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What is the Patient Portal?

CHAPTER 1

What is the Patient Portal?

The Patient Portal is a web-based system that allows for secure communication and transfer of
information between the clinic and the patient. When a patient logs in to the Portal, current data is pulled
directly from the clinic’s e-MDs Solution Series database and displayed on the web page viewed by the
patient. No patient information is stored on the Patient Portal server.

How is the Portal used by the patient?

NOTE: Instructions for patient use of the Portal are included in Chapter 2 of this user guide, so that clinic
staff can reference the instructions if patients require assistance in using the Portal. These instructions
are also provided in a separate document for distribution to the patient. The document for distribution to
the patient is called The Patient's Guide to Using the Portal, and is available on the Portal Installation
DVD as well as on the e-MDs Support Site.

After logging in to Portal, the patient can:

e Use the messaging function to communicate with clinic staff.

¢ View results of lab and other diagnostic tests.

e Schedule, confirm, cancel, or reschedule an appointment.

e Add an appointment request to your wait list.

e Request a referral or a medication refill.

e View their health summary information and send you update requests if they see missing information.

e Print or save an electronic copy of their Health Summary using the standard Continuity of Care
Record (CCR) format.

Keep in mind that much of this functionality is optional so you can enable specific features based on how
you want to implement and use the system.

How is the Portal used by the clinic staff?

To support efficient workflow, the Patient Portal is integrated with e-MDs Solution Series. When a patient
sends a message to the clinic via the Portal, the message is displayed in TaskMan. When a patient
submits a medication refill request, referral request, or billing question, these requests are also displayed
as notifications in TaskMan.

Clinic staff can use Patient Portal functionality to:
e Communicate with patients via an online messaging system.

e Send results of lab and other diagnostic tests to the patient via the Portal and include messages
related to the results.

o Receive notifications of refill requests, referral requests, and billing questions submitted via the Portal.

e Receive appointments requests sent from Portal directly to the Wait List in e-MDs Schedule and/or
allow patients to schedule appointments directly into e-MDs Schedule.
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o Receive medication refill requests directly into the Refill Requests or TaskMan modules in e-MDs
Solution Series.

e Automatically request specific health information associated with certain appointment types.

e Send and view appointment reminder messages with custom text to match appointment types and
clinic requirements.

The clinic can enable or disable many aspects of Portal functionality. See Chapter 3 of this user guide for
more details about how clinic staff will use the Patient Portal.

e-MDs Patient Portal 6.2.0 2
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CHAPTER 2

Portal Instructions for the Patient

Instructions included in this chapter refer to the Patient Portal interface used by the patient. These
instructions are included here as a reference for clinic staff who may need to assist patients in
understanding how to use Portal.

NOTE: These instructions are also provided in a separate document, How to Use the Patient Portal,
which can be printed and given to the patient or can be posted on the clinic website. How to Use the
Patient Portal is included on the DVD provided when Portal is installed and is also available on the e-MDs
support website which can be accessed from www.e-MDs.com.

Accessing the Patient Portal

When your clinic creates a Patient Portal account for you, a message will be sent to the email address
you provided to the clinic. The message will contain the URL (Internet address) for your clinic's Patient
Portal. It will also contain a user name and password, which you must use to log in to the Portal.

To access the clinic's Patient Portal:

1. Open aweb browser.

2. Type the clinic's Patient Portal URL in the address field of the browser.
3. Pressthe Enter key.

The Portal home should be displayed in your browser.

NOTE: Some clinics provide a link to the Portal on their website. If so, you can simply click the link to
access the Patient Portal.

When you access your clinic’'s Patient Portal, notice that there is a Menu Bar located on the left side of
the home page. From the Menu Bar, you can get directions to the clinic, request an appointment, or log in
to the Portal.

Menu Bar
Login

IEtreet Addressz

IC'rty. State or Zipcode

Get Directionz

Before you can access your personal information through the Portal, you must log in using the user name
and password provided in the email mentioned above, but you can request an appointment or get
directions to the clinic before you log in.
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To request an appointment without logging in to the Portal:

If you do not have a Patient Portal user name and password, you can still request an appointment using
the link on the Portal home page. Your request will be forwarded to the clinic’s waiting list.

1. Click the Appointment Request link in the Menu Bar of your clinic’s Portal home page.

2. Read and respond to the Disclaimer message by clicking the Agree radio button, then click the
Continue button. The New Patient Appointment Request screen displays.

Who are you? Why do you want an appointment?
First Hame: Select Main Reason for Visit:
[other x|
Last Name: Other Reasons:
Date of Birth: (mmidd/yyyy) Additional Information:
Email:
Home Phone Humber: _I

When and where would you like the appointment?
Choose a Provider:

[First Avallabie Provider =l

Choose a Medical Facility:

[George 1 Miler Jr D PC =

[¥ First Available Appointment

Start Date:

End Date: J
Time from
to

Submit Request

3. Enter all requested information, and then click Submit Request.

4. A Portal message displays a confirmation that your request has been received and added to the
appointment wait list. Click the Done the button.

The clinic is notified of the appointment request, and a message is sent to the email address you provided
when requesting the appointment.

To get directions to the clinic:
This function opens a link to Yahoo! Maps™. You can print the resulting maps and driving directions.

1. Inthe Menu Bar of the Portal home page, type your address in the fields provided.
2. Click Get Directions.

To log in to Portal:
1. Click on the Login link in the Menu Bar. The Login window displays.

Login

User Name

Password

|

Did you forget your pagsword?
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2. Enter your Portal user name and password in the fields provided.
3. Click the Login button.

After you log in, it is good practice to change your password and add a security question for your Portal
account. (Instructions for updating your Portal account password are included in this user guide.) Note
that when you change your Portal password, the system sends a message to the email account that you
provided to the clinic. The message is simply a notification of a change to your account and does not
include any password information.

Introduction to the Portal Interface

Although your clinic’'s Portal may have a different appearance and may not include all the items shown
here, the general layout and functionality will be similar.

W '1".;{7 {ée-MDs Patient Portal | | ’-r|\ - D - = - iopPage -+ (Cf Tools - i
; My Account  $§ Logout @)y Home ;I

%

i
Mavigation tabs

- Font size controls
Overview Messages (0) LabTest Results (0) Health Summary Medications Appointments
1
Actions pane
Actions ’ My Recent Messages
S New Message M Date Time From To Title
= Iml=] Ti9/2008 227 PN Hertz, Duz Bily Smith Test Message
3 . Request
Appointment Deete selecten |

My Information

My Recent Results

= Iy Messages

U Iy Lab Results

| - Iy Health
Summary
——

31 My Appointments My Information links |

=

Click on a navigation tab to access the information indicated by the label on the tab. Note that a number
is displayed next to the label on the Messages and Lab/Test Results tabs. This number tells you how
many new (unread) messages or test results you have.

The font size controls allow you to increase or decrease the size of the text in the Portal window.

When you log in to the Patient Portal, the Overview tab is selected by default. On the Overview tab,
notice the Actions pane and the My Information links. The Actions pane provides quick access to most
Portal functions, and you can click on the links in My Information to access the tab containing the
information indicated.

Functions and information available on each tab are explained in subsequent parts of this documentation.
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Communicating through the Portal

The Portal provides a convenient communication link between you and your clinic. For example, you
might use Portal to send a message to a particular staff member, request a referral, request a medication
refill, or schedule an appointment.

Communications your clinic might send through the Portal include lab and test results, responses to
requests you submitted through the Portal, messages requesting information, or general announcements
sent to all Portal patients.

You can view all communications from the clinic through your Portal Inbox on the Messages tab.
Attachments may be included with communications sent by the clinic.

Send Messages to Clinic Staff

If your clinic has enabled the messaging feature of Portal, you can use the Portal to send a new message
to or respond to a message sent by your clinic.

To send a new message to a clinic staff member:
1. On the main Portal screen, click the Messages tab.
2. Inthe Actions pane of the Messages tab, click the New Message link.

3. Inthe To field of the New Message window, click the down arrow and then click on the name of the
person to whom you want to send the message.

4. Inthe Subject field, type a few words to describe what the message is about.

Type the message in the space below the Subject field and click Send Message.

New Message

Toe
IHertz. Duz ;I

Subject:
I_EET rezultz

When =hould | expect my tezt resuliz?

Send Mez=zage

To reply to a message from clinic staff:
1. Click on the Title of the message to open the message.
2. Inthe Actions pane of the message, click Reply to Message.

3. Type your response in the space provided, then click Send Message.
Receive Your Lab or Test Results from the Clinic

When the clinic sends a message containing lab or test results through the Patient Portal, you may
access the message in several places.
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When the message first arrives, it will be in My Recent Messages and My Recent Results on the
Overview tab.

s 14 o A L
i Messzages IIII_'L' LabiTest Results (0) | Health Summary = Medications _! Appointments

Welcome Pam Inez

Actions o My Recent Messages

=7 Hew Message E] Date Time From To Title

. [0 = @ mazoos 210 Weyne, John  Pam Inez Lab

3h Request Appointment o=

= |l = ﬂ TN42008 206 PM ‘Wayne, John Pam Inez Test Message
[ty information .

