™
Office
.(op Practicum

Important Content Update Message

We are currently updating the OP Help Center content for the release of OP 20. OP 20
(4 (official version 20.0.x) is the certified, 2015 Edition, version of the Office Practicum

software. This is displayed in your software (Help tab > About) and in the Help Center

tab labeled Version 20.0. We appreciate your patience as we continue to update all of

our content.

Orders and Workflow Other Tasks Tab

Last Modified on 12/09/2019 3:30 pm EST

Version 14.19

Overview

Path: Clinical tab > Encounter Templates button or Well Visit Templates
button > (select template) > Add or Edit button > Orders/Workflow button
> Other Tasks tab

This section of template design demonstrates the edit or addition of other tasks associated to a
template. These are tasks that can notbe added through any of the other tabs associated to

template design, such as an ear wash.

¢ Add Other Tasks
e Edit Other Tasks
e Delete Other Tasks

Adding Other Tasks

1. Follow the path above to locate the Other Tasks tab.
2. Click the Other Tasks tab.

Medications Diag Tests Immunizations Resources Surveys Followup | Other Tasks

ask Mame/Descriptiol & Task Type & Days Fwd  1CD-10 CFT[s) Department Usage °

Click here to add a new task

3. Click the Add button |4 .

Note: You may also click the add new record field.
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Medications Diag Tests Immunizations Resources Surveys Followup  Other Tasks

ask Mame/Description . Task Type & Days Fwd  ICD-10 CFT[s) Department Usage v

I Click here to add a new task |

4. Click the phrase construction button E in the Task Name/Description field.
5. Select a phrase. If there is no Phrase to select, enter aPhrase in the Task Name/Description
field. For more information on Phrase Construction.

ncounter Template Editor == =]
%
‘Template:| EPISTAXIS | Appttype] ][] [Clcar] ~ Finalize status:
Category[Ears, Nose, Mouth, Throat | visibitity: | Proy —1(® Providers only
athor, |0 [ Giea] Location:_| (@ Phrsse Construction (Volume: Main) 18 notebooks with 264 pages indexed o0 x

Refresh  Notebook: Create Edit Del Page: Create Edit Delete - Create Label <p @ - [ Print ~ Export Import ImportINI

Encounter Note

Detailed ROS Medications  DiagTests Immunizations g Toolbars = MAIN =) G ; besp T Fever - Intensity - Duration - Pattern = - Done
Narrative Exam o: Check up Advice s DxWorkUps FrontDesk He-Medical Hx-Social Lefters Phone triage/advice TreatmentPians Note s P
‘ Index CC/HPI CC/HPI :Symptoms (H-Q) CC/HPI: Symptoms (R-Z) Exam ROS Asthma Management Behavic ces Checklist Tasks

HPI | ROS

HIV Lab proto..

Phice abel mamum sze e
TEE X< 1000 characters. Fist 255 [m]

6. Select a Task Type from the drop-down menu.

Medications Diag Tests Immunizations Resources Surveys Followup Other Tasks

ask Mame/Descriptiol & Task Type & Days Fwd  1CD-10 CFT(s) Department Usage +

B3l Checklist |~ v De<Rg e K
A/R Followu)
Account
Asthma Plan
Charge

Consent

Dev Graphic:
Dev Marrative
ERA Payment
Flow Chart
Histary <Mo data to display=
Insurance
Message
Records Req

Referral Lette
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Task e

Type Description

AR Claims tab of the Patient Account
Followup

Account  Overview tab of the Patient Account

Asth
sthma Starts the Asthma Action Plan Wizard
Plan
) Information task that does not take you to a specific area of Office
Checklist

Practicum

Consent  Opens the Patient Consents

Dev

, Graphic of Developmental Milestones
Graphical
Dev . .

