintenance->Edit Zipcode
Select the Radio button for the Zipcode or City.
Enter partial or complete information in the Search fields (zipcode or city).

Click the Search button to begin the search. A list of results display.

® 2 o T 9o

Add, Delete or Modify search results as needed.
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16. MERGE PATIENTS

The ‘Merge Patients’ tab is used to merge duplicate patient records (Note: Once this action is performed,

it cannot be undone).

Account Mainter Account Maintenance

Source Patient Info Select Source Patient Target Patient Info
S5M: - - Billing I0: SSM: - -
I0: [ active 1
Last Mame: Last Mame:
First Mame: First Mame:
Middle Mame: Middle Marme:
[wlel:H DOE:
Marital Status: Marital Status:
Merge Patients Gend o

=1 Message Sharing Sneer Snaer

5 Permissions Racs: Racs:

Progress Mote Ethnicity: Ethinicity:

¥ Purge Patient Hates: Motes:

€ Restricted Patient

Wi Task Config

£ User Encounter List l Show Source Encounter List | I

P User/Group Creation Encounter ¥isit Status Close

ﬁ Assiskant Date Date Type Status Flag Date Provider

To Merge Patients, follow the instructions outlined below:

| Select Target Patient ||Merge Patient

Billing 10

|:| Ackive

=1 Comments

a. Click the Select Source Patient button located to the right of Source Patient Info to search for

and select the duplicate patient.

b. Click the Select Target Patient button located to the right of Target Patient Info to search for
and select the correct patient account (the source patient is merged into the target patient).

Click the Merge Patient button to process the merge.

d. Click OK in the confirmation pop-up box to confirm the merge.

Copyright © 2013 ClinixMD
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17. EXTERNAL APP.

The ‘External App’ tab is used to create links to external applications or websites (i.e. Google) within
ClinixMD. The icon will be placed in the user’s links.

|openestiond F | EARNE @ E I LEL O SR B| B2

Aiccount Mainter [1] | A L =L

|| i scitf Detete | FF oo Buttrs | |

[ Extemal app
Sequence: ﬂ Adtive: [ Minimize EMR on launcte [
Mame: laoogie Descriplion: ijeSea'm |
Tcom: (rear =
Parameters: . qoogle. com |
Ezecutable: I \Procram Fies|Inbernct Explorerieplore. exs
Directory bo rum frome =
Namie: Description: | |
Tcom: A
Parameters:
Executabde:
Direchary ba run from:
Parameter Definitions
EMP. sz parameters: (From User tal) Patient parameters (Ffrom patient Demaographic tab) EMR. ser Defincd APP parameters
ussr_name: T billing_id:%PEID% AFP e mame: SealNe:
last_nama UMY |zst_names WP AFP_password SLAPwTs
first_name; SSLFHG Frst_name:3oFH% AFP_pam i shAP1%
first_last_name [Joe Smith)): SUFL DOB: %:POOES APP_permie: ShaP2%
last_first_name [Smith, Joslc SlLANSS First_lest_niame {Joe Smith): 36PN,

last Tirst_ruame (5aith, JooSLPLAN, APP Pamil-aiRn0t:

To add a link, follow the steps outlined below:

Click the “Add” button, located to the right of External App.

Fill in the applicable criteria, including the application or website Name, Description, Parameters
(i.e. the website’s URL or the application’s UserlD, Password, etc.) and the file location for the
application or internet browser in the Executable field.

c. Select an icon that is not currently being used (i.e. the magnifying glass).

d. Click the “Reload Buttons” button to display the newly added icons to your ClinixMD Toolbar.
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18. RESTRICTED PATIENT

The ‘Restricted Patient’ tab is to be used for patients with sensitive information that only specified users
should be able to access (i.e. clinic employees that are also patients, celebrity patients, etc.). Authorized
users can be defined so that they will be able to access these patients information without restriction; all
other users will be required to enter the access PIN as well as the reason for accessing the chart. This
information is logged in the “Audit Report” in the Reports menu.

Account Mainter E Account Maintenance

3 Clinic Restricted Patient | | i Add | Show PIn | |
7 tclinic Lacation Patient Birth Billing Start End Access ]
Wi Edit Zipeade Mame Gender 55N Date Id Date PIN

U
i ik

L

Clintar, wllarn Malia o 06/07/18942 07/10f2012
Fax, Michasl J, Male D9j22(1975 [22zzezezzz 10/08/2012
Darraw, Clarence Mala D406/2011 111222333 4

! wPrwsct b

Wity External App.
Eroup
Graup/LUaer
ICHCPT Code

& Lab Interface

w0 Merge Patisnts

=T vessans Sharing

W Patimissions

[B1 Progress Mote

iy Purge Patisnt

# Restricted Patient

WD Task Config

B User
W Authorized Users | ok Add 5 Delete |

g Agaisksrt Usar

=]

10j09f2012

-
-
EEEYECIEE ETEEE

Jala e

To add a Restricted Access Patient, follow the steps outlined below:

Click the “Add” button, located to the right of Restricted Patient.
Search for and select the patient in the “Select Patient” search window.

c. By default, the Start Date will be the current date; however, this can be changed using the drop-
down calendar tool. If this restriction will be for a limited time, set the appropriate End Date using
the drop-down calendar tool. If the End Date is unknown, skip this field.

d. Enter an Access PIN in the free text box; this can be any combination of letters and numbers.
Ensure that this PIN cannot be easily guessed by others to ensure security of the data. However,

if the PIN is forgotten or misplaced, a system administrator can click the “Show Pin” button to
view the Access PIN.

To add an Authorized User, follow the steps outlined below:

a. Inthe lower pane, click the “Add” button, located to the right of Authorized Users.
Select the authorized user from the drop-down list.

c. Toremove a user, select the user in the Authorized Users pane and click the “Delete” button.
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The ‘Clinic Setup’ window is used to configure the information that will be used by the clinic personnel.
This section is instrumental in facilitating the common tasks performed by staff members. This section
will cover all the tabs that make up the Clinic Setup window.

WIF Fila Edit Patient Encounter  Setbings  Feporbs

Window  Halp

=18 =|
=18 |

| ©pen pashioard T | Bl S0 B 0GR GR 0 | L W R 65 2R s O | @ | == |

Clinic Setup Clinic Setup

. Allergy Ingredient
4 Allergy Shok allergy
M Allergy Tast Amoxapine
[ Aiitharizatian Faim clial i camine mmsylake
BiE Body Location desmopressin acetate
Chmek, Guk Mote
Clinlc Befined Crug
Consent Form
wif Consent Tabs
Eif Aggregate Yendor
Wit Contact Typs
EPT CPT
AT CRT MadiFler
Wi Decision Support
W0 Disclosure Taxk
Wi DSM I8
a® Education
i Encaunter Flag
il Encounter Type
b Facility
s Flowsheet Lists
iy Plowshest Sstup
[B8] Form setup
g Graup/Enc. Typs
Health Schedule
o
Image Type
WM Keywords
Madical Inags
=1 Magsage Type

| (ot Add (oF Dalate |

Allergen Group
Description
calciurm
sl afsull ohamide ankiblobics)
safflaver ol

| (o8 Add (o Dalate |

Faady

The tabs consist of the following:

ICD
CPT
Allergy
Non-Drug Allergy
Preferred Drug
Clinic Defined Drug
Encounter Type
Medical History
ROS

. Orders

. Health Schedule

. Image Type

. Medical Image

. Education

. Letters

. Keywords

POS

©CoNoA~WNE

el e
W N RO

[l el
~No u N

18.
19.
20.
21.
22.
23.
24,
25.

26.
27.
28.
29.
30.

31.
32.
33.
34.

Check Out Note
CPT Modifier
Authorization Form
Consent Form
Flowsheet Setup
Flowsheet Lists
DSM IV

Message Type
Disclosure Text
Substance Abuse
Decision Support
Contact Type
Radiology Result
Radiology Interpretation
Facility

Workflow

Body Location
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The ‘ICD’ tab is used to create a standardized list of common choices for the clinic. After the
administrator sets up this list, it then becomes available to the entire clinic. When a staff member uses
the ICD Code Search window, the clinic preferred list displays only those items chosen by the
administrator. This eliminates the need to search the entire database of ICD codes for the items most
often used by the clinic.

m Clnic Setup

| CIOI19SD 132100 Mak
| OIS0 1e
L ojolss 122100
| 01011950  nipoyfant
L 00IsE) o0t

01jo1/1560 mpozonn
L 001/1950 03010t
010171550 03012011
oI9S 124512100
010140 12w
| oIS 12f31j2100
01095 12512L00
c1 01550 124312100
oIS 1RERI0

To add an ICD code to the clinic list, follow the steps outlined below:

a. Select Settings->Clinic Setup->ICD.

From the ICD Tab, click the Add icon on the toolbar or right-mouse click and select Add from the
drop-down menu. The ICD Code Search Window displays.

Searth
Cwegotyt  C iDcods  ( Desowmen 1 eaywond E
Pieteret:. O L L) soses
b= Fritopss]
I Ex000 Coden Egred & NEEE|

el ah uinirdied, o
23 00 m:mmmwum CI0LR008 1212100

.08 Setondery dobetes it sith debascadaia, ot steted 4 ojoLee Lrsmim
wwoontsoled, o unspeclied

2L Satatre s mih ol D01 f200% 1210412100
oloLEeee 12T
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Enter partial or complete information in the ICD code, description or keyword field (Click on the
radio button next to the label to select either “ICD Code,” “Description” or “Keyword”)

Select the “All” preferred list radio button.

Either set the code expiration date using the drop-down calendar tool (to filter codes that are only
valid until the date selected) or un-check the “Exclude codes....” check-box.

Click the Search button to display a list in the Search Results pane.

Highlight your Selection from the list and click the Add to Selected button or double-click the
selection to populate the appropriate tab with your choice. Multiple selections can be added to
the selected list.

Click the OK button to complete the selection process. The item or items will appear in the tab
you are working with.

To remove an ICD code, follow the steps outlined below:

a.

Select Settings->Clinic Setup->ICD.
From the ICD tab, highlight the ICD code you wish to delete from the Clinic List.

Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.
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The ‘CPT’ Code tab is used to create a standardized list of common choices for the clinic. After the
administrator sets up this list, it then becomes available to the entire clinic. Customizing this list
eliminates the need to search the entire database of CPT codes for the items most often used by the

clinic.

Clinic Setup [#]

Clinic Satup

Description

o1fo1f1960
0101 {1680
01/01/1950
a1fo1/1950
01011950
010171950

OMPREHEMSIVE REVIEW OF DATA

ELLI WACCINE 3 YRS IM

HER,/FROPHDIAG M1 5C1M

ST OFF d45-50 MIN
MECICATICN MANAGEMENT 01/01/1950
LECTROCARDIOGERAM COMPLETE 010141950

T o1fo1f19s0
01011980
01/01/1950
010141950
o1fo1f1950
0101 /1980
01/01/1950
010141950
o1fo1f19680
01011950
01/01/1950
01/01/1950
o1/o1f1960
0101 1RE0
01/01/1950
a1fo1f1950
o1/0141950
010171950
01/01/1950
01/o1f1950
o1fo1f19s0
010171980

PLLED.GV PATCH TESTS
EDSTDP FOLLOW-LP YISIT
ECICAL SERYICES AT MIGHT

W
EFFICEEDLITDATIENT WISIT MEW

FFICEfOUTPATIEMT VISIT MEW

JOFFICE/OUTPATIENT VISIT NEW/
EPPICE{OUTPATIENT YISIT NEW

FEICEfOUTRPATIEMT VISIT EST

EFFICEEQUTF‘ATIENT WISIT EST
EFFICE?OUTF‘ATIENT VISIT EST
[2PEICE/OUTRATIENT VISIT 5T

EFFICEEOLITDATIENT WISIT EST
ENITIAL HOSPITAL CARE
[MNITIAL HOSFITAL CARE

[INITIAL HOSPITAL CARE
EI.IESE@I.IENT HOSPITAL CARE
ELIESE@LIENT HOSPITAL CARE

LIBSECLIENT HOSPITAL CARE

TE
EOSDITAL DISCHARGE DAY

99233
9234
WREEE

To add codes to the CPT list, follow the steps outlined below:

a. Select Settings->Clinic Setup->CPT
Click the Add button located to the right of CPT. The “CPT Search” window displays as shown

below:

valid To

12fa1f2100
i2fa1jzi00
12f31/z100
12f31z009
12f31f2100
i12fatf2100
12/31/2100
1zfaljz100
12fa1fz100
12fatf2100
12/31/2100
1zf3tfz100
12fa1f2100
1203142100
12fatfz100
1zfatfz1o0
12fa1/2100
12fa1 42100
12/31/z100
1zf31fz100
12f31fz100
i2fa1jzi00
12/312100
12{31fz100
12fa12100
12fatf2100
12/at/2100
1zf31jz100
12fa1fz100
12fatf2100

Short Description

(=]

SR B o
19008 oﬁnwa—mmfuxmmmmd- oLRIteE IR 100
v patiert, whach requees hese 3 hery Conponents: A prublen loosed
hictory) A protiens Focuomd examination; Sraghttonverd madcsl decson
g Courmeing endor coordinabion =
LR irs Office o eher cpabiont wiek fox the evaludon and nnsgenent of & DLRDI/L9E0 1205872100
Ty Datire, which 1equees thece 3 key CoNponmts) An epandad
problen focused history, A ded problen focuses
Sy tf orvard nedcd deciin malieg. Coumelng &
(95202 D Or OPey Curpatiad wisk for the evalustion ard raraganeck of 3 OLIDIJISSD 1200072100
e patiere, which requres thage 3 lary conponends: A debaied hatory; &
detaded exsranstion; Medcal decion mibing of kv Comglaty -
aadtoseisted | Raone hom Selscted |
x| ot | ne |
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Use the radio buttons to select the search criteria you wish to use in performing your search.
Options are: CPT Code, Description or Keyword.

Enter partial or complete information in the search field you selected.

Either set the code expiration date using the drop-down calendar tool (to filter codes that are only
valid until the date selected) or un-check the “Exclude codes....” check-box.

Click the Search button. A list of results appears in the Search Results pane.
Select one or more CPT Codes from the results pane and click the Add to Selected button.

If you wish to remove a code from the selected list, highlight that code and click the Remove
from Selected button.

Once you have made your selection, click the OK button to populate the CPT Code tab with the
codes you have selected.

To remove a CPT code from the clinic list, follow the steps outlined below:

a.

Select Settings->Clinic Setup->CPT
From the CPT tab, highlight the CPT Code you wish to delete from the clinic list.

Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.
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3. ALLERGY

This tab contains the Allergy codes specific to the clinic. The administrator can create a list that includes
the most common Allergens Selected by the entire clinic. Once the list is compiled, a user can perform
searches and select the Clinic Preferred list to bring up these most commonly used allergens.

Clinic Setup

| Allergy Ingredient | &2 add =5 Delets | Allergen Group | (&2 add [ Delets |
=8 Allergy Shot Allergy Description
é Allergy Test amoxapine calciurm
Authorization Form deferoxamine mesylate sulfaisulfonamide antibiotics)
EiE Body Location desmopressin acetate safflower oil

Check St Mobe
g Clinic Defined Drug
Consent Form
iy Consent Tabs
£ Aggregate Vendor
it Contact Type
CFT CPT

LPT CPT Moadifier

iy Decision Support
s Disclosure Text
i DSM I

Q Education

it Encounter Flag
Encounter Type
23 Facility

23 Flowshest Lists
i3 Flowsheet Setup
Form Setup

ﬁ Group/Enc. Tvpe
W Health Schedule
G o

Image Type
ROS

R Disc, Reason

To add Allergens to the Allergy tab, follow the steps outlined below:

a. Select Settings->Clinic Setup->Allergy

b. Adding an Allergen Group - From the ‘Allergy’ tab in the Clinic Setup window, click the “Add”
button and the following screen will appear:

M Allergy by Group Allergen Search TS
se:::em T e— ‘ In this example, if the Allergen Group is
S e ch L . .
Searthlor  Tozmvaiim ] = Penicillins, the user will enter the first three
S, letters of the group and Click Search. When the

Group is Highlighted, Click Select to bring it into
w the Clinic’s preferred list.

Select I l Cancal Hsip ]
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To add an allergy to an Ingredient, follow the steps outline below:

c. Select Settings->Clinic Setup->Allergy.

d. Adding an Ingredient - from the Allergy Code tab in the Clinic Setup window, click the “Add”
button and the following screen will appear:
NI Allergy by Allergen Search m
Search Criterta

Category:  (kergin S 0rop Newe l In this example, if the Allergen Ingredient is Cod
Peferredt  {ser it o Liver Oil, the user will enter the first three letters

Searchfor:  [cod boer | of the group, and Click Search. When the

b Ingredient is highlighted, click “Select” to bring it
[oena— "" - into the Clinic’s preferred list.

cod

Lo e af

cod ver of @d bver ol waR C

Select Cancet | | Help

To delete an Allergen from the from the Allergy tab, follow the steps outlined below:

a. Select Settings->Clinic Setup->Allergy.

From the Allergy Code tab in the Clinic Setup window, highlight the Allergy code you want to
delete.

c. Click the Delete icon or right-mouse Click and Select Delete from the drop-down menu. A
confirmation box displays.

d. Confirm your deletion by Clicking OK.
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4. NON-DRUG ALLERGY

The ‘Non-Drug Allergy’ tab allows you to list other allergies that are associated with other factors besides
allergens and drug related reactions. For example, this tab can contain allergies to pollen, cat dander or
strawberries.

| OpenDashierd | 19 ERe IBE S Sl 6 ==
Clinic Setup Clinic Setup

& Alleray Non-Drug Allergy l (2 add lﬂ Delete |

4 fAllergy Shok Active Description

Short Description

W fanti-freeze larti-freeze
=] Authorization Form |7 Fee Stings Eee Stings
it Body Location W bunnies bunnics
Check Cut Mote [ |Latex Laten:

2 Clinic Defined Drug [#  pites, dust mites, dust
Caonsent Form V¥  [old e

15 Consert Tabs el old, Elack. old, Elack
iif Aggregate Yendor v Sp‘ﬁ_gatti'os spe.ugatti'ns
M Contact Type G e Btring cheese

[PT CPT

[PT CPT Modifier
#i5 Decision Support
#i5 Disclosure Text
w0 DS I

@ Education

¥ Encounter Flag
Encounter Type
i Facility

Wi Flowsheet: Lists
i Flowsheet Setup
Form Setup

ﬁ- GroupfEnc, Tvpe
W Health Schedule
& 1o

Medical Image

=1 Message Type

To add a Non-Drug Allergy, follow the steps outlined below:

Select Settings->Clinic Setup->Non-Drug Allergy.

Click the Add button on the toolbar or right-mouse click and select Add from the drop-down
menu. A new row displays.

c. Enter a Description and a Short Description (used for PDA devices) for the allergy you want to
add.

d. Repeat the above steps as necessary.
To delete a Non-Drug Allergy, follow the steps outlined below:

a. Select Settings->Clinic Setup->Non-Drug Allergy.
Click on the Non-Drug Allergy you want to delete from the list in the Non-Drug Allergy Tab.

c. Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box appears.

d. Confirm your deletion by clicking OK.
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The ‘Preferred Drug’ tab in the Clinic Setup window is available to compile a list of commonly prescribed

drugs.
Chinic Setup &
-

e cpile. 0 | i > e &) '~ i s ]
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It is organized with the following:

Label Name

Qty

Refill

Qty/Use

Frequency

Unit/Use

SIG

Print

Dispense as Written
Note

The administrator is able to create a clinic specific list of drugs that can be used to perform drug searches
in other areas of the ClinixMD application. Once the list is setup, clinic users can easily filter the drug
search window to bring up the Clinic Preferred List with the items that are most commonly used by the

staff.
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To add a drug to the Preferred Drug tab, follow the steps outlined below:

—h

Select Settings->Clinic Setup->Drug Name.

From the Preferred Drug tab, click the Add icon from the toolbar or right-mouse click in the
Preferred Drug tab and select Add from the drop-down menu. The Drug Search window displays

as shown below:

Search Criteria
% Labal Marme
© Lisar

Catmgary

Freferred! © clinic

7 Ganaric Mames

= all

Saarch Mo [

Search Result

|

Oty Label Hame

Generic Mame

Add bo Selected I

Remove Ftom Selected

Sulected

Oty Label Mane

Generic Mane

Smlmck

I Cancel

Halp I

Use the radio buttons to select the search Criteria you wish to use in performing your search.

The options are Label Name or Generic Name.

Enter partial or complete information in the search field you selected.

Click the Search button. A list of results appears in the Search Results pane.

Select one or more Drugs from the results pane and click the Add to Selected button. See

example below.

Drug Search

|

Search Criteria

Category: % Label Mame  Generic Mame
Preferred: {7 Lser © Clinic = all
Search For: ||:Iern|

Search Result

Oty Label Mame

Generic Mame

30 demade:x 10 mig kablet torsemide
30 demade:x 100 mg kablet torsemide
30 demade:x 20 mg tablet tarsemide
30 demade:x 5 mg kablet torsemide o
30 demeclocycline 150 mg tablet demeclocycline hcl
30 demeclocycline 300 mg tablet demeclocycline hel
30 demechocycline hol powder demeclocycline hcl
30 demerol 100 mg tablet meperidine hcl
30 demerol 100 rmgfml ampul meperidine helfpf
-~
Add ko Selected Remove from Selected
selected

Qty Label Mame

Generic Mame

Seleck

Cancel

Help
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g. If you wish to remove a drug from the selected list, highlight that drug and click the Remove from
Selected button.

h. Once you have made your selection, click the OK button to populate the Preferred Drug tab with
the codes you have selected.

i.  Fillin any notes for the drug as needed.