< “T My Messages

L=

% My Recent Results

LJ My Lab Reults D Date Time From To Title

| My Health Summary O = @ 4o 210eM Wayne, John Pamlnez Lab

:‘I_i; My Appointments Delele Seiected |

On the Messages tab, the message will be included in the Inbox with all other messages.

Inbox

| Date Time From To Title

[0 = § 7n4ro0s  210PM  Wayne John  Paminez Lab

] == # 714008 Z05PM ‘Wayne, John Pam Inez Test Message

And on the Lab/Test Results tab, the message will be in My Test Results.

My Test Results

D Date Time From Ta Title:

F == H THARZ00E 210 PW Wayne, John Pam Inez Lab
Delete Selected I

NOTE: If you delete a message from any of these locations, the message will be deleted from all
of the locations.

The clinic may send test results as an attachment (a file attached to the message). Some attachments
can be viewed in the message window of Portal, but some may require a different program (such as a
word processor) in order to open them.
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1. Toview lab or test results, click on the Title of the message.

My Test Results

3 T C T -

Time From To litle

== _ B/30/2007 11:17 AM Tam, Simon River Tam (Mo 5

== W &/21/200711:58 AM Tam, Simon River Ta

== S2122007 11:37 AN Tam, Simon River Tam RE: Mew Current Prol

‘:' B/21/2007 10:21 AM Tam, Simon River Tam lab 1

2. The messages containing lab or test results may include message attachments. An attachment is
indicated by the “paperclip” icon appearing to the left of the message date. In this example, result
data was sent as three attachments. To view these results, click the title of the attachment.

From:
Cardio, Kevin

Attachments:
Patiert: Clumsy, Clara - Document: AB0 Type & Soreen (click ta vies
Fatient: Clumsy, Clara - Document: Chemistey (Sick 1o e

Message:

Disclaimer:

3. When you click the attachment title, results are displayed (unless the attachment is a file type that
requires a program that is not available on your computer and that cannot be displayed in the Portal).
Shown here are Chemistry lab results. Results displayed in red text indicate out of normal range for
that result.

Patient: IZZAPANE, SHIRLEY DOB: 9/23:2000 Sex: Male Provider: ANDERSON, CATHY
Specimen: 18959699990 Requisition: 18959699990

Lab Receipt: 2/23/2003 12:00:00 AM Collection: 2/23/2003 12:00:00 AM Results: 2/23/2003 2:30:00 PM

Description Out-of-Range In-Range Units Expected
Hemoglohin Alc 6.1 % 4557
Cholesterol, Total 172 myg/dL 100-199
Triglycerides 161 mg'dL 0-149
HDL Cholesterol 45 myg/dL 4059
LDL Cholesterol Calc 122 mgfdL 099
Microalbum.,U,Random 8.3 mcg/mL 0-30

After you open the message, you can print the message by clicking the printer icon in the toolbar of your
browser, or you can right-click on the message and select Print from the pop-up menu. You can also
save the message to your computer by clicking on the File menu and selecting Save As.

e-MDs Patient Portal 6.2.0 8
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Request a Physician Referral

Some clinics allow patients to request physician referrals through the Patient Portal. If your clinic uses
this feature, and you choose to use the Portal to request a referral to a specialist, you will need to indicate
the type of specialist you need and the name of the specialist (if known) when you submit this request.

1. On the main Portal screen, click the Messages tab.

2. Inthe Actions pane of the Messages tab, click Request Referral.
The Referral Request form displays.

Referral Request
Reason for Referral
=
E
Specialist Hame (if known)
Specialty
=
Insurance Company
Submit | Cancel
We attempt to check our messages throughout the day, however, pleaze do not expect an immediate respoensze to your request.

Type the reason you are requesting the referral and provide the name of the Specialist (if known).

4. To indicate the type of specialist desired, click the down arrow to the right of the Specialty field, and
then select a specialty from the dropdown list.

5. Provide the name of your Insurance Company in the field provided, and then click the Submit
button to send the request to your clinic.

NOTE: One staff member is assigned to receive all the referral requests submitted via the Portal, so there
is no option to select the person to whom the request will be sent.

Ask a Billing Question

If your clinic has enabled this Portal feature, you can submit billing questions through the Patient Portal.
1. On the main Portal screen, click the Messages tab.

2. Inthe Actions pane of the Messages tab, click Billing Question.

3. Type your question in the field provided, then click the Send button.

NOTE: One staff member is assigned to receive all Portal messages about Billing, so there is no option to
select the person to whom the message will be sent.

Submit a Portal Suggestion

If your clinic has enabled this Portal feature, you can give your clinic feedback on ways to improve their
Patient portal.

1. On the main Portal screen, click the Messages tab.

e-MDs Patient Portal 6.2.0 9
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2. Inthe Actions pane, click Portal Suggestion.
3. Type your suggestion in the field provided.
4. To submit to the clinic, click the Send button.

NOTE: One staff member is assigned to receive all Portal suggestions, so there is no option to select the
person to whom the suggestion will be sent.

Request a Medication Refill

Some clinics allow patients to use the Patient Portal to request a refill for an existing prescription. Refill

requests sent to the clinic via the Portal must be reviewed and approved by a clinic provider before they
will be refilled.

1. On the main Portal screen, click the Medications tab.

2. To request a medication refill, click the check box to the left of each medication to be refilled, and
then click Request Refill (located in the Actions pane).

My Medications Medications
= Current Medications Refill Gty Drug Physician Prescribed
[ 000 Zantac , SM10/2003
| PastMedications
- [~ .00 Demerol HCI . 81042005
Actions I 0.00  Phenergan , 21042005
(9 Request Refil [ 0.00 Trazodone HCI . 8M10/2005
J Add Hew Medication
[# |0.00 Carafate , &M10/2008
[~ 0.00 ToprolXL 8/10/2005

3. When you click Request Refill, all medications you selected for refill appear in a Medication Refill
Requests pane and a notes field is provided for additional information, such as name and address of
the pharmacy where you would like the prescription to be filled. Although the clinic may have the
original pharmacy information, it is a good idea to confirm all information here, especially address and
phone number to identify the specific branch of the pharmacy.

Type any additional information concerning the refill in the notes field, and then click the Send
Request button.

Actions e
| - My Health Summary
| - My Medications ;I
Medication Refill Requests
=
IMedication Mames: Phensrgan ;l = — —
Quantity: 0.00 he notes will apply to all medication reguests.
Strength: <=nones
Sig:
Send Request Cancel
- We attempt to check our meszages throughoe £ day, however, pleaze do not expect an immediate regponze
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NOTE: One staff member is assigned to receive all the refill requests sent via the Portal, so there is no
option to select the person to whom the request will be sent.

Request an Appointment

Your clinic may allow you to schedule an appointment through the Portal directly into their scheduling
system. This is called Open Access scheduling. If your clinic does not allow Open Access scheduling,
you can use the Portal to request an appointment for a particular date and time, and your request will be
routed to the clinic’s waiting list. The following instructions for requesting an appointment apply to clinics
who allow Open Access scheduling as well as clinics who do not allow Open Access scheduling.

1. To schedule an appointment, click on the Appointments tab.
Current and pending appointments are displayed. Notice the Actions pane on the left side of the
Appointments tab.

Overview Messages (0) Lab/Test Results (0) Health Summary Medications Appointments

Actions Upcoming Scheduled Appointments(1)

3—, Request Appointment Date Time Physician Clinic Name Visit Reason MNotes
17202008 S5 Heriz, Duz  ooi's Remarkabie BP check

Remedies

<=

Appointment Requests Awaiting Clinic Processing(1)

From Date To Date Physician Clinic Name Vigit Reason MNotes

An appeointment was reguested on any
Robin's Remarkable day from 7/15/2008 to 7/16/2008
715/2008 TH8/2008 ertz, Duz ; = '] .
DTNSZ008  DTASIZO0E  Hertz Duz  poieies headach batween 3:00 AM and Z:00 PM with
Hertz, Duz.

2. Inthe Actions pane, click Request Appointment.

3. Read and respond to the Disclaimer message by clicking the Agree button, and then click Continue.
The Appointment Request Form displays.

Appointment Request Form

What is the main reason for the visit?

Select Visit Reason

Please specify the reason if not listed:

Any additional information we need to know?

Submit Request |
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4.

10.

11.

Portal Instructions for the Patient

Indicate a main reason for the visit by clicking the down arrow, and then select (click) a reason from

the dropdown list.
NOTE: If your visit reason is not listed, you can select Other. If you do select Other as your main
reason, you must complete the field labeled “Please specify the reason if not listed”.

Add any additional information about your appointment request that will be helpful for the practice

to know. For example, you might describe the symptoms you are experiencing.

