m¥m Alberta Health _ ITS-HIM Transcription
B Services Meditech Manual Report Printing

Meditech 5.67 Manual Printing of PROVRPT Signed Reports

1. Log into the applicable site you need to print reports for in the ITS module and into PROVRPT department.

2. Open the Transcriptionist Desktop and go to your Worklist to display all the reports.

The first thing you need to do is set your Preferences. If you don’t, you will not see any reports display.
Preferences screen is used to define default preferences for your Transcription desktop display and sort, etc.
You are able to edit the preferences from the Transcription desktop using the |pPreferences (3| button.

Main Tab

& Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA. TESTS.G7 /PHRUTESTS.67 - Test) - HIMTRAN Tester

Main |{Orders || Reports |

Order Panel Rows Per Page e Message Defaults and Dates

Report Panel Rows Per Page 25 Include New g - :

Default Panel REPORT Message For

Refresh Seconds - From n/a e :
From Time - ||

Thru
4 Thru Time Edit Baich
EUD oC14- T+
Patient DO NOT USE: Recommended to use the Find Patient function on the Transcription Desktop, and leave this blank.
Desktop Sorts ||
Panel Do ||

DO NOTUSE: You can easily sort on the Transcription Desktop by Dictating Dr, Report Type, Status, etc at any time
while the Transcription Desktop is open. If you do not want to change the default, leave this blank.

Preferences

: DO NOT USE: 1-2-3: select column display order using Dictating Dr, Documents
3 (Patient), Report Status and Report Type. Recommended to leave this blank.

-Clear Restore Defaults § Create List i Specific Orders | Specific Reports | Recover Repomﬂ

Some fields will not be used or not applicable to Transcription. These are indicated by n/a above.

\‘ Report Panel Rows Per Page: Enter the maximum number of report panel rows you want to appear per page on
your Transcription Desktop. For example, if you enter 25, a maximum of twenty-five reports appears per page.
¢+ Default Panel: Keep the default of Report.
¢+ Refresh Seconds: Recommended not to use and leave this blank and refresh manually using the ‘Refresh’ button
on the Transcription Desktop Worklist.
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Reports Tab

This has replaced the Process Reports routine in 5.57.

It is recommended to only use the Status and Status Date fields here for a complete listing of all reports as
indicated below. Once your preferences are entered, click on Save.

& Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA, TESTS.67 /PHR.IESTS.67 - Test) - RUby Eigls

To view all statuses of reports, select
Draft, Signed, and Cancelled. No other
statuses will display from eScription.

[Main || Orders || Reports |

~ L
( Smu;, Status Date Dictated By Dictated By Date
Cancelled o From 18/03/15 - From
Draft Thru 18/03/15 Thru
Signed ol =
Transcriptionist Transcribed By Dat Department Report Type Date

Status Date — Select any date range you want for reports to display on your worklist.
Whatever details you complete here will be how the Worklist displays everytime you open
the Transcription Desktop or change sites within the Desktop. You will need to change your

Preferences if you want a different worklist displayed. You can enter T for today in both From
and Thru fields. Everytime you open the Transcription Desktop, it will automatically update to
reports transcribed on that current date.

Preview to

M 4

Site Facility

EMR <F11> cr

¢ n

report from Transcription desktop.

Follow-Up Codes Result Cod

Identify the document format you want to use to view or preview the

M = MEditor text format; W = Microsoft Word format
All regions will be viewing reports in MEditor format.

-Clear Restore Defaults I Create LtstISpecmc Orders | Specific Reports | Recover Reports-i

If you are searching for a specific Report #, click on
Specific Reports and enter the Report #(s).

If you want to be more specific, complete more of the search parameters. For example, if you are only looking
for a specific Transcriptionist reports type for a specific date period, only complete the Status Date and
Transcriptionist fields. Likewise if looking for reports dictated by a specific physician.