To delete a Preferred Drug, follow the steps outlined below:

Select Settings->Clinic Setup->Preferred Drug.
From the Preferred Drug tab, click the Preferred Drug you want to delete.

c. Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box appears.

d. Confirm your deletion by clicking OK.
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The ‘Clinic Drug Defined’ tab allows the clinic to add drugs, supplies or DME that is otherwise not listed in
the drug database.

Clinic Setup
2 Allergy

é Allergy Shat
Q Allergy Test
Authorization Farm
it Body Location

[ Check oy Mote

E Consent Farm
¥ifs Consent Tabs
i Angregate Yendor
#i3 Contack Type
[T CPT

[PT CPT Modifier

M3 Decision Support
i Disclosure Text
M5 DSM I

@ Education

M3 Encounter Flag
Encounter Type
i Facility

¥ Flowshest Lists
i3 Flowsheet Setup
Form Setup

& Group/Enc, Type
W Health Schedule
§ 1o

Eif R Disc. Reasan
% R Override Text

% Clinic Defined Drug

Clinic Setup

Clinic Defined Drug

o Delete |

Label ENeric Package DEA
Active Name Name Size Dosage Route UDM Level
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Bd  Heating Pad Heating Pad 1|pad TP = |EA = J0: Mo control

To add Clinic Drug Defined items, follow the steps outlined below:

a. Select Settings->Clinic Setup->Clinic Drug Defined.

b. Click the Add icon on the toolbar or right-mouse click and select Add. A new row displays.

c. Enter the Label Name, Generic Name, Package Size, Dosage, Route and UOM.

To delete a Defined Drug, follow the steps outlined below:

a. Select Settings->Clinic Setup->Clinic Defined Drug

b. Select the drug you wish to delete.
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The ‘Encounter Type’ tab allows the clinic to add specific encounter types for office visits. Also, you will
need to mark the “Office Visit” check-box to denote those encounters that are strictly used for patient

visits (i.e. not used to scan information into the patient’s chart).

Note: The “Office Visit” setting is

mandatory for accurate Meaningful Use Stage 1 reporting.

4 Allergy

Q Allergy Shot

é Allergy Test
Authorization Form
sit Body Location
Check Out Mate
g Clinic Defined Drug
Cansent Farm

i Consent Tabs

iii Aggregate Yendor

LT CPT Modifier
M3 Decision Support
M3 Disclosure Text
W3 DS Iy

Q Education

M3 Encounter Flag
=1 Message Type
M3 Farility

@ Flawshest Lisks
M3 POS

é: Preferred Drug

Clinic Setup

Encounter Type | (2 add |
Active Description Dffice Yisit
=] Follow-up Yisit v
B LabResult |
B [nitial visit Ird
E ew Patient |7
B Procedure |
B R refil |}
[  Historical Encounter |}
(4  [Established Patient Il

To add an Encounter type, follow the steps outlined below:

a. Select Settings->Clinic Setup->Encounter Type.

Click the Add icon on the toolbar or right-mouse click and select Add. A new row displays.

b.
c. Enter the Encounter Type and Description.
d.

If this encounter will be strictly used to document a patient visit, mark the “Office Visit” check-box.

Encounter types cannot be deleted if it has been attached to a patient’s chart. If you no longer wish to
utilize a specific encounter type, uncheck the Active box and it will no longer be available to select.
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The ‘Medical History’ tab is used to create the choices that will appear in the Medical History tab within an

encounter.

Clinic Setup Clinic Setup

IPT CPFT

History Type Category | & Add i Delete
é Allergy Shat Description Active Seq Description
é Allergy Test Family Histary i edical Histary
Authorization Farm Past Medical History ] Furgical History
fit Body Location Social Histary i IoE histary
Check OuE Mate | [irth History
g Clinic Defined Drug 4] Derm Personal Medical History

= 1} QT
ert Aggregate Vendor
My Contact Type

” Detail | (= Add)( Delete |
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MD Mappinas % TE0}Btrophic Yaginitis -

g Preferred Drug

This tab is divided into three panes:

History Type — This pane contains three static categories that cannot be changed (Family
History, Past Medical History, Social History)

Category — This pane contains a sequence number for each category and a description column.

Detail - This pane contains the description (including a short description column for PDA
devices).

These three panes mirror the sections found in the Medical History Tab of the Patient Information

window.

Once the Medical History is configured in this setup tab, the information becomes available for

users to select when building the Medical History information in an encounter.

To add to the list, follow the steps outlined below:

a.
b
c.
d
e
f.

Select Settings->Clinic Setup->Medical History.

Click the History Type you want to configure in the History Type pane.

Click the Add button to the right of Category; a new row in the Category pane displays.
Type in the description.

Click the Add button to the right of Detail; a new row in the Detail pane displays.

Fill in the appropriate information for Description and Short description.
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To delete Medical History, follow the steps outlined below:
a. Select Settings->Clinic Setup->Medical History
b. From the Medical History tab, highlight the Description you want to delete from the List pane.

c. Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays. This action will delete the Detail as well.

d. Confirm your deletion by clicking OK.

Note: The Category and Description panes allow for the sequencing.

45
Copyright © 2013 ClinixMD



Clindx v

Electronic Health Record Software
9. ROS (REVIEW OF SYSTEMS)

The ‘ROS’ Tab is used to setup the Review of Systems information that will appear in the ROS Tab found
in the encounter window. This window is divided into two panes.
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The List pane is organized with the following column headings:
List

Sequence

Description

Short Description

Yes Sentence

No Sentence

Gender (drop-down list box)

Details

Sequence
Symptom

Short Description
Positive Response
Negative Response

The List pane stores the list of body systems and cannot be added to but can be edited.
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The Detail pane is used to populate the symptoms associated with each body system. The positive and

negative responses are tied to the Yes and No answers. The Default column is a drop-down list that
allows you to set the default values for the ROS Tab in the Encounter window.

To configure an ROS Detail, follow the steps outlined below:

Select Settings->Clinic Setup->ROS

Select the appropriate body system in the List pane.

Enter the symptom description.

® 2 0 T P

Enter the Positive and Negative response. These responses are tied to the Yes and No
sentences you begun in the List pane.

f.  Set the Default value for the symptom by using the drop-down list box.

Click the Add button to the right of Detail; a new row appears with a pre-filled sequence number.

g. Repeat steps c - f to add more records to the details pane. All records in the details pane will be

tied to the Main category Highlighted in the List pane. See the example below for more on
configuring the ROS Tab.

= Creating a new Details record and entering the description information (Short Description- optional).

SeqSymptom Short Description
| 10Freast Pain Ereast Pain

= Entering Positive and Negative Responses and setting the default.

Positive Response Megative Response Default
breast pain breast pain [ Mo |

The end result, based on how this ROS was configured, will read as follows on the Progress Note:
Yes Response to ROS = “Patient admits to breast pain”
No Response to ROS = “Patient denies breast pain”

Note: Due to the gender settings, only female patients will have this ROS question in their
encounter and the default response will be “No.”

|  StiBreast Ereast [pronoun cap] complains [pranoun cap] denies  [Female

7
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10. ORDERS

The ‘Orders’ tab is used to build the search windows that are used when adding orders in the correlating
‘Orders’ tab in patient encounters.

This tab is divided into five panes:

Order Type — Lists the Order Types and include Laboratory, Injection, Procedure, Radiology,
Immunization and Vital Signs.

Order Category — For each order type, there can be two order categories, Diagnostic and
Therapeutic.

Order List — The Order List contains the items that will appear in the search window for each
order type. This pane is organized with the following headings: Sequence number, In House
checkbox, Description, Short Description and Gender.

Lab Results — This section is used for Laboratory and Vital Signs order types only. Each lab or
vital sign can have an associated lab result. This section contains the following: A field Attribute,
A warning column for setting minimum and maximum ranges and a description.

CPT Code List — This pane allows you to associate a CPT code with a particular order. This
pane contains the code and a description for the code.
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To add an Order, follow the steps outlined below:

Select Settings->Clinic Setup->Orders.
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Choose the appropriate type from the Order Type list and highlight it by clicking the Order Type.

Order Type

Description

Immunizati

Injection
Laboratory
Procedure
Radiology
YWital Signs

c. Select the appropriate Order Category and highlight Diagnostic or Therapeutic by clicking the

name in the list.

Category
Description

Therapeutic

d. Click the Add button located to the right of Order List.

e. Uncheck the In-House checkbox if this order occurs outside the clinic.

f.  Type in the Description and Short Description (used for PDA devices) for the order.

g. Select the Gender that will be attached to this order by using the drop-down list.

Clinic Setup

Order Type Order List B T Delete |
Description Active Seq In House Description Short Description  Gender Yendor
Irnrrunization (<] [ 4800 [  [ADRENOCORTICOTROPIC HORMOME B CTH Both -
Injection B [4810] [0  [|ADRENOCORTICOTROPIC HORMOME BDRENCCORTICOTROP|Bath | Medicware-Lab*
Labaratary B [4820] [0  [ACETAMINOPHEM B CETAMINCOPHERN Both || MedicWare-Lab™
Pmc_e'j'"re B [4ss0] [  [4B0 and RHD) Blood Type W0 and RH(D) Blood TYBath = || westclifF*
E;::;DEE_:’; ] [4840] [0 [eRaTIO lajc RATIO Both =

[0 [4ss0] [0  [F399 CBC wy DIFF \T, Flatelet 399 CBC wi DIFF AT PllBath | Orchard®

<] 460 []  EHIAA Hiaa Both =

B [ 4870 [ PBHOUR GLUCOSE TOLERAMCE B HOUR GLUCOSE TOLE[Both

B [4s80] [0  [p4HR URIME FOR FROTEIN LIPROT Both =

B [4820] [0  [P4HR URIME FOR CORTISOL ICORT Both -

<] 900  []  [P4HR URIME CALCIUM pica Both =

B [49] O  [poosii1912033 PO0S111912033 Both = || Crchard*

B [49z0] [0 [Ppoositi9i2033 PO0S111912033 Both = | MovRad®

B [4930] [0 |Ppoositieiion4 PO0S111811004 Both | MovRad®

B [4940] [0 [poositieiiond PoDg111811004 Both =] Orchard*

| 4950 O 17-8lpha Hydroxwprogesterone (SP-3190)  [L7-alpha HydroxvprogedBoth || Suncoask*

B [42e0] (O o IROM SATURATION % IROM SATURATION [Baoth

1 [49m O ¥LDL-CHOL, CALCULATED YLOL-CHOL, CALCULATABOth || PathLabs*

B [4980] O LDL-CHOL, CALCULATED LDL-CHOL, CALCULATENBOth || PathLabs™®

[<] 4000  [] LDLJHOL LOL/HOL Both =] PathLabs®

€ sooo] (] kb Fbc Both =

I - .
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h. For orders marked as “In-House:” CPT codes can be added to an order and will automatically
populate in the “Diagnosis” tab in an encounter when the order is marked as completed.

ot Code. N (10 S
aty  Code

KT — | ~f
W e Patarn
|

e Click the Add button located to the right of CPT Code.

e Inthe CPT Search pop-up window, choose to search for a CPT Code, Description or
Keyword by clicking the radio button next to the labels. Enter partial or complete information
in the free-text Search For field.

e Select the Preferred search list: User, Clinic or the “ALL” list (if the user/clinic does not have
a code list, the system will default to the “ALL” list).

e Click the Search button to display a list in the Search Result pane.

ECCT—— o«

Seaech Crteria
Cxegry. @ (DT Cote C Destretion  C Vaywerd @
Prefarrmt: O r " A

Searchtort Faary ]

Search Result
PTCode  Description |

MeeLE CINce o other outpationd vist for the evaluaion and Managarent of an
satabibed patir, sdach recaerms ot it 2 of thaee 3 ey corparmeds:
£ expardad o roblem focused Nstory; fe expandad problen fooused
2xaTINston| Medcsl decso n naking of

I 04 to Selectad . Pesaons from Seeciad
itose Desoripton |
W Office or othwe outpalmet vt for the svaslnton and munegerent of an

estabiiched patient, which requires at leact 2 of thees 3 key components;
an expandad o soblen focused history; 4 expandad problen foosed
Sxarination; Medcsl decso nnging of

(o ) oma |_we |

e Highlight the desired CPT Code from the Search Results pane and click the Add to Selected
button.

o If you wish to choose more than one CPT code at a time, select multiple codes from the Search
Results Pane and before clicking the Add to Selected button.

e The selected code(s) will appear in the Selected pane located at the bottom of the search
window.

e Click the OK button to add the codes to the order setup screen.
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i. ForLaboratory and Vital Sign orders, you can enter result parameters.

Lab Result List

Select the desired lab from the Order List pane
Click the Add button located to the right of Lab Result List in the lower pane.

Select the expected data format in the Field Attribute drop-down list (i.e. text results,
numerical results, etc.).

Enter the UOM (unit of measurement); if setting up for Vital Signs orders, the UOM will be
displayed in the ‘Vitals’ tab in encounters and also in the progress note.

Enter the minimum and maximum result range; anything outside of this parameter will be
displayed on screen in red.

The Description field is what is displayed on screen once the order is selected from the
“Search” window.

LOINC codes can be added for lab, radiology and vital sign orders. This is a free-text
field as there is not a look-up function for these codes in ClinixMD. A complete listing of
LOINC codes can be found at www.loinc.org.

o |

Seq Field Attribute uomM YWarning Description LOINC

Munnber

mir 100 max 300 MRl

j-  For Immunization orders, immunization codes (provided by the CDC) can be added (these are
needed for the “Immunization Export” report).

Category
Description
Diagnostic
Therapeutic

Select the desired immunization from the Order List pane.
Click the Add button located to the right of Immunization in the lower pane.

Select the appropriate code from the drop down list; it will then be added to the
immunization order.

| i | IInFIuenza #2 | |Bnth LI 127 - Movel influenza-H1rM1-09 ;l
Immunization h@ nddlﬂ Delate | Cpt Code | (22 add (= Delete |
Immunization Oty Code Description

1 - | 90470 H1M1 imrunization adminiskrak

|82 - adenovirus vaccine, NOS |

||+ ]4

54 - adenavirus vaccine, type 4, live, aral
55 - adenovirus vaccine, type 7, live, oral
24 - anthrax vaccine

19 - Bacillus Calmette-Guerin vaccine

27 - batulinum antitoxin T
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11. SENDING LAB RESULT TO CLINIX VAULT

Lab orders can be flagged so that results can be automatically sent to the Clinix Vault after a set

amount of time.

e To use this feature, go to Settings-» Clinic Setup-» Orders and select Laboratory.
e Click the Timely Access Button to access the setup window.

Clinic Setup Clinic Setup
Q Allergy Order Type Order List | ﬁ Add (25 Delete | Timely Access
£if Body Location Description Active Seq  In House Description Short Description  Gender Yendor ﬂ
Check Out Noke Irnrriunization B 1 B [oyHoU LOL/HOL Both PathLabs*
g Clinic Defined Drug — [ 200 [0  [LpL-CHOL, CALCULATED LDL-CHOL, CALCULATE[Eoth PathLabs*
Laboratory B 0] [0 [¥LDL-CHOL, CALCULATED YLOL-CHOL, CALCULAT{BOth PathlLahs*
d'l = B 401 [0  PoIRONSATURATION " IROMN SATURATICN [Both
Vi?alloszii B sl [ 17-Alpha Hydroxyprogesterone (SP-3190)  [17-Alpha HydrowyprogedBoth Suncoast*
B s0) [] [poosi11e11004 bons111811004 Bath MovRad*
g Preferred Drug I 70 [0 poostiisiioo4 Po0s111811004 Both Orchard®
MD Radiology Interpret | 50 [] [Eoosiiioizoss BO0B11 1912053 Bath NovRad*
Mf Radiology Result | o) [] [Eoostiioizoss BO0B111912053 Bath Orchard®
o D R 5 100 []  P4HR URINE FOR CORTISOL JICORT Eath
HUISE Reason B [ 1] []  E4HR URTHE FOR PROTEIN LPROT Bath
% Rax Override Text =
B 120 [ [HOUR GLUCOSE TOLERANCE & HOUR. GLUCOSE TOLE[Eath
#ii% Substance Abuse L——
£ UserfEnc, Type | 130 [ [HIsA Hiad Both
[ qar £d
3" Workflom Setup O 1400 [ [5399 CBC wy DIFF \T} Plakelet 399 CBC w) DIFF \T| PlBoth Orchard
[ wenl 1 lispatn lai paTim Rth

¢ Inthe Options to Send diagnostic Lab Results for Timely Access window you can set
default action for individual lab results or you can set default action for ALL lab results. Once

Options to Send Diagnostic Lab Results for Timely Access

you have set your options select Apply.

Set default action for

Find Order Starting with: [LDL/HDL | |individual lab results here.
\DD Mok Days To Set Delay an al _"1
Order Yendor Send OR Delay " Do Mot Send
LOLHDL PathLabs* o @ Days to Delay
LOL-CHOL, CALCULATED PathLabs* 72l
WLDL-CHOL, CALCULATED PathLahs* 2l
5 TRON SATURATION |
17-Alpha Hydroxyprogesterone (SP-3190) Suncoast® T
2008111611004 MovR.ad* |
2005111511004 Orchard* r m?:f;:‘;tﬁ:ﬁtx‘ "h';:g'
2008111912033 MNovR.ad® O
2008111912033 Orchard* (|
24HR. URINE FOR CORTISOL |
24HR. URIME FOR PROTEIH ]
5 HOUR GLUCOSE TOLERANCE 72l
SHIAA r
£:399 CEC wy DIFF | T4 Platelst Orchard® |
AJ5 RATIO (]
AEO and RH(D) Blood Type Westcliff* O
ACETAMINOPHEN MedicWare-Lab* (| oK
ADRENOCORTICOTROPIC HORMONE | EJ
ADREMOCORTICOTROPIC HORMOMNE MedicWare-Lab* ]
ALBLMIN I LEEII
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The ‘Health Schedule’ tab is used to configure the items that will appear in the Health Schedule section of
the Patient Information window and also in the “Health Schedule” tab in patient encounters. Some items
can be configured to come up automatically as scheduled procedures for all patients.
tailored to appear based on certain criteria. In addition to setting up scheduled procedures, this tab also
allows the administrator to include items in the search window that can be added as additional health
maintenance procedures.

Clinic Setup Clinic Setup

Others can be

Q Allergy

é Allergy Shaot

é Allergy Test
Autharization Form
Eif Body Location
Check Out Mote
g Clinic Defined Drug
Consent Form

i3 Consent Tabs

5t Aggregate Yendor
i3 Contact Type

AT CPT

[RT CPT Modifier

i3 Decision Support
M Disclasure Text
s DS Iy

Q Education

i3 Encounter Flag
Encounter Type
i3 Facility

M3 Flowsheet Lists
M3 Flowsheet Setup

Form Setup

=1 Message Tvpe

é Mon-Drug Allergy
Orders

A3 POS

g Preferred Drug

i3 Radiclogy Interpret
i3 Radiology Result

Order Type
Description
Immunizakion
Injection
Laboratory
Procedure
Radiology

Category
Description
Diagnostic
Therapeutic

Order List | (2 add IE; Delete |
Active Seq In House Description

Short Description Gender

=) 10 i Preumococcal polysaccharide Both
] 20, ] aricella Bath
] 30 i) Test's Female

Health Procedure List
Age Range

| B Add Delete |

Frequency

All Patients

| 1| to | 65||\"ears

;||1 Ll per |Ten Years

R

This tab is divided into four panes:

Order Type — This section displays the order types that can be used to organize your procedures.

Order List — This pane contains the items that make up each category. Each order type can contain

several items in the order list.

Order Category — Two categories are provided for each order type, Diagnostic or Therapeutic. When

performing a search you can use the category Selections to filter your search.

Health Procedure List — This pane allows you to enter the parameters for each procedure. You can
adjust the age range, frequency and the choice to include the procedure as a scheduled item.

Copyright © 2013 ClinixMD
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a. Select Settings->Clinic Setup->Health Maintenance.

b. Click the Order Type from the list provided.

c. Click the appropriate Order Category for the procedure (Diagnostic or Therapeultic).

Order Type

Description

Immunization

Injection
Laboratory
Procedure
Radiology
YWital Signs

Category
Description

‘ Therapeutic

d. Click the Order List pane to activate this section.

e. Click the Add button to the right of Order List; a new row appears in the Order List pane.

f.  If the procedure is performed In-House, leave the checkbox marked; remove the check-mark if

the procedure occurs outside your facility

g. Enter the name of the procedure in the Description field.

h. Set the specific gender, if applicable; select “Both” if the procedure is for both male and female

patients.
Clinic Setup

Order Type | Order List l

Description Active Seq
Imrnunization D 10
Injection ] 20
Laboratory =] 30
Procedure B 40
Radiology =] 50
B [

l | B Add |1I Delete |
In House Description

HOOOXK

Short Description Gender

Bnoscopy Bath -
Breast Exam Fermale -
IColonoscopy Baoth -
Diabetic education-Fallow up Bath -
Diabetic Education-Individual Bath -
Diabetic Eve Exam Bath -
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i. Click the Health Procedure List pane to activate this section.

j-  Click the Add button to the right of Health Procedure List; a new row appears in the Health
Procedure List pane.

k. Adjust the information for the Age Range and Frequency as necessary.

I.  Check the All Patients box to automatically make this procedure a scheduled item for all patients,
based on the gender settings of the order. See figure below.