When all required information is entered, click the Submit Request button.
Additional fields are displayed for appointment details.

Select the date/time range, fadility, and provider you would like for your appointment.
Request Type:
% search for =pecific appeintment time
' Contact me if a time i available
I First Available Appointment
Start Date: 2008 J
End Date: 2008 J
Time Range: from
to
[s:20P 2
“Select a Provider: IHertz. Duz LI
“Selecta Facility: I Rokin's Remarkable Remediss LI
Submit Request | Reszet Dates
Indicates a required field. “ou must =&t thege tems to search for available appointment zlots.
If the "First Available Appeintment” option iz not =et, then pleaze =&t the dates and time range accordingly.

Select an appointment Request Type.

NOTE: If your clinic provides Open Access scheduling (i.e., your clinic allows you to schedule your
appointment directly to their scheduling system) and you want to use this feature, you can select
Search for specific appointment time. Otherwise, select Contact me if a time is available, and your
request will be added to the clinic’s Wait List.

To be seen as soon as practicable, click the First Available Appointment option.

NOTE: Selecting this option does not allow you to enter a preferred date or time.

To indicate an appointment date range preference, click an ellipsis button E] to display a calendar.

Click on a date in the calendar to select the date.

To select a preferred from or to time range for the appointment, click the down arrow in a time field
and click on a time to select it.

To indicate a provider preference for your appointment request, click the down arrow then select
(click) your choice from the dropdown list.

NOTE: This field is automatically set to the provider listed for you at the clinic, but you can change
this selection.

e-MDs Patient Portal 6.2.0
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12. To indicate a facility preference for your appointment request (if applicable), click the down arrow,
then select (click) your choice from the dropdown list.

13. When you have completed all required fields for the appointment request, click Submit Request.

14. If you selected Other as the Main reason for the visit, a confirmation message is displayed, your
request is sent to the clinic’s scheduling Wait List, and the appointment appears in your list of
appointment requests waiting for clinic processing. You will also receive an e-mail message
confirming receipt of your request. When the clinic processes the request it will move to the
confirmed appointments list with an appointment date and time.

15. If you selected a main reason for your visit (not Other), and you selected Search for a Specific
Appointment Time, an appointment grid displays at the bottom of your screen.

| selectslot | Appointment Date | Appointment Start Time | Provider
[ Select [ /202008 [ 800 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 8:15 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 8:30 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 8:45 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 9:00 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 8:15 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 9:30 AM [ Hertz, Duz
[ Select [ 8/20/2008 [ 5:45 AM [ Hertz, Duz
[ Select [ /20/2008 [ 1:00 PM [ Hertz, Duz
[ Select [ /20/2008 [ 1:20 PM [ Hertz, Duz
[ Select [ /20/2008 [ 1:40 PM [ Hertz, Duz
[ Select [ 8/20/2008 [ 200PM [ Hertz, Duz
[ Select [ 8/20/2008 [ 220 PM [ Hertz, Duz
[ Select [ /202008 [ Z40PM [ Hertz, Duz

16. To choose one of the listed appointments, click the word Select next to the desired date and time,
and then click Submit Request. The system displays an appointment confirmation message, and
you will receive a confirmation message in your Portal Inbox.

You can view your appointments by clicking on the Appointments tab. Upcoming Scheduled
Appointments shows appointments that have already been scheduled.

If you have requested appointments via the Portal, but the appointments have not yet been scheduled by
the clinic, the requested appointments are shown in Appointment Requests Awaiting Clinic processing.

7 y 7 V]
| Overview | Messages (0} | LabiTestResuits (0) | Health Summary | Medications | L

Welcome Cote De Pablo

— Upcoming Scheduled Appointments(1)
Date Time Physician Clinic Name Visit Reason Hotes

0712212008 00 ‘Wayne, John Lone Star Clinic Allergy testing
>

]b Request Appointment

Appointment Requests Awaiting Clinic Processing(3)
From Date To Date Physician Clinic Name Visit Reason Notes

An appointment was requested on 7162008
0711612008 0711612008 Lone Star Clinic Headache between 9:00 AM and 1:00 PM with the first avaiable
provider.

The first avallable appointment was requested with

‘Wayne, John Lone Star Clinic Sore foot W . John,

Confirm, Cancel, or Reschedule an Appointment

At some point before a scheduled appointment, you may receive a Portal message with “Appointment
Reminder” as the message title.
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» My Recent Messages
D Date Time From To Title

[0 = 7142008 319PM  PORTAL Cote De Pablo | Appointment Reminder
Select ink above to confirm,
reschedule, or cancel your appointment

D = TH4/2008 11:22 AM Wayne, John Cote De Pablo RE: Referral Request

1. Click on the Title of the message to open it.

2. When you open the reminder, three buttons are displayed in the message: Confirm Appointment,
Reschedule Appointment, and Cancel Appointment. Appointment time, date, provider, and facility are
also included in the message.

NOTE: If the Reschedule option and the Cancel option are not available, the clinic may not allow
rescheduling and cancelling appointments within a certain number of days before the appointment.

Appointment Reminder

| Confirm Appointment |[ Reschedule Appointment |[ Cancel Appointment

From:
PORTAL

Attachments:
(Mo attachments)

Message:

Appointment Reminder

Patient: D& Pablo, Cote

Appointment Date Time: Jul 16 2003 8:154M
Provider: Bowie, James

Medical Faciity: Lone Star Clinic

View Map

If you click Confirm Appointment, a message is sent to the clinic confirming the appointment.
If you click Reschedule Appointment, a calendar appears.

Click a date on the calendar and all available appointments on that day are displayed.

NOTE: Only appointments for the provider with which you were scheduled on the original
appointment are displayed. If you want to see a different provider, you must cancel this appointment
and set up a new appointment.

If you click on one of the available appointments, your appointment is rescheduled to that date and time,
the rescheduled appointment information is reflected in the Notes column on the Appointments tab in
Portal and in the text under the title of the Appointment Reminder message, and another appointment
confirmation message will be sent.

If you click Cancel Appointment, the clinic is notified of the cancellation, and the appointment is removed
from the Appointments tab.

Fill Out Medical History (Message Alert)

For certain types of appointments, your doctor may request that you fill out a medical history
guestionnaire. If so, once the appointment has been confirmed, an alert will be displayed on the
Overview tab in Portal.
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1 A

. Messages(0) | LabTestResults (0) | Health Summary = Medications |

Welcome Leroy Jethro Gibbs

[ message Alert R My Recent Messages

Fill Dut Medical History ] Date Time
(Appointment Date: 07/15/2008) —— {
] E= SI2872008 942 AM

1. Click on the red Fill Out Medical History link.
My Instant Medical History displays as shown below.

~ My Instant Medical History

Please complete the history questionnaire below. At the end of the process you
may print a copy for your records. In order for this information to be sent to your
doctor you must also click the Next button. Thank you.

e-MDs Instant Medical History

If you believe this is an emergency, call the OFFICE IMMEDIATELY or
go IMMEDIATELY to the Emergency Room. Symptoms such as chest
pain, chest pressure, shortness of breath, or blood loss may require
immediate medical attention.

Through this questionnaire, you will be asked a series of questions that capture
your medical history and describe the symptoms of your present illness.

When you finish, you will see a summary of your symptoms. Answer as
accurately as you are able. Your answers will be reviewed by your health care
provider prior to your visit.

Click Next to begin.

2. Read the information, and then click Next.
A series of questions will be displayed. The questions will vary, depending on the visit reason for
your scheduled appointment.

3. Read each question, and then click one of the answer buttons to go to the next question. Notice that
there are buttons below the question pane that allow you to skip the question or go back to the
previous question.

» My Instant Medical History

Please complete the history questionnaire below. At the end of the process you
may print a copy for your records. In order for this information to be sent to your
doctor you must also click the Next button. Thank you.

Please answer the following gquestion.
Are you short of breath with [ Yes ]
the abdominal pain? [ No ]
[ Sometimes ]
[ Don't know |

| Skip this question ] [ Go back a question i
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4. When you have answered all questions, all the questions and answers are displayed.

= My Instant Medical History

Please complete the history questionnaire below. At the end of the process you
may print a copy for your records. In order for this information to be sent to your

doctor you must also click the Next button. Thank you.

stomach pain.
Timing

Stomach pain occurs at night.

sleep.
Context

reason for my visit.
Associated Signs and Symptoms

accompanied by nausea.

abdominal pain. Loose bowel
movements.

Review of Systems
Constitutional
He denied: Fever associated with
abdominal pain.
Genitourinary
He denied: Painful urination.

He reported: Intermittent stomach pain.

He denied: Abdominal pain interrupts
He reported: Stomach pain is the main

He reported: Stomach pain sometimes

He denied: Abdominal pain associated
with chest pain. Sweat or perspire with
the abdominal pain. Vomited with the

-

5. Note the Save and Print buttons below the questions and answers. It is a good practice to print

this for your records or save it on your computer.