Keep in mind if you complete the other sections of this tab, it will retain those parameters. If you can’t see
reports displaying, check your Preferences to ensure your parameters are correct.
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3. Inthe Preferences function screen on the Reports tab:

a. Ifyou are looking for all the signed reports for a specific physician:

Status = Signed
Status Date From Date = use the start date of Physician signing reports
Status Date Thru Date = use the end date of Physician signing reports

NOTE: (The Thru Date could be the same as the From Date if this is done daily. If this is done on a Monday,
the From Date could be the previous Friday and the Thru Date could be the Monday.)
Dictated By = Enter the Physician mnemonic (You can enter the first 3 or 4 letters of the physician’s last name
and then do a lookup [F9] and select from the list and enter.)

[This parameter setting below means it will display all reports currently at a signed status that have been
updated (Signed) on Apr 28, 2015 for Dr. John Hunter.]

B Trarscriptiontst Desktop - POEA/QE /PROVIDT (ABATEST /ABA. TESTS.GF PG TESTSAT - Test) « Ruby Elgie —
\Main || Orders ||Reports |
Orhlist
Status __Status Date Dictated By ___ Dictated By Date it potie s
Signed From 28/04/15 HUNTIOHN From
Thru 28/04/15 - Thru {
|
Transcriptionist Transcribed 8y Date Department Report Type Date
From From ARLA
Thru Thru pigs 1
11 Batch E
Report Type ' o
EMR <F11> .:.'I
Fatet Dat fl
Site ‘ Facllity _Preview to Frint
' |
Follow-Up Codes Result Codes Outcome Codes Density Codes

-cmr Restore omunsl Create Llstl Specific Orders | Specific Reports | Recover Repom-:;‘l
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b. If you are only looking for a specific patient visit reports:

Go to your Worklist
On the Functions panel, click on Find Patient

Patient = Type in the Patient Identifier (MRN, ULI, or Account #). If necessary, select the Account
from the lookup list.

Click Yes or No appropriately. If click on Yes, the Worklist will open displaying all reports for the
selected patient.

patient | '

B Confiermastion i - .-.l:.l.!s!

?)  DIDODDOSS/15 UDMRIFIFTH PATIENT has been discharged. OK anyway?

-

| Find Patient

c. Ifyou are looking for a specific report #:

Go to your Worklist

In the Preferences function screen on the Reports tab, click on the Specific Reports button on the bottom
of the page.

I Specific Reports fRecover Reports m n

Type in the Report Number(s) and F12 or Save. The Worklist will open displaying all reports you identified
below.

CITIETT . |x

Report Number
0902-0006
2303-0001

*
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4. Save [F12] if you have not already done so to save your selection criteria.

5. All the reports within your selection criteria will appear in the ITS Worklist screen. [Sample shown below.]

& 1roemariptioniatl Desklop - EWAA EWAA PROVEET (ABATEST /ABA TESTSAT FOLTESTSGT - Test) SRy B
Udadm Gewbar,Nora Ginger EWAAUL EWAA21S 1

2 92/F 20/11/1922 1103-0001
Allergy/AdvyReac: Strawberry, Tartan Scarf
‘Documems " OM«SI
/6725"““4 . Pagelrofy
Documents Type Status Dictating Doctor Messages
7 D00000as1s  STF 20/11/1922 CONS  Signed  BRILBEVE
o UDADM GEWBAR, NORA GINGER coNS signed BRILBEVE

L0000014/15 92 F 20/11/1922

MW—

6. Highlight all the reports on the ITS Worklist screen you wish to print.

To highlight the entire list as shown above, click on the checkmark to the left of Documents on the yellow shaded

_Iarea.

To select only sporatic reports, click in the box to the left of each report and place a check mark in the box. (See
below.)

