ESOAPware-

myHEALTHware Patient User
Manual

SOAPware, Inc.



myHEALTHware Patient User Manual

1

Getting Started with myHEALTHware

1.1 Log Into myHEALTHware

1.2 Can'tLogIn?

Account Management

2.1 Edit My Profile Information
2.2 Change My Password

2.3 Set My Notification Preferences

Account Connections - People

3.1 Introduction to Connections
3.2 Add a People Connection to MyAccount
3.3 Approve or Decline a Connection Request from Another User

3.4 Delete a People Connection

Account Connections - Organizations

4.1 Introduction to Organizations

Ask the Clinic a Medical Question

5.1  Send the Clinic a Secure Message to Ask a Medical Question

Conversations

6.1 Whatis a Conversation?
6.2 Starta New Conversation with a Connection
6.3 Replyto a Conversation

6.4 Attach a File to a Conversation

16
25
27

31
33
35
37

39

41

45
46
48
50



6.5 Add or Remove Recipients in a Conversation

6.6 Leave a Conversation

Appointments

7.1 Requestan Appointment

7.2 Manage Appointment Requests

Patient Summaries

8.1  View myMedical Summary

8.2 Download My Patient Summary (Blue Button)

8.3 Send My Patient Summary to Another Physician/Clinic or Secure Connection

53
58

61
67

75
80
82



Getting Started with
myHEALTHware




Log Into myHEALTHware

Q: How do |, a patient, log into myuser account within myHEALTHware?

1. Log In Screen

9 myH EALTHWareo Username, Email, or Phone o Password or Access Code e me'

Have you been invited to join myHEALTHware?  Accept invitation

Healthcare Solutions for You.

Imagine a state-of-the-art healthcare coordination
platform that combines the best features of social
networking plus 20 years of medical sofiware expertise.
The result? Highly accessible health information,
delivered with maximum levels of privacy, security and
ease-of-use.

[

Would you like more information about implementing
myHEALTHware in your practice?

More Info

Ausername, email address, or a phone number with password, mustbe used each time
myHEALTHware is opened, and should be created prior to logging into an account.

1. Enter your email address, username, or phone number.
2. Enter your password.
3. Click on the Log In button.
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2. Request a myHEALTHware Account from Your Clinic

If you have a clinic that uses myHEALTHware and you would like to request an account, please
contact your clinic to begin the registration process. Your clinic will register you with

myHEALTHware and you will receive an email invitation with instructions on completing the
registration process.
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Can't Log In?

Q: How do I recover my username and/or password for my account?

1. Can't Log In

9 myH EALTHwareo Username, Email, or Phone Password or Access Code Log In

Can'tlogin?

Have you been invited to join myHEALTHware?  Accept invitation

Healthcare Solutions for You.

Imagine a state-of-the-art healthcare coordination
platform that combines the best features of social
networking plus 20 years of medical sofiware expertise.
The result? Highly accessible health information,
delivered with maximum levels of privacy, security and
ease-of-use.

[

Would you like more information about implementing
myHEALTHware in your practice?

More Info

Click on Can't Log In? located under the Log In button.
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2. Find Your Account Via Email

First, let's find your account.

To find your account, please enter your username,
email address, or phone number.,

MNote that an email address or phone number must
aready be wverified on your account before it can be
used for account recovery.

g

o (RO

To retrieve log in information attached to an account:

1. Enter the username, email address, or phone number, associated to your account. *Note: In
order to enter a phone number or email address for recovery purposes, the phone number or
email address must be verified for your account prior to account retrieval.

2. Click the Search button.
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- Further Identification Needed: Email

Further identification needed

There are multiple accounts with the email address
clinicaltraining@soapware.com.
Please enter your name to help find your account.

Lillian

Williams

Or, you can go back and use your username if you know it.

For an email address entered for Step 2, a user might be presented with this dialog. As indicated
above, there are multiple accounts tied to the email address entered so the user can go back and
enter their username for Step 2, or can enter their first and last name, then click the Search button

as is shown in this screenshot.

Email sent!

Please check your email inbox for instructions on how to recover
your account.

Aconfirmation message will be presented, to notify you that the email has been sent to the
account email address with further instructions to on how to recover the account.
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-Confirmation Email

myHEALTHware’

Hello Lillian Williams,

We have received a request to send your username for your account to this email
address. Your username for your account is:

lillian

Please note that if you have also forgotten your password, you can use this
username to recover it.

Please click on the following button in order to log in:

Or, if you prefer, copy and paste the link below into your web browser:
https://myhealthware.com

Thank you for using myHEALTHwarel

Best regards,

The myHEALTHware Team

If you are not the intended recipient, please discard this message.

To unsubscribe from or adjust these notification messages, €log in to your account
and go to @Notifications€ to make the change.

The useris now able to click on the above Log In button.
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3. Find Your Account Via Phone

First, let's find your account.

To find your account, please enter your username,
email address, or phone number.,

MNote that an email address or phone number must
aready be wverified on your account before it can be
used for account recovery.

g

o (RO

To retrieve log in information attached to an account:

1. Enter the username, email address, or phone number, associated to your account. *Note: In
order to enter a phone number or email address for recovery purposes, the phone number or
email address must be verified for your account prior to account retrieval.

2. Click the Search button.
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-Account Found: Phone

Account Found

o If you know your password, please select Cancel and use
your phone number to log in to your account.

e If you forgot your password, click Continue and we'l help
you reset it

Cancel Back

Click Continue to reset your password.

-Reset Password

Reset password

How would you like your reset password
information sent to you?

C:k KK >+<>+<>+<>+<>+<>+<>+<>+<>+<:+<>+<{@S 0O ap".l'l." are.corm -

corkorkorkork Rk @s0apware, com |

-

1. Select the verified phone number.
2. Click Send.
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-Enter Code

Text message sent!

Please enter the & digit code you received to continue:

(-

& 2 &

O

-

1. Enter the code sent to your verified phone number via text or voice call. In the screenshot
above, this code was texted to a text enabled phone, based on how the user preferred for the
phone to be verified upon its entryinto a user's profile.

2. Enter a new password and confirm the new password. *Note: The password must be at least
8 characters long, and contain a number.