6. Click Next to send this information to your clinic. If you don't click Next, the clinic will not be able to
see your completed questionnaire. If you want, you can save the questionnaire and then return to it
later when you are ready to complete it and send it to your doctor’s office.

Viewing or Updating Information through the Portal

The Portal allows you to view and update general health information documented in your records at the

clinic. General health information that you can view and update includes:

e Alist of your medications

e Your documented allergies

e Alist of your health problems
e Your medical history

e Your immunizations

You can also view and update your insurance information and demographic information, such as your

address and phone number.

Be aware that new information submitted through the Portal is routed to a member of clinic staff and not
directly into your records. Clinic staff will review the new information and determine whether it is
appropriate to add the information to your records. The new information will not be visible in the Portal

until the clinic staff updates your records.

e-MDs Patient Portal 6.2.0
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View or Update Your Current Medications List
To view a list of your medications documented by your clinic:

1.
2.

3.

Click the Medications tab.

In the My Medications pane, click Current Medications to view a list of your current medications as
documented in your chart at the clinic.

[ Overview | Messages (0) | LabiTestResuits (0) | Health Summary | . Appointments

Welcome Leroy Jethro Gibbs
[ My Medications o Medications
| Current Medications :F-‘.-.-.'III Qty Dirug
D 3000 Lipitor
T— 10mg Tabilet
e it Take 1 tablefis) by mouth daily
0O 20.00 Wellbutrin XL
A rthonis B 300mg Tabiets, Extended Release
i Take 1 tablet(s) by mouth daily
7 Request Refill [] 100.00 Nephro-Fer
350mg Tablets
[ ) Add Hew Medication | Take 1 tablet(s) by mouth daily

To view medications that you have taken previously, but are no longer taking, click Past
Medications.

To update your medications list:

1.

2
3.
4

Click the Medications tab.
In the Actions pane, click Add New Medication.
In the New Medication form, type the new medication information.

Click Submit. New medication information is forwarded to the clinic for review and will not be visible
in the Portal until approved and added by the clinic staff.

View or Update Your Health Summary Information
To view your Health Summary Information:

1.

2.

On the main Portal screen, click the Health Summary tab.
On the Health Summary tab, the Health Summary pane contains links to your health information.

Health Summary = My Health Summary
'rou have 0 medications on record.
'ou have 2 expired medications.
"ou hawve Z current problems.

- Medications

- Problems "ou have 0 current allergies.
ou have 0 immunizations.
L Allergies Wiew your medical history tems.

- IMedical History

| Immunizations

Click on the links in the Health Summary pane to display details. (Note that clicking on the
Medications link will access the Medications tab.)
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Click the Problems link to display a list of current medical problems recorded in your chart.
Click the Allergies link to display all current allergies recorded in your chart.

Click Medical History to display a summary of the history contained in your chart.

o 0 kM w

Click Immunizations to display immunizations documented by your clinic.

Notice that links to View CCR/Health Summary or View Confidential CCR/Health Summary are also
included in the Health Summary pane. See the next section, View, Print, or Copy Your Continuity of Care
Record (CCR), for information about these links.

To update your Health Summary information:

1. To update health summary information documented in your chart, click the Health Summary tab
located on the main Portal screen.

2. Inthe Health Summary pane, click the Problems link to review current medical problems recorded in
your chart. To add a new problem, click Add New Problem, type the new information in the
Description field, and then click Submit to create and send a message with the new information.

3. Click Allergies in the Health Summary Pane to review the current allergies recorded in your chart.
Click Add New Allergy to create and submit a message regarding new allergies.

4. Click Medical History to review the history documented in your chart. To submit more information,
click Add New History.

5. Click Immunizations to review the immunizations recorded in your chart. To submit information
about other immunizations, click Add New Immunization.

Any new updates to your Health Summary information will be reviewed by the clinic, and then added to
your records if appropriate. The new information will not be visible in the Portal until the clinic staff
updates your records.

View, Print, or Copy your Continuity of Care Record (CCR)

Your Portal allows you to view a Continuity of Care Record (CCR) which contains a “snapshot” of the
health summary information currently documented in your electronic medical record at your doctor’s
office. You can print a copy of your CCR, or you can save a copy to your computer.

You may want to take a copy of your CCR with you if you go to see another doctor, so that the new doctor
will have detailed information about your health history and will be able to review all medications that you
are currently taking before prescribing new medications. This promotes continuity of care between
providers and is especially useful in avoiding potentially dangerous medication interactions.

Note that you can access a CCR with all information, including information that has been marked
confidential, or you can access a CCR that does not show information marked confidential.

To view or print your Continuity of Care Record:
1. On the main Portal screen, click the Health Summary tab.

Notice the Health Summary pane located on the left side of the tab. Links to view your CCR or export
your CCR are included in the Health Summary pane.

The View CCR/Health Summary and Export CCR/Health Summary links include confidential
information in the CCR. The confidential information can be identified by the word “Confidential” in
the Comments column. The View Confidential CCR/Health Summary and Export Confidential
CCR/Health Summary links do not include the confidential information in the CCR.
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L Medications
| Problems
- Allergies

| - Medical History

| Immunizations

| - Export CCR/Health
Summary

| View CCRHealth
Summary

| - Export Confidential
CCR/Health Summary

| View Confidential

CCR/Health Summary

My Health Summary
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ve [ medications on record.
ve 2 expired medications.

2 current problems.

e 0 current allergies.

'You have 0 immunizations.

Wiew your medical history items.

2. To view your CCR, click View CCR/Health Summary or View Confidential CCR/Health Summary.

3. To print the CCR summary displayed, click the print icon on your browser.

4. To save an electronic copy of your medical record, click the Export CCR/Health Summary link in the

NOTE: You can save a copy of the CCR file to your computer, and you can then attach that file to an
email if you need to send it to another physician electronically. This file is a recognized standard that

Health Summary pane located on the left side of the screen.

Caution: The Information exported will include any confidential information recorded in your chart. If

you do not want to include the confidential information, click the Export Confidential CCR/Health
Summary link instead.

some medical practices may be able to import into their electronic medical record if they use an electronic
record system.

View or Update Your Demographic Information
1.

Click the My Account icon in the upper right corner of the main Portal screen. The My Account main

screen is displayed.

To view your demographic information, click My Demographics.

To update your demographic information, click Edit My Demographics.

Account

& My A
& My Account

~
- My Account Maintenance

O My Demographics

| @ Edit My Demographics

e-MDs Patient Portal 6.2.0

Edit My Demographics

First Name: ||3i||)r

Middle Name: I

Last Hame: IAcuna

Address Line 1: Igg,‘-; Hoemer Cir

Address Line 2: I

City: |sartinvile
State: Mz -

Zip Code: Iggggl—.

Edit My Insurance

Home Phone:

Office Phone:

Mobile Phone:

Date of Birth:

Gender:

o
o

| ERRGER

II-]aIe VI
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Type the new information in the appropriate fields.

Click Submit Changes. The new information will be routed to your clinic for review, and then added
to your records if appropriate. The new information will not be visible in the Portal until the clinic staff
updates your records.

View or Update Your Insurance Information

1.

5.

Click the My Account icon in the upper right corner of the main Portal screen. The My Account main
screen is displayed.

Click the My Demographics link, and scroll down to Edit My Insurance.

To update information about your insurance provider, type the information in the fields provided in the
Edit My Insurance pane.

If you have changed health insurance providers, scroll down the Edit My Demographics window to the
Add New Insurance pane. Enter the requested information, then click the Add Insurance button.

To submit demographic changes to the clinic, click Submit Changes.

NOTE: Edited information will not be reflected in your records until approved by the clinic.

Update Your Portal Account Password or Email Address

You can view and update your Portal account information (examples: password, email address) from
within the Portal. It is strongly recommended that you change your password immediately after you
receive the initial notification that your account has been set up and on a regular basis thereafter.

1.

3.

To update your Portal account information, click the My Account icon in the upper right corner of the
main Portal screen. The My Account main screen is displayed.

To change your password or other information related to accessing your account, click My Account
Maintenance.

Account Account Maintenance
-~ X ) )
& My Account Login Name: IEACU”E
7. i * Password:
&l My Account Maintenance : I
O Iy Demographics * Retype Password: I
@ Edit My Demographics " Security Question: [vinat is the dog's name?
* Security Answer:

IGEcrgE

* Email Address: Itﬂcunﬂ@myisp.ccm

Submit Change

Type the updated information in the fields provided, and then click Submit Change.

NOTE: The Security Question and Security Answer are used if you forget your password.
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If you forget your password...

You can reset your password from the login area. Notice the text “Did you forget your password” located
immediately below the Login button. You can click on this text to access your security question and reset
your password. If you did not set up a security question and answer, then you can contact the clinic to
reset your password. No one at the clinic knows your password, but they can reset it if necessary, and
then you will be able to create a new password.

Login

User Name

Password

|

Did you forget your password?