) Narrative of Developmental Milestones
Narrative
Flow :

Opens the Care Plan for the patient

Chart

History Patient History tab
Insurance Insurance tab of the Patient Register

Message Opens a new message

Records

Opens Event Chronology
Request
Referral

A new referral opens for input
Letter

Register  Patient tab of the Patient Register
Report Opens Event Chronology
Scanning The scan window will open
Schedule The calendar window will open

Vital Sign  Patient Vitals and Growth window opens

7. If the task is for a future date, enter theNumber in the Days Fwd field (optional).
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Medications Diag Tests Immunizations Resources Surveys Followup ©Other Tasks

ask Mame/Description & Task Type & Days Fwd  ICD-10 CFT(s) Department Usage ¥

0 o : E - o I Front Des Routine

8. Select aDiagnosis Code from the drop-down menu. The diagnosis search window is
displayed (optional).

e Enter a Code or Description and click the Search button.
e Double-click - OR -highlight and click the Select button.

{2 Encounter Template Editor

x

Template: EPISTAXIS | Apot type: ] [rear] | Finalize status:
CategoryEars, Nose, Mauth, Thraat | visinitity: [Providers onty <] 8::’;‘:;::2:"
Author: j“] Location: ~| O None (archived)

Encounter Note

Detailed ROS Diag Tests Resources Surveys Followup  Other Tasks
TrETeED ask Name/Description . TaskType & DaysFwd ICD-10_ CPT)  Department Usage 7
P Referalto ENT =] Checklist B Front pef routine

- Result set:
[rderspwori. ICD10 Code/Description ffullipartiall: [erisTaxis o ®Loal e
<10 Master ;
I @ Freqused () Quick view () Category: 1CD10 e} New || Edit
_proceaures_| ey Dremet [ ew [ ean |

anly

Freq Quick
Diagnosis Description DX Code LongDese [ d o

RO4.0 Epistaxis [m]

Category  Sorts

»iEpistaxis

9. Click the ellipse button -+ in the CPT field and select aProcedure Code. The procedure

window is displayed(opti_onal, only enter if billing).

e Select a Category from the drop-down menu.
e Highlight the Procedure Code and click the Use button.

& Encounter Template Editor

| €= Template List X

| apottype: |/ ciear| ~ Finalize status:

Category{Ears, Nose, Mouth, Throat ~ | visibility: |Proviers only ~] @® Providers only
O any dinician

Author: 0] E Location: ~| O None (archived)
Encounter Note
Detailed ROS Diag Tests Resources Surveys Followup OtherTasks
oG ask Name/Descriptior & TaskType & DaysFwd ICD-10  CPTl)  Department Usage 7
e — Referral to ENT Checist ‘ |Ro-m ‘ Front De(‘Ruutme ‘

[ oraerswor..

® Superbill - Pending Procedures . o %
Procedures
L use -Can(sl

Categori Templates
m CPT CPT Descril iption Fee Lot CPT CPT Description Fee Lol
17110 DESTRUCT LESION, 1-14 189 DE 29540 STRAPPING OF ANKLE AND/QRFT 43 ST
Category 94664 NEBULIZER TEACHING 40 DE 29131 APPLICATION OF FINGER SPLINT &7 AP
ENCOUNTER

= {7000 DESTROY S LESION 110 DE 24840 TREAT ELBOW DISLOCATION 164 CL

<No data to display> e | 0 REMOVE FOREIGN BODY FROM EYE 97 RE 69200 CLEAR OUTER EAR CANAL 136 RE
we 17 DESTROY LESIONS, 2-14 9 DE 65205 REMOVE FOREIGN BODY FROM EYE 94 RE
weps | 17250 SEMICAL CAUTERY, TISSUE 136 CH 30300 REMOVE NASAL FOREIGN BODY 298 RE
PROCEDURE 94640 NEBULIZER TREATMENT 40 PR 10120 REMOVE FOREIGN BODY 258 IN
SURVEYS 30901 CONTROL OF NOSEBLEED 227 CO 51000 DRAINAGE OF BLADDER 0 AS
SuTUREs | 16000 INITIAL TREATMENT OF BURN(S) 112 INI 69090 PIERCE EARLOBES 64 EA
Gmmme 1 16070 DRESSINGS AND/OR DFRRIDFMENTOF 128 DR

Note: If the CPT code is not found in the categories, click the Lookup CPT button.

