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Introduction

A Note to the Office Manager/Clinical Administrator......

This education journey is geared toward those with an office manager or clinical administrator 
position in the clinic. Office Managers and Clinical Administrators in most offices need to have a 
general working knowledge of all areas of SOAPware.  We advise that Administrators and 
Managers review all areas of SOAPware to assist other users throughout the clinic.  The 
Educational Journey for this role will focus on setup and creating items in SOAPware. 

The following steps presented, give those in these positions, a condensed version of what 
information regarding the use of SOAPware, is pertinent, based on these specific roles.  
SOAPware recommends going through each step, and viewing each lesson highlighted.  It will 
also be helpful to take time to practice what each lesson teaches, through hands-on learning in 
SOAPware.

For easy navigation, Click on the link at the bottom of each lesson within this journey, to access 
the next lesson.
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Continue to Step 1

Next Lesson
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Step 1
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Welcome To SOAPware

To learn a little about SOAPware Resources, how to back up SOAPware data, and get an 
introduction to SOAPware, refer to the link provided below.

Link

Welcome to SOAPware

Continue to Step 2

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24515-Welcome-to-SOAPware
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Step 2
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2012 Terminology

This lesson will provide the user with an extensive list of glossary terms and definitions, which 
can be applied to our software.

Link

For more information see: Glossary Terms.

Continue to Step 3

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24517-Glossary-Terms
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Step 3
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SOAPware 2012 New Features

The following 2 links will provide the user with knowledge on the new features of SOAPware 2012, 
as well as an overview of security changes in SOAPware 2011.

1.  New Features of SOAPware 2012

New Features of SOAPware 2012

2.  Overview of Security Changes in SOAPware 2011

Overview of Security Changes in SOAPware 2011

Continue to Step 4

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/48608-2-12-New-Features
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_2011/l/29330-Overview-of-Security-Changes-in-SOAPware-2-11-
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Step 4
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Setup

To learn more about setting up SOAPware, Provider Manager, Managing Facilities and more, refer 
to the link provided below.

Link

Setup

Continue to Step 5

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23129
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Step 5
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Security Settings

For more information on Security, deleting users, and Security Auditing in SOAPware, please see 
the link below.

Link

Security Settings

Continue to Step 6

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23130
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Step 6
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Meaningful Use Dashboard

In 2011+ versions of SOAPware, providers can now view, export and trend Meaningful Use usage 
statistics.

Link

Meaningful Use Dashboard

Continue to Step 7

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/25317-Meaningful-Use-Dashboard
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Step 7
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Schedule

The following 6 links will provide the user with an overview of the Schedule workspace in 
SOAPware.

1.  Intro to Schedule

Intro to Schedule

2.  Entering Facility Business Hours

Entering Facility Business Hours

3.  Activate Providers/Resources for a Facility

Activate Providers/Resources for a Facility

4.  Creating Holidays/Closings

Creating Holidays/Closings

5.  Creating Scheduplates

Creating Scheduplates

6.  Schedule Reports

Schedule Reports

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24547-Intro-to-Schedule-
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24548-Entering-Facility-Business-Hours-
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24549-Activate-Providers-Resources-for-a-Facility-
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24550-Creating-Holidays-Closings-
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24551-Creating-Scheduplates-
http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24564-Schedule-Reports-
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Continue to Step 8

Next Lesson



Office Manager/Clinical Administrator Education Journey - 23

Step 8
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Workflow Considerations

To view lessons regarding workflow considerations on topics like Active Provider, Docu-Portal 
and changing settings, refer to the link provided below.

Link

Workflow Considerations

Continue to Step 9

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23136
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Step 9
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Labs

To learn about lab docuplates, creating and editing lab tests, HL7 labs and more, see the link 
provided below.

Link

Labs

Continue to Step 10

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23146
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Step 10
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Billing Statements

To learn about creating and printing billing statements, refer to the link provided below.

Link

Billing Statements

Continue to Step 11

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23149
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Step 11
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Task Manager

Task Manager allows a user to track the status of all tasks, as well as send messages or 
reminders to other users.

Link

For more information see: Task Manager .

Continue to Step 12

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23150
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Step 12
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Document Designer

To learn about quick print key commands, how to create a basic document design, and many 
more topics regarding Document Designer within SOAPware, see the link below.

Link

Document Designer

Continue to Step 13

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23152
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Step 13
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Generate a Health Maintenance Report

As a requirement for meeting Meaningful Use requirements, it is important to visit this link 
provided, as the user will be taken through the steps necessary to generate a Health Maintenance 
report.

Link

Generate a Health Maintenance Report

Continue to Step 14

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24689-Generate-a-Health-Maintenance-Report
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Step 14
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Data Explorer

To learn how to perform a medication search, and Summary diagnosis search, a lab value 
search, and more topics regarding Data Explorer, check out the link below.

Link

Data Explorer

Continue to Step 15

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23156
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Step 15
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Submit Immunizations

This lesson is linked to information that will discuss how to export an immunization record, to 
then submit to a state registry.

Link

Record and Submit Immunizations

Continue to Step 16

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/25098-Record-and-Submit-Immunizations
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Step 16
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Clinical Alerts

Clinical Alerts are a simple way to have SOAPware display text-based prompts or reminders 
when a defined value is found in a specific location within the chart.

Link

Please see: Clinical Alerts.

