Chapter 18

Order and Report
Management

Objectives

In this chapter, you will:
» Manage orders and reports on the Explorer tab
» Use the Dashboard tab

» Create templates for print, fax, and cover sheets
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Managing Orders and Reports on the
Explorer Tab

You can use the Explorer tab in the Exams group to find and manage orders and reports. This
tab provides access to the orders and reports in your system. It contains a search area for quick
search by accession numbers and patients, another to invoke worklists, and another for using
search filters. The system remembers your filter selections from one session to the next.
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Once you have found the order you want to see, you can take various actions on it. You can:
* Associate an order with a report
* Reset an order’s status to ‘Draft’
* Modify an order’s priority level
* Modify a report’s diagnosis codes
» Change values in the custom fields
* Change a patient’s MRN

* Download a printable version
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Report audio is available in the Explorer only if the Save Audio with Report dictation
preference is in effect (see page 75). A Nuance representative must configure the amount of
time the system is to save the audio files.

Searching for Orders or Reports Across All Sites

Use the Look for field to search for orders or reports across all sites in a multi-site system.

Note: The Look for search option does not take into account any of the other drop-down
filters on this tab. These filters do not apply when you are doing a quick search.

To search for orders or reports:

1. Inthe Look for drop-down list, select the criterion for the search you want to perform:
Accession Number, Patient MRN, or Patient Last Name.

2. In the text entry field, type all or part of the accession number, MRN, or name.

3. Click Search. Any orders or reports that match your criteria appear in the results grid.

:@'_ Tips:
"+ You can use an asterisk as a wild-card character; for example, select Patient Last Name

and then type Smi* to find patients whose last names begin with Smi. Or, select

Accession Number and then type 1234, *56*. The search returns the accession number
1234 and all the accessions that contain the string 56.

» You can use the percent character as a wild-card replacement for one or more
characters; for example, select Patient MRN and type 1111%?2. The search returns
MRNs such as 11102, 11142, 11162, and 11192.

 To search for multiple accessions, enter each accession followed by a comma.

Retrieving Worklists
In the WL (worklist) box, you can execute previously-defined, system-wide worklists. For
information on creating worklists, refer to Chapter 16.

To retrieve a worklist:

1. Inthe WL drop-down list, select the desired worklist.

2. Click Search. Any orders or reports that meet the criteria in the worklist appear in the
results grid.

Using the Search Filters

This set of filters allows you to search for orders, reports, or both that meet the criteria you
select. Filters with a value other than All create a logical AND expression; that is, the filter
retrieves only orders and reports that meet a/l your criteria.
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To search using the filters:

1. Select or enter one or more of the following criteria for your search.
* Site: In a multi-site system, search for orders and reports in a particular site.

* Order Status: Search for orders of a particular status. The table below describes
each status:

Status Description
All Uses all order statuses in the search.
Canceled Order was canceled.
Completed Order has been completed and is ready for reporting.
Scheduled Order has been scheduled but not performed.
Temporary Indicates a temporary order.
Dictated Ext.

+ Patient Class: Search for a particular type of patient (Inpatient, Outpatient,
Pre-Admit, Emergency, Recurring Patient, or Obstetrics).

» Account: Search based on the resident who dictated the report, or the attending
physician who dictated or is assigned to the report. Or, search by the transcriber or
technologist. Inactive user accounts are omitted from the list.

* Locking: Search based on a report’s lock status (All, Locked, Unlocked, Assigned,
Unassigned, Locked or Assigned, Unlocked and Unassigned). Locked reports are
those currently being dictated.

* Report Status: Search for reports of a particular status. The table below describes
each status:

Status Description

Addended One or more addenda have been created for a final report. Addenda are
reports themselves and the aforementioned statuses apply to them too.

All Uses all report statuses in the search.

Completed (All) and Exam has been performed and is ready for dictation.

Completed (Unreported)

Draft Report has been started and saved, but not completed.

Draft (A) A indicates an addendum.

Draft (S) S indicates scheduled. Depending on the interface configuration the report
might not be eligible to be sent to the RIS until the order is completed.

Draft (T) T indicates temporary.
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Status Description

Final
Final (A)

Final (S)

Final (T)

Final (Asgd)

Report has been completed and signed by an attending.

A indicates an addendum.

Asgd indicates an assigned report that is pending an addendum.

S indicates scheduled. Depending on the interface configuration the report
might not be eligible to be sent to the RIS until the order is completed.

T indicates temporary.

Pending Correction Report has been dictated and queued for correction.

Pending Signature Report has been dictated and queued for signature.

Preliminary

Pertains to any report whose status is not final.

Rejected

Appears when a corrected report is returned to an editor by an attending or
resident, or when a Pending Signature report is returned to a resident by an
attending.

Scheduled

Exam has been scheduled but not yet completed. Sometimes, the exam has
been completed but the status has not been updated in the RIS. In this case,
reports can be dictated, but are not delivered to the RIS until they are marked
complete. Some sites may choose not to allow dictation for scheduled orders.

Temporary

Exam has not been received by PowerScribe 360 Reporting so a temporary
order has been created. In this case, reports can be dictated, but are not
delivered to the RIS until the actual order is received.

Unreported

No report has been dictated for the order.

Wet Read

A “pre-draft” state. Either attending or resident providers can create a wet
read report. Any attending or resident provider can promote a wet read report
to a Draft status. The text of the wet read is maintained once the report is
promoted to Draft status.

Section: Search based on customized site sections. This filter is disabled if you
have not selected a site.

Ordering Physician: Search for exams ordered by the selected physician from a
site. This filter contains only active physicians who have ordered at least one exam,
and is disabled if you have not selected a site. Begin typing the physician’s name,
and then select the name from the list that appears.
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* Time Frame: Search for orders or reports based on a period of time. For unreported
orders, the filter is based on the time of the exam. For reported orders, the filter is
based on the time the report was last modified. This filter includes values such as
Past hour, Past 4 hours, Today, Yesterday, Past 2 days, Past 3 days, Past week, Past
2 weeks, Past month, Tomorrow, All Future, and No limit. To specify a range, click
Custom and then indicate the start and end dates. These dates are inclusive.

* Transfer Status: Use this filter to search based on report transfer status (All,
Exceptional, Not Ready, Ready, Sent, Rejected, Failed, Held, Queued, Force Send).

* Location: Use this filter to search based on the site location associated with the
order. This filter is disabled if you have not selected a site.

2. Click Search. Any orders or reports that meet your criteria appear in the results grid.
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Using the Search Results

The results grid shows all reports and orders that meet your search criteria.
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_‘9'_ Tip:
© .« Ifa report is associated with multiple orders, each order that satisfies the search
criteria appears separately in the grid.

* If the report has an addendum, the properties listed (status, attending, and so on) refer
to the addendum.

* Ifthe search yields more than one page of results, click the page number at the bottom
right corner of the grid to navigate to a specific page. To view the entire list, click the
small down arrow at the right of the page number list. The arrow then reverts to an up
arrow; click the up arrow to see the results one page at a time.

Page 1[2]

» Hover your mouse cursor over the page label to see the total number of items found.
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* Click any column heading to change the sort order. The software remembers the order
you selected. Click the heading again to sort in reverse order.

» Ifyou invoke a worklist that contains a sort order, the results initially appear in this
order, and the grid footer displays the order. Apply a different sorting by clicking a

column heading.

