EISOAPwarer
FAQ's

SOAPware, Inc.



FAQ's

—

Billing Specific

1.1 Q:How do | add modifiers to the existing modifiers list?

1.2 Q:Whatis a Related Dx SMARText item ?

Database

21 Q:Whatis the PostgreSQL database top capacity?

2.2 Q:Howdo | backup mydatabase?

Document Designer

3.1  Q:Howdo I create a new Document Design in Document Designer?
3.2 Q:How do |l designate a document design as an Order?
3.3 Q: Where are the "Save To" or "Insert" data commands in Document Designer?

3.4 Q:How do you put a signature on a Print Report?

Document Review

41 Q:lam unable to access the Document Review workspace. The menu item is
grayed out. Why?

Docuplates

5.1 Q:How do | create a Normal Exam docuplate?
5.2 Q:Howdo I create a docuplate?

53 Q:Canluse Document Designer commands in my docuplates?

Drug Interaction Notifications

6.1  Q:Whyam I receiving an interaction notice?

6.2 Q:How do I change the severity level of Drug Interaction Notifications?

12
13

15
17
20
23

28

30
34
35

43
44



10

11

12

EM Coder

7.1 Q:Whyis the Level of Risk the color red in EM Coder?
7.2 Q:How do |l enter a Chief Complaint that will register in the EM Coder?

7.3 Q:Whatdoes the methodology tab displayin the EM Coder?

Faxing

8.1  Q:How can | faxdirectly from SOAPware?

Font

9.1 Q: How can we make the font for writing text on scanned or imported
documents default to a larger size font?

9.2 Q:How do I change the fontin SOAPware?

Interface Specific

10.1 SOAPware compatible Labs and LIS software/services

10.2 Q: How does the SOAPware-Phreesia Interface work?

IT Specific

11.1  Q: Do we have to update SOAPware on all computers?

11.2 Q:How do | optimize SOAPware over an RDP Connection?

Miscellaneous

12.1 Q:How do | create a mailing label?

12.2 Q:How do Iremove a document?

12.3 Q: What are document demographics?

12.4 Q: Whyis my patient's chart empty?

12.5 Q:How do mynurses let me know when a patient is readyto been seen?

12.6 Q:How can | tell what version of SOAPware | am running?

51
52
56

58

61

65

71

77

81
82

85
89
91
92
94
95



13

14

15

16

12.7

Q: Can | run SOAPware on a Mac computer?

Orders

13.1
13.2

13.3

Q: Are there examples of orders available on the SOAPware Cloud Library?
Q: How do I remove or add Order Entry sub-items that displayin the Plan field?

Q: How do I remove the sub-items shown in Order Manager?

Pick Lists

141

14.2

Q: When I make a change to a pick list within a docuplate, why does this
change not reflect when linsert the docuplate again into the SOAPnote?

Q: Why can | notdeselect a pick list item after inserting it?

Prescriptions

15.1
15.2
15.3
154
15.5
15.6

15.7

15.8

Q: How do I set up ePrescribing?

Q: How do I change the prescription report printed from Rx Manager?

Q: How do I build a multi-page prescription?

Q: When a prescription is faxed through the Rx Manager, what formatis itin?
Q: How do | add the office faxnumber to printed prescriptions?

Q: How do you put a prescription on hold?

Q: How do you add a provider's signature to an electronically prescribed
prescription?

Q: Can you generate a prescription without having to create a new SOAPnote?

Printing

16.1
16.2

16.3
16.4

Q: How do I print notes for a Medicare Audit?

How do linclude all documents in a docutainer when | use the quick print
method?

Q: How can handouts print automatically with other Document Designs?

Q: How do you make a Document Design print at a specific printer?

96

102
106
111

117

118

120
125
126
131
135
139
142

143

145
148

150
156



17

18

19

20

Refill Requests

17.1 Q:How should I respond to a controlled substance refill request?
17.2 Q:How do I remove a refill request?

17.3 Q: Whydo pharmacies send refill requests for scheduled medications if they
cannot be refilled electronically?

17.4 Q:Whyam I notreceiving electronic refills from the pharmacies that
automatically match with the patients in SOAPware?

Sales Specific

18.1 Q: Does SOAPware offer a return period?
18.2 Q:How do I see my SOAPware license?
18.3 Q: How many office staff can use each SOAPware license?

18.4 Q: How manycomputers can |l install SOAPware on?

Security

19.1 Q:Is there a wayto lock users out of the ability to customize or reset toolbars?

19.2 Q: Whydoes mynewly created chart section not show up in Chart Navigator?

SOAPware Cloud Solution

20.1 Q: On the SOAPware Cloud Solution, how do | control the size of my screen?
20.2 Q:How do I logout/disconnect from my SOAPware ASP Server?

20.3 Q:How do limportimages into a chart via the Remote Desktop?

204 Q:How do I connectto the SOAPware Cloud server?

20.5 Q:How do I printfrom a Remote Desktop Connection (RDC)?

20.6 Q:How does a Remote Desktop Connection "Session" work?

20.7 Q:How do I scan into SOAPware on the SOAPware Cloud Solution?

20.8 Q: What controls the speed of myASP server?

20.9 Q: Whywon't printers load into a Remote Desktop Session?

164
165
166

167

169
170
173
174

176
177

179
182
184
190
193
195
197
198
199



21

22

20.10 Q: Can | run SOAPware on a Mac computer through SCS?

SMARText

211

21.2

21.3

214
21.5
21.6

21.7

21.8

219

Q: What do the triangle colors next the SMARText tems mean?

Q: How do I change a SOAPware created shortcut code to my own shortcut
code?

Q: Why do some words expand into text when | don't want them to, and how do
| resolve this issue?

Q: How do luse existing SMARText items as the basis for new ones?
Q: How do I add a comment or free text to a structured item?

Q: How can | change the wording and appearance of SMARTextin my
documentation?

Q: How do | update SMARText items?

Q: Whydo I geta "Connection Failed" error when attempting to update
SMARText?

Q: Is there a good way to download a large amount of structured medications
atonce?

21.10 Q: How do | load the SMARText Quick Access with mytop SMARText items?

Summary/SOAPnNote Specific

221

22.2

223

224
22.5

226

22.7

Q: How do I clear/empty a field under a field header in the Summaryor a
SOAPNote?

Q: How do | add or remove the Provider name in the Follow Up field?

Q: Can | hide or remove certain field headers in the Summary or SOAPnote
chart sections?

Q: How do you reassign ownership of a SOAPnote to another Provider?
Q: How do I import my signature directly into the SOAPnote or Encounter?

Q: How do you document phone calls and/or e-mail messages received from
patients?

Q: How can a patient's past visits be viewed while also viewing the current
encounter?

200

206
207

210

213
217
219

222
225

227

231

233

234
236

243
245
250

251



23

24

25

22.8 Q:How do | enter "Electronically Signed By" into my SOAPnote?

Support Specific

23.1 Q:lrenewed mysupport agreement but still get a pop up asking me to renew.

Version 4

241 Q:How do I convert myold V4 shortcut codes into structured SMARText items?

24.2 Q:When reassigning V4 shortcut codes to a structured SMARText item, how
can this change be permanent?

24.3 Q: Whyare my printreports from V4 not printing out the patient's
name/dob/address in SW 20127

244 Q:Where are mytemplates from \Version 47?

Vital Signs

25.1 Q:How do you add another Vital Sign to the Vital Signs chart section?

255

260

263
269

270

275

278



Billing Specific

FAQ's -

SOAPware, Inc.



Q: How do | add modifiers to the existing modifiers list?

A: Users do not have the ability to add to the existing modifier list. This listis defined by CMS and
is not editable.
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Q: What is a Related Dx SMARText item?

A: The Related Dx SMARText item is used to indicate the diagnosis code(s) that relate to the
particular CPT code in the SOAP encounter note.

Explanation of Related Dx SMARText item

: SMART ext Quick Access v 3 X
ol
S CICD Description
il 0 466.0 Acute bronchitis
[~ 0 281.2 Anemia, folate deficiency
[~ 0 4939 Asthma
Plan [~ 0 491.21 COPD, Bronchitic with acute exac.
[~ 0 25013 Diabetes - Type 1 - with ketoacido..

CHEST X-RAY. #71010 Related Dxs- [| Modifiers-
Date of Service From: 12/30/2010 Date of Service To:
1213012010 S

The diagnosis codes that are entered into the Assessment field within the SOAPnote, or in the
patient's Summary Active Problems field, will displayin the SMARText Quick Access when the
Related Dx header is left-clicked over within the Plan field.
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Database




Q: What is the PostgreSQL database top capacity?

A: PostgreSQL is the database included with SOAPware. Postgre SQL is capable of handling the
medical records for millions of patients and thousands of clinicians.

Actually, the largest and busiest database in the world is PostgreSQL. See the link below for more
information on PostgreSQL.

Computer World
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http://www.computerworld.com/s/article/9087918/Size_matters_Yahoo_claims_2_petabyte_database_is_world_s_biggest_busiest

Q: How do | backup my database?

A: Please see the following links for information on backing up your SOApware database:

+ Backing Up SOAPware Data
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http://soapware.screenstepslive.com/s/documentation/m/installation_guide_current/l/26115-backing-up-soapware-data

Document Designer
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Q: How do | create a new Document Design in Document Designer?

A: To begin creating a new Document Design, the Document Designer window will need to be
opened (Tools > Document Designer).

New Document Design
Document Name Patient [nstructions ‘

Start with

() Blank Document
(%) Copy of

Document Name

“*FCFP SuperBill

*700

*ACOG

1-Rx-Alone

1 Multi-page Rx - for no spaces

2 - Simple SOAP Note

3 - Patient Copy

4 - Extended SOAP Note v

< >

Click on File > Create New Design. Give the new Document Design a Document Name.
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New Document Design

Document Name | Patient Instructions |

() Blank Document

(%) Copy of

Document Name ~
**FCFP SuperBil -
*700
"AC0G
1-Rx-Alone
e Rx - for no spaces
P Note v
>

0K ][ Cancel ]

To use an existing Document Design to modify, Click the selection, Copy of . To create a
Document Design using a blank document, Click to select, Blank Document. Click OK.

The new Document Design will display. Auser can then edit/create the document by using data
command items, entering text, macros, or images for clinic logos.
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Q: How do | designate a document design as an Order?

A:Auseris able to designate a document design as an Order through Document Designer.

Orders - Lab Request

File Edit View Insert Dataltems Font Paragraph Table Other

NE 1) QM | | T8 [#) [ 1 [[ox V]

~

Normal v ||avie v |14 v| ,? I

EIII[III1III[III2III[III3III[III4III[

#$CurrentProvider Full Name$#
£$Clinicinfo Address$#
#$Clinicinfo PhoneNumber$#

clinical Order Request

¥$GeneralDemographicsField Address$#

o

Patient's Name z$GeneralDemographicsField First Name $
Z$GeneralDemographicsField Last Name §#

Date

Z3ns:

Date of Birth #3GeneralDemoaraphicskield Birthdate $#

Middy

Address & Telephone Number |#$GeneralDemoaraphicskield Home Phone$#

Labs Requested: |

INS |Page:1  Line: 1 Col: 1
<

Open the Document Design that needs to be designated as an Order.
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a; Insert Dataltems Font
| Design Properties... e

= Cut Chrl+%
; Copy Chrl+C
2 Paste Ctrl+Yy
| Paste Special...

Edit Picture...

Undo Ctrl+2
Redo Chrl+Y
Select all Ctrl+A
Repaginate

Edit Section...

With the Design open:
1. Click Edit.
2. Click Design Properties.

Document Design Properties m

Printer | Macros | Additional Reports | Bold |Design TPDE§leestinalion Page Layout
Types

O General Design

BX Manager
o Desian

Insert |:] Medication(s) per "Insert Rx's" Data Item

1. Click on the Design Types tab.
2. Select Order Design.
3. Click OK.
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Upon closing the design, there will be a prompt to save any changes.

FAQ's - 19 SOAPware, Inc.



Q: Where are the "Save To" or "Insert" data commands in Document Designer?

A: These commands are found within Design Properties in Document Designer. (Tools >
Document Designer)

=
=]

[ View Insert Dataltems Font Paragraph Table Other
Design Properties... ~ | ‘ + |100% v| A
Cut Chrl+% Q @ lﬂ m ﬂ
Copy Chrl+C VHM v} B I u |:E = OEE G
Paste Chrl+v | —
PasteSpecial.“ b T T R T T T S T S N (R S T T SO S S S B S S TS S SR R S S
Undo Ctrl+2
Redo Chrl+Y
Select all Chrl+a
Repaqginate
Edit Section... to the pharmacist)
Edit Style...
Edit Input Field. .. #
Edit Frame/Drawing Object 4 —
Edit Page Header/Footer
First Page Header/Footer »
Edit Footnote/Endnote »
igld Last Name$#, #GeneralDemagraphicsEield First Name§#
Document Text Flow. .. Eield  RGE, . %
e ~3GeneralDemoagraphicsField Address$# Middle Initial3#  Age:
Aged#
DATE: #5InsentDatelime MM/dd/yyyyb# TIME: #blnsertDatelime HH:mmb#
ADDRESS:
#GeneralDemographicsCield Addressi#
Rx:
#EncounterField Medications |, $#
|Page:1  Line:1 Col: 2 v
R4

1. Click Edit.

2. Click Design Properties.
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Document Design Properties

Printer | Macros | Additional Reports | Bold | Design Types Page Layout

(O Do not save a copy of this report when printed.

(®) Save a copy to e

(-

1. Click the Destination tab.
2. Select"Save a copyto."
3. Click the "Choose" button to select a chart section.
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Select Chart Section

Select the section you want to store the results in

Advanced Directives A
Billing Statements
Demographics
= Documents
CCR

History & Physicals
Labs
Misc.
Pathology
Printed Encounters
Radiology
Drawings
= Encounters
Messages
SOAP Notes

Clin minmial

q Select ][ Cancel

Click to highlight the chart section of choice, then Click Select.

v

Date ’ 7 ‘
Name ’ ‘
Author ’ ‘
Source { ‘
Condition [ V ‘
Status ’ v ‘

[ 0K ][ Cancel ]

The option to give the Document Design demographic information is available. If no information is
entered, Click OK. Awindow will prompt the user to save the changes to this design upon closing
the design.
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Q: How do you put a signature on a Print Report?

A: To place a signature on a printreport or Document Design, use Document Designer, if there is
a signature imported previously, into Provider Manager.

Tools "\' Help

SmeR Text Quick Access

View Previous Encounters

- Contacts

Document Designer e
N\ /

EM Coder

&

[T

Reference Library

-

Clinical Alerts Manager

Chart Section Editor

. Lab Tests

7| Flow Sheet items .

Health Maintenance Rules and Sets

1. Click on Tools.
2. Click Document Designer.

[ hvaibble Designs (2 )
vallable Designs v-@

Create New Design

0

I

1. Click on File.
2. Click Available Designs.
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Select Document Design

Find |

| (=) & |

Name
*FCFP SuperBil
*700
“AC0G
1-Rx-Alone
1 Multi-page R« - for no spaces
2 - Simple SOAP Note
3 - Patient Copy
4 - Extended SOAP Note
A DOCS-Clinic End of Visit Printing
A DOCS-Clinic Statement
Ad, Superbill  [U++)
Consent - Immunizations

Consent - Procedure
Consent - Procedure #2

Consent - To Release Records

Consent - PreSurgery Checklist and Auth.

Consent - Procedure with Anesthesia

(JIE>

v

Include Online Library ltems

T

Click to highlightthe Document Design to add signature, and Click Ok.

HwICIL Il Fldr  duvisel rnut duviseuaps

#Removel EmptyEnds##bRe mave fEmptyStant #

MEDICATION:
#EncounterField Medications |, 5#

#Remove EmptyEnds##bRe mave fEmptyStant $#

FOLLOW UP:
#Encounterfield Follow Up , §#

| A—_—

Place cursor at location of choice for signature insertion.
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t PEERENS 0: Paragraph Table Other

© | General Demographics > | s | B LB 1] | 100% v|
Misc. Data Items e 4 Ask User

|
v

SOAP Note » Clinic Address v B I 1
Summary 4 Clinic Phone

' Vital Signs 4 Contacts Pl o d

g HealthMaintenance  »|  Dates 3

fE  Custom Demographics » M Full Name

JN  Insurance > | First Name

;LE Macros > Last Name

£ Rxs » DptyStan$# DEA

Pl orders y State ID

o i

#  Custom Fields %

1. Click on Data Items.
2. Click Misc. Data ltems.
3. Click Clinician.

4. Click Signature.

HICILUUILEIC I Il dUyised UL duviseads
#FRemovelfEmptyEndd#HS Remove lfEmpty Stant $#
MEDICATION:

#EncounterField Medications | §#
#RemovellEmptyEnd3## Remave fEmptyStan #
FOLLOW UP:

#EncounterField Follow Up | $#

#ClinicianSignature$# i ee————

The Data Command is placed in the Document Design where the cursor was last placed. This
will pull the Clinician Signature image thatis in Provider Manager, onto the design.
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1. Click Close.

Document Designer. :

Save changes to current template?

\?/.
-in Q

Yes

J

Mo ]

v
[ X

-l L B}

2. Click Yes to save changes to the Document Design.
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Document Review
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Q: 1 am unable to access the Document Review workspace. The menu item is grayed
out. Why?

A: When a menu item is grayed out, the user has not been given security access for this function.
ASOAPware user with Administrator rights has the ability to give security access within
SOAPware, to other users.
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Docuplates
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Q: How do | create a Normal Exam docuplate?

A: To set normal findings for a Normal Exam docuplate, a user would need to create this
docuplate from a test patient's chart.

Objective|[

objq /" Press the

] spacebar to
expand

Assessment information

In the Objective field, use the shortcut code "obj-", then press the spacebar to expand information.
If this SMARText item has never been used, it will need to be searched by pressing the Shift +
F11 keys, to be inserted into the SOAPNote.
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Objective[

Exam: GEMERAL: Appearance: General
appearance can be described as well-nourished,
well-developed, and in no acute distress.
LYMPHATIC:

HEAD/EARS/NOSEMHROAT: no lesions of aral or
nasal mucosa, tympanic membranes are intact
EYES: Conjunctivae and Lids: Mo lesions, eye
discharge or other abnormalities.

NECK: Meck tissue exam demonstrates no
masses, symmetrical, and trachea is midline.
LUNGS and RESPIRATORY: Lung auscultation
elicits no wheezing, rhonchi, rales or rubs and with
equal breath sounds.

Respiratory effort described as breathing is
unlabored and chest movement is symmetrical.
HEART (Cardiovascular): Heart auscultation
discovers regular rate and rhythm; no murmur,
gallop or rub. Mormal heart sounds.

ABDOMEN {Gastrointestinal): Mass/Tenderness
Exam: Meither are present.

Liver/Spleen: Mo hepatomegaly or splenomegaly.

Hernia checking discovers no bulging or weakness
in abdorminal wall.

MUSCULOSKELETAL (BJE): Inspection-Palpation:
Mo major bone, joint, tendon, or muscle changes.
NEUROLOGICAL: Alert and oriented. No major
deficits of coordination or sensation.
PSYCHIATRIC: Insight and judgment appear both
to be intact and appropriate.

Mood and affect are described as normal mood and
full affect.

SKIN: Skin Inspection: Mo rashes or lesions.
+++++

The SMARText body system pick lists for the exam will display. By default, this will enter a "normal

exam-.
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3 Y i SMAH | ext Yuick Access v & X

J |£\' Labs & Radiology [ Billing! 4 » X -

= ollo] YIS , [123]
Date/Time  [11/17/2010 2:29 PM | = |43’ |'B’H j}H g || ¢ ” - ’

v Active ltem auscultation elicits"  [GICIE (FIMIHIR] v}
Objective Selected Description h Ty Us
Exam: GENERAL: Appearance: General I "wheezing" E.
appearance can be described as well-nourished, I "prolonged expirations"
well-developed, and in no acute distress. I "emphysematous changes” .
LYMPHATIC: m  clicks” | sk

HEAD/EARS/NOSE/THROAT: no lesions of oral ¢
nasal mucosa, tympanic membranes are intact _eli \
EYES: Conjunctivae and Lids: Mo lesions, eye efi-click on
discharge or other abnormalities.
NECK: Meck tissue exam demonstrates n sub-header
masses, symmetrical, and trachea is midli to change a

"rumbling"'
"whistling"

a "clear to auscultation”
"crackles [rales)"
"decreased breath sounds"

1
i1
1
0
0
0
0
0
0
LUNGS and RESPIRATORY: Lung kuscultation i “normal breath sounds™ E.:0
elicits[ no wheezing, rhonchi, rales or rubs and finding "'on expiration” E. O
equal breath sounds. ] / "'on inspiration" E. O
Respiratory effort described as breathing is /[‘ “pleural friction rub' E. O
unlabored and chest movement is symmetrical. ~ “nrolonged inspirations” St 0
HEART {Cardiovascular): Heart auscultation - “respirations-shallow” st 0
discovers regular rate and rhythm; no murmur, - e st 0
gallop or rub. Normal heart sounds. Py R
ABDOMEN {Gastraintestinal): Mass/Tendemess [ respiratory click E.. 0
Exam: Meither are present. [ “thonchi E. 0O
Liver/Spleen: Mo hepatomedgaly or splenomegaly. I~ “tachypnea” st 0
Hernia checking discovers no bulging or weakness I "blowing" st. 0
in abdominal wall. I "bruit" St. 0
MUSCULOSKELETAL (BJE): Inspection-Palpation: ~ "harely audible” St 0
Mo major bone, joint, tendon, or muscle changes. r "snapping”" St 0
NEUROLOGICAL: Alert and oriented. Mo major v @"no wheezing, thonchi, rai.. E. 1
deficita nf nnnrdinatinn nr sensatinn

Left- click on a body system sub-header, to change the findings from normal to another identified
finding.

When a user is finished with the creation of a Normal Exam docuplate, Click F6 on the keyboard,
to bring up the Docuplates dialog.

: Docuplates
| =]

Click on the create button, and then give the new Normal Exam docuplate a shortcut, description,
and keywords.
Lastly, Click on OK.
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The Normal Exam docuplate is now available for use for all users on a local network.
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Q: How do | create a docuplate?

A: Click on the link below to learn how to create a docuplate.

Create a Docuplate
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http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24593-creating-a-docuplate

Q: Can | use Document Desigher commands in my docuplates?

A:Yes, Document Designer commands can be place in a temporary Document Design, and then
copied and pasted into the docuplate.

Access Document Designer

Tools | '0 Help

SMarerext Quick Access

Contacts

II —_.‘fj Document Designer e

EM Coder

. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests
| Flow Sheet items

1. Click on Tools.
2. Click on Document Designer.
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Create the Temporary Design

New Docume e ign

Document Name Temporary | }

Start with

(%) Blank Document

Docu G Designer @ B

File B4
Available Designs Documgnt il —
c ; "Superbill"-YOGI

“FCFP SuperBil

XxHM

“Medical Information

*New Patient Note

**Orders

*AC0G

f!Tl..“:T_esl521 4 v

< >

@ 0K ][ Cancel ]

Exit S

1. Click on File.

2. Click on "Create New Design.
3. Name the Design.

4. Click OK.
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Access the Desired Commands

BEENWENEN Font  Paragraph  Table Other
General Demographics P T (25 ]

Misc. Data Items » Age

SOAP Note Birth Date

Summary Cell Phone

Yital Signs Chart Number }

4

4

»

Health Maintenance 14 Email Address

Custom Demographics  »
Insurance » Home Phone

Macros » Last Name

Rx's 4 Marital Status

Orders > Middle Initial

Custom Fields Mame Suffix

Patient Name

Patient Picture

Primary Care Physician
Primary Physician
Exclude From Repaorting
Sex

Social Security

Title

Work Phone

1. Click on Data ltems.
2. Click on the desired commands, one ata time, to insert into the temporary design.
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Incorporate Free Text

Temporary

File Edit View Insert Dataltems Font Paragraph Table Other

S0k 0@ DR [ ) 1

INormaI vHAriaI v||12 v‘ B I u |—Z: = §§|§E = = ¢
‘u--lunn‘]---||-|2|--|-|-3-.|||-|4||-|-|-5--|||-|6-|-|-|7 1

#GeneralDemographicsEield First g #3GeneralDemographicskield Last Name$ 3
#5GeneralRemographicskield Age$ $GeneralDemographicskield Gender Maleremnale$#|

INS |Page:1  Line:2 Col: 91

|v
<

Close

Free Text can be incorporated between the data commands.
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Copy and Paste the Commands

Tempor
FICW Edit ® Insert Dataltems Font Paragraph Table Other
, Design Properties. .. a | ﬂ ﬂ |100% 3
= cut Chrl4+x o |00 # ] 9
COpye Chrl+C =EEEE=E| =i =
Mot (12 v B I u s — — e = = $= =
[ Paste Chrl+Y H ‘ — s
-Pastespecial_“ 2|||||||3|||||||4|||||||5|||||||6|||]|||?||||
Edit Picture...
Undo Ctrl+2
Redo Chrl+y
Select all Ctrl+A
Repaqginate
Edit Section...
Edit Style...
Edit Input Field...