1. Inthe Login area, click on the text Did you forget your password?
Password Retrieval is displayed.

Password Retrieval

‘Enter your email address:

Itﬂcunﬂ@myisp.ccm

‘Enter your login name:

IE;—'u:unﬂ

Submit Info

Secure Question:

Answer:

2. In Password Retrieval, type your email address and login name, and then click Submit Info.
The system displays the Secure Question you entered in Account Maintenance.

3. Type the Security Answer you entered in Account Maintenance, and then click Submit Answer.
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If you do not have a login account for the Portal...

This clinic uses an Internet-based Patient Portal allowing its patients to receive clinic communications as
well as request appointments. Access to most Portal functions requires a user name and password
issued by the clinic.

If you are a new patient (i.e. you have never been seen by this clinic), or the clinic has not assigned you a
user name and password, you can still use the Portal to request an appointment.

When completed, your appointment request is automatically added to the clinic’s Scheduling Wait List.
Once your request is received and processed, someone from the clinic staff will contact you, ask for
additional information (if needed), and confirm an actual appointment time.

You can also access driving directions to this clinic if needed.

You must sign a Portal Authorization form before the clinic can assign a user name and password.
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CHAPTER 3

Portal Instructions for the Clinic Staff

This chapter of the user guide addresses the integration of e-MDs Patient Portal with e-MDs Solution
Series and describes how clinic staff members interact with the Portal to manage appointment requests,
send and receive Portal messages, and process natifications and requests received from the Portal.

The Patient Portal can offer significant time savings when used to communicate lab results, automate
appointment reminders, and request information updates form the patient. All of these features are
integrated into your existing e-MDs Solution Series software, so you won't have to learn a new system.

Most of the functionality on the Patient Portal is optional and can be implemented in stages, if desired.
The Clinic Administrator for the Portal can enable selected features, while leaving others disabled.

Authorizing a Patient to Use Portal

Other than a new patient appointment request, patients cannot use the Portal until you set them up in
Solution Series as Portal Patients.

1. Have the patient sign a Portal Authorization form (created by the clinic), then scan and import into
DocMan.
NOTE: You can link the Portal Authorization form to a Schedule check in task, and the form can be
scanned directly from the Check In screen during the patient intake process.

2. When you import or refile the authorization to the patient’s chart, in the Required Form field, select
Portal Authorization.
A demographic icon appears next to the Required Form field.

Click on the demographic icon.
4. Patient Maintenance opens. Verify that the patient has an email address.

A Portal Account button is displayed at the top of the window.

=] Chart Patient Maintenance for Pam Inez
File Edit

& h & & © #| & '« > x @

Save PrntForms Chart Cover Balance ApptHx Refenals | Portal Account | Audit DocMan Cancel  Help

General | Addiesses | Misc. | Contacts | Fax Contacts Facilities Employment = Mote | Aging Totals | File History = Alternate IDs = Appointments

6. Click the Portal Account button. An email containing Portal login name and password is sent to the
patient, and the following message displays:
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e-MDs DocMan EJ

Account was successfully created and the notification email sent.

Login Mame: Plnez
Password; 35297708

7. Click OK.

The Portal Account button disappears for this patient and will not appear again until the authorization
must be renewed. (Default is one year, but can be edited. In the DocMan Options window, the expiration
interval entered for HIPAA Document Expiration also applies to the Portal Authorization Form.) Note that
you can set up a rule in e-MDs Solution Series to send a message to the patient when the authorization is
due to expire.

After you authorize a patient for Portal, the message icon for that patient changes. A planet is overlaid on
the yellow envelope. This visual cue makes it easy for staff to know that they can send results
notifications to the patient directly from Chart, DocMan, or TaskMan.

Managing Portal Appointments in e-MDs Schedule

Depending on how you set up Portal appointments for your clinic, the patient may schedule appointments
directly into e-MDs Schedule, or may send an appointment request directly to the Wait List in Schedule.

Open Access Appointments

If your clinic allows open access scheduling, patients may schedule an appointment directly into an open
slot in e-MDs Schedule. This is customizable by provider, so each physician can choose whether or not
to implement this functionality for their appointment slots. Additionally, the physician may choose to
select only specific days of the week and times in those days for open access. This can be useful to
target time periods when patient volumes are typically low.

The following conditions are required for open access scheduling:

= Visit reasons have been set up for Portal.
Patients must select a specific visit reason for the appointment; selecting Other causes the
appointment request to be routed to the Wait List.

= Time slots for providers have been set up as PAV slots in e-MDs Schedule.
Note that only those providers with PAV slots are included in the provider list displayed in the
Patient Portal appointment scheduling component.

= The Portal Authorization process has been completed for the patient and the patient has a current
Portal account with a valid email address.

If a patient schedules an appointment directly into Schedule, the appointment simply appears on the
schedule in one of the PAV slots you have made available. No natification is sent to the clinic other than
the appointment being displayed. It is scheduled just as it would be if clinic staff scheduled it based on a
telephone call.

Portal Appointments in the Wait List

If the clinic does not allow open access scheduling, the patient can request an appointment, and the
appointment request is routed from Portal to the Wait List in e-MDs Schedule. These appointments are
identified by a Portal icon (grid and planet) in the From column of the Wait List screen. Process these
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appointments as you would any other appointment request in the Wait List. The Wait List notes field
contains any preferred times specified by the patient. When you schedule an appointment from the Wait
List, the patient can see the date and time in their upcoming appointments list on Portal.

Appointment Confirmation

You can use the Rule Manager in e-MDs Solution Series to create a Portal rule and set it to run a specific
number of days before appointments so that a message is sent to remind the patient and request
appointment confirmation. The reminder is sent to the email address recorded for the patient in Solution
Series, and it tells the patient that they have a message in the Patient Portal. This rule is recommended
as a means of decreasing staff telephone time, increasing the appointment confirmation rate, and
reducing the number of missed appointments.

The automated confirmation function also gives you the ability to set up messages based on different
appointment types and allows for creation of a custom message for each appointment type. (Mail merge
fields can be used for these messages.) Such messages might include instructions or reminders for pre-
procedure preparation, reminders of co-pay amounts, etc.

When the patient opens the message in Portal, several options may be presented, depending on which
settings have been enabled by your Clinic Administrator for Portal. Possible options include Confirm,
Reschedule, and Cancel. If the patient selects the Confirm Appointment option, the confirmation status in
your e-MDs Schedule is updated with a purple telephone and green globe with the number 1. If the
patient selects the Reschedule option, the appointment is removed from the original date and scheduled
on the new date and a note is available which tells you the appointment was rescheduled from the
original date. If the patient selects the Cancel option, the appointment is removed from the slot. Note
that the Reschedule and Cancel options are only available if you enable them on the Portal administration
pages. They are based on the number of days before an appointment that a patient is not allowed to
cancel or reschedule.

Clinic staff can easily follow up on cancellation requests by using the Reports >> Appointment
Confirmations work list tool. See the e-MDs Schedule and Rounds User Guide or e-MDs Bill User Guide
for further information and instructions for using Rule Manager and Reports.

Instant Medical History™

The Instant Medical History (IMH) feature is licensed from a 3" party vendor, Primetime Medical, at no
cost to you. It sends a questionnaire link to the patient when appointments are made for visit reasons
that have been set to require a Portal History. Once the appointment is confirmed, a bold red alert is
displayed when the patient logs in to the Portal. An online medical history form is provided for them to
complete and submit via the Portal. You can then opt to include the information in pertinent sections of
the chart, such as HPI, ROS, or Past Medical History.

NOTE: The time prior to the appointment that the medical history alert appears is a preference that can
be set by your Clinic Administrator for Portal, but the Instant Medical History alert will not activate until
after the appointment is confirmed either in e-MDs Schedule or in the Patient Portal.

To set visit reasons to activate the request for medical history, open e-MDs Schedule, select Visit Reason
from the Reference menu, open the Visit Reason for editing, and select Portal Hx Required. Note that
this selection just sets up a default. You can disable this from within an appointment if it is not going to be
necessary (such as for a follow up for the same problem), or you can enable it for an appointment where
you don’t normally have the link.

Visit Reason

Vizit Reazon Diuxation Triage ICD Code | CPT Code Instnaction:? Emergency Level Ebgbilty Check? TOS Depandancy ¥ Portal 7 | Portal Hx Regured 7
20 ¥NOMNE Routire <ranes r r r
Abdominal cramps 10/ Sea ASAP # severs of vomting or 783.0 Fowtire <rione r I r
C AR o — I I

The visit reason description is passed from the e-MDs software to the IMH system, which may then
provide a more targeted questionnaire based on the problem.
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In Chart, there are new “Hx” labels above the Health Summary section and the Visit Note section. When
a patient completes and submits the medical history, the Hx label displays in bold red when you start a
new note for the appointment. The link between the note and the appointment can be seen in the Visit
Details window when you start the note. The Chart user can then click on the Hx label to insert the
information into the Visit Note or the Health Summary in the appropriate section (depending upon whether
the information includes History, HPI, or ROS information) and is preceded by the text “PATIENT
ENTERED DATA”". Patient entered data goes into unstructured text boxes, which you may modify if
necessary. When the information has been added to the chart, the Hx label is no longer red.