& Trormriptioniat Desklop - POEA /OE PROVRPT (ABATEST /ABA TESTS 67 /POLTESTSAT - Tesl) iy B

Lastkick,At Thecat PQEA4NIN PQEA416 B
2 34/M 10/11/1980 2304-0004
Allergy/AdvReac:
|Documenu| ondml
4 of 7 Selected  Pagexoryi
- Documents Type Status Dictating Doctor  Messages
— ) UDABS SURG QUICKKEYBOARD, HAYDE
VWQODD0011/15 B4 M 14/06/1930 OR Sighed HUNTIOHN
UDADM SPOTTYEARTH,PIPER LEANNE
¥ | uQoo10147/14 29 F 20/10/1985 o Signed HONTIOHM
_ | uDABS SURG QUICKKEYEOARD, HAYDE
UQOOD0118/15 84 M 14/06/1930 oS Slgned HUNTIOHN
_ | LASTKICK AT THECAT
| uqooooitosis 34 m 10/11/1980 " Signed HUNTIORN
. | vDABS SURG QUICKKEYBOARD,HAYDE
7| waqooooser/as 84 M 14/06/1930 PULMD Signed HUNTIORN
_ | vLasTKICK.AT THECAT
UQOO00119/15 34 M 10/11/1980 CONS Signed HUNTIOHN
: LASTKICK.AT THECAT
7 | UQoooo119/15 34 M 10/11/1580 5 e ot E”R <"';:> =
atient Data :

NOTE: You can sort by Report Type, Report Status, or Dictating Doctor by clicking on the column heading.

Below are two options on how to manually print. Choose one that works best for you.
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Print Option # 1

1. With reports selected to print, click on Print from the Function Panel buttons on the right side of the ITS
Worklist screen.

| Print ol

2. The Print report(s) on: screen will appear.

On this screen,
a. Use MS Word — leave the default No
b. When - leave the default Now
Print On — choose CC
d. Number of Copies — choose the number of copies of the report you wish to print. The default is one copy.

e. Print Single CC - choose Yes

Birintreportis)on: oLl

*Use MS Word © Yes@® No +When Now

*Print On cC A~ Print Error List © Yes® No

*Number of Coples @ 10 20 O 40 5 Print Single CC  @® Yes | No
=

1. Click in the ‘Print On’ field.

‘ 2. A drop-down arrow will appear.
_ 3. Click on this arrow to see
options.

4, Select ‘CC.

Click on ‘Yes’ for
Print Single CC

3. The Print Single CC window will appear.

On this screen, __._’ﬂ
a. Copy To - click on the drop-down arrow or do a F9 lookup. Select from the list of DEPT
options (as shown on the right). Only one option can be chosen at one time so gIEg_':)E;
this will need to be done individually for each Copy to. For example, complete this OED DR
for MED REC and then again for DICT DR, etc. PRIM DR
The most common is Medical Records (MED REC), Dictating Dr (DICT DR), and :'70':1DDRR
Additional Copies (ADD COPS) FAM DR
To print a copy for Medical Records, select MED REC from the list. REF DR
OTH DRS
INS COS
{llADD cors |
PT LOC
e ]
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b. Print On— delete CC and enter the printer name you wish to print to. Only printers added to Meditech
system will be available in the list.

B Print Single CC =101

*Copy To MED REC

i EDRDFHREPO1 |

i i

d. Repeat from Step 1 but this time in Step 3a, select DICT DR or ADD COPS in the *Copy To field. Continue on
with Steps 3b through 3d until all copies required are printed.

c. Click on OKor F12.

This will send all the reports you selected in the ITS Worklist screen to print.

Printing using the method above will print the “COPY” label on the bottom of the report as shown in the example

below.
Report Number: 2104-0001 Report Number: 2104-0001
COPY: Medical Records COPY: Sauve,Michel Dominique
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Print Option # 2

1. Select View Doc from the Function Panel buttons on the right side of the ITS Worklist screen.

I View Doc

2. This will display the report(s) you selected in the ITS Worklist screen on your monitor as shown next.

BEWHABES

ALBERTA HEALTH SERVICES COVENANT HEALTH

WAINWRIGHT HEALTH CENTRE Mame: UDADM GEWBAR,NORA GINGER

530-6TH AWE DOE: 2041115822 Gender: Female

WYAINVYRIGHT, AB Phaone: (403)534-3082

TV 1RE Unit Murmber: LJ00010380 Location: EWVAALI

VA0-842-3324 Account # LIOOOOO14/15 Room: EWyass218
LILI:

CONSULTATION

DATE OF CONSULTATION: 29-Jan-2015

"TESTING PURPOSES OMLY™"FPLEASE IGNORE

Testing Meditech Upgrade.