Note: There is a limit on the number of orders you can retrieve at one time. This limit is set
by default to 500 in the Maximum Explorer Search Records system preference, found on
the Explorer Screen tab in the System Preferences window.

The Locking and assignment status, Report transfer status and Priority columns
provide some important information about the reports and orders that appear in the list.

Column

Description

Locking and assignment status

i |

2]

The icon in this column can be either yellow or blue.

21 Yellow indicates that the report is open and therefore locked.
Hovering your mouse over the lock icon shows who has
locked the report.

55 Blue indicates an order that is assigned to a radiologist other
than the logged-in user. Depending upon a site preference,
(page 59) you might, or might not, be able to open this order.

Report transfer status
E

Hover your mouse over the order’s icon to see the status:

% Ready: Report is flagged for inspection; when it is sent
depends upon its status and interface options.

%% Queued: Report is queued for transmission.

24 Force Send: Report is queued for immediate
re-transmission.

+" Sent: Report has been successfully delivered.

“% Sent & Edited: Report has been edited since it was
distributed; the version of the report in the RIS/HIS is old
and does not match what is in PowerScribe 360 Reporting.

+ Final Exported: Final report has been successfully
transmitted.

i» Rejected: The RIS rejected the report.

&) Failed: An error occurred.

dly  Held: An administrator interrupted the transmission.

Priority
H

This column uses icons to indicate an order’s priority:
No icon: Routine priority
&> STAT priority
(] ASAP (red)
[/ Timing-critical; Callback; or Pre-op (yellow)
[ Low priority (green)

TAT Deadline

O

Indicates reports that have reached or surpassed their turnaround
time deadline:

¥ Indicates the report is past its deadline. Hover your mouse

cursor over the icon to see a tool tip describing how far past

the deadline the report is.

484

L-3906-006



Chapter 18: Order and Report Management

Order/Report Preview

Each accession number in Accession column of the results grid is a hyperlink to an order
and report preview page. This printer-friendly page also provides patient data, exams
associated with the report, the report’s addenda, and any notes, custom fields, or
attachments.

/€ Nuance PowerScribe® 360 Reporting: Report Prev

Patient Visit
Mamie: JANE L TELPS
D08z 6/15/1944 (70 years)
Gender: Female
SSM: D00-00-0000
Address: 1 MAIN 5T
EDGEEWO0D,

Site: Unhmersity
MPIL:
MRN: 1376382
Dept Hum:
Patient Class: Qutpatient
Admitted: Floor:
Discharged: Room: MPLU
Admilt Source: Bed:

Site Location:
Hospital Swc
Point of Care:
Fadility:
Building:

Attending: BARTLEY P GRIFFITH, MD
Referring: BARTLEY P GRIFFITH, MD
Consulting:
Admitting:
Visit Mum: 903008529
Account Mum: 303008529
Patient Type:
VIP Indicator:

o MD 21040
Home Phone: (BES) 5554567
Work Phone: (B&8) 555-1234

E-mail: support@commissure, com

Order
Accession: 4036650
Proc Code: NMEDS

Proc Desc: PULMONARY IMAGING
SPECT

Start Date: 10/13/2006 12: 11:00 PM

Statws: Completed
Provider: BARTLEY P GRIFFITH, MD
Patient Age: 62 years
Sequence: 1

Completed: 11/10/2006 12:11:00 PM
Scheduled:

Created: 11/10/2006 12:11:00 PM

Last Modified: 11/10/2006 12:11:00 FM

Group ID:
Placer Mum:
Serv Sect 1
Image Count:

Clinical Info: Diagnosis: 61 YEAR QLD WITH COPD, LUMG TRANSPLANT EVALUATION History: WEIGHT: 184 LBS., HEIGHT: 65 INCHES QUANT W SCAN Comments:

Report

Status: Final
Last Modified: 882014 1:17:10 PM
Content Modified: 9/14/2010 10:40:45 AM
Attending: Dr, Michael Mardini
Imported: Yes
Transfer: Sent
Final Exported: Yes
Correction: Self-edit
Signed: 11/10/2006 9:37:44 AM
Created: 4/14/2006 9:37:449 AM

Time =]
B/B/2014 1:17:15 PM
B/8/2014 1:17:15 PM
BfB/2014 L:1T:11PM

Realm Account
Bridge  Bridpe
Bridge  Bridge

[_] Show View events

Portal  autotext, test Dissooate Crder

HISTORY: Evaluate for cholelthiasis.

Real ime scanning of the abdomen was performed and demonstrates liver
to be normal size and edchogeniaty. The right lobe measures 14.68cm

in maximal craniacaudal dimension. No space occupying disase is

seen. There is no bilary ductal dilatation. The extrahepatic common

duct measures 2. 2mm. The gallbladder i normal without evidence of
cholelithiasis or ather significant abnormality, The pancreatic head

and body are normal. The pandreatic tail is not well seen and cannot

be evaluated. The spleen measures 6, 90cm and i, otherwise, narmal.

Mo free fuid is seen within the abdomen.

The right kidney measures 11,49cm and the left kidney messures
11.41cm, There is no evidence of mass, nephrolithiass, or other
sigrificant abnormalty involving the right or left kidney. The

remander of the visualized portions of the retroperitoneum induding

the abdominal aorta and inferior vena cava were seen are urremarkable.
TMPRESSION:

1. Megakive abdominal ultrasound without evidence of cholelthiass
or other significant abnormality.

EMD OF IMPRESSION:

Status Workstation | Info
Report sent to HL7 Univ (Status: Final)
Sent to HLT Univ {10. 1.43.40:7500)
RO-AALHAMYRI-L | Accession removed: 4082452

Type
Distribute
Result

Print this page...
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In addition to the preview, there is an audit trail for the order and report, showing when the
report was received from the RIS, when it was created, edited, signed, and so on. In the
Content column of the audit grid, there are icons you can click to download the report
content at various steps in the reporting process.

e e -'--___ o f 2" et s o D e e ___,qv_,,-'—' = B TR AR B L CE e o w
Download «
Time =] Realm Account Type Status Workstation Info Content
8/8/2014 1:17:15PM | Bridge | Bridge Distrivute Repart sent to HL7 Univ (Status: Final)
8/8/2014 1:17:16 PM | Bridge | Bridge Result Sucoess Sent to HL7 Uniw (10, 1,43.40: 7900) E
8/8/2014 1:17:11PM | Portal @ autotext, test Dissooate Order RO-AAMLHAMYRIL Accession removed

& &

| Show View events Print this page... | Uose window

You can download the plain text (.zxf), the formatted text (.r#f), or the dictated audio (.wav)
of the current report independently of the audited content. These files are available for the
number of days specified in the Keep Content Audit for Final Reports option in the
System Configuration dialog box (Setup > System > Configuration). Final reports are
typically deleted after a few days so that the database does not grow too rapidly.

Holding, Releasing, or Sending an Order or Report

If you hold a report, it is not sent to the RIS, even if it has been signed as preliminary or
final. To make a held report or order eligible for transfer, you must use the Release option.
You can release only completed orders and final reports that have been held.

Note: You can release preliminary reports only if you have set the Send
Preliminary Results option and the Send Dictated Status Updates option for the
Bridge service (Setup > Bridge).

» The Release option changes the report’s transfer status from Held to Ready, which
prepares the report to be examined by the Bridge software. The report may or may not
be sent, based on the options configured for the Bridge and for the destination systems.