Category Health Procedure List | (% add [ Delste |

Description Age Range Frequency All Patients
Diagnoskic IE [} 99| ¥ears vI 1 vl per [One Year vl |:|
Therapeutic

Note: Leaving the All Patients checkbox blank will make the item available in the search window
to attach to a patient.
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13. IMAGE TYPE

The ‘Image Type’ tab serves as a repository for the images that are used in the ClinixMD application and
is comprised of two panes: Type and Subtype. Acceptable image file types include: .jpeg, .gif, .tif, .pdf,
and .bmp.

The Type pane contains a list of image types that come standard with the application and cannot be
deleted. Those codes that cannot be deleted are displayed with a gray background. All other image
types created by the administrator can be edited and are displayed with a white background.

The Subtype pane contains sub-categories for each image type. A single image type can contain
several subtypes. Once the types and subtypes are created, these categories are available to users
when they scan or import images into the system.

Clinic Setup

& Allergy Type | 2 mdd | Delete | Subtype (=2 Add | (T Delete |
£if Body Location Active Description Active Description
Check Ot Make [ |advanced Directive & |.°.dvanced Directive
g Clinic Defined Drug [<] PBody Locationx

Cansent Farm [ [consent Form

M5 Consent Tahs B [onsultation

il Disclosure Text B Form

i3 DSM I [ |auidelines

@ Education E ew Patient Forms

305 Encounter Flag [<]  Patient Education

Encounter Type
iy Flowsheet: Lists
Wi Flowsheet Setup

i3 keywords

= Letter

Wi Mappings

F& Medical Histary
Medical Image
=1 Message Type
é Mon-Drug allergy
M Substance Abuse

To add an Image Type, follow the steps outlined below:

a. Select Settings->Clinic Setup->Image Type
Click the Add button located to the right of Type. A new row appears in the Type pane.

c. Enter the name of the image type in the Description field.

Clinic Setup

Type Egbebte |

Active Description
Advanced Directive
Body Locationx
Consent Form
Consultation

Form

auidalioge

New Patient Forms|

IZ&ZHZEHZHZ@
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d. Click the Add button located to the right of Subtype. A new row appears in the Subtype pane.

e.
f.

Enter the name of the image subtype in the Description field.

Repeat steps e — g to add additional subtypes. See the figure below:

Type

Active Description

B H R

| & Add [T Delete | Subtype w e Delete |

Wdvanced Direckive

Active Description
| < Financial Respaonsibility Farm | I

Body Location::

ICansent Farm

I_onsulkation

Form

lauidelines

fewy Pakient Fu:urrns|
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14. MEDICAL IMAGE

The ‘Medical Image’ tab is a centralized area for viewing and adding images that can then be imported
into patient encounters in the “Images” tab.

o9 ©Co0oB0O0OD

To add a Medical Image, follow the steps outlined below:

a. Click the Add button located to the right of Select in the lower pane. The “Add/Edit Image” pop-
up window is displayed:

L e W E T

Leac
Rl gl
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b. Select the Image Subtype for the form you are scanning.

c. Enter a Description for the form in the Desc free-text field. Additional information can be added in
the free-text Notes field.

d. Click the Defaults button to set resolution (i.e. picture, text or sketch).

e. Click the Scan button to scan-in a new image/document; click the Import button to import a file
from your computer.

f. A view of the image will be displayed on screen; click the Save button if the document/image
scanned/imported correctly.

AN s Ay > e ST - . n - e e
‘Sefect | & pont | - | M 4 Pz )l_,[&-_@f nlm]@,m.@]» s |
Description * of Image{s) al — =

Surgery 0
Swallowing therapy o
Urukegy 0 ADVANCE CARE FLAN

(ommpomhnrﬁ
mmm 1 Avrve T (g et S et e gavind wimer iy ey e T RsAr g v o v iwy forw of Ao ve

TR hadiing  To A lopaly Mndng the Abuncy Cime Plow wnt by syl and gy sotmensed o waartind

Applcation for hearing dsabled phone 2
Authorzation for Relesss of Protected 1 oy e thoss advarce mutructions o8 how | want b be beaied by
weakh Information Wy et 308 ofer heabis care gro rkes, whin §2u %0 s mte thow tcatmessd dectiens ol
Comasponduce PIom Fatent 9 Azsrg: 1 wart e [dowig (orwen % maie sl o dacisunn ot we
C - § 0
Correspondence from FCF 0 Name = o Toeve ¢ e =

Correspondence Add=ae e .
Correspondence To Patient 4 Alltrete Agests 1f fw pervm auned showe w amtds or ssadiang 0 ke betlh) 00w Socaooes K nw, | apypoas
Correspondencs 10 FOP 0 - ‘ dirrvare

w ‘ B"":] =y ' ‘ g &= i = o :
Date Dascription Page Count At i ~ - R =

m 00 m ” ’m""',mi . :',

. Oralite of Like

1 witel sy dovmoes 10 belp sie maintan s scocprable quality uf e inbading adequare pun razagemset A quakty of
W i wmoccrpAihis 10 ww meens whem | Save sy of the Sllowing condilams (o o chack as many of thew
e e yen wanl)

Promamnl Uscamcives Cosiitian | evome woally wwwes of poople u vavosnedngs witk ke dssce of
ever naliag »p Pom e corea
Promspont Ceadadon: | bearvoe stsble (v romeniber, uodesstan] i M S | do not scoguies bred
ocx o canwr Mres 8 Chew con sesatan with them,

ihes o Dally Livimg: | wm oo dowgnr able s calh chowly or meve by sopedl | dopond on
cehors Sy Sy butbing, Acsng ] wali g Rebsbilaaton or sy wehey masenerve sratewss weld ool N
Lag Stase Blmsses | have 58 (Lasas tom b machod o Gl ctages I speie of Sl woammaat. Founplos
Widcagren! cumoey it dows net ieguond ayrone o tvatsaes. e sndlor dusaged bt sad begs, whane
e pom mweded rioet of dae bite And I Bes ww maed dae 1o Be Exting of miftscon

. o > 0

_Troaument: =

g. After the scanning or importing process is completed, the form will be added to the list of
available Medical Images forms for the clinic.

h. Repeat steps b — f to add additional forms.

To delete a Medical Image, follow the steps outlined below:

Select Settings->Clinic Setup->Medical Image.
Highlight the Medical Image you want to delete from the list in the Medical Image tab.

c. Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.
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15. BODY LOCATIONS

When used in a template, the associated body location image can be annotated and will then be
incorporated into the progress note. ClinixMD comes with pre-loaded body images, you can utilize those
or you can add your own. Pre-loaded body images are set up in a Drill-Down Hierarchy, which allow you
to select a master image and drill-down to a sub image in templates. You can also add a Drill-Down
Hierarchy to your own images.

Fd PR
WD Fle EQt Pshert Ercoukte Seitngs Reports Window Hep =18] x|

ettt BB EE Q@EC RG22 @ 2= |
(] Elinkc Setup

g, tber, Wit

leg, outer, nght

b, e, night
g, nner, o't

SrareTet

To add a body image, follow the steps outlined below:

a. Click the Add button located to the right of Body Location; the Body Location
Description window is displayed.
b. Type the description for image being added and select ‘OK’ button.

Body Location

Description:

Face

(04 I Zancel

c. Inthe Select Import File window, locate and select your image file.
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d. Select Open
Select Import File |

Loak in: I- Desktop j a F_f 3 L=

s

File name:

Files of type: IWindnwg ipa Files [* jpa) j Cancel |

Wersian d.: -
File Folder J

£

JPEG image
122 KB j

|Shat11 Open |l

The new image will appear at the end of the pre-loaded images.

ﬂl!!ll Llinic Setup
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To create a drill down hierarchy, follow the steps outlined below:

e Import your image as outlined in 13a, b, c and d.

TG ki st

Torgue

Torgue, urdderrmath
Tongue, bop

Gard.sh, Tervale

Gonksk, e

whin and for

Face

(

e. Draw a box on the image you want to link for the hierarchy, the Body Location

Description window is displayed.
f.  Type the description for the image being added and select ‘OK’ button

Body Location

Descripkion:

chin lips, right

oK I Cancel

g. Inthe Select Import File window, locate and select your image file.

h. Select Open.
E
Look in: I Ml Desktop j @ lﬁ % [
JPEG image N
| Rt =l
— thin_lips right
JPEG image
h‘: 5,80 KB
s | Shatit
JPEG image
[ e

File name: |c:hin_|ips right

Open

i,

Files of type: IW’indows ipa Files [*jpg) j Cancel
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Select the box to see the image that has been linked to the hierarchy.
m Clinic f.r-h;p :

Repeat teps 13e, f, g, and h until you have completed your “Drill-Down Hierarchy”.
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16. EDUCATION

The ‘Education’ Tab is used to store all periodical information concerning patient education. Each record
contains a description and a short description to identify the record. Each item also has an image of the
pertinent documentation attached to the record. The ClinixMD application comes standard with
numerous educational handouts but the administrator can add additional items as needed. Once the list
has been created, it is available to the clinic personnel for distribution to patients. The documents can be
printed from this section, from the ‘Education’ tab in the Patient Information window or from the
‘Education’ tab in an encounter.

Clinic Setup Clinic: Satup

A Allergy Education | o il NloiF Dbt | Wiew Imnage . |
ELE Body Location Active Description Short Description Type Language a
mek Outk Mots [bdaminal Acrtic Aneurysmeckony and Grafting [abdominal Acrtic Aneurysmectanm Adult - [English =
Chmek Cut Mat =]
Clinlc Defined Crug [ |abdominal Pain from Gailstones (Bilary oo Inbdominal Pain From Galistonss Aduit = |Enalish =]
Consant Formm (] |achillms Tandon Trijury ichillms Tandon Injury Adule = [Frglish =
s Conmmnt Tabs [ |acne [Bcrim Aclule = |Erglish =
i Disclosure Text [=]  |acne - Briel Yersion e - Brlel Version Acluilt - IEnuIIsh -
W% DS [] |acne Rosacea Jacre Rosaces Adult = [Erqlish -
Fdluc atian [  |acute Bronchitis Incute Bronchitls Aduit = |Enalish =]
T Encounter Flag [ |acute Aranchitis - Brief Yersion cutm Bronchitis - Brisf Yersi Acule = [Frglish =
n Encauntar Typs (=]  |mcute Disrchoa ke Diarrma Aclule = [Erglisl =
s et Lisk [=] |scube Diarrhea - Briel Yersion cube Diarrhea - Briel Yersion Aclile = [English =
et Fluw'h"t slt' [ [pcute Kidney Falure lacute Fidney Failure Adult - IEngusn -
RIS LT [  |acute Pancreatits Ihcute Fancreatits Adult = |English =]
@ Graup/Enc. Type [  |acute Pancreatitis - Brisf Yarsion cutm Fancrmatitis - Brisf Var Acule = [Frglish =
Image Typs ] |addison's Dismase penclclimenr's Coismasn Aclule = [Erglish =
W Keywords [ |pdhesions Bdhasions Adult = IEnuII:h =
BE Laltar [  [pdult Tmmunization Schedudle AdUIE Trnmunization Schedule Adult - [Engish =
ity Mappings [ |pdvance Directives Idvance Directives Adult = |English =]
Medical History [] |age-Related Macular Degeneration Irge-Eelated Macular Degensrati Achle = |ergish =
] |agoraphobis Wgoraphiobia Aclule = [Erglish =
[%] [AIDS - Risk Factors and Pravention of Transmission JAILS - Risl Factars and Prevan Adult -IEnuII:h -
[=] |BIDS-Associabed Tum WIbS-Associaked Tum Adule = |English =
[ |air Contrast Darium Enema Iy Contrast Bariurn Enemns Al = |Enalish =]
[<]  |rcohol Dependsncs (Alcahalism) alcohal Dependence (Alcohalism At = |traish =
B rerened g B eonermaineatod Picehor Teited oo A = Enalsh =
M Radiclogy Interoret cohol-Related Problems cohol-felated Problems L = [English =
Wit Hadlulu:: Hu:uE [=] |slkaline Phosphatase Test Wlkaline Phosphatasze Test Adule = |Enqglish =
||||| ROS [ |adlergic Comunctivits Inflargic Comjunctivitis Adult = lErglish =
o (3 |allergic RRinibs llmrqic R hinibis Achule = Erglish =
£tk Ris Divc, Rearen [=]  |alkarnaticoe or Complamentary Ways to Conbral Pain Wltarnakive or Complammntary W Aclule = [Erglish =
L} R @wverrida Text [ [Aliode Sickness [BliEadde Sichness Adult = [Enalish =
B Substance Abuse [ |blzheimers Diseass [lzhairmers Dlzeaze Adult = [Ergish =
B Usar/Ene, Typm bl
NI T P
To add an Education record, follow the steps outlined below:
H ‘ H b
a. Add the item to the ‘Medical Image’ tab
b. Next, select Settings->Clinic Setup->Education
H n ” = H . . = H H .
c. Click the "Add” button, located to the right of Education; the Add/Edit window is displayed:
Aty anrcnd D octive
e e Cw TV
Cormeant ¥
trvereanes
Cormana uthom
Vot pasren
vorm ;
s Gariant Fooms
Tarr a0 Izt Ay T
R L]
ictoraas tmagne
Comer G037
Lo By
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d. Enter a description and notes and select Scan or Import.

e. Click the “Save” button in the Edit/Add Image window.

Arthritis

What is arthritis?

Arthsritin s & condition that causes paid aisd stiffiscss of the joints. [t somctimes ulso
canmins redness o swelling 1o severe cases, jolms may bocoms deformest

There are different Kinds of arthritis, Two common forms are osteoartheits and
rhoumutoid arthritin,g Symptoms of osteaurtheitia begin to sppear by middlo age. Mot
poople over age 60 have some ostooarthnius, aithough they may 004 have sy ons
Hhowmatow! arthritin vsually starts 1 carly sdulthood or middle age. Hhoth osteomrthrtes
wod rhoumustosd e thrites wee (o s moes comruton o wormen U i meen

Eoxusnplos of ather foomes of mrtluntin ssclude pout wud scthrstis thit occoarns after an isguy
or with cermain infections, such ss gonorhoa

How does it occur?

f. Select Type and Language.
g. Repeat steps as needed for additional educational forms.

Test Test [adut v ]English +|

To delete an Education record, follow the steps outlined below:

Select Settings->Clinic Setup->Education.
Click on the Education record you want to delete.

c. Click on the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.
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17. LETTERS

The ‘Letters’ tab is used to build letter templates, such as referral letters, medication lists, etc., that can be
pulled into a patient’s encounter and then printed/faxed as needed. Building a letter template is similar to
the logic used in Microsoft Word. This tab consists of three panes: letter name, fields, and the body of
the template.

Tygont Fim | Letter Namnes Remundes letter

l!vma l r_j .l’JJ r_‘]‘J-J _J _J_Jgg}
______ ‘L’ R ._ { aosilliont : T, A L" (1L L L ta L n‘
Family Medicine -

195 Tu&j_v Blade Bhv

Merve Condudon Testing U
Foew Al tagt lettor office: (800)

ent_namel
—— ant_aidress]

Do [encounter_date a:f)

Pabsark Sxrvaey

Ftrpacd Theragry Raderr ad . o »
; e dear [first_name] >
Res ks ether | i
st a belef reminder that
Yo are doe for vour arewual exam on o after
Yo missad a scheduled appointment cn
_ We reed to reachedule your sppotntment on
Please call our office to schedule your aopantment or 1 help you If you have guestices 2

To create a Letter, follow the steps outlined below:

Select Settings->Clinic Setup->Letter

As a default, the Letter tab is automatically displayed. Click the Add button; a new row displays
in the Letter Name pane. Enter the Letter Name in the text field provided.

c. To add your logo to the letter, copy it from a document (a .doc file) and click “CTRL V" on your
keyboard to paste it into ClinixMD.

d. Select the Field tab; start building the Letter template by doubling clicking the fields to be
included in the body of the letter along with the desired verbiage of the letter (see screen shot
example). When the letter template is applied to an encounter, these fields will pull in the
corresponding information from the encounter.

e. Repeat these steps to add all fields that you want captured in the document. When the template
is applied to encounter, the fields chosen will default with the information captured within the
encounter and default in the letter template.

f. Toimport a letter (must be a .doc file), click the Import File button. Search for the file in the
“Select File” pop-up box; select the desired file and click Open. The letter will then import into the
Letter template. Follow steps e-f to add the fields to be included into the letter. Simply place your
cursor in the desired area of the imported letter, then double-click the field you wish to add from
the list.
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To delete a Letter, follow the steps outlined below:

Select Settings->Clinic Setup->Keyword.
From the Letters tab, highlight the letter you want to delete from the List pane.

c. Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.
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The ‘Keyword’ tab is used to shorten the amount of typing a user needs to do when adding notes. The
administrator uses a Keyword to identify multiple lines of text concerning a particular medical subject.
After creating this Keyword, a user can simply type this word (using brackets, Example: [keyword] in the
notes for several areas in the application.

Clinic Setup

Clinic Setup

Q Allergy

£if Body Location
Check Qut Note
g Clinic Defined Drug
Consent Farm
i3 Consent Tabs
Wi Disclosure Text
i3 DSM Iv

Q Education

M3 Encounter Flag
ﬁ Encounter Type
M3 Flowshest Lists
M3 Flowshest Setup
ﬁ Group/Enc. Type
(B Inaos Tune

Notes || =2 nddlﬂ Delete | Keyword

Keyword - MNotes

[FBirth control [firstname] is warned of the risks and benefits of birthcontrol pills, [pronoun cap]
FChest pain understands and agrees to procede with prescription, [pronoun cap] understands

FChest wrav refused

khat use of antibiotics may make the BCP less effective and not protect her from

PCholecystitis warning

pregnancy, [pronoun cap] also understands that the BCP will not prevent 5TD's and
[pronoun] is counselled on safe sex practices,

FCialis

Constipation treatment

[FFu

M fu Daughter

I fu Father

F fu Husband

P*F i Maother

[ ju POA

FFj0 50N

P fu Wife

[FFosamnas

Fu Medical Histary
@ Medical Image
=1 Message Type

<4 Non-Drug Allergy
|ogé] orders
M POS

g Preferred Drug

M3 Radiology Interpret
s Radiology Result

ROS

st R Disc, Reason
% R Owverride Text
i3 Substance Abuse
BB UserfEnc. Type
:.r" Warkflow Setup

Enable Tab

[FEERD

FHRLT warning

fFLevitra

fLow backfnerve impingement precautions

[Medication intolerance

[FMo Chest Pain...

Mo exercise, no smoking, taking med

FMsAIDS precautions

M*Pain medication warning

fReturn ko Florida

f*Samples:

f*3elf determination

MSkatin warning

[FTobacco

Miagra

e

asd

I-hronic Sinusitis

IChronic UTI

Kircurmcision

This tab is divided into two panes. The Keyword pane displays all the Keywords available to the users.
The Notes pane displays the text associated with each Keyword. Once the Keyword is defined, it can be
used in the Notes section of the following areas:

CC/HPI
Exam
Plan

Procedures
ROS (in the Explanation text field)

The complete text associated with the Keyword will appear in the appropriate places of the Progress

Note.
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To add a new Keyword, follow the steps outlined below:

o

Select Settings->Clinic Setup->Keyword.

c

Click the Add button to the right of Notes; a new row displays in the Keyword pane.
Enter the label for the Keyword in the text field provided.

d. Click in the Notes pane (to the right of the newly added keyword name) to enter the text you want
to associate with the keyword.

e. Repeat steps b-e for additional keywords.

To remove a Keyword, follow the steps outlined below:
a. Select Settings->Clinic Setup->Keyword.
From the Keyword tab, highlight the Keyword you want to delete from the List pane.

c. Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.
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17. POS
The ‘POS’ (Place Of Service) tab is used to maintain the list of place of service locations/codes used for

billing. This list is displayed as a drop-down list box in the ‘Encounter’ tab in patient encounters and is
also attached to the specific CPT codes assigned in the ‘Diagnosis’ tab in patient encounters.

|compotond J I BSORBC ASE S@H w2y '
TG ok setup

To add a POS, follow the steps outlined below:

a. Select Settings->Clinic Setup->POS.

Click the Add icon on the toolbar or right-mouse click and select Add from the drop-down menu.
A new row appears in the POS tab.

Fill in the name of the new place of service, as well as the POS billing code.

d. Repeat the above steps as necessary.
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18. CHECK OUT NOTE

The ‘Check Out Note’ tab is used to create default check-out notes that can be included when the ‘Check-
Out’ button is selected when an office visit is complete. The ‘Check Out Note’ tab is divided into two
panes: The Check Out Note Name pane and Note pane.

To add a Check Out Note to the Clinic Setup, follow the steps outlined below:

a.
b.

c.
d.

Select Settings->Clinic Setup->Check Out Note.

In the Note Name pane select the Add icon on the toolbar or right-mouse click and select Add. A
new row displays.

Enter the description for the Note Name in the field provided.

In the Note pane, free text the note you want to associate the Note Name with.

To delete a Check Out Note, follow the steps outlined below:

a.
b.

Select Settings->Clinic Setup->Check Out Note.

From the Check Out Note tab, highlight the Check Out Note you wish to delete from the Clinic
List.

Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.
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19. CPT MODIFIER

The ‘CPT Modifier’ tab is used to create a standardized list of common choices for the clinic.