1. Click and drag the cursor over the text-to highlight the text.
2. Click on Edit.
3. Click on Copy.

Document Designer

3/ Save changes to current template?

(2
I Yes l [ Mo ]\/

Line: 1 Col: 1

I<e

Close

1. Click on Close.
2. Click on "No" since this is a temporary Document Design.
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Place the Commands in the Docuplate

Add Word to Dictionary

Paste

Manage SMARText Items >
Delete Line

Delete to Right

Delete Sentence

Insert Embedded item »

Review

Item History >

History Present Illness »

BN |

Remove Unused Items

LT

Enter Subjective Ctrl+5

Empty Subjective Ctrl+Shift+5

History Subjective

CHIEF COMPLAINT: Hypertension - uncomplicated, Hyperlipidemiz

PROBLEM #1: Hypertension
HPI:
SYMPTOMSIRELATED: Symptoms include

LOCATION: Area of involvement described as

QUALITYICOURSE: Symptoms reported to be
INTENSITYISEVERITY: Measurement (degree) defined as

DURATION: The general length of symptoms is reported to be

Access the docuplate the commands are to go in. (NOTE: You will want to access the desired
docuplate from the Docuplates tab-or press F6 on the keyboard--and insert the commands in the
preview pane-to the right of the docuplate name. This will ensure that your changes/additions will
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be saved for good.)
Click the cursor where the commands are to reside. Right-click and select Paste.

Subjective]]
Runny Babhitis a 9m 4w vear old Female

When the Docuplate is inserted into a SOAPnote, for example, the information will be pulled from
the patient's demographics.
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k]

Drug Interaction Notifications

FAQ's - 42 SOAPware, Inc.



Q: Why am | receiving an interaction notice?

A: When opening the Rx Manager, drug interactions are checked. If there are any drug interactions
for this patient, an interaction notice will be displayed. Manytimes, a notice will occur due to
unstructured text being entered in the Summary Medications field, Allergy field, or possibly the
SOAPNote Medications field.

If there is unstructured text in any of these areas that should be retained, itis best to enter
"ID-ignore" at the end of the free text, to be excluded from drug interaction checks. The shortcut
code for "ID-ignore" is: id-, then press the spacebar to expand.
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Q: How do | change the severity level of Drug Interaction Notifications?

A: Designating or editing the Drug Interaction Notification is a user-specific setting, that can be
defined in Security.
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Tools > Security
Tools Vieﬁelp

SMARwext Quick Access

View Previous Encounters

Contacts

_* Document Designer

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

7| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report
Insurance Companies b
Custom Demographic Titles
List Options

Pharmacies

SMARTFlow Designer

Billing Maintenance »
& Manage Facilties
Manage Groups

Security e (

Change Password ™

7

& Change Signature Password

Provider Manager

Customize...

Options...

1. Click on Tools on the menu bar.
2. Click on Security.
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Selecting the User

&= Security Administration

H General Genera | Role Membership Group Membership | Provider Access | Useré 4 b
#- Groups
#- Roles Login ID ’ fipense }
= Users
[+ Built-In Administrator MName

[+ Clinical &dmin

[+ Default Provider
[+ Jalana Silvey [ ] [Hita l D [F’ense ] l ]
[+ Jean Pense

[+ Jonny Bravo, M.D.
[+ Kaye L. Williamson
[+ Krista Laningham

& Nurse R.Jane ’ soosee l ’ ‘
[+ Randall B. Dates

#- Randall Dates Update
@ <

#- Rita R. Pense '
#- Sample Assistant, M.A. Account is locked out
[+ Samnle Mananer

Title  First M Last Suffix

Set Password

Password Confirm Password

1. Click on the plus sign (expander node) next to Users.
2. Click to highlight the users name.
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&= Security Administration

0 (=) Rita R. Pense AN | Accessible
== #- Biling o | Fax
- Chart il )
CMS Quality Reporting D of) Frin
Data Explorer | E-Prescribe
eﬂ Displays Medication History Read ) wite ]
St Available Document : . .
Refill Requests i
Bulk Eligibilty Retries - e  Read Wl wite W
CCR Support | | Dls?lay Interaction Alerts
Chart Archiver o/ DrugDrug Severe
Chart Layout | Drug-Drug Moderate
Ehist Me'ge' | Drug-Drug Minor
Chart Navigator ey
Chart Rack o | Drug-bllergy Severe
Chart Sections «| Drug-llergy Moderate
Clinical Alerts o | Drug-allergy Minor

Contact Manager
Custom Demoaraphic
Document Designer
Document Encryptiol
Docuplates
EM Coder
Encounter Viewer
Field History
Flow Sheet ltems
Handouts
Health Maintenance
Health Maintenance
Immunization Reporti
In Use Documents
Lab Tests
List Options
MU Patient Dashboz
Order Manager
Patient Event Viewe
Patient Requested C
Providers
Pulled Charts
Quick Nates Viewer
Reference Library
Refill Requests

- Rx Manager

- Search Documents

o —y
< > [ Biiowdi ] | Denyau |

1. Click on the expander node next to the users name.
2. Click on the expander node next to Displays.
3. Click to highlight Rx Manager.
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Defining Alerts

= Security Administration

= Rita R. Pense ~
[#- Billing
#- Chart
CMS Quality Reporting D
Data Explorer

(=) Displays
Available Document
Bulk Eligibility Retries
CCR Support
Chart Archiver
Chart Layout
Chart Merger
Chart Navigator
Chart Rack
Chart Sections
Clinical Alerts
Contact Manager
Custom Demographic
Document Designer
Document Encryptiol
Docuplates
EM Coder

Encounter Viewer ¥
< >

| Accessible

o | Fax

| Print

o | E-Prescribe

Medication History Read

Refill Requests Read

i' | Display Interaction Alerts
| DrugDrug Severe
| Drug-Drug Moderate
| ¢ Drug-Drug Minor J
Drug-Allergy Severe
| Drug-llergy Moderate
o | Drug-Allergy Minor

L Alowal | [_Demal |

| wite |
| wite |

Close

At this point, the user can select "Allow All" or "DenyAll."
By clicking directly in the check boxes next to the severity alert, the user can place a red X(to deny
access) or green check (to allow access).
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Save the Selections

Security Changes @

L
1 ) Any security changes made will not take effect until you logout.

=@

B[ Alowar ][ Denyau Q

1. Click Close.
2. Click OK.
Logout of SOAPware, and back in for these changes to make effect.
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EM Coder




Q: Why is the Level of Risk the color red in EM Coder?

A: The level of risk is automatically calculated for the user based on information found in the
SOAPNote. The color red indicates to the user that the level was calculated by SOAPware and that

the user should review the SOAPnote to ensure that the value is correct. If the user changes the
level of risk manually, the color will change to black.

Note: Itis veryimportant for the user to always review the level of risk finding, as there are many
rules and conditions that SOAPware cannot account for.
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Q: How do | enter a Chief Complaint that will register in the EM Coder?

A: ltis important to understand that the EM Coder mostly uses SMARText for all of its scoring, and
the Chief Complaintis no exception. To enter a Chief Complainta user must use a SMARText
item of the Chief Complaint type.

J. L Labs eRadiology E BillingSta 4 P X

Date/Time [11716/2010 9:09 AM + | 5
T

Subjective[ &

| —

Objective

Assessment

Plan

Medications

Follow Up

Open a new SOAPNnote and place the cursorin the Subjective field.
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Type "chix" into the Subjective field and press the Shift + F11 keyboard command.

J|£ Labs & Radiology [ Billing Sta 4 » X
DatefTime [11/16/2010 9:09 &AM =
Subjective[ ~
chix . N
1 Press Shift

. + F11 after
Objective "ehix"
Assessment
Plan

|

IA Labs @Radiology D BillingSta 4 P X

DatefTime  |11/16/2010 9:09 AM v

Subjective[
CHIEF COMPLAINTISYREASON FOR YISIT: |

Objective

The Chief Complaint(s)/Reason For Visit SMARText pick listis now inserted.

Assessment
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A Y : SMARText Quick Access v 3 X
J IA Labs @Radiology D Bill 4 X - —
DatefTime (117162010 9:09 AM v - [4&’ |‘ﬂ” |j ‘ 5 HQ |‘m‘
. .. Active Item v
Subjective A |
CHIEF COMPLAINT(S)IREASON FOR WISIT:[ ] Selected  Description S Ty Us
> ‘[ A-GENERAL and Unspecified ]  ©  iLi. 0 §
. ™~ [ B-BLOOD and IMMUNE ) Li. O
Objective ™ [ D-DIGESTIVE ) Li. O
I~  (F-EYE ) Li. 0
™  [H-EAR ) Li. 0
Assessment . ) ™ [ K-CARDIOVASCULAR ) Li. O
Left-click on ~ [ N-NEUROLOGICAL ) L. 0
Plan A\ SMARText item ™ [ P-PSYCHOLOGICAL ) Li. 0
\__’/ ™ [ R-RESPIRATORY ) L. 0
™ [ 5-SKIN) Li. 0
Medications ™ [ T -ENDOCRINE/METABOLIC/NU.. Li. 0
™ [ U-URDLOGICAL ) Li. O
™ [ W - PREGNANCY/CHILDEIRTH/.. Li. O
™ [ X-FEMALE GENITAL ) Li. O
Follow Up [ [ Y-MALE GENITAL ) Li. 0
Click to [~ [ Z-SOCIAL PROBLEMS ) Li. 0
l_ - ful [|SE 4] Ll D
" » [~ & [Most Common Chief Complaints] Li.. 0O

Left-click on the Chief Complaint SMARText item and Select a description from the SMARText
Quick Access window. Most commonly, the "Most Common Chief Complaints" is chosen.
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Y : SMARText Quick Access v 3 X

v
ﬂ |& Labs & Radiology Bill 4 b X
3 3] (R (s) .
DatefTime 11/16/2010 9:09 aAM W % 4@] @’ [Q & H Q |[[1_“
Subjective ~ Active [tem | (Most Common Chief Complaints] v
CHIEF COMPLAINT{S)/REASON FOR VISIT:[ Selected Description S Ty Us &
Back pain (lower or lumbar-sacral). ] - -RFE- "Chionic obstructive lung di..  C.. 4
[ -RFE- "Cough" [0E.0.RO5.R.. C. 3
. . [~ -RFE- "Abdominal pains that are.. c. 2
Obj ective [ -RFE- "Rash-localized" (14... C. 2
[ -RFE- "Abdomen pains [or cramp.. C. 1
Assessment [_ _________ -RFE- "Allergic rhinitis" [0B.0.. Ce 1
2B " -FFE- "Back pain (lower or lumba.: < C.. 01
[ -RFE- "Chronic bronchitis" [.. c. 1
Plan [ -RFE- "Diabetes - Insulin depend.. C. 1
= [ -RFE- "Diarrhea" (09.0.D11... C. 1
[ -RFE- "Earache or otalgia" [ C. 1
Madiratinne r -RFE- "Fever" 01.0.A03... C. 1

Click to select "Back Pain" as the Chief Complaint to get started using the EM Coder.
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Q: What does the methodology tab display in the EM Coder?

A: The methodologytab gives a detailed list of information on how the EM Coder is scoring the

different systems that make up the probable level of service. This tab is intended for read-only and
for informational purposes.
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Faxing




Q: How can | fax directly from SOAPware?

A:Users are able to transmit faxes directly from SOAPware when using the SOAPware Faxing
Module and designs from Available Document Designs.

Note: This is a fax- out only ability; faxes cannot be received through SOAPware.

The SOAPware Technical Support Department will receive a message when a faxwas not
transmitted successfully. They will try to send the faxagain manually. If this transmission fails,
Support will contact your office.

: Available Document Designs

Design Name

Letter - Referral

Letter - Simple Letterhead Alone

Letter - To MD Consultant

Letter - To Pt - Abnormal Lab

Letter - To Pt - ASCUS Pap

Letter - To Pt - Extended

Letter - To Pt - Lab Results

Letter - To Pt - Missed Appointment
Letter - To Pt - Noncompliant R= Request
Letter - To Pt - Normal Mammoaram
Letter - To Pt - Normal Pap

Letter - To Pt - Results

Letter - To Pt - Results #2

Letter - To Pt - Window Envelope
Letter - To Refering MD #2
Letter - To School or Work - Return
Letter - ToWC - Narrative Report
Letter - ToWork - Return

Orders

Orders

Orders - Generic Admission

Orders - Hospital Admit

Medeee Lol Caal inide Ll iee Mae ol

[ Preview ][ Print

Fax

| Store |

Click to highlight the Document Design to fax.
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Fax Contact

From IKlista L. Laningham vl

Re IPatient Referral

MName

Contact, Sample

Birds, Flying

The Fax Contact window will display.
1. Select the contact to fax the design to.
2. Click the "Fax" button to send.

Drag a column header here to group by that column

Spe... | City State | Phone | Fax

Abdo... Faye... AR (S55) ..

I N T =
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Font
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Q: How can we make the font for writing text on scanned or imported documents
default to a larger size font?

A: Auser can set a default font size for text per document. There is not currentlya wayto seta
default font size that will hold everytime you scan orimport a new document.

Activate the Document

® Use Rotate Control Points

Default Properties. ..

Click on the document to activate the document.
Right-click on the document, then choose Default Properties.
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Select the Font Tab
Default Properties @ @

Mame || Protractor | Ruler | Text | Hilte | Pen Brush[ Font \Control Points || Fixed

Font: Avial 10 Point e
S

Sample

AaBbiz

| ok || Cancel |

1gme

1. Click the Font tab.
2. Click Change.
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Set the Font Size

Font:

Font style: Size: e
Avrial Regular } ‘16 | oK \r/
DU~ [ETER— (10 A
Auial Black ‘ Iy
12
() Avial Rounded MT Bol Bold Italic 14
O Arial Unicode MS

Italic
() Baskerville 0ld Face 18
() Bauhaus 93 20 ¥

O Aiial Narrow Bold
Effects

(£

Sample
[] Strikeout
[] Undeline ’ Aa BbeZZ
Script:
[Westem

1. Choose the font size by selecting the desired size font.
2. Click OK.
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Apply the Font Size

Mame || Protractor | Ruler | Text | Hilte | Pen Brush‘ Font ’Control Points || Fixed

Font: Arial 18 Point

Sample

AaBbZz

g 0K ][ Cancel ]Q.&ppl}l ]

1. Click Apply.
2. Click OK.
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Q: How do | change the font in SOAPware?

A: ltis not possible to change the font of a single word or group of words due to the complexity of

SMARText within SOAPware. Auser can, however, change the overall fontin the display. This is a
user-specific setting.
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Tools - Options

Tools 0-: Image Help
St

’ Text Quick Access

View Previous Encounters

Contacts

" Document Designer

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance »
& Manage Facilties

Manage Groups

Security

(? (?
3 3

Change Password

Change Signature Password

A

Provider Manager

Customize...

Options... e

1. Click on Tools.
2. Click on Options.
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Choose SMARText

Click to highlight SMARText.

Options

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts

Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars

Vital Signs

Workflow

Chart Layouts

Chart Rack

Claims

Document Designer

Docuplates

Drug Interactions

OCR

Pulled Charts

Scanning
SMARText Color Coding
Structured CPT

Click on the Choose Font bar.

Formatting
Choose Font \

Jsage

Expand Items with Space Bar

[] Close SMARText Items Dialog when Inserting.

[] Allow Editing outside of fields.

[] Display Unused SMARText ltems when multiple code expanders found.
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Select the Desired Font

Font @

Font: Font style: Size:
6‘& Regular 10 e 0K |
» | [ETE N
Arial Black — | | talic " 1
O Arial Narrow Bold 12
() Avial Rounded MT Bol Bold Italic 14 =
(O &iial Unicode MS 16
() Baskerville Old Face 18
() Bauhaus 93 N 20 ¥
Sample

‘ AaBbYyZz

Script:

[ Western v

1. Choose the Font, Font Style, and Size by selecting/highlighting the desired items.
2. Click OK.
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Finalize Changes

Options
Chart Layouts
Chart Rack
Claims
Document Designer
Docuplates
Drug Interactions
OCR
Pulled Charts
Scanning
SMARText
SMaRText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars
Vital Signs
Workflow

Options Changes @

o | ) Any changes made will not take effect until you logout.

— 10

a Close I

1. Click Close.
2. Click OK.
3. Logout and back into SOAPware for the changes to take effect.
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Interface Specific
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SOAPware compatible Labs and LIS software/services

Here you will find a list of lab companies and Lab Information Systems (LIS) that currently have

interfaces and are compatible with SOAPware?

*  4Medica/CPL

*  Accenx

+ ACL Laboratory*

+ ACM Medical Laboratory

+ AEGIS Lab

 AEL Laboratory*

* AlMLabratories”

*  Ameripath

*  Ameritox Medication Monitoring Solutions
* Anrtim Labs*

+ Atlas Medical Software**

*  Aurora Diagnostics

* Avisena Practice Management
*+  Axolotl-OptumInsight**

+ Bon Secours Lab*

* BioReference

. CareEvolve**
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+ CBLPath

+ CDI Radiology*

*  CentrexClinical Laboratories

*  Cerner Corporation (Millennium, CoPath)**
+  CertifyData Systems™*

* Central Coast Pathology*

* Circa Design**

+  Comtron**

*  Corepoint Health**

+ CPSIChartLinc EMR Portal**

* Cognoscenti Health Institute/CPL*

*  CriticalKey**

* Dianon/Labcorp

* Dynacare Laboratories*

+ DVALabs - Division of Total Renal Laboratories™
+  Ellkay**

+ Emdeon**

*  Enzo Clinical Labs*

. Foundation Laboratories*
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* Halfpenny Technology**

*+ HCAHealthcare

* McKesson's Horizon Lab LIS

* Healthlab/Central Dupage*

+  HEALTHeLINK*

* Healthland

* Health Diagnostic Laboratories
* Health Network Laboratories

* Interbit Data**

. Intermountain Healthcare*

« Labcorp
« LabDAQ**
+ LIGOLAB**

*  Fletcher Flora Labpak**

* LabTrak LIS**

* Labpak LIS (Merge Healthcare)**
* LegacyHealth*

+ Lifepoint Informatics**

* Medcom Lab Manager
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*  Meditech**

*  Medical Diagnostics Laboratories
*  Medicity**

*  MedLink

* Medstar Laboratory Inc.”

*  Merge LIS**

* Mesa Lab Equipment (Interpath)

*  MobileMD**

*  Munson Healthcare Systems*

*  North Shore LIJHS*

* Northern Plains Lab*

* Nowo Innovations™*

*  Orchard Software**

+ OURLab

+ Pacific Physicians Lab*

+ Paragon**

+ Pathologists Regional Laboratory*
+ PathologyAssociates Medical Laboratories

+ PathologylInc.”
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+ PeaceHealth Laboratories* (formerly Oregon Medical Labs)
* Physicians Medical Laboratories*

* Providence Laboratory Services*

+  PROLIS**

* PeaceHealth Laboratories/Oregon Medical Labs*

* QuestDiagnostics

*  RADNET Inc.

* RelayHealth*™

* Rhode Island Medical Imaging*

*  SchuyLab LIS**

*  Sheil Medical Labortory*

* Solstas Lab Partners (formerly Spectrum/Carilion Labs)
+ Steinberg Diagnostic Medical Imaging*

+ S.T.AR.Radiology*

+ Steinberg Diagnostics Imaging Centers*

* Sunrise Medical Laboratories*

+ TriCore Reference Laboratories*

*  United Laboratories Inc.

. UniPath*
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*  Westcliff Medical Labs*

*  West Pacific Medical Laboratories*
*Indicates regional/local lab

** Indicates regional/local lab via LIS listed
Note:

The SOAPwareXchangeHL7 also interfaces with many other local hospital/regional labs. If you do
not see your lab listed, contact SOAPware at 800-455-7627.
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Q: How does the SOAPware-Phreesia Interface work?

A: This lesson will provide the user with a brief description of the SOAPware-Phreesia interface,
and its capabilities.

What is Phreesia?

Phreesia and SOAPware Integrate to Improve Clinical Data
and Streamline Workflow at Medical Practices

Phreesia checks in your
patients and gets you paid.

Learn More

Phreesia, the patient check-in company, helps medical practices increase cash flow and save
staff time. The solution, which checks in millions of patients every year, digitizes the check-in
process byreplacing the traditional patient clipboard and all paper forms with the wireless,
touchscreen PhreesiaPad. Phreesia electronically collects and updates critical patient
information, verifies insurance, and collects co-payments and balances during check-in. The
solution also offers a number of flexible and convenient payment options for patients, including
online payments and automated payment plans, further streamlining workflow for practices and
helping them get paid in full and on time. Learn more at http:/www.phreesia.com.
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How does the interface work?

PhreesiaPads are handed Patients complete check-in Patients pay their copays and Patient information and
to patients interviews while waiting to balances on the PhreesiaPad payments is easily managed
be seen and accessible via the Phreesia
Dashboard or SOAPware

Behind the scenes, Phreesia communicates with SOAPware via the SOAPwareXchange
enhancement.

When the patient enters the office, they are given a PhreesiaPad to enter their data. When
finished, the patient will hand the PhreesiaPad back to the front office staff. During this process, a
file is also sent to the SOAPwareXchange for importing into SOAPware via the network.
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Where will the Patient Information entered on the PhreesiaPad be located in SOAPware?

| [] summary | 8 vital sign<{(@] Demographics) 4 x||[E | JL. Labs @ Radiology =
Patient Information Patient Picture DatefTime  [01/10/2012 10:43 AM v | Type [FacetoFace - =
Title First Midde Last Suffix Owner Test Five
Joel T Test SR ] . |
5 -
SSN Birth Date Chart d
222-33-4444 1/1/1950 - [ ] No mage data !Sub'ectiveE; B
Marital Status Gender ‘7 15 @ B0 year old Male presenting today with , as well as, .
Single | mae . Related To... |
Past and Current Medical Conditions:
Race Ethnicity Language
R -] & -] & Bl T ——— es:
&) a| ‘A‘ ] “ P Te—— Surgeries:
Address Primary Provider Hospitalizaions: None
Street [estFive <]
[Test Five - .
123 APPLE DRIVE I 'Qe'TW,P;W:’e; "I Allergies:
| Medications:
City State Zp =
New York Y 10010-___ ] Family Medical History:
Contact Information Preferred Pharmacy | H—
Home Phone Work Phone Cell Phone mt T:::cw!mry
(212) 863-9454 ‘(ass) 654-7473 o ‘ Billng Information Alcohal:
Email Guarantor BMI: Height: Weight:
N Exercise:
‘ Sexual History:
[ Contact Method Secondary Contact Method Pl
rimary Contact Mel . §
=] v‘ ‘ Review of Systems:
) Student Status
Exclude From Data Explorer Envoll for Online Access 1
Notes - = o o
Objective
Tasks
Yo 1ot ve - B A e]

Show Tasks |Assigned Tasks v ShowTasksduein |-ShowAl- +|

[P I

Drag a column header here to group by that column.

¥
m

Nex

Demographics are transferred to their respective chart section in SOAPware. Demographics
can also transfer from SOAPware back to Phreesia if enabled.

Anew SOAPnote will automatically be created, and the clinical data the patient entered into the
PhreesiaPad, will be found in the Subjective field. Atask associated with this SOAPnote will also
automatically be created and assigned to the appropriate provider.

If the patient does not already existin SOAPware, his/her chart will automatically be created. If a
patient does existin SOAPware, then any updated information will be imported from the
PhreesiaPad.
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IT Specific
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Q: Do we have to update SOAPware on all computers?

A: The answer is yes; all machines need to be updated. In order for SOAPware to run most
efficiently, all computers should be on the same version of SOAPware. Otherwise, with different
versions of SOAPware installed, it could cause problems with SOAPware running well.
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Q: How do | optimize SOAPware over an RDP Connection?

A: To optimize the speed of SOAPware over a RDP connection (i.e. Citrix Metaframe, Micros oft
Terminal Service, VPN etc) you can edit the SOAPware shortcut and add an argument for turning
off the background image which can render slowly.