10. Select a Department from the drop-down menu.
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Medications Diag Tests Immunizations Resources Surveys Followup ©Other Tasks

ask Mame/Description & Task Type & Days Fwd  ICD-10 CFT(s) Department Usage ¥

Referralto ENT  [=| Checkiist R04.0 30001 |

ont De5k Raoutine
Providers
Front Desk

Mursing

Billing
Patient

Referrals
Lab

11. Select a Usage from the drop-down menu.

Medications Diag Tests Immunizations Resources Surveys Followup ©Other Tasks

ask Name/Description & Task Type & Days Pwd  1CD-10 CPT(s) Department Usage %
E - W W ¥4 | Routine |~
Alternate

Usage Definition

Shows the item in the task window. An alternate item needs to be selected at

Alternate ]
time of charting.

Shows the item in the task window with a checkmark already selected in the add

Routine
field. A routine item is selected for task submission at time of charting.

A standing order is submitted as a task to the selected department when the

Standing ) ) )
template is used at time of charting.

12. Click the Save button | +* .

Editing Other Tasks

1. Follow the path above to locate the Other Tasks tab.
2. Click the Other Tasks tab.

Medications Diag Tests Immunizations Resources Surveys Followup | Other Tasks

ask Mame/Descriptiol & Task Type & Days Fwd  1CD-10 CFT(s) Department Usage ¥
Click here to add a new task

3. Click to highlight the follow up to edit.
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¢ Click the Phrase Construction button in the Task Name/Description field or enter the task.
e Select a Type from the Task Type drop-down menu.

¢ Enter the number of days forward the task becomes active in the Days Fwd field.

e Select a Diagnosis Code from the DX drop-down menu.

Select a Procedure Code from the CPT drop-down menu.

Select a Department from the drop-down menu.

Select a Usage from the drop-down menu.

4. Click the Save button.

Deleting Other Tasks

1. Follow the path above to locate the Other Tasks tab.
2. Click the Other Tasks tab.

Medications Diag Tests |mmunizations Resources Surveys Followup Other Tasks
ask Mame/Description & Task Type & Days Fwd  ICD-10 CPT[s) Department Usage ¥

Click here to add a new task

: E - e =y o : el ~ | Routine |

3. Highlight the Task to delete.
4. Click the Delete button _| .

Version 14.10

Overview

This section of template design demonstrates the edit or addition of other tasks associated to a
template. These are tasks that can notbe added through any of the other tabs associated to

template design, such as an ear wash.

e Add Other Tasks
o Edit Other Tasks
e Delete Other Tasks

Add Other Tasks

1. Review the Other Tasks tab.

e Click the Other Tasks tab.
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Medicafions [D‘ngTesls! Immunizations Hemrn-_tl Surveys i Falowug || Dther Taaka
Task NamefDescripton » Task Type . Days Fwd DX CAT{s) Department  Usage

Click here to add & naw 1ask

W

Encounter Template Editor: Other Tasks Tab

2. Click the Insert Record button @ .

Note: You may also click into the add new record field.

@ | Meicatons | Diag Tests | mmunizations. | Resources | Surveys | Folowup | Oter Tasks

Task Hamaescripion & TaskType . Days Fwd DX CPTis} Depariment

Usage +
Clck hers to add 8 new task |

3. Click the phrase construction button E in the Task Name/Description field.
4. Select a phrase.

C ea¥ B 98B B FE BbwW

W Toobars~MAN [ iZ () (132420, . : bosp T

* Fever = Intensity » Duration = Pattem - : Done

Index | HPI-Symptome (4-5) | HP:Symploms (H-2) | HF: Symotoms (R-Z) | PhysicalExam | ROS | Mesicaltix
| Wk Ups | Lettars | Phons | Aesessmentfen | NurssWotes | CheckistTasis | patiant nstructions
HEI

e ML ScresningPEx | referralta Irefl:mlpr\ea.l.ﬂhnriz.uﬁun
7 AbM m—m““ renew referral
Lak fesis
B gl - -
e o | o Protocos
- | M Handouts
mild | R0 II o
mod | 5« Scheduling
sev | D || Frgot Desk mec
[+1  FU | |Lab Resubl Advi

Phraze labs| maximam size Iriit
1000 characters. First 255

Encounter Template Editor: Phrase Construction

@ Note: If there is no phrase to select for the Task, enter it in the Task Name/Description field.

® Click the link for more information onPhrase Construction.

5. Select a Task Type from the drop-down menu
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.hia.a:ib:.a.mna.[ I.:I.Iaﬁm. mmnmﬂum ! Ressurces [sunre'yn [.F.u.ll.:wupi afier Tasks. |
Task NameDascription & Task Typs 4 DaysFwd DX CPT(s)  Departmend Usage ¥
l:ncnkhat ﬂ n I Hurse n Routine
AJR Folowup A
Account
Agtnma Fan
Conseni
[Dev Graphical
Dev Harrathve
Flows Chart

Hislory
nsuronce
Wassage
Records Requas!
Referral Letier data fo disply=
Register

Repon ]

Encounter Template Editor: Task Type List

Task . L.
Description
Type
A/R
/ Claims tab of the Patient Account
Followup

Account  Overview tab of the Patient Account

Asthma
Starts the Asthma Action Plan Wizard
Plan
) Information task that does not take you to a specific area of Office
Checklist

Practicum

Consent  Opens the Patient Consents

Dev

_ Graphic of Developmental Milestones
Graphical
Dev . :

) Narrative of Developmental Milestones
Narrative
Flow :

Opens the Care Plan for the patient

Chart

History Patient History tab
Insurance Insurance tab of the Patient Register
Message Opens a new message

Records

Opens Event Chronology
Request
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Rapkral
T¥per

ReRaKIPERM al opens for input
Register  Patient tab of the Patient Register
Report Opens Event Chronology
Scanning The scan window will open

Schedule The calendar window will open

Vital Sign  Patient Vitals and Growth window opens

6. If the Task is for a future date, enter thenumber in the Days Fwd field (optional).

Wedications | Diag Tests | Immunizations | Resources | Surveys | Folowup | Othar Tasks

Task NameDescripbon Task Type £ Drays Fwed [ix CPTis) Department  Usage

refar o ENT E Checkist ﬂ [— I:Hurm Routine ﬂ

Encounter Template Editor: Days Forward

7. Select a Diagnosis Code from the drop-down arrow. The diagnosis search window is
displayed(optional).

e Enter a Code or Description and click the Search button.
e Double-click - OR -highlight and click the Select button.

& Encounter Template Editor =N =
| 4 Tempiote List # X
Template: | BOM Appt type: .| % Finalize status:
= RS (®) Providers only
Catagony: Ears, Nose, Mouth, Throat w | Vishily; | Providers any () Any clinician
Author: o). Location: | Primary Location w|  (C)None tarchived
Encounter Mobe |
Detailed ROS Medicationa | Diag Tests | immunizations | Resources | Surveys | Followup  Other Tasks [
Narrathia Exam Task Mame/Description = TaskType -~ Days Fwd D10 CPT(s)  Dapartment Usaga 1|
Detaied Exam Rzferto ENT =] rererro L[4 v B rrotoes B rouine [
| Resul sat
OrdersiWarkfiaw K00 CodedDescription (fulipartal): | RECURRENT QTITIS MEDI BIL () Loeal i Zsarch
o i, A
Procedures CIFreqused () Quick view () Categony: = L) Moster — =
= = P : Trune @/ |G
(@ Compiets [ Bafrecent () Ding group: w H| i
|= Diagrinsis Descriptian D Code: Long Desc Freq Quick Category  Sort®
i Used View

Encounter Template Editor: DX Code

8. Click the ellipse button -+ in the CPT field and select a procedure code. The procedure
window displays (optional, only enter if billing).

e Select a category.
¢ Highlight the procedure code and click the Use button.
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Medications | Diag Tests | Immunzatons | Rasources | Surveys | Foliwup | Other Tasks

2= (2|7 |

Task NameDescription &~ TaskType & DayeFwd  KD-10 CPTig) Deparment  Usage
ear lvage B checkist |~ | |Hg123 | ursng v || Akemate v
Superbill: Pending rges for Procedures
- Ues Cancgl
Cabegories | Templabzs
Lookup CPT L=y CPT Dexcripkion Lei CPT CPT Descriplion Fee Lon
17000 DESTROY BENIGMPREMLG LESION 0 DE 29540 STRAPPING OF ANKLE AKDVOR FT 0 ST
Category 17003 DESTROY LESIONS, 2-14 00E 20131 APPLICATION OF FIMGER SPLINT 0 AP
ENCOUWTER 17250 CHEWMICAL CAUTERY, TISSUE 0 CH 24840 TREAT ELBOW DISLOCATION o CcL
Al 30201 CONTROL OF NOSEBLEED 0 CO 82200 CLEAR QOUTER EAR CAMNAL 0 RE
E:HTHL 18000 MITAL TREATMENT OF BLURN(S 0 Ml 85205 REWMOWE FOREIGM BODY FROM EYE 0 RE
MEDS 18020 DRESZINGE ANDAWOR DEERIDE oF 0 OR 30300 REMOWE MASAL FOREIGK BODY 0 RE
EROCEDURE 0080 DRAINAGE OF SKIN ABSCE 0 WC 10120 REMOWE FOREIGH BODY 0 MCI
T 10081 DRAINAGE OF SKIM ABSC 0 MWC 51000 DRANAGE OF BLADDER 0 AS
VACCINE 02552 PURE TONE AUDWOMETR R 0 PU 82020 PERCE EARLOBES 0 EA
WELLVISIT 82987 TYMPANOMETRY 0TY
_ALLERGY E9210 REWOWVE IMPACTED EAR WAX, REQ INETRU HEHTh RE
MISC

Encounter Template Editor: CPT

© Note: If the CPT code is not found in the categories, click the Lookup CPT button | Leskup cer

9. Select a Department from the drop-down menu.

Tesk MameMDeserplion & TaskType &  Due Date L0 CPTis)

Refer to ENT [=] reterrai L 1119201 [ Hes 06

Frond Desk

=No data 1o displays

Encounter Template Editor: Department

10. Select aUsage from the drop-down arrow.

= ._............I_... —_— — . =3
Medications | Dwmg Tests | Immunizations | Resources | Surveys | Folowup | Olher Tasks !

faskNameDescrpton . TaskType ~ DaysFwd  KCO-10  CPT(s)  Deperment Usage ©
=) reterrai g nesos [ [ R« | routine |wi

Aflermata

Standing

Encounter Template Editor: Usage
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Usage Definition

Shows the item in the task window. An alternate item needs to be selected at
time of charting.

Alternate

Shows the item in the task window with a checkmark already selected in the add
box. A routine item is selected for task submission at time of charting.

Routine

A standing order is submitted as a task to the selected department when the

Standing . . .
template is used at time of charting.

11. Click the Post edit button @ .

Editing Other Tasks

1. Review the Other Tasks tab.

e Click the Other Tasks tab.

| Medications I Diag Tesis Immunizations | Resources | Zurvays . Falowup
Task MamefDescripton & Task Typs 4 Days Fwed oX CPT(=) Department  Usage 7

Click here to add a naw 1ask
Encounter Template Editor: Other Tasks Tab

2. Click to highlight the follow up to edit.

e Click the Phrase Construction button in the Task Name/Description field or enter the task.
e Select a Type from the Task Type drop-down menu.

e Enter the number of days forward the task becomes active in the Days Fwd field.

e Select aDiagnosis Code from the DX drop-down menu.

e Select a Procedure Code from the CPT drop-down menu.

e Select a Department from the drop-down menu.

¢ Select a Usage from the drop-down menu.

3. Click the Post edit button o -

Deleting Other Tasks

1. Review the Other tasks tab.

e Click the Other Tasks tab.
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| Medications I Diag Tesis Immunizations | Resources | Surveys | Falowug
Task NamefDescription & Task Type & Days Faed WK CPTis) Departm=nt  Usage

Click hera to add a naw 1ask
Encounter Template Editor: Other Tasks Tab

2. Click to highlight the other Task to delete.
3. Click the Delete record button E| )
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