BCAQ {MEREDITARY BREAST CANCER)
FELROFBROMBI (HEUROFEROMATOSES, TYPES]
MESLIN (MELROFIBROMAT OS15. TYRE 2)

C-SET (ME, TYPES 2A/0, FAMRIAL MEDULLARY THMYROD CARCINOMA

M [VON WPPEL LDOAL DRSEASE, SENAL CARCIN0MA |

[FEREDITARY PARACANGLIONA
(MEREDTTARY FARACANLIOMA
MER-2'MEY

MU (MICT, MIBMATOM REFAIR SENES)
PeSi, Mikg, OR PNGD (eIPCE, MISMAT O REFADR C2NES)
JAFC (HEREDIT ARY :omosls COLn

2|22l <| 23|22}

e

8[%8317!
GHEH
:

TA  JWT10R WI2 (WAN'S TUMOR]

T8 PARD, PAKT, OF FONDIA (MVECLAR RAABOGMYOSARCOMA]

10 Julh, (G, ETV1. OR EWIR1 (EV/I5 5 SARCOMA, DESMORASTIC ROUND CILL)
10 POTT3 O #US (MYROI LIFGSARCOMA)

I JiReA), FAFS6, GR TCF13 (NYNOR CHONDROSARCONA)

¥ ESX], SSX2, OR SYT {SYNOVIAL SARCOMA]

16 PVOH (HEROBLASTONAT

Th [COLtAT OR POGFE (DRRMATOF RDSARCOMA FROTRUSERANS]

b [TRES OR ASFSORS (ALVEOLAR SOFT FARTS SARCOMA )

1 [ATFL OR LAZI (EMOOMET RIAL STROMAL SARCOMA]

G RFORVANCE MEASURE EXCLUSION + MEDICAL REASON o

SIS SRS SICH SIS RS LS RSIS [CHRS USRS ICSICH SIS

To add a CPT Modifier, follow the steps outlined below:
a. Select Settings->Clinic Setup->CPT Modifier.
b. Click the Add icon on the toolbar or right-mouse click and select Add. A new row displays.

c. Enter the CPT Modifier code and description.

To delete a CPT Modifier code, follow the steps outlined below:

a. Select Settings->Clinic Setup->CPT Madifier.
From the CPT Modifier tab, highlight the CPT Modifier you wish to delete from the Clinic List.

c. Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.
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20. AUTHORIZATION FORM

The ‘Authorization Form’ Tab is used to create the authorization forms for the clinic. Attached to each
form is the ability to scan or import a form for each authorization.

To add an Authorization Form, follow the steps outlined below:

Import the form into the ‘Medical Image’ tab.
Select Settings->Clinic Setup->Authorization Form.

c. Click the Add icon on the toolbar or right-mouse click and select Add. A new row displays and
the Add/Edit Image window displays as shown below:
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d. Select the Image Subtype for the form you are scanning

e. Enter a Description for the form in the Description pane. Add notes if needed in the field
provided.

f.  Click the Scan or Import button to import the form.

Look in: |Ei|\"|y MNotes Q7 mr

[ auth form.tf

] colpo.tif

%] education docs.tif

[ ob flowsheet1.tf

] permission report.tif
&) sig.tif

] urinary tract.tf

&) vulva.tf

File name: | | i Open i

g. From the Add/Edit Image window, confirm your scan or import and Select Save as show below:

Hedoan & |RICK,

Aovance Benericiary Notice (ABN)
NOTE: Youmodbnwschoceabmnmcmngmhwm care 1ems of senices.

We at Modcure w
oxpact th oo luvdl mfuwlma)wurv‘nﬂl)vz‘i';nm

wrd yarvices FUISS dew roet. The foct that fOr & paneul
wmmmmmmtmwmmlm- """L“-'ﬁ"gm' your
fecammenced it

o now, In your case, Medca M-ﬂmnyw
| o Servicet

Wforired Conowre —Scawenrg Pelvs Eeam__ Screewy) Breast Eveer

b Hamacult {00107y
Ardevs —_Thn Pep Smew  Colecio: & Munding of Pup Seew
Fatzert Demagraphic

Frequency Limitations: coce ewery (2] teo yomrs dor low.rish factars
008 ey (1) yaar lor bighrish bt
Endocrnn SEE ATTACHED LIST OF HIGH RISK FACTORS
o

T

Castroererslogy The purpase of Sis farm I8 50 help you moke an informed chaice 3bout wheizer

Mtecnd Modive WAant 1o retevwe !-.n- n-n.. ar uﬂgui. Va-.!"s might have 10 M

Haphroogy s Bofore you make & mmmww b i read this rm-dlc-unﬂw.
e . mam-m yoofmﬁmnvl:m-m M:'c-ru LN 200,00
? : b 1 theso .

Irage Datn [L09772008 32100 am -] ) e you e Lo pay u:n”y;u'&v!% T e

D |

homes

[ Option 1. YES. 1 wam to reseive these ltems or servies.
lmmummummmmun

h. After the scanning or importing process is completed, the form will be added to the list of
available Consent forms for the clinic.

i. Repeat steps b —f to add additional forms.

To delete an Authorization Form, follow the steps outlined below:

e. Select Settings->Clinic Setup->Authorization Form.
f.  Highlight the Form you want to delete from the list in the Authorization Form tab.

g. Click the Delete icon on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

h. Confirm your deletion by clicking OK.
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21. CONSENT FORM

The ‘Consent Form’ Tab is used to create the consent forms for the clinic. Attached to each form is the
ability to scan or import a form for each Consent Form description. Once the Administrator sets up the
Consent Form, clinic personnel can use these forms when treating patients.

To add a Consent Form, follow the steps outlined below:
Import the form into the ‘Medical Image’ tab.
Select Settings->Clinic Setup->Consent Form.

c. Click the Add icon on the toolbar or right-mouse click and select Add. A new row displays and
the Add/Edit Image window displays as shown below:
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d. Select the Image Subtype for the form you are scanning

e. Enter a Description for the form in the Description pane. Add notes if needed in the field
provided.

f.  Click the Scan or Import button to import the form.

Loak in: |E3My Motes Q2 B

(=] auth form.tif

[*) colpo.tf

[=) education docs.tif
[=] ob flowsheet1.tif

[*) permission report.tif
[=] sig.tif

[=] urinary tract.tf

[=) vubva.tif

File name: | | i CQpen i

Files oftype:  [TIEFilessf  |[~] Cancel

g. From the Add/Edit Image window, confirm your scan or import and Select Save as show below:

—

Fatert s Nare Hedoaa € [RICK,

Apvance Benericiary Notice (ABN)
NOTE: You need o make a choice about recening these hoaith care tams of senices.
that Medcare wil nct pay for the dom(s) or service!s) that are ceserined Setow.
far wil Faalh et
e e L e e e o easiis,
ol GO 1| RGP now, 1 your co5a. MESCArE probabty Wil eotpay for ¥

Breast Exee
Hemacuk (03107}

Frequency Limitations: cnoe owery (2] teo yemrs for low.risi factars
ron sy (1) yar lor bigh-rish bt
SEE ATTACHED LIST CF HIGH RISK FACTORS

:";"" adices « it o Shvoem yaug
ooy rotice canviilly.

e - - 3 uhoe
307/7008 12/00 am____= 1 maed Coar§_ S22 .

h. After the scanning or importing process is completed, the form will be added to the list of
available Consent forms for the clinic.

i. Repeat steps b —f to add additional forms.

j- If Consent Forms are a clinic requirement, be sure to mark the “Activate Consent” box located in
Settings->Account Maintenance->Clinc:

Marne: Cliniz Clinic
Idle Tirneout: min  Screen Timeout: hin [ activate Consent: [ ]

—_—
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22. FLOWSHEET SETUP
Flowsheets are great tools for tracking specific criteria relative to a plan of care, procedure or treatment.
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To create a new Flowsheet, follow the steps outlined below:

a.

Select Settings->Clinic Setup->Flowsheet Setup
Click the “Add” button located to the right of Flow Sheet.

Type in the Flowsheet Name; mark the “Add Note” box to include a free-text note field within
the flowsheet, mark the “Encounter” box to display flowsheets from all encounters (not just
the current encounter) and mark the “Progress Note” box to include all flowsheets in your
Progress Note.

To add the appropriate columns and configure the expected data values, click the “Add”
button located to the right of Column List.

In the “Custom Flow Sheet Column Setup” window, enter the column name and select the
expected data type (i.e. “Numbers” if data will be number format only, “String” if using
number/character combinations, etc.) from the drop-down Type list. Mark the “Required” box
if the entering data in the specific column of the flowsheet is required and mark the “Wrap
Text” box if the data is lengthy. There are also options to increase the character length of
each data box (within the column). See image on following page.
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The column name will default in the Column Header name box; however, it can be modified.

Data values can be limited to a specific set using Flowsheet Lists.

Click “Save” to save your Custom Column Setup.

To add additional columns, repeat steps d-h.

To view an example of the flowsheet, click the “Add” button located to the right of Example at
the bottom of the screen and select the applicable flowsheet name.

Drag-and-drop the columns in the flowsheet example to change column order.
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23. FLOWSHEET LISTS

The ‘Flowsheet Lists’ tab is used to create and store specified data set to be included in any flowsheet
column. When used in a flowsheet, the entries in this list will be displayed in a drop-down list.
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To add a flowsheet list, follow the steps outlined below:

Select Settings->Clinic Setup->Flowsheet Lists
Click the “Add” button located to the right of List Name.

c. Type the flowsheet list name and select the appropriate data type (i.e. Numbers, String, Date,
etc.)

d. To add the data values, click the “Add” button located to the right of List Choices and enter
in the value. Continue to build the list using these steps.

e. Click the “Delete” located to the right of List Choices to delete a specific value and click the
“Delete” button located to the right of List Name to delete an entire list.
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24. DSM IV

The ‘DSM IV’ tab (Diagnostic and Statistical Manual 1V) is used to create Axis IV criteria (Psychosocial
and Environmental Stressors) and Axis V scales (Global Assessment of Functioning or GAF).
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To add Axis IV and Axis V criteria, follow the steps outlined below:

a. Select Settings->Clinic Setup->DSM IV

b. Click the “Add” button located to the right of Axis IV (upper pane). Enter in the applicable
information in the Axis 4 Description free-text field. Right-click to use the “Spell Check” tool.

c. Click the “Add” button located to the right of Axis V (bottom pane). Enter the applicable GAF
score and GAF Description in their respective free-text fields.

d. Repeat steps b-c to add additional criteria.
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25. MESSAGE TYPE

Several message types are pre-loaded into ClinixMD, including System Messages, Inter-office Messages,
ePrescribe Messages, RX Refill Messages and Private Messages. Additional message types can be
created in the ‘Message Type’ tab, depending on your clinic’s needs.
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To create additional Message Types, follow the steps outlined below:

. Select Settings->Clinic Setup->Message Type

a

b. Click the “Add” button located to the right of Message Type.

c. Type the name of the message type in the Description and Short Description free text fields.
d

. Repeat these steps until all desired message types have been added.
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26. DISCLOSURE TEXT

The ‘Disclosure Text’ tab is used to create the drop-down list of encounter items that are routinely
disclosed to external recipients and its corresponding text to be displayed in the ‘Disclosure’ encounter
and patient information tabs as well as in the Progress Note.
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To create Disclosure Text items, follow the steps outlined below:

a.

Select Settings->Clinic Setup->Disclosure Text

b. Click the “Add” button located to the right of Disclosure Text.

d.

Type the name of the disclosure item in the Title column and its corresponding text to be
displayed in the “Disclosure” Encounter and Patient Information tab in the Text free-text field.

Repeat these steps until all desired disclosure items have been added.

To remove a Disclosure Text item, follow the steps outlined below:

a.

Select Settings->Clinic Setup->Disclosure Text

b. If the disclosure item has not been used in an encounter, select the appropriate reason and click

the “Delete” button.

If the disclosure text item has been used in an encounter, you will not be able to delete the entry
(the system will throw an error). You will only be able to inactivate the item so that the reason
cannot be selected. To do so, select the appropriate disclosure item and mark the “Inactive”
check-box.

Repeat these steps until all desired disclosure items have been deleted/inactivated.
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27. SUBSTANCE ABUSE

The ‘Substance Abuse’ tab is used to add substance items and recommendations; it correlates to the
“Substance Abuse” documentation in the ‘Medical History’ tab in encounters. This information is part of
the automated and quality measures reporting mechanism.
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To add new Substance Abuse items, follow the steps outlined below:

a. Select Settings->Clinic Setup->Substance Abuse
b. Click the “Add” button located to the right of Substance Abuse.

c. Select the substance abuse type from the drop down list (i.e. drugs, smoking, non-smoking
tobacco). Inthe Substance free text field, enter the name of the substance (i.e. snuff, cigars,
etc.).

d. Repeat these steps until all desired substance abuse items have been added.

To add new Recommendations, follow the steps outlined below:

a. Click the “Add” button located to the right of Recommendations (lower pane).

b. Select the substance abuse type from the drop down list (i.e. drugs, smoking, non-smoking
tobacco). Inthe Recommendations free text field, enter the name of the recommendation (i.e.
hypnosis, Chantix, etc.).

c. Repeat these steps until all desired recommendations have been added.
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28. DECISION SUPPORT

The ‘Decision Support’ tab is used to add clinical decision support rules and care suggestions based on
the following elements in patients’ charts: problem list, medication list, demographics and lab results.
These rules provide automatic notifications once the patient is selected.
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To add a new Decision Support rule, follow the steps outlined below:

a. Select Settings->Clinic Setup->Decision Support
b. Click the “Add” button located to the right of Decision Support.

c. Type the name of the rule in the Title field, enter the Recheck After time frame (i.e. the time
frame until the system will reevaluate the rule for the patient), the Eff Date Range for labs and be
sure to mark the “Active” check-mark (do not mark the active box until the rule setup has been
completed).

To build the rule, follow the steps outlined below:
a. Select the rule; in the lower pane, add the applicable diagnosis (DX), drug family information
(Drugs), demographics and/or lab results. You can choose to select a single element (i.e.

Diagnosis only) or a combination of elements (i.e. Diagnosis, Drug Family and Demographic
Information) for the rule.

To add an action to the rule, follow the steps outlined below:

a. Select the rule and then select the “Action” radio button.
In the lower pane, enter any care suggestions in the “Instruction” tab.

c. Inthe lower pane, add educational material(s) to be provided to the patient in the “Education” tab.
Click the “Add” button, then search for and select the applicable educational items to be attached
to the rule. Once added, the items can be reviewed by clicking the “View Image” button.
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29. CONTACT TYPE

The ‘Contact Type’ tab is used to add preferred contact methods. The database, as a default, is set-up
with the following types: Phone, Mail and Email. “Phone” is the default contact method in the
“Demographics” tab within the Patient Information area.
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To add a Contact Type, follow the steps outlined below:
a. Select Settings->Clinic Setup->Contact Type
b. Click the “Add” button located to the right of Contact Type.
c. Type the name of the contact type in the free-text Contact Type field; if this needs to be the
clinic’s default type, mark the Clinic Default check-box.

To remove a Contact Type, follow the steps outlined below:

a. Select the entry and click the “Delete” button (Note: you can only delete entries that you have
previously entered and are not attached to a patient; the “phone,” “mail” and “email” types cannot
be deleted).

b. If the entry cannot be deleted, you can mark it as Inactive to remove it from the list of contact
types available for selection in the “Demographics” tab in the Patient Information area.
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30. RADIOLOGY RESULT

The ‘Radiology Result’ tab is used to add the default radiology results when adding them manually to
ClinixMD (Note: if received via an interface, the results will populate automatically).
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To add a Radiology Result, follow the steps outlined below:

a. Select Settings->Clinic Setup->Radiology Result
b. Click the “Add” button located to the right of Radiology Result.

c. Enter the result in the free-text Description field.

To remove a Radiology Result, follow the steps outlined below:

a. Select the entry and click the “Delete” button.

b. If the entry cannot be deleted, remove the Active check-mark to remove the it from the list of
radiology results available for selection.
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31. RADIOLOGY INTERPRETATION

The ‘Radiology Interpretation’ tab is used to add the default radiology interpretations when manually
adding radiology results.
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To add a Radiology Interpretation, follow the steps outlined below:

a. Select Settings->Clinic Setup->Radiology Interpretation
b. Click the “Add” button located to the right of Radiology Result.

c. Enter the result in the free-text Description field.
To remove a Radiology Interpretation, follow the steps outlined below:

a. Select the entry and click the “Delete” button.

b. If the entry cannot be deleted, remove the Active check-mark to remove the it from the list of
radiology interpretations available for selection.
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32. FACILITY

The ‘Facility’ tab is used to create the facility list for the clinic. These facilities are used when charting
hospital rounds.
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To add a Facility, follow the steps outlined below:

a. Select Settings->Clinic Setup->Facility
b. Click the “Add” button located to the right of Facility.

c. Enter the name of the facility in the free-text Description field.

To remove a Facility, follow the steps outlined below:

a. Select the entry and click the “Delete” button.

b. If the entry cannot be deleted, remove the Active check-mark to remove the it from the list of
facilities available for selection.
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33. WORKFLOW

The ‘Workflow’ tab is used to build task workflows for the office. Elements include each step necessary to
complete the task, task status and responsible user/group. Several workflow statuses are system defined
but additional statuses can be added to suit your clinic’s needs. Note: Once assigned to a patient,
workflows cannot be deleted; however, they can be inactivated so that they are no longer available for
use. To inactivate a workflow, remove the mark in the Active check-box.
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To create a new Workflow, follow the steps outlined below:
Select Settings->Clinic Setup->Workflow Setup

Click the Add button located to the right of Workflow.
Enter the name of the workflow in the Description field.

In the lower pane, click the Add button located to the right of Workflow Steps.
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Enter the name of the first task in the Description field, mark the Required check-box if the step
is mandatory, assign a clinic room in the Default Room drop-down list (i.e. lab) and then assign
either a Responsible User or Responsible Group.

f. Repeat steps d and e until all workflow tasks have been created.

To add new Workflow Statuses, follow the steps outlined below:

Select Settings->Clinic Setup->Workflow Setup
Click the Add button located to the right of Workflow Status.

Enter the name of the status in the Description field.
Select the status Value using the drop-down list (these are system defined and cannot be
changed).

oo T ®
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34. ENCOUNTER FLAG

The ‘Encounter Flag’ tab is used to create the various encounter level flags in your office. They can be
used to flag a patient’s specific billing needs, to flag a patient that is a possible drug-seeker, etc. Note
that because this is at the encounter level, it will need to be set to a specific encounter and is not
automatically applied to future encounters.
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To create a new Encounter Flag, follow the steps outlined below:

a
b
c.
d
e
f.

. Select Settings->Clinic Setup->Encounter Flag
. Click the Add button located to the right of Encounter Flag.

Enter the name of the flag in the Description field.

. Select the flag Color from the drop-down list.
. Mark the Active check-box.

Click “F5” on your keyboard to save changes. To immediately delete a flag, click the Delete
button. Once a flag has been assigned to an encounter, it cannot be deleted it can only be
inactivated. To inactivate a flag, remove the Active check-mark.

Repeat steps b - f until all desired flags have been created.
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35. RX DISC. REASON

The ‘RX Disc. Reason’ tab is used to create a standard list of medication discontinuation reasons. This
list will then be available in the “RX/DX List” tab within an encounter when discontinuing medication.

To add medication discontinuation reasons, follow the steps outlined below:

a.
. Click the Add button located to the right of RX Disc.Reason.

Select Settings->Clinic Setup->RX Disc.Reason

b
c. Enter the discontinuation reason in the Description field.
d.
e

. Click F5 on your keyboard to save.

Repeat step b until all reasons have been entered.

91

Copyright © 2013 ClinixMD



Clindx vb

Electronic Health Record Software

USER SETUP

The ‘User Setup’ section contains all the tabs that can be configured for specific users. Customizing
search and other settings facilitates the common tasks performed by users. Customizing users’ lists and
settings also reduces the errors that commonly occur. The administrator can customize the application in
the User Setup section so that only the information that is necessary to specific clinic roles appears for a
given staff member.

Users User Setup

adams, John ICD | £ ndd [T Delete |

admin, security Code Description ¥alid From ¥alid To  Short Description
Washington, George

tomroe, James
Regan, Mancy

"W ashington, Martha
Lincaln, Abe

Franklin, Ben

8 Allergy

g Clinic Defined Drug
PT CPT

@ DashBoard Items
Eit Encounker

M3 External App.

‘é Mon-Drug Allergy
g Preferred Crug
Progress Moke
% Tab Sequence
Eit User Defaults

This section will cover the following tabs that make up the User Setup window:

ICD

CPT

Allergy

Non-Drug Allergy
Preferred Drug
Encounter

User Defaults
Tab Sequence
Links
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1.1CD

The ‘ICD’ tab is used to customize a list for a specific user. The administrator can create lists for specific
users. This list is a condensed version of the Clinic list that applies to all users. Only the items found in
the Clinic list can be used to customize the User List. Once the administrator has created this list, it will
become the default list for the user. The administrator can only populate the user list with items found in
the clinic list. You will notice that when the search window displays, the preferred list settings is always
set to “Clinic.”

