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Practice Setup and Management FAQs
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What is the best way to enter specialty groups with multiple providers in
Address Book?

You can put the large groups in as their own entries, so that you can refer to the entire group. You can put the list of doctors in
the notes section of the Address Book entry if you want the information.

Ideally, you would have entries for both the group and individual doctors. Initially, when you refer a patient, you may not know

which doctor they will see in the specialty practice, but when you get the referral letter back from the specialist you want to be
able to add that specific doctor to the patient's record.

What permission do | need to merge patient charts?

The permission to merge charts is: AA_System Admin. This is typically a permission included for System Admins. This

permission also allows the user to assign permissions and passwords to users.

How do | change colors of appointments?

How do | add a new user and give permissions?

To add a new staff member or provider into the OP software, follow the chart below to locate to the articles for the steps
necessary to add the staff member/provider and grant permissions:

Topic of Instruction Adding a Staff Member Adding a Provider
Adding Basic Staff Inf tion into th
\ng Basle Sta . n or'ma fon into the Adding Staff into the Staff Directory Adding Staff into the Staff Directory
Staff/Provider Directory

Setting Up Providers in the Staff
Direct:

Adding Provider Specific Information irectory .

. . . N/A Note: Users must complete the Basic
into the Staff/Provider Directory . .
Staff Information entry above prior to
using this instruction.
Adding Staff and Providers t
ing a. a‘an roviders fo Managing Group Permissions Managing Group Permissions
Permission Groups

Addi .
dding a Sc.anned Signature to a N/A Linking a Signature to a Provider
Provider's Record

Adding Credentialed Providers to
9 N/A Connect Providers to Insurance Payers
Insurances
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http://op.knowledgeowl.com/help/adding-staff-into-the-staff-directory
http://op.knowledgeowl.com/help/adding-staff-into-the-staff-directory
http://op.knowledgeowl.com/help/setting-up-providers-in-the-staff-directory
http://op.knowledgeowl.com/help/managing-group-permissions
http://op.knowledgeowl.com/help/managing-group-permissions
http://op.knowledgeowl.com/help/linking-a-signature-to-a-provider
http://op.knowledgeowl.com/help/connect-providers-to-insurance-payers
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How do | update a Provider's legally changed name?

Overview

Prior to changing a provider's name in OP 14, you will want to be sure to contact any party that receives information from the
provider either by name, or some numerical identifier. The order in which changes should be made would be best determined by
the parties receiving the information. The best place to start with a legal name change for a provider is with the NPI Registry, but
all entities should be contacted. This article will instruct you how to update the provider's name in OP 14 when it is determined

the best time to do so.

Warning: Failure to contact all vendors or parties receiving information may result in rejections such as

claim rejections or prescription rejections.

Staff/Provider Directory

1. Navigate to Utilities > Manage Practice > Staff/Provider Directory. The Staff Directory window will open.

2. Select the provider's name in the Staff name column. These are listed by location. If you do not see the provider you're
looking for, either change the location or select the All checkbox. After selecting the provider, his/her information will
appear in the right side of the window.

3. If you are not already there, click theBasic Info tab.

4. Click the Edit Record button .

5. Edit the following as appropriate:

e First/middle name
o Last name/suffix
o Initials

e Colloquial name

6. Click the Provider Info tab, and edit the Signature name.
7. Click the Post Edit button | to save your changes.

Address Book

The provider's name in the Address Book will be updated automatically once the Staff/Provider Directory entry is saved.

However, it is still necessary to confirm the complete entry for the provider in the Address Book.

Click Adr Bk on the Smart Toolbar. The Address Book window will open.
Search for the provider by name or category.

Select the provider entry.

Click the Edit Record button.

Review and edit the tabs as appropriate.

Click the Post Edit button.

Click Exit.

No oo hsdwd~

Note: It may be appropriate to change the signature of the provider that has been scanned into OP. After

removing the existing signature, click here to learn about scanning in a provider's signature.

How do | add a new location for my practice?
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Before you add a new location in the OP software, please contact your Client Account Manager. Once you have consulted with

your Client Account Manager, follow the links below to add a new location.

Note: Larger practices with multiple sites may need to add a newlocation. Do not add a new practice to your OP
(implying multiple tax IDs and practice NPIs, multiple OP instances, multiple portal setups, and more) unless you have
been instructed by OP staff to do so. Improperly adding a practice when you should have added alocation may cause

your portal to malfunction.

Some of the items to complete when adding a new location (or relocating an existing location) include (but areot limited to):

e Add the new location information to the Practices and Locations window.

e Enable the multi-location feature.

Assign staff members to the new location (see step 11): Users will only be able to log into locations in which they have
been assigned in the Staff/Provider Directory.

Example: If you have been assigned to multiple locations, a Location drop-down menu will be displayed when you log
f in. If you travel between locations in the same day, the Location drop-down menu at the top of OP must be changed to

the correct working location. This menu also impacts the Vaccine Inventory as immunizations are administered.