Toctivo wesmiisl wrint flmetion o Qismod ctapiie 4 if voncet il it waeitby eedad

3. Click on the Print icon on the top toolbar

B B ‘e | 4 ‘5(S

ALBERTA HEALTH SERVICES

WAINWRIGHT HEALTH CENTRE
530-6TH AVE

4. The Print dialog box appears as shown next.
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General |

Select Printer — your default printer will be
highlighted. Click on the scroll bar to
choose a different printer, if necessary.

x|

Select Frinter

s HP Laserlet 4

23 MEDITECH Rendering Engine

i3 Microsoft ¥PS Docurme

<z Print to POF
iz RightFax Fax Printer
[ [

Statuz: Ready Preferences |
Location:
B Find Printer. .. |
Print Range — Ensure All is selected. [If P
) - age Flange
not, mutiple page reports will only print —I\g & Al Number of copies: m
the first page'] € Selection € Curent Page /
" Pages: |'|-2 | A1 Callate
Enter either a single page 0 mb% !E !E
12
Number of copies — Adjust the number of report copies you wish -
to print. If you need for Dictating Dr or other Additional Copies,
increase the number of copies to be printed. Pt | Cance | £33
“ac
Click on Print when done.

5. The report(s) will print to the printer you identified.

6. Click on Close at the bottom of the screen to close this report.

7. After closing the first report, a screen will appear asking to choose ‘Next’ report; ‘Repeat’ to view the same report
again; OR ‘Stop’ to exit the viewing document process.

B choice

Report =1902-0003 Continue?

3/

To view the next report, click on Next.

The next report you selected in your Process Reports screen will appear on your monitor. Repeat steps 3 through 7.

After the second report is printed, a screen will appear asking to choose ‘Next’ for the next report; ‘Previous’ for the
previous report; ‘Repeat’ to view the current report again; OR ‘Stop’ to exit the viewing document process. See

screen next.
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2/ Report #1103-0001 Continue?

To view the next report, click on Next.

9. Continue with steps 3 through 8 until the last report appears. After the last report has been viewed/printed, and
you click on Close, a different screen will appear asking to choose ‘Stop’ to exit; ‘Previous’ to return to the previous
report; OR ‘Repeat’ to view the current report again.

- (o] ||

2/ Report #2703-0001 Continue?

Previous

To exit the View Doc, click on Stop.

You will be returned to the ITS Worklist screen.

Printing using the method above will NOT print the “COPY” label on the bottom of the report as done in example # 1.
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FAQs

You can’t find the report
you just typed on Worklist;
or edits made to report in
eScription are not updating

On the bottom of the Worklist screen, click on Refresh

(Sometimes there may be a longer time delay for new reports and/or updates to the
report(s) to cross from eScription.)

OR

On the bottom of the Worklist screen, click on Next or Prior to view more pages of
reports as only a specified number of reports will appear on the screen at one time.

You do not see ANY reports
on Worklist or reports are
still not showing after you
have ‘Refreshed’ your
Worklist

e From your Transciptionist Desktop worklist, go into Preferences
e Check all your fields on the Main and Reports tabs to ensure all are as you need
o On MAIN tab, ensure a number of Rows is entered for Report Panel Rows Per
Page
o On REPORTS tab, ensure Status and Status Date are completed
NOTE: Refer to Transcription Reference Manual for more details

Can | sort my Worklist

Yes, you have the ability to sort by Report Type, Status, Dictating Doctor by clicking on
the column heading you wish to sort by.

How do | select multiple
reports on my Worklist

Place a checkmark in the checkbox(es) by clicking in the checkbox to select multiple
reports.

Can | search for report(s) for a
specific patient

Yes, use the Find Patient function located on the right side of your Worklist screen.
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