Users User Setup

Adams, John ICD l| =2 Add E Delete |
adrmin, security Code Description

‘Washington, George

¥alid From ¥alid To  Short Description
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Progress Moke
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To add an ICD code to the User List, follow the steps outlined below:
a. Select Settings->User Setup->ICD.

b. Highlight the name of the user you want to use in customizing your list by clicking on the name
in the User pane.

c. Click the Add button on the toolbar or right-mouse click and select Add from the drop-down
menu to add a new ICD to the user list. A search window displays with the Clinic setting
selected in the Preferred List.

d. Select the search criteria using the radio buttons provided. Options include ICD Code,
Description or Keyword.

e. Enter partial or complete information in the search fields.

f.  Either set the code expiration date using the drop-down calendar tool (to filter codes that are
only valid until the date selected) or un-check the “Exclude codes....” check-box.

g. Click the Search button. A list of results display in the Search Results pane.
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h. Select one or more ICD codes and click the Add to Selected button. The items selected
appear in the lower pane labeled Selected. See figure below.
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292,00 Secondary disbstes melitus without mention of complication, not DUfOL{Z002 1ZELZ1I00
stabed as unconkroled, or unspediied
F4a.01 Secondary dizbetes melitus without mention of complication, DIADL{Z002 1Z§51{Z100
unconirolied
243,10 Secondary disbetes melifus wmith ketoacdosis, not stabed a5 DUAOL{Z009 1251100
uncontrolied, or urspecified
4311 Secondary dizbetes melitus with ketoaddosis, uncontrolied DIADL{Z002 1Z§51{Z100
249,20 Secondary disbtes melius with hvperosmolarty, not stated as QUAOL[Z009 125102100
uncontrolied, or urspecified
24921 Secondary dizbetes melitus with vperosmolarity, uncontrolled DIADL{Z009 125107100 -

add to Seected | Remave from Selected

ICD Code  Description

Walid From Yalid To

Click OK to complete the process. All ICD Codes Selected appear in the ICD tab and will be
available to the user you selected when that user performs a ICD code search
*Note: You can remove any of the selected items by highlighting the items and clicking the

Remove from Selected button.

To delete an ICD code from the User List, follow the steps outlined below:

a.
b.

C.

Select Settings->User Setup->ICD.

From the ICD Code tab, highlight the ICD code you want to delete.

Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down

menu. A confirmation dialog box displays.

Confirm your deletion by clicking OK.
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2.CPT

The ‘CPT’ tab is used to customize a list for a specific user. The administrator can create lists for specific
users. This list is a condensed version of the Clinic list that applies to all users. Only the items found in
the Clinic list can be used to customize the user list. Once the administrator has created this list, it will
become the default list for the user. The administrator can only populate the user list with items found in
the clinic list. You will notice that when the search window displays, the preferred list settings is always
set to “Clinic.”

Users

Adams, Jofin CPT || 22 add h} Delete |
adrnin, security Code

\Washington, George
Manroe, J ames 99203

Regan, Mancy 99212 OFFICEfOUTPATIENT VISIT EST 11j19s0 12131/2100
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Franklin, Ben
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Progress Moke
4 Tab Sequence
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User Setup

Description ¥alid From ¥alid To  Short Description
99202 OFFICEfOUTPATIENT YISIT MEW 1f1f1950 12131/2100
OFFICE/OUTPATIENT YISIT MEW 1f1j19s0 12/31/2100

To add a CPT to the User List, follow the steps outlined below:
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Select Settings->User Setup->CPT

Select the appropriate user name.

Click the Add button located to the right of CPT.

In the “CPT Search” window, select your search category: CPT Code, Description or Keyword.

Depending on the search category, enter either complete or partial code/description along with
the ‘%.” You can also enter a keyword(s) (i.e. diabetes).

Either set the code expiration date using the drop-down calendar tool (to filter codes that are only
valid until the date selected) or un-check the “Exclude codes....” check-box.

Click the Search button to begin the search. A list of results appears in the Search Results pane.
Select one or more of the CPT Codes from the Search Results pane by clicking them.

Click the Add to Selected button. This action places the CPT codes you selected in the lower
pane labeled Selected. See figure below:
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I

search Criteria
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j.  Click OK to complete the process. All CPT Codes Selected appear in the CPT tab and will be
available to the user you selected when that user performs a CPT code search.

*Note: You can remove any of the selected items by highlighting the items and clicking the
Remove from Selected button.

To delete a CPT code from the User List, follow the steps outlined below:
a. Select Settings->User Setup->CPT.
b. Click on the CPT code you want to delete form the list.

c. Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box appears.

d. Confirm your deletion by clicking OK.
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The ‘Allergy’ tab in this section is used to create a standardized list for a specific user. The administrator

can customize a list for a user to facilitate that user’s allergy searches.

Once the administrator has

created this list, it will become the default list for that user. All tabs in this window contain the Users pane
that shows all ClinixMD users. By selecting a specific user from the list, the administrator can tailor this
information for each user. The administrator can only populate the user list with items found in the clinic
list. You will notice that when the search window displays, the preferred list settings is always set to

“Clinic.”

Users

Adams, John

admin, security
Washington, George
Manroe, James
Regan, Mancy
‘wWazhington, Martha
Lincoln, &be

Franklin, Ben

o Allergy

= Clinic Defined Drug
PT CPT

@ DashBoard Items
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M3 External App.
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Progress Mote
& Tab Sequence
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User Setup

Ingredient
Allergy
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Allergen Group
Description
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To add an Allergy to a User List, follow the steps outlined below:

a. Select Settings->User Setup->Allergy.

b. Highlight the User you want to use in customizing their list by clicking the User in the Users pane.

c. Click the Add button on the toolbar or right-mouse click and select Add from the drop-down
menu to add a new Allergy to the User List. A search window displays with the Clinic setting

Selected in the Preferred List as shown below:
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Search Criteria

Category:  (_wiiergen (8 orug tiame
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Cuser (Cdinic @all

Search for:

Search Result

Search

amondin tihydate
asonn

coceine phos
buprofen
sufamerazine
sufamethaazcle

i Cancel \ Heip

Use the Description field to enter partial or complete information about the Allergen you want.

Click the Search button to begin your search. One or more items display in the Results pane.

Highlight your selection and click the Select button.

Repeat steps b — f to customize the list for a specific user. Once created, this list will be the

default list for the user.

*Note: You can remove any of the selected items by highlighting the items and clicking the
Remove from Selected button.

To delete an Allergy from a Users List, follow the steps outlined below:

Select Settings->User Setup->Allergy.

From the Allergy tab, highlight the Allergen you want to remove.

Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down

menu. A Confirmation dialog box displays.

Confirm your deletion by clicking OK.
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4. NON-DRUG ALLERGY

The ‘Non-Drug Allergy’ tab in this section is used to create a standardized list for a specific user.
administrator can customize a list for a user to facilitate that user’s allergy searches. Once the
administrator has created this list, it will become the default list for that user. The administrator can only
populate the “User” list with items found in the “Clinic” list (cannot add from the “All” list).

The

Users
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User Setup
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To add a Non-Drug Allergy from the User List, follow the steps outlined below:
a. Select Settings->User Setup->Other Allergy.
b. Highlight the user you want to work with from the Users pane.

c. From the Non-Drug Allergy tab, click the Add button on the toolbar or right-mouse click and
select Add from the drop-down menu. A new row displays with a drop-down list box.

d. Make a selection from the drop-down list to customize the selected user’s list.

e. Repeat the steps above to add additional list items.
To delete a Non-Drug Allergy from the User List, follow the steps outlined below:

a. Select Settings->User Setup->Other Allergy.
b. From the Non-Drug Allergy tab, highlight the allergy you want to delete.

c. Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

d. Confirm your deletion by clicking OK.

99
Copyright © 2013 ClinixMD



Clinix vb

Electronic Health Record Software

5. PREFERRED DRUG

The ‘Preferred Drug’ tab is used to customize a list for a specific user. The administrator can create lists
for specific users. This list is a condensed version of the Clinic list that applies to all users. Only the
items found in the Clinic list can be used to customize the user list. Once the administrator has created
this list, it will become the default list for the user. The administrator can only populate the user list with
items found in the clinic list. You will notice that when the search window displays, the preferred list
settings is always set to Clinic.

Users User Setup

Adams, John Preferred Drug | | (= add lﬁ Delete |

admin, security Label Name Oty Refill No.  Qty/UseFrequency Unit/Use
‘Washington, George

metformin hel 850 mg tablet [ | 4 1) a | ~]
Monioe, James [ s16 [ print [] Dispense As Written Add Sig: WITH MEALS | ote:|

Fegan, Mancy
“washington, M artha
Lincaln, Abe
Franklin, Ben

=8 Allergy

g Clinic Defined Drug
LPT CPT

@ DashBoard Ikems
tit Encounter

w3 External App.

=] Progress Mote
& Tab Sequence
Eif User Defaults

To add a Preferred Drug to the User List, follow the steps outlined below:

a. Select Settings->User Setup->Preferred Drug.
b. Select the appropriate user name.

c. Click the Add button located to the right of Preferred Drug. The “Drug Search” pop-up window is
displayed.

e. Use the radio buttons to select a search criteria field; options are Label Name or Generic Name.
f. Enter partial or complete information in the Search For field.

g. Click the Search button to begin the search. A list of results appears in the Search Result pane
(see image below):
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T’ Drug Search X
Search Criteria
Cebegary: (8 Latel linme (_Genanc Hame ‘T
Prefamed: sul

Search for: ;,',,,4 ) ]

forsemade
lersemade
toesemide

forsermade

dereciocycice ol

3 U
30 demersl 108 ma'ml sprmge

A3d % Selected ] | Remove froes Sefected
Sedected
| Gty Label Rama GRnar lame
| Sseiect | | Cancal Heép

Select one or more drug codes and click the Add to Selected button. The items selected appear
in the lower pane labeled Selected.

All Preferred Drugs selected appear in the Preferred Drug tab and will be available to that specific
user when he/she performs a Preferred Drug search.

Once the drug is selected, it displays in the Preferred Drug tab with a pre-filled amount in the

Quantity column. Fill in the appropriate information for the frequency using the drop-down list
box.

Enter any notes for the drug as necessary.

To delete a Preferred Drug from the User List, follow the steps outlined below:

a.
b.

C.

Select Settings->User Setup->Drug Name
From the Preferred Drug tab, highlight the drug you want to delete.

Click the Delete button on the toolbar or right-mouse click and select Delete from the drop-down
menu. A confirmation dialog box displays.

. Confirm your deletion by clicking OK.
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6. ENCOUNTER

The ‘Encounter’

Users

Adarns, John
admin, security
‘W ashington, Gearge

Maonroe, James:
Regan, Nancy

YW ashington, Martha
Lincoln, Abe

Franklin, Een

4 Allergy

g Clinic Defined Drug
LPT CPT

fé Mon-Drug Allergy
g Preferred Drug
Progress Mote
% Tab Sequence
sit User Defaulks

tab allows the administrator to set the defaults used when the user creates an encounter.

User Setup

Encounter
Defaults for Creating a New Encounter
Contracted Provider: |Adams, Jahn
Health Care Provider: |None,

=]
=l
Tvpe: |Follow-up Wisit ;l
Place of Service: |OFFice ;l
Lacation: [Main Location -]
Cakegary: |OFFice or Other Outpatient Services - Established ;l

Defaults for Items Included in the Progress Note
[ medical Histary — [<] Problen List

Defaults for Rx/Dx List
[ show all Rxs B

Defaults for Prescription

E SIia E Print This |:| Dispense As Writken  Frequency:

This tab contains six drop-down list boxes and default settings for the Progress Note, RX/DX List and
Prescription that allow for the setting up of the following:

Physician Name

Health Care Provider

Type

Place of Service

Location

Category

Defaults for Items Included in the Progress Notes
Defaults for RX/DX List

Defaults for Prescription

Once created the user will see these choices populated in the New Encounter window without having to
use the drop-down list boxes to make these Selections. After the new encounter is saved, these same
settings will also appear in the Encounter tab that is found in the Encounter window.
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7. USER DEFAULTS

The ‘User Defaults’ tab is used to create defaults for a specific user. The administrator can customize a
user’s defaults specific to each user based on their roles and responsibilities within the practice.

User Sebup
User Defaults
General | Message

Window Position Rx Printer Future Task Defaults
View EMR. In Full Screen: [ = Due By: day(s)
View Windows In Full Screen: If blank, the user wil be prompted for a printer Warn: 5 | day(s)
Search Screen default Tray: |D EI Completion: 30 [5-|day(s)
Category: [Keyword  [+] Print On Future Task Tracking
Preferred: ALL |- | () Plain Paper (@) Rx Paper [ [=]
Ahways Search for a Patient EMR Default Print Warn if -Zl'l‘f’ ﬁJﬁJFEIDFd?FS )
When Making an Appointment: au rinter Foming gus when legging in:
el Check | [=]  Showan

pe ecking Print To Encounters on Image Tab: [
Automatic: ) Windows Default c lete Chart

. . () EMR. Default omplete Lha
Check Medical Necessity - .
) @) Select printer before each print Show Image(s)

Automatic: = Show Message(s):
Encounter Manager Lab Vendor Requisition Printer Action to take
Days in History 30 =% | EI when selecting patient
(0 shows all history) If blank, the user will be prompted for a =

. - P ! () Open Most Recent Encounter
printer each time a Lab Requisition is printed.

Check Out ) Show the Encounter List
Default Patient Check Out | | Roc () Open Patient Information
Status: Always Show Rx in details: @) Do Nothing

Recent Encounters Print 1 R¥ per page: Lab Search Default

1] Default Sort Check vendor Lab:

Default Days Badk:
¥ Encounter Manager, Complete chart,

Education Search Default

Image Default Select encounter Adult English
Auto Import On @) Encounter Date [C] women [ spanish
Delete Pic After Copied into EMR () Creation Date [C] Pediatric

Pattern Dermatology

Allow Selection of Order and Rx when applying pattern

The ‘General’ tab consists of the following:
¢ Window Position — Sets the default on how the user will view CLINIXMD in either full screen or
windows full screen.
e Search Screen — Sets the default radio button in search windows.

e Always Search for a Patient - Setting this default will open a search window when scheduling
an appointment

e Spell Checking — Sets the default to automatically spell check certain windows in ClinixMD

e Check Medical Necessity- This allows users to activate automatic medical necessity checking in
the “Diagnosis” tab in encounters

e Encounter Manager — Sets the days in history (“0” shows all history)
e Check Out — Sets the default patient status
e Recent Encounters- Sets the default days in history for the Recent Encounter tool.

o Image Default- To be used with the wireless image capture functionality. If using this feature,
mark both the “Auto Import On” and the “Delete Picture After Copied into EMR” check-boxes.
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Pattern- Enables the ability to select which orders/medications you want to include when
applying a pattern with multiple orders/medications.

RX Printer — Sets the default RX Printer. If left blank, the user will be prompted to for a printer
each time they need to print an RX. The “Print On” radio button allows you to set the default
paper type (a pre-defined printer in the office should contain a tray with thatch-embossed paper
for printing RX’s)

EMR Default Printer- Sets the default printer to use when printing documents from ClinixMD.

Print To — Allows you to either select the Windows default printer or the EMR default printer
(above). Itis recommended that users who switch printer/work stations or will at times utilize the
ClinixMD PDF Printer to select the “Select printer before each print” option.

Lab Vendor Requisition Printer — Sets the default printer for printing Lab Vendor Requisitions.
If left blank, the user will be prompted for a printer each time a lab requisition is printed.

RX — Sets the default to show details in the “Prescription” tab

Default Sort Encounter Manager, Complete Chart, Select Encounter- Allows you to sort the
display of encounters by either the “Creation Date” or the “Encounter Date.”

Future Tasks Defaults — Sets the Completion and Due By days.

Future Task Tracking — Sets the default for a specific user or the entire staff to notify upon log in
if any future orders are coming due.

Show All- Sets the default to show images from all encounters (not just the current encounter) in
the “Images” tab within an encounter

Complete Chart —Gives the user the option of viewing images and/or messages as part of the
complete chart AND encounter manager. Note: enabling this by default will cause it to take
longer to load the encounter manager and complete chart windows.

Action to Take — Sets the default for what action to take when selecting a patient.

Lab Search Default- Allows you to set the default search list when ordering labs to “Vendor
Labs” only

The ‘Message’ tab consists of the following:

Message Notifications- Can set the notification types for normal and urgent messages
Auto-Archive on Reply- Mark this box to automatically archive messages once it is replied to

Message Type- Sets the default message type when composing a new message (can be
changed on demand, if needed).

Subject- Sets a default message subject line when composing a new message
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8. TAB SEQUENCE

The ‘Tab Sequence’ tab section is used to set defaults and sequencing for various components of the
ClinixMD application. The administrator will select each window for which the user has permissions and
will sequence/default the tabs accordingly. Once the administrator has defaulted tabs and sequenced
this list, it will become the default list for that user

Users User Setup
Adams, John Tab Sequence
adrin, security Windows wWindow Color
Washington, George Account Mainkenance _ | (=5 Delete |
Morrae, James Add/Edit Image Tabs Sequence Default
Regan, Nancy Clinic Setup Clinic [
‘washington, Martha Clinic Setup - User Clinic Location a [
Lincoln, Abe Camplete Chart Edit Ziprode 30 |
Franklin, Ben Edit Templates ePrescribe a X
Encounter Information External App. 500 [
Encounter Manager Group &0 @
First Awailabilty GroupUser o K
Health Plan ICDJCPT Code a0 [
Image SﬁafCh Lab Interface U
Lab Review Merge Patients wo] [
Neu.\l Pakient . Message Sharing 110) |
Office Information Permissions 130, [
Patient Information Progress Moke 140 |
Patient Surmmary Purge Patient 150 ]
Pattern Restricted Patient 160 [
Reply Message Task Config 170 [
Reports User 180 [
- Raunds ) User fGroup 190 [K
4 Allergy Founds Detail "
g Clinic Defined Drug Schedule Detail Aesitant = =
LT CPT Scheduling
@ DashBoard Items Scheduling Setup
5 Encounter User Preferences
i3 External App.
B 1
4" Links
é Mon-Drug Allergy
g Preferred Drug
L Erogress Kot
sic User Detaulks

To modify the Tab Sequence tab in the ClinixMD windows, follow the steps outlined below:
Select Settings->Account Maintenance->Tab Sequence.

Enter a number less than 10 to place the tab you select in first position.
Enter a number between 10 and 20 in the tab that you want to appear in the second position.
Follow the same logic to arrange the remaining tabs in the order desired.

If the Tab will be a default for the user, place a checkmark in the default box.

® 2 o T 9

If you would like to change the default color in any window, select a color from the “Window
Color” drop-down list.
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9. LINKS

The ‘Links’ tab section is used to create defaults for a specific User. The Administrator can customize a
User’'s defaults specific to each User based on their roles and responsibilities within the practice. The
Links item will be placed on the toolbar for the User.

User Setup

B Admin Setup
r_ﬁ Clinic Setup
it Health Plan
. Mew Patient
B Patient Motes

7 Patient Summary
Paktern

Reparks

Resume Encounter
# schedule Setup

E] Templates

& User Preferences
Q U=er Setup

i |

= i i

The Links tab consists of the following:

Admin Setup (i.e. Account Maintenance window)
Clinic Setup

Health Plan

New Patient
Patient Notes
Patient Summary
Pattern

Reports

Resume Encounter
Schedule Setup
Templates

User Preferences
User Setup
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To add a Link Item to a User, follow the steps outlined below:

a. Select Settings->User Setup->Links

b. Highlight the Link Item to be added to the Users list and select Add.
c. Follow the same steps to add additional Link Items.
d

To sequence the Links on the toolbar, enter a number less than 10 to place the tab you select in
first position.

e. Enter a number between 10 and 20 in the tab that you want to appear in the second position.

f. Follow the same logic to arrange the remaining tabs in the order desired.

To delete a Link, follow the steps outlined below:
a. Select Settings->User Setup->Links
b. Highlight the Link Item to be deleted from the Users list and select Delete.

c. Follow step b to delete additional Link Items.
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The ‘Health Plan’ window is used to maintain insurance information, external providers and the

pharmacies used by the clinic.

Health Plan Health Plan

nal External Provider

| &5 Print Q Add (=5 Delete [ Save as |

Assigned Insurance

| B Add [T Delete |

E§' Insurance Active Last Mame First Name Specialty Clinic Name = Name
W Insurance Class 4] Casep Ben
&, Laboratory [ welby Marcus Referring Provider
3 Pharmacy @ Mightingale Florence Gastroenterology &
M5 Specialty [ Houser D ougie Cardiology
[ Quartermare Alan Referring Provider
[ Tawlar Elizabeth Family Practice
[ Burtan Fichard Farily Practice
| | _'l_I
Detail
Prefix: [ | Last*: [Casey | ML 1 First* Ben | suffix: D ] B Active
Specialty™®: [ ] clinic: [ |
Address Type*: Primary | Phone 01: I:l Descripkion:

Street®: [123 Medical Lane

N ee—

|Phoneozi [ - - ]

Desarpions [ =1

Postal Code*: State: OH Ciby: Fax:
UPIN; L ] ez [ Jues [ ]
Motes: [ | Email: [ |

The following tabs will be covered in this section:

External Provider
Pharmacy
Specialty
Insurance
Insurance Class
Laboratory

ogkrwnE

Once the information about these facilities is entered, it will become available to the clinic for use in

referring patients to participating facilities.

Copyright © 2013 ClinixMD
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1. EXTERNAL PROVIDER

The 'External Provider’ tab is used to maintain the list of physicians who see patients outside of the clinic.