3. Click Continue.
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myHEALTHware Home Page

MY HEALTH ®, Conversations + e cormersation. ] MY CONNECTIONS
o)
w2 People B

Connected

v myHEALTHwar...

.‘ Conversations
Colonoscopy

69 Connections You:

ware Implementation and Training, John Wright

@ Marketplace
Your Lab Results
E, Appointments an Wiliams {patient): Thank you. .
are Implementation and Training, Lillian Williams {patient)

FY Lilian wiliams ...

&6 -
e Medications
Your Lab Results

ﬁ Summary You: I wolld ke to schedule a visit to disc your lab results. Please either submit an a...

FY Test Consultant

Organizations [

v myHEALTHware
E] sCAPware Impl... 0
(1) SUM 2014 Train... 2% ]
(3] Test Clinic 35 ]
)

You: Good afternoon Donna, The attached spreadst

e Implementation and Training, Donna Davis

Diabetes Educational Handouts
Lilian Wiliams {patient): Thank you. I wil schedule a follow up appointment.

are Implementation and Training, Lillian Williams {

patient)

&% Direct

Your password has been reset, and you are back into your myHEALTHware account.
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Account Management
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Edit My Profile Information

Q: How do | edit my account profile information?

1. Access Your User Account Profile
Laura Johnson " n@

] MY  Change Password
o g Notifications
¥S Close Account |
i
4 Policies
Help
- Log Out

1
-

The user must be logged in to access their profile information. To manage your account profile:

1. Click the Settings button.
2. SelectProfile.

2. User Profile Edits

Within the profile screen, the following patientinformation may be edited:

*  Picture

* Account Information: including name, SSN, birth date, gender, race, ethnicity and language
+ Address

* Phone

« Email
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3. Upload a Picture

Picture
n ? —— )

No file selected.

Clear Selected Image

°| On Web '

There are two options when uploading a file to use as your profile picture:

Option #1: On Computer

1. Click on the Choose File button, in order to select a picture from a designated location on your
local computer.

2. Click on the Upload button.

Option #2: On Web (can be used to insert an image from the web on a site such as LinkedIn or
Facebook)

1. Click the On Web tab.

2. Enterthe image URL for the picture.

3. Click Upload.

To delete a profile image, click the Delete button.
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4. Edit Your Account Information

Account

Name
SSN
Birthday
Gender

Race

Ethnicity  Not Hispanic or Latino

Language English

To edit your account information, click on top of the item that you wish to edit. For example, to edit
the Race, click on the blue text located nextto Race as shown in the screenshot above.

Account
Name Laura Johnson
SSN .‘-{i}{i?—*i_:{{.‘-{i_3232
Rirthdav 1977-05-25

Unspecified

Unspecified

American Indian or Alaska Native
Asian

Black or African American
MNative Hawaiian or Other Pacific Islander e

Jter

1. Click the drop down menu.
2. Click to selectthe appropriate item from within the drop down menu.
3. Click the Blue Checkmark button to save your edits.
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5. Edit Your Address

Address
Street 555 Main Lane
City Anywhere
State State

Zl sssss
quququ

The following address fields may be edited to keep profile contact information current:

Street
« City
 State
e Zp

Click on the address item of choice, update the information, then click the Blue Checkmark button
to save your changes.

6. Edit Your Phone Number

Phone

work (800) 455-7627 %

Mobile [0 X #

Home E’ s

The following phone items may be edited from within the phone window:

 Label or Type: Home, Work, Mobile, Fax
*  Phone Number

+ TextCapable (the smart phone icon)

*  \oice Capable (the phone receivericon)
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Click on the phone item of choice, update the information, then click the Blue Checkmark button
to save your changes.

-Verifying a Text Enabled Phone Number

Can we send you a text message?

In order to use this phone for notifications and reminders on your myHEALTHware
account, we must first verify that you own it by sending you an access code. We'l
send your access code to

) Yes, send me a text message

© No, I only receive voice calls

While rmyHEALTHware does not charge for this service, your mobile phone service provider's
rates apply., Only US nurnbers are supported.

Cancel Continue

Select the option, Yes, send me a text message, then click Continue.
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Enter your access code

A text message with an access code has been sent to

Please enter the access code below,

Back Cancel

Averification box will appear. Once you receive the verification code via text, enter the code in the
text box to verify your phone number.

Your phone number was successfully verified

The phone number has successfully been verified.
*Note: Users are now able to log in to myHEALTHware with this verified phone number,
accompanied by the user's password.
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-Verify a Phone Number using Voice Call

Can we send you a text message?

In order to use this phone for notifications and reminders on your myHEALTHware
account, we must first verify that you own it by sending you an access code. We'l
send your access code to

© Yes, send me a text message

) No, I only receive voice calls

While myHEALTHware does not charge for this service, your mobile phone service provider's
rates apply. Only US numbers are supported.

Cancel Confinue

If your phone is not text capable, and you wish to verify the phone number by voice call, select the
option No, | only receive voice calls, then click the Continue button.
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Enter your access code

You will be called at and an access code will be read to you.

Please enter the access code below.

Back Cancel

After receiving the voice call, enter the access code thatis played in the message to verify the
phone number.

Your phone number was successfully verified

The phone number has successfully been verified.

7. Add a New Email Address

Email

Home [A @soapware.com %

Add an email address

To add a new email address:

Click on the Add an email address text.
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Home [N @soapware.com %

| Home |¥ x
Work \

Select a label (home or work) for the email address, enter an email address into the provided box,
and click the Blue Checkmark button to save your edits.

*Note: When a new email address is added to myHEALTHware, it must be verified.
To verify your new email address:

1. An email will be sentto your email address for verification. Check your email inboxand follow
the instructions within the email to complete the verification process.

8. Edit Your Email Address
Home (A i@soapware.con@a

Add an email address

In order to edit your email address:

1. Click the X next to the email address to delete.

2. Click the Add an email address button to create a new email address. Follow the
instructions found in Step 7.
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Change My Password

Q: How do I change my current password?

1. Open Settings

Laura Johnson a° P~

Profile
| e
o g Notifications
wa Close Account |
A
4 Policies
B Heb
- Log Out

"
]

1. Click the Settings button.
2. SelectChange Password.
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2. Change Your Password

Change Password

Some informational text here.