Continue to Step 17

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/l/24720-Clinical-Alerts-
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Step 17
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Clinical Quality Measures

To learn about Clinical Quality Measures in general, as well as how to use the CMS Quality 
Reporting Dashboard, refer to the link provided below.

Link

Clinical Quality Measures

Continue to Step 18

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23160
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Step 18
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HIPAA Disclosures

For more information regarding the use of HIPAA Disclosures in SOAPware, click on the link 
provided.

Link

HIPAA Disclosures

Continue to Step 19

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/new_user_manual_current/c/23161
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Step 19
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Meaningful Use for Office Managers and Clinical Administrators

The following 3 links will provide the user with helpful Meaningful Use information for those Office 
Managers/Clinical Administrators, whose clinicians are participating in meeting Meaningful Use 
requirements.

1.  Introduction

Introduction

2.  Registration and Attestation

Registration and Attestation

3.  FAQ's

FAQ's

4. Meaningful Use Roadmap

SOAPware has created a helpful resource called the Meaningful Use Roadmap.  This roadmap 
will guide eligible providers through the 15 Core Set Objectives and 10 Menu Set Objectives for 
Meaningful Use.  The roadmap will walk the eligible provider step-by-step through the workflows 
required to meet the Meaningful Use objectives.  

http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19850-Introduction
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/c/12761
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/c/11018
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We would suggest that providers, who are participating in the Meaningful Use Incentive Program, 
bookmark the link to the Meaningful Use Roadmap for quick review as needed.  To review the 
roadmap, please see: Meaningful Use Roadmap.

Continue to Step 20

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap
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Step 20
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Meaningful Use Core Set Objectives (All 15 Required)

For those Office Managers/Clinical Administrators whose clinicians are participating in 
Meaningful Use, be sure to review the 5 links below to view his/her responsibilities pertaining to 
meeting these core requirements.  Many of the items listed below require specific set up and a 
check of your security settings in SOAPware in order to meet the objectives listed.

1.  Drug Interaction Checks

Drug Interaction Checks

2.  Electronic Exchange of Clinical Information

 Electronic Exchange of Clinical Information

3.  Clinical Decision Support Rule

Clinical Decision Support Rule

4.  Protect Electronic Health Information

Protect Electronic Health Information

5.  Report Clinical Quality Measures (CQMs) to CMS/States

Report Clinical Quality Measures (CQMs) to CMS/States

http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19459-11-Drug-Interaction-Checks
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19460-12-Electronic-Exchange-of-Clinical-Information
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/29273-13-Clinical-Decision-Support-Rule
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19462-14-Protect-Electronic-Health-Information
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19851-15-Report-Clinical-Quality-Measures-CQMs-to-CMS-States


Office Manager/Clinical Administrator Education Journey - 50

Review All Meaningful Use Core Objectives

In order for an eligible provider to meet Meaningful Use, the provider must complete all 15 of the 
Core Objectives.  

To review the Meaningful Use Core Set Objectives, please see: Core Set Objectives.

Continue to Step 21

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/c/7954
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Step 21
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Meaningful Use Menu Set Objectives (5 out of 10)

For those Office Managers/Clinical Administrators whose clinicians are participating in 
Meaningful Use, be sure to review the link below to view his/her responsibilities pertaining to 
meeting this optional measure. The item listed below requires specific set up in SOAPware in 
order to meet the objective.

1.  Patient Lists

For more information see: Patient Lists.

Review All Meaningful Use Menu Set Objectives

In order for an eligible provider to meet Meaningful Use, the provider must complete all 15 of the 
Core Objectives listed previously.  In addition, the provider must choose 5 out of the 10 menu set 
objectives that have been defined by CMS.  
(Note: At least one of the public health measures must be chosen, then any other 4 ob jectives can 
be chosen to complete 5 out of the availab le 10).

To review the Meaningful Use Menu Set Objectives, please see: Menu Set Objectives.

Continue to Step 23-Practice!

Next Lesson

http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/l/19466-3-Patient-Lists-
http://soapware.screenstepslive.com/s/documentation/m/mu_roadmap/c/7955
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Practice!
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Schedule Hands-on Practice

Congratulations!

You have reviewed the SOAPware user manual materials related to the clinic role of "Office 
Manager/Clinicial Administrator".  Now it's time to practice what you have learned!  

We recommend that all users have sufficient time to be able to practice their workflows and 
become familiar with a new version of SOAPware prior to going live.  It is essential that the clinic 
allow sufficient time for each of their staff members to practice.  This will help them to become 
comfortable in navigating and performing their workflows in the new software and will make the 
transition from the previous version much more efficient.  

If your clinic is interested in purchasing additional one-on-one training time with our SOAPware 
Certified Trainers, please review the information below on your SOAPware training options.

SOAPware Training Options:

1.  Purchase Hourly EMR Training Session(s)

You can purchase EMR training in hourly increments. This type of training is conducted by remote 
training sessions, and is best utilized for training focused on specific areas of the SOAPware 
program. To purchase a training session, click here.

http://www.soapware.com/training/
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2.  SOAPware EMR Workshops

For a more comprehensive clinic training for those who intend to train their staff on the SOAPware 
software, we recommend attending our workshop. Click here for more information!

http://www.soapware.com/training/
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3.  Email your Questions

Email your questions to: trainersgroup@soapware.com, and a certified trainer will get back with 
you! You can email us directly, or click here to fill  out the contact form as shown above.

mailto:trainersgroup@soapware.com
http://www.soapware.com/training/
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