File Activities Reports LUtilities LogIn/Out Tools Window Help JOPPE 'chcaticn: I\i

e Configure your Practice's schedule to include the providers who will see patients in the new location:

e Add providers to the new location's schedule.
e Move a provider's schedule template to the new location.
e Copy slots from a current location and paste them in the schedule for the new location.

How do | print a Schedule Template?

Navigate to the Schedule Template Editor (Utilities > Manage Practice > Schedule Templates.
Select the Staff member whose Schedule Template you would like to print.
Select the Template you would like to print.

Click the Print button | | . The Schedule Report Options window will open.

H LN =

Schedule Report Options

Schedule Report

Print the date or dates showing in the schedule.

Start time:  [08:00 AN |2
End fime:  [05:00 P11 =
Apptintervat |10

Start column

End column

e 4l ] | €

1
5
Columns/page: |7
-

Print font size:

Print Cancel

5. Complete the following:

o Start and End times: the time range that you want to include on the Schedule Template printout.

o Apptinterval: the intervals in which you want to print. If your template is set to 10 minute intervals, set this field to
also be 10 minute intervals.

o Start and End columns: the columns are numbered by the day of the week. For example, if you choose 1 in the Start
column field, Sunday will be the first column on the schedule template printout. The End column is the last column
that will be included on the Schedule Template printout.
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http://op.knowledgeowl.com/help/practices-and-locations-add-remove-edit
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e Columns/page: this is the number of columns (days) that appear on a page when the Schedule Template is printed
out.

Note: To print a full week on one page, enter the following:
e Start column: 1 (to start on Sunday)
e End column: 7 (to end on Saturday)
e Columns/page: 7

6. Click Print.

How can | change the order of staff in lists?

To change the order in which staff appear in lists, the List # in the Staff/Provider Directory record may be modified. Referred to
as List #, Sort #, or Sort Order throughout the system, these numbers should be unique to ensure that the expected order of

items is generated. To modify a staff member's List #:

1. Navigate to the Staff/Provider Directory (Utilities > Manage Practice > Staff/Provider Directory. The Staff Directory
window will open to the Basic Info tab.
2. Select a user from the left pane in the window.

3. Click the Edit Record button .

4. Modify the List #, as necessary.

Note: TheList # for one user should not be be the same as another user. Verify that there are no duplicate

List #s by checking the list numbers of all other staff members.

How do | delete Staff from the Staff/Provider Directory?

Once a user is created in the Staff/Provider Directory, they can not be deleted, but they can be deactivated. Deactivating a user
will remove them from drop-down lists where they may have previously been listed, such as in the To field of a message

window. In addition, following the below steps will prohibit the staff member access to OP.

1. Navigate to the Staff/Provider Directory by Practice Management > Staff/Providers. The Staff Directory window will open
to the Basic Info tab.

2. Select a user from the left panel and click theEdit button.

3. Deselect the Active checkbox.

Basic Info ” Data V\sibility" Provider Info " Practice Info Im[ Lab Linlcs] e-Pres EIE

First/middle name: | Demo |I Activel

Last name/suffi;  |Doctor M | Inc\udein

o
Initials: Staff ID: List: PCP listing

Login name: m Security Access IEI

Colloguial name: |Demo Doctor |

4. Click the Save button.

5. Click the Security Access button and select the user in theUsers panel.
6. Click the Edit User button.

7. Deselect the Enabled checkbox and click OK.
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@ Security Settings — O *
Users  Groups  Membership
Users: Peimissions:
i oo OP_Rpis_Medica Protected & - Biling_F acilties_Modiy ~ Close
i, CMOCOLE - Billing_F acilities_View
v fj, CMILAND #- Biling_FesSched_Modiy Edit User...
e 4_Systemnédrnin_mi - Billng_Insuiance_Modify
e Aditin W g e X
= Billng_F
- Billng_P Hame: DEMO DOCTOR 0K
- Messag
3 et vk e ==

. CHUNES
- Clinical
o Clinical_ Enabled:

= Manage,
4. DaR
» - DD9 Created Date: 01/01/2003
‘o, DEVON .
Lo, DMENAGEMENT L. Biling_View_Charges
v -, DPOLES L= Biling_Vien_Claims
e 4_Systemnédrmin_mi L Billing_Wien_Credits
e Adin_M anage_Documents s Billing_Yiew_ER&_Payments
oo Biling_Payers_Wiew L Billing_View_Payments
= Message Distibution_Cieate {-=# Biling_Vien_Queue .
BRI T B

Tip: OP recommends placing the wordsDo Not Use in the First Name field of the user record.

Why can't | see all of the Providers in the Clinical Work scope drop-down?