Current password | ,,.eeeene ‘
New Password a ¢ 8 characters long
9000000000 i -
¢ Contains a number
Confirm Password e0ccesssee e ¢ Passwords match

1. Enter the Current Password.

2. Enter the New Password. *Note: Passwords must be 8 characters long and contain at least
one number.

3. Confirm the new password.

4. Click the Save button.
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Set My Notification Preferences

Q: How do | specify or change my notification preferences?

1. Access Your Account Notifications

Lilian Williams 0&

Profile
IMY Change Passwor

y
N  Notifications e
we

Close Account

(1]
ﬁ Policies
e Help

| Log Out _J

Within myHEALTHware, when an event occurs (a connection is requested, or a connection
requestis accepted, a user has a new message, etc), a notification can be generated by one of
two options: email message or text message.

To set up your notification preferences, log in to your myHEALTHware account, then follow the

steps below:
1. Click the Settings button located in the top right corner of your screen.

2. Click Notifications.
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2. Set Notification Preferences
Notification Preferences

Added To Conversation
Email Message | injcaltraining@soapware.com O

Text Message | none O

Next, select the method(s) that you would like to receive notifications by for each listed event. You
may choose to receive notification by email, text message or both. If you do not wish to receive
notification for an event, leave the Email Message and Text Message fields setto "None".

*Note: The items that are listed your drop down options for email message and text message are
pulled from what was entered in the profile section of your user account. To add an email or text
capable phone, go to your profile, by clicking Settings > Profile.

3. Set Additional Notification Preferences

Notification preferences can be set for the following events:

+ Added to Conversation: receive notification when you are added to a conversation.

+ Connection Accepted: receive notification when your connection request to another
myHEALTHware user has been accepted.

+  Connection Requested: receive notification when another myHEALTHware user requests a
connection to your myHEALTHware account.

*+ New Message: receive notification when you receive a new conversation.

* New Sign up

+ Password Reset: receive notification when your myHEALTHware password has been reset.

» Shared File: receive notification when a file is shared with you via myHEALTHware.
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After setting all of the desired notification preferences, click the Save button at the bottom of the
screen.
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Account Connections - People
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Introduction to Connections

1. My Connections

MY CONNECTIONS

&2\ People [+
i, Stephen Wiliams
Krista Nicewarner
R Randall Oates, ...
Organizations [EJ
(34 West Street Fa...
¥ MmyHEALTHware

In myHEALTHware, the My Connections panel creates a link between users, that allows them to
communicate and share information over a secure network.

There are two types of Connections in myHEALTHware:
1. People Connections
2. Organizations Connections

- People Connections

People Connections allow the clinic user to create a link between themselves and other
myHEALTHware users, such as with family members, referring providers, or primary care
physicians, that they wish to share health information with.

For information about creating a new people connection, please see: Add a People Connection
to my Account.

- Organization Connections

Organization Connections allow the user to create a link between themselves and an
organization. For example, a patient will be connected with the clinic organization so they can
send appointment requests to the clinic staff and in future versions, refill requests and "ask a
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medical question” (if enabled by the clinic).

For information about creating a new people connection, please see: Add a New Organization
(Connect to Clinic).

myHEALTHware Patient User Manual - 32 SOAPware, Inc.



Add a People Connection to My Account

Q: How do | add a people connection to my account?

1. Add Connection

MY CONNECTIONS

o2

we\ People

B# Krista Nicewarner
M Randal Oates, ...

To add a connection to another myHEALTHware user or a family member, click the Add
Connection (green +) button under My Connections.

2. Request Connection

Request Connection

™ Enter the username or email address of a person you would like to

aal) connect to and share information with on myHEALTHware. If the user is
not already a member, you wil have an option to invite them to create
an account.

Name ‘
W

stephen|

by continuing, you agree to these terms and conditions.

1. Enter the myHEALTHware username or the email address of the person you would like to
connect with.
2. Click Send.
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3. Await Connection Approval

MY CONNECTIONS

&\ People [+
ent

)

'l

]

0N

Connected
BE Krista Nicewarner
M Randal Oates, ...

Arequest to connect to the user will be sent. The user mustlogin to their account (or create an
account if they are not an existing member), and approve the connection.

4. Connection Approved

MY CONNECTIONS

&9 People + |
I, Stephen Wiliams x

ﬁ KriSt{ This request has been accepted. - Stephen Williams ]
I Randall Oates, ...

After the user that you wish to connect to has accepted your request, the user will be listed as an
approved connection under your My Connections panel. You can now securely communicate with
this connection. Forinformation on how to start a secure conversation, please see: Start a New
Conversation with a Connection.
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Approve or Decline a Connection Request from Another User

Q: How do | approve or decline a people connection request from another user?

1. Approve Connection Request

MY CONNECTIONS

o3 People (+ |

Pending

Lilian Wiliams x

When another user requests to connect with your account, you will receive a pending connection
request. If you wish to connect your account to the other user, you may approve the pending
request.

To approve the pending request, click the Accept button located next to the users name
(checkmark icon).

Accept Connection

By accepting this connection, you agree to these terms and conditions,

Connect Cancel

Click Connect if you would like to agree to terms and conditions.

MY CONNECTIONS

&2\ People [+ ]

i Lilian Wiliams

If you choose to accept the connection, you will then be connected with the requesting user and
will have the ability to create or reply to secure conversation with the user.
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This user will now be listed as a connected account.

2. Decline Connection Request

MY CONNECTIONS

o —
&\ People (+ |

Pending

Lilian Wiliams x

To decline the pending request, click the Decline button located next to the users name (xicon).

Are you sure?

You are about to delete this connection. Are you sure you

want to do this?

Confirm that you wish to decline and delete your connection with the user by clicking the Confirm
button.

Click the Cancel button if you wish to cancel this action.

Connection deleted

_JCOILh

Once confirmed, the connection will be deleted and removed from your My Connections panel.
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Delete a People Connection

Q: How do | delete a people connection?

1. Delete an Account Connection

MY CONNECTIONS

&9\ People o

Liian Wiliams @

To delete an account that you no longer wish to be connected to, hover your mouse over the user
that you wish to delete, then click the Delete button (Xicon) located next to the users name.

Are you sure?

You are about to delete this connection. Are you sure you

want to do this?

Confirm that you wish to delete your connection with the user by clicking the Confirm button.