Health Plan Health Plan

External Provider
A Insurance
4 Insurance Class
O Laboratory
i3 Pharmacy
iy Specialty

These physicians are usually specialists who a referred by one of the clinic doctors. This tab is divided
into three panes. The External Provider pane displays the list of physicians as single line items with First

L.

lmix Vb

Electronic Health Record Software

External Provider | S prin (22 add | Delete [ save as Assigned Insurance
Active Last Name First Name Specialty Clinic Name = Name

[ Casey Ben

[ welby Marcus Referring Provider

[ Mightingale Flarence Gastroenterology G

[ Houser Dougie Cardiology

[ Quartermans Alan Referring Provider

[ Taplar Elizabeth Farnily Practice

B4 Burton Richard Farnily Practice

-

a| | »
Detail
Prefix: [ | Last*: [Casey | mMI: 1 First*: Ben | suffiz:  MD
Specialty™®: | ;' Clinic: | |
Address Type*: Primary | Phone 01: I:l Description:

Street®: [123 Medical Lane

E er—

| Phoneoz [ - - ]

Descrptions [ ]

Postal Code*: State: OH Ciky: Fa
LPIN; L ] Werze [ Jues [ ]
Motes: [ | Email: [ |

and Last Names. The second pane labeled Assigned Insurance contains all the insurance carriers

attached to the External Provider. This pane displays all insurance carriers accepted by the particular
physician. The third pane labeled Details includes a comprehensive view of the physician information

and includes the following:

o Prefix — Used to enter the prefix for a physician.

e Last Name (required) — Used to enter the physician’s last name.

e Middle Initial (M.l.) — Used to enter the physician’s middle initial.

e First Name (required) — Used to enter the physician’s first name.

o Suffix —Used to enter a suffix for physician.

e Specialty (required) — This drop-down list is available to Select the physician’s specialty. Refer

to the Specialty section for more on this feature.

e Clinic Name (required) — Used to enter the name of the clinic.

| D Add g Delete |

| E Active

e Address Type (required) — This field includes a drop-down menu that offers different address

types.
Street (required) — Used to enter the physical address for the facility.
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Postal Code (required) — This field is used for entering the Postal or Zip Code of the facility. If
the zip code is not recognized by the system, a dialog box will appear indicating a new zip code.
The user is then asked to fill in the necessary postal code information to update the database.

State — This field is automatically populated based on the Postal Code entered.

Phone 1-3 with Descriptions — Available to add phone numbers for the location. Each phone
number has a corresponding drop-down description box to identify the type of phone number, i.e.
Home, Office, Pager etc.

Fax — Used to enter the fax number for an external provider.
City — This field is automatically populated based on the Postal Code entered.

Billing ID — This will be populated with the billing/doctor ID from the practice management
system, to synch the list between the two systems.

Email — Used to enter an email address for the external provider.

Note — Available to add further details about the physician

To add an External Provider, follow the steps outlined below:

a.
b.

Select Settings->Health Plan->External Provider.

From the External Provider tab, click the Add to the right of External Provider. A new row is
added and the fields in the Details pane clear allowing you to fill in the necessary information for
the provider.

Enter information in the required fields (required fields are indicated with an asterisk (*) next to
the label). The other fields are available for entering more details about the physician but are not
required. Note:

To add a specific Insurance to the External Provider, follow the steps outlined below:

a.
b.

d.

Select Settings>Health Plan->External Provider.

From the Assigned Insurance pane, click the Add button to the right of Assigned Insurance; a
new row displays in the Assigned Insurance pane.

Use the drop-down list box to select the insurance that is accepted by the external provider.
(Refer to the Insurance Tab information later in this section for more on adding insurance
carriers).

Repeat the above steps as necessary.

To delete or inactivate an External Provider, follow the steps outlined below:

Select Settings>Health Plan->External Provider.

From the External Provider tab, Select the provider you want to delete by clicking the External
Provider Name.

Click the Delete button. Note: the button will be disabled if the external provider is attached to a
patient.

To deactivate, select the provider and removed the check-mark from the “Active” box, to the left
of the provider name.
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The ‘Pharmacy’ tab contains a list of pharmacies that a clinic uses for filling prescriptions.

Health Plan Health Plan

RINGY

Electronic Health Record Software

A External Provider Pharmacy m (5 Delete B save As

¥ Insurance Active Type Pharmacy Name Doctor’s Phone  Street City State ZIP

¥ Insurance Class B e Retail 4 R C 5t Eagle W 22602
[0 e Retai Alex Pharmacy 12345 Mountain Road Alexandria WA 22315
(] e Retai Belmont Pharmacy 6148 W, Belmont Ave Chicago L 60634

[Je Reta CABOT MEDICAL PARK PHARMACY 2039 W MAIN STREET CABOT AR 72023
(] e Retai Caremark {formerly Pharmacare) 620 Epsilon Drive Pittsburgh PA 15238
[ e Mail Caremark Mail Service Pharmacy 9501 E Shea Blvd Scottsdale AZ 85260
D e Retai Costco 1220 W FOOTHILL 1220 %W FOOTHILL AZLSA Ch 91702
@ e Retai Costco 2746 M. CLYBOURN AVE, 2746 M, CLYBOURN AVE, CHICAGD L 60614

Detail | Match ePrescribe Pharmacies | Link ko ePrescribe Pharmacy | Un-Link ePrescribe Pharmacy |
Mame*: i R Phore 01: [33-444-4444 Description: -
Address Type*:|Primary ~| Phone 02 Description: -
Street®; = Phone 03 - - Description: -
Line 2 is optional City: Eagle Linked to ePrescribe Pharmacy. NCPDPID: 1231212
Postal Code*: 2602 Skate: Way Fa: pe3352222 2’;?
Email: | | Doctor's Phone: I:l Eagle, va 22602

Ph #: 3334444444 Fax #: 4443332222
Start: 03{22/2006 End: 12431/2099
Service Level: NewRoxRefil

The tab is divided into two panes. The List pane displays each pharmacy as a single line item with limited
information for quick viewing. The Details pane shows a more comprehensive view and includes the
following and steps to setup the pharmacy for ePrescribe:

Name (required) — Used to identify the name of the associated clinic location.
Address Type (required) — A drop-down menu that offers different address types.
Street (required) — Used to enter the physical address for the facility.

Postal Code (required) — Used for entering the Postal or Zip Code of the facility. If the zip code
is not recognized by the system, a dialog box will appear indicating a new zip code. The user is
then asked to fill in the necessary postal code information to update the database.

State — This field is automatically populated based on the Postal Code entered.
Email — Used to enter email addresses for pharmacy locations.
Doctor’s Phone — Available to include the physician phone number.

Phone 1-3 with Descriptions — Available to add phone numbers for the location. Each phone
number has a corresponding drop-down description box to identify the type of phone number, i.e.
Home, Office, and Pager etc.

City — This field is automatically populated based on the Postal Code entered.

Fax — Used to enter the fax number for a location
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To add a Pharmacy, follow the steps outlined below:

Select Settings->Health Plan->Pharmacy.
Click the Add button, located to the right of Pharmacy.

c. Next, click the Link to ePrescribe Pharmacies button, located to the right of Details and the
following window will appear:

Select ePrescribe Pharmacy 5'

Search Criteria

Store Mame:  [Publix | search I
ity | | —
State (abbrev):| | zipe [35476 |

Fanc:

Type: i Retail ' Mail Orde

Search Result

Type Storename Address Phone Fax

PUBLIY PHARMACY #1075

¥ Replace Exisiting Pharmacy Information with selected Pharmacy

Select: Cancel

e—

d. Select the appropriate pharmacy type: Retail or Mail Order

e. Enter search criteria (i.e. zip code only or part of pharmacy name and zip code) and then click
Search.

f.  Alist of all pharmacies matching the search criteria will be displayed under Search Result.

g. Highlight the pharmacy in the search results click the Select button. Hint: select multiple
pharmacies by holding the CTRL button on your keyboard while selecting the pharmacies.

h. **To update an existing pharmacy’s information: Highlight the selection and place a checkmark in
the “Replace Existing Pharmacy Information with Selected Pharmacy.”
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3. SPECIALTY

The ‘Specialty’ Tab is used to maintain a list of Specialties for the External Providers.

Health Plan Health Plan

External Provider Specialty |" Delete
'f' Insurance Active Description Short Description
¥4 Insurance Class ICardiology ICardiology
a Laboratory Dermatology Dermatology
EMNT EMNT
Family Practice Family Practice
Kaastroenterology Kaastroenterology

Kaeneral Surgery

Kaeneral Surgery

Inkernal Medicine

Internal Medicing

eurology eurology
IDBIGYH IDBIGYH
Hematologyfioncology oncology
Iophthalmalogy Iophthalmalogy
Dptametry Dptametry
orthopedic orthopedic
Fodiatry Fodiatry
Pediatrics Pediatrics
Fadiology Fadiology
Ilralogy Ilralogy
Pain Managerment Pain Managerment
Wnesthesiology Wnesthesiology

I_ardiovascular Surgery

I_ardiovascular Surgery

Emergency Medicing

Emergency Medicing

Kaeneral Dentiskry

Kaeneral Dentiskry

Izeneral Practice

Izeneral Practice

Infectious Disease

Infectious Disease

ephrology

ephrology

eurosUrgery

eurosUrgery

occupational Medicine

Koccupational Medicine

Ioral & Maxillofacial Surgery

Ioral & Maxillofacial Surgery

Iorthadontics

Iorthadontics

Iorthopedic Surgery

orthopedic Surgery

() <) 5 ) ] ) ) £ £ ) ) ) ) ] ) 00 ) (30 ) () (5] ) X1 ) B4 1 B U R B )

okolaryngolgy

okolaryngology

The tab contains two columns. The first allows for a Description to be entered describing the specialty.
The second column is an optional text field for entering a Short Description. This short description is
primarily important to PDA (Personal Digital Assistant) users. The short description is used on these
devices to save screen space.

To add a Specialty, follow the steps outlined below:

a. Select Settings>Health Plan->Specialty.
Click the “Add” button to the right of Specialty; a new row appears in the Specialty pane.
c. Type in the description in the Description column and a Short Description in the second column
(short description is optional).
To delete or inactivate a Specialty, follow the steps outlined below:
a. Select Settings>Health Plan->Specialty.
b. Select the specialty you want to delete from the list

c. Click the “Delete” button to the right of Specialty. Note: the button will be disabled if the specialty
is attached to a provider record.

d. To inactivate a specialty, remove the check-mark from the “Active” check box to the left of the
specialty name.
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The ‘Insurance tab’ is used to maintain a list of carriers that are accepted by the clinic.

NI MD
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Once the

Administrator creates the list, it is then available to the office staff when entering insurance information for
a patient. Note: This information will cross over the scheduling/demographics interface from your Practice
Management system. In this case, this list will need to be maintained in that system.

SLRITEL
SECALSTATE

o o )

***Barwft Clavns Adm

JPATEENT BILLED AFTER INSUANCE PAYS
59 LUMEER WORIERS COMP
€ TEST INS COMPANY

AARP HEA THCARE PLAN
ACCELERATION LIFE INS CO
ACCESS vEALTHELAN

Nare* ]
Address Type*: Frmary
Strest* ]

> BagID;
| Peoe 01

| | Pone 0z
PostaiCode®s [ ] State: Freos 03!
Cry: Enad:

Ires Clarss

E ']Mn

01173
e
1

9

G545
545
550
276
ooce
o)
TsT91
oz
0054
20
2%
Mep
=
AEP2
204
55225

U Sy AT

Fax  Billeg 10
: (s l=70)

-~ riuli-":" 3 a

1 O 1

e

| UTICS,

DEMUNCE RODRESS, FASSLAWN, OH, 44313
DO NOT LEE, Toledo, OH. 43596

7.0, Box 1776, Toledo, OM, 43603

#0 BO0 954, TOUEDO, OH, 43656

PO BOX M3, TULEDD, OH. 43856

PO B 956, TOLEDD, O, 43656

PO BOX 955, TUEDO, OH. 43656

ATT; LEGAL DEPT, EIGHTY-POUR, PA, 15004

01 TEST BVD, ERENTWOCO, TN, 37007

PO BOX 740819, ATLANTA, G&. 30074

£,0, B 1399, PELAGELPHIA, PO, 19187

UNITED HEALTHCARE CLAIM DIV, ATLANTA, GA. 30374
7.0, DOIX TA0319, ATLANTA, GA, 20079

"
PO BOK 456, ALCOR, TN, 37701

PO BOX 740019, , GA, ATLAN

5400 N HISH ST, COLUMELS, OH. 43214
125 QW STREET, NASHVILLE, TN, 37211

] RetemsFac [ | oesprac [ ]

The Insurance information is organized with the following:

Name
Address Type
Street

Postal Code
Ins Class
Referral Fax
Drug Fax

Fax
Phone 1-3
Email

Copyright © 2013 ClinixMD

Billing ID (needed to synch with the list of insurances from your practice management system)

Medicare (must be marked in order for the “Automatic G-Code Population” feature to work in
Settings->Account Maintenance->Clinic Location->RX Options)
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To add an Insurance Carrier, follow the steps outlined below:

Select Settings->Health Plan->Insurance.
Click the Add button to the right of Insurance; a new row displays in the Insurance tab.

c. Enter the Name, Address, Postal Code, Ins Class, Referral Fax, Billing ID, Phone 1-3 (if
applicable), Email (if applicable), Drug Fax, Fax, and Phone Description (if applicable using drop-
down boxes) and whether carrier is Medicare.

To delete an Insurance Carrier, follow the steps outlined below:

a. Select Settings->Health Plan->Insurance.

b. Click the Insurance Carrier you want to delete.

c. Click the Delete button to the right of Insurance. Note: the button will be disabled if attached to a
patient record.

d. Confirm your deletion by clicking OK
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5. INSURANCE CLASS

The ‘Insurance Class’ tab is used to maintain the list of classes of insurance carriers that are accepted by
the clinic. Once the Administrator creates the list, it is available to the office staff when entering insurance
information for a patient.

Health Plan @] Health Plan

® External Provider || Insurance Class Add [l Delets |
Active Description Type 10 Required 1D Format Group Required =]

E 5 () Insurance i 5elf Pay 3 all Insurances E 3 Alpha Mumerlc 8 Murmerc D
E EPCP () Insurance I self Fay 3 all Insurances E [ Alpha Numeric () Murmeric D

Wy Pharmacy [<] EO @ Insurance () Self Pay 3 all Insurances [=] 3 alpha Murnerlc 8 Mumeric L]

Wiy Specialty [] JAE @ Insurance () Self Pay ) all Insurances (=] 3 alphia Murnerlc 8 Mumeric ]
[=] pC (® Insurance h5elf Fay O all Insurances [] [ Alpha Mureric () Murmeric L]
(=] pcRS ) Insurance I self Fay 3 all Insurances =] [ Alpha Mumeric ) Mumeric ]
[=] 5 @ Insurance () Self Pay 0 all Tnsurances [=] 3 alpha Murnerlc 8 Numeric L]
= @ Insurance () Self Pay ) all Tnsurances (=] 3 alphia Murnerlc 8 Mumeric ]
[=] [a ® Tnsurance Ch5elf Favy O3 all Tnsurances [] [ Alpha Mureric ) Murneric ]
[=] kH ) Insurance I self Favy O all Insurances =] [ Alpha Nurmeric ) Mumeric ]
[=] kI @ Irsurance () Self Pay 0 all Tnsurances [=] 3 alpha Murnerlc 8 Numeric ]
[=] oM @ Irsurance () Self Pay 0 all Tnsurances (] 3 alphia Murnerlc 8 Numeric ]
[=] [ ) Tnsurance Cosalf Fay O Al Tnsurances [] [ Alpha Muretic ) Murmatic ]
(=] kA ) TnsUrance o salf Fay O Al Tnsurances (] [ Alpha Numetic ) Mumeic ]
[=] M @ Irsurance (0 Self Pay 0 all Tneurances [] 3 alphia Murnerlc 8 Numeric ]
[=] D @ Irsurance () Self Pay 0 4l Tnsurancis [ 3 alphia Murnerlc 08 Nurmeric ]
[ E ) Tnsurance o salf Favy O Al Tnsurances [] [ Alpha Murstic ) Muratic ]
[ 2 ) TRaLrancE o salf Pay 0 Al Tnsurances [ 3 Alpha Numistic ) Mumaric ]
[=] p1 @ Irsurance (0 Sell Pay 0 Al Tnaurances [] 7 alpha Murnerlc 8 Nurmeric ]
[ ® Insurance O Sall Pay O Al Tnsurances 0 Alpha Mumetic @ Numeric ]
] o & Tnsurance ) Sell Pay O Al trsurances (] 3 Alpha Mumeric @) Numeric ]
(] PH 0 Ingurance () Sell Pay Orall Trsurances 2] 23 Alpha Numatic ) Murneric [
=] PP ® Insurance 1 Sell Pay O Al nsurances [ 2 Alpha Numeric ) Mumeric ]
[ ® Insurance ) Sall Pay 0 Al Tnsurances 0 Alpha Numeric @ Numeric ]
=] Fr & Tnsurance ) Sell Pay O Al tnsurances [ 3 Alpha Mumeric @) Numeric ]
[ BF ) Insurance () Sell Pay Orall Tnsurances 2] 23 Alpha Numetic ) Murneric ]
[ e ® Insurance I Sell Pay Ol Tnsurances  [] o Alpha Mumeric ) Mumeric ]
e ® Insurance O Sell Pay 0 Al Tnsurances 0 Alpha Numerie ) Numeric ] o
[ e () Travirance Cgall Pay 0 Al Traurances [2] 0 Alpha Mumerie 8 Numerie |
[ R () Tnaiirance 0 Galf Pay 0 Al Tnsurarices [ [ Alpha Numeric ) Muriatic ]
[ H ) [naurance 0 Self Pay Al Tnsurances [2] 0 Alpha Numeric ) Numearic |

-

The Insurance information is organized with the following:

e Description

« Type

e |D Required

e |D Format

e Group Required

To add an Insurance Class, follow the steps outlined below:
a. Select Settings->Health Plan->Insurance Class.

b. Click the Add button to the right of Insurance Class; a new row displays in the Insurance Class
pane.

c. Enter the Description; select Type, select radio button if an ID is required, select ID Format Type
and if Group is required.
To delete an Insurance Carrier Class, follow the steps outlined below:
a. Select Settings->Health Plan->Insurance Class.
b. Click the Insurance Class you want to delete.

c. Click the Delete button to the right of Insurance Class. Note: the button will be disabled if
attached to an insurance record.

d. Confirm your deletion by clicking OK.

116
Copyright © 2013 ClinixMD



Clini vb

Electronic Health Record Software

6. LABORATORY

The ‘Laboratory’ tab is used to maintain a list of facilities that perform testing for patients. Once created
laboratory can then be added to patients’ preferences. This window is divided into two panes. The List
pane displays a single-line item view of the laboratories used by the clinic.

Health Plan Health Plan

A External Provider Laboratory | (2 Add| (= Delete |

1 Insurance MName Address Type Street City State ZIP

o 2 Medicware Primary: 5825 Main Street Alexandria WA 22306

iy Sperialty

Detail
Marme*; Medicware Description: | |

Street*: 325 Main Strest Phone 02: I:l Diescription: I:
| proneos [ - - ] oeseptoni[ =l
Postal Code®: [ 22308 Stater WA City: Fan: ]

Email: [ | Order Form*:  [Form |

|

Address Type*: [Primary =] Phoneon: [ 1 opescription: [ =]
|
|

The lower Detail pane displays a more comprehensive view and includes the following:

o Name (required) — Used to identify the name of the associated laboratory location

e Description — Available to add further details about the laboratory
e Address Type (required) — A drop-down menu that offers different address Types
e Street (required) — Used to enter the physical address for the facility

e Postal Code (required) — Used for entering the Postal or Zip Code of the facility. If the zip code
is not recognized by the system, a dialog box will appear indicating a new zip code. The User is
then asked to fill in the necessary postal code information to update the database.

e State — This field is automatically populated based on the Postal Code entered

e Email — Used to enter email addresses for laboratories
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o Phone 1-3 with Descriptions — Available to add phone numbers for the location. Each phone
number has a corresponding drop-down description box to identify the type of phone number, i.e.
Home, Office, Pager etc.

e City — This field is automatically populated based on the Postal Code entered
e Fax — Used to enter the fax number for a laboratory
e Order Form (required) — This drop-down list box is used to select the order form that is attached
to this laboratory.
To add a Laboratory, follow the steps outlined below:
a. Select Settings>Health Plan->Laboratory.
b. Click the Add button to the right of Laboratory.

c. Fillin the information in the Detail pane for the laboratory.

To delete a Laboratory, follow the steps outlined below:
a. Select Settings>Health Plan->Laboratory.
b. Select the Laboratory you want to delete from the List pane.

c. Click the Delete button to the right of Laboratory. Note: the button is disabled if the
laboratory is attached to a patient record.

d. Confirm your deletion by clicking OK.
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SCHEDULING SET UP

The Scheduling Setup area houses necessary information related to scheduling in ClinixMD. If your clinic
uses a PM system, the schedule flows into ClinixMD via an interface into the Patient Locator (located in
the ‘Office’ area). However, you will need to enter specific information in ClinixMD in order for it to
populate in the Patient Locator, including Clinic Room names and Provider Specialty.

Scheduling Setup

A3 Appi Status Select Location Current Room | (2 add (5 Delete |
[l Availability Location Active Room Name

Main Location < Filing
Create Paducah Get well Guick Cn [ piagnostic Waiting
ﬁ- Provider Specialty Parthenon Partial Hospital B [Exam 1A
M PUrpose Parthenon Pavilion CMC B Fxam 1E
MG Purpose Specialty PHY Partial Haspital B Exam 34
# Founds Skatus [  ExamRoom 1
Setup Schedule (<] Drgert Care 5
E waiting R.oom
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1. CLINIC ROOM

The ‘Clinic Room’ tab is where you establish the names of rooms in ClinixMD that your clinic currently
utilizes (i.e. Waiting Room, Exam Room 1, Lab, Diagnostic Waiting Room, etc.). This list is available in
the Patient Locator and is used to keep track of your patients’ locations within the system.

Scheduling setu)

¥l Appt Status Select Location Current Room (2 Add ';U Delete |

ilabi Location Active Room Name

Main Location B4 Filing
Create Paducah Get Well Quick Cin [ |piagnostic Waiting
I Provider Specialty Parthenon Partial Hospital [ Exam ta
¥ Purpose Parthenon Pavilion CMC B Exam LB
¥ Purpose Specialky PHY Partial Hospital [l Exam 34
M5 Rounds Status B Exam Room 1
Setup Schedule B Mrgent Care 5
B4  |waiting Room

To add Clinic Room names, follow the instructions outlined below:

Select Settings->Scheduling Setup->Clinic Room

Select the desired location.

a.
b
c. Inthe Current Room pane, click the “Add” button.
d. Type in the desired room name in the free-text field.
e. Mark the room as Active.

f.