I e-MDs Chart - Duke Q@@

File Demographics Reference Tools Reports Help
0 Current Chart: |[EREENESEA | &
W Gibbs. Leroy J. (Jethro) ooe:01/15/1951 57 womale ASPG Insurance Program $10 100%

[ Vit /HS | ChatView |Flowshests N O @ B A 6 AR S 2D BB B © @@ @ 7 Headthsummay

¥ MNote

Health Summary Doctor's Note
Ewpand Collapse Inc. Font Dec Fonlm Inc. Fornt  Dec. Font  Print Preview FastForms  Full TestView  Outline TextView Refresh All
_+| o Current Problems Detl ﬂ Gibbs, Leroy J. 01/15/1351 A
i Dffice/Outpatient Visit
L+ f/Alinipes CC_*| Visit Date: Mon, Jul 14, 2008 02:32 pm
4| o Medications WPl »| Provider: JohnWapne, MD
_+| o PMH/FMH/SH ~———— Location: Lone Star Clinic
ROS »
_+| o Tobacco/Alcohol/Supplements W UBJECTIVE
_#| o Substance Abuse History — ]
_+| o Mental Health History Prblm »| CC: 7 B0
_#| o Communicable Disease History Immz _‘,l HPI:

Allig > |
Meds ’
Vital *

Exam *

PATIENT ENTERED DATA:

#1. “'acute bronchitis™

Labs »

Sending a Message to a Patient

If a patient has a Portal account, there is a planet icon overlaid on the yellow message envelope to
indicate that you can send results and other messages to the patient through the Portal. You can send
messages to Portal accounts from e-MDs DocMan, TaskMan, or Chart.

In a typical workflow scenario, a message may be initiated from within the patient’s chart or from a
DocMan view when you're viewing a result. Both of these contexts have TaskMan options to immediately
send a message, and these can save time since the patient is already loaded. If you send a message
from DocMan, it is easier to get the attachment sent as well.

Messaging includes some automatic functions to assist with monitoring Portal communications. Every
message is automatically added to the patient chart, and if two way messaging is enabled, replies are
added to the same “thread” or tree so you can follow a conversation. You can request a read receipt, so
that a notification will be sent to your Inbox when the patient opens the message.

There are also two folders in TaskMan to help you keep track of messages. The Portal Unread
Messages inbox is a work list that you should monitor to ensure that all outbound messages are read. It
is suggested that you contact patients using an alternative means, where necessary, if the message is

not read within a certain time frame. When a patient reads a message, the message is automatically
moved to the Portal Read Messages folder.

To send a message to the Portal, open DocMan, TaskMan, or Chart, and:
1. Click the message icon.

2. From the dropdown menu, select the option for creating a Portal Message.
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Search for and select the patient. (Not necessary if you have their chart open.)
4. Type the message.

If you are sending lab or test results, be sure to select the Lab/Test checkbox so the message will
be routed to the patient’s list of test results.

6. If you want to receive a notification of the date and time that the patient opens the message, select
the Portal Request Read Receipt checkbox.

7. Send.

Patients can use the Portal to send new messages to specific providers at the clinic or reply to messages
sent by the clinic. Where there are multiple replies to a message, the replies are now “threaded” in Chart
View (Log/Phone/Rx Notes), so it is easy to see a linear conversation log. A plus sign next to a message
indicates that there are more messages in the conversation.

G Vigit Notes D Log/Phone/Rx Motes w Chiorobagy ﬁ Labes / Tests ‘b‘ Disgnose: | [ Medications B Consulz/Fefenals D Documants ‘ Cassg ?

MNew TASKMAN NOTE
From: Wayne, John
. Sent Ap 29 2008 212PM
= ml:flﬂﬂﬂ Conversation: Refenal A 170 Leroy Jethio Gibbs (Pottal]

Subject: AE: RE: Strep Screen
5= 05/01/2008 Conversation: Medical History Attachments:
T Information
05/01/2008 Conversation: New Current ‘f'ou a6 gomg to be fine.  Come in nest week and we can lalk.
= Froblem

04/29/2008 Conversation: Urine

[CF = | —{iginal Message—
Prognancy _ From: Levoy Jelhvo Gibbs (Poral)
P EE 04/29/2008 Conversation: Serum Sent 04/29/2002 141211 b
Pregnancy To: Wapre, John
# =] 04/29/2008 Conversation: U/A Lab Subject: RE: Strep Screen
=] 04/29/2008 Conversation: TSH Lab Patient: Gibbs, Leoy J
=] 0472972008 Conversation: Stiep Screen Accounth: GIBLERDODT
= 0442972008 , .
=1 0472972008 | can't come see pou for aweek. Please call and let me know if I'm going to be okay.
=] 04/29/2008
SR =] 04/29/2008 Conversation: Metabolic
El Panel F,«ﬂwwne Jom
] 0472972008 Subject: Shiep Scieen
] 0472972008 Conversation: Lipids Lab Attachments
=] 0442972008 Patient: Gibbe, Leroy Jethuo - Document: Shep screen
EHE] 04/29/2008 Conversation: CBC Lab
=1 04/29/2008 Heve iz poun lab.  Please makue an appointment either throwgh Portal o by calling our office to review this lab.

EI =] D4/24/2008 Conversation: Lab Results
=1 0442472008

= 04/23/2008 Conversation: Medication
Refhill A equest

= 04/23/2008 Conversation: Medication
Refill R equest

Processing Portal Messages in TaskMan

Patients can use the Portal to request referrals or medication refills, to submit updates to their medication
list or health summary information, and to send billing questions or submit suggestions. These requests,
updates, and suggestions are automatically routed to TaskMan as Portal notifications. Each type of
notification (referral, billing question, health summary update, etc.) is routed to a single TaskMan Inbox.
For example, all referral requests are routed to one staff member’s TaskMan Inbox. All health summary
updates might be routed to a different staff member’'s TaskMan Inbox. Your Clinic Administrator for Portal
can set the routing for these notifications.

If the message is an automated notification from the Patient Portal, the From field of the message header
in the TaskMan Inbox only contains the word “Portal”, but the body of the message contains the patient
name and account number, as well any information entered by the patient.
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Health Information Updates

To process medication updates and health summary updates, review the message content and add it to
the chart, if appropriate.

Referral Requests

To process referral requests, review the message content and follow your standard procedure for
referrals. You can send the referral information back to the patient via the Portal.

S E Hapeml=l T g [@) [BA [From [Subiect [Date Sent ~

- bu-.u - 7 £@ ColeDePatioPorsl]  Refenal lequest 07/14/2008 11:19.28

£ Sent items = 8 Puoital Read Receipt 06/16/2008 11:01:38

5 Deleted | (= Portal Read Receipt 0542772008 09:35:00

5 r:::t (=} R Manald Mallaod Padall B Task biaseans 1 LT RO T

Completed ltems £

3 Dutbox lems

() Postal Ureead Messages From  Cote De Pablo [Portal) To ‘Wapne, John

[ Postal Read Messages Subject Refenal Request &
Viewed 07/14/200811:19.34 Completed By Paortal Date Read
Pacient: De Pable, Cote -~
Aocountf: DEPCOTOOOL
Patient regquests the following referral

Peason: Please send me ©o SoREOne
Messages (22/0)
Specialist: Dr. Feel Good
:

Medication Refill Requests

You can enable an option to let patients request a refill from the Portal. This may be more efficient than
the standard practice of asking patients to request a refill through their pharmacy, which triggers a phone
call or fax to your office, which must then be viewed and routed to an appropriate clinician, who may then
route the request to the physician for authorization. Refill requests from the Portal can be routed directly
to the refill queue of the physician or nurse who typically manages refills. The standard refill authorization
processes, such as automatic fax, e-script, or other fulfillment method, can then be followed.

Medication refill requests can be routed to a TaskMan Inbox or to the Refill Request Module in e-MDs
Solution Series, or to both. Or, this function can be inactivated by your Clinic Administrator for Portal.

If medication refill requests are set to go to TaskMan, the staff member assigned to receive them can
open the message, click on the “Open chart” link in the attachment field at the bottom of the message,
and then follow normal procedures for refill requests.

If medication refill requests are set to go to the Refill Request Module, the request is listed in the module
just as requests from other sources and can be processed by the normal procedures. Note that for
requests submitted via Portal, the Entered By column shows Portal Patient.