Click the Cancel button if you wish to cancel this action.
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Account Connections -
Organizations
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Introduction to Organizations

Q: Whatis an organization?

MY CONNECTIONS

.
5

9 People [+

Lilian Wiliams

Organizations | K3
v MmyHEALTHware
(1) West Street Fa...

An organization within myHEALTHware can be any facility that participates in your medical care.
Examples of an organization could include:

*  PrimaryCare Clinic
+  Specialty Clinics

* Pharmacies
 Laboratories

The organizations that the useris currently connected to are listed under the Organizations
section of the My Connections panel.
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Ask the Clinic a Medical
Question
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Send the Clinic a Secure Message to Ask a Medical Question

Ask a Medical Question Feature

The Ask a Medical Question feature is a feature that your clinic can choose to enable or disable
for patient use.

If your clinic has this feature enabled, follow the instructions below to submita secure message
to the clinic using the Ask a Medical Question feature.

1. Create a New Conversation

&/ myHEALTHware*
)

MY HEALTH -‘ Conversations + New Conversaton J "
-‘ Conversations i .
Medical: Fever and Fussiness Send A Message
@ Marketplace West Street Family Clinic: Please schedule an appointment so the doctor e Ask a Medical Question

Lillian Williame \Wact Qtraat Eamile Clinie 7 maccanac [T nowr) |

Click the +New Conversation button, then select Ask a Medical Question.
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2. Select the Clinic

s

New Medical Question

From Lilian Wiliams

T

o

West Street Family Clinic E’

Topic

Question

Attachments + Attach afile

f emergency -- Please do not use your myHEALTHware account for emergency
medical care.

cres

Using the drop-down menu, select the clinic that you wish to send a message to.

3. Enter Your Topic and Question

Enter the topic of your message to the clinic, as well as your question.

If you wish to attach a file to send to the clinic (ie: an image or other document), click the +Attach a
File button and choose the file that you wish to attach.

Click the Send button to send your secure message to the clinic.
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4. Set Your Notification Preferences

Once your message has been sentto the clinic, they will receive the message and can submita
response. We recommend that you set up your notification preferences so that you will be notified
by email or text message when the clinic responds to your message. Forinstructions on setting
your notification preferences, please see: Set My Notification Preferences.

5. Archive Conversation

%% Medical: Fever and Fussiness

¢ You West Street Family Clinic

Lilian Williams 43 minutes ago

My child has a fever of 101.8 and has been very fussy the past day. He has been puling at his ea

rs last night and this morning. Do I need to make an appointment or can an antibiotic be called in
5

Thank you

. Krista Nicewarner R.N. on behalf of West Street Family Clinic 39 minutes ago

Please schedule an appointment so the doctor can take a look at his ears. You can request an ap
pointment by clicking on your myHEALTHware Appointments tab.

Krista Nicewarner R.N. on behalf of West Street Family Clinic has left the convers} a few seconds
ation.

+ Attach a file m

After the clinic has responded to your message, they may archive or leave the conversation. Once
the clinic has left the conversation, they will not see any additional responses or questions that
are posted to the conversation. If the clinic has left the conversation, you should submita new
conversation by following the steps above to post any additional questions.

myHEALTHware Patient User Manual - 43 SOAPware, Inc.


http://soapware.screenstepslive.com/s/myhealthware/m/MHWpatient/l/134025-set-my-notification-preferences

Conversations
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What is a Conversation?

What is a Conversation?

Aconversation is a secure, HIPAA-complaint method for communication between
myHEALTHware users. Conversations allow you to receive and respond to communication from
your clinic and providers. In addition, conversations allow you share information with family

members or other physicians, such as test results, portions of your medical record, and more, via
the open-standard, HIPAA-compliant Direct Protocol.

% ANA Lab Results
J A
‘ RTNEELATE You ﬂ Dr. Julie Smith
iy Marketplace % Dr. Julie Smith Je
! . ' Please see your attached lab results. Please contact the office to schedule your follow up
B/ Appointments appointment.
on . .
& Medications Thank you!
o Northside Family Clinic
u Summary

I Smith, James ANA 1.17.14.pdf (5.7

James Smith January 17

Thank you, I wil request an appointment.

+ Attach a file m
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Start a New Conversation with a Connection

Q: How do I start a new conversation?

1. Start a New Conversation

% Conversations

=+ New Conversation

To starta new conversation, click on the New Conversation button.

2. Complete the Conversation

New Conversation

Lilian Wiliams =

prm—
'Toplc
=

~

' My Lab Results

B —
' Message l Lilian,

e

© ©©

[ have received my ANA results today and wanted to

come back in for a follow up appointment.
-Dad
Attachments Wl

]
f,!
/

_ sample-lab.pdf 32.2K Remove

— )
+ Attach a file e Max. total size: 25.0 Mb
o —
In case of emergency - Please do not use your myHEALTHware account for emergency
medical care.

To: Enter the name of the user you would like to send the conversation to. *Note: You can

only send a new conversation to users that you have established a People Connection with.
For instructions on creating a new People Connection, please see: Add a People Connection
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to my Account.

2. Topic: Enter the topic for your conversation.
3. Message: Enter the message for your conversation.
4. Attachments: If desired, click the Attach a File button to include an attachment. For

instructions on attaching a file to a conversation, please see: Attach a File to a Conversation.
5. Click the Send button to send your message.

3. Message Stored to Conversations Inbox
% Conversations

My Lab Results
You: Lilian, I have received my ANA results today and wanted to send them to you tolo... March 26
Krista Nicewarner, Lillian Williams 1 message

The new conversation will be stored to your Conversations inbox.

4. Conversation Details

You ¢ Lillian Williams x
Krista Nicewarner
Lilliar,

I have received my ANA results today and wanted to send them to vou to look at. The doctor
wants me to come back in for a follow up appointment.

-Dad

'z:_,‘_ sample-lab.pdf (52.2 k)

+ Attach a file

To view the details of your new conversation, simply click on the conversation thatis located in
your inbox.
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Reply to a Conversation

Q: How do I reply to a conversation?