Create the Argument

Open
Run as...

Scan for Yiruses...
) show Versions...
Pin to Start menu

Send To »

Cut
Copy

Create Shortcut
Delete
Rename

Right-click over the SOAPware shortcuticon, and Select Properties.
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SOAPware Properties @

| Colors ‘ Compatibility | Security [
General Shotcut | Options | Font | Lapout |

g S0APware

Target type: Application

Target location: SOAPware

Start in: I"C: “Program Files\SDAPware\S0aAPwareh" }

Shortcut key: | Naone }

Run: | Minimized b }

Comment; | Run S0APware ‘

[ Find Target... ] [ Change lcon... ] [ Advanced... ]

I 0K ][ Cancel ] Apply

In the Target Location box, type:

"C:\Program Files\SOAPware\SOAPware\ShowSplash.exe" -j SWSplash.jpg -e "soapware.exe
-displayimage=n" -f xox - t 1
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Miscellaneous
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Q: How do | create a mailing label?

Custom Patient Demographic Reporting for a Mailing Label

View | Help
SMARTflow Results

MU Patient Dashboard

All-Refill Requests

]

) Chart Layouts

Lock Layout

Hide Chart
Reporting |I
Bubble Bar

Status Bar

Animations

Open the Custom Patient Reporting by clicking on the View menu, then select Reporting.
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Custom Patient Report

Last Name

Birth Date

Age

Marital Status
Gender

Race

Ethnicity
Language

City

State

Zip

Primary Provider
Referring Provider
PCP

Preferred Pharmacy
Guarantor
Financial Class

Student Status

¥ Scheduling Info

¥ Insurance Policy Info

¥ Biling Info

Unique Patients Only

4

4

4

4

4

JIE |

Show All

v

M |

M |

M |

M |

v

',’ View Report 1', Close |I

1. Inthe Demographics section under Last Name, specify the range of patient's that you wish to
export for the mailing labels (Ex if you wish to create mailing labels for all patients, enter Ain

the first boxand Z in the second).

2. Click View Report.
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Export the Report

Close Print
Preview

1, PDF File

=| Adobe Portable Document Format
L| HTML File
% Web Page
1| MHT File
lﬁﬂ Single File Web Page
1| RTF File
State Ttﬁ[] Rich Text Format
H XLS File
EEH Microsoft Excel 2000-2003 Workbook
AR

34 XLSX File
ND E-‘n—’l Microsoft Excel 2007 Workbook

) CSV File
IS AR | m Commaz-Separated Values Text
AR m Text File
= Plain Text
AR n
AR 4 Image File
HEH] BMP, GIF, JPEG, PNG, TIFF, EMF, WMF

Export the report to a CSV or Excel File by clicking on the Export To button, then select either XLS,
XLSXor CSV.

CSV Export Options X

Encoding: [Western European (Windows) i ~ |
Text export mode: \Text - |
Text separator: , |

[¥] Quote strings with separators

T

If CSVis selected, define the export options and then click OK.
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e
28 [ || |o 2] =[] [

A B C | D | E | F

Last Name First Name Address City State Zip Code

Sweet Alabama 39298 Alabam Ln Fayetteville AR 72703
Jane Andrews 355 1st Street Fargo ND 54102
Runny Babbit 23324 Raines Rd Siloam Springs AR 00000-0000
Honey Badger 5984 W. 1st St. Rogers AR 72756-4598
Darlin Bailey 16548 Bailey Circle  Fayetteville AR  72703-1924
Meat Ball 2365 Runny St Springdale AR 48999
Jonas Barnaby 478 Charles Street  Williamsport PA 17701
Pork Beans 22365 Pug Gayer Siloam Springs AR 45666
Oscar Betta 7899 Aquarium Tank Fayetteville AR 78979
Sunny Blossom 23365 Mum St Sensation AR  78999-9879

This will export the file to an Excel/CSV file. From here the columns/rows can be edited so that
theyonlyinclude the data thatis needed to create mailing labels. This file should be saved as an
Excel file and then imported into Microsoft Word when the Mail Merge to create the Labels is

created.
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Q: How do | remove a document?

A:Unsigned documents can be easily removed from the chart. Removing Signed off documents
must be performed with caution. Once a document has been removed from SOAPware, itcan no
longer be retrieved. Clicking the "Remove Documents" button, or using the keyboard command
Control + ALT + R, will remove the documents. The user will be prompted to verify this action
before completion.

The user must have the appropriate security permissions to use this feature.

Subjective[

Phone message for refill request: Patient calls
requesting refill for -

Date of last office visit -

Last refill date -

Callers contact number -

Preferred pharmacy -

Follow up for phone call: Patient notified of plan
and verbalizes understanding.

(=7 (i) [ PP ] —

Remove documents - Cirl + Alt + R

) This will attempt to remove the currently
DateTime selected documents. &

11/15/2010 3:
11115/ This may fail if some of the documents are
| 11/15{2010 3 currently in use by another user.

9/17/2010 11: :
| 9/17/2010 11: © Press F1key o get more information

The above imagine demonstrates how to remove a document, while viewing the document.
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Chart Navigator

Relationship |JEIx=E= 0 I T =

=7+ Magnolias, Steel
=] Advanced Directives

; Billing Statements

) Demographics |Drag a colu| Remove docusnenis - Cil + Alt+ R
=5 Documents T attempt to remove the currently
= CCR _ [ Date/Time selected documents.
Correspondence | : Thi il if of the
Correspondence 1 11/15/2010 Tz A TS L i documents are
HIPA4 Disclosures = gureally in use by User

[«) 941772010

,, History & Physical

Labs W 872010 R
Misc. | 9/17/201011:12:4
Pathology A | 8/17/2010 4:13:35 PM Rena Thornton
PrintedEncounte @ | | 8/16/2010 25255PM  Rena Thomton
Radiology 1 8116/201011:31:06 AM  Rena Thomton

This image demonstrates how to remove a document from within Chart Navigator.
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Q: What are document demographics?

A: The document demographics section is located in most chart sections, separated from the
document by the upper splitter bar. The upper splitter bar may be expanded or collapsed, to view
the document demographics. Demographic information can vary from one chart section to
another.

J ‘i Labs @Radiolog\/ D Billim 4 P X
Subjective[ A
Chief Complaint

Upper
HPI: splitter bar
ONSET/TIMING: /
LOCATION: \_/

Pain Intensity :
The patient states:

QUALITY/COURSE:
Personal Care (bathing, dressing, etc.)

Lifting Capacity:
Walking Capacity:
Sitting:

Standing:

Sleeping:
Sex Life:

Social Life:

Click the upper splitter bar to view document demographic information for the SOAPnote chart
section.

e |
J l_ﬂ_ Labs @Radiology [E] Billini 4 » X
DatefTime  |11/16/2010 9:09 AM v

Oowner Rena Thornton

Status v'

Description | ortho Assessment Pick List

Related Dx :

The image above displays document demographic information for the SOAPnote chart section. To
close/hide the document demographics, Click the upper splitter bar.
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Q: Why is my patient's chart empty?

A: Achart will appear empty if all of the chart sections have been closed.

JE] Summary |[:] vital Signs (@] Demographics [§] 4 &k X

>

Active Problems
Starter - Active Problems:

Inactive Problems
Starter - Inactive Problems:

Surgeries
Pick List - Surgeries

Medications

Xanax: Strength- SIG- 1 each one every 8
hrs. orally Dispense- Substitutions Allowed
Refills- 0 Comment- MNotes- Lipitor: Strength-
40 my (tablet) SIG- 1 each once a day

Discontinued Medications

Allergies
I0DINE

Family History

Positive family history for -
Negative family history for -
PARENTS:

CHILDREN:
GRANDPARENTS:
SIBLINGS:

I D Summatyl 4 b

Lk
e

| <

b “
PI Ii Labs @Radiology Billing Statements| < @
Date/Time |11/09/2010 9:17 AM v =
Subjective .

Phone message for refill request: Parent calls requesting refill
for: Zocor 40mg
Date of last office visit: 10/25/10
Preferred pharmacy: Yahoo Pharmacy
Caller's contact number: 555.5555 (mornings only)
Objective
Assessment
Phone Call
Plan
Answer for refill request May refill medication one time only,  —
but remind patient that a follow up visit is due for evaluation.
Prescription called to pharmacy.
Medications
Simvastatin (Zocor): Strength- 40 mg (tablet)
SIG- 1 each onceaday orally
#30 Substitutions Allowed Refills- 0 Comment-
MNotes-
Follow Up
Return if problems develop or worsens.
Schedule:(]
M
|D SOAPNote | q b

Clicking on the "X" located next to the chart section tabs, will close the active chart section.
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Close Chart Section

\?‘) Do you wish to close the Billing Statements chart section?

Yes | No |

Click Yes or No to the prompt shown in this screenshot.
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Q: How do my nurses let me know when a patient is ready to been seen?

A: The information can be entered into the Add Document Task dialog. Room numbers can be
created in the Action/Status column to reflect the exam room the patientis in, and the time the
patient was checked in can be typed in the description line.

Add Document Task Screen Dialog

Task Info

w
Owner Assigned To | Rita Pense ‘4
Due 11/ 5/2010 v] e i v
Priority Normal v

Tope  |SOAP Note v|

Notes ]

Docutainer Info

Date/Time {11/05;201010:04 AM v

Owner Rita Pense

Status { v

Description { soapnote }

Related Dx l ‘

=] Apply To Al | add || cancel |

**Remember, this dialog is derived from clicking the Add New Docutainer button.
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Q: How can | tell what version of SOAPware | am running?

A: SOAPware currently has different versions, and within those versions are different builds of
SOAPware.

Check the Current Version of SOAPware
Help la

Geering Started

Next Steps

L] SOAPware Help F1

Search Documentation

View Current Version

Contact SOAPware Training
Email Support
Schedule a Support Call

SOAPedia Online Reference

.
About SOAPware
(2)

1. Click on Help on the menu bar.
2. Click on "About SOAPware."

[About —— - e

SOAPware 2011

Version: 2011.0.159.0

Close ‘

Adialog boxwill appear with the current version and build of SOAPware.
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Q: Can | run SOAPware on a Mac computer?

A: Yes, a windows-based application like SOAPware can be run locally on a Mac computer with
the aid of a tool like Parallels Desktop, or VMware.

*Note: If you should need any type of technical assistance regarding the use of Parallels Desktop
or VMware products, please seek out support from the respective companies.

For this article, we will refer to using Parallels Desktop.

Parallels Desktop

|| Parallels

Windows

Double-click on the Parallels Desktop icon.

Launch Windows

Insertyour log in and password for windows.
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Parallels Desktop Preferences

Parallels Desktop NIV

About Parallels Desktop

Check for Updates...
Activate Product...
Register Product...

Preferences... 0 8, |
Services >
9
e 0 Keyboard
o fal § B O
General 'Keyboard ' USB Mobile Advanced
Profile: | Windows : Edit profiles...
Double-click a shortcut to edit
From To

v
v Ctrl+Cmd+Enter
V' Ctrl+Cmd+F
v Ctrl+Alt+Cmd +Enter

= Parallels Desktop Shortcuts

Coherence Toggle
Full Screen Toggle
Modality Toggle

e B r6 Show/Hide Application
| v virtual Macnine Shorncuts |

1. In the top toolbar, Click Parallels Desktop >

Preferences.

2. Uncheck the boxnextto "F6" since thatis a function key used in SOAPware.

System Preferences

@

Double-click on the System Preferences icon at the bottom of the screen.
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System Preferences- Keyboard

(N8 System Preferences
< » || ShowAll Q
Personal
(¥l - " 0
= a M E O e @ @
Ceneral Desktop & Dock Mission Language Security Spotlight Universal
Screen Saver Control & Text & Privacy Access
Hardware 0
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
S
e 0 Keyboard
4, > Show All | Q

@ Keyboard Shortcuts

Key Repeat Delay Until Repeat

Off Slow Fast Long Short

When this option is selected, press the Fn key to use the special
features printed on each key.

%Un all F1, F2, etc. keys as standard function keys

Show Keyboard & Character Viewers in menu bar  Input Sources.

1. Click on "Keyboard."
2. Check the first box that refers to the standard function keys.

Checking this box will allow the Mac user to still use the function keys for their intended function,
however the Fn key must be pressed first on the keyboard, and then select a function key at the

top of the keyboard.

FAQ's - 98 SOAPware, Inc.



System Preferences- Mission Control

e 0 System Preferences
(< > || ShowAll | Q

Personal 0
iE & M ® o O @

Ceneral Desktop & Dock Language Security Spotlight Universal
Screen Saver & Text & Privacy Access

Mission

Hardware

B ¢ = - 0

CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
>
e 0 Mission Control
| <> || ShowAl | Q[ _J

Mission Control gives you an overview of all your open windows, thumbnails of your full-
screen applications, and Dashboard, all arranged in an unified view.

V] Show Dashboard as a space

¥ Automatically rearrance soaces based on most recent use

o
ﬁmn switching to a1 ,'\: :; nce with open windows for the application
OXF3
Keyboard and Mouse Shortcu ONFe
With a single keystroke, vie O X FS the current appiication, or hade windows to locate
an item on the desktopthat O ¥ F6
CRF7
Mission Control OX F8
oMo

Aoplication windows =

A' 210
e Show Desktog OMF11 -

o
Show Dashboard ;: i:i -

CHFl4 ft. Control, Option, or Command)

1. Click on "Mission Control."
2. Resetthe "Show Desktop" option (which will be setto F11) to a function key that is not already
used in SOAPware, such as F15.
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Launch SOAPware
5|

SOAPware

Double-click on the SOAPware icon. You may then log in and proceed to use the function keys on
your keyboard, to bring up the intended actions in SOAPware.

*Note: Should a user need to install SOAPware on either the Parallels Desktop or VMware, please
refer to our downloads article.

FAQ's - 100 SOAPware, Inc.


http://soapware.screenstepslive.com/s/documentation/m/download

Orders




Q: Are there examples of orders available on the SOAPware Cloud Library?

A: Yes, there are several SMARText Order Iltems available to download.

Accessing the SMARText Items Manager

[Errr—
Docutainers \0‘ Summary Tools '
e
New »

& MNew Encounter Chrl+N

{5 Rx Manager Fa8

Order Entry »
J

" | Docuplates F|

4 SMARText Items F10
ﬁ] Handouts

3 Print

Spelling »

+  Sign Al

..l Unsigned

«| InUse

o
>

4= Search Docutainers

1. Click on Docutainers.
2. Click on SMARText Items.

Auser can also press F10 on the keyboard, to pull up the SMARText ltems Manager.
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Searching for SMARText Orders

 SMARText Items X

Search I List - By Type | List - Falwoe

o o | £ 1] 21 | RV N [
Shortcut Description Usage ¥ | Keywords ﬂ
P c70360 i "%-RAY EXAM.. ST Plan ltem i 2 i 1IN eedsUpda
A c73130 "X-RAY EXAM.. ST Plan Item 1 090804, 11.0
4 c73620 "Y-RAY EXAM.. ST Plan ltem 1 N eedsl)pda
4 c10021 "FNA W0 IMAG... ST Plan ltem 0 030727, 100:
" a c10060 "DRAINAGE OF.. ST Plan ltem 0 030727, 100¢
4 c100600 ORD - "DRAINA.. Order Entry 0 030727, 100¢
4 c10061 "DRAINAGE OF.. ST Plan ltem 0 030727, 100¢
4 cl00B10 ORD - "INCISIO.. Order Entry 0 -10, 10061, 1
4 c101200 ORD - "REMOY.. Order Entry 0 090727, 101:
4 c101210 ORD - "REMOY.. Order Entry 0 090727, 101:
& c10140 "DRAINAGE OF.. ST Plan ltem 0 090727, 101:
. ~1n1ANA NRN . "NRAINA  Nedar Enbon n nan727 12I.ﬂ
»
et_|
[ Fiter |

CPT® copyright 2013 American Medical Association. All rights reserved.

1. In the Find box, type in the shortcut code "S---" (S and 3 dashes).
2. Click on the Find (magnifying glass) button. Make sure "Include Cloud Library ltems" is
checked at the bottom right of the SMARText ltems Manager.
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Selecting the Items

SMARTextItems X
Search I List - By Type | List - By Keyword |
. . { ]—-[ ) -J L ":"_-.” )‘ —~
Find | $ ¢.|| = "’} o VO (é)
Shortcut ‘| Description Type Usage ¥ | Keywords =

c/41600 - ABD. rder Entry

rder Entry

v
v
v
v
v
v
v
v
v
v
v

i Order Entry GE

72O - CET DA : Mrdar Ent N1 NAAT GF o
«| | »
V' Include Cloud Library Items. Insert |

| Fiter |

CPT® copyright 2013 American Medical Association. Al rights reserved.

Click to highlight the first order Item with a downward facing triangle and, holding down the Shift
key on the keyboard, click to highlight the last order Item with a downward facing arrow, to be
downloaded. This will highlight all the SMARText Order ltems in between.
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Downloading the SMARText Items

SMARTextItems X
Search I List - By Type ] List - By Keyword I
] — [ A
Find | s y ,]l I 4 d [l 3 | L)
Shortcut ‘| Description Type Usage ¥ | Keywords =

c/41600 - ABD. rder Entry

rder Entry

rder Entry

v
v
v
v
v
v
v
v
v
v
v

i Order Entry GE

- ~7770RA CUGET RA  Mrdar Evbm N1 N AT RE
«| | »

IV Include Cloud Library Items. Insert |
| Fiter |

CPT® copyright 2013 American Medical Association. All rights reserved.

With the desired items highlighted, click on the blue download arrow button.
This will download the items into the local database for use by all users on the local database.
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Q: How do | remove or add Order Entry sub-items that display in the Plan field?

A:Adding and removing Order Entry sub-items that are displayed in the Plan field is
accomplished under the Tools > Options menu, and is a user-specific setting.

When a user changes a sub-item to either display or not display in the field, those changes will
only be reflected with new orders that are inserted into the Plan field. Orders that are alreadyin the
Plan field, prior to these changes, will not be effected.
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Tools - Options

Tools l‘ Help

SMarcText Quick Access

Contacts

__75 Document Designer

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Biling Maintenance >
B4 Manage Facilities

Manage Groups

Security

Change Password

Change Signature Password

A

Provider Manager

Customize...

Options... e

1. Click Tools.
2. Click Options.
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Structured Order Entry

Chart Layouts
Chart Rack
Claims
Document Designer
Docuplates

Drug Interactions

0OCR

Pulled Charts

Scanning

SMARText

SMARText Color Coding
Structured CPT

Structured D=

Structured Order Entry
Structured Rx e
Summary To SOAP

Toolbars

Vital Signs

Workflow

DrderManager‘ Plan

L)

Include the following items:

[] Assigned To
[] Priority/Urgency
[] Action/Status
[] Destination/F acility
[] Location

[] Ordering MD.
[] Instructions
Related Dxs
CPT Code

[] Date

[] Performed Date
[] Cosign Date

[] Due

[] Reminder Date
[] Overdue Date
[] Responsible MD.
[] Condition

[] Cosigner

[] Consultant

[] Contacts

[] Authorization

[] Payer

[] Rule

[] Cost
[] Charges

[] Comments

1. Click on Structured Order Entry.

2. Select the Plan tab.

Close
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Options

Selecting the Sub-ltems

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning

SMaRText
SMARText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars

Yital Signs

Workflow

UtderManager‘ Plan ’

Include the following items:

Assigned To

[] Priority/Urgency
[[] Action/Status
[] Destination/F acility
[] Location
Ordering MD.
[] Instructions
Related Dxs
CPT Code

[] Date

[[] Performed Date
[] Cosign Date

[[] Due

[] Reminder Date
[] Overdue Date
[] Responsible MD.
[] Condition

[] Cosigner

[] Consultant

[] Contacts

[] Authorization
[] Payer

[] Rule

[] Cost

[] Charges
[] Comments

Close

Click to place a check mark in the boxnext to each sub-item that will appear in the Plan field.
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Saving the settings

Options

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning

SMaRText
SMARText Color Coding
Structured CPT
Structured D=
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars

Vital Signs

Workflow

Options Changes @

1 ) Any changes made will not take effect until you logout.

(% @

1. Click Close.
2. Click OK and logout of SOAPware for these changes to take effect.
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Q: How do | remove the sub-items shown in Order Manager?

A: Adding and removing Order Entry sub-items that are displayed in Order Manager, is
accomplished under the Tools > Options menu, and is a user-specific setting.

When you change a sub-item to either display or not display, those changes will only take effect
on new orders thatinsertinto Order Manager. Orders that were alreadyin Order Manager, prior to
these changes, will not be effected by the new settings.
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Tools - Options

Tools Ia Help

SMBRText Quick Access

Contacts

Document Designer

EM Coder

ﬂ -jl;'_'#

Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance »
&4 Manage Facilties

Manage Groups

Security
Change Password
& Change Signature Password

Provider Manager

Customize...

II Options... e |I

1. Click on Tools on the menu bar.
2. Click on Options.
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Structured Order Entry

Chart Layouts e/m l Plan
Chart Rack
Claims Include the following items:
Document Designer .
Dincuplsis [] Assigned To
Drug Interactions [] Priority/Urgency
Ej:: d Charts [] Action/Status
Scanning [[] Destination/F acility
SMARText ]
SMARText Color Coding [ Location
Structured CPT [] Ordering MD.
Structured Dx .
Structured Order Entry 0 [ Instructions
Structured Rx N Related Dxs
Summary To SOAP
Toolbars CPT Code
Vital Signs [] Date
Workflow
[] Performed Date
[[] Cosign Date
[]Due

[] Reminder Date
[] Overdue Date
[] Responsible MD.
[] Condition

[] Cosigner

[] Consultant

[] Contacts

[] Authorization

[] Payer

[JRule

[] Cost
[[] Charges

[] Comments

Close

1. Click on Structured Order Entry.
2. Select the Order Manager tab.
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Options

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning

SMARText
SMARText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars

Vital Signs

Workflow

Order Manager ’ Plan

Selecting Sub-ltems

Include the following items:

Assigned To
Priority/Urgency
Action/Status
Destination/F acility
[] Location
Ordering MD.
[[] Instructions
Related Dxs
CPT Code
Date

[] Performed Date
[] Cosign Date

[] Due

[] Reminder Date
[] Overdue Date

[] Responsible MD.

[] Condition
[] Cosigner

[] Consultant
[] Contacts

[] Authorization
[] Payer

[] Rule

[] Cost

[] Charges
[] Comments

Close

Click to place a check mark in the boxnext to each sub-item that will appear in the Order Manager.
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Saving the Settings

Options

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning
SMARText
SMARText Color Coding
Structured CPT

Structured Dx )
Structured Order Entry Options Changes @

Structured Rx 7 .
Summary To SOAP 1 ) any changes made will not take effect until you logout.
Toolbars

Vital Signs

Workflow | OK ie

02 Close I

1. Click Close.
2. Click OK and logout of SOAPware to save the settings.
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Pick Lists
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Q: When | make a change to a pick list within a docuplate, why does this change not
reflect when | insert the docuplate again into the SOAPnote?

A: In order for changes to a pick listin a docuplate to become permanent, edits will need to be

made in the Docuplate display window.

|

Description

i Pharyngitis or Sore Throat...

x | SMARText Quick Access v & X

hortcut

PhaC

O oE R

Description | Pharyngitis or Sore Throat [Compresse

Active ltem |- [Most Common Chief Complaints)

Keywords

030128, compressed, throat, sore, phar

]
COMPLAINT or ISSUE:[ Sore throat
(Pharyngitis), Chronic bronchitis. ]
HPI: SYMPTOMS/RELATED: Reports

symptoms of dysphagia or swallowing

ML OCATION: Reports area of involvernent

BDOURATION: Reports the general length

of symptoms to be days.
ONSET/TIMING: Reports occurrence as

| Include Online Library Items

PhaNG Pharyngitis or Sore Throat .. S0AP Section
tis Pharyngitis Pharyngitis SOAP
PhaC Pharyngitis or Sore Throat.. SOAP
PhaC Pharyngitis or Sore Throat.. SOAP
v nursepha Pharyngitis,nurse visit  [N.. SOAP
cknpha Nutter pharyngitis, Nutter .. SOAP
cknpha nutter pha , sore throat SOAP
Pharynagitis Pref.. Pharyngitis SOAP problems.
v tPhaNG Pharyngitis or sore throat .. SOAP
lehpharyngitis lature hicks pharyngitis car.. SOAP as bilateral.
sorethroat Sore Throat [NG+++) SOAP
v PhaC Pharyngitis or Sore Throat.. SO0AP
sorethroat Sore Throat [NG+++) SOAP
v jh complex uri Complex uri [NG+) SOAP
v ka-phar Pharyngitis-Not Strep [US) SOAP
v sorethroat Sore Throat [NG+++] SDAP
v PhaNG Pharyngitis or Sore Throat .. SOAP ROS:
PhaC Pharyngitis or Sore Throat.. SOAP
tis Pharynaitis Pharyngitis SOAP
sorethroat Sore Throat [NG+++] SOAP

Objective
Exarm: GENERAL: Appearance: General

5 to 5 days ago.
CONTEXTAWHEN: Reports usually
associated with swallowing.