Sig [as]at]unes [#RE: [Send [Phamacy [Provides [Ertered By [Last Refiled  [[J] -~
Tk 1 tablets] by mouth dady [ 100 tabietls) ] Howston, Sam Perlal Patient 472972008
Take 1 tablel]s] by mouth & bedsime pen [ 10 tabletz] 0 Pink Wayne, John Poelal Palient 4/28/2008
Takss 2 tabletfs) by mouth tid [ 30 | tabletfz) 0 Wayna, John Postal Patiert 4/21/2008
Takie 1 tabletis] by mouth q12h OO tabletfz) a B Poetal Patient /2008
Take 1 tablet]s] by mouth 8 bedtme pen [ 10 babletfs) i] Prink wiayne, John Pertal Patient 4/28/2008
b
L4 -]

Be sure to click the note icon at the end of the refill request to see additional information from the patient.

Information

i ) Plezse send ko CVS corner of Sth & first,
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Other Portal Messages

Portal suggestions, billing questions, and general portal messages can be managed just as if you
received them via email. Responses can be sent to the patient via the Portal.
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CHAPTER 4

The Clinic Administrator Account

The Clinic Administrator (cadmin) account is used to set up and maintain a clinic’s Patient Portal. This
chapter of the User Guide is designed to help the clinic:

¢ Manage access to their Portal
e Configure Portal functions used by the clinic
e Customize the Portal appearance

e Monitor Portal use

Accessing Administrator Functions

When the Patient Portal is installed, the Portal home page contains only the login link. Log in with the
Clinic Administrator user name and password provided by the e-MDs Implementation Project Manager or
Trainer. This account provides exclusive access to functions used to perform the initial set up of the
clinic’s Portal, as well as to maintain and update the portal.

Setting Up and Maintaining the Portal

Administrator maintenance functions include maintaining the Portal’s clinical and technical information,
assigning staff to process Portal inquiries, selecting which Portal functions are available to patients, and
customizing the Portal appearance. An overview of each maintenance function follows:

e Clinic Info: Displays clinic, web, and server information related to the Portal. This function is normally
used only during Portal installation. e-MDs Technical Support may use it as a quick reference when
working with a clinic. Information can be viewed, but not updated from this screen.

¢ Clinic Maintenance: Consists of these sub-functions:
= General Maintenance: Update clinic information and test web-related functions of the Portal.

= Notification Maintenance: Assign clinic staff to receive a specific type of patient communication
from the Portal (e.g., Billing question, scheduling inquiry, etc.).

= Message Maintenance & Options: Select which Portal functions (i.e., Refill requests, referrals,
etc.) are made available to patients. Use these functions to set the frequency of access
parameters and standard text replies for various functions.

= Portal Appearance: Upload and display a clinic’s logo on Portal screens and select a Portal style
(screen colors).

NOTE: Most of the functionality on the Patient Portal is optional and can be implemented in
stages, if desired. For example, you can enable the messaging feature initially, leaving the
remaining features disabled. The online appointment features, automated refill request, etc. can
be added when clinic staff members are ready to work with the remaining features.

o Home Page Maintenance: Allows clinics to upload a specific graphic displayed on the clinic’'s main
Portal web page.
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View Clinic Information

Actions Clinic Info
Edit Members Clinic Name: Robins Remedies
Edit Clinic Staff Clinic Title: Robing Remarkable Remedies
Clinic Info | Clinic Address: 9300 Spectrum .
Clinic Maintenance Austin, TX TETT
Home Page Maintenance Phone Humber: 5554561
Viewr Audit Trails Fax Number:
Clinic Server IP: 192.168.20.50/portall 2
Contact Person: Duz Hertz (Duz)}
Clinic URL: 152.168.20.114/robinsremedies!

To view Clinic documentation, click Clinic Info in the Actions pane.

The Clinic Info page contains basic information such as; the clinic name, contact information, the clinic IP
server address and the name of a contact for the clinic.

Access Clinic Maintenance Functions

To update the clinic information used by the Portal, click Clinic Maintenance in the Actions pane of the
main Administrator screen. The Clinic Maintenance window displays.

Actions General Maintenance Nofification Maintenance Message Maintenance & Options Portal Appearance

Edit Members General Maintenance
Edit Clinic Staff

Clinic Info *Clinic Name:

|Rcbina Remedies
Clinic Maintenance

TE—————re— *Clinic Title: IRcbins Remarkable Remadies
View Audit Trails “Address Line 1: ISEGG Spectrum Dr.
Address Line Z: I
“City: I;:xuatin
“State: THw
“Zip Code: |7—gr1?
*Phone Number: IEEE":EH
Fax Number: I
*Email: Iadmin@m;.fclinic.ccm
“Clinic Server IP: |1gz_1eg_zc_sc
“Clinic Webservice Name: ||:crta|
Current Portal Version: I 1.2 vI

Test Connection | Sync Settings

Save Changes |

Clinic Maintenance is organized around four functions. They are:
= General Maintenance

= Notification Maintenance
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= Message Maintenance & Options

= Portal Appearance

Perform General Clinic Maintenance

All fields on the General Maintenance tab can be edited except the Clinic Name. Required fields are
denoted with a red asterisk.

The Email field contains the address of the clinic’s portal contact person.

The Clinic Server IP is the IP address for the machine used as the clinic’s portal server. The Clinic
Webservice Name tells the portal what to call on within the client’s server. To locate the webservice
name, open IS on the machine. This displays the webservice name followed by the version number.
Example: webserviceforportall.l.

To access previous settings, click the down arrow in the Current Portal Version: field, then select (click) a
version to display.

Clicking the Test Connection button checks the connectivity of the clinic’s database. If the test was
successful, the test report displays in green type. Any test that is not successful displays in red type and
can be used to help troubleshoot connectivity problems.

[ Test Connection J|_ Sync Seftings ]

nitial Connection Successful All assembly dependencies found at Clinic. Successful communicating with the clinic

apback through the chnic server to

The Sync Settings function resynchronizes the clinic’s portal database connection parameters related to
the portal. Any newly generated accounts will be pulled in to the Portal, but you must enable the new
accounts as described in the Edit Member Accounts section of this user guide.

|_ Test Conneclion J[ Sync Selftings J

synchronization has compkeied and save 8§ successful

NOTE: It is a good practice to use the Test Connection and Sync Settings buttons as one of the first
steps in troubleshooting any technical issues with the Patient Portal.

To update information on the General Maintenance tab, enter the new information in the appropriate field
and click Save Changes.

Perform Notification Maintenance

There are several different message types which patients can send to a practice if you enable them.
Examples are billing questions, suggestions, or referrals. When the patient submits certain types of
requests or messages, the Portal routes the notification to the TaskMan Inbox of a message handler
(person) that you designate for the specific message type. Setting the recipient for each natification type
is done on the Notification Maintenance tab of Clinic Maintenance.

To select the recipient for each type of Portal messages, click the down arrow to the right of the
notification field, select the recipient from the dropdown list, and then click Save Changes.

NOTE: If you don't see the person you want to assign, ensure that he or she is enabled as a clinic user
on the Edit Clinic Staff page.
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Messaging and automated notifications such as referral requests and refill requests can be enabled,
disabled, and configured on the Message Maintenance & Options tab. Text for several automated

The Clinic Administrator Account

messages and disclaimers can be entered here as well.

Portal Message Option:

Instant Medical History

Instant Medical History Notification
{prior to appointment date)

Some of the settings are limited to specific options, which are listed in the following table.

Actions General Maintenance | Notification Maintenance | Message Maintenance & Options | Portal Appearance
Edit Members Message Maintenance & Options
Edit Clinic 5taff
Clinic Info "
Refill Request Setting: Refill Request Medule
Clinic Maintenance Enable or disable portal refil request
Home Page Maintenance Referral Setting: I;Z'\IIC'.'; ‘I
View Audit Tralls Allowordalows c
Referral Reason Length: IUnI\m'rtsd 'l

I Enable New/Rephy Nessages ;I

Message Maximum Length: IUnhmrted vl
Days before appointment that appointment reschedule requestis disabled. |1 vl
Days before appointment that appointment cancel request is disabled. I 9 vl

1Dayz =

Message Setting

Options

Refill Request Settings

When a patient requests a medication refill via the Portal,
this setting determines whether the request goes to
TaskMan or to the Refill Request Module or to both.

It is suggested that you only pick one type (preferably
Refill Requests) because both will send separate tasks to
their contexts and so you may have extra work checking
to see if something has been done.

Disable Refill Request
Refill Request Module
TaskMan Message

Refill Requests & TaskMan

Referral Setting

Allow

Not Allow

Referral Reason Length

Defines the character limit in the free text field in the
Referral Request on Portal. This can help you restrict
patients from sending messages that are too verbose.

Unlimited
100

250

500
1,000
5,000
10,000
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Message Setting

Options

Portal Message Option

Applies to replies or new messages sent from the Portal.
It does not affect your ability to send patients a one way
message. When set to Disable, patients will not be able to
see links/functions that are used to send messages.

e Enable New/Reply Messages

o Disable New/Reply Messages

Message Maximum Length

e Same as Referral Reason Length

Specifies number of days before appointment that IMH
notification is sent. NOTE: Notification is not sent until
appointment is confirmed, regardless of setting.