1. Open the Conversation

MY HEALTH %% Conversations
-‘ Conversations
My Lab Results
@ Marketplace James Smith: Rebecca, I received my ANA results today and wanted to send them to y... January 17
Rebecca Smith, James Smith 1 message (1)
E/ Appointments

e s L e =N

Anew conversation will be highlighted in gray to indicate that the message has notbeen read. To
read the message, simply click on itto open the details.
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2. Reply to the Conversation
"% ANA Lab Results

[—JJ You @ Dr. Julie Smith

% Dr. Julie Smith
' Please see your attached lab results. Please contact the office to schedule your follow up
appointment.

Thank you!
Northside Family Clinic

“* Smith, James ANA 1.17.14.pdf (5.7

r\g James Smith
i

Thank you, I will request an appointment.

+ Attach a file e\m

To reply to a conversation:

1. Type the message in the Reply box.
2. Click the Send button to send your message.
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Attach a File to a Conversation

Q: How do | attach a file to a conversation?

1. Attach a File

New Conversation

To

Topic

Message

Attachments | + Attac

In case of emergency -- Please do not use your myHEALTHware account for emergency
medical care.

Fill in the appropriate information in the New Conversation box, then click on + Attach a file.
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2. Select the File

@ File Upload

OQ ll Desktop »

Organize ¥ New folder

. . Guitar Guru
- Favorites 5 Shortcut
Bl Desktop ‘ 1.14KB
S

& Downloads

| Recent Places _‘i%)
a
4 Libraries Jj
=] Documents o
AT

@ Music . .
. AADE_Holiday_toolkit for diabetics
(&) Pictures ==& | Adobe Acrobat Document

B videos | 8.22 MB

CTHead (3)
1% Computer - JPEG image
2,57 MB

Gh Network * | ICD-10 ImplementationTransition
. Owerview
Adobe Acrobat Document

Musichotes Player
Shortcut

3

>
-

4 Sample doctor (3)
M. | JPEGimage
~ | 99.0KB

ScreenSteps Workgroup Library
Connection

ScreenSteps document

File name: sample-lab

1. Locate the file on your computer.
2. Select/highlight the file.
3. Click Open.

e
o
e

v [ 5 l l Search Desktop pel
i}z N Eﬂ 0@1
Logheln Rescue Technician Mozilla Firefox -

Consale Shortcut

Shortcut

113 KB

Roxio Creator XE
Shortcut
2.17KB

SOAPware
Shortcut

Snagit 9
Shortcut

197 KB 2.16 KB
BrainhRI (3) chesteray (3)
JPEG Image IPEG image
540 KB 531KB

heart
JPEG image
9.96 KB

field history
soft Office Word Document

H=NDe

m

Jarmes Smith Lab Results Lifestyle
ft Office Word Document Improvements

e Adobe Acrobat Document

sample-lab N E > sample-referral
Adobe Acrobat Document - | Microsoft Office Word 97 - 2003 ..,

32,2 KB 26.5 KB

ScreenSteps

v | Files -|

[ Open Iﬂ"[ Cancel ]

*Note: A maximum of 5 files or 25.0 Mb total size can be attached to a conversation.
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3. Send the Conversation

-

New Conversation

O [Lilan willams x|

Topic | my Lab Resuits
Message | |jlian,
I have received my ANA results today and wanted to
send them to you to look at. The doctor wants me to
come back in for a follow up appointment.

-Dad

Attachments i sample-lab.pdf 32.2K Remove

¢
o

+ Attach a file Max, total size: 25.0 Mb

In case of emergency -- Please do not use your myHEALTHware account for emergency
medical care.

To send the conversation with the attachment, click the Send button.
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Add or Remove Recipients in a Conversation

Q: How do I add or remove another myHEALTHware user to a conversation?

1. Add Recipients to a New Conversation

New Conversation

To | ilan wiliams x
Randall Oates, M.D.
Topic
Message

Attachments + Attach a file

In case of emergency -- Please do not use your myHEALTHware account for emergency
medical care.

1. Create a new conversation.

2. Enterthe individual(s) you would like to be a part of this conversation by typing a few letters of
his or her name. This will bring up a matching name from within your My Connections list,
that you can select from. Multiple recipients can be added to your new conversation.

3. Fill outthe remainder of the information as desired, and click the Send button.
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2. Add Recipients to an Existing Conversation
C T

Diabetic Diet Instructions from m... HaFPeop:

Leave Conversation

[J' You Rebecca Smith %

F‘G James Smith January 17

e Rebecca,

Here are the instructions for the diabetic diet that my doctor gave to me.
-Dad

“ Living with Diabetes.pdf (242.5 |

-

+ Attach a file m

To add recipients to an existing conversation, open the conversation, then follow the steps below:

1. Click the Actions drop down menu.
2. Select Add People.
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Add Members To This Conversation

Please enter the names or secure messaging addresses that you want to
add to this conversation.

"Ei?z'i typing a name...

rrm -

1. Enter the individual(s) you would like to be a part of this conversation by typing a few letters of
his or her name. This will bring up a matching name from within your My Connections list,
that you can select from. Multiple recipients can be added to your new conversation.

2. Click the Add button.

*Note: You can only send a new conversation to users that you have established a People
Connection with. For instructions on creating a new People Connection, please see: Add a
People Connection to my Account.

Diabetic Diet Instructions from m...

['\ﬂ‘ Yo l' Laura Johnson X &¥ Rebecca Smith X
F'J James Smith

T,

The new recipient has been added to your existing conversation. Theywill now be able to view
any additional messages that are added as a part of the conversation. They will not be able to
view messages that were included in the conversation prior to them being added as a recipient.
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3. Remove a Recipient From a Conversation
ﬂﬂl You ll Laura Johnsov‘ xa Rebecca Smith %

To remove recipients from an existing conversation, open the conversation, then follow the steps
below:

1. Click the X icon located to the right of the user that you wish to remove.

*Note: Currently, the user who is the originator of a conversation is given administrative rights to
then remove recipients from the conversation. Users who were added to a conversation will not
have administrator rights and will not have the ability to remove recipients from a conversation.

ﬁ YOL{' d Laura Johnso 'I—aJames Smith
[—\ﬂ James Smith

“d
" Rebecca,

I received my ANA results today and wanted to send them to you to look at. The doc wants me
to come back in for a follow up appointment.

