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About

The workflow below describes the steps that a Mid-Level and Provider will take to finalize a Visit Note when a cosignature is
required. It is important to note that for any Well Visit or Encounter which requires a cosignature, the Mid-Level provider must
select the Provider in the Supervised by field on the Visit Info tab. This will streamline the workflow and place the note to be

signed by the Provider in the proper tab.

o Mid-Level Provider: Cosign Workflow
e Provider: Cosign Workflow
o Mid-Level Provider: Cosign Workflow

e Provider: Cosign Workflow

Note: If the Mid-Level provider requires notes to be cosigned, theNeed cosigner checkbox must be selected in the Mid-

Level's profile in the Staff/Provider Directory.

Mid-Level Provider: Cosign Workflow

1. Click Visit Info in the Encounter or Well Visit's navigation panel.
2. Use the Supervised by drop-down to select the signing Provider.

Visit Information

Visit dateftime: | 10/20/2020 v Dlaan

Date written: 10/20/2020 08:47 AM

Place of service:  [Office -

Practice location: | CA Physicians Practice 1 -]

Appointment type:
Accompanied by: ‘ ~ |

Entered by: 373w

Nurse/assistant:

Rendering provider: |Cindy Malek, MD

Supervised by: \

v

Staff chaperone: Level 6 Providers Init... 1D v
Telehealth: Albert Davis, MD ALD | 353

Provider location: ~|Anna Bates, MD AB_| 327 3
. Cindy Malek, MD ™M 373

Patient location: T 3
\Wayne Best WB 430

3. When the note is complete, navigate to the Summary tab and click the Finalize button.
4. Review notes from the Encounters or Well Visits tab of the Clinical Work window.

o Notes cosigned are removed from the Encounters or Well Visits tab

o Notes that are finalized and waiting for cosigning will appear in the Encounters or Well Visits tab with a shaded
background

¢ Notes that are not finalized, by the mid-level provider, appear in the Encounters or Well Visits tabs with a white
background
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@ Clinical Work [=eE]=]
Scope: Dates: Confidential:
@Today OMonth Oall Oinclude EFR
®Me (o) ~|OEveryone
o Oweek Ovear ORange:
(® encounters Qe Vel Visits () J§§ Diag Tests (25 Referrals [&] Documents [ surveys
Edit Finalize | Cosign | [preview [linclude finalized Lines/record: 1|~
Date Patient Name Progress Note staff
[ O 12/15/2021 | TEST, LAUREN Interval History Sara Jones, NP
O 12/15/2021  |TEST, AVA Interval History Sara Jones, NP
O 12/15/2021  |TEST, DANIELLE N. Interval History Sara Jones, NP

Provider: Cosign Workflow

1. Click Well Visits or Encounters in the Main Navigation Panel, to open the Clinical Work window.

¢ Notes finalized by the Mid-Level Provider and waiting to be cosigned are displayed with a shaded background.
o Notes not finalized by the Mid-Level Provider are displayed with a white background.

Note: If you are a Provider cosigning notes, the Staff column will display the Mid-Level provider who charted the note.

2. Select the note, and click theEdit button and review the visit documentation. See theNote box below for information on
how to bulk cosign Visit Notes.

3. Click Summary in the Window Navigation panel.

4. Click the Cosign button.

No privacy Summary Report Criteria
restriction [~Encountar hote Bt riteria | | Rebill Summary ||Print Nete, Print Letter | 02
Includ . \34175
W= Clinclucle recards/sections with limited visibility EFR)  Search WA [HEX T
Primary Encounter Note  MJ patjent Exit Note Alternate Notes
B visitinfo

(3 tnterval Hx Patient Demographics
Name: TONY SMITH

151 Problem List
Date of bith- 01/01/2018  Sex: U

O alergies Languags Unknown
& vedeatons Race. Unknown

- ssatone (5| [Ethnicity: Unknown
¢ zatons (9)
W story Visit Information
@) Rk Assess Date/time: 09/15/2022 @ 03:44 pm
[ surveys Location: Primary Lacation

y Appointment typs WELL VISIT EST

7 visaferantn Accompanied by: FATHER TONY SMITH
{5} Implantables

L3 Development Interval History

Ua SchoolSxam Four year wellvisit.

i Parsntal concems: none

ctai Exam

. Recent inury/ilness: none
& e Special health cars needs nons

Visits to other health care providers/faciltiss: none

Changes/stressors in famill or home. none

Ui Dieg Tests Observation of parent-child interaction: normal (active communication: parent allows child to answer questions; child separates from parent during
[ ReferraiToc | [exam: child seff:p interact - parent lets child make choicss)

Assessment
Plan/orders
Decuments

=2 AG/Counseling

Patient History
Past Medical, Family. and Social History reviewsd and updated as appropriate |

& corePlans Exam Findings v
Q Asthma Plans
- Note visibility: |4ny staff membe | Clinical Nate Type: |Progress Note v
= codng Finalize
= Finalized by: 107| |[DEMO DOCTOR 09/15/2022 03:49 PM
== —
Cosigned by:
Save Template | Reviewed by: o v

5. Click OK in the confirmation window to complete the cosign workflow.

Confirm

o Are you ready to cosign this note? This action is not
reversible,

Cancel

Note: To bulk cosign Visit Notes, select thecheckbox next to each Note that should be cosigned before clicking the
Cosign button at the top of the Clinical Work window. A confirmation window is displayed asking if you're ready to
cosign all of the selected notes. Click OK. The notes are finalized and each Note Summary includes an entry in the
Providers section indicating the Note was part of a bulk consigning.