In order to see all Providers/Staff listed in the Clinical Work scope drop-down, each Provider/Staff member must be assigned to

the location in which the user is logged into. If a user is not listed in the Scope drop-down:

1. Notice the Location selected in the upper right-hand corner of the ribbon.

= =

(=t Ol Primary Location | =

2. Navigate to the missing Provider/Staff member's record in the Staff Directory:Practice Management tab >
Staff/Providers.

3. Verify the location(s) to which the user has been assigned. In the image below, the Provider is not assigned to the
Primary Location, which is the location in which the user is logged into. This is what is preventing the Provider from
showing in the Scope drop-down in the Clinical Work window.

review  Logout

Basic Info || Data Visibility"Provider Info " Practice Info HE[Lab Links"e-Pres |L||L|

First/middle name:CORA | | Hacive
Last name/suffic | NOEL [mD | [ Include in
Initials: Staff ID:|  681| Lister| 2% e

Lagin name: Security Access E

Colloquial name: |Doctor Moel |

Department(s) Location(s) Team(s)
Add staff to a dept Add staff to a location Add staff to a team

Main Street Location

Secondary Location

<Mo data to display>

4. Edit the users profile, and add the location to the Provider/Staff record.

5. Save the changes.

6. Log out of OP and log off all sessions.

7. Relaunch OP. The Provider/Staff member will now be displayed in the Clinical Work scope.
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How do | copy a Provider schedule to a new location?

If the provider has Schedule Templates created you are unable to copy between locations. An alternative is to use the Slots

feature on the Calendar, follow the instruction below.

1. Navigate to the Schedule confirming you have the Calendar radio button selected.
2. Click the Office View tab.

3. Click the Slots button.

4. Click the drop-down and select the provider who's schedule to copy.

Settings: | 00O, Visit, Details V||
-
THEO WARNER, ML ~ | | Day [week]
SLOANE KNOX, MD
CORA NOEL, MD

THEO WARNER, MD_|{

1
MURSE SCHEDULE |37 12 13

(none) 18 19 20
25 26 2
All 1 2 3

4 5 6 7 8 9 1
[ Today: 7/31/2019

5. Select the Week button.
6. Right-click on the first slot and selectCopy week.

My View Office View @ Calendar (O Tracking  Settings:
‘Pr\mary Location v| Office View 2 Staff |Room  Appts |Slots

Sun July 28 |Mon July 29| Tue July 30 |Wed July 31| Thu August |Fri August 2 [Sat August 3
1

o0 |Do NOT | |SaME DAY | |SAME DAY | |sAME DAY | |SAME DAY | |SAME DAY | |samE DAY . i
g o [sook SICK SICK. il

o Sun Mon Tue Wed Thu Fri  Sat
o) Add slot Ctrl+Ins 1 2 3 4 5 6

= 7 8 9 10 1 12 1B

e 1Mo15 16 17 1B 19 20

o0 'WE Paste week 'WELL IWELL 21 2 23 24 25 26 27

' VISITS, VISITS VISITS, VISITS, WISITS VISITS, 28 229 0 I E20 s

| 4 5 § 7 8 9 MW

30 [ Today: 7/31/2018

45

00 SAME D SAME D S D SAME D S, B E DA Appointment zone:

ed 2 E = 2 2 =

13 ANy ISIT | [any visiT | [any visiT | |any wisiT | fany visiT | [any visiT EBNERHEEN il || Zones
10 —

30 .

45

00 & £ & Tasks (no patient selected)  show -]
" 15 slot Usage show [/

30 v [ 1o B

Wednesday July 31, 2019 Wk#:31

7. Click the location drop-down and select the location to copy the week to.
8. Right click in a slot and selectPaste week.

cdedashetie =)
My View Office View @ Calendar O Tracking ~ Settings: |000, Visit, Details ~

| Office View ~ Staff |Room| Appts|Slots
sun July 28 [Mon July 2  Tue July 30 [wed July 31| Thu August |Fri August 2 [sat August 3| ‘(“Dng) v| | Day [week|
1
| |
00
8 7] Add slot Ctrl+Ins 4 July 2019
13 et Sun Mon Tue Wed Thu Fri Sat
30 30 1 2 3 4 5 6
Ry 7 8 9 W 1 12 13
4 15 16 17 18 19 20
00 21 2 23 4 25 2% 0
| 2 29 30 12 3
1 4 5 6 7 8 g 10
30 [ Today: 7/31/2018
43
00 Appointment zone:
; DO NOT BOOK | Zones
10 —|
30
45
oo Tasks (no patient selected) show[]
" B Slot Usage show
) v |
Pat.ID: Wednesday July 31, 2079 Wi:31

9. Repeat the steps.
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How do | remove a user from the To drop-down in a Message?

Inactive users are not displayed in drop-downs lists in OP. If you recently made a user Inactive in the Staff Directory, you must

log out and back in after saving the change to see that the user's name was removed from the list.
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