-Dad

*“1 Smith, James ANA 1.17.14.pdf (:

Rebecca Smith January 17

OK Dad, I can schedule the appointment for you. Wil next Wednesday work for you?
James Smith has added new conversation member(s): Laura Johnson

[ -0

Laura Johnson has left the conversation. January :J
+ Attach a file m

When a recipientis removed from the conversation, the following will be displayed within the
conversation:
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1. The recipientwho was removed will be grayed outin the recipients bar located at the top of
the conversation.
2. Events will be recorded to indicate that the recipient leftiwas removed from the conversation.
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Leave a Conversation

Q: How do | leave a conversation?

1. Leave a Conversation

£+ Actions v0

Y& Your Doctor's Appointment € Conversations y
ﬂ You ['\ﬂj James Smith %

Add People
_ ‘ Leave Conversation e
Rebecca Smith

Dad, I've scheduled you a doctor's appointment for Wednesday at 10am.

r\g James Smith January 17

A Thanks, that wil work.

Reply...
+ Attach a file m

To leave an existing conversation, open the conversation, then follow the steps below:

1. Click the Actions drop down menu.
2. Select Leave Conversation.
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Y& Your Doctor's Appointment
E:f You FJJ James Smith

Rebecca Smith January 17

% Dad, I've scheduled you a doctor's appointment for Wednesday at 10am.

-J James Smith e 1
i Thanks, that wil work.

You are not a member of this conversation anymore.

Once you have left a conversation, you will no longer receive new messages that are posted to
that conversation.

)
)
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Appointments
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Request an Appointment

Q: How do I request an appointment?

1. Access Appointments

MY HEALTH
-‘ Conversations

@ Marketplace

E/ Appointments

o N
:3 Medications

ﬁ Summary

Click to select Appointments from the My Health column on the left.
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2. Request an Appointment

2 Appointments

+ Request Appointment

Lillian Williams

Requests

Appointment Request

May 26, 2014
12:00 PM

&

West Street
Family Clinic

(See Comments...)

Previous Encounters

Scheduled For:

Randall Oates,
M.Dl

Date 3/7/14 11:51 AM Type Physician Office Visit

Practitioner Randall B. Oates, M.D
Indications Upper respiratory infection

Description Upper respiratory infection ICD#465.9

Source SOAPware

Scheduled

West Street Family Clinic

Created: 4/25/14 1:57 PM
Modified: 4/25/14 2:07 PM

Click the Request Appointment button to initiate an appointment request.

The Appointments section will also display all previous appointment requests and a list of all

previous encounters.

myHEALTHware Patient User Manual - 62

SOAPware, Inc.



3. Indicate Preferences

r

Request Appointment

Patient Lillian Williams

Organizatio | \yest Street Family Clinic[V)
n

Physician | pandall Oates, M.D.@

Preferred Monday M Tuesday Wednesday

Days
e Y [] Thursday [ Friday [] Saturday [] Sunday
PreI‘Tgrred Morning [] Midday [] Afternoon  [] Evening
imes

Comments | aAnnyal exam. Are there any openings around 10 am?]

In case mergency -- Please do not use your myHEALTHware account for
emergency medical care.

Cancel

1. Organization: From the drop down menu, select the facility where you would like to schedule
a visit.

2. Physician : From the drop down menu, choose the provider you would like to see. This
selection will default to the first available physician.

3. Preferred Days/Times : Click to check the boxes next to the day(s)and general time(s) that
would be convenient for scheduling your appointment.

4. Comments: The comments boxmaybe used to indicate your reason for requesting an
appointment. You may also include any other pertinentinformation regarding your request.

5. Send: Click the Send button to send the appointment to the clinic.
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Appointment Request Submitted to the Clinic
¥ Appointments + Request Appointment

Lillian Williams

Requests

Appointment Request

-

You requested: sz Not Scheduled

M, Tu, W o West Street Family Clinic
West Street Morning Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 2:53 PM

(See Comments...)

Your appointment request has now been submitted to the clinic. It will remain in a status of "Not
Scheduled" until the clinic staff has reviewed the request and scheduled your requested
appointment.
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- Appointment Scheduled

# Appointments

Lillian Williams

Requests

Appointment Request

Scheduled For: Scheduled
' May 29, 2014 West Street Family Clinic
10:00 AM . -
West Street Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 3:14 PM

(See Comments...)

Once your appointment request has been scheduled by the clinic, the status of your appointment
will be changed to Scheduled. In addition, the date and time of your scheduled appointment will
be listed within the appointment request window (see screenshot above).

- Appointment Comments

Appointment Request

Scheduled For: Scheduled
' May 29, 2014 West Street Family Clinic
10:00 AM _ ,
West Street Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 3:17 PM

(See Comments...)

To view any comments associated with your scheduled appointment, click the (See Comments...)
link.
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Appointment Request

Scheduled For:

' May 29, 2014

10:00 AM . . ,
West Street Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 3:17 PM

Scheduled

West Street Family Clinic

(Hide Comments...)

Comments

Krista Nicewarner
Apr 25, 2014 3:17:47 PM

You appointment has been scheduled. Please comment in this appointment request or call us
if you have any questions.

Lillian Williams
Apr 25, 2014 2:53:13 PM

Annual exam. Are there any openings around 10 am?
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Manage Appointment Requests

Q: How do I manage my appointments?

1. Access Appointments

MY HEALTH

-‘ Conversations

ﬁﬂ! Marketplace

W sppointments

:; Medications

ﬁ SUmmary

Click to select Appointments from the My Health column on the left.
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2. View Open Requests and Previous Encounters

¥ Appointments

Lillian Williams

Requests

Appointment Request

=+ Request Appointment

You requested: & | Not Scheduled
F ;_1“ = West Street Family Clinic
West Street Afternoon Randall Oates, Created: 4/25/14 3:21 PM
Family Clinic M.D. Modified: 4/25/14 3:21 PM
(See Comments...)
Appointment Request
Scheduled For: Scheduled
' May 29, 2014 West Street Family Clinic
10:00 AM : .
West Street Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 3:17 PM
(See Comments...)
Appointment Request
Scheduled For: Scheduled
. May 26, 2014 West Street Family Clinic
12:00 PM : .
West Street Randall Oates, Created: 4/25/14 1:57 PM
Family Clinic M.D. Modified: 4/25/14 2:07 PM

(See Comments...)