SKIN/Integumentary: Denies
symptoms such as rash-generalized.

@
2]
@

a

Description Sh
-RFE- "Chronic obstructive lung dise..
-RFE- "Cough" [06.0.RO5.RES)
-RFE- "Abdominal pains that are epig..
-RFE- "Rash-localized" (14.05..
-RFE- "Abdomen pains [or cramps] t..
-RFE- “Allergic rhinitis" (0B.0.R...
-RFE- "Back pain (lower or lumbar-s...
-RFE- "Diabetes - Insulin dependent” .
-RFE- "Diarthea" (09.0.D011.DIG)
-RFE- "Earache or otalgia" [03...
-RFE- "Fever" (01.0.A03.GEN)
-RFE- "Knee pain/symptom/complain...
-RFE- "Headache" (12.0.NO1.N..
-RFE- "Nausea" (09.0.009.DIR)
-RFE- "Immunizations or boosters" ..
-RFE- "Vision Screening” [04.0.F4..
-RFE- "Acute bronchitis, or bronchioli
l -RFE- "Chronic bronchitis” (08
-RFE- "Asthma" [06.0.R9E.RES)
-RFE- "Hypertension, uncomplicated...
-RFE- "Hypertension, complicated"” ...
-RFE- "Chest Pain, nonspecific"’ ...
-RFE- "Congestive Heart Failure” ..

—I—I—I—I—I—QE—I—I—I—I—IT_I—I—I—I—IT_I—I—I—I—I

cooooffSlo = =4 = =4 4 g g W

1. Docuplates window
2. Docuplate view window
3. SMARText Pick List ltems
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Q: Why can | not deselect a pick list item after inserting it?

A: Pick lists should only be used with structured items. When free text or unstructured items are
used to make a pick list, SOAPware cannot tell one item from another. Thus, when the
unstructured item or free text item is inserted into a field, the pick list can't find it to remove it.
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Prescriptions
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Q: How do | set up ePrescribing?

A: In order to set up ePrescribing correctly, look to the five steps outlined below.

Step 1: Register to ePrescribe

Help

i

Fow Do L] L. -

Browse Help Categories " 4o register to eprescribe Jo

Clinical Manual Alt+F1
PM Manual

EE B

View Current Version REV: ADD IMAGE OF PROVIDER'S SIGNATURE

. NEXT: ADD PHARMACIES
Contact SOAPware Training

Submit Support Ticket Register to ePrescribe

Schieculc a Support Call pw do | register to ePrescribe?

About SOAPware

Update Provider

OB Your provider is not registered for E-prescribing. Contact SOAPware
support to register.

" o)

If the above message is received while using Provider Manager,
tha Pravider ia nat renicterad tn aPrearrihe Fallaw the inatriirtinna

[

Within our new Help Manual training resource within SOAPware, you will wantto access the
Register to ePrescribe lesson by going to Help > How do | and type in "Register to ePrescribe"
and click the magnifying glass. Click here to learn more about our Help Manual.
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Step 2: Access Provider Manager

@‘E | General | Misc | Codes | Signature |

Providers Name
Jane R. Doe. M.D. Title First M Last Suffix
A (e (7] [oe (w0
Kaye L. Williamson
Krista Nicewarner Address
Randall Oates Clinic | SOAPWARE |
Rita Pense Street | 4220 N Crossover RD
Sample A. Provider, M.D.

City State  Zip Code
| Fayetteville AR | 72703

Contact Information

Phone # |(800) 455-7627

Fax# |(866)237-9073

Physician Numbers

DEA# | 123456789 State ID | |
NPl |123456789 UPINZ [ ]

Taxonomy |7 |

Is Supervisor

You will want to access Provider Manager (Tools > Provider Manager) to fill in the provider's DEA
number among other fields for ePrescribing purposes. Please see: Provider Manager.
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Step 3: Pharmacy Setup

Directory

|28

Find By  Zp Code v 72701 Find

D.. Name Street Street 2 City S... Zipcode Office Phone Fax Number
COLLIER DRUG - DICKSON 100 W. DICKS... FAYET... AR 72701 (479) 4426262 (479) 587-0889
MEDICAL ARTS PHARMA... 2515 E HUNT... FAYET.. AR 72701 (479) 443-3411  (479) 443-3412
USA Drug Express 2111 W. Mattin... Fayette... AR 72701 (479) 442-5240 (479) 582-2408
Southgate Phamacy 1620 S School ... Fayette... AR 72701 (479) 443-4747 (479) 443-2824
wal-mart phamacy 29597 616 N GARLA... Fayette... AR 72701 (479) 443-1658 (479) 443-8038
Tammy B's Health Mart Ph... 2131 North Ce... Fayette... AR 72701 (479) 643-3303 (479) 643-2226
Walgreens Drug Store 07847 524 S. School ... Fayette.. AR 727015957 (479)251-7685 (479)251-1034

Add to Quick Access

Prior to sending prescriptions electronically or faxing to a participating pharmacy, Pharmacies

must be setup in the Pharmacy Manager (Tools > Pharmacies). Please see: Pharmacy Setup.
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Step 4: Set Up Structured Rx Options

Tools I View Help
SMARText Quick Access

View Previous Encounters

Contacts

-* Document Designer

[El EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

Il]| Flow Sheetitems

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

SMARTflow Designer
Flags/Notes Category Manager

Billing Maintenance
B4 Manage Facilities

Manage Groups

Security

2.9

Change Password

e

Change Signature Password

Provider Manager

Customize...

C Options... )

You will need to access the Options menu which can be found by going to Tools > Options. Out
of the Options list, you will click on the Structured Rx option. Please now refer to the Tools-
Options lesson, and scroll down to the Structured Rx- Printing- Faxing and Structured Rx- Rx
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Transmission sections, for further guidance.

Step 5: Use Structured Medications

Medications[
Diovan (Valsartan): 160 mg (tablet) SIG- 1tab(s) once a day orally #30
Substitutions Not Allowed Refills- 12 Notes- |

]

Structured medications will need to be inserted into the SOAPnote Medications field for
ePrescribing purposes. For more information, see: Medication Entry.
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Q: How do | change the prescription report printed from Rx Manager?

A: 1. Select the Design from Tools > Options > Structured Rx.

In this dialog, the default design can be changed. This setting is user- specific only.

Summary Layout | Printing-Faxing § R« Transmission | ¢ *

Chart Layouts
Chart Rack
Document Designer

Docuplates Printing [ R=/Fax - Alone’

Drug Interactions Rx/Fax - Alone®

Default Layout

0CR Faxing SDAP - Extended Note
Pharmacy Manager ggig Eﬁi?éjﬁldotme #2
Pulled Charts SOAP - Simple Note #2
Scanning SOAP - Simple with Page Numbers
SMARText SO0AP - Telephone Encounter =
SMARText Color Coding Summary - Complete with Demoaraphics v
Structured CPT
Structured Dx
 F nitry
Toolbars
Vital Signs
Workflow e

(==

2. Click on the Printing-Faxing tab, and then the drop down option, to change the report that will be
used when printing prescriptions.

3. Click Close and logout out of SOAPware to save changes.
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Q: How do | build a multi-page prescription?

A: To build a multi page prescription, open Document Designer (Tools > Document Designer) to

begin creation.
Document Designer
File

Avanable Designs |
Create New Design

Exit

1. Click File.
2. Click Create New Design.

New Document Design

[Multi Page Rx

Document Name

Start with

Enter a Document Name.
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New Document Design

Document Name ’ Multi Page Rx ‘

Start with

() Blank Document

Document Name ~

“FCFP SuperBil
*700

[1-Rx-Alone g

slgar - far no spaces
2 - Simple SDAP Note

3 - Patient Copy

4 - Extended SOAP Note v

< 3

de 0K ][ Cancel ]

1. Select Copy of .

2. Click to highlight the Rx- Alone Document Design.
3. Click OK to open design.

#SEncounterField Medications | $#

Dr:___ #%ClinicianSignature$#
#CurrentProvider Full Name$# #CurrentProvider Full Name §#
Substitution permitted Dispense as written

Remove the data command to enter medications from the SOAPnote medication field, by
highlighting the command, and hitting backspace on the keyboard.
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BEENWE N Font  Paragraph Table Other
] General Demographics >| ‘j ﬂ
Misc, Data Items 4 @ # - 1[

,  SOAP Note > va
Summary >
Yital Signs Pl 03
{  Health Maintenance 4
Custom Demographics  »
Insurance 4
1 Macros »
i Orders 4 Queue Rx
Custom Fields Drug Name
Strength Value
. Dispense Value
entDatelime MM/dd/yyyy Sig Value
Refills Yalue

mographicsField Addres:  Substitutions Yalue

Insertthe data command, Insert RXs (Found from Data ltems > RX's > Insert RXs).

o WREERGENEN Font  Paragraph  Table Other

[ General Demographics » [+

J Misc, Data Items » ‘@ L#j L"j ﬂ

o SOAP Mote » v ‘ ’1 0

—  Summary »

' Yital Signs | O T R . B R B

~  Health Maintenance  »

0 Custom Demographics  »

0, Insurance »

E  Macros »

- ata Command™

1 Orders »  QueueRx Ry: .

& Custom Fields Drug MName X mseneq onto
Strength Yalue #RxPlaceHo)der§#

. . Dispense Value

sentDatelime MM/dd/yyyy Sig Value
Refills Yalue D #ClinicianSignatured#

emographicsField Addres:  Substitutions Yalue #CurentProvider Full Name$#

The new data command has been placed onto to document design.
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W‘w Insert Dataltems Font |

D> Omm

71 Properties...

Cut Chrl+¥%
Copy Ctrl+C
Paste Chrl+Y

Paste Special...

Edit Picture...

Undo Ctrl+2
Redo Chrl+Y
Select All Chrl+A

1. Click Edit.
2. Select Design Properties.

Document Design Properties a m

Printer | Macros | Additional Reports | Bold ‘Design Types™| Destination | Page Layout
Types

O General Design

O Order Design

® BX Manager e
Desian D
Insert Medication(s) per "Insert Rx's" Data Item

Cancel

1. Click the Design Types tab.
2. Select RxManager Design if not already selected. Select "1" for the number of medications
inserted.
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3. Click OK.

Click Save when closing the design, to save all changes.
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Q: When a prescription is faxed through the Rx Manager, what format is it in?

A: The prescriptions faxed through RxManager are in the format of the Document Design thatis
chosen from the Tools > Options menu.

Tools - Options

Tools lﬁ Help

SMaRText Quick Access

View Previous Encounters

Contacts

-* Document Designer

EM Coder

¥ Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance >
&4 Manage Faciltties

Manage Groups

lj’t?
y

Security

lj’t?
y

Change Password

Change Signature Password

A

Provider Manager

Customize...

Options... a

1. Click on Tools.
2. Click on Options .
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Options

Chart Layouts

Chart Rack

Claims

Daocument Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning

SMaRText
SMARText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SO&aF
Toolbars

Vital Signs

Workflow

Default Layout | Summary Layout‘ Printing-Faxing | Rx Transmission | Headers

Printing

Faxing

l Rx/Fax - Alone™

[sz’Fax - Alone™

Close

1. Click to highlight Structured Rx.
2. Click on the Printing-Faxing tab.
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Choosing the Document Design

Chart Layouts Default Layout | Summary Layout ‘ Printing-F axing \ R Transmission | Headers
Chart Rack
Claims
Document Designer Printing Rx=/Fax - Alone” v
Docuplates
gg‘g Interactions Faxing Rx/Fax - Alone’
Pulled Charts RTXFaH - Alont-e iit
Scanning SOAP - Extended Note #2
: - Simple Nate
gmﬁ‘u{:;‘g;}m Coding S04P - Simpls with Page Numbers i
S0AP - Telephone Encounter
Structured Dx Summary - Complete with Demographics i
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars
Vital Signs
Workflow

Using the drop down arrow menu, choose the desired Document Design for printing
prescriptions and faxing prescriptions.
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Save the Settings

Options

Chart Layouts

Chart Rack

Claims

Document Designer
Docuplates

Drug Interactions
OCR

Pulled Charts
Scanning

SMARText
SMARText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx
Summary To SOAP
Toolbars

Vital Signs

Workflow

Options Changes @

1 ) Any changes made will not take effect until you logout.

)

(.

- Close |

i A

1. Click Close.
2. Click OK, then logout of SOAPware and log back in.
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Q: How do | add the office fax number to printed prescriptions?

A:Adding an office faxnumber to a printed prescription can manually be done in Document
Designer.

Tools | View Help
SMARText Quick Access

View Previous Encounters

Contacts o

*,  Document Designer J

EM Coder |

‘ #. Reference Library

Clinical Alerts Manager

Chart Section Editor

1 Lab Tests

| 2} Flow Sheet items

Health Maintenance Rules and Sets

Generate HM Report

Insurance Companies i

Custom Demographic Titles r
. List Options E
i—t Pharmacies i

Access Document Designer by going to Tools > Document Designer.
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Document Designer.

;Qvailale Deign N Q @ |‘l\.

Create New Design

Exit

1. Click on File.
2. Click on Available Designs, to bring up designs to choose from.

Find | IZ] @

MName
“FCFP SuperBill
*700

&[]
1-Rx - Alone .
Multi-page R - for no spaces

2 - Simple SDAP Note

3 - Patient Copy

4 - Extended SOAP Note

A DOCS-Clinic End of Wisit Printing
A DOCS-Clinic Statement

Ad Superbill [U++)

Consent - Immunizations

Consent - PreSurgery Checklist and Auth.
Consent - Procedure

Consent - Procedure #2

Consent - Procedure with Anesthesia

Consent - To Release Records v
Include Online Library Items [ oK [ Cancel ]

Click to highlight the document design of choice, then Click OK to open the design.

(2>
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PRESCRIPTION: (Give to the pharmacist)
# CurrentProvider Full Name$#

wicinfo Addressh#
Provider DEAS#

#CurrentProyider StatelD$#
#Clinicinfo PhaneMumber $#

FOR: # GeneralDemographicsField Last Name$#, #GeneralDemographicsField First Name$#

#GeneralDemoagraphicsField#3GeneralDemographicsField Address$# Middle Initial§#  Age:
Aged#

DATE: #5InsertDatelime MMW/dd/yyyyd# TIME: #blnsertDatelime HH:mm§#

ADDRESS:
#GeneralDemographicsField Addressh#
Rx:

#EncounterField Medications |, $#

Place the cursor in the desired location to enter the office fax number.
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PRESCRIPTION: (Give to the pharmacist)
# CurrentProvider Full Name$#

Fax: (479)555-5555
LATALALAUUMAEN

FOR: # GeneralDemographicsField Last Named#, #GeneralDemographicsCield First Named#
#GeneralDemographicsPield#sGeneralDemagraphicsfield Address¥# Middle Initiald#  Age:
Aged#

DATE: #InsertDatelime Mi/dd/yyyys# TIME: #insenDatelime HH:mmb#

ADDRESS:
#GengralDemographicsField Addressi#

Rx:
#EncounterField Medications | $#

Manually type the office faxnumber into the desired location on the document design.
Remember to always save changes when closing the design.
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Q: How do you put a prescription on hold?

A: The "Notes" sub-item of a medication is the area in which notes to the pharmacist can be
documented.

Tools - Options
Toolsau Help

SmmR Text Quick Access

Contacts

-* Document Designer
EM Coder

¥, Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

7] Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance »
B4 Manage Facilities

Manage Groups

.?

Security

|?

Change Password
& Change Signature Password

Provider Manager

Customize. ..

-
e Options... |
A\ RS

To ensure that the "Notes" sub-item is presentin all medications entered into the SOAPnote, a
user will need to selectitas an option. This setting is user-specific.
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1. Click on Tools on the menu bar.
2. Click on Options.

Setting the Default Sub-item

Chart Layouts Default Layout \ Summary Layout | Printing-Faxing | Ax Transmission | Headers
Chart Rack ) i “ A
Claims Strength
Document Designer ]
Docuplates Sig
Drug Interactions Dose
OCR
Pulled Charts lecuetcy
Scanning Route
SMARText -
SMARText Color Coding [ e
Structured CPT [] Instructions
Structured Dx ]
Structured Ordegatry Quantity
Structured Rx 0 Refills
Summary To § :
Toolbars Substitution
Vital Signs [] Indication
Workflow

[] Start Date

[[JEndDate

[] Comments

e Pharmacy Note

1. Click to highlight Structured Rx.
2. On the Default Layout tab, Click to place a check in the boxnextto Pharmacy Note.
3. Click Close.

FAQ's - 140 SOAPware, Inc.



Using the Notes Sub-item

Medications

Diovan HCT{Valsartan HCTZ): 12.5 mg-80 my itablet)
SIG- 1each onceaday orally #30 Substitutions
Allowed Refills- 12 Comment-  Notes- [Please hold
until 4/10/2001)

When the SMARText medication is inserted into a SOAPnote, the "Notes" sub-item will be visible.
1. Click next to "Notes" ( the item will turn green and small green brackets will appear).

2. Type the note to the pharmacist between the brackets. This information will be sent to the
pharmacist via the Rx Manager.
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Q: How do you add a provider's signature to an electronically prescribed prescription?

A: ltis not necessaryto place a provider's signature onto the electronically prescribed
prescription. The signature is in the background of this transmission.
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Q: Can you generate a prescription without having to create a new SOAPnote?

A: ASOAPNote will always need to be created when generating a prescription. RxManager (where
prescriptions are derived from), reads the the Medication field in a SOAPnote. This workflow also
keeps all prescriptions and medication historyin one area.

For refills from the pharmacy that are handled from the All Refill Request Manager, a SOAPnote
will be auto-created when the refill is replied to, and the information will be documented in the
Medication field for you. That SOAPnote will then need to be signed off.
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Printing




Q: How do | print notes for a Medicare Audit?

A: SOAPware 2010 is the first version (subsiquent versions included) to support the functionality
necessarywhen an audit, such as a Medicare RAC Audit, is requested.

Entering "Electronically Signed by" into the SOAPNote is required. This can be achieved in
SOAPware by using a shortcut code to be part of a default docuplate thatis used in the
SOAPNotes chart section, or by entering the shortcut code in Provider Manager, under the Codes
tab as the default follow up code.

There are multiple ways to print out what you need depending upon the situation.

1. When printing the current docutainer with the print button located in the mini-toolbar, the sign off
date and time will automatically be inserted.

2. Data commands for the sign off date and time may be inserted onto a document design when
printing an Available Document Design.

3. The Share Charts workspace within SOAPware allows the printing of all or selective chart
section docutainers to be exported. Itis necessaryto insert the date and time on all docutainers
by using the keyboard command: Control + D.

—

J li Labs eRadiolog\/ D Billing 4 P X

DatefTime  |11/15/2010 3:57 PM + =
I

Subjective .-

Objective

Assessment

IDSOAPNohel 4:
E1/E7 wl(E |

When printing the current docutainer with the print button located in the mini-toolbar, the sign off
date and time will automatically be inserted.
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BEWERGE N Font  Paragraph  Table Other
| General Demodqraphics P | |_j E_j
| Misc. Data Items » 0 # & T
Wl  SOAP Note 4 Encounter Date i

Summary Encounter Time E
Vital Signs Signing Provider

Health Maintenance Signed Date|Time I

= »
: »
4
I Custom Demographics P Subjective
»
»
4
4

Insurance Objective
Macros Assessment
Rx's Plan

Orders Medications

+  Custom Fields Follow Up

Data commands for the sign off date and time maybe inserted onto a document design when
printing an Available Document Design.

The keyboard command, Control + D, will enter the date and time into the SOAPnote.

Medications

Albuterol (Proventil. Ventolin): Strength- 2.5
mg/3 mL {0.083%) (solution)

SIG- 1 4times aday inhaled

#3 Box(s)  Substitutions Allowed  Refills- 3
Comment-  Notes-

Follow Up[
1141742010 13:37

(<!
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Active Provider IA“ Providers

Type of Export

@ Individual |i Select § lF‘arw:a} es, Banana

O Pulled Charts
O allCharts

Search Dates

Start Date: l s

v End Date:

“ W Sections to Export »
Advanced Directives
% Billing Statement Biling Statements
| @ | Demographics CCR
=) “] Documents Correspondence In
w;;l CCR gonesponﬂgnce Out
emographics
v .
@ Cornresponde Drawings
Conevsponde Financial
HIPAA Disclosur Flow Sheets
History & Phy Growth Charts
Labs Health Maintenance
Misc. |4 HIPAA Disclosures
Pathology History & Physicals
Printed Encc Labs
Rradiol Messages -
adiology Misc.
Drawings Pathology
= Encounters Printed Encounters
@ Messages 'F‘!fd*iro‘l?.gy v
< T [ | =
Location -
|C:tDocuments and Settingsirodell\My Documents\ScreenSteps LibraryiLessons I [ Browse ]

[ J [ com ]

The Share Charts workspace within SOAPware, allows the printing of all chart section. or
selective chart section docutainers to be exported.
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How do | include all documents in a docutainer when | use the quick print method?

A: When using the print button, located under the lower splitter bar in a chart section, menu
options are available.

Accessing the Print Button

1

J Iﬁ Labs| [ Billing Statements [I 4 rX
DatefTime 11/17/2010 8:50 AM v =
N
Assessment
Plan

Medications

Diovan HCT(Valsartan HCTZ): 12.5 mg-80 mg
(tahlet) SIG- 1each onceaday orally #30
Substitutions Allowed Refills- 12 Comment-
MNotes-

Diovan HCT(Valsartan HCTZ): 12.5 mg-80 mg
(tablefy SIG- 1each onceaday orally #30
Substitutions Allowed Refills- 12 Comment-
MNotes-

Follow Up
Rita Pense

€|

d Questions List.doc 4 P X

D SDAFNohel | Frequently

DatefTime Owner Status Description  Re
. 11/17/2010 8:50:39 AM Rita Pense §soapnote

9/15/2010 11:37:00 AM  Rita Pense

If the bottom splitter bar is closed, left- click to expand.
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Selecting the Documents to Print

Please select what you would like to print. Selected
Docutainers will print the selected docutainers.
Do aill print only the list.

O Displayed Documen

O Specific Documents
SOAPNote
Frequentlv #

ed Questions List.docx

vy

L
B, 0 " | Frequently Asked Questions List.doc 4 P X

Print cumrent docutainer - Cirl + Alt + P -
This will printa copy of the current docutainer. i

Iy |

. 11/17/2010 8:50:39 AM - Ril o Press F1 key to get more information . e Print ] [ Cancel ]
m 9,”.5,“2010 11:37:00 AM Rilarense T 9

1. Click on the Print Current Docutainer button.

2. Choose the option desired:
*Entire Docutainer- prints all documents in the docutainer
*Displayed Document- prints the documentin view
*Specific Documents- Click to highlight the document to be printed

3. Click Print.
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Q: How can handouts print automatically with other Document Designs?

A:Acommand, called Print Selected Handouts, can be placed on a Document Design.
If handouts are selected, they will automatically print with the Document Design.

Tools - Document Designer

Tools | . Help
SMARText Quick Access

View Previous Encounters

Contacts

| - Document Designer e

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance >
B Manage Facilities

Manage Groups

@

Security

lj’?
y

Change Password

Change Signature Password

A

Provider Manager

Customize...

Options...

1. Click on Tools on the menu bar.
2. Click on Document Designer.

FAQ's - 150 SOAPware, Inc.



File - Available Designs

Document Designer

Available Designs e-

Create New Design "

Exit

1. Click on File.
2. Click on Available Designs.
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Selecting the Document Design
Select Document Design

SelectDocumentDesign |
Find | ]@@ @

Name =

"Superbill"-YOGI

“FCFP SuperBill

“HM

“Medical Information

“New Patient Note

“Drders

"AC0G

ITGTest5214

*SUPERBILL COCHISE

*TEST SUPERBILL

- Patient Notes

- Simple Encounter Note (B] *
- Simple SOAP Nate

- Extended SOAP Note

4 - Summary

4- Extended SOAP Note

A DOCS-Clinic End of Visit Printing v

[¥] Include Online Library ltems e | ok || cancel |
D4

LR R AN R LN ]

1. Click to highlight the design to place the print command.
2. Click OK.

FAQ's - 152 SOAPware, Inc.