To inactivate a room, remove the mark from the Active checkbox. To delete a room name that is
not in use, click the Delete button.
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2. PROVIDER SPECIALTY
The ‘Provider Specialty’ tab is used to assign a providers specialty so the provider's schedule will
populate from the interface into the Patient Locator.

Scheduling 5etu)

35 Appt Status Provider List Specialty List (2 add lﬂ Delete |
Avvailability Name Specialty
M3 Clinic Room Adams, John Farnily Practice -
Manroe, James Farmily Practice =
Whashington, George Gastroenterology
Purpose Lincoln, &be General Dentistry -
i3 Purpose Specialty General Practice
W% Rounds Status Genersl Surgery
Setup Schedule Hematology oncology
-

To add a specialty to a provider, follow the instructions outlined below:

Select Settings->Scheduling Setup->Provider Specialty
Select the appropriate user from the Provider List pane.

Click the “Add” button located to the right of Specialty List.

o o o p

Select the desired specialty from the drop-down list.
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FAQs

1. HOW DO YOU ADD A NEW USER?

a. Add the user in Settings—Account Maintenance—User tab

Account Maintenance

User

FIOE

Delete | Show Status: & Active (" InActive Al

Full Name Oser Name Billing ID Lask Login Last Logout Status Class Locked
Wazhington, Martha 02§14{2013 02:00 pro 02/14/2013 02:01 prn Active Scribe

Adams, Johi 0 prin 03112013 12:05 pm Butive Provider

HeganJ, Man U zm ID:'IUQ:'IZDD? 11:25 zm Active Scribe

Casey, Ben || Provider License(s): 20, Ancillary License(s): 20 5 am 03/11/2013 11:27 am Active Provider

Eastwood. O active Provider: 12, Active Ancilary: 7 0 pro 10/22/2010 01:50 pm Active ancillary

Clinton, Hilla 5 am 09f02/2011 07:57 am Active Provider

5 prn 01/21/2013 02:24 pm Active Scribe

Clooney. Rodl | =~ b1 ovider 7 " Serbe 7 Service (7 Resource

I o |

Cline, Patsy 5 am 11/28/2012 10:50 am Active Ancillary
Cash, John 0 am 03/11/2013 07:19 am Active Scribe
Monroe, Jar Ok Cancel 7 prm 03/11/2013 12:02 pm Ackive Provider

General |Opti0ns | Signature I

User Name*; [mwashington | Status: W active ) Inactive User is Locked out:

Prefix: | |SuFFix: | | License #: |:| User Class: | Scribe
First*: |Maltha | DEA #: l:l Def Location®: |Main Location
Middle: | | UserBilling I [ | Password Exp™: [D3{16/2015
Lask*: |Washingt0n | P #: l:l Password®: f*********

Lldldld O

| v

b. Select Add and it will prompt you to select a user class:

Select ‘Provider’ for all providers who will be seeing patients.

Select ‘ancillary’ for all other users.

Scribe is used for ancillary staff that will have provider documenting permissions.
Resource is to be used only to establish a schedule for a department, such as an in-
house lab.

c. Fillin the appropriate information in the lower pane for the “new” User.

Opkions | Signature I
User Mame*: |[mwashington | status: W active ) Inactive User is Locked out: O
Prefix: |:| Suffiz: |:| License #: | | User Class: | Scribe ;l
First®: |Martha | DER #: | | Def Location®: |Main Location LI
Middle: | | user Billing 1C: | | Password Exp*: [03/16/2015 ~|
Last*: |Washington | MPT #: | | Passwmard®: f“******** |
UPIM #: | |
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User Name (required) — Create a User Name. A User Name can be up to 20
characters in length. This name can consists of humbers, letters or a combination of
both.

Prefix — This field is used to enter a prefix for the user such as Mr., Mrs. Dr. etc.
Suffix — User’s suffix such as MD, PhD, RN etc.

First (required) — Enter User’s first name.

Middle — Enter User’s middle name.

Last (required) — Enter User’s last name.

License — (required for providers) Medical License numbers.

DEA# - (required for providers) Drug Enforcement Agency number assigned to
physicians.

User Billing ID: (required for providers and resources) This ID is used in connection
with a billing system.

NPI # (required for providers)

UPIN #

Def Location — Select default location.

Password Exp (required) - Enter an expiration date for the user password.

Password (required) — Enter password. Password can be up to 16 characters in
length and can consist of numbers, letters or a combination of both.

d. Fillin the appropriate options for “new” User:

General Signature |
Encounter ¥iew Patient's Extended Motes — Scheduling
[ allcw Lock Encounter ] Health Maint:, B override Scheduling
B4 allow Close all Encounters [] pending Crders UTETS "
B<] allow Delete Encounter [] Unread Messages R Allow Force Logout Users
(<] Allow Reopen Encounter [ Future Task [] Popup arning on R Inkerackion
E Allows Create Encounter Emergency ACcess
B4 allowed

Encounter — Allows the user to: Lock, Close All, Delete, Reopen and Create
encounters

View Patient’s Extended Notes- Allows user to view a note box containing Health
Maintenance, Pending Orders, Unread Messages and Future Tasks when the patient
is selected.

Scheduling- Selecting this check-box will allow the user to override scheduling and
add appointments directly into ClinixMD (i.e. walk-in appointments).

Users — Selecting this check-box box allows the user to force logout of users in the
“Active Users” tab in the Office area.

RX - Selecting this check-box turns on the RX Interaction pop-up warnings

Emergency Access- Selecting this check-box allows the user to access the
Emergency Access feature
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e. Enter signature details for “new” User:

General | Options|: Signature

Mon Supervising Eleckranic Signature: Supervising Electronic Signature:

¢ Non Supervising Signature- (for ancillary users) Add the verbiage “Assisted
By: ” This signature will be used if closing an encounter in which the user
is not listed as the Contracted Provider.

e Supervising Signature- (for providers) Add the electronic signature (i.e. “This has

been electronically signed by: . Password Protected.”). This signature
will be used when closing an encounter in which the user is listed as the Contracted
Provider.

e Import Signature- (for providers) This is needed for printed and faxed prescriptions.
To add a signature, select the Import Signature button and either scan the signature
directly in or import the signature from a bitmap (.bmp) file. Note: The size of the
signature cannot exceed 2.5"W X 0.5” H.

f.  Add the user to a group for permissions: Settings—> Account Maintenance—> User/Group

e This window is divided into two panes; in the left pane, select the user’'s name and in
the right pane, add the permission group.

Account Mainter Account Maintenance

2% liric All Users Current Group l| B3 AddP Delete |

% Clinic Location Users Group

Mty Edit Zipcode Adams, John Physician =

g ePrescribe adrnin, security Lab =]
ity External App. \Washington, George Medical Clerk

B Group Manroe, James Medical Records

@ GroupUser kennedy. John Muclzar

?‘ ICDJCPT Cade Fi.egan, Ronald Murse, Physician Assistant J
O Lab Interface Lireah £z Physician

M Merge Patients hd

=1 Message Sharing

w3 Permissions
Progress Moke
#i3 Purge Patient

¥ Restricted Patient
w3 Task Config

E+ Assistan
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g. Set up the user defaults and encounter defaults: Settings—> User Setup

e Select the user's name from the top, left side of window. In the lower left side, select
the ‘Encounter’ tab to establish the user’s default encounter settings (used when
creating an encounter).

Users

Adams, John

admin, security
‘“Washington, Seorge
Morroe, James
Regan, Mancy

User Setup

Encounter
Defaults for Creating a New Encounter
Contracted Provider: |Adams, John
Health Care Pravider: |NoneJ

‘washington, Martha Type:
Lincaln, Abe Place of Service:
Franklin, Ben
Lacation:
Category:

[ Medical History

[ show all s
Allergy

g Clinic Defined Drug

é Mon-Drug Allergy
g Preferred Drug
Progress Mote
B Tab Sequence
EiE User Defaults

Defaults for Rx/DH List

Defaults for Prescription

@ sIG @ Print This D Dispense As Written  Frequency:

|Fo||ow-up Visit

[fFice

|Main Location

|OFFice or Other Outpatient Services - Established

Ll b e Lefhedie]

Defaults for Items Included in the Progress Note

] Problem List

&

e Next, setup the user’s general defaults in the ‘User Default’ tab. Click F5 on your
keyboard to save these changes.

User Defaults

General | Message

Encounter Manager
Days in History
{0 shows all history)

Check Out
Default Patient Chedk Out | |
Status:

Recent Encounters

Default Days Back:

Image Default
Auto Import On

Delete Pic After Copied into EMR.

Pattern

WwWindow Position Rx Printer
view EMR In Full Screen: = [ =1
View Windows In Full Screen: If blank, the user will be prompted for a printer
Search Screen default Tray: [0 [=]
Category: Keyward - Print On
Preferred: ALL - () Plain Paper @ Rx Paper
Abways Search for a Patient EMR It Print
When Making an Appointment: | au rinter El
Spell Checking Print To
Automatic: () Windows Default
Check Medical Necessity ~ EMR Default

(@ Select printer before each print
Automatic: =

Lab Vendor Requisition Printer

I [~]

If blank, the user will be prompted for a
printer each time a Lab Reqguisition is printed.

354

Always Show Rx in details:
Print 1 RX per page:
Default Sort

Encounter Manager, Complete chart,
Select encounter

(@) Encounter Date
(7 Creation Date

Allow Selection of Order and Rx when applying pattern

Copyright © 2013 ClinixMD

Future Task Defaults
Due By: 14 4| day(s)
Warn: 5 || day(s)
Completion: 30 [+ day(s)
Future Task Tracking
[l

wWarn if any future orders
coming due when logging in:

Show All
Encounters on Image Tab:

O B[

Complete Chart

Show Image(s)

Show Message(s):

Action to take

when selecting patient

qE

! Open Most Recent Encounter
Show the Encounter List
Open Patient Information

©000

Do Mothing
Lab Search Default
Check Vendor Lab:
Education Search Default
Adult English
[ women [T spanish
[ Pediatric

Dermatology
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2. HOW DO YOU SET UP A SCANNER?

Following Manufacturers’ installation instructions, install your “Twain” scanner. (Do not set up as a
Network scanner. ClinixMD only supports Twain scanners wired to a workstation.) Once scanner

has been installed, follow the steps listed below:

a. Select File - Scanner Set-up

b.

In the EMR Scanner Settings window use the scroll bar to find the scanner and fill in general

EMR Scanner Settings

Skatus: Ready

Scanner: WIA-HP Phatasmart C4400
— General

Conkrask: DE‘ Inkensity:

[€] Use Document Feeder:
[] show Scanner Dialogs
[ Default @ Scanner () Camera
Duplex: |Mak supported -]

settings.

File §Patient Encounter Settings Reports

=N EL

ClinixMD

Office ...

Patient Information ...
Encounter ...

Ilser Preferences ...

Scheduling ...
Scheduling Report ...
Rounds ...

Future Task Report ...
Change Password ...
Change Current Lacation ...

\Window  Help

Scanmer Setup ...

hange EMR Printer ...

MNew Message

Encryption 2 File Inkegrity

Lock ZErl+L
Exit ZEFHC)

x|

304

— Resolution
Texk:
Sketch:

150 =

150 TI

Picture:

Save Setkings |

Cancel

| Help

=

General Settings:

Document Feeder — Select if your scanner has a document feeder

Default — Select if this will be your default scanner
Resolution Settings:

Text: 150 resolution
Sketch: 150 resolution
Picture: 150 resolution

Copyright © 2013 ClinixMD
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3. HOW DO YOU ADD A PHARMACY?

a. Select File > Select Health Plan

Nm

Electronic Health Record Software

File  Patient Encounterl Settings IReports Window |

| o) Account Maintenance ...

Clinic Setup ...
User Setup ...

Scheduling Setup ...

Health Plan ...
Templates ...
Patterns ...

BE @El

b. Select Pharmacy - Select Add - Select Link to ePrescribe Pharmacy
m Huzalth Man

= AT

Waigrasns Dvug

.
[ e retsl Stors 4152
e Retal \Walgraens Drug Store 04233
] e Retal Wagreens Dvug Store 4862
0] e Retad \Waigreens Drug Store 04335
[ e Retad Walgreens Dyug Store 153
B e Rotsl Wikgreerns Drug Staee 05121
(e notsd Wigreorss Drug Store 07630
] » Ratad Wilgrenrsi Drog Stoes 07657
B e Rots Wikgrannt Drug Stoes 00000
e Rotal Wilgrenen Drug Stoes 09470
e met WAL-MART #2514
(e ne WAL T #2514
e fotal Wa-Nart Fharmecy $A02
He WILCO DRUGS

=

| Maheere

| Stae:

e You can search by Store Name, City, State, Zip,

and/or Fax

\
I3
v

S .r.‘.':'.:-- - o State Z@® o
1606 N, Mobée Ave, Thicago n 0623
G600 W. Fullerton Ave. Cracago L 0539
A3 N, Central Ave. g0 L €0504
6809 'W. Bedvonk Ave. Chicage n £0534
A748 'W. Narth Ave. Trcago n £0639
5935 W Addeon S, Cracago n £053¢
933N, ke St Cricags i £0510
T30 W. Fulerton Ave. Twags n 0647
2001 N, Mhwackan vw, Chicage n 0847
4817 W. Fullsrton Ave Thicag [} 0578
2132 LD SHOW HILL RD POCOMMECITY M0 6589
21392 CAD S0 HOLL RD FOCOMIKECTTY MO N
4050 WEST NORTH AVE CHICAO (W) I 063
1559 THOSFSON AVE SOUTHATFALL M N

e Select pharmacy Type: Retail or Mail Order

e Select Search
e Highlight and Select pharmacy

Shade (sticev)y
Faxi

IV Reglace Dxising Pharmacy Informabon mth salected Pramacy
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e ClinixMD Setup:

Requirements:

Any digital camera with SDHC memory card
Eye-Fi Pro X2 memory card (website: www.eye.fi.com)

f\‘m
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HOW DO YOU SETUP CAMERA FOR WIRELESS PICTURE CAPTURE?

a. Setthe Image Defaults in the “User Defaults” tab in User Preferences or User Setup. Mark
both the “Auto Import On” box and the “Delete Picture After Copied into EMR” box. See

below:

SR Use Setuwp

General
Window Position Rx Printer Future Task Defaults
View EMR In Full Screen: | =] Due By: day(s)
Monroe, James View Windows In Full Screen: If blank, the user will be prompted for a printer Warn: 5 14| dayls)
Search Screen default Tray: [0 [=] Completion: 30+ dav(e)
Category: Keyword : | Print On Future Task Tracking
Preferred: AL [+ () Plain Paper (@) Rx Paper [al [~]
Always Search for a Patient Warn if any future orders
EMR Default Printe i ing in:
\When Making an Appointment: | r EI coming due when logging in
N Show All
Spell Checking Print To Encounters on Image Tab:
Automatic: () windows Default o Chart
" EMR Default mplete
Check Medical Necessity ©
] @ Select printer before each print Show Image(s)
Automatic: Show Message(s):
Encounter Manager Lab Vendor Requisition Printer Action to take
Days in History | EI when selecting patient
(0 shows al history) If'bli?enk‘ H‘: EISE{ “‘El tt’,eRp“’”."PEEd fora ted (Z) Open Most Recent Encounter
e Out printer each time a Lab Requisition is printed. ©) Show the Encounter List
DefaultPatient  [CheckOut [»| Rx () Open Patient Information
Status: Always Show R in details: (@ Do Mothing
Recent Encounters Print 1 RX per page: Lab Search Default
Defa Check Vendor Lab:
Default Days Back: 1k ult s‘r":'lana r Com chart,
Encounter Manager, Complete Education Search Default
Image Default . Select encounter Adult English
Auto Import On ] @) Encounter Date Women Spanish
Delete Pic After Copied into EMR () Creation Date Pediatric

Pattern

i

'* User Defaults

Allow Selection of Order and Rx when applying pattern

Dermatology

b. Open an encounter, select the “Images” tab and click the “Add” button:

Copyright © 2013 ClinixMD
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c. Inthe “Add/Edit Image” pop-up window, select an image category and click the “Camera”

button:

| Defaults | Select Image | Scan | Irpart | Camera || Cancel

Description
Adwanced Directive
advanced Directive
Body Locationx
Body Location:x

Pictures/Imaqes
Lower Body
Upper Body

Pt log
glucose lag
Radiclogy report
ltrasound
Testing's
Testing's

Image Date: [03/13/2013 12:00am =
Desc: |

Motes:

d. To set the default location on the computer where the image files are stored initially, click the
“Set Default Directory” button and scroll through the “tree-view” to locate and select the
C:\ClinixMD\EMR\temp\images folder, then click the “OK” button.

| Browse for Folder |

Set Default Directory

£ 3= "4'; Local Disk {C1) ;I
| U30ACCAS454E1FBF7390F0E 7
e ] | ClinizMD J
e = | EMR
;R
| client
, PDF
, spel
——e <] . LEMOD
I iy :
T il

(04 I Cancel |

e. Click cancel in the “Add/Edit Image” window to return to the encounter window.

Add/Edit Image I
Defaults | Select Image | Scan | Import Set Default Directory | Set Auto Import OFF | Re-Sequence Print | Delete | Save | Cancel
=]
| M 4 macfeaa b M| & | Fulview [[S]999% @] 999t Save Drawing Clear Unda |

Description
Advanced Directive
Advanced Directive

Body Locationx
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Note: This setup only needs to be completed the first time you utilize this feature.

e Eye-Fi Setup:

f.  Following Manufacturers’ installation instructions install Eye-Fi Software. Once software is
installed configure the Eye-Fi card settings as shown below.

=  Add wireless network:

Networks

J Private Networks “,

— Add
Wi-Fi network ’ Select a network : hd
— Wireless networks detected. Please choose your preferred network.
I _ Cancel | _ Add networkto card |
Specify which wireless networks this Eye- —
Fi card uses to transfer your media. You — Remove
can add up to 32 private networks per
card,

= Select Photos Tab and add ‘C:\ClinixMD\EMR\temp\images’ folder. Selections ,as
shown below:

| __Computer i[ ,OI\IiMJ
— Enable \

2 Upload all photos to C:AClinixMD\EMR\temp\images \

g

C:A\ClinixMD\EMR\temp\images

P h otos ~ Subfolder options

" Create date-based subfolders to organize your media by date ¢.g. 3-13-2013

Choose which computer and online o
Use custom date format to create subfolders .. 2015 narch 15

sharing site you want your photos @

*" Do not create date-based subfolders. Deliver all photos to the folder selected abaove.

delivered to. Configure advanced \

options like folder names and more.

N
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g. Inthe “Images” tab in the encounter, click the “Add” button.

D = ollo B = 1 1 [ 1 Ope
Images | &5 Prink [n Add lﬂ Delete | Edit: | Copy | Fax | Show All Encounters | Sart by Description,Image Date
Description ncounter Date | M 4 0of o b M | @ C‘i | Full Wiew | @ o ®| 0 KB

h. In the “Add/Edit Image” pop-up window, select the appropriate category and description for

the picture and then click “Camera.”

| Defaulks | Select Image | Scan | Import ||Camera ICanceI

Description
Advanced Directive
Advanced Directive
Body Locationx
Body Location:

Pictures /Images
Lower Body
Upper Body

Pt log
glucose log
Radiology report
Ulkrasound
Testing's
Testing's

Ieomos Diabe: [0 202042 120000 aee
 — T

=]

Desc: [

Mokes:

i. Next, take a picture. You will notice it uploading in a status box in the lower, right side of your

screen.

DSCNO076.JPG (30%)

Copyright © 2013 ClinixMD
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j- Once uploaded, click the Il icon and select the ink color to annotate on the image. Click the
“Save” button when complete.

—— -
et Defaust Ores ..l.l‘_’- SO | La... |

mm}*m ) ‘jmi 11- 

k. Toremove an image from the above window, click the “Delete” button.
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5. HOW DO YOU ADD A PREFERRED DRUG TO CLINIC LIST?

To add a drug to the Preferred Drug tab, follow the steps outlined below:

a.

Clinix vb
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) = o S P | 5 8 > <L A il
dbreva10% cream i w Jorean (oram) :_I
[ s16 [ errt [] Dspensa As written  add Sigf | wote:[ |
0408 40 MG CapRbe [} w Jcagide (racd, soft, etc,) B |
[ 516 [ Prve (] Dspense A wrtten  Add Sig[ ] wore:[ ]
ackos 95 mg tabbat 1Jco B =
[T 516 [ prict (] Dispanse As Written  Add S fishetes ] W[ ]
acychovr 200 mg capsule 1] - (hard, soft, etc,) -
B 516 B pret [ Ospenss Aswrtten S ] Noteyf ]
acychavir 400 ;g tablet | Ex | | lE > Jraber |
[ sic [ prict ] Depense AsWrtten  Addl 1 %ok ]
acycknv 400ng tabiet w Jrabiet B |
[ s16 ] Frire [] Dspence As wetten Adf Sig[ ] tove:[ ]
acythn S00 g tathet l £ [} oo B i |
2 516 [ erint [ Dwpanss AsWirtten  Add S ] wote:[ ]
zone 5% od | 7| [ 1o 2]cd igan) =]
[ 516 (] Pt (] Dspenss ds Wrtten 434 S| | Svote[ ]
adaoin 100mg caceude | Ex | o =Jcscmde (nard, soft, etc.) B |
[ 516 [ Pt [ Despense as wrtten  Add Sg . | moke:| ]
adapin 1500 capsule [} w Jcapase (haed, soft, ebe.) -il
[ 516 [ price (] Dspense As writen Add Sig ] wore[ ]
adacn 25w cape e | g I} oo > Jcavnte Drd, st etc) i |
2 516 B print ] Depanse As Written  Add S ] sere[ |
dacn Sng capside | T N - T e ) =l
[ 516 [ Frnt. (] Ospenss fis Wrtten  addl S| ] tvote:[ ]
adapin TSvg capsube [ 0 o tjco = lcsomse (nad, 5ok, eic) =
[ 516 [ Prrt ] Despanse As Wrtten  Addl S | oke:[ ]
e 100 mg tatiet tabiet =l
B4 s1G [ pree [] Dspense As Weitten  AdS S| ] wore:[ ]
ador 1500 capsube | El] of o w Jcagmin (hacd, solt, ec)) >

Select Settings-» Clinic Setup-» Preferred Drug.