Previous Encounters

Date 3/7/14 11:51 AM Type Physician Office Visit

Practitioner Randall B. Oates, M.D
Indications Upper respiratory infection

Description Upper respiratory infection ICD#465.9

Source SOAPware

In the Requests window, you will see a list of all appointment requests (the most recent request
will appear atthe top). Appointment requests that are still pending a response from your clinic
will be color-coded in blue. Appointmentrequests that have been processed by your clinic will be
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color-coded in green and the status of the appointment will be displayed (ie: Scheduled or
Rejected).

In addition, at the bottom of the window, you will see a list of your previous encounters with the
clinic.

3. Appointment Request Details

Appointment Request
0 You requested: = €© Not Scheduled
F _;_’ ,’“ West Street Family Clinic
Afternoon -

West Street Randall Oates., Created: 4/25/14 3:21 PM
Fan [' Clinic M.D. Modified: 4/25/]4321 PM

(See Comments...)

The details of the appointment request will be displayed in the appointment card. Details include:

The clinic that you requested the appointment with.

The preferred day of the week and time that you indicated on your appointment request.
The physician that you requested the appointment with.

The status of your appointment request.

4. View/Add Comments to Appointment Request

Appointment Request

N~

You requested: &= Not Scheduled
F _;' - West Street Family Clinic
el Afternoon Randall Oates Created: 4/25/14 3:21 PM

Family Clinic  M.D. ' Modified: 4/25/14 3:21 PM

(See Comments...)

To view the comments that are attached to your appointment request, click on (See Comments...).
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Appointment Request '

You requested: Not Scheduled

F West Street Family Clinic
West Street Afternoon Randall Oates, Created: 4/25/14 3:21 PM
Family Clinic M.D. Modified: 4/25/14 3:32 PM

(Hide Comments...)

Comments

I woulcll prefer an appointment around 4:00pm or 5:00pm if you have one available on
Friday.

Add

Lillian Williams
Apr 25, 2014 3:32:51 PM

I have a fever of 101.2 and have a cough.

All comments associated with the appointment request will be displayed in the bottom portion of
the appointment card.

If you wold like to post an additional comment to the appointment request, enter your text into the
Comments field, then click the Add button.
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- Appointment Scheduled

¥ Appointments

Lillian Williams

Requests

Appointment Request

Scheduled For: Scheduled
' May 29, 2014 West Street Family Clinic
10:00 AM . -
West Street Randall Oates, Created: 4/25/14 2:53 PM
Family Clinic M.D. Modified: 4/25/14 3:17 PM

(See Comments...)

Once your appointment request has been scheduled by the clinic, the status of your appointment
will be changed to Scheduled. In addition, the date and time of your scheduled appointment will
be listed within the appointment request window (see screenshot above).

*Note: Once your appointment date and time has been met, the appointment request will be
removed from view within Appointments.
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- Appointment Rejected

¥ Appointments

Lillian Williams

Requests

Appointment Request

Scheduled For:
. May 29, 2014
10:00 AM
West Street Randall Oates,
Family Clinic M.D.

(See Comments...)

Appointment Request

Scheduled For:

' May 26, 2014

12:00 PM
West Street Randall Oates,
Family Clinic M.D.
(See Comments...)
Appointment Request
Appointment
Rejected
West Street
West Street Family Clinic

couldn't fulfill your
appointment
request.

Family Clinic

(See Comments...)

Scheduled

West Street Family Clinic

Created: 4/25/14 2:53 PM
Modified: 4/25/14 3:17 PM

Scheduled

West Street Family Clinic

Created: 4/25/14 1:57 PM
Modified: 4/25/14 2:07 PM

Rejected

West Street Family Clinic

Created: 4/25/14 3:21 PM
Modified: 4/25/14 3:39 PM

If the clinic is not able to fulfill your appointment request, the status will be changed to Rejected.
To view comments made by the clinic on your appointment request, click (See Comments...).
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Appointment Request

Appointment Rejected
Rejected West Street Family Clinic
West Street
West Street Family Clinic Created: 4/25/14 3:21 PM
Family Clinic couldn't fulfill your Modified: 4/25/14 3:39 PM
appointment
request.

(Hide Comments...)

Comments

Krista Nicewarner
Apr 25, 2014 3:38:54 PM

We cannot accommodate an appointment on Friday. Please call us to coordinate a different
appointment time. We apologize for the inconvenience.

Lillian Williams
Apr 25, 2014 3:35:01 PM

I would prefer an appointment around 4:00pm or 5:00pm if you have one available on
Friday.

Lillian Williams
Apr 25, 2014 3:32:51 PM

I have a fever of 101.2 and have a cough.

If the clinic staff has made comments on your appointment request, they will be listed in the
comments area. If you have questions about your rejected appointment, please call your clinic for

details.
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Patient Summaries
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View my Medical Summary

Q: How do | view my medical summary?

1. Access your Summary Document

MY HEALTH

-‘ Corversations

ﬁﬂ] Marketplace
E/ Appointments
:; Medications

ﬂ Summary

Click to select Summary from the My Health column on the left.
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2. Medical Summary

Blue Button

Medical Summary Download

File Information

T N

Mon Jan 01, 0001 at 06:00 AM UTC Randall Oates, M.D.

Patient Demographics

e omc o] erder denctontimben | — | phone

Slim a. Jim Mar 21, 1932 Male MRN 68332 Home Address Home Phone 5015557110
1539 COUNTY LINE RD
Home Town, AR72711

SSN 999999999 Work Phone 5015559000

Alerts

[rvwe 1 [Dse ot | T pernprien | [ncecten | [ semce |

Interaction PENCILLIN: SIG- SOAPware 2011.10.0.5955 (EHR)

Advance Directives

e ot ecrpion [t | sore

Problems
Date|  Desarpton | Code | Type [Status|  Sowce
Neck Pain or Cervicalgia 723.1 (ICD9-CM) Diagnosis Active SOAPware 2011.10.0.5955
(EHR)
Degenerative Disc Disease 722.6 (ICD9-CM) Diagnosis Active SOAPware 2011.10.0.5955
(EHR)
Gastroesophageal reflux disease or 530.81 (ICDS- Diagnosis Active SOAPware 2011.10.0.5955
GERD CM) (EHR)
Hypertension - Benign 401.1 (ICD9-CM) Diagnosis Active SOAPware 2011.10.0.5955
(EHR)