Edit - Design Properties

aformation

“ Insert Dafaltems Font
Design Properties.. a

= Cut Chrl+¥
Copy Ctrl+C
Paste Chrl+Yy
Paste Special. ..

Edit Picture...
Undo Ctrl+2
Redo Chrl+Y

Select All Ctrl+A

Repaginate

Edit Section...

Edit Style...

Edit Input Field...

Edit Frame/Drawing Object >

Edit Page HeaderFoater
First Page Header/Footer 4

Edit Footnote/Endnote >

Document Text Flow. ..

1. Click on Edit.
2. Click on Design Properties.

Placing the Print Handouts Comman the Document Design

Document Design Properties

PrinterJ Macros [MfonalReports Bold | Design Types | Destination | Page Layout

gﬂ Print selected Handouts

n Auto store current Encounter Fields to corresponding Summary fields if they
are empty [Assessment, Medications and Objective).

[[] Include all associated Documents

[[] Secure Quantity/Refill Numbers

1. Click on the Macros tab.
2. Click to place a check in the box next to Print Selected Handouts.
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Saving the Settings

**Medical Information

File Edit WYiew Insert Dataltems Font Paragraph Table Other

S O[X DO [B R 1 [ o 1

I Normal . 3

Document Design Properties

Printer| Macros | Additional Reports | Bold | Design Types | Destination | Page Layout |

Print selected Handouts

] Auto store current Encounter Fields to coresponding Summary fields if they
are empty [Assessment, Medications and Objective).

[[] Include all associated Documents

[] Secure Quantity/Refill Numbers

°

INS |Page:1  Line:5 Col: 1 v
Q‘ Close ]

1. Click OK.

2.Click Close.
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Saving the Changes to the Document Design

Document Designer

? ?
. \/ Save changes to current template?

[ es ] [ Mo

Click Yes.
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Q: How do you make a Document Design print at a specific printer?

A: Aprint command will be placed on the Document Design.

Tools - Document Designer

Tools | a Help

SMarText Quick Access

View Previous Encounters

Contacts

|~b Document Designer 9

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

Billing Maintenance »
B Manage Facilities

Manage Groups

@ Security
@= Change Password
& Change Signature Password

Provider Manager

Customize...

Options...

1. Click on Tools.
2. Click on Document Designer.
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File - Available Designs

Documept Designer.

File a
Available Designs

Create New Design

L ol

Exit

1. Click on File.
2. Click on Available Designs.
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Selecting the Document Design

Select Document Design

Find | | | (%l | [
Name
"Superbill"-YOGI
“*FCFP SuperBill
“HM
| “Medical rfomation (1) |
“New Patient Note ="
**Orders
*AC0G
ITGTest5214
*SUPERBILL COCHISE
*TEST SUPERBILL
1 - Patient Notes
2 - Simple Encounter Note (B] *
2 - Simple SOAP Note
3 - Extended SDAP Note
4 - Summary
4- Extended SOAP Note
A DOCS-Clinic End of Visit Printing v

Include Oniine Library ltems e[ 0K | [ Cancel |
-

;2

1. Click to highlight the design to place the print command.
2. Click OK.
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Edit - Design Properties

“wew Insert Dataltems Font F

Design Properties... e-
= Cut Sl

Copy Ctrl+C

Paste Chrl+Yy

Paste Special...

Edit Picture...

Undo Ctrl+2

Redo Chrl+Y

Select All Ctrl+a

1. Click on Edit.
2. Click on Design Properties .
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Placing the Print Command on the Document Design

Documep*Qesign Properties m

Plinle%ﬁéros Additional Reports | Bold || Design Types | Destination | Page Layout

() Use System Default Printer
() Display Printer Selection Dialog.

® Send To: || v
= Snhagit 9 -~
Send To OneNote 2007 -
RICOH Aficio CL3500N PCL ==
Midmark Document Converte
Microsoft XPS Document Wi
HP LaserJet 1200 Series PCL
Gestetner SP C430DN PCL 6 Y

[ oK ][ Cancel ]

1. Click on the Printer tab.
2. Click on the radio button next to "Sent To:"
3. Using the drop down menu, choose the desired printer.
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Saving the Setting

**Medical Information

File Edit Yiew Insert Dataltems Font Paragraph Table Other

SA|E 1D DM@ |E KT | ¥ r

‘ MNormal

Document Design Properties

Printer IMacros | Additional Reports | Bold | Design Types | Destination | Page Layout|

(O Use System Default Printer

(O Display Printer Selection Dialog.
() Send To: |Gestetner SPC430DNPCL  »

INS |Page:1  Line:6  Caol:1 v/

1. Click OK.
2. Click Close.
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Save the Changes to the Document Design

9 5
.\.\/ Save changes to current template?

I Yes ] [ Mo ]

Click Yes.
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Refill Requests
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Q: How should | respond to a controlled substance refill request?

A: Approving refill requests for a controlled substance violates ePrescribing laws. When

responding to the pharmacy, choose the response labeled "Deny/New Rxto follow," as this is the
ideal response to these requests.
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Q: How do | remove a refill request?

A: ltis notrecommended to remove a refill request. Denying a refill request would be the
appropriate response. If multiple refill requests are received for one patient and one medication,
the pharmacy should be notified. Anote to the pharmacist may be entered when this refill is
denied ,notifying them of this issue.
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Q: Why do pharmacies send refill requests for scheduled medications if they cannot
be refilled electronically?

A: Pharmacies are using the electronic messaging option to notify the prescriber of the need for a
refill for a patient, rather than reverting to faxing or calling the clinician.
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Q: Why am | not receiving electronic refills from the pharmacies that automatically
match with the patients in SOAPware?

A: Electronic refill requests are an evolving phenomenon which involves work flow and software
changes from both the pharmacy and the clinic. Due to limitations of technology linking clinics to
pharmacies, the pharmacy has to send refill requests in a fashion that is different from past
methods. Specifically, for automatic matching of the request to a patient, the request has to be
directly derived from the original prescription that was sent electronically to the pharmacy.

Many pharmacies do not yet have the software that can store the original prescription
electronically. In fact, more often than not, the pharmacyis actually working with a faxmachine,
rather than an electronic transfer of information. In time, the software that pharmacists use and
the standard for sharing prescription information, will allow for increased direct electronic transfer
of prescription information, so that fewer steps are necessary from both the pharmacy and the
clinic.

Amajor limitation to efficiency, at present, is the lack of any unique identifiers for patients. It is now
illegal to use Social Security numbers. Currently, the only means to uniquely identify (match)
patients with prescriptions, is to use the original identifier associated with the initial prescription
sent from the clinician to the pharmacy.

**If a clinician is receiving no refill requests that automatically match to patient charts, there may
be a discrepancy between the prescriber information sent from SOAPware, and what Surescripts
has on file for a clinician.**
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Sales Specific
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Q: Does SOAPware offer a return period?

A: SOAPware does have a return policy.

Return Policy

As long as you are within 30 days from the date of purchase you can return SOAPware for a full
refund of the purchase price.

Sales Contact Information

Phone: 800-455-7627, ext. 200
E-mail: sales@soapware.com
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Q: How do | see my SOAPware license?

A: The SOAPware Site Administration page will display what enhancements or package you have

with SOAPware, as well as check the renewal dates for the SOAPware license.

Tools - Provider Manager

Tools | Help

1. Click on Tools on the menu bar.
2. Click on Provider Manager.

=

CL

StarText Quick Access

View Previous Encounters

Contacts

Document Designer

EM Coder

Reference Library

Clinical alerts Manager

Chart Section Editor

Lab Tests

Flow Sheet items

Health Maintenance Rules and Sets

Generate HM Report
Insurance Companies
Custom Demographic Titles
List Options

Pharmacies

Billing Maintenance
Manage Facilities

Manage Groups

Security

= Change Password

Change Signature Password

&
-

Provider Manager

Customize...

Options...
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Provider Manager

: Providers X

E] J Geneld] Misc ” Codes ” Signature }

Providers Name
Jonny Bravo, M.D. Title  First M Last Suffix

O Jlaemy [ ] [mee (o]

Rita Pense Address
Clinic | SOAPWARE |

Street | 4220 N Crossover RD

City State  Zip Code

| Fapettevill | aR | 72703

Contact Information

Phone # | 8004557627500
Fax# | (366) 267-9073
Email | |

Physician Numbers

DEA# |AJ 3274658 | StatelD | |
NPI# | 1203265987 | UPING | |

Is Supervisor

Update

Within the Provider Manager, Click on the button with the green plus.
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Site Administration Page

Provider Administration

o} Deactivate E’f Save & Close x Close

Step 1: Demographics

Title:
First Name:
Suffix:

Dea Number:

I would like to save this provider without a DEA number. This will disable E-Prescribing.

SPI Number
NPI Number:
Email:

Clinic Name:
Phone Number:

Fax Number:

Address:

City:

Custom Fields

| j |0ates

|Randa||

|

|

SOAPWARE
800 |- |455 |-|7627 | ext: (500 |
866 |-|267 |-|9073

4220 N Crossover RD

|F ayetteville

Custom 1:

Custom 2

Custom 3: \

Custom 4: ’

Custom S

Custom 6:

® soapware Professional Edition

!

S0APware Billing Standard

SOAPware Billing Professional

Licensing information will be displayed.

SO L Pware Billi
Standard

SO&Pware Billi
Professional
SOLPware Professional
Edition

1230/2099

1/1212099

1§1212099
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Q: How many office staff can use each SOAPware license?

A: For local installs of SOAPware, SOAPware is licensed by provider. This allows as many office
staff, notincluding providers, to be using SOAPware at the same time.

For the SOAPware Hosting Service: SOAPware Clinical Suite includes 5 connections for the first

provider, and 3 connections for each additional provider. With SOAPware Professional, each
provider license comes with 3 connections per provider.
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Q: How many computers can | install SOAPware on?

A: SOAPware is licensed per provider. This allows installation of SOAPware on all computers in

the office, as well as on home computers if needed; without increasing the price of the
SOAPware.
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Security




Q: Is there a way to lock users out of the ability to customize or reset toolbars?

A: This setting is user and computer specific, and therefore cannot be limited within security.
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Q: Why does my newly created chart section not show up in Chart Navigator?

A: When a new chart section is created, all users will need to be given access to view it within
Security.

For information on Security, click here.
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SOAPware Cloud Solution




Q: On the SOAPware Cloud Solution, how do | control the size of my screen?

A: Auser is able to control the size of their screen on the SOAPware Cloud Solution by accessing
the displaytab, where resolution settings can be chosen.

Access the Remote Desktop Connection

(4 ‘
A Remote Desktop Connection

Click on Remote Desktop.

L% Remote Desktop Connection

( Remote Desktop
Connection

Computer: \I v

User name: MNone specified

The computer name field is blank. Enter a full remote computer

name.
[ Connect ” Cancel ][ Help ]

Click on Options.
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Display Tab

#3 Remote Desktop Connection

Remote Desktop
Connection

— )
 General | Display™TCocal Resources |

Remote desktop size

| Programs | Experience | Advanced |

Choose the size of your remote desktop. Drag the slider all the
way to the right to go fullscreen.

Less . J More

Full Screen

Colors e
% Highest Quaity (32 bit vl

Note: Settings on the remote computer might override this
setting.

Display the connection bar when in full screen mode

[ Connect ][ Cancel ][ Help ][ Options << ]

1. Click on the Displaytab.
2. Setthe absolute size or choose Full Screen, and the Colors depth.
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Some Considerations

1. The fewer the colors, the faster your connection will respond. The greater the number of colors, the
more attractive your screen will appear.

2. Below are some guidelines for using SOAPware at reasonable combinations. We will start with 19"
monitors, running a minimum of 1024x768, as this would be a minimum size for the SOAPware
application. These figures are approximations, but give you a very good idea of where to start.

Make sure your Video Card can support these resolutions before purchasing.
Size 1024x768 1280x1024 |1600x1200 1680x1050 1980x1200
19" OK Good Small but usable - -
21" OK OK Good Small but usable |-
22" OK OK Good Good but small Small but usable
23" to 24" |Very Large OK Good Good but small Small but usable
30" See notes below

30" at this point you have to make very sure that your video card can support these resolutions, but
Dell has a 30” monitor that will support 2560 x 1600 (digital only).
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Q: How do | logout/disconnect from my SOAPware ASP Server?

A: There are different ways to logout/disconnect from your SOAPware ASP Server, and not all have
the same effect.

Below discusses the methods for logging out or disconnecting, and the effects of each on your
session and data.

NOTE: Logging out of SOAPware and disconnecting from the ASP Server are two distinct
actions. It is possible to logout of SOAPware while remaining connected to your ASP Server.

To logout of the SOAPware application, choose the menu option SOAPware > Logout or Exit
SOAPware.
This method:

* only closes SOAPware and has no effect on your ASP Server connection or any other
application on your ASP Server.

* will save all data you have entered into SOAPware.

* is the recommended way to close SOAPware before ending your SOAPware ASP session in
order to minimize the risk of data loss.

To Disconnect from your SOAPware ASP server:

This allows you to leave SOAPware and other applications running on your ASP Server when you
disconnect. SOAPware will continue to run on your server so that when you reconnect you can
pick up your work in the same place.

If you plan to be away form the computer for a shorttime (such as when changing rooms), this is
a simple way to make a new connection from another computer without having to shutdown all

your open applications.

If you plan to be away from the computer for an extended period, itis highlyrecommended that
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you Log-Off from your server rather than disconnect, due to potential data loss. (See the
Logging-Off section below.)

While you are disconnected, scheduled events (scheduled backups, maintenance, server
updates, etc) or unscheduled events (hardware failure, emergencies, disasters) at the SOAPware
data center could cause your ASP Server to reboot or close SOAPware, which will cause any
unsaved data or documents to be lost.

There are four ways to Disconnect from your server:

* Clicking the Close Button in the upper right-hand corner of the Remote Desktop window.

* Right-clicking the Remote Desktop window title bar and choosing Close.

* Click the Start button on your ASP Server and choose Shutdown. Select Disconnect from the
drop down box and click OK.

If you plan to be away from the computer for an extended period, itis highlyrecommended that
you Log-Off from your server rather than disconnect, due to potential data loss.

Logging-Off is the recommended method to end your SOAPware ASP Server connection. Your
connection is closed properly and all changes made to your SOAPware ASP Server Desktop will
be saved.

Closing SOAPware (and any other open applications) before Logging-Off your ASP Server using
this method is the surest and safest way to minimize the possibility of data loss.

There are 2 ways to Log-Off from your server:
* Click the Start button on your ASP Server and choose Log Off.

* Click the Start button on your ASP Server and choose Shut Down, then select Log Off from the
drop down box and click OK.
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Q: How do | import images into a chart via the Remote Desktop?

A: The concept of importing images is very simple. This process is documented for end-users
who wish to transfer files from their local computer (client) to the SCS server (server), to import
into SOAPware, or to utilize their virtual server as an cloud repository for documents. In response
to this need, we have responded with a utility called “DocTrans”. This small utility transfers files
from the client's computer to the server. The files can then be transferred into SOAPware using
SOAPware’s “Document Importer” or transferred to a folder of the end-users choice.

Configurations

Two quick configurations are needed to allow DocTrans.exe to work properly:

*  Yourlocal C:\drive must have a folder with the exact name of “shstrans” (C:\shstrans). If you
don’t have the knowledge or authority to make this folder, please see your system
administrator. The folder on the server should already exist, if not please call support at
800-455-7627.

«  Configuration of the “Remote Desktop Connection” application is required for the
DocTrans.exe to work.
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Local Resources- Windows 7

| Remote Desktop
>¢ Connection

General I w‘wm,w]fv
Remote audio
Configure remote audio settings

J

Apply Windows key combinations
rOrw when using the full screen
Example: ALT+TAB

Local devices and resources

/  Choose the devices and resources that you wart to use in
||  yourremote session

7 Prrgers [¥) Gipboard

| Remote Desktop
>¢ Connection

Local devices and resources

Choose the devices and resources on this computer that you want to
use in your remote session

v Smart cards

Which Piug and Play devices can | use in my remote session?

T

*  Open the Remote Desktop Connection application on your computer (client).
. Choose the Local Resources tab.
. In the Local devices and resources section, click the More button.
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+ The second RDP dialog box will be displayed. Check the box next to Drives.
+ Click OK.

Connect as you normally would, however, at this point you may receive a security notice that you
are going to be connecting your drives to the Remote Desktop Computer. This is expected, and is
the function we want. At this point, the configuration steps are finished on this PC & only need to
be completed once on each of the client computers you use.

Local Resources- Windows XP

% Remote Desktop Connection

| General VD'irspIa}' 'l5r'ograms; éﬁpeﬁéncef

Remote computer sound

AN B <
18] '] oy ‘@g to this computer v |

-

Keyboard

i) Apply Windows key combinations
L@ [for example ALT+TAE)

! In full screen mode only v

Local devices

T
[] 5erial ports

[ Connect ][ Cancel ][ Help ][Qplions <<]

+  Open the Remote Desktop Connection application on your computer (client).
* Make sure the Options button is clicked to display the Option tabs.
*+ Choose the Local Resources tab.
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. Under the section Local devices and resources click the More button.
*  Make sure your C:\drive is selected.
. Click OK and then back to the General tab.

Connect as you normally would, however, at this point you may receive a security notice that you
are going to be connecting your drives to the Remote Desktop Computer. This is expected, and is
the function we want. At this point, the configuration steps are finished on this PC & only need to
be completed once on each of the client computers you use.

Transfer Image/Document(s) to the VPS

S5t
7

Shortcut to
DocTrans.exe

+ Atthis point, you have the folder created and the Remote Desktop Connection application
configured to connect your C:\ drive to the server.

*  You can now save/drop any Image/Document(s) into the C: \shstrans folder on your local
computer.

* Double-click the DocTrans application on the server desktop, and the contents of the SCS
trans folder will be uploaded to the server.

*  You will see a DOS window appear showing you that status of the image/document(s)
transfer, once complete a window will appear displaying the contents of the C:\shstrans
folder.
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Importing the Image/Documents(s) into SOAPware

:| SOAPware | Chart Billing Docutainers Edit
d Tasks Ctrl+T

k) Meaningful Use Dashboard
L) CMS Quality Reporting Dashboard
) Security Manager

| Share Charts

hart

kd Data Explorer
Iu Document Import

B Desidop
o Lbrenes

Name

- \Rraes

B Sharmon Shores
18 Computer B Sharvcn Shores
i Networc ‘B Computer
Cumcahsm N Network
Screen Seps POFs 2 Acrbat_com $5bytes  Shotost
SWicenPack %98 Adcbe Reader § 19K8  Shotos
Weekdy Progress Reponts 3 Lomak magrg 10758 Shodos
7| Mcroscht Securty. 100KB Shodas HPAA Disclosures
B Mosts Frefox 18968 Shorast (@ History & Physicals
FAQuckTems Player  180K8  Shentas L Labs
) Sope 245K8 Shenos 1] Misc
BT 1658 Senos YQ’ Pathology
5| S0APware 21668 Shonos * | Printed Encounters
Cumouum Fle foider 0 Radsclogy
Screen Steps POFs Fie foider Deawings
Encourters
SWiconPack Fle folder =
Messages
Weeidy Progress Fie foide E SOAP Notes
TNNI0a Atom ] 237K Adcbe Accd £ Financial I

*  Double-click the SOAPware Icon & login to SOAPware as you normally do.

*  Once SOAPware is open, click SOAPware > Document Import > the Document Importer
Workspace will appear, which contains 4-panes to operate in: Chart Rack, Drive/Folder
Selection, File Selection, & Chart Section.

* Inthe Chart Rack Pane, pick a patient > in the Drive/Folder Selection Pane, pick a location to
browse for your files; in this example it would be C:\shstrans > in the File Selection Pane,
select the file(s) you want & drag them to the Chart Section you would like them saved in.

*  You have successfullyimported your Image/Document(s) into SOAPware.

Things to Remember

* The DocTrans will onlytransfer 10MB or less at a time. This protects you from using all your
bandwidth for long periods of time.

+ The DocTrans will overwrite existing files with the same name. For example if you have a
scan called MRLjpg in the server's C:\shstrans folder and you upload another file called
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MRI.jpg, it will overwrite the first.

*+ The DocTrans only moves files from the clients C:\shstrans to the servers C:\shstrans, it
doesn’t move them the reverse direction.

+ The DocTrans places the documents on the server for easyimportinto SOAPware, it does
not move them into SOAPware.

* Once adocument has been moved into SOAPware with the “Document Importer” it can then
be deleted from the server's C:\shstrans folder. This is actually encouraged as you don’t want
to use all your free space on the C:\ drive with documents.
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Q: How do | connect to the SOAPware Cloud server?

A: The SOAPware ASP program allows for users to connect to the SOAPware application from
anywhere in the world using Microsoft's Remote Desktop Connection Application. RDC, as we
will call it from here forward, is a tool for running a computer remotely. With RDC you can utilize
our remote servers just as if you were sitting in front of it. There are RDC applications for almost
every operating system, including Macintosh.

Connect to the ASP server

a OAPware 2010 - Patient: Babbit, Runny A.

Rita Pense eets eRadiology

@ Internet £ Mv Dorments Last
Mozilla Firefox @ Set Program Access and Defaults I]lBabbit
— »
\‘,.-— E-mail %> Windows Catalog Chart
=/ Microsoft OFfice Outl
% windows Update RB1595
q Windows Live .
Messenger ™ orie e |@ Accessibility 4
— @) Alticlient » || F) Communications »
L’z Pkcriasati fcios: WK I Canon Utilities » |} /) Entertainment »
G ) Catalyst Control Center » | @) System Tools »
e Internet Explorer N
( I Citrix » |l ') Address Book
— — -
u_x_s Microsoft Office Exce] &0 DivX Y| & Caleulator
) Games » Command Prompt
EJ SOAPware [ Google Chrome »I| & Notepad
: (@ Microsoft Keyboard I Y Paint
a Skype 1@ Microsoft Mouse » | ©) Program Compatibility \Wizard
) Microsoft OFfice > °'— ote Desktop Connectio
(‘* Remote Deskkop Co '_ﬂ
> I Microsoft Office Live Add-in ’ Synchronize
o All Proar I Mozila Firefox » Il & Tour Windows XP
1@ Picasa 3 » | 5 Windows Explorer
[ PostgresqL 8.3 » | (4 wordrad
L @) SmartDeviceMonitor for Client » | 38 Scanner and Camera Wizard

1. Click on Start.
2. Click on All Programs.
3. Click on Accessories.
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4. Click on Remote Desktop Connection.

Enter the DNS (Domain Server Name)

% Remote Desktop Connection

Computer: 0 v |
T
QI Connect J[ Cancel J L Help J [ Options >> J

1. Enter the DNS (this will be supplied to the clinic contact person).
2. Click Connect.

Microsoft
By

N indows Server 2003
. Standard Edition

Copyright @ 1885.2003 Microsaft Corpa

User name: | Username here
Password: | |
Logonto:  [VPSASP (this computer) ~|

| OK I Cancel ShutBown,. | Options <<

The next screen you will see is your log on screen. Here you will enter your user name and
password to the VPS server. Each user name and password is unique for each server and each
clinic has it's own server.
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Remote Desktop View

#3% demopro.mysoapware.com - Remote Desktop

Loadh aster

SOAPware

£

S0APware
Rescue

POF !

Catalog

s

Chest Xray

Once logged in, you will see a desktop much like your local desktop. From here you can launch
the SOAPware application or any other application you have purchased.
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Q: How do | print from a Remote Desktop Connection (RDC)?

A: Give a list of the printers in the clinic, to the Support Team at SOAPware. The Support team will
then install the print drivers on the ASP server to make the printers available from the server.
You may submit this information in a Support ticket at www.soapware.com/ticket.

After this step is completed, the option of "printers" must be selected on the Remote Desktop
Connection.

Q: Access the Remote Desktop Connection

@ Internet J My Documents

Mozilla Firefox =
i Y b My Recent Documents »
J E-mail

¥) | Microsoft Office Outlook
- I . & My Pictures

' Windows Live [ .
4 ) Messenger 2/ My Music

= . My Computer
W2E vicrosoft Office word 2007 .

q My Network Places

e Internet Explorer i
(

D’ Control Panel

\Lx = Microsoft Office Excel 2007 @ Set Program Access and
Tmm

Defaults 1
EJ SOAPware }lé Printers and Faxes
@ Skype Q—)) Help and Support
Search
{: Remote Desktop #—Nection
I ] Run...

v

All Programs Use your computer to connect to a computer |

programs or access files.