Days before appointment that appointment reschedule e Disabled
request is disabled 1

L]
This controls whether patients can reschedule
themselves using a function in a reminder/confirmation ° 2
message. When selecting this option, consider the o t0 99]
number of days before an appointment that you actually --upto
send the reminder message.
Days before appointment that appointment cancel e Disabled
request is disabled 1

L]
Similar to the above setting, but applies to the Cancel
function in the reminder/confirmation message. o 2

e [...upto99]
Instant Medical History e Enable
Enables a link to fill out a history if the appointment is e Disable
confirmed.
Instant Medical History Notification (prior to appointment e 1Days
date)

e 2 Days

e [...upto 30 Days]

Appointment Preference

o All Web Appointments [Patient can select specific
visit reason and schedule directly or select Other
and appointment goes to Wait List.]

e No Web Appointments

o Add Free Text Requests to Wait List [Patient can
select Other only — no open access scheduling.]

e Specified Visit Reason Appointments [Patient must
select specific visit reason — no Other option.]

Patient can only schedule one appointment online every x
days

Applies to online appointment scheduling and prevents
the patient from scheduling x number of days before and
after any appointment scheduled via Portal. Useful to
avoid abuse of online appointment system; patient can
still request first available appointment.

(Numeric field)

The remaining message and disclaimer settings allow free text entries. Most are self-explanatory. These

messages and disclaimers are very important since they set patient expectations for responses, etc.
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Note that the Appointment Acknowledgement Message is appended to the default text containing the
specific date/time information that is automatically added to the message.

The Email Notification Subject and Email Notification Message settings apply to the auto-generated
message that is sent to the patient’'s email account when a new message is sent to the patient’s Portal.

The Disclaimer Message appears at the bottom of all auto-generated or TaskMan-generated messages.

To change settings, select the option or type the text, and then click Save Changes.

Update Portal Appearance

Actions General Maintenance Notification Maintenance Message Maintenance & Options Portal Appearance

Edit Members Portal Appearance
Edit Clinic Staff Color Scheme: PortalStylesA.cas =
Clinic Info

— N Portal Logo: Browse
Clinic Maintenance | “Max. size of image files: 100KB I —I
Home Page Maintenance “Acceptable image file Upload Logo

. i X extensions: jpa, .gif and bmp
View Audit Trails “Preferred image size is less

than 700 pixels by 70 pixels.
Larger images will be resized.

On the Portal Appearance tab, you can select one of two color schemes and can add an image file that
appears on the Portal interface. (This graphic is applied to the interface seen by the patient after logging
in to Portal.) Note file size and type requirements in blue text.

To select a style, click the down arrow in the Color Scheme field.

To add an image file, click the Browse button, locate and select the image file, then click Upload Logo.

Perform Home Page Maintenance

Actions Edit Home Page
Edit Members Physical Address: I%DG Spectrum Or.
Edit Clinic Staff
Clinic Info e fausin
Clinic Maintenance State: T v
Home Page Maintenance Zip: ITSHT—
View Audit Trails
Welcome Message: Vielcome to Robin's Remarkable Remedies’ Our =

healthcare providers have your health at the top of their
list. Homeopathic as = traditicnal medical
treatments are available from our knowledgeble, friendhy
providers

Upload Homepage Image: I Browse.. I
Upload

Current Image Files on Server:
“The highlighted file is the
current homepage image logo
“Max. size of image files: 2MB
“Acceptable image file Y
extensions: jpg, .gif and .bmp TaT 7 80a1cefizd1dsloge.jpg
“Preferred image size is 300 bdZ4eTazfadadciBaadb0535cad0247 1i0go oy
pixels by 400 pixels Homunculus.bmp

Delete File |

Save Changes Done |

e-MDs Patient Portal 6.2.0 35



The Clinic Administrator Account

The address shown on the Edit Home Page screen is the address that is used as the reference point in
the Get Directions function on your clinic’s Patient Portal home page. The Homepage Image is displayed
in the center of the home page, and the Welcome Message is displayed directly beneath it. The message
style cannot be edited.

To upload a new image file to the Portal server (i.e.: not previously used on the portal home page):
1. Click the Browse button.

2. Locate and select the image file. (The file name appears in the Upload Homepage Image field.)
3. Click the Upload button to save the image on the Portal server.

Note that previously uploaded images are listed in the Current Image Files on Server field, and that
specific image file size and type requirements are displayed in blue next to this field.

¢ Maximum image file size: 2 MB

e Acceptable image file extensions: .jpg, .gif, and .bmp

e Preferred image size: 300 x 400 pixels

To apply one of the existing image files to your Portal home page:
1. Click the file name to highlight it.

2. Click Save Changes.

To delete a current image file from the server:

1. Click the file name to highlight it.

2. Click Delete File.

When all home page changes are complete, click Save Changes and then click Done to exit this
function.

Managing Portal Accounts

Clinic Administrators for the Portal can edit, enable, disable, and remove Portal accounts for patients and
staff.

The Edit Members function is used to allow or prevent a patient from accessing the portal. It is also used
to update an existing account (such as when a patient forgets a login) or delete an account.

NOTE: The Remove User function should be used only when you are certain the patient will no longer
need a Portal account with the clinic (for example, if the patient is deceased). If you remove the user
account and then add the same user account again, an extension is added to the login.

Using the Edit Clinic Staff function allows an administrator to designate which clinic staff can
communicate with patients through the Portal. It does not give staff a portal login. (The staff member
may have a login, however, if he or she is a patient at the clinic as well.)
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Edit Member Accounts

Actions 1 Clinic Members

Edit Members |

Edit Clinic Staff Clinic Hame Status Account Hame Last Hame First Name Group

Clinic Info

O Robins Remedies Active cadmin CLINIC ADMIN
Clinic Maintenance
" (B Robins Remediez Active JAcell Ace lusta PATIENT
Home Page Maintenance
Vievs Audit Trails | Rebins Remedies Active S4cuna Acuna Arthur PATIENT
|l Robinz Remediez Active Bacuna Acuna Billy PATIENT
Account Search r Robinz Remedies Active NAdams Adams Matalie PATIENT
First Hame: I Robins Remedies Active BBailey Bailey Hilly PATIENT
- Robinz Remediez Active TBearl Bear Teddy PATIENT
Last Hame:
[ Robins Remediez Active GChile Chile Gooda PATIENT
Login Hame: - Robins Remedies Active TFairy Fairy Terry PATIENT
[ Rebinz Remedies Active JFlagh Flash Jumping PATIENT
Account Type:
PATIENT
' T 1012
Firs [Previous] [Mexi] [Last Page]
Search I Reset
Enable Mes=aging | Disable Mes=aging I Enable User(s} | Dizable User(s) | Remowe User(s) |

1. The same maintenance task can be performed on multiple accounts at one time. Click the check box
(far left) next to the account to include that account in a maintenance function.

NOTE: Where there are multiple pages of accounts, click the navigation links (First Page, Previous,
Next, Last Page) to scroll through the accounts.

2. Click a function button (located below the Navigation text) to perform that function for the accounts
checked.

NOTE: Clicking a function button performs its intended task but does not display a completion message
or a list of which users have been affected by the maintenance.

There are two message-related function buttons:

= Click Enable Messaging to allow the selected patient accounts to send messages to the clinic via
the Portal. Status will show as Active.

= Click Disable Messaging to prevent the selected patient accounts from sending messages via the
Portal. Status will show as Active, No Messaging.

There are three user-related function buttons:

= Click Enable User(s) to allow the selected patient accounts to access to Portal functions such as
requesting an appointment and viewing lab results. Status will show as Active.

= Click Disable User(s) to prevent the selected patient accounts from accessing Portal functions.
Status will show as Disabled.

= Click Remove User(s) to delete the accounts of the users selected (account no longer exists).

Edit Clinic Staff

This is a list of logins/users that are set up in your main e-MDs Solution Series system. You should
enable those staff that will need to interact with portal patients. Typically this is going to be clinical staff
and those who will be designated message handlers.

1. Click Edit Clinic Staff to display the Messaging Status for clinicians and staff.
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2. To enable messaging for a staff member, click the check box to the left of his or her name, then click
the Enable Messaging button.

3. To disable messaging for a staff member, click the check box, then click the Disable Messaging
button.

Auditing Portal Use

The Audit Trail function allows the administrator to review all patient interactions with the portal.

View Portal Audit Trails

Audit Actions Audits

1D Name Description Date/Time of Event
1

List of Clinic Members
Everyone -

Get Audits |

10f1

Portal Audit Trails display the patient name, a description of the transaction, and the date and time the
transaction took place.

1. To view the audit records of all portal users, make sure that “Everyone” appears in the List of Clinic
Members then click the Get Audits button.

2. To view the audit records of a particular patient user, select the patient’s name from the List of Clinic
Members and click the Get Audits button.
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