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Introduction

Symbols

eXQ-PLATFORM

The following symbols may appear in the product documentation or on the product.

&Only

on the order ofa licensed healthcare practitioner

Prescription Devices

Symbol Symbol Name Symbol Description Standard Number and  [Symbol
Name Reference
Number
I Manufacturer Indicates the name and address of the manufacturer 1S015223-1:2021 5.1.1
Authorized Indicates the Authorized Representative, responsible 1SO15223-1:2021 5.1.2
Representative in for the device in the European Economic Area (EEA).
the European
Economic Area (EEA)
Date of Indicates the date when the device was manufactured. | 1SO15223-1:2021 5.1.3
Manufacture
Caution Indicates information that is important for preventing | 1SO15223-1:2021 5.4.4
loss of data or misuse of the software.

LOT Batch Code Indicates the full Software Release / Version number 1S015233-1:2021 5.15

Serial number Indicates the manufacturer’s serial number so thata 1SO15233-1:2021 5.1.7
SN specific medical device can be identified

Catalogue Number | Indicates the manufacturer’s catalogue numberso that| 1SO15233-1:2021 5.1.6

REF the device can be identified
Consultinstructions | Indicates the need for the user to consult the 1S015233-1:2021 5.4.3
foruse instructions for use
Prescription Device | Caution: Federal law restricts this device tosale byor | 21 CFR801.109(b)(1) N/A

BS ENISO 15223-1:2021 Medical devices - Symbols to be used with information to be supplied by the manufacturer - Part

1: General requirements
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Indications for use

EXA™ is a software device that receives digital images and data from various sources (i.e. CT scanners, MR scanners,
ultrasound systems, R/F Units, computed & direct radiographic devices, secondary capture devices, scanners, imaging
gateways or other imaging sources). Images and data can be stored, communicated, processed, and displayed within the
system and or across computer networks at distributed locations. Lossy compressed mammographic images are not
intended for diagnostic review. Mammographic images should only be viewed with a monitor cleared by FDA for viewing
mammographic images. For primary diagnosis, post process DICOM "for presentation” images must be used. Typical
users of this system are trained professionals, nurses, and technicians.

Training
Users of this software must have received adequate training on its safe and effective use before attempting to operate the

product described in this Instructions for Use. Users must make sure they receive adequate training in accordance with
local laws or regulations.

Regulatory and compliance

Konica Minolta Healthcare Americas, Inc.
2217 U.S. Highway 70 East
Garner, NC 27529 USA

Tel: 1-800-366-5343

System requirements
See document, "Exa PACS|RIS System Requirements."

500-000947A 4
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Calibration and measurement accuracy
Measurement accuracy partially depends on image quality, which is subject to various factors including the skill of the
technologist, the precision of the modalities, and image resolution. However, clinical users of Exa PACS|RIS can help

ensure diagnostic image quality and accurate measurements by using appropriate viewer settings (such as window/level
and zoom) and by calibrating monitors (see "Calibrate monitors™).

Theclinical user is responsible to judge the accuracy of the measurements based on the image quality and based on the
accuracy of placed measurement points. For a table of measurement accuracies, see "Measurement Accuracy Limits" in
the appendix.

Help us improve!

If you find any errors in this manual, would like us to explain something better, or would like us to cover a new topic,
please let us know by visiting our online portal.

https://kmha360.my.site.com/customersupport/

Monitored: 8:00 AM-8:00 PM EST

A

For urgentissues, please call the Hotline.

500-000947A 5
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Getting started

This chapter contains the following sections.

Configure your working environment
Configure Exa PACS|RIS

Configure your working environment

Before using Exa PACS|RIS, you must sign in and configure settings and information tailored to your company and
workflow for use in various parts of the program. This section helps with the most common areas of basic configuration.
For help with other detailed settings, contact your Konica Minolta representative.

Set up credentials, browser, and monitors

To set up credentials, browser, monitors, and other settings, see the following topics in this section.

Configure the language in Chrome
Turn off Chrome autofill

Other Chrome settings

Sign in to the Exa platform

About two-factor authentication
Sign in using 2FA with email

Sign in using 2FA with Gooale Authenticator
Reset your password

Change your password

Add an avatar

Edit your user profile

View version information

Create a shortcut for Exa PACS|RIS
Calibrate monitors

Configure the language in Chrome
You must configure the browser language of your client computer as follows.

Procedure

1. InChrome, select the customize * button, and then select Settings.
2. Onthe left pane, select Languages.

3. Under Preferred languages, if the local language and culture does not appear in the list, select Add languages, and
then add the language.

Note: The culture must be correct. For example, in Canada, ensure that English (Canada) is installed.

500-000947A 6
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eXQ-PLATFORM

B Autsfill and passwords
I;! Privacy and sacurity
#  Performance

4  Experimantal 4]

& Appearance

Q.  Ssarch engine

BN Default browssr

(1} Onstartup

£ Languages

A [} Lo el

Preferred languages

‘Websites i your languages
&t websites know the languages you speak. Thay

when possiphe

1. English {United States)
This language 1s used when tramslating pages
This language is used 1o display the Google Chrar

2. Eng

2. English {Canada)

Sparush

Lt

o

Japansgig

wn

GEan

shaw content in those languages

Add languages

Duplay Goagle Chrame in this language

e diawm

4. Selectthe moreactions : button for the local language, and then select the Display Google Chrome in this

language checkbox.

5. Select the more actions :

6. Select Relaunch.

Turn off Chrome autofill

button again, and then select Move to Top.