@J Log Off @J Shut Down

1. Click on the computers Start menu.
2. Click on Remote Desktop Connection.
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Local Resource/Printers

% Remote Desktop Connection

-
m&t;(b{sﬁlé}i Local Resources | Programs | Experience

Remote computer sound

-
11@5 1@9 to this computer v

-

Keyboard

e ApplyWindows key combinations
@ [for example ALT+TAB)

| In full screen mode only v

Local devices

Connect automatically to these local devices when logged on
P to the remote comouter:

[ Disk drives
Printers
[] Serial ports

@L Cognect ,I[ Cancel ][ Help ] [ Options << ]

Click on the Local Resources tab.

Click to place a check in the box next to printers.
Click on the General tab.

Click on Connect to connect to the Remote Desktop.

N~
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Q: How does a Remote Desktop Connection "Session" work?

A: Terminologyfor understanding "Session" concepts:

Session - An independent desktop environment capable of running a set of programs on a server
with set permissions based on user name and passwords which persists regardless of outside
connectivity.

Remote Desktop Connection - AMicrosoft program that allows you to start, connect to or stop a
"session".

Terminal Session - implies connectivity from the client (Remote Desktop Connection) to the
server.

If a user logs onto the server and simply clicks the Xto close the Remote Desktop Connection
program, they have only disconnected from the server. In other words, they have stopped the
Terminal Session. The environment or whatis called a "session" is still open and running on the
server. All the programs that have been opened are still running back at the server and as far as
the server is concerned, connectivity has been lostand it's patiently waiting for to reconnection.

The upside of leaving a session open is:

* The usercan close this connection at the current computer, go to another computer and log
back in with the same user name and password, and be right back in the "session" where
they left it when they disconnected.

*+ The userdoesn't have to wait for SOAPware to load, they simplylog in.

The downside of leaving a session open is:

+ Thatsession uses up aterminal licenses, and the clinic only has a set number of them.

+ Ifforsome reason the user has an unsaved encounter information or other unsaved data and
the session is reset by another user whom logs in and unknowingly closes programs without
saving, the server is rebooted or in the event of a server crash, that data will be lost.

+ Ifauseris logged into SOAPware with high permissions, and someone with lower
permissions logs into the session, they can see what the first user was working on. It's
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important that session accounts and SOAPware accounts match in permissions. For
example, if the front desk staff only has the ability to pull a chart or create a new chartin
SOAPware, the do not need the user name and password to the doctor or nurses Remote
Desktop Connection Session.

Note: Itis our recommendation, when a useris finished working in a session, at the veryleast,
close the patient's chart (that saves the data) then log out of SOAPware (this keeps any of the staff
without permission from seeing patient data).

To log out of SOAPware click the menu item File > Logout.

Leaving a session open is notin itself bad, as long as you have logged out of SOAPware by
Clicking the menu item, File > Logout The absolute safest measure is to Click the Task Bar's,
Start > Log off buttons. Logging off the session closes all programs and releases the Terminal
Session licenses.
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Q: How do | scan into SOAPware on the SOAPware Cloud Solution?

A: Due to limitations with Windows, document scanners cannot directly scan into the SOAPware
Cloud Solution. However, there are some options:

Option #1

Scanners from Ambir Technology (an approved SOAPware Partner) are specifically designed to
work with the SOAPware Cloud Solution. These scanners have been tested and verified to work in
the SOAPware Cloud Solution environment. For more information, visit
http:/www.ambir.com/SOAPware.

Option#2
Click here for a lesson that goes over how to scan locally & import your Document(s) over to your
SCS server for importing into SOAPware.

Option #3

There is third party software available that gives Windows Remote Desktop the ability to access a
scanner from your local computer. The software programs listed below are currently being used
bya number of SCS Users and SOAPware, Inc. has no complaints concerning their usage.

*+ TSScan - Remote Desktop Scanning by Terminal Works.
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Q: What controls the speed of my ASP server?

A:

The first, and most influential, factor is bandwidth. Bandwidth is the potential amount of data that
can move across the Internet connection. Internet connections can be purchased from ISPs for
amounts from 28.8 Kbps to 10Mbps. As with RAM or CPU speed, more is always better.

Remote Desktop Connection (RDC) has the ability to fine tune the servers to accommodate a lack
or abundance of bandwidth. In the RDC application under the "Experience" tab, are settings from
the most limited connections (Modem 28.8Kbps) to the highest available (LAN 10Mbps or higher).

In our tests we have found that most connections operate optimally at the Modem 56Kbps setting.
Choosing a lower setting doesn't limit the connection speed, only the Experience. In fact, the
lower the Experience setting, the faster the ASP server will seem to reactand run, as ithas to
move less data over the Internet connection for any given task.

While itis possible to connect to the server via a 28.8 or 56 Kbps Modem, we have found that at
leasta 128 Kbps connection is needed for real-time interaction.

To optimize the connection, start off with the most basic settings possible, and graduallyincrease
them until the server's reaction seems to slow down, then move back down to the previous
setting. Agood starting pointis to setthe connection speed to Modem 28.8 Kbps, the displayto
640x480, and the display colors to 256.

The optimal configuration is a trade-off between perceived reaction times and display quality.
Users may prefer different settings depending on their needs.
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Q: Why won't printers load into a Remote Desktop Session?

A: When you connect to your SCS Server, and go to Start > Control Panel, > Printers and
Faxes--and nothing displays, this is a known Microsoft Windows XP issue and Microsoft has
addressed itin a support article.

The reason for this behavior is that by default, Terminal Services only supports printer's that begin
with COM, LPT, or USB.

The fix for this is fairly simple, as you will need to follow the following 6 steps:

1. Click Start > Click Run> type "regedit" > and then Click OK.

Locate and then Click the following key in the registry:
HKEY_CURRENT_USER\Software\Microsoft\Terminal Server Client\Default\Addins\RDPDR
On the Edit menu > point to New > then Click DWORD Value.

Type "FilterQueueType", and then press ENTER.

On the Edit menu, Click Modify.

Type "FFFFFFFF", and then Click OK.

N

o0 AW

These steps allow all printer ports to be redirected inside Terminal Services/Remote Desktop.

To see the actual Microsoft Support document, Click here.
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Q: Can | run SOAPware on a Mac computer through SCS?

A:Yes, a user can run SOAPware on a Mac computer through SOAPware Cloud Solution.

For more information on SOAPware Cloud Solution, Click here.

Download Remote Desktop Client

eno Download Microzoft Remote Desktop Connection Client for Mac 2.1.1 from Official Microsoft Download Center
|L<|> + B parp ) faaw.micrasoft.com fen-us (download fdetails.aspaid = 13140 LEE ¢ Q- Google

et i Appk  Yeboo! Coogle Maps  YouTube Wikipedia  News (30)+  Popular s

BB Microsoft Sign in
Download Center o
Products Cutegones Swecuty Support

B Microsoft Remote Desktop Connection Client for
B Mac2.1.1

Quick links Remote Desktop Connection Client for Mac 2.1.1 lets you connect from your Madntosh
Ovesview computer to a Windows-based computer and then work with applications and files on
System requirements the Windows-based computer.

Instructions

Additional information

Quick details
Version: 2.1.1 Date published: 5/52011
Change Englisa
language!
Looking for support? Ee— =

Vizit the Migozoft

Supooet 500 now > RDC_2.2.1_ALLdmg 8y M m

Give your site a Overview
tile for Windows 8.

Rermote Deskiop Connection Clent for Mac 2.1.7 #18 you oot from your Macinnas® computer 1o 3 Windoms-hased
comauter o 1 mutipla Windows-hasad cavputas af tha sava tiva. Aftar you hawe connectad, pou can wark with
applcations and fikes on the Winccws-tased comp.ter.

e rrwt el ~ Note Mcrusoft Rerote Des<ctop Connecton Qlent for Mec (verson 2,1.1) 1= not interded for uss with Mac O6 X v10.7 (Do)
cborm *) ar later,

To kam abouss what's new n Remcte Desctop Connecticr Qlent for Mac 2.1.1, please vt the Microsoft Web she

4 Top of page

Svystem requirements

For a free version of Remote Desktop Client for Mac 2.1.1, Click here.
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Launch Remote Desktop Connection for Mac

Remo@esktop Connection
?M
Eee——

| Connect |

Computer: soaptraining.mysoapware.com

Remote Desktop Connection

Enter your credentials

These credentials will be used to connect to soaptraining.mysoapware.com.

8 Y
User name: [1 ]
Password:
Domain: soaptraining.mysoapware.com
(5 )y g
4 Add user information to your keychain

1. Double-click on the "Remote Desktop Connection" icon at the bottom of the screen.

2. Type in your computer name and Press "Connect."
3. Type in your credentials and Press "OK."

System Preferences
“:*; o

Double-click on the System Preferences icon at the bottom of the screen.

SOAPware, Inc.
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System Preferences- Keyboard

(N8 System Preferences
< » || ShowAll Q
Personal
(¥l - " 0
= a M E O e @ @
Ceneral Desktop & Dock Mission Language Security Spotlight Universal
Screen Saver Control & Text & Privacy Access
Hardware 0
CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
S
e 0 Keyboard
4, > Show All | Q

@ Keyboard Shortcuts

Key Repeat Delay Until Repeat

Off Slow Fast Long Short

When this option is selected, press the Fn key to use the special
features printed on each key.

%Un all F1, F2, etc. keys as standard function keys

Show Keyboard & Character Viewers in menu bar  Input Sources.

1. Click on "Keyboard."
2. Check the first box that refers to the standard function keys.

Checking this box will allow the Mac user to still use the function keys for their intended function,
however the Fn key must be pressed first on the keyboard, and then select a function key at the

top of the keyboard.
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System Preferences- Mission Control

e 0 System Preferences
(< > || ShowAll | Q

Personal 0
iE & M ® o O @

Ceneral Desktop & Dock Language Security Spotlight Universal
Screen Saver & Text & Privacy Access

Mission

Hardware

B ¢ = - 0

CDs & DVDs Displays Energy Keyboard Mouse Trackpad Print & Scan Sound
Saver
>
e 0 Mission Control
| <> || ShowAl | Q[ _J

Mission Control gives you an overview of all your open windows, thumbnails of your full-
screen applications, and Dashboard, all arranged in an unified view.

V] Show Dashboard as a space

¥ Automatically rearrance soaces based on most recent use

o
ﬁmn switching to a1 ,'\: :; nce with open windows for the application
OXF3
Keyboard and Mouse Shortcu ONFe
With a single keystroke, vie O X FS the current appiication, or hade windows to locate
an item on the desktopthat O ¥ F6
CRF7
Mission Control OX F8
oMo

Aoplication windows =

A' 210
e Show Desktog OMF11 -

o
Show Dashboard ;: i:i -

CHFl4 ft. Control, Option, or Command)

1. Click on "Mission Control."
2. Resetthe "Show Desktop" option (which will be setto F11) to a function key that is not already
used in SOAPware, such as F15.
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Launch SOAPware
L |

SOAPware

Double-click on the SOAPware icon. You may then log in and proceed to use the function keys on
your keyboard, to bring up the intended actions in SOAPware.
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Q: What do the triangle colors next the SMARText Items mean?

A: SMARText Items will have a green, red, or yellow triangle next to them in the SMARText ltems
Manager, as well as when results from a Shift F11 or F11 search is displayed.

Explanation of Triangle Colors

v - "E'M-OFFL. ST Plan ltem 0 080218, 99214,..
K2 cpisw Officeloutpatient.. ST Plan ltem 0 2. 3. 40, 99215,
v Heat exhaustion,.. Dx 0 95825, exhaustio..
i3 cptsw Initial hospital ca.. ST Plan ltem 0 3. 50, 99222, a....
K2 cpisw Inpatient consult.. - ST Plan ltem 0 3, 55, 99253, a...
cpt New Pt Eval/Ma.. ST Plan ltem 0 95204, cpt, Evall..
212demo - "OFFICE/QOU.. ST Plan ltem 0 080212, 99212...
i1 cptsw Observation car.. - ST Plan ltem 0 3, 99220, a, adm..
k2 cptsw Office consultati.. = ST Plan ltem 0 3, 40, 99243, 3,
K2 cpisw Inpatient consult. ST Plan ltem 0 3, 80, 99254, a...
v - "Confirmator.. - ST Plan ltem 0 080214, 99272...

* Red - These denote CPT items that have been edited by users and uploaded to the Cloud
Library. Due to the AMA's copyright on CPT items, they can be edited by users, but not shared.
Meaning, these items cannot be downloaded.

* Green - These are trusted items. This means that the items were created by SOAPware, Inc.
staff.

* Yellow - These are items that were created or edited by users. These items can certainly be
used by other users, but Itis simply unknown if the item will work correctly or not.
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Q: How do | change a SOAPware created shortcut code to my own shortcut code?

A: Users can change the shortcut code to any SOAPware created structured SMARText item.

However, in anyrelease prior to SOAPware 2010.2, when all local SMARText items are updated ,
the edited SMARText item will not update.

If any section of the SMARText item, other than the shortcut code for users with SOAPware 2010.2

and subsequent versions, is edited (i.e. Description, Display Header etc), the item will not be
updated.

Accessing the SMARText Manager

Docutainersa‘ Tools Yiew Help

MNew S »

) !

-

q‘} Rx Manager F3
Order Entry »
J
J Docuplates Fé
i\_/ SMARText Items F10
Handouts
=}

1. Click on Docutainers on the menu bar.
2. Click on SMARText Items.
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Select the Item to Edit

: SMARText Items X

Search \ List - By Type | List - By Ké'.o’rd |

Find | amosicilin Q, Wj}@@@ AT @ )

’ Shortcut Description Type ¥ Usage Keywords
N AugmPL ‘Augmentin [Amoxicilin/Clavulanate] P... ‘0 A
s Amo “Amoxicilin [Amoxil]  250mg #30 td R-.. Rx 0 01.0.4.GE
A AmoC “Smoxicilin Chewables 250mg #30 1 ti. Rx 0 01.0.A.GE
A AmoS11 “Amoxicilin [Amoxil] 125/5 Susp #100.. Rz 0 01.0.4.GE
A AmoS18 "Amoxzicilin [Amoxil]) 125/5 Susp #80m.. Rx 0 01.0.4.GE
A AmoS22 “Amoxicilin [Amoxil] 200/5 Susp #225.. R=x 0 01.0.4.GE
A AmoS23 "Amoxzicilin [dmoxil) 250/5 Susp #300.. R=x 0 01.0.4.GE
A AmoS4 “Amoxicilin [Amoxil) 400/5 Susp #150.. Rz 0 01.0.4.GE
A Amob “Amoxicillin [Amoxil] 500mg cap #30 1.. Rx 0 01.0.4.GE
A AmoS24 “Amoxicilin [Amoxil] 250/5 Susp H#450.. Rx 0 01.0.4.GE
A AmoS23 "Amoxicilin (Amoxil] 20045 Susp #300.. Rx 0 01.0.4.GE 2
(. EP s ats ] | A rmmiiimillin (A ramall DONIE Coinm H1NON D..‘ n mnmna ?I: —~

Include Online Library Items.

|

CPT copyright 2008 American Medical Association. Al rights reserved.

1. Type the keyword of the item to edited in the Find box.
2. Click on the find button.

3. When the item is displayed, Click to highlight the item.
4. Click on the edit button.
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Change the Shortcut Code

I e P, Replace the existing shortcut

m code with a more personal
Descrption Augmentin (Bmosicilln/C| shortcut code

Keywords IAungL, 01.0.A00.GEN, A00, AmoCla, amoxicilin, antibiotic, Augb, Augb00, augementin, Augm
[] only when item is empty.

Display Header }Augmenlin [&moxicilin/Clavulanate):

Advanced

Augmentin (Amoxicillin/Clavulanate): 875 mg-125 mg (tablet) SIG- 1 tab(s) 2 times a dayfor 10 days
orally #20 Tabletis) [Substitutions Allowed] Refills- 0 Take with food.

Cancel

1. Remove the existing shortcut code.
2. Type in the desired code.

3. Click Save.
SOAPware, Inc.
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Q: Why do some words expand into text when | don't want them to, and how do |
resolve this issue?

A: The option to turn off "Expand Iltems with Space bar," can be done from the Tools menu item.

Tools l Help
Shmrelext Quick Access

View Previous Encounters

- Contacts

9 L* Document Designer

EM Coder

| ¥ Reference Library

Clinical Alerts Manager

Chart Section Editor

. Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

N List Options

N Pharmacies

B4 Manage Facilities

Manage Groups

= Security
@= Change Password
& Change Signature Password

Provider Manager

Customize...

Options... e

N TTITS

1. Click on Tools.
2. Click on Options.
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Options

Chart Layouts

Chart Rack
Document Designer
Docuplates

Drug Interactions
OCR

Pharmacy Manager
Pulled Charts

Scanning ‘

SMARText Color Coding
Structured CPT
Structured Dx
Structured Order Entry
Structured Rx

Summary To SOAP
Toolbars

Vital Signs

Workflow

Limit available SMARText items to Green [trusted] and site created/edi|

Formatting

[ Choose Font ]

lJsage
[] Expand Items with Space Bar \e/
[] Close SMARTest Items Dialog when Inserting.

[] Allow Editing outside of fields.
[] Display Unused SMARText ltems when multiple code expanders fou

© =

1. Click on SMARText in the Options list.
2. Uncheck the box next to "Expand Items with Space Bar."

3. Click Close.

Options Changes @

- | ) Any changes made will not take effect until you logout.

Itis veryimportant to Logout of SOAPware to save the changes.
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To Logout out of SOAPware:
1. Click on the SOAPware menu item.
2. Click Logout.

: [} Security Manager

: | SOAPware; t Docutai
Tasks ™ Ctri+T

Share Charts

3

!

Data Explorer L-

Document Impork |
Document Review

‘4 Reference Library |

Schedule E

SMARText Builder |

Logout e i

T —

Exit SO&Pware

2B ECEECEL
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Q: How do | use existing SMARText items as the basis for new ones?

A: Existing SMARText items can be duplicated and modified by the user.

Note: It's very important not to change the fundamental meaning of duplicated items. For
example, if you duplicate Tylenol, do not change the name to Amoxicillin. The coding system (in
the background) for the item will still identify it as Tylenol in the computer and in the database.

Itis also veryimportant to make edits to the duplicated item and not the original. The duplicated
item can be determined by checking the values in the Last Modified column in the SMARText
ltems Manager.

Access the SMARText ltems Manager

Docutainers :a Tools View Help
Sy
MNew >

3

rﬁ Rx Manager F&
Order Entry >

)

.| Docuplates Fé

| % SMARText Items e F10 |I

ﬁ] Handouts

=

Spelling >

1. Click on Docutainers.
2. Click on SMARText Items to access the SMARText ltems Manager.
Or, press F10 on the keyboard.
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Search for the SMARText Item

: SMARTextItems x
Search | List- By Type | List - By Keyword

Find [Dlovana | T / X . ,4 . .

Shortcut Description  Find-Cirl + Alt+S Last Modified

Searches the SMARText keywords for the
entered text.

‘ T . |

1. In the SMARText ltems Manager, type a keyword in the Find box.
2. Click on the Find button.

Duplicate the SMARText Item

Shortcut Description Type Usage Keywords
A Diovan Rx 0 Diovan
4 AlDio [&llergy) "Diovan [Vals.. Rx 0 HINVALID_Stren...
Diol6 ” e : : 0 ! . 0.
i ) 0 08.0.K0D.CIR, 0.
af Diod E‘e"l"'ete tan) 40mg.. Rx 0 08.0.K00.CIR, 0.
DioB tan) 80mg.. Rx 0 08.0.K00.CIR, 0..
dioB80k| e Rx 0 Diovan

1. Click to highlight the desired SMARText item.
2. Right-click on the item and choose "duplicate."
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Access the Duplicated Item

: SMARTextItems

X

Search | List - By Type | List - By Keyword

Find | Diovan

z

Shortcut
4 Diol6

Description
"Diovan [Valsartan) 160m.. Rx

A Diod 08.0.K00.CIR, 11410/2010 3.
Dio8 "Diovan [Malsartan) 80mg.. Rx 08.0.K00.CIR, 74242010 8:38
Diovan 12/20/2010 3

0
0
"Diovan [Malsartan) 40mg.. R= 0
0
0

dio80kI Diovan80kl| Rx

Last Modified

11/10/2010 3!
. 1243042010 &

Keywords
08.0.K00.CIR,
: 08.0.K00.CIR,

Now there will be two of the items in the list. The duplicated item will appear with a yellow triangle
and the "Last Modified" date will display the date of the duplication.

Open the SMARText Designer

: SMARTextItems

Search | List- By Type | List - By Keyword | Ea_,

Find | Diovan

@ EEE

\?/ @ (é;)

Shortcut

a Diolb

Description

"Diovan [Valsartan] 16

Edit - Ctrl+Alt+E

selected SMARText item.

1. Click to highlight the duplicated item.

2. Click on the Edit button.
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Make the Desired Changes

SMARText Designer

St
Description I "Diovan [Valsartan) 160mg, #30, 1qd, R-12" |
Keywords I Dio16, Valsartan, Dio, diovan16, HTN, Hbp, hypertension, Diovan, 08.0.K00.CIR, KOO, r--, 0811 I

Display Header IDiovan [Valsartan): [[] only when item is empty.

Advanced

Diovan (Valsartan): [ 160 mg (tablef) SIG- 1tab(s) once a day orally #30 Substitutions Not Allowed
Refills- 12]

v

SMARText Designer.

|"[Valsav\an]150mg, #30, 1qd, R12"

I Dio16, Valsartan, Dio, diovan, htn, rip,

Diovan (Valsartan): [ 160 mg (tablef) SIG- 1tah(s) once a day orally #30 Substitutions Not Allowed
Refills-12]

[oee ) oo

EN

1. Within the SMARText Designer, make the changes to the Shortcut, Description, Keywords and

Display Header as needed.
2. Click Save.
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Q: How do | add a comment or free text to a structured item?

A: To add a comment to a structured SMARText item is referred to as "the click and type method".

The click and type method does not work with medications.

Activate the Structured ltem

Family History

Positive family history for -
MNegative ik
CHILDREM
GRANDPARENTS:
SIBLINGS:
UNCLESIAUNTS:
OTHERSIDISTANT:

Left-click directly on top of the SMARText item the comment will be attached to. (meaning, place
your cursor within the SMARText item)

Add a Comment

Item Comment

Father age 52 a
\

@ Save H Cancel ]

1. After left-clicking on the SMARText Item, start typing the desired comment.
The comment box will not appear until you start typing.
2. Click Save or press the Enter key on the keyboard.
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The Result

Family History

GRANDPARENTS:

SIBLINGS:
UNCLESIAUNTS:
OTHERSIDISTANT:

The free-text comment will now be "attached" to the SMARText item.

To editthe comment, simply left-click on top of the comment, and press the spacebar on the
keyboard. The Item Comment box will display, so that the comment can be edited.
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Q: How can | change the wording and appearance of SMARText in my
documentation?

A: The appearance, or text, of a SMARText Item, can be changed. For example, the "Chief
Complaint" SMARText item can be changed to display "Reason for Visit" or "Patient complaines
of."

Access the SMARText ltems Manager

Docutainers la Tools View Help
MNew »

s
q_ﬁ Rx Manager Fa
Order Entry »
o
" | Docuplates Fé
4 SMARText Items e F10
[ﬁ] Handouts
Spelling »

1. Click on Docutainers.
2. Click on SMARText Items.
Or, press F10 on the keyboard
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Locate the SMARText Item

: SMARTextItems x

Search | List - By Type | List - By Keﬂd

L 1 (23] & | [ [T @ | [t
=@ % HECEEE

—J

Shaortcut Description Type Usage Keywords Last Modifiec 2 |
v " COMPLAINT..  Chief Complaint 0 ICC, IChief, thpil..
v z- "Mest Issw.. Chief Complaint 0 ICC, IChief, Isub..
" COMPLAINT..  Chief Complaint 0 ICC, IChief, thpil..
ACUTE PROBL.. ListItem Group 0 ICC, ICCbun, IC..
3jieml03 E&M following h.. Chief Complaint 0 ICC, ICCbun, IC..
3jicml03 E&M following E.. Chief Complaint 0 ICC, ICCbun, IC..
3jeml03 E&M following re.. Chief Complaint 0 ICC, ICCbun, IC..