The patient's medical summaryis a standard health document known as a Consolidated-Clinical
DocumentArchitecture (C-CDA). ltis a wayto create flexible documents that contain the most
relevant and core health information about a patient, and to send this electronically from one care
provider to another. The C-CDArepresents a "snapshot" of a patient's health data thatis useful at
the time of a clinical encounter, or when needing to share information on a patient, with another
care provider.
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The medical summary can include all of the following if available:
« Demographics
+ Alergies

*  Active Problems
*  Medications

* Immunizations
* \Vital Signs

* Encounter Data
*  Social History

* FamilyHistory

*+ LabResults

3. Diagnosis List

Neck Injuries and Disorders

p

Any part of your neck - muscles, bones, joints, tendons, ligaments, or nerves - can
cause neck problems. Neck pain is very common. Pain may also come from your
shoulder, jaw, head, or upper arms. Muscle strain or tension often causes neck pain. The
problem is usually overuse, such as from sitting ...

Problems

More on Neck Injuries and Disorders

In the Problems section of the medical summary, you will see a list of your active diagnoses.

1. For further information about each diagnosis listed, click on the blue text.
2. More information pertaining to a certain diagnosis will be presented via an internet browser.
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4. Medications

MY HEALTH

-‘ Conwversations

ﬁﬂ] Marketplace

W sppointments

:; Medications

ﬁ Summary

To view only the Medications portion of the medical summary, click to select Medications from the
My Health column on the left.

Active Medications

Date Medication Hyirin (Terazosin)

Quantity

Instructions 1 each at bedtime

Form capsLle Strength 10 mq {capsLle) Refills O

Source SOAPware

Date Medication Albuterol (Proventl, Yentolin) Inhaler

Quantity

Instructions 1 puff(s) to 2 every & hours as needed

Form aerosol with adapter Strength 90 mcg/inh (aerosol with adapter) Refills 0

Source SOAPware

Date Medication Aspirin

Quantity

Instructions 1 each once a day

Form tablet Strength 81 mqg (tablet) Refills 0

Source SOAPware

Alist of active medications will be listed. Auseris able to click on anyblue text medication name
to be routed to a website with more in depth information about that particular medication.
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This video will demonstrate how a patient can view their active medications and medical
summaryin myHEALTHware. Click the Play button to begin the video.

*Video Won't Play?: You may need to update Adobe Flash Player. Visit
http://www.adobe.com/go/getflashplayer.

myHEALTHware Patient User Manual - 79 SOAPware, Inc.


http://www.adobe.com/go/getflashplayer.

Download My Patient Summary (Blue Button)

Q: How do | download my Medical Summary?
*Note: myHEALTHware is a secure online portal where you can gain access to your medical

history. To share this history with other medical professionals who may not be connected, you can
easily download this information to your own computer, print it, and pass it along to others.

1. View Summary

MY HEALTH

-‘ Conversations

@ Marketplace
E/ Appointments
:; Medications

ﬁ SUmmary

Click Summary in the My Health column on the left.

2. Download as a PDF

B D Slue Sutton MY CONNECTIONS
B Medical Summary ey

o
T &2\ People
oelglclg|il  File History Downkoad a5 P Sent

Download Data (Mo omlnad Ae DAF
D load As Pdf | o
Health Summary ot | Downlosd & Paf | .-

Lillian ‘Williams
Share

T AT August 21, 1982, 00:00:00 “ Female Stephen Wiliams

Click the blue button which reads Download My Data, and choose Download as PDF.

Connected
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3. Download Data

+ i e MY CONNECTIONS
B Medical Summary Downicad

O
&2\ People
Download as PDF

File History Sent
Download Data L
Health Summary Prit A Kristanicewarner
Share

[T A 1< O August 21, 1982, 00:00:00 | sex [0 Stephen Wiliams

Click the blue button which reads Download My Data, and choose Download Data.

Opening Wednesday, December 10, 2014 8_28_29 Ph.xml |ﬂ&

You have chosen to open:
2| Wednesday, December 10, 2014 8_28_29 PM.xml

which is: XML Document (25.5 KB)
from: httpsi/fmyhealthware.com

What should Firefox do with this file?

XML Editor (default) v

() Sawve File

[7] Do this autormatically for files like this from now on.

The data file you are opening will be an XML Document. You can select to open with XML Editor
which is the default, or save the file to view elsewhere.

Click the OK button when you have made your selection.
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Send My Patient Summary to Another Physician/Clinic or Secure Connection

Q: How do | send my Medical Summary to another physician/clinic or a secure connection?

1. Access Your Summary

MY HEALTH

-‘ Conversations

@ Marketplace
W rppointments
:; Medications

E Summary

Click Summary in the My Health column on the left.

2. Share Your Medical Record

Blue Button

+ i MY CONNECT
u Medlcal Summary !\Dﬂ(;‘g‘al?:d

09
we! People

File History Download as PDF o
Ith Download Data & Kist

FISTa NiCey

Health Summary ot

Lillian williams Connected
Share
DR T O August 21, 1982, 00:00:00 “ Female Stephen W

wWhite Mot Hispanice  About [ Share Medical Records }e‘%

Click the blue button which reads Download My Data, and choose Share.
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3. Complete the Conversation Information

New Conversation

To

| Stephen Wiliams x

TopIC | wy Medical Summary from West Side Family Clinic

Message | Dr, wiliams,
Please see the attached Medical Summary from West

Side Family Clinic. I look forward to my appointment with
yOLI next week.,

Croee B

Attachments Wednesday, December...:28:29 PM.xml 200.6

K Remove
+ Attach a file Max. total size: 25.0 Mb

In case of emergency -- Please do not use your myHEALTHware account for emergency
medical care.

Complete the conversation information, including:

1. To: The physician that you wish to share the information with.

2. Topic: The topic of the conversation.

3. Message: Your message to the physician.

4. Attachments: In this case, your Medical Summary will be attached.

Click Send.
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*Note: In order to send a secure message to another physician/clinic, you must be connected to
the user that you wish to send the information to. For instructions on creating a new connection,
please see: Add a People Connection to My Account.
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