» The Send Now option forces the report to be sent within a few seconds, regardless of
the way the Bridge options are configured.

To hold an order or report:

1. Find the report or order you want to hold.

2. Place a check mark next to the report or order.
3. Click Hold. You see a confirmation message.
4

Click OK. A Held «lhy icon appears in the Report Transfer Status column next to
the order or report, indicating that it is being held.
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To release an order or report:
1. Find the report or order you want to release.

3@'- Tip: Use Held as the Transfer Status filter to search for all held orders and
¥ reports.
2. Place a check mark next to the report or order.
3. Click Release. You see a confirmation message.

4. Click OK. A Ready = icon appears in the Report Transfer Status column next to
the order or report, and the order or report is now eligible to be sent.

To send an order or report immediately:

1. Find the report(s) or order(s) you want to send.
2. Place a check mark next to the report(s) or order(s).

3. Click Send Now. You see a confirmation message.

I.-"'_"“-. This action will cause the selected reports to be transferred within the

' ned few seconds to all configured outbound interfaces, regardless of
their bridge options. Are you sure you want to proceed?

| | cancel

4. Click OK. The report or order is transferred.

Faxing an Order or Report

You can fax one or more reports or orders from the Explorer tab.

To fax orders or reports:

1. Find the report or order you want to fax.

2. Place a check mark next to each item you want to fax.
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3. Click Fax.... The Fax Report dialog box opens.

Fax Report [x]
You have selected 1 report to fax
To: | 4=
Mumber: 210-100-1000
Companny:

Cover Page

[ Delete ] | Cancel |

4. In the To: field, select the recipient’s name. The default destination is the ordering
physician, or the referring physician if the ordering physician name is unavailable.

5. In the Number: field, type the fax number.

If you want a cover page to accompany the fax, select Cover Page and type the
Subject and Message that are to appear on the cover page. For information on defining
cover page templates, refer to Creating a Fax Cover Sheet, beginning on page 514.

7. Click Send to send the fax(es).

Unlocking an Order

While a provider is dictating a report on an order, the order is locked to prevent other users
from opening it. Later, the order is unlocked. The order might remain locked in some
circumstances, such as a loss of network connection. When the provider logs in again
when the connection is restored, any locks are automatically cleared. You can use the
method below to unlock an order manually, if necessary.

To unlock an order:

1. Find the order you want to unlock.

—:@:— Tip: Use the Locking Status filter to search for all locked orders.

The locked order shows a padlock icon next to it. g}
2. Place a check mark next to the order.
3. Click Unlock. The lock is cleared.

488
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Associating an Order with a Report

Use this feature to associate an order with a report. You can:
* Add another order to a report. Any orders already associated with it remain in place.
* Replace an order with another one.
* Remove an order from a report that has multiple orders.

To associate an order with a report:

1. Find the report to which you want to associate an order.

2. Float your mouse cursor over the Action link next to the report, and select Associate...
from the shortcut menu. The Order Association dialog box opens.

-
a Crder Association -- Webpage Dial E

You have selected the reported accession PMSC15-04 to associate with another report.
Select the action to be performed from the list below and click Next to proceed.

@ Add one or more orders of the same patient to the selected report.

Any orders already assodated with this repart will remain intact.
This action will create a multi-accession repaort.

") Replace the associated order of the selected report with another order.

This action will dissociate the order of the selected report.
That order will become unreported.

MNext == ” Cancel

3. Indicate the action you want to take: Add an order to this report, or replace the existing
order with another one. Or, if there are multiple orders associated with a report, you
have the option of removing the currently selected order.
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4. Click Next >>. A list of unreported accessions for this patient is displayed.

i S
&  Crder Association -- Webpage Dia u

| You have chosen to add one or more orders to the selected report, which is associated with accession PMSC15-04.
Please select one or more orders from the list below and click Next to proceed.

Note: Only unreported accessions for patient Secondar 15 Primary are available for selection.

[F] Accession Procedure Patient Status Resident Attending
Bl PMSC15-03 KMEE 1 OR 2 VIEWS Primary, Secondar ¥15 Completed

Page 1

[ << Previous ] [ Finish ] [ Cancel

5. Select the order you want to associate with the report and click Next >>. A
confirmation message indicates the association has been made, or removed, depending
on the action.

6. Click Close. The original list is updated to reflect your change.

Resetting a Report’s Status to ‘Draft’

To reset a report to ‘draft’:

1. Find the report whose status you want to reset.

2. Float your mouse cursor over the Action link next to the report, and select Reset to
draft from the shortcut menu. A confirmation message appears.

3. Click OK. The report’s status reverts to ‘draft.’
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Modifying an Order’s Priority Level

To modify an order’s priority level:

1. Find the order whose priority you want to reset.

2. Float your mouse cursor over the Action link next to the order, and select
Set Priority ... from the shortcut menu. The Set Priority dialog box opens.

-
a Set Prionty -- Webpage Dial_ ﬁ

Patient: JOHN CJACSON

Accession: 4113240
Il Procedure: RIGHT FOOT 2 VIEWS

Priority: | Routine A

Change Cancel

3. Select the priority level you want to assign to this report.

4. Click Change. The report’s priority is changed to the level you selected. An icon
appears in the Priority column to show the priority:

Routine: No icon
Low priority: B
Timing-critical, IJ
callback, or pre-op:

ASAP: [l
STAT: B

Modifying a Report’s Diagnosis Codes

This feature allows you to set diagnosis codes for reported orders.

To modify a report’s diagnosis codes:

Find the report whose diagnosis codes you want to modify.

2. Float your mouse cursor over the Action link next to the order, and select Edit
Diagnosis Codes... from the shortcut menu. The Order Diagnosis Codes dialog box
opens.
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3. Find the diagnosis code you want to assign to the report.
To find a code:

a. Type all or part of the code or its description in the Diagnosis Code/Description
field. You can use an asterisk as a wild-card character.

b. Click Search to find the codes. Select the Restrict to exam codes option if you
want to search only amongst exam codes, and not diagnostic codes. The codes
appear in the All codes list at the left.

| Order Diagnesis Codes -- Webpage Dialeg =

Patient Name: John Jackson - Acoession: ast7 777 Save and Close | Close Window

IC0-10 Code/Description: G [~ Restrict to exam codes Reset | Search <4

All Codes: Selected Diagnosis Codeas:
[ Code [<] Description Add [ Code [=] Description

[[] G03.8  Meningitis due to other specified causes
[ 597.0 Cerebrospinal fiuid leak from spinal puncture

[ Go7.81 Other intraoperative complications of nervous
i system

[ go7.ap Other postpracedural comphcations and
™ |disorders of nervous system

Page 1

4. Place a check mark next to each code you want to assign to this order. Or, place a
check mark in the heading to select all the codes in the list.
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5. Click Add. The selected codes are added to the Selected Diagnosis Codes list at the
right. To remove a code, place a check mark next to it and click Remove.

Ll b
£  Order Diagnosis Codes -- Webpage Di [
Patient Name: John Jackson - Accession; est7777 Save and Close | Close Window

1CD-10 Code /Description: G* [7] Restrict to exam codes Resat | Search ©
All Codes: Selected Dizgnosis Codes:
[T Code [+] Description Add “| Code (=] Description Remove
[T G03.8  Meningitis due to other specified causes | Ga7.81 Other ntraoperative complications of nervous
: : s S System
7] &97.0 Cerebrospinal fiuid leak from spinal puncture E— Other postpr = rr——
[ les7.81 Other intraoperative complications of nervous g ' dizorders of nervous system
i system

Page 1
[ ea7.az Other postprocedural compbcations and
¥ disorders of nervous system

Page 1

6. Click Save and Close to assign the codes to the order.

7. Repeat Steps 3 through 6 until you have added all the desired codes to the order.
8. Click Close Window.

Modifying an Unreported Order or Report’s Custom
Field Values

@ Note: For more information on custom fields, see Custom Fields, beginning on page 325.

You can change the values the radiologist or other user has inserted in the custom fields in
an unreported order or report.

To modify the custom fields:

1. Find the order or report whose custom field values you want to change.

L-3906-006 493



PowerScribe 360 Reporting System Administrator Guide

2. Float your mouse cursor over the Action link next to the order or report, and select
Edit Custom Fields... from the shortcut menu. The Order Custom Fields dialog box
opens.

=X

Patient: John Jackson - Accession: est7777 Save Changes | Close Window

Hame [=] Value
Dose 1. DLP(body)

mizy-cm

Dose 2. CTDIvol (body)

mGy

Dase 3. 55DE mGy

Dose 4. ICRP 103 mSv
Flag for Follow-up Selact choice [=]
ekt e ol b e .___ur‘ui- e S e . Weme, By o,
3. Enter or select the appropriate value for each of the custom fields in the order or
report.
Click Save Changes.
5. Click Close Window to return to the report list.

Changing a Patient’s MRN

To change a patient’s MRN:

Find the order or report in which you want to change the patient’s MRN.

2. Float your mouse cursor over the Action link next to the report, and select Change
Patient MRN from the shortcut menu. The Change Patient Identifier dialog
box opens.

==
& | Change Patient Identifier -- Webpage Dialog E
Il— T

Patient: Samuel A Sung
MRHN: MRN333

Hew MRN:

[ Change J’ Cancel

3. Type the patient’s new MRN.
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4. Click Change. A notification message appears.

Message from wm ﬁ

I I . Patient identifier changed successfully.

-

5. Click OK.

Canceling an Order

Because some RIS do not send order cancellations through HL7, you can set the status of
an exam to Canceled to keep the data synchronized between PowerScribe 360 Reporting
and your RIS. You can cancel only unreported orders whose status is not Temporary or
Entered.

To cancel an order:

1. Find the order you want to cancel.

2. Float your mouse cursor over the Action link next to the order, and select Cancel from
the shortcut menu. A confirmation message appears.

.
Meszage from webpag;‘_ ﬁ

Iel Are you sure you want to cancel this order?

T

3. Click OK. The order’s status changes to Canceled.

Printing an Order or Report

You can print any order or report in the system; the report will appear in the same format
as it does when the radiologist prints it from the PowerScribe 360 Reporting client
application. The report will include any headers, footers, page numbering, or other
features you defined in the default print template for the system, site, or site location. For
more information on setting up print templates, refer to Creating a Print Template,
beginning on page 501.
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To download a printable report:

1
2.
3.
4

Find the report(s) you want to print.
Place a check mark next to each report you want to print.
Click Printable.... The standard File Download window opens.

If you want to view the report(s), click Open. The report opens in a Word or WordPad
window, depending on the file type. From here, you can save or print the document.

OR
To save a copy of the report(s), click Save. A standard Save As window opens.

Navigate to and select the folder where you want to save a Word file containing the
report(s), and click Save. The file is stored at the location you specified.

Deleting Reports and Orders

A\

Caution: Deleting reports or orders is not recommended and should not be done except in
rare cases where your RIS is not synchronized with your PowerScribe 360 Reporting
System.

Deleting a report or an order removes it from the PowerScribe 360 Reporting system, but
does not remove it from the RIS. In most cases, you do not need to delete reports or orders
from the system. If an unusual situation requires you to delete a report or order, follow the
procedure below.

To delete a report or order:

1.

Find the order or report you want to delete.

2. Place a check mark next to the order or report.

3.

Click Delete. A confirmation message appears.

Delete Order/Report [x]
You have selected 1 report for deletion.

Warning: Your selection contains final reports, which may have
already been sent to the RIS.

@ Delete report only

If your selection contains addendums, only the LAST addendum will be
deleted and NOT the aoriginal report.

Delete report chain and associated orders

If your selection contains addendums, ALL the addendums and the
original report will be deleted.

Delete ] | Cancel

496

L-3906-006



Chapter 18: Order and Report Management

4. Select the appropriate option(s) and click Delete. A message indicates the successful
deletion of the item(s).

The options you see depend on the order or report you selected. For example, if you
delete an order associated with a visit that has no other unreported orders, you have an

option to delete the visit:

Delete Order/Report
You have selected 41 reports for deletion.

Warning: Your selection contains final reports, which may have
already been sent to the RIS.

@ Delete report only

If your selection contains addendums, only the LAST addendum will be
deleted and NOT the original report.

Delete report chain and associated orders

If your selection contains addendums, ALL the addendums and the
original report will be deleted.

You have selected 1 order for deletion.

Delete unreported orders

If an order is associated with a visit that does not contain other orders,
the visit will also be deleted.

[ Delete ] | Cancel

[x]

Delete Order/Report

The deletion completed successfully.
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Using the Dashboard Tab

The Dashboard tab in the Exams group provides a real-time view of exam activity in the
system. It has three tabs, each showing a different set of exam-related activities.

» User Activity: Shows all users currently logged into the system, including Portal
users, how long they have been logged in, the workstations they are using, the exams
on which they are working, and the last action taken on these exams.

* Inbound Activity: Shows all recent messages received from the RIS.
* Outbound Activity: Shows all recent messages sent to the RIS.

* DICOM Activity: If you purchased the DICOM option, this tab is available.

W@ NUANCE

Exams * Explorer | Dashboard | Patients Physicians | Peer Reviews

User Activity | Inbound Activity = Outbound Activity ~ DICOM Activity

Account SEsSion Workstation Site ACCESSION Procedure Patient Attending Lock Last Action
g Edt Editor, Tom 23 min MEL-THRKACH-L m

o Adm Hrkach, Tem 1hr, Gmin  MEL-THRKACH-L
Page 1

Click to pause the refresh
Click to terminate all client sessons

The User Activity tab contains two actions that you can perform. In the far right column of the
list, a red and white icon allows you to terminate a client session. Or, in the lower-left portion
of the window, you can click the blue terminate link to terminate all open client sessions.
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Dashboard Refresh Rate

Use the Configuration page in the Setup group to specify how often the data is updated on
the Dashboard. The default is every 30 seconds.

System Configuration Reset to Defaults | Validate Settings | Save and Close | Close Window

Application Server | Web Portal | Bridge Service | Speech Utility || PowerScribe 360 Client  Other Services

Portal Dragon user directory:

Bridge Service name

Bridge server:

c:\Muance\DragonUsers

]

: |Nuance RadBridge

|
| [Muance RadBridge]

| [

Dashboard refresh rate: |3E| seconds V| [30 seconds]
Maximum search records: |5ﬂ1] V| [500]
Printable document format: |PDF V| [PDF]
Enable use by radiologists: [True]
Enable use by physicians: [True]
Enable Web Services logging: [ [False]

Text in green indicates default values.
Text in bold indicates settings whose value has changed from default.
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Introduction to Templates

You can create print, fax, and cover sheet templates for your facility’s needs. You can design
templates for the entire system, for individual sites, and for locations within sites. If your
facility is converting from the RadWhere application, you can use your existing RadWhere
templates in PowerScribe 360 Reporting.

Templates allow your reports to have a consistent appearance when they are printed or faxed.
If you assign a template to the system, all reports printed in the system use that template,
unless you also assign templates to individual sites or locations within sites. With a template,
a report has the same appearance whether a radiologist prints it from the client application or
an administrator prints it from the Explorer tab in the Administrator Portal.

To tailor a template to your facility’s needs, you can use advanced features such as merge
fields, tabs, page numbering, headers, footers, tables, and embedded graphics such as logos.
And, you can design a template to show a different header or footer on the first page than on
the other pages. (Nested tables and separator lines are not supported.)

If desired, you can design separate templates with different headers and footers for each site or
location; for example, you might want reports to display a different department name and
address at the top of the page depending on the site or location. You can create the same or
different templates for printing and faxing.

You can create and edit simple templates in WordPad; for the more advanced features, you
will need to use Microsoft Word. You must save print and fax templates as .r¢f files, not as
.doc files, before you upload them to your system in the Portal. You can use any .r¢f file as a
basis for a new template.

Note: Cover sheet templates are not .rtf files; these have a .cov extension and you can
create them only in the Microsoft Fax Cover Page Editor utility that comes with Windows.

Use the procedures below to create and edit templates that will be available to all users in the
system, for individual sites, or for locations within sites.
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Creating a Print Template

To add a new print template at the system or site level, you must first create the template
as an .rtf file in Microsoft Word or WordPad. Once you have created it, you must add it to
your PowerScribe 360 Reporting system.

To create the template:

1. Create the template file in Microsoft Word or WordPad.

» Use Word’s advanced features to add headers, footers, page numbering, and so on,
if desired.

» Aprint or fax template must, at the minimum, contain the <maintext> merge field.
This field will contain the text of the report; you must place this field at the position
where you want the body of the report to appear.

* You can add other merge fields such as the patient name, patient MRN, attending
name, and so on. Below is an example of a print template with merge fields.

Haifie Inzedt Page Layout Refersnces Mailings Bl Ew Wiew Arrobat

CalibriBody] =11 = A" A"  Aa : . AaBbCcDe | AaBbCcDe AaBbC | % "
B I U - odhe x x A fid 'q.l.' T Mormal |7 Mo Spaci.. Headingl = ';::"‘I':;'g' Ednj_lm:‘
B yles *
Forit . Par, a Styles

ey

Reportdictated-by:<640:Dictator-Name> 1]
Patient:<316:-PatientMRN=-<30ZPatient-Mame=9

OrderDate:-<504:0rderDate>4] Place the <maintext>
merge field at the position

<maintext=9 where you want the body
of the report to appear.

Signedby:-<627:5igner-Mame=1
. |

| Page:1ot1 | wordsi20 | P |
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To see a list of all available merge fields:
a. On the System or Sites tab in the Setup group, click Templates...
b. Click the icon at the upper right of the Print Template tab.

r Save and Close | Close Window

H

.II

.
-';DEIEIIE Download E|

;

"

3

Sl ek bt gy del . ol
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A window showing the list of merge fields opens.

78 Nuance PowerScribe® 360 Reporting

Merqge Fields

<102:Current Date>
«<303:Patient S5N=
«<306:Patient City>
<309:Patient Home Phone>
<313:Patient Fax=>
<317:Patient DOB>
<321:Patient Deceased Date=>
<325:Patient Middle Name>
<402 :Hospital Service>
=406:Discharge Date>
<410:Bed>

<417:Fatient Class>
<425:Attending Home Phone:
<428: Attending Pager Phone>
=432:Referring Name=
<435:Referring City>
«=439:Referring Work Phone >
<442:Referring Fax>

<446: Consulting Address=
=453:Consulting Mobile Phone=
<456:Consulting Email>

<464 :Admitting Home Phaone:
<467 :Admitting Pager Phone:
<470:Location=

=473 :Referring Middle Name=
<506:Relevant Clinical Info>
<509:Provider Name=
<512:Provider City>
<515:Provider Home Phone>
<318:Provider Pager Phone>
<521 :Provider Last Name>
<324:Comments>
<606:Report Create Date>
<609:Report Corrected Date>
<613:Addendum Sequence=
<652:5igner Last Name>
<635:Signer 10>

<658: Dictator Middle Name>
<661 Contributor Names with D>
<664:Creator First Name>
<667:Wet Reader Last Name>
<670:Creator ID>
<673:Editor Last Name>
<676:Editor D>

Fields - Windows Internet Explore

<104:5ite>

<304:Patient Address>
<307:Patient State>
«<310:Patient Work Phone>=
<314:Patient Email>
<319:Fatient Age>
<323:FPatient Last Namea>
<326:Patient Country>
<403:Patient Account Number=
<408:Point Of Care>
<411:Facility>

<419:Attending Hame=
<426:Attending Work Phone>
<429:Attending Fax>
«433:Referring Address>
<436:Referring State>
<440:Referring Mobile Phone=
<443:Referring Email>
«451:Consulting Home Fhone>
<454:Consulting Pager Phone>
<458: Admitting Name>
<465:Admitting Work Phone=
<468: Admitting Fax:
<471:Referring Last Hame>
«502:Accession Numbers=>
«507:Reason For Study>
<310:Provider Address>
«513:Provider State>
<516:Provider Work Phone=
<519:Provider Fax=>
«<522:Provider First Name>
<325:History=

<607:Report Sign Date>
<611:Report Work Type>
«<627:5igner Name>
<G53:5igner First Name>
<656:Dictator Last Name>
<659:Dictator ID>
<662:Creator Name>
<665:Creator Middle Name =
<H68:Wet Reader First Name>
<671:Wet Reader D=
<674:Editor First Name>

<677:5Sianed me> _

<302:Patient Namie>
<305:Patient Streat=
<308:Patient Zip>
«<311:Patient Mobile Phone=
<316:Patient MRN=

<320 Patient Gender>
<324:Fatient First Name=>
<401 :Visit Number:

<404 Admit Date=
<409:Room >

<416:Location Description>
=420 Attending Address>
<427:Attending Mobile Phone>
<430:Attending Email>
=434:Referring Street>
<437:Referring Zip>

<441 :Referring Pager Phone=
<445 Consulting Name>

<452 Consulting Work Phone>
=455:Consulting Fax=
<459:Admitting Address>
<466: Admitting Mobile Phone >
<469 Admitting Email>

<472 :Referring First Name=
<504:0rder Data>

<508 Provider D>

<511 :Frovider Street=
«<514:Provider Zip>

<517 :Provider Mobile Phone>
<520:Provider Email>

<523 :Provider Middle Name>
<326:Priority=>

<608:Report Preliminary Date=
<612:Report Status=>
<640:Dictator Namea>
<654:Signer Middle Name=>
<657:Dictator First Name=>
<660: Contributor Names>
<663 :Creator Last Name=
<666:Wet Reader Name>
<669 Wet Reader Middle Name>
<672 :Editor Name=>
<675:Editor Middle Name=
<678:Sianed by Last Name>

You can copy any merge field from the list to insert it in the document. For example, to
insert the visit number, copy the field <401:Visit Number> and paste it at the position
in your template where you want the visit number to appear. Although you can use the
field number alone or the field name alone, it is recommended that you copy the field

exactly as it appears, including the brackets.
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. Tip: To insert a custom field, use this format: <I10000:Custom:Custom Field
" Name>. For example, if the custom field name is Radiation Dose, type
<10000:Custom:Radiation Dose>.

Appendix A in this manual also contains a list of the merge fields you can use in your
print templates.

2. When you have finished creating the template, save it as an .r¢f file. Make a note of the
path and folder location where you saved the file. Then continue with the procedure
below to upload the template to your system.

To add a print template to the system, site, or location:
1. To add a print template at the system level:

a. On the System tab in the Setup group, click Templates.
b. Select the Print Template tab.

.g. Muance ﬁcﬁhﬂm Reparting

System: Commissure Health System

Frint Template | Fax Template = Cover Sheet

Select Template: Mone

OR
To add a print template at the site level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Click Templates.
c. Select the Print Template tab.

& Nuance PowerScribe ® 360 Reporting: Site Templates - Windows Internet Explorer S
Site: University Save and Close | Close Window

Frint Template | Fax Template  Cover Sheet

.l Select Template:  University Print Templatel [x| Mew.. | Edit.. | Delete | Download E

OR
To add a print template at the site location level:
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a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Next to the location for which you want to add a template, click Edit in the
Templates column.

P SRy ._T LS TP~ i oL LL . LN st it e L. ol . sl ROkt . V-1V MLt TR LU il bt SN 1
Locations: NHame [«] Description Templates

¥ |B¥| adult Psychiatry Edit...

¥ B Cancer Care Edit....

XK B Cardiclogy Edit...

X B | child Psychiatry Edit...

¥ B Diagnostic Imaging Edit...

o Page 1[2][3][4] 1

. --m_rh.‘uh,,#*h#“*w_#‘#.# .M. _fﬂnm** 'n__-ﬂ. E— Pt

2. Click New.

& Nuznce PowerScribe ® 360 Reporting: Location Tem

Site Location: Diagnostic Imaging Save and Close | Close Window

Print Template | Fax Template  Cover Sheet

Select Template: | University Print Template]_{[}gfault}m Delete | Download

The Create Template dialog box opens.

[create Template [x1
Hame: Diagnostic Imaging Print Template

File: C:\Current Projects\FS360 Reporting 3.0\University Hospital Print Template 1.rtf Browse...

| save || cancel

3. Type a Name for the new template.

4. Click Browse.
5. Navigate to and select the file you created in Word or Wordpad. Click Open. The path
and file name appear in the File field.
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6. Click Save. The template appears in the plain-text preview window.

Site Location: Diagnostic Imaging

Print Template = Fax Template = Cover Sheet

Select Template: Diagnostic Imaging Print Template |E| New... | Edit... | Delete | Download

Report dictated by: «<&40:Dictator Name=

Patient: «316: Patient MEMN= «<302:Patient Name=
Order Date: <504:0rder Date=

<maintext=

Signed by: <627:Signer Mame:>

Hote: The template is shown in plain text. Click here to preview a sample report.

7. To preview the template as it will appear with a report, click the link below the editing
window. At the prompt, click Open. A sample report appears in a preview window.
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(This preview does not display any real data in the merge fields, but shows how a
typical report might appear in the template.)

Home Insert Page Layout References Mailings

¥ — v 1=
S calibriBodyt 11t A A = e e ! _ % #
§ AaBbCer | AaBbCcDe AaBbCi |

Paste B S U~ abes *, »* R S 1 Hormal 1 No Spaci., Heading 1 iz Change Eaiting
- F i i Styles= <

il Clipboard s Styles

= University-Hospital SystemS

100 Main-Streety
New¥ark, NY--100099
{212}-555-10007

1

Reportdictated-by:<e40:Dictator-Name =1
Patient:<316:-Patient M RN =< 302:Patient-Name>1q
OrderDate:<304:0rder-Date >4

INDICATION: Head traumastatuspostfall, altereddevelof mentalq
awareness,subsequenthyunable toassesschest,abdome nand pelvisandd]
thespine, bleedingfromight-earand-abnormalAPchestradiograph.q

k!

CT-CHEST:

LI

FINDINGS: Helically acquire d-axial-CT-image swere-obtained fromtheq]
thoracic-inketinferiorkyto the hemidiaphragms following¥
administration-ofnonionicintravenouscontrast. Thedeftq
hemidiaphragmis-slevatedbutis-otherwiseintact. The-mediastinum, 9
heart, pulmonaryvesselsandthoracic-aorta-are-normal. Lung-windowsq
demonstrateminimalbibasilar-subsegmentalatelectasisandscatteredy
parenchymalblebs. Nopneumothorax. Twoenterictubesare presenty
withintheesophagus. Moderate-degenerative-discoverte braldiseaseof 1)
thethoracc-spineds-noted.q

1

IMPRESSION:q

1

1.Flevateddeft-hemidiaphragm, intact.y

Page:1 of 4 | Wards: 704 |

Close the preview window when you have finished viewing the sample report.

8. Click Save and Close to save the template on your server.
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Show Addendum at the Top of Printed Reports

Merge fields are available for printable templates that allow a report’s addenda to appear
at the top of the report, rather than near the end, allowing report recipients to be alerted
immediately to the most recent information about a patient.

@ Note: The merge fields can also be used to create other highly customized print templates,
including control over the headers and separators that appear with each section.

Print Template Merge Fields

Simple Approach
<maintextreverse> - Prints report with addendums at top in reverse chronological
order, using hard coded headers and separator lines between each addendum and the
original report.

Complex Approach (for customers who want more control of separators)

<addendum-start> <addendum-end> <addendumtext>
<originalreport-start> <originalreport-end> <originalreporttext>
<report-start> <report-end> <reporttext>

@ Notes:

» <originalreport> may be used as a synonym for <originalreporttext>, <report> is
a synonym for <reporttext>, and <addendum> is a synonym for <addendumtext>.

» <originalreportextt> refers to the original report only when an addendum exists.
Thus, both the <originalreporttext> and <reporttext> tags may be used in the same
template to customize the output for the original report when addendums exist, such
as to add a different banner.

* Ifan addendum exists, but the report template does not include an
<addendumtext> tag, the template is considered invalid since the addendum(s)
cannot be included in the printout. Since this represents a potential patient safety
issue, the custom tags will be ignored and <maintext> will be implied.
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Two example templates (Simple Reverse Template and the Complex Reverse
Template) and their example results are shown on the next two pages, using the new
merge fields to position the addendum text at the top of a printed report.

Simple Reverse Template Example and Result

System: Commissure Health System

Print Template | Fax Template = Cover Sheet

Select Template: | University Simple Reverse Template | New.. Edit... | Delete | Download

Patient Name: <302:Patient Name:>
Accessions: <502:Accession Numbers:

Sign Date: <Report Sign Date

< Maintextreverse:

Mote: The template is shown in plai

Comparison:
v ey

Patient Name: O'F16 M16 L16
Accessions: FO-45

Sign Date: 8/19/2014 11:32 AMEDT

Addended on 8M13/2014 11:32 AM EDT by Tracy Alba.
Imprassion:

The right leg has the fracture

Original Repor signed on 8/19/2014 11:30 AM EDT by Tracy Alba.

Exam:
Right leg X-Ray

Technique:
Standard deparimental protocol was employed.

History:
RFS-45: R'eason For Study RFS-45
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Complex Reverse Template Example

System: Commissure Health System

Print Template | Fax Template = Cover Sheet

Select Template: |University Complex Reverse Template | New... | Edit... | Delete | Download 3

Patient Mame: <202:Patient Name:
Accessions: <502:Accession Numbers:

Sign Date: <Report Sign Date

<addendum-start>
ADDENDUM # <Addendum Seguences> - CREATED ON: <Report Create Dates

<addendumtext=

<addendum-end>
<prginalreport-start>
ORIGINAL REPORT CREATED ON: <Report Create Date>

<pnginalreporttexts
<prginalreport-end =

<report-start>

REPORT CREATED ON: <Report Create Datex

<reporttext=

Nuance Powersor
<report-end:>

Patient Name: | O'F16 M16 L16

Mote: The template is sho Accessions: -
% The tempiate IS Shown | Sign Date: 8/19/2014 11:32 AMEDT

ADDENDUM #1 - CREATED OM: 815/2014 11:30 AM EDT
Impression

The right lag has the fracture

ORIGINAL REPORT CREATED ON: 522012 9:29 AM EDT

Exam:
Right leg X-Ray

Technigue:
Standard depaftmental protocol was employed

History:
RFS-45: R'eason For Shudy RFS-45

Comparison:
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Creating a Fax Template

To create a fax template:

1. Create the fax template file in Microsoft Word or WordPad.

Be sure to include at least the <maintext> merge field. To see a list of all available
merge fields:

a. On the System or Sites tab in the Setup group, click Templates.
b. Click the icon at the upper right portion of the Fax Template dialog box.

r Save and Close | Close Window
H
3
|
-;DEletE Download |
4
M
3

et ks it il .

A window showing the list of merge fields opens.

c. To insert a merge field in the Word document, copy the field from the list. Be sure
to copy the field exactly as it appears, including the brackets.

2. Save the template as an .rtf file.
To add the fax template at the system, site, or site location level:

1. To add the fax template at the system level:

a. On the System tab in the Setup group, click Templates.
b. Select the Fax Template tab.

gﬂmmpumrﬁcﬁbe&m Reporting: Syste

System: Commissure Health Systermn

Print Template =~ Fax Template =~ Cover Sheet

Select Template: None
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OR
To add the fax template at the site level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Click Templates....
c. Select the Fax Template tab.

Save and Close | Close Window

Print Template | Fax Template = Cover Sheet

Select Template: University Hospital Fax Template [=| MNew... | Edit.. | Delete | Download

OR
To add the fax template at the site location level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Next to the location to which you want to add a fax template, click Edit... in the
Templates column.

A i e g e s R e T T = e

P W e i AR e
Locations: Name [+] Description Templates

¥ B adult psychiatry Edit...

» |B# | Cancer Care Edit...

¥ B | Cardiology Edit...

¥ |B7 chid psychiatry Edit...

* |B¥ Dirgnostic Imaging Edit...

oe Page 1[2][3][4] 1

- --u‘_*—h.‘uh.,#“h_ﬁhm—nmwmﬁir‘.# r——__ _#am** r,___'l-. stk

c. Select the Fax Template tab.
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2. Click New.
Create Template [x]
Name: University Fax Template
File: C:\Current Projects\PS360 Reporting 3.0\University Hospital FaxTemplate.rtf

[ Save H Cancel

Type a Name for the new fax template.

3

4. Click Browse.

5. Navigate to and select the file you created in Word or Wordpad. Click Open.
6

Click Save. The template appears in the plain-text preview window.

|

Site: University Save and Close | Close Window
Print Template = Fax Template | Cover Sheet

| Select Template: University Fax Template |E| New... | Edit... | Delete | Download 3

Report dictated by: <640:Dictator Name =

Patient: <316: Patient MEN= «<302:Patient Name=
Order Date: «<504:0rder Date=

<maintext=

Signed by: <&27:Signer Name:=

Hote: The template is shown in plain text. Click here to preview a sample report.

To preview the template as it will appear with a report, click the link below the editing
window. At the prompt, click Open. A sample report appears in a Word window.
Close the window when you have finished.

7. Click Save and Close to save the fax template.

i ™
. & Muance PowerScribe® 360 Reporting: Site Templates - Windows Internet Explorer _LE [0 g

L-3906-006
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Creating a Fax Cover Sheet

Creating a Fax Cover Sheet in Windows 7

In Windows 7 you can create a fax cover sheet using the Windows Fax and Scan program.

To create the fax cover sheet in Windows XP:

1. Click the Start button E , click All Programs, then click Windows Fax and Scan.
2. Make sure you’re in the Fax view by clicking Fax at the bottom of the left pane.

3. Click the Tools menu, click Cover Pages, and then click New. A blank window
containing the available cover page tool opens.

’g Cover Page - Fax Cover Page Editol EHE-‘
Fli.le El:l'r.t_-";’.ie.w Insert Format Layout Help . |
DeEEd & (Y2 P I ] B 7 U r
Bl s oDoXo BY jiis BNm |

4 m

4. To add commonly used label and text boxes to the cover page, click the Insert menu,
and then do one or more of the following:
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* Click Recipient, and then click the type of recipient information that you want the
cover page to display.

* Click Sender, and then click the type of sender information that you want the cover
page to display.

* Click Message, and then click the type of message information that you want the
cover page to display.

5. To add text, click the Text button on the toolbar, and then drag your pointer to
draw a text box. Type the text that you want the cover page to display.

6. The following illustration shows an example fax cover sheet.

| ] Cover Page - Fax Cover Page Edita [
File Edit View||Insert| Format Layout Help
O = A Recipient Mame
Sender Fax Mumber
@ Message

University Hospital System

Downtown Medical/Surgical Center
100 Main Street
Mews York, NY 10009

Redpient Name: | {Redpient's Name} Fax #: {Redpient's Fax #}

From: {Sender's Name} Fax #: {Sender's Fax #}

Subject: {Subject}

Contains commands for adding recipient information fidl:ii.

7. When finished, click File > Save and save the file to your preferred location. The
cover sheet file is saved with a .cov file extension.
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Creating a Fax Cover Sheet in Windows XP

Begin by creating a fax cover page in the Microsoft Fax Cover Page Editor utility.

Note: To use this utility in Windows XP, you must first install the Fax service. Refer to your
Windows documentation for information on installing this or other Windows components.

To create the fax cover sheet in Windows XP:

1. Select Start > All Programs > Accessories > Communications > Fax > Fax Cover
Page Editor. The editing window opens.

B site Fax Cover Page.cov - Fax Cover Page Fditor
File Edit Wiew Insert Format Layout Help

D & B’

Lilab) ~ OO <

FAX

University Hospital System
Dovwntowen Medical Surgical Center
1040 Main Street

Mew York, New York 10009

To: {Recipient's Mame}
From: {Sender's Name} Fax =: {Sender's Fax =7

Subject: {Subject}

2. Use the utility’s editing features to create the cover sheet. For more information, refer
to the Fax Cover Page Editor’s online help.
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Note: The utility allows you to insert merge fields by selecting Insert from the
menu bar and then selecting fields from the Recipient, Sender, and Message
submenus. The PowerScribe 360 Reporting application supports only the

following fields:

Recipient: Name, Fax Number
Sender: Name, Fax Number
Message: Note, Subject, Date Sent, Number of Pages

3. Click File > Save As....
4. Save the cover sheet to a folder on your computer. The cover sheet file has a .cov file

extension.

Adding a Fax Cover Sheet

Use the following steps to add the fax cover sheet you created (regardless of which
version of Windows you used to create it).

To add the fax cover sheet:

1. To add the fax cover sheet at the system level:
a. On the System tab in the Setup group, click Templates.

b. Select the Cover Sheet tab.

fé Muance PowerScribe® 360 Reporting: System Templates - Windows Internet Exphrer—lglﬂlg

Save and Close | Close Window

System: Commissure Health System

Print Template = Fax Template | Cover Sheet

Select Template:  None

Mote: Preview is not available for cover sheets
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OR
To add the fax cover sheet at the site level:

a. On the Sites tab in the Setup group, click Templates....
b. Select the Cover Sheet tab.

.{E Muance PowerScribe® 360 Repeorting: Site Templates - Windows Internet Explorer — S S

Site: University Save and Close | Close Window

Print Template = Fax Template | Cover Sheet

Select Template: | None |E| New... | Edit... | Delete | Download

Mote: Preview is not available for cover sheets.

OR
To add the fax cover sheet at the site location level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Next to the location to which you want to add a fax template, click Edit... in the
Templates column.

S e o ™ aem B R S i ST T Py e P e T,
a = e d iy # - » ¥ i

e g g e s g E 2T S = f e

Locations: Hame [«] Description Templates
¥ B adult Psychiatry Edit...
¥ B Cancer Care Edit...
¥ B cardiology Edit...
3 B | child Psychiatry Edit...
X B Dignostic Imaging Edit...
= Page 1[2][3][4] 4
. --u‘_’-—.‘uh_‘*uﬂlu-ulhhwnumﬂ._‘_‘#.‘.M. AN Gt st gy

c. Select the Cover Sheet tab.
2. Click New....

3. Enter a name for the cover sheet.
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4. Navigate to and select the cover sheet file and click Open. Cover sheet files have a
.cov extension.

Create Template [x]

Name: Commissure Health System Cover Sheet
File: C:\Current Projects\PS360 Reporting 3.0\University Hospital Fax Cover Page.cov Browse..

| Save | Cancel |

5. Click Save. The template appears in the Select Template list.
6. Click Save and Close to save the template.

Modifying a Template

You can modify a print, fax, or cover sheet template for your system or site, and you can
modify a template for a location within a site.

Modifying Print and Fax Templates

To modify a print template:

1. To modify a print template at the system level:
a. In the Setup group, select the System tab.
b. Click Templates....

c. Select the Print Template tab.

OR

To modify a print template at the site level:

a. In the Setup group, select the Sites tab.

b. Click Templates....

c. Select the Print Template tab.

OR

To modify a print template at the site location level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.
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b. Next to the location to which you want to modify a print template, click Edit... in

the Templates column.

o g o T = -
e L

Locations: Name [=] Description
3 B| Adult Psychiatry
X B Cancer Care

¥ B Cardiology

i g TR D = e L L bt alli — T L kYol L]

N T o A
£ L ™

-

Templates

Edit...
Edit...
Edit...

...“__’ﬂ--.,

e w.n-"‘-‘.--.-q.rhn-‘\-am.-g...._._\ P ,‘_w.._.“_\ ’q..b-"-\,,g e ’,.._,,_,."\ e g Bt et

¥ |B | child Psychiatry Edit....
» |B Dignostic Imaging Edit...

oF Page 1[2][3][4]

c. Select the Print Template tab.

2. Download the template file from the server, if the current version is not on your
computer. Otherwise you can skip this step. To download the file:

a. Select the template you want to modify from the list. The template appears in the
plain-text preview window.

b. Click Download.
c. At the prompt, click Save.

d. Navigate to and select the folder in on your computer in which you want to store the
template file.

3. In Word, open and edit the template file as desired. Save and close the file.

4. Click Edit.... Navigate to and select the file you edited. The edited file appears in the
plain-text preview window. To preview the template in Word, click the link at the
bottom of the window; click Open to view a sample report. Then close the preview
window.

5. Click Save and Close to save your changes.

To modify a fax template:

1. To modify a fax template at the system level:
a. In the Setup group, select the System tab.
b. Click Templates....
c. Select the Fax Template tab.
OR
To modify a fax template at the site level:
a. In the Setup group, select the Sites tab.
b. Click Templates....
c. Select the Fax Template tab.
OR

To modify a fax template at the site location level:
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a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Next to the location to which you want to modify a fax template, click Edit... in the
Templates column.

(s o gt rm . R S n o i AT A i iy e L A e, B
it e B, g s R TAT Tm = e i e . a a, n i e # L P e -

s i B
Locations: Name [z] Description Templates

¥ B Adult Psychiatry Edit...

¥ B Cancer Care Edit...

¥ B | Cardiology Edit...

¥ B chid Psychiatry Edit...

¥ B” Disgnostic Imaging Edit...

oA Page 1[2][3][4]

c. Select the Fax Template tab.

2. Download the template file from the server, if the current version is not on your
computer. Otherwise you can skip this step. To download the file:

a. Select the template you want to modify from the list. The template appears in the
plain-text preview window.

b. Click Download.
c. At the prompt, click Save.

d. Navigate to and select the folder in on your computer in which you want to store the
template file.

3. Open and edit the template file as desired. Save and close the file.

Click Edit.... Navigate to and select the file you edited. The edited file appears in the
plain-text preview window. To preview the template, click the link at the bottom of the
window; click Open to view a sample report in an editing window. Then close the
preview window.

5. Click Save and Close to save your changes.

Modifying Fax Cover Sheet Templates

To modify a fax cover sheet template:

1. To modify a fax cover sheet template at the system level:
a. In the Setup group, select the System tab.
b. Click Templates....
c. Select the Cover Sheet tab.
OR

To modify a fax cover sheet template at the site level:
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a. In the Setup group, select the Sites tab.

b. Click Templates....

c. Select the Cover Sheet tab.

OR

To modify a fax cover sheet template at the site location level:

a. On the Sites tab in the Setup group, select the site from the drop-down list at the
upper right.

b. Next to the location for which you want to modify a fax cover sheet, click Edit... in
the Templates column.

e e e e Ee v p o § TR T g TR st T I T L L Pl e

Locations: Name [=] Description Templates
X B adult Psychiatry Edit...
¥ B Cancer Care Edit...
¥ B cardiology Edit...
3 B | child Psychiatry Edit...
¥ B Diagnostic Imaging Edit...
of Page 1[2][3][4]

e .‘,_\__f--—-._.l'.-.'i B wﬂ"-‘--—*"ﬁ-“‘lu‘ﬂh-_l_‘ IR ....p__.‘_.hpu--h-#.\ _{An.ﬁ, e r__,-ﬁ-. it ok i

c. Select the Cover Sheet tab.

2. Download the template file from the server, if the current version is not on your
computer. Otherwise you can skip this step. To download the file:

a. Select the template you want to modify from the list.
b. Click Download.
c. At the prompt, click Save.

d. Navigate to and select the folder in on your computer in which you want to store the
template file.

3. Inthe Windows Fax Cover Page Editor utility, open and edit the template file as
desired. Save and close the file.

4. On the Cover Sheet tab in PowerScribe 360 Reporting, click Edit.... Navigate to and
select the cover sheet you edited.

@ Note: The preview feature is not available for fax cover sheets.

5. Click Save and Close to save your changes.
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