1. Type the shortcut code or keyword of the SMARText item to be edited into the Find box.
2. Click on the Find button.

Highlight the Desired ltem

: SMARTextItems x
Search | List- By Type | List - By Keyword

. _.,‘ef — —
Find | chix @ mq”_,”m @

Shortcut Description Type [

Chix : "CHIEF..  Chief
o

Edit - Ctri+Alt+E 1 ast Modifiec 2 |

This will allow you to edit the currently
selected SMARTextitem.

€ Press F1 key to get more information

Chix “CHIEF COMPL.. Chief
"CHIEF COMPL...

S Chixjes "CHIEF COMPL..
Chixwk "CHIEF COMPL.. Chief Complaint 0 ICC, ICCbun, IC.. 12/2/2010 -
Chixwk "CHIEF COMPL.. Chief Complaint 0 ICC, ICCbun, IC..
w Chdd - Tactina ™ ltam Tl nicker n I IrChon 1

1. Click to highlight the item to be edited.
2. Click on the Edit button.
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[SMARText D

]
Shortcut l Chix

|

Description | "CHIEF COMPLAINT(S):"
Keywords [ ChiefComplsint, ICC, Isubl, chis, Complaint, history, subjective, Chief, IChief, NGS, Stax, zicpe, ! AR EXESIEnED
Display Header ICHIEF COMPLAINT(S): (et Sharteut Chix
Advanced Desciiption “CHIEF COMPLAINT(S)"
V] Keywords ChiefComplaint, ICC, Isubl, chix, Complaint, history, subjective, Chief, IChief, NGS, StaX, zicpc, ! l

Item Type | Chief Complaint

v

CHIEF COMPLAINT(S):

Do not change text here

Display Header IReason for visit:
Advanced

[] only when item is empty.

Item Type lChief Complaint

CHIEF COMPLAINT(S):
this text will change when item is
saved

In the Display Header box, not the blue text in the large text box for it will change
automatically, change the text to appear as desired. Click Save.

Use the Edited Item

Subjective[
Reason for visit: |

]

When the shortcut code is inserted into the Subjective field, and the spacebar is pressed, the
SMARText item reads "Reason for Visit" rather that "CHIEF COMPLAINT (S)."

SOAPware, Inc.
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Q: How do | update SMARText items?

A: Updating local SMARText items is an easy process. We, however, recommend that this is not
done during clinic hours as the speed of SOAPware will be compromised.

We recommend this process to be completed every two weeks to once a month, ata minimum.
Updating SMARText only needs to be performed on one networked computer.

Prior to updating SMARText items go to Tools > Security and disable the Idle Logout function by
unchecking the box next to Logout user.

Disable Idle Logout Before Updating SMARText

@ Security Administration |&I
— :
- Groups ransaction logging
G- Roles Log user login/logout
G- Users Log data access

Log item creation/deletion
Log data modifications
Log data snapshots

Idle Logout
7] Logout user after |60 || minutes
! Login Window
| Remember last user login name

Signature Password

| (] Require Password to sign documents

< UL »

Prior to updating SMARText items go to Tools > Security and disable the Idle Logout function by
unchecking the box next to Logout user.

Logout of SOAPware for this change to take effect then log back in and follow the steps below.
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*Note: To protect elctronic health information go back into security and enable idle logout after
the SMARtext update is complete.

Access the SMARText ltems Manager

Docutainers la SOAP Notes  Tools
MNew »

‘& New Encounter Ctrl+N
{5 Rx Manager Fg
Order Entry >
) Insert Order F4
| Docuplates F6
'eSMARText Items F10
F Handouts
@ Select Handouts Ctrl+H
3 Print
Spelling >

1. Click on Docutainers.
2. Click on SMARText items
Or, press F10 on the keyboard

Update SMARText Items

: SMARTextItems X |ve
Search | List - By Type | List - By Keyword ‘ visit:
Shoré;:(l Descriplli'oCnHlEF g:pt:c = 0Usage :ngw'?rcdé . Upﬁ;l PPl |
@ el Lomplain LLLI I | I IS 1B | .
Chix "CHIEF COMPL.. Chief Complaint 0 ICC, ICChun, 1] oPopres, 1 jocal items fathave hot been
P Chix {"CHIEF COMPL.. : Chief Complaint 7 (e SOAPware Online Library
ChiXjes "CHIEF COMPL.. Chief Complaint 0 ICC, ICCbun, ! =
Press F1 key to get more information
Chixwk "CHIEF COMPL.. Chief Complaint 0 ICC, ICCbun, ! 0 s hﬂ *]»ﬂ
s e Ee mALm e PR - (e Tt - |

1. Click on the Update Local ltems button with the light bulb image.

Note: We do notrecommend updating SMARText for the clinic during clinic hours, as this process
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will slow down the speed of SOAPware for everyone on the network, and can take anywhere from
20 minutes to 2 hours to complete.
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Q: Why do | get a "Connection Failed" error when attempting to update SMARText?

A: Downloading and updating SMARText ltems depends on establishing and maintaining a
consistent connection to the SOAPware Cloud Library servers. Normally this is handled by your
computer and network equipment and requires no additional effort on your part.

In some cases, though, there may be problems in the chain of communication that can adversely
impact the connection.

If you receive "time out" errors when connecting to the Cloud Library, there are several possible
causes: The firstthing to do is to re-try the update later in the day or at a time that Internet or your
network traffic is likely to be lower. Other considerations...

1. Aproblem with that computer's network connection. Testthe connection by trying to access
resources (files, printers, etc) that are stored on another computer on the local network.

2. Aproblem in your local network. There could be wires, hubs, or routers in your local network
that are damaged or failing. This would be indicated by widespread connectivity problems in your
office, from multiple computers and in multiple applications.

3. Aproblem with your internet service provider. If your ISP's network is having trouble, you will
have slow or reduced speed connections to the Internet. Test this by trying to reach large, reliable
sites (such as www.google.com) or by running speed tests (such as those at
www.speakeasy.net).
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4. Aproblem with SOAPware's servers. If you have verified that your computer, local network,
and internet connect are all functioning properly, contact SOAPware to report your problem. We
can verify the state of our servers and connections and help you troubleshoot the problem.

In summary, there are a whole host ofissues that can cause the connection to be problematic,
resulting in time-outs. In the middle of the day, when Internet traffic is highest, one can expect
there to be more problems. In contrast, updating in the middle of the night should resultin the
fewest problems with time-outs.
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Q: Is there a good way to download a large amount of structured medications at
once?

A: The user would search in the SMARText ltems Manager by type, and bulk-download the
commonly used medications.

Access the SMARText ltems Manager

Docutainerq“L Tools View Help
New »

P

—{5 Rx Manager Fa
Order Entry >

o

| Docuplates F(e
4« SMARText Items F10

=l Handouts

=

Spelling >

¢ ©

) o
)

1. Click on Docutainers in the menu bar.
2. Click on SMARText Items.
or press F10 on the keyboard
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List by Type

' SMARTextItems X
“Searchf List- By Type § List - By Keyword I
7l =, ] 1 LIl s
I EI ok 4 . b= || A
Shortcut Description Type Usage ¥ | Keywords
| | »
[V Include Cloud Library Items
| Fiter |
CPT® copyright 2013 American Medical Association. all rights reserved.

Within the SMARText Items Manager, Click on the List by Type tab.
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Medication ltems

- SMARText Items
"Search List- By Type I List - By Keyword I

IMedication Item »Q| I
B —

i g
)

7 2N

@Genelic e

- Basicmems

- Controls

- Discrete Unstructured Text
- Entry Fields

- Exam Systems

- Follow Up

- Lists

- Dbjective ltems

- Plan Items

. Primary Exams/0rgan Systems
%tructured Items

~ Subjective Items
[+ Temporary [tems

Usage ¥

Keywords

Last Modified

[V Include Cloud Library Items

Insert

Filter |

CPT® copyright 2013 American Medical Association. Al rights reserved.

1. Click on the drop down arrow.

2. Click on the + (expander node) next to Generic.
3. Click on the expander node next to Structured ltems.

4. Click on Medication Item.

5. Make sure there is a check mark in the box next to Include Cloud Library ltems.
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This operation can take many minutes to complete, Continue ?

I es l [ Mo ]

Adialog will displayindicating this action will take "many minutes" (typically 10-15 minutes) to
complete.
Click Yes if readyto continue.

Download the Medication ltems

: SMARTextItems x

Search | List- By Type | List - By Keyword | e

Shortcut Description Type Usage * Keywords Last Modifiec
metferpl "Metformin ER [.. Rx 0 01.1.TB3.MET, 0O..
MetERS- "Metformin ER [.. Rx 0 01.1.TEB3.MET, 0..
Mets "M etformin [Gluc.. Rz 0 01.1.TS0.MET, 0..
Met1 "M etformin [Gluc... Rx 0 01.1.T90.MET, O..
Mets "Metformin [Gluc.. Rx 0 01.1.T90.MET, O..
MetfPL Metformin (Gluc.. R= 0 101025, diabete...
Mets- "M etformin [Gluc... Rx 0 01.1.T90.MET, 1
MetER7- "Metformin ER [.. Rx 0 01.1.T89.MET, O

-  Metformin ER [G... 0 01.1.T8IMET, 0
meter500 = “Metformin ER (.. Rx 0 01.1.T83.MET, O
metd "M etformin [Gluc.. Rx 0 01.1.TB.MET, 0..

v - "Metformin (Gluc...: 0 :01.1.T90.MET, 0.
MetER7- "Metformin ER [.. Rx 0 01.1.T89.MET, O
Mets "M etformin [Gluc... Rx 0 01.1.T90.MET, O
metferpl Metformin ER [G.. Rx 0 01.1.T83.MET, O

L2 MetERS "Metformin ER [.. : 0 (01.1.T8SMET, 0.

v MetfPL Metformin [Gluc.. Rz 0 101025, diabete...

1. Holding down the Control key on the the keyboard, click to highlight the medication items to be
downloaded.
2. Click on the download arrow to download these medications into the local database.
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Q: How do | load the SMARText Quick Access with my top SMARText items?

A: The SMARText Quick Access will display the items previouslyinserted by a userin a particular
field when the cursor is placed in that field. For example, when the cursoris placed in the
Medications field, all previously used SMARText items will be displayed in the SMARText Quick
Access. They can quickly and easily be inserted by double-clicking on the item.

To pre- populate these lists, place your cursor in the Medication field, for example, and insert the
top 20-30 SMARText medications that are used. This can also be done in the Assessment field
with diagnosis, and the Plan Field with CPT codes.
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Q: How do | clear/empty a field under a field header in the Summary or a SOAPnote?

A: Clearing/emptying fields in the patient's Summary or SOAPnote chart section, only requires a
few steps. See below for an example of how to empty/clear the contents within the Medication field.

Medications
Trexall: Strend
once aweek or
Refills- 0 Comrr

]
Follow Up

|[j SDAPNoheI

Tasks Chart N

Cargrum Sikver

Theragean M (OTC) ene daly

Empty Medications

. |
Right-click on th

Medications field

Review

e

= header
Item Historyv

Manage Sub Items

Rx Manager F3

Check Interactions

Copy Encounter Rx ko Summary Rx Ctrl+Shift+F8

Copy Summary Rx to Encounter Rx Ctrl+F3

Remove Unused Items

Enter Medications Cerl+M
Ctrl+Shift+M

History Rx

Send to Flow Sheets

Right- click on the field header (e.g. Medications). Select "Empty Medications" from the listin the

display window.
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Q: How do | add or remove the Provider name in the Follow Up field?

A:Auseris able to add or remove a Provider's name in the Follow Up field from Provider Manager.

Tonls | View Help

SMARText Quick Access

View Previous Encounters

Contacts

- Document Designer

EM Coder

#. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests
| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

& Manage Facilties

Manage Groups t

Security

.2

Change Password

A

Change Signature Password

Provider Manager e

——

1. Click on Tools.
2. Click on Provider Manager ,to display the provider's information.
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: Providers ’ . X

E ‘ General H Misc “ Codgi(Signature ‘

SMARText shortcuts to use

Providers
Kaye L. Yocham Insert Normal Exam | MNormalE xam

Rena Thornton 0 Insert Exam Headers | ExamHeaders
Rita Pense

Krista L. Laningham Insert Exam Headers and Items | ExamHeadersltems l

Default Follow Up |

Shannon Shores

end Name to FollowUp Field on SOAPNote Creation

1. Click to highlight the Provider to add/remove name from the Follow Up field.
2. Click the Codes tab.
3. Select or deselect to Append Name to Follow Up Field on SOAPnote Creation.

To save changes, Click the Update button.
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Q: Can | hide or remove certain field headers in the Summary or SOAPnote chart
sections?

A: Yes, itis possible to hide/remove a field header from the Summary or SOAPnote chart

sections. This change will reflect on newly created patient charts, but not on existing patient
charts.

: Docuplates x

N g r " - - .
. 7 | | (@) MNo docuplate is currently

selected

Shortcut Description Location Keywords

1<

| v

Include Online Library tems

To remove the unwanted field headers, open the Docuplates window. This can be achieved by
pressing F6 on the keyboard, or by clicking Docutainers > Docuplates.
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Docuplates

,4 J 3 \?‘/ {S @ No docuplate is currently

selected

Shortcut " Description| >earch-Cirl + Alt+S

Search for all docuplates with the specified
keyword assigned.

€) Press F1 key to get more information

< | >

V| Include Online Library Items

To search for a docuplate, enter the name of the docuplate into the search field. Click the Search
button.
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! Docuplates

E= S—( ] ) ]
Shortcut Description Location Keywords *
PR Summary-DPL i Summary Defaul...: Summary .

SumPL Summary - with.. Summary lists, pick, S
ttmpedsum Pediatric summa.. Summary 01.0.400.GE
SumPL Summary - with..  Summary lists, pick, S
SumPL Summary - with..  Summary lists, pick, S
v DrugFailSum Summary Pick-L.. Summary Allergy, Druc
v evertsonsum Geriatic summa.. Summary 01.0.A00.GE
summary Empty Summary Summary peds
summaryDURS Custom Summar.. Summary summary hee
Summary 2/16/2.. Summary famdoc, sum
summary DR.J #1 Summary FEMALE
summary summary - 3/03 Summary summary
SummaryPeds Summary Pediat.. Summary ali, summary
arp summary arp summary Summary arp, summar
*summaryEAB2 *SUMMARY DE.. Summary default, eab,
summary2 summary Summary summary
v tmpedsum Pediatric summa... Summary 01.0.A00.GE
v Summary-DPL Summary Defaul.. Summary 080814, Del
summary Empty Summary Summary
famdocsum Default Summar.. Summary Allergy, Druc
*summaryEAB *SUMMARY DE.. Summary default, eab, v
< \ >

Include Online Library ltems

Alist of docuplates for the "summary" search will displayin the window. The docuplate in need of
modifying is usually the default docuplate for a particular chart section.
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(>
T

Active Problems
Starter - Active Problems:

Inactive Problems

Starter - Inactive Problems:

Surgeries

Pick List - Surgeries

Medications

Allergies

Starter - Allergies - Summary:

Family History

Positive family history for -
MNegative family history for -
PARENTS:

CHILDREN:
GRANDPARENTS:
SIBLINGS:

D Summary 4

| <

Highlighting a docuplate, will display the information in the docuplate preview window.
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| D Summawl

Right-click at the very bottom of the docuplate, and Select, "Manage Sub ltems."

OTHERS/DISTANT:

Tobacco
Pick List - Tobacco - Summary

Alcohol

Starter - Alcohol - Summary

Interventions

Social History
Starter Pick List - Social Histd

ROS

Physical

Add Word to Dictionary

Search FIRST Consult
Search MD Consult

Manage SMARText Items

Review

Item History

Manage Sub Items

»
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SMART ext Quick Access
@) 99

Select Description

> : Active Problems
Inactive Problems
Surgeries
Medications
Allergies

Family History
Tobacco
Alcohol
Interventions
Social History
ROS

Physical

CURUR UR U UR U UR URUR U

The field headers in the Summary default docuplate will displayin the SMARText Quick Access
Window.

: SMART ext Quick Access By
«|](9](¢]

Select Description

Active Problems
Inactive Problems
Surgeries
Medications
Allergies

Family History
Taobacco

Alcohol
Interventions

CURUR UK UR U U UK URY

Physical

Deselecting field headers will hide/remove the field headers, and reflect this change in the current
docuplate displayed in the docuplates window.
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GRANDPARENTS:
SIBLINGS:
UNCLES/AUNTS:
OTHERS/DISTANT:

Tobacco
Pick List - Tobacco - Summary

Alcohol

Starter - Alcohol - Summary

Interventions

Social History

Starter Pick List - Social History

D Summalyl

- |<£ |

ROS and Physical field headers have been removed/hidden in the current docuplate selected.
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Q: How do you reassign ownership of a SOAPnote to another Provider?

A: To reassign a current SOAPnote to another provider, Click on the Reassign button in the
mini-toolbar located behind the lower splitter bar.

*Note: If a SOAPnote has been signed off, the provider/ownership cannot be reassigned.

LA Labs @Radiology D Billing Statements, 4 P X | s

DatefTime  |11/09/2010 9:17 AM v |

it
Subjective
Phone message for refill request: Parent calls requesting refill Se
for: Zocor 40mg |
Date of last office visit: 10/25/10 N

Preferred pharmacy: Yahoo Pharmacy
Caller's contact number: 555.5555 (morni

Expand the Lower

Objective Splitter Bar

Assessment

2w = I (N
(335«
Reassign documenis - Cirl + Alt + A

This will attempt to reassign the currently

Date|Time Owner selected documents to a different provider.
. 11/9/2010 9:17:10 &M

: This may fail if some of the documents are
w 10122010 8:49:38 AM Rena Thd currently in use by another user.

_J‘ 9/17/2010 11:00:51 AM  Rena Thg o B et ink ;
w 9/17/2010 9:34:08 AM  Rena The

|.)826{2010 3:14:11 PM  Rena Thornton {
[] 412912010 3:06:29 PM  Rena Thornton }

Click the Reassign Documents button to change the provider ownership of document.
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Edit Document Owner

Drag a column header here to grou that column

Name Owner

Vil SOAPNOte ‘Rena Tharnton

Kaye L. Yocham
Krista L. Laningham

|Rita Pense

' 0K ' Cancel

1. In the Owner column, Click on the name of the existing owner to receiving the drop down
menu.

2. Selectthe correct Owner/Provider from the drop-down menu.

3. Click OK to save the changes.

| | SOAPNote 4 b

B3 P2 P s [

Drag a column header here to group by that column.

Date/Time
i 1/26/2012 1:26:28 Ph ' Rita Pense

Status Description Related D
éInfluenza ICD#487.1 Onset: Status: ;Influenza

The new Owner of the document will now displayin the document list.
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Q: How do | import my signature directly into the SOAPnote or Encounter?

A: There is a SMARText item type called "Clinician Signature," which will import the signature that
has been imported into Provider Manager, into the SOAPnote.

For instructions on importing the signature into Provider Manager, click here.

Access the SMARText ltems Manager

]
Docutainers 0 Summary  Tools

Mew S »

jf Mew Encounter Ctrl+N

qf Rx Manager Fa

Order Entry »

) Insert Order F4

| Docuplates F&

SMARText Items F10
ﬁ] Handouts
@ Select Handouts Ctrl+H

3 Print

Spelling »

+  Sign all

..l Unsigned

o] InUse

o
>

p Search Docutainers

1. Click on Docutainers on the menu bar.
2. Click on SMARText ltems
or press F10 on the keyboard
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Create a SMARText Item

: SMARTextItems x

Search | List- By Type | List - By Keyword —
& sfegus

’ Shortcut Description Type Usage Keywords Last Modified

Click on the Button with the green plus.

Custom SMARText Item

O Assessment

(O List

() Medication

(O Order

() Plan/Billing Item
O Stuctured Text
(O Unstructured Text

[

Create ][ Cancel ]

Click on the radio button next to "Custom."
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(%) Custom

[Clinician Signature v ]

0 [= Generic
4

[+ Basic Items

e-J Controls

— 9 o @
Date Time Picker
MNumber Picker

Discrete Unstructured Text

[+ Entry Fields

[+ Exam Systems

+- Follow Up

[+ Lists

1. Using the drop-down arrow, Click on the + (expander node) next to "Generic."
2. Click on the expander node next to "Controls."
3. Double-click on "Clinician Signature."

() Assessment

O List

() Medication

O Order

() Plan/Billing Item
(O Stuctured Text
(O Unstructured Text

(%) Custom

[Clinician Signature v ]

Click on the Create button.
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SMARText Designer

SMARText Designer
Shortcut

Description

Keywords

[] only when item is empty.

Display Header I

Advanced

Clinician Signature

3

DT

When Empty [‘d

9 Save ][ Cancel ]

1. Assign the SMARText Item a shortcut code.

2. Type in a description.
3. Type in keywords, single words separated by commas for searching purposes.
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4. Click Save.

Insert the Shortcut Code into the SOAPnNote

Follow Up[

V4

In an open SOAPNote, in the Follow Up field, type in the shortcut code, and press the spacebar.
The signature will be displayed.
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Q: How do you document phone calls and/or e-mail messages received from patients?

A: Phone calls for medication refills, email messages, testresults or just patient triage phone
calls, should be documented in the SOAPnote chart section of a patient's chart. This allows any
patient documentation to be signed off, preventing alteration of patient information.
Documentation relating to a patient phone call, plan, any medications prescribed, and follow up,
can be documented in one centralized area area.

J' I& Labs eRadiology [E] Billing Statements| 4 » X
Date/Time |11/09/2010 9:17 &M -
Subjective A
Phone message for refill request: Parent calls requesting refill
for: Zocor 40mg
Date of last office visit: 10/25/10
Preferred pharmacy: Yahoo Pharmacy
Caller's contact number: 555.5555 (mornings only)

Objective
Assessment
Phone Call
Plan
Answer for refill request May refill medication one time only,
but remind patient that a follow up visit is due for evaluation.
Prescription called to pharmacy.
Medications
Simvastatin (Zocor): Strength- 40 mg (tablet)
SIG- 1 each onceaday orally
#30  Substitutions Allowed Refills- O Comment-
MNotes-
Follow Up
Return if problems develop or worsens.
Schedule:(]
\/
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Q: How can a patient's past visits be viewed while also viewing the current
encounter?

A: The "Encounter Viewer" dialog can be utilized to see multiple patient encounters at one time.

The "Encounter Viewer" dialog can also be docked.

Access Encounter Viewer Dialog
Tools | ° Help

SMarText Quick Access

View Previous Encounters e

Contacts

~") Document Designer

EM Coder

. Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests
7| Flow Sheet items

Health Maintenance Rules and Sets

Generate HM Report

1. With a chart open, Click on Tools.
2. Click on "View Previous Encounters."
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Encounter Viewer

i Encounter Viewer x

By Date | ByRx | By Dx

Subjective[
CHIEF COMPLAINT: Back pain ({lower or lumbar-sacral).

HPI: SYMPTOMS/RELATED: Reports symptoms of muscle pain, pain in
hack is worse than leg pain, pain pattern is more referred rather than
radicular, pain with movement.

Denies symptoms of urination problems, stoolfhowel movement changes.
INTENSITY/ISEVERITY: [
ROS: GEN- Constitutional: Denies symptoms such as weight loss.

]

Objective
Exam: GENERAL: Appearance: General appearance can be descrihed as in

mild distress.
HEAD, EARS, NOSE AND THROAT: Ears-Nose {external) Inspection:
Externally, nose and ears are normal in appearance and without scars,

Aray.|pg

Date Descripti N

742972010 3:59 AM

742972010 3:59 AM

7722010 10:43 AM Low Back Pain ICDH724.2 Onset: Resolved:
7/6/201012:26 PM

74172010 3:39 PM Renal cancer ICD#183.0 stage 3 terminal

6/29/2010 212 PM

6/23/2010 4:03 PM v

< >

[ Add Active Field to Current Encounter ] [Add Active Document to Current Encount]

The Encounter Viewer dialog box will be displayed. This can be dragged to any position on the
screen, and also docked if desired.