Chrome may automatically fill in passwords, patientinformation, and other textin various parts of the program. This can
be a security, privacy, and functional risk, therefore we highly recommend turning off these features.

4 Experimental Al

®

Appearance

E Autofill and passwords
@ Privacy and securlty
¢y Performance

Autofill and passwords
Em  Google Password Manager

B Fayment methods

Q@ addresses and more

Passwords

1. Inthe Chrome menu, select Settings.

2. Select Autofill and passwords > Google Password Manager > Settings.

3. Turn Offer to save passwords off.

Payment methods

1. Inthe Chrome menu, select Settings.

2. Select Autofill and passwords > Payment methods.

3. Turn off Save and fill payment methods.

500-000947A
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Addresses and more

1. Inthe Chrome menu, select Settings.
2. Select Autofill and passwords > Addresses and more.

3. Turn off Save and fill addresses.

Turn off Chrome autosave

When Google Chrome automatically updates, the functionality of your Exa platform product can be negatively affected. To
prevent this, we recommend that you turn off automatic updates in Chrome by following these steps:

Procedure
1. InWindows, press Windows +R.

2. IntheRundialog, type nsconfi g and press Enter.

3. In System Configuration, on the Services tab, select the Hide all Microsoft services checkbox.

B system Configuration

General Boot Services Startup Tools

ot

Service Manufacturer
] aswbiDsAgent AVAST Software
(] Avast Antivirus AVAST Software
] AvastwscReporter AVAST Software
[ DiskDill Watcher ClevesFiles

Status

Rumining
Running
Funining
Stopped

Date Disabled

(] TP AutaConnect Service Cortado AG

[ TP VT Gateway Service Cortado AG

[] VMware Alias Manager and Ticke... VMware, Inc,

R wMware Tools Viware, Inc,
Note that some secure Micrasoft services may not be disabled.
[~ Hide all Microsoft services

Stopped
Stopped
Running
Rumining

Enable all [ Disable all

o] o

Apply

Helo

4. Clear the Google Update Service (gupdate) and Google Update Service (qupdatem) checkboxes.

5. Select Apply, OK.

6. If prompted, restart your computer.

500-000947A
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Other Chrome settings

When using multiple monitors, the program uses pop-ups to display the viewer and multi-panel, therefore you need to
configure Chrome to allow pop-ups. Also, optional memory and power settings may increase your performance under
certain conditions.

Pop-ups and redirects

1. Inthe Chrome menu, select Settings > Privacy and security.

2. Under Privacy and security, select Site settings.

% m

0 2 % +

&

Autafill and passwards
Privacy and security
Perfarmance
Experimental Al
Appaarance

Search engine

Default browses

On startup

Languages

Frvacy and securnty

= Clear browsing data
u Clear histary, coakies, cache, and more

* Thed-party coakies
Third-garty cookies are blodosd in InCognito mads

@ Ad privacy .

Customize the info used by sites to show you ads

I'E'I Securily .
Safe Browsing (protection from dangerous sites) armd other secunty settngs

Sita pettings

Centrods what informatian sites canuse and show flocstion, camara, pog-ups, and moea)

3. Under Content, select Pop-ups and redirects.

=~}

n ~ &% + &

G

zr

furtafill and passwords
Privacy and security
Performance
Experimental Al
Appearance

Sparch engine

Default browser

On startup

Content

@ Third-party cookies
Third-parly cookies are blacked in Incagnita mode

JE-
SilEd i ude JEvaSinipt

m mages R

Siles can show images

Pop-ups and redirects

Siles can send pop-ups and use redirects

additional comtent settings w

4. Select Sites can send pop-ups and use redirects.

5. Refresh the browser to apply the new settings.

Memory and Power

You can try Memory Saver if you open a lot of tabs in Chrome. You can try Energy Saver if you use a laptop when not
plugged in.

1. Inthe Chrome menu, select Settings > Performance.

2. Under Memory, turn on Memory Saver.
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Memary [H]

bdemaory Saver
When on, Chrome frees up memery from inactive tabs, This gives active tabs and other apps mare O
computer resources and keeps Chrome fast. Your inactive tabs automatically become active again when

you o back to them. Lear marg

Always keep these sites active

Add
Sites wou add will always stay active and memaorny won't be freed up from therm
Ma sites added
3. Under Power, turn on Energy Saver.
Pavear EI
Energy Saver
When on, Chrame consarves battery power by limiting background actraly and wisual effects, such as t}

smooth scrollimg and video frame rates. Learn more
®  Turnon only when my battery is 2t 20% or lower

D Turn on when my computer 15 unplugged

Sign in to to the Exa platform

You can sign in to the main application, the patient portal, the physicians’ portal, the ordering facility portal, or the
attorney portal.

Procedure

=

In Chrome, go to the URL given to you by your Konica Minolta representative.
Enter your sign-in credentials.

2
3. Selectthe | agree to HIPAA Privacy Notice checkbox.
4

PATIENT PORTAL PHYSICIAN PORTAL

L

Do one of the following:

e Tosignin to Exa PACS]|RIS, select LOGIN.

e Tosignintoa portal, select a portal button.

See also:

About two-factor authentication

Sign in using 2FA with email
Sign in using 2FA with Google Authenticator

500-000947A 10
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About two-factor authentication

Administrators can use two-factor authentication (2FA) to increase security by requiring an additional sign-in procedure.
During sign-in, Exa PACS|RIS sends an authentication token (or "code™) to your email address, or one is generated by the
Google Authenticator app. You then enