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Document Management FAQs
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OP sets all defaults to share all information Any individual decisions by Practice-users to restrict information

& sharing (access, use, or exchange) are the responsibility of the Practice in the implementation of its 21st Century
Cures Act Information Blocking policies and procedures for its Practice and patients.

How can | take a picture of a patient with smart phone and upload it to
patient chart?

You can attach using the OP mobile app. You can use it either to have a photo for their ID, or to attach to a patient encounter. If

you are not using the OP mobile app, you can send the picture to a folder on your computer as a jpg, png, or, bmp and then
import it into OP using the Docs module.

How can | scan in more pages at one time?

By default, the max page limits set for scanning is 15 for monochrome documents, 2 for grayscale, and 1 for color. To scan
more pages at one time without receiving an error stating "Page Limit Exceeded", you can increase your scanning page limitin

the Basic tab of Global Preferences. Because this setting is made at the global level, it must be changed by a user with
Administrative permissions.

How do | view existing patient documents?

To view existing patient documents, follow the steps below:

1. Click on the Docs button.
2. Use the Patient Finder to search for the patient.

3. OP 14 displays patient documents in the Document List panel on the left side of the window.

How do | print patient documents?

To pull up a patient document, follow the steps below:

1. Click the Docs button.
2. Use the Patient Finder to search for the patient.

3. From the Document List panel on the left, select the document you want to print.

Then select one of the following ways to print the document:

1. Click the Print Selected Record button to print the selected scanned document.
2. Click the Print Image button if you need to print the selected record with info.

How do | move a document to another patient?
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The method for moving a Document from one patient to another depends on whether or not the Document was shared to the
InteliChart Portal. Moving and deleting Documents is recorded in the Audit Trail.

To move a scanned document thathas not been shared to the Patient Portal (InteliChart) to another patient:

. Navigate to and select the document in the patient's chart that has to be moved to another patient.

. Click the Edit button located in the toolbar.

Click in the Patient ID field to search for and select the patient to which the document should be moved.
Click the Save button.

Click the OK button to confirm that it is OK to drop existing attachments from the current patient.

In the Audit Trail window, select or enter a reason for the change.

Click OK in the confirmation window.

NooswN

The previous document -Event Chronelogy, ALL has been
switched from Patient MADDISON L. "MADDI" TEST to KING,
ADRIAMNA

To move a scanned document thathas been shared to the Patient Portal (InteliChart):

Warning: This workflow involves the deletion of the Document. It is recommended to make sure you have either the
original Document or a saved copy that you can import into the correct patient's chart before deleting it. Use the Save a

@ Copy or Print button displayed when hovering over the Document to ensure you have a copy of the original.

. Navigate to and select the document in the patient's chart that has to be moved to another patient.

. Click the Delete button.

Click YES to confirm you want to proceed by deleting the Document.

In the Audit Trail window, select or enter a reason for the deletion.

Click in the Patient ID field to search for and select the patient to which the document should be moved.
Click the Save button.

Click the OK button to confirm that it is OK to drop existing attachments from the current patient.

NooswN

How do | attach document through message?

To attach a document to a message, follow the steps below.

From Document Management

. Navigate to Document Management: Practice Management > Document Management.
. Use the Patient Finder to search for the patient.

From the Document List panel on the left, select the document you want to send.

Click the Send button.

A new message opens. The attached document will be located underAttachments. Complete the message as usual.

aswp o

From a Message

1. Create a message.
2. Click on the Attach document(s) button.
3. This will open the Search for Documents window. Select the document. To add more than one document, press theCtrl
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button on your keyboard and click on additional documents.
4. Click the Use Selected Document(s) button.
5. The attached document(s) will be located underAttachments. Complete the message as usual.

How do | add a page to a scanned item?

To add a page or multiple pages to a document that has already been scanned into OP, follow the steps below:

. Click the Document Mgmt button.

. Search for the patient. The documents that are associated with the patient will appear.

. Select the document in the Document List panel.

. Click the Edit button.

. Prepare the document for scanning, and select theScanner button to initiate the scan. An image of the scanned
document will appear.

6. Select the newly scanned document from the Sketch Panel. Drag and drop it into the blank area of the Thumbnail panel,

which contains the original scanned document of the same item type. The page(s) will be added to the end of the original

document in the Thumbnail panel.

a b~ WON =

Note: To reorder pages, use the blue up and down arrows located at the bottom of the screen in the Editing Controls

area.

7. Click the Save button.

How do | add a document to an external device (USB thumb drive, external
hard drive, etc.) ?

Overview

Note: Before saving a document to any external device, be certain it is connected to your computer. Also,

please follow any HIPAA regulations accordingly before transferring any documents to an external device.

Any printable items within OP can be sent as file to an external device that is connected to your workstation. Please set your

output options to Preview or Print prior to sending the document to the connected external device.

Sending a Document to an External Device using the Print Button

There are multiple ways to send a document to an external device. One way is to use thePrint button. To send a document (like

a PDF) to a connected device (USB drive, etc.), perform the following steps:

1. Open the document or window that you wish to print. Any window with a printer icon will allow some or all of the
information in that window to be printed.

2. Select the printer icon in the active window. If you ware in the Manage Documents window, select one of the options that
appear in the dropdown when the Printer button is selected (Print Selected Record, Print Selected Record (with info), Print
All Records (with info)). The Print window appears.

f'i s Print Selected Record
@; Print Selected Record (with Info)

= Print All Records {with info) Ctrl+P
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3. Inthe Print window, select the Print to File checkbox.

rPrinter
Marme: I@ j Properties |
Type: - — e

Where:

—Page Range —Copies-

& Al MNumber of copies: |1 _%
v Collate

" Current Page
" Pages I W
Enter page numbers andfor page ranges

separated by commas. For example,
1,3,5-12.

Print IAII pages in range

¥ -Print to Fil

Type:  |PDF Fie

Where: I‘*.|:ld1c
[~ Open File

4. Select the file type to be printed in the Type dropdown (PDF, Bitmap, JPEG, GIF, etc.).

v —Print to Fil

|Tvpe: [POF File E[l

Where: I*-Ide _I
[~ Open File

5. Click the Save As Location (..) button next to the Where field.

W —Print to Fil

Type:  |PDFFie -]

Where: I*-Ide
[~ Open File —

6. Select the Removable Disk/Device location.
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T = * This.. » Removable Di... [v] Search Removable Disk (E:)

Organize + Mew folder -

E‘h cxnuser (tra-bder » Mame Date modified
j Desktop
,E Documents
j Downloads
_ﬁ Music

_&I Pictures
|8 Videos

10/2/2015 9:22 AM
9/28/2015 2:54 PM
3/29/2018 1210 PM

S Local Disk (C:)
g# home (H:)
® common (M:)

v £

File name:

Save as type: | PDF files (*.pdf)

(= Hide Folders

7. Enter the document name in the File Name field.
8. Click the Save button. The path where the file will be saved will appear in the Where field.
9. Click the OK button. The Medical Disclosure Tracking window will appear.

W —HTINT T0 I
Type:  |PDFFie -]
Where: IE:'\ChartImageSZ.de _I
[~ Open File
oK I Cancel |

10. Click the OK button. The file will be saved onto the external device.

Select which medical records are being printed or released.

Patient Encounter Note ~ Scanned Documents
School Physical Exam

Immunization Record

Referral Letter

Prescription

Event Chronology v

Recipient of the records being released: ||n house: file copy

Additional recipient information:

Who authorized this request?

Staff member who processed this release:

|\/ OK |7< Cancel |

Export as an Image or Page from the Manage Documents Window

There are multiple ways to send a document to an external device. One way is to Export a document from the Manage
Documents window by clicking the Export button.To export a document to an connected device (USB drive, etc.) as an image,

perform the following steps:
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1. Click the Docs button.
2. Locate and select the image you wish to export.
3. Select the Export dropdown and choose either Export Image or Export Page. The Save to File window appears.

| # Export Image

Q Export Page
1 Export Document

4. Select the Removable Disk/Device location.

@ + 1 = * This.. » RemovableDi... » AN v} Search Removable Disk (E:) 2
Organize * New folder = - @
L4 @h cenuser (tra-bder A Name Date modified Type
I | jg Desktop

10/2/2015 %22 AM  File folde

b || Documents .
9/28/20152:34PM  File folde

& | g Downloads

> Music

& | & Pictures

b | B Videos

b & Local Disk (C1)

l I ey REmovable Disk |
b Cg# home (H:)

[» g common (M:)

File name: v

Save as type:  BMP files (*.bmp) v

'~ Hide Folders Save ‘ | Cancel

5. Enter the name of the file into the File Name field.
6. Select the file type in the Save as Type dropdown.
7. Click the Save button. The image will be saved to the removable external device.

How do | copy a scanned item to another patient?

To copy a scanned document to another patient, follow the steps below:

Click the Document Management button in the Clinical and Practice Management tab.

Use the Patient Finder to search for the patient who has the document attached to the chart.
From the Document List pane on the left, select the document to be copied.

Right-click on the image in the Preview Panel.

Select Copy to Clipboard.

a >N =

@ Show Image Full Screen

Iih Copy to Clipbeard I

6. Use the Patient Finder to search for and select the patient chart where you will paste the document.
7. Click the New Document button.
8. Right-click in the Sketch Panel and selectPaste from Clipboard.
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Show Full Screen

Copy from Sketch felder to Document
Copy from Decument to Sketch folder

Cut te Clipbeard
Copy to Clipboard
Paste from Clipbnardl

X[Gh <« £.& W

Delete Page

9. Drag the item over to the Preview Panel.
10. Complete the Document Details.
11. Click Save.

How do | label and share a scanned document to the Patient Portal?

The Item Type and Item Category selected should be appropriate to the document that is scanned. In order to share a scanned
document to the InteliChart Patient Portal, the Shared To Portal checkbox must be selected and the Privacy Level must be set to
Any Staff Member. The expiration date may be left blank or a date can be entered. If the practice has set the number of default
days, in the Portal tab of System Preference, once saved the date will populate. When saved, the document is displayed in the

Shared to Portal : Truegroup but is still associated to the selected Item type and category.

Dates: @ 1mo@ 1yr O Al MEFR
¥ expand grid

-
Shared To Portal &
snareatororia 2 fi "

% Category Date
10/07/2019
E tem Type
05/29/2020
B item Type
05/07/2020
05/28/2020
E item Type : DISCLOSURE

-Event Chronology,
Wk 05/05/2020

School/Camp Forms 05/28/2020
E Shared To Portal : True
B item Type :
05/28/2020
05/28/2020
H item Type : :CHART

ASTHMA ACTION
PLAN 04/09/2020

E item Type : :DIAGNOSTIC TEST
05/05/2020
05/06/2020
05/06/2020
05/07/2020
05/07/2020
05/07/2020
05/07/2020
05/07/2020
05/28/2020

E item Type : :PDF
waiver 04/09/2020

INSURANCE LETTER _05/07/2020

E item Type : DISCLOSURE v

@ Attention: For clients that used the former portal, saving documents to the Forms Item type is no longer required to

send a document to the InteliChart Patient Portal.
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