This functionality is not intended to be a daily best practice or a replacement for consigning Visit Notes individually.
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About

The workflow below describes the steps that a Mid-Level and Provider will take to finalize a Visit Note when a cosignature is
required. It is important to note that for any Well Visit or Encounter which requires a cosignature, the Mid-Level provider must
select the Provider in the Supervised by field on the Visit Info tab. This will streamline the workflow and place the note to be

signed by the Provider in the proper tab.

Note: If the Mid-Level provider requires notes to be cosigned, theNeed cosigner checkbox must be selected in the Mid-

Level's profile in the Staff/Provider directory.

Mid-Level Provider: Cosign Workflow

1. Click Visit Info in the Encounter or Well Visit's Window Navigation panel.
2. Use the Supervised by drop-down to select the signing Provider.

Visit Information

Visit date/time: 10/20/2020 ~ [2ah

Date written: 10/20/2020 08:47 AM

Place of service: ‘Ofﬁca V|
Practice location: | CA Physicians Practice 1 N
Appointment type:

Accompanied by: ‘ v|

Entered by: L |

Nurse/assistant: ~
Rendering provider: |Cindy Malek, MD v
Supervised by: \ ~
Staff chaperone: | Level 6 Providers nt. D |v
Telehealth: Albert Davis, MD A | 33
Provider location; ~[Anna Bates, MD AB | 327
) Cindy Malek, MD M | 373
Patient location: A ﬂ
Wayne Best WB 430

3. When the note is complete, click the Finalize button on the Summary tab.
4. Review notes from the Encounters or Well Visits tab of the Clinical Work window.

o Notes cosigned are removed from the Encounters or Well Visits tab
o Notes that are finalized and waiting for cosigning will appear in the Encounters or Well Visits tab with a shaded

background
¢ Notes that are not finalized, by the mid-level provider, appear in the Encounters or Well Visits tabs with a white
background
Scope: Dates: Confidential:
® Me (o] Ogeveryone ~ @Today Oweek Omonth Oall [include EFR
# Encounters Qe Well Visits (2) (i Diag Tests 23 Referrals [&] Documents [ surveys
Edit Finalize Cosign Opreview [include finalized Lines/record: 1|~
% Date Patient Name Progress Note Staff
»[ 10/20/2020 BELL, GRACE J. [Interval History [sara Jones, NP
10/20/2020  |GRANT, OLIVIAR. Interval History sara Jones, NP

Provider: Cosign Workflow

1. Click Well Visits or Encounters in the Main Navigation Panel, to open the Clinical Work window.

o Notes finalized by the mid-level provider and waiting to be cosigned appear with a shaded background
o Notes not finalized by the mid-level provider appear with a white background

n Note: If you are a Provider cosigning notes, the Staff column will display the Mid-Level provider who charted the note.

2. Select the note, and click theEdit button and review the visit documentation. See theNote box below for information on
how to bulk cosign Visit Notes.
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3. Click Summary in the Window Navigation panel.
4. Click the Cosign button.

Summary Report Criteria Rebuild S print Note || Print Lett o
‘——Enmunler Note | [Edit criteria | (REPU1E Summary | [Prin < T eter E

Oinclude records/sections with limited visibility (EFR) ~ Search: Note ID:200

Primary Encounter Note (U Patient Exit Note Alternate Notes

Patient Demographics A
Name: OLIVIA R GRANT

Date of birth: 11/21/2009 Sex: F

Language: ENGLISH

Race: Asian + White

Ethnicity: Not Hispanic or Latino

Visit Information

Date/time: 10/20/2020 @ 09:28 am
Location: CA Physicians Practice 1

Interval History

9-10 year old well visit (F):
Parental concerns: none

Recent injury/illness: none
Special health care needs: none

Visits to other health care providers/facilities: none ©
Finalize Note visibility: |Any staff membe v
Finalized by: 439/ |Sara Jones, NP 10/20/2020 9:28:57 v
— -
Save Template | Reviewed by: v

5. Click OK in the confirmation window to complete the cosign workflow.

nfirm

n Are you ready to cosign this note? This action is not
reversible.

Note: To bulk cosign Visit Notes, select thecheckbox next to each Note that should be cosigned before clicking the
Cosign button at the top of the Clinical Work window. A confirmation window is displayed asking if you're ready to
cosign all of the selected notes. Click OK. The notes are finalized and each Note Summary includes an entry in the
Providers section indicating the Note was part of a bulk consigning.

This functionality is not intended to be a daily best practice or a replacement for consigning Visit Notes individually.
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