To view a previous encounter, simply click to highlight the line item (encounter).
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Add a Previous Encounter to the Current Encounter

i Encounter Viewer x |
ByDate |ByRx | By Dx
Subjective]] A
CHIEF COMPLAINT: Back pain ({lower or lumhar-sacral).
HPI: SYMPTOMS/RELATED: Reports symptoms of muscle pain, pain in
hack is worse than leg pain, pain pattern is more referred rather than
radicular, pain with movement.
Denies symptoms of urination problems, stoolfhowel movement changes.
INTENSITYISEVERITY: [
ROS: GEN- Constitutional: Denies symptoms such as weight loss.
1
Objective
Exam: GENERAL: Appearance: General appearance can be described as in |
mild distress. [
HEAD, EARS, NOSE AND THROAT: Ears-Nose {external) Inspection:
Externally, nose and ears are normal in appearance and without scars, 3
|D SDAPNoteI 0 Xravipg | 4 b [
Date Description » E
742972010 9:59 AM ;
742972010 3:59 AM i
72772010 10:43 AM Low Back Pain ICD#724.2 Onset: Resolved: |
7/6/201012:26 PM
741/2010 3:39 PM Renal cancer ICD#189.0 stage 3 terminal
6/29/2010 212 PM
6/23/2010 4:03 PM v [
< >
[ Add Active Field to Current Encounter [Add Active Document to Current Encount] [

Make sure a new encounter is open and with the previous encounter desired in view, Click "Add
Active Document to Current Encounter." This action will transfer the entire previous note into the
new/current encounter.
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Add a Previous Field to the Current Encounter

: Encounter Viewer x

By Date ByRx | ByDx

/ A
Objective]]

Exam: GENERAL: Appearance: General appearance can he described as in mild
distress.

HEAD, EARS, NOSE AND THROAT: Ears-MNose {external) Inspection: Externally, nose
and ears are normal in appearance and without scars, lesions, or nodules.

EYES: Conjunctivae and Lids: No lesions, eye discharge or other abnormalities.
NECK: Necktissue exam demaonstrates no masses, symmetrical, and trachea is
midline.

LUNGS and RESPIRATORY: Lung auscultation elicits no wheezing, rhonci, rales or
rubs and with equal hreath sounds.

Respiratory effort described as breathing is unlahored and chest movement is
symmetrical.

HEART {Cardiovascular): Heart auscultation discovers regular rate and rhythm; no
murmur, gallop or rub. Normal heart sounds.

ABDOMERN {Gastrointestinal): MassiTenderness Exam: MNeither are present.

v

ID SDAPNOteI 0 Xravipg | 4 b
Date Description Prc o
3/27/2011 1:58 PM soaphote Rite
3/24/2011 3:21 PM Rite
3/16/2011 1:04 PM Rite
3/15/2011 11:54 AM Rite
31172011 4:21 PM Anemia ICDH285.9 Onset: 2/21/1999 Status: A Rite
3/3/2011 2:22 PM Rite
2/25/2011 10:17 AM Ritz &

< b

Add Active Field to Current Encounter [Add Active Document to Current Encount]

oty PO T

Make sure a new encounter is open and with the previous encounter desired in view, Click next to
the field thatis to be inserted into the current SOAPnote. Click "Add Active Field to Current
Encounter." This action will transfer that field only to the current SOAPnote.
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Q: How do | enter "Electronically Signed By" into my SOAPnote ?

A: The shortcut "esb" will need to be uploaded to your local library so that it may be inserted into
the SOAPNnote Follow Up field. This code insertion can be done automatically when entered in the

Provider Manager/Codes Tab.

Download Shortcut "esb"

Open SMARText Items Manager by using the F10 keylocated on the keyboard, or go to

Docutainers > SMARText ltems.

: SMARTextItems

Search | List- By Type | List - By Keyword

orcu

Docutainers IEdit Tools Yiew Help

New >
3
ﬁ Rx Manager F3
Order Entry »

W

SMARText Items

Handouts

|

I N 3| [@

Find-Cid +Alt + S

Searches the SMARText keywords for the
entered text.

‘ € Press F1key to get more information

From within SMARText ltems Manager, enter "esb" in the "Find" window and Click the Search

button.
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: SMARTextltems x
- Search | List - By Type | List - By Keyword |

Find | esb l ....... [_] ;'E

Shortcut * Description Type

Tt Quick Access

1

Download - Cird + Alt + D

This will allow you to download the selected
SMARText items from the SOAPware Library.
Once downloaded they will be available inthe
local database.

esb Electronically Signed Structured Text
@ =sb Electronically Signed :
avanteesb E sberitox Rx

- esh Electronically Signed Structured Text
- klyesb Electronically signed by, Kaye Y.. Misc. (US)

Click to highlight the item for "Electronically Signed," and Click on the download button to
download this item to your local library.
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Insert Code in Provider Manager

Tools I View Help

SMARText Quick Access

Contacts

-* Document Designer

EM Coder

¥ Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

| Flow Sheet items

Health Maintenance Rules and Sets
Generate HM Report

Insurance Companies

Custom Demographic Titles

List Options

Pharmacies

SMARTFlow Designer

&4 Manage Facilities

Manage Groups

Security
Change Password

Change Signature Password

Provider Manager

After this item has been successfully downloaded to your local database/library, go to Tools >
Provider Manager, to enter this shortcut in the Codes tab to be automatically inserted into the
SOAPNotes Follow Up field.

FAQ's - 257 SOAPware, Inc.



Codes Tab in Provider Manager

Providers
)8 @, e [
Providers SMARText shortCOs toree

Kaye L. Yocham
Krista L. Laningham

Rena Thornton

Rita Pense

Shannon Shores

S

ighature \

Insert Normal Exam
Insert Exam Headers and Itemg

Insert Exam Headers

Default Follow Up

Append Name to FollowUp Field on SOAPNote Creation

| NormalE xam ‘

| ExamHeadersltems ‘

ExamHeaders

1) Click to highlight the preferred provider in list to add shortcut code.
2) Click on the Codes tab.
3) Insert the shortcut "esb" in the Default Follow Up field.

4) Click Update.
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Support Specific




Q: | renewed my support agreement but still get a pop up asking me to renew.

A: If after renewing your support agreement, a provider's license might need to be refreshed.

Tools - Provider Manager

Tools v Help

Il e

SwsR Text Quick Access

View Previous Encounters

Contacts

Document Designer

EM Coder

Reference Library

Clinical Alerts Manager

Chart Section Editor

Lab Tests

Flow Sheet items

Health Maintenance Rules and Sets

Generate HVM Report
Insurance Companies
Custom Demographic Titles
List Options

Pharmacies

Billing Maintenance
Manage Facilities

Manage Groups

Security
Change Password

Change Signature Password

‘Provider Manager

®- ° °

Customize...

Options...

1. Click on Tools.
2. Click on Provider Manager.
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Refreshing the License Change

: Providers
) =

| QJ 0 ‘ J General | Codes

0 Download Providers - Cirl + Alt + D

This will download the provider list from the
SOAPware server. Any changes to providers [
will be included when you perform this
operation.

€ Press F1 key to get more information

1. Click to highlight the desired provider.
2. Click on the blue download arrow.

Logout and back into SOAPware for changes to take effect.
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Version 4




Q: How do | convert my old V4 shortcut codes into structured SMARText items?

A:\ersion 4 shortcut codes can be reassigned to a structured SMARText item. This will allow the
user to continue using familiar shortcut codes with the new structured SMARText ltems.

1. Search for and Download Structured SMARText Iltems

Assessm ent[ 53 ::Acute phfryngitis" (ICD-4.. AcuF
asthma Shift + F11 Search i “Iﬁnﬂu‘enfa l['I‘.C[')I-487’;l]n ., Iﬁnﬂu:
04 Description S - Shortcut Type Usage »

/ “bsthma, allergic”  (ICD#433.02) Astall Dx 1
v "“Asthmatic bronchitis”  (ICD-493.90) AstBro Dx 1
/ "“Asthmatic bronchitis”  (ICD#493.90) AstBro Dx 1
"“Asthma, exercise induced”  (ICD#493.90) AstExe Dx 1
Asthma, unspecified, w/o status asthmaticus or acute exacerbatio...  asthmadx Dx 1
493.00, "Extrinsic asthma w/o mention of status asthmaticus or ac...  asthmadx Dx 1

]

493.90, "Mild intermittent asthma'  (ICD-493.90) asthmamildds D=

»

"“Asthma - Intrinsic, Stable"  (ICD#433.10) * Astl Dx

|
"“Asthma - Intrinsic, Stable"  (ICD#433.10) * Astl Dx 1
"Asthma - Intrinsic, Stable”  (ICD#493.10) ™ Astl D= 1
"“&sthma - Intrinsic, Stable"  (ICD#433.10) * Astl Dx 1
"“Asthma - Intrinsic, Stable"  (ICD#433.10) * Astl Dx 1
"Intrinsic Asthma"  [acute - ICD#493.12) Astld, Dx 1
. "Intrinsic Asthma"  [acute - ICD#493.12) ** Astld, Dx 1
/ "Intrinsic Asthma"  [acute - ICDH493.12) ** Astld, Dx 1

/ "Intrinsic Asthma"  [acute - ICDH493.12] ** Astld, Dx 1 Vi

E [] Show Unused

Find | |

To search for and download a structured SMARText Item:

1. Type the diagnosis, medication or CPT description into the appropriate field (ex: type "asthma"
into the Assessment field).

2. Press Shift + F11 on your keyboard to search for a structured SMARText item.

3. Locate the correct diagnosis and double-click on it to download and insert the item.
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2. Change the Shortcut Code for the Structured SMARText ltem

- SMARTextltems .
Search I List - By Type | List - B,evord I

E— S AR BB QT

Shortcut

Description Usage ¥ | Keywords

PR &sthmax i “Asthma"  [ho.. 0 :|7], 06.0.RO3.RE..: 12/10/2013
& Astint "Asthma - intrins.. Dx 0 |7], 06.0.R03.Re.. 12/10/2013
" a Nonall "Non-allergic ast.. Dx 0 |4, 06.0.R03.Re.. 12/10/2013
| w! Intrinsic asthma.. D= 0 49310, asthma,..

v AsthmaX “Asthma"  [no.. Dx 0 |7, 06.0.RO3.RE..
v Nonall "Non-allergic ast.. Dx 1] |4], 06.0.R03.Re..
v Astint "Asthma - intrins.. Dx 0 |7], 06.0.R03.Re..

< 0 | »
IV Include Cloud Library Items.
I Filter |

CPT® copyright 2013 American Medical Association. All rights reserved.

Next, we will change the shortcut code for our newly downloaded SMARText Item to be the
shortcut code that we are familiar with using in version 4:

Open the SMARText ltems Manager by pressing F10 on the keyboard.

1. Un-check the Include Cloud Library Iltems box.

2. Search for the item that you wish to assign a new shortcut code to (ex: In the above screenshot,
we searched on the diagnosis ICD9 code. Users can also search using the name of the
diagnosis, medication or CPT code).

3. Highlight the newly downloaded SMARText ltem and click the Edit button.
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SMARText Designer @
'

Description "Asthma - intrinsic, stable  (ICD-493.10) * |

Keywords | I71, IED10), Intiinsic, 49310, asthma, d--, icdsw, pulmo, Astl, stable, 06.0.RIB.RES, RIS, Astint, Inthst, IndstSta, Stalntdst, |
Display Header Psthma - intrinsic, stable [] only when item is empty.
Advanced

tem Type  Assessment ltem v

Asthma - intrinsic, stable [CD#&93.10

(5 )
Cancel

4. Change the current shortcut to the shortcut code that the user is familiar with from version 4.
5. Click the Save button to save your changes.
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3. Delete the Old Version 4 Shortcut Code from the Users Database

: SMARTextltems X

Search | List - By Type | List - By Keyword |

) [ ] 1| “el 23l | [£ 2L | T | [ (g
w [ @ [ EHPE SRR
Shortcut Description Type Usage Keywords Last Modified D
| a asthx "“Asthma - intrinsic, stable’  (ICD-493. 108 ™ 1 [7l. ICD10I, 06.0.. 7/7/2011 334 4. 155a0b12-0936-4..

- Asthma, non-specific 493.10

49310, asthma  : 8/1/2011 10:06..

0872fac-alb5-4f . |

[] Include Online Library Items.
Filter I

' CPT copyright 2010 American Medical Association. Al rights reserved.

Now that we have changed the shortcut code for our newly downloaded SMARText Item to the
shortcut code the user is familiar with from version 4, we need to delete the old obsolete code.

1. In the SMARText tems Manager, search using the shortcut code.

2. You should see two items in your search results. One item will be your newly downloaded
SMARText Item. This item will have a Type of either "Dx", "RX", or "ST Plan Item". The second item
will be your old version 4 shortcut code. This item will have a Type that says either "(US)" for
unstructured or "(Obsolete)". Highlight the old shortcut code and press the Remove (red X) button.
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SMARTextItems X
Search I List - By Type | List - By Keyword |

Find [ Asthmax ol (= | =4 [ = [0 12 ([ ||
Shortcut Description

g Asthmax i "Asthma"  [nonspecific - 493.10- J45.909) :
v Asthmax “Asthma"  [honspecific - 493.10- J45.909) Dx

4| | >

IV Include Cloud Library Items. Insert

I Filter |

CPT® copyright 2013 American Medical Association. All rights reserved.

After removing the old version 4 shortcut code, this should leave only the newly downloaded
SMARText item remaining in the users database.

4. Insert the New SMARText Item Using the Shortcut Code
EESLESEIU  Hit the spacebar to
;9”"4 expand

To insertthe new SMARText Item using the shortcut code you assigned:

1. Return to the SOAPnote and type in the shortcut code.
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2. Hitthe spacebar on the keyboard to expand the item.

Assessment]
Asthma - intrinsic, stable |CD#493.10 |
]

The structured SMARText Item will be inserted using familiar version 4 shortcut code.
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Q: When reassigning V4 shortcut codes to a structured SMARText item, how can this
change be permanent?

A:\Version 4 shortcut codes will need to be removed from the local database.

: SMARTextItems
Search | List- By Type | List - By Keyword
) r 1 [ 2 g i 11[4 Iml = P ~
Lesh| .‘é']’ ‘ EJH 4“ ’4 = | ] | (é)
Shortcut Description Type
A Asthmax “bsthma"  [honspecific - 433.10) D=
Asthmax - Asthma, non-specific 433.10 : Misc. (US)

v Asthmax
v asthmax

“dsthma"
Asthma

gspecific - 433.10) D=
Multi-Sel List

Unstructured

Structured V4 item
SMARText item \

In the image above, notice that there is an unstructured Asthma diagnosis with the shortcut of
"AsthmaX". There is also a structured SMARText item for this diagnosis with the same shortcut of
"AsthmaX"

: SMARTextItems
Search | List- By Type | List - By Keyword

ot | @ EHEE= e

Shaortcut Description Type

A Asthmax “Asthma"  [honspecific - 493.10) Dx
Asthmax Asthma, non-specific 493.10 : Misc. [US)

v Asthmax “Asthma"  [honspecific - 493.10) Dx

v asthmax Asthma Multi-Sel List

Highlight the unstructured diagnosis (indicated by the "US" in the type column), and Click the
delete button to remove the V4 unstructured SMARText item. The structured SMARText item will
now be whatis left on the local database.
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Q: Why are my print reports from V4 not printing out the patient's name/dob/address
in SW 20127

A: ltis possible that the data command that was placed on the V4 report, is not pulling the
information over onto the reportin 2012. The data command will need to be replaced with the
appropriate 2012 data command.

Access Document Designer

it Toolska ) Help

~— )
SMARText Quick Access

View Previous Encounters

Contacts

il P, Document Designer e
EM Coder

] #. Reference Library

Clinical Alerts Manager

Chart Section Editor

-] Lab Tests

7| Flow Sheet items

Health Maintenance Rules and Sets

Generate HM Report

1. Click on Tools.
2. Click Document Designer.

Create New Design

1. Click on File.
2. Click Available Designs.
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Open the Design
Select Document Design

o | (] [ad) @[]
MName

“FCFP SuperBil

*700

“AC0G

1-Rx - Alone

1 Multi-page Rx - for no spaces

2 - Simple SOAP Note

3 - Patient Copy

4 - Extended SOAP Note a

A DOCS-Clinic End of Visit Printing

A DOCS-Clinic Statement

Ad Superbill [U++)

Consent - Immunizations

Consent - PreSurgery Checklist and Auth.

Consent - Procedure

Consent - Procedure #2

Consent - Procedure with Anesthesia
Consent - To Release Records e v

]
[] Include Orniine Librarm ok | [ cancel |

1. Click to highlight the Document Design to edit the data commands.
2. Click OK to open the design.

][> 2
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#$GeneralDemoaraphicsField Last Name$#, #$GeneralDemographicsEield First Name$# #$GeneralDen
Middle Initial$z n$§m@§gmgu@ubgg§ﬂgjﬁ Chart Number$#

-

SUBJECTIVE:
#EncounterField Subjective reported,denied$#

#HRemovelEmptyEnd##5 Re move IfEmpty Start b#
ACTIVE PROBLEMS:

#SummaryField Active Problems | $#
#RemoveEmptyEnd$## Re move fEmpty Stan #
INACTIVE PROBLEMS:

#SummaryField Inactive Problems | $#
#RemovelfEmptyEnd3## Re mave fEmpty Stan 3#
SURGERIES:

#SummaryField Surgeries | $#
#RemovelEmptyEnd$## Re move fEmpty Stan $#
MEDICATIONS:

#SummaryField Medications | $#
#RemovelEmptyEnd##5 Re move IfEmpty Start b#
ALLERGIES:

Place the cursor pointin the location of choice to add the data command, or remove the V4 data
command, in order to insert the new 2012 data command.
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Insert the 2011 Data Command

4 - Extended SOAP Note @
ont Paragraph Table Other

File Edit View Insert BeEEREEH

adress =

Misc, Data Items > Age

B @

Summary > Cell Phone

Vital Signs > Chart Number o

Health Maintenance » Email Address

Custom Demographics  » First Mame -

Insurance 4 Home Phone

Macros 4 Last Name

Rx's » Marital Status

Orders » Middle Initial

Custom Fields Mame Suffix
#$GeneralDemoaraphicsField Last|  Patient Name graphi
Middle Initial$# #$GeneralDemogr: Patient Picture 'z

Primary Care Physician
| Primary Physician
Exclude From Reporting

SUBJECTIVE: o Sex
#$Encounterfield Subjective reported,der Social Security
#RemovelEmptyEnds##§Remavelff ™
ACTIVE PROBLEMS: Work Phone

#SummarvField Artive Prahlems  §#

1. Click Data ltems.
2. Click General Demographics.
3. Click Birth Date.
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#$GeneralDemoaraphicsField Last Name$#, #$GeneralDemographicsField First Name$# #$Ge
Middle Initial$# =$mgmgm&mmw Chart Number$#

#$GeneralDemographicsField Birth date$| M

SUBJECTIVE:
#$Encounterfield Subjective reported,denied$#

#Removel EmptyEnds##b Re mave fEmpty Stant $#
ACTIVE PROBLEMS:

#3ummaryField Active Problems | §#

#Remove EmptyEnds##b Re mave fEmptyStant $#
INACTIVE PROBLEMS:

#SummaryField Inactive Problems | $#
#REemovelEmptyEnd$## Re mave IfEmpty Stant$#
SURGERIES:

#HSummaryField Surgeries | $#

#Remoy nd$## Remave fEmpty Stat$#
MEDICATIONS:

#SummaryField Medications |, $#

#Remoy nd$##5 Re maoyve fEmptyStant $#
ALLERGIES:

The data command for Birth Date has been inserted in the Document Design.

TLLUUALELIEI, DU YT TS | T
#Remoy nd$## Remayve [fEmpty Stat $#
MEDICATIONS:
#SummaryField Medications | $#
ALLER G bR RemaEmpllante
ALLERGIES: Document Designer
INS |Page:1 Line: 5 Col: 39 vl | ? ) Save changes to current template?
< I | >
\“li Close | @ Yes ] [ No ]
1. Click Close.

2. Click Yes to save changes to that Document Design.

FAQ's - 274

SOAPware, Inc.



Q: Where are my templates from Version 4?

A: \ersion 4 templates can be retrieved in Docuplates.

Docutainers | Edit Tools View Help

New >
& New Encounter Chrl+N
— rj Rx Manager F3 P
I 5 Order Entry » |Mi
= ==}
)

" | Docuplates

L

% SMARText Items

5l Handouts
¥
&S Print el

Spelling »

|| @

Docuplates can be found by pressing F6 on the computer keyboard, or from the Docutainers
Menu Item, click on Docuplates (as shown in the screenshot above).
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* Docuplates

e D 1[4 [| €&

Shortcut Description Location Keywords 2
tis Pharynagitis Pharynaitis SO0AP Naotes Pharynaitis, ti
" sorethroat Sore Throat [N.. SOAP Motes 06.0.RO0.RE
v Tonsi Tonsillitis strep/v... SOAP Notes 01.0.403.GE
v SorThr Sorethroat/phary.. SOAP Notes 01.0.A03.GE
v nixphar Nix Pharyngitis -.. SOAP Notes ehrcs, nix,
v Phaiyn Pharyngitis - sim.. SOAP Notes 01.0.403.GE
| phar pharyngitis (37) SDAP Nates pharynagitis, T
v Strep Strep throat - ur.. SOAP Notes 01.0.403.GE
v SorThr Sorethroat [US]  SOAP MNotes 01.0.403.GE

. pehih pharynaitis, phar.. SOAP Notes conjunctivitis™
v Pharyn Pharynagitis/soret.. SOAP Notes 01.0.403.GE
" Pharyngitis Pharynaitis or S.. SOAP Notes 080211, cor
v SorThr Sorethroat/phary.. SOAP Notes 01.0.403.GE
vl Pharyn Pharyngitis/soret.. SOAP Notes 01.0.A03.GE
v OtiMedPha OM - Phaymaitis.. SOAP Notes 01.0.A03.GE
" phal viral pharynaitis SOAP Notes pharynaitis,
 w! Pharyn Pharynagitis/strep.. SOAP Notes 01.0.403.GE
™ ayphar acute pharynaitis SOAP Notes ay, phar, ph
v BroSinPha Bronchitis, sinus.. SOAP Notes 01.0.403.GE
v sorethroat Sore Throat [N.. SOAP Notes 06.0.R00.RE
| . pha pharynagitis, viral SOAP Notes pharynaitis,,
v Croup Croup and soret.. SOAP Motes 01.0.403.GE

T] SorThr Sorethroat/phary.. SOAP Notes U1I.D.A03ili;|
4 4

Include Cloud Library Items

1. Enter the name of the \ersion 4 template.
2. Click the Search button to view Docuplates.

Insert

*Note: Placing a check in the box next to Include Cloud Library Items, will bring up a list for all

Docuplates that have been created by SOAPware and uploaded to the Cloud Library by

SOAPware users.
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Vital Signs
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Q: How do you add another Vital Sign to the Vital Signs chart section?

A: Auser is able to add another Vital Sign reading type from the Vital Signs chart section.

Select a Reading Type

N
Date
I
Su
Phe
No Data Available for:
Dat
Pre
Cal
Ob
= SR RN |
AR )
P~ = ||| A
— P Selectreading types - Cirl + Alt + S
SonCRtesaNe e e e e
BMI i e YOtll_canadd additipnlal vital signs
Head Ci to the current list or remove vital signs
eja redm ! currently displayed.
Height [
02 Saturation [ € Press F1 key to get more information
Pulee Rate TN CT:

Click on the Select Reading Type button to view the Select Vital Readings window.
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Select Vital Readings Window

Select Vital Readings !

BMI A~
BP(Lying-Brachial) D
BP[Lying-Foot/ankle)

BP(Lying-Popliteal) |
BP[Lying-Radial)
BP[Sitting-Brachial)
BP(Sitting-Foot/&nkle)
BP[Sitting-Popliteal)
BP(Sitting-Radial)
BP[Standing-Brachial)
BP[Standing-Foat/ankle)
BP(Standing-Popliteal)
BP(Standing-Radial
Head Circum

Height X
02 Saturation -
Pulse Rate
Res Rate L
Temperature
Temperature-Cutaneous
Temperature-Oral
Temperature-Rectal
Temperature-Tympanic
W aist Circum

ﬂ 0K ][ Cancel ]

e

(€|

1. Click to highlight the Vital Reading.
2. Click OK to add the preferred reading to the default reading types in a patient's chart.
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Added Reading Type

%] summary |[EE] |8 Demographics [§ 4 b X
)

Mo Data Available

Graph 10/5/2010 11:57:29 AM

Blood Pressure ] | A b ’ A y
BMI ]
Head Circum ]
Heigh L

Q2 Saturation || '
T -
Res Rate ]
Temperature ]
Waist Circum ]
Weight ]
Motes

The selected reading type will be added to the vital signs chart section for this particular patient.
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