From the Preferred Drug tab, click the Add icon from the toolbar or right-mouse click in the
Preferred Drug tab and select Add from the drop-down menu. The Drug Search window displays

as shown below:

Dirug Search

Search Criteria
Category: €% Label Name ' Generic Name
Prafarred; € Liser € Clinic @« al
Swarch Far | |

Search Result

A b Selected | Remove from Selectedl |

Selact Cancel Help I
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c. Use the radio buttons to select the search Criteria you wish to use in performing your search.
The options are Label Name or Generic Name.

d. Enter partial or complete information in the search field you selected.
e. Click the Search button. A list of results appears in the Search Results pane.

f.  Select one or more Drugs from the results pane and click the Add to Selected button. See
example below.

Drug Search

Search Criteria

x|

Search Result

Category: (% Label Name ™ Genetic Name
Preferred: 7 Lser " Clinic i all
Search faor: |dem|

Oty Label Name

Generic Name

|»

a0 demadex 10 mg kablet torsemide
30 demadex 100 mg tablet torsemide
0 demadex 20 mg kablet torsemide
30 demadex 5 mg tablet torsenide frome
a0 demeclocycline 150 mg tablet demeclocycline hel
a0 demeclocycline 300 mg tablet demeclocycling hel
30 demeclocycline hel powder demeclocycline hel
30 demerol 100 mg tablet meperidine hcl
30 demetol 100 mgfrml ampul rmepetidine holfpf
-
Add ko Selected Remove From Selected
Selected

Oty Label Name Generic Name

Select | Cancel | Help |

g. If you wish to remove a code from the selected list, highlight that Drug and click the Remove
from Selected button.

h. Once you have made your selection, click the OK button to populate the Preferred Drug tab with
the codes you have selected.

i.  Fillin any notes for the drug as needed.

Preferred Drug | (2 Add (o Delete |

Label Name Oty Refill No. Qty/Use Frequency Unit/Use |
fluoroplex 1% cream | 3E|| IZ|| 1||QD Llcream {gram) LI

[] 515 [ Print [] Dispense As Written  Addl Sig:fapply to affected areas twice daily For 3-4 weeks | Mote:]

Fluorouracil 2% topical soln | 3EI| IZI| 1||QD Llsall.ltionJ non-oral LI

[ |51 (<] Prirk [ | Disperse &s Written Addl Sigfpply to affected areas bwice daily For 5-4 weeks | Mate:|
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6. HOW TO SET UP A CLINIC DEFINED DRUG, DME, OR SUPPLIES?

Clinic Setup

Clinic Defined Drug || (=2 Add P Delete |
Label ENeric Package DEA

Clinic Setup

Q Allergy

é Allergy Shot

é Allergy Test Active Name Name Size Dosage Route UDM Level

Authorization Form ICrukches [orukches 1]|box ~ TP ~|EA ~ |0 Mo control -
i Body Location ) heelchair heelchair 1|each ~|TP = |EA =0 Mo control -
B check ok i Bd  Heating Pad Heating Pad 1|pad ~ |t ~|Ea «J0: Mo contral =

& consert Form
¥ifs Consent Tabs
i Angregate Yendor
¥ifs Contact Type
[T CPT

LPT CPT Modifier
M3 Decision Support
i Disclosure Text
i DSM IV

Q Education

i3 Encounter Flag
Encounter Type
M Facility

¥ Flowshest Lists
¥ty Flowsheet Setup
Form Setup

& Group/Enc, Type
W Health Schedule
10D

Eit Ry Disc. Reason
% R Override Text

To add Clinic Drug Defined items, follow the steps outlined below:

d. Select Settings—> Clinic Setup-> Clinic Drug Defined.
e. Click the Add button to the right of Clinic Defined Drug; a new row displays.

f.  Enter the Label Name, Generic Name, Package Size, Dosage, Route and UOM.

To delete a Defined Drug, follow the steps outlined below:

Select Settings-> Clinic Setup-> Drug Defined.

C.

d. From the Drug Defined tab, highlight the Defined Drug you wish to delete from the Clinic List.
e. Click the Delete button to the right of Clinic Defined Drug; a confirmation dialog box displays.
f.

Confirm your deletion by clicking OK.
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7. HOW DO YOU SHARE MESSAGES?

Account Mainter

Account Maintenance

[ Clinic Users Messages Shared With | (2 add (5 Delete |

% Clinic Location Users User ePrescribe Messages Only
5 Edit Zipcode Adarms, Jahn [ washington, Martha ~ ®H

= ePrescribe admin, security

Wifs External App.

2 Group
ﬁ Group/User
§ 1CD{CPT Code

Progress Moke
i3 Purge Patient

ﬂ Restricted Patient
#i3 Task Config

ﬁ User

2 User/Group

ﬁ Assistant

‘Washingbon, George
Monroe, James
kennedy, John
Regan, Ronald
Lincoln, Abe

To share messages with users, follow the steps outlined below:

® 2 o T o

Select Settings-> Account Maintenance-> Message Sharing

Select the appropriate user in the “Users” pane.

In the “Message Shared With” pane, click the “Add” button.

Select the user that you wish to share messages with from the drop-down list.

Mark the “ePrescribe Messages Only” box if you only want to share ePrescribe Refill Messages.

If you want to share lab results and system messages, do not mark “ePrescribe Messages Only”

box.

f. Repeat steps b-e to share messages with multiple users.

HOW TO ADD LETTERS?

Click here for instructions: Letters

HOW TO ADD ORDERS?

Click here for instructions: Orders

10.HOW TO ADD SUBSTANCE ABUSE ITEMS AND RECOMMENDATIONS?

Click here for instructions: Substance Abuse
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12. HOW DO YOU SET UP/UTILIZE A CLINICAL DECISION SUPPORT RULE?

+* To create a clinical decision support rule, go to Settings=>Clinic Setup—> Decision Support tab.

a. Click “Add” to create a new rule. Enter the name of the rule in the free-text “Title” field, add a
default “Recheck after” time frame (i.e. the time frame until the system will reevaluate the rule
for the patient), the “Eff Date Range (for Lab)” time frame (i.e. the time period in which a lab
result is relevant in terms of the decision support rule) and be sure to mark the “Active” box
(Note: do not mark the active box until the rule setup has been completed).

MD Fil= Edit Patient Encounter Setkings Reports  Window  Help
| openDasheoard 22 | 6 1 @ (N | (G2 € | JILER| €5 B & [k |

= Allergy
g Clinic Defined Drug

linic Setup

g Delete |

Decision Support
Title

 Action

Q Allergy Shot Diabetes monthis) 3| month(s) )
é Allergy Tesk Depression 3|monthis) 3| month(s) B4
Authorization Form Depressive Disorder 3{monthis) 3| month(s) )
i Encounter Tvpe Headache 3|maonthis) 3| maonth(s) X
s e Wsthma 3|monthis) 3| month(s) )
[E] Consent Farm figraine 3{month(s) 3| month(s) )
¥ty Consent Tabs 5 (=)
[PT CPT

LPT CPT Madifier

b. Inthe lower pane, add the applicable diagnosis (DX), drug family information (Drugs),
demographic information and/or lab results in their respective tabs.

05 | orus | Demoorsphic | Lab Rests |

Type 1D Codel Description 1D Code2. Description
Iype Exampie

SrgoCoda( = ) XD Codo = 0054

Srgle Range [ Lbn ) ¥D Codes startng with 401

Range (Between ) X0 Code between 0030 o 0064

1. To add a single diagnosis code, a single diagnosis range or a double range of codes,
select the “DX” tab and click “Add.” In the “ICD Search” pop-up window, search for
and select the desired code and click “OK.”

3 monttd(s

Search Criteria
Cotegory: (% 1DCode  © Desoption  © Keywoed
Preferred: C Cinkc & A
Searchfor: 250 | |

250.00 Type 11 o urepecified type dabetes melitus without mention of
complcation, not stated a5 uncontrolied

250.01 DIAEETES UNCOMPL TYPE T

250,02 Type 11 or urspecified type dabetes meltus without mertion of
complcation, uncortrolied

250.03 Type 1 disbetes elitus without mention of complcation, uncontrolied

250,10 Type 11 or urspecifiod type dabetes meltus with ketoaodosts, not stated

a5 uncorkroled
250.11 Type [ disbetes malitus with katoacidoss, not stated as uncorkroled
@M whic| b | o AddtoSelected | Remove from Selected |
Delete | =

complcation, rot stated as uncortroled

T IC0 Codel  Description 1D Code  Description
S | - mns s e ok

Type Example
SngaCod2( = ) ICD Code = 005.4 x| | e || e |
Single Range (Lke ) 1CD Codes starting with 401 —

Range (Between ) 1C0 Code batween 003.0 and 006.4
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e To switch to a single range or double range, click the Type drop-down list to
select one of these types. Using the double range option will allow you to enter
the second code.

e To add another diagnosis to this rule, follow the steps outlined above.

2. To add a drug rule, click the “Drugs” tab. To add a specific drug family, click the “Add
Drug Family” button. Search for and select the desired drug family.

Ox  Drugs | Demographic | Lab Resuts |
[ AT oty ) A3 v Py by o oo (5 Gt |

rosgitazore derivatives

Search Criteria

Profecred:  User © Ok
Search for 0

Search Result

riazole ackfungsl

ricyche compourds

pridecyl stesr ste

priechion

rethanclamine and derivatives
rhridne

rinothadoospor attathadkonn
primethopeen

primettidsdyl stoacate
primetrexate and deeivatives
prighenyimethane anslogues
retars SNl anbaragr s Soerks

[ g

o If the drug family is unknown, click the “Add Drug Family by drug name” button.
Search for and select the desired drug to populate the associated drug family in
the rule. If the drug falls into multiple drug families (such as Advair), select the
drug family(s) you wish to add to the rule:

Drug Search

Search Criteria

x|

Category: % LabelName  © Generic Mame
Preferred:  (C User " Clinic

Search

Seatch For: |advair

« al | |

Search By Dx

Search Result

Qty Label Name
30 adwair 100-50 diskus
30 adwair 250-50 diskus
30 adwair S00-50 diskus
30 advair hfa 115-21 mcg inhaler
30 advair hfa 230-21 mcg inhaler
30 advair hfa 45-21 mcg inhaler

Generic Name

fluticasone/salmeterol
fFluticasone,/salmeteral
fluticasone/salmeteral
fFluticasone,/salmeteral
fluticasone/salmeteral
fluticasone/salmeterol

Include[Description

orticosteroids {glucocorticoids)
eka-adrenergic agents
wnpathomimetic agents
ethyldopa

Remove from Selected

Selected
Oty Label Name Generic Mame
f 30 advair 100-50 diskus fluticasone/salmeteral

| Select | I Zancel |

Select il Close

e To add multiple drug family entries, follow the steps outlined above.
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3. To add specific demographic criteria to the rule, click the “Demographic” tab.

o Enter the Patient Age and select either the “Above” radio button (i.e. will pertain
to patients age 50 years and above) or the “Below” radio button (i.e. will pertain
to patients age 50 years and below).

e Use the Gender drop-down list to add a specific gender to the rule; leave blank if
rule is not gender specific.

e To add a specific race, click the “Add” button to search for and select the
appropriate race.

D | Drugs| Demographic §iab Resultsl

Race
Italian

Patient Age: i above ) Below Clear |

Gender: | LI

Erp==

4. To add a specific lab and result criteria, click the “Lab Results” tab. Click the “Add”
button to search for and select the desired lab order.

Decision Support | (2 Add (b Delete | & Rules { Action
Title Recheck after Eff Date Range {for Lab) Active
[.0 Test [ A manthis) [ 3 manthis) |

Dxl Drugs | Demographic | Lab Resulks
w.ﬁdd b Delete

Dperation

Greater than or equal to valuel(==)
Less than or equal towalue 1 (<=
Between valuel and valus2

Mot between valuel and walue2

DOperation

select Lab Result x|

Example
Lab result = LOL and valuel == 10
Lab result = LOL and valuel <= 10

Search Criteria

Enter the bext vou want to find:

e |

Lab Result Description
Gy

ELUA

GLUCOSE

GLUCOSE, 1 HOUR
GLUCOSE, 1§12 HOUR
GLUCOSE, 2 HOUR
GLUCOSE, 3 HOUR
GLUCOSE, 4 HOUR
GLUCOSE, 5 HOUR
GLUCOSE, FASTIMNG
Glucose, Plasma

Glucose, Serum
TRANSGLUTAMIMASE Igh

‘You may select more than one lab result l Seleck I ! cancel

Lab result = LOL and valuel »== 10 and value2 <= 20
Lab result = LOL and valuel <= 10 or valuez == 20
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e Once the lab result has been added, select the appropriate Operation from the
drop-down list and enter a lab result value in the Valuel field (i.e. results must be
greater than valuel, less than value 1,etc.).

e To use arange of lab result values, select either the “Between value1 and
value2” or “Not between value1 and value2” operation; selecting one of these will
allow you to enter a lab result value in both the Valuel and Value2 fields.

[ | Drugs | Demographic | Lab Results

[ﬂ Add | Delete |
Dperation Yaluel ¥
GLUCOSE areater than waluel - | 1.9|

Greater than wvaluel
Less than waluel

Between valuel and valuez
Mok between valuel and valuez

Operation Example

Greater than or equal to valueli==) | Lab result = LOL and valuel == 10

Less than or equal to value 1 (<= Lab result = LOL and waluel <= 10

Between valuel and value2 Lab result = LOL and valuel == 10 and walue2 <= 20
Mot between valuel and valuez Lab result = LOL and valuel == 10 or valuez == 20

5. Once the rule is created, care suggestions and specific education items can be
added. To do so, select the rule, then, select the “Action” radio button:

Decision Support | (% add (= Delets | " Rules | % action
Title Recheck after Eff Date Range (for Lab) Active
f5.0 Test I Hmonthis) | 3| manthis) B

6. To add care suggestions, select the “Instructions” tab in the lower pane (activated
once the “Action” radio button is selected). Enter the information in the free-text box:

Education I Pattern I

Fecommend strick digt and excercise plan,

140
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7. To add education items, select the “Education” tab in the lower pane. Click the “Add”
button to search for and select the desired education items for this rule:

Education Search

Search Criteria

Xl

| Delete | Wiews Image |

l search fort[dishetes i

| Search I

Type: v adult v women [T Pediaic [ Dematology

Language: [W English [~ Spanish
Search Result
Description Type Language &«
Diabetes - Counting Carbohydrates Meal Plan Adulk English
Diabetes - Exchange List Adult English
Diabetes - Exchange Meal Plan Adult English
Diabetes - Food Management: Adult English
Digbetes - The Imporkance of Fxercize adul English

[ Diabetes and Exercise - Preventing Low Blood Sugar  Adulk English I

Type 2 Diabetes Mellitus W omen English -

Views Image: ... |

8. You can also attach a specific pattern to the rule:

Inskruckions | Education l Pattern I
l = .ﬁ.ddlg Delets |

Owner
Montoe, James

Description
Lab: Diabetes FiL

Select || Cancel |

e At the bottom of the screen, select “Pattern” and click the “Add” button. In the
“Apply Pattern” search window, select the owner name (left side) and then select
the desired pattern (under pattern description). Click the “Select” button to

complete this process.

Apply Pattern

Search Criteria

X

Enter the text wou want ko find: |LAB |

Oowner

Adams, John
Jefferson, Thomas
Maonroe, lames

Pattern Description

lLab: Diabetes FiU |

You may select more than one pattern | Select II Cancel
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®,

« Oncetheruleis created, it will automatically be displayed on-screen when selecting a
patient that meets all of the criteria in the rule (and it has not been “Acknowledged”) or if a
modification is made to their patient chart so that they meet all of the criteria.

Clini#™D - Courtney A Test, 23 year old female - DOB : 11,/06,1989 Acct # 1330 - |EI|5| |

Clinical Decision Support |
Eff Date Rule Name Acknowledge By Acknowledge Date  Status Information
12162011 01:13pm  Diabetes Not Acknowledged Following ICD Code(s) were tested: Code = 250.00

ICD Codefs) were found: 250,00, 250,00

Following drug Familvis) were tested: sulfa (sulfonamide
antibiotics)

Drugis) were Found: bactrim ds tablet

MNotes:

1. To acknowledﬁe the rule, select the Decision Support rule (i.e. “Depressive Disorder”) and
click button. The status will automatically change from “Not Acknowledged”
to “Acknowledged.”

2. If education items/care suggestions are “Available,” click the _ button (Note: the
rule must be acknowledged before the action can be applied to an encounter).

3. The system will prompt you to select an encounter (Note: you must select an open
encounter). Select the appropriate encounter and click “Select:”

Select Encounter - Courtney A Test ll
Creation Encounter Yisit Status Close
Date Provider @E Lomments

0771112012 07/11)2012 CoLsultatinn Cpen Maonroe, James 0 0 |
07/10/2012 07/10/2012 Consultation Cpen Monroe, James 1 0
07f10/2012 0701042012 Consultation Qpen Monroe, James oo
06/04/2012 06042012 Consultation Closed - 06/14§2012 Monroe, James 0o
06/04/2012 05/10/2012 Consultation Qpen Jefferson, Thomas 0 0
06/04/2012 06/04/2012 Consultation Qpen Jefferson, Thomas 0 0
06/04/2012 06/04/2012 Consultation Qpen Jefferson, Thomas 0 0
06/01/2012 06/0172012 Consultation Qpen - Jefferson, Thomas 0 0
05/24/2012 05/24/2012 Initial Wisit Qpen Jefferson, Thomas 0 0
Show Yisit Type: |.q|| Yisit Types jl

Create Encounter, ., | Select I Cancel
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4. In the pop-up “Clinical Decision Support” window, mark the education items you wish to
include in the “Education” tab; click the “Instructions” to view the care suggestions. Click
“Apply” to add the information to the encounter:

Clinical Decision Support

5. A “confirmation” pop-up will be displayed on screen once the education items have been
applied to the chart.

Attention x|

Education applied ko Courtney & Test
/

(8.9 |

6. Next, open the specific encounter and select the “Education” tab in the encounter to
view/print the education items:
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13. HOW TO FIX AN ERROR WHEN IMPORTING A PDF FILE
There are numerous PDF file formats and not all of them are ClinixMD compatible. To convert the file
to a compatible PDF format, follow the instructions below:
a. Go to the following link and download the Free Bullzip PDF Printer:

http://bullzip.com/products/pdf/download.php

b. Once downloaded, “print” the PDF file you are trying to import using the Bullzip PDF printer.
c. Import the PDF file you saved through Bullzip.

14.HOW TO FIX THE “ONLY ONE COPY OF THE APPLICATION” ERROR

144
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If you receive the following error when signing into ClinixMD, follow the steps listed below:
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(]

a. Click the CTRL-ALT-Delete keys on your keyboard to access the task manager

i windows Task Manager

File Options Wiew ‘Windows Help

-':'-II'II'"'IatiDl'ISServices I Performance I Metwarking I Isers I

=10l x|

End Task | Swikch To I Mew Task, ..

Task = | Status |
[ Inbox - Microsoft Qutlook Funning
L FInbios - Microsoft Qutlook, Funning
ﬁﬁcreen Shot Deluxe & - [Shot10 *] Funning

. Support Instructions Running

|F‘ru:u:esses: 161

|CPU Usage: 6%

|P'h';.-'siu:al Memory; BE:

b. Inthe task manager, select the ‘Processes’ tab (at the top of the task manager window).

c. Scroll through the list until you find the emr.exe file; select this and click the ‘end process.’
This will force a log out of ClinixMD; click the icon on your desktop to log back in.

i windows Task Manager
File ©Options View Help

. Applications Services I Performance I Metworking I Users I

=10l x|

Image Mame =

| User Mame | CPL | Mermnorsy (... | Descripkion il

4

DPAgent.exe #3532  JohnAda. oo 118,736 K DigitalPers..
dw exe Johin Ada.. an 08} Deskiop
emr.exe ¥32 John Ada.. on 77,612 K ClinixMD E.I
EpePcMonitor.ex... Jokhn Ada.. on 692 K McAfes E...
explorer.exe Jaohn Ada.. on 31,704 K wWindows ..
EveFiHelper.exe ... JohnAda. 00 4,172 K Eve-FiHel.,
FartiTray.exe *32  JohnAda. 00 5,360 K FortiClient.
gzrcomm.exe ¥32  John Ada.. ulu} 8,324k GoToMeet,,
gzmlauncher.exe... JohnAda.. uli} 6,160 K @oToMeet.,
hpogwutils. exe *32  JohnAda. oo 3,480 K

HP Quick... ™
| »

[ show processes From all users

End Process |

|F‘r|:u:esses: 161

|cPU Usage: 3%

|Ph\,.-'5ical Memoty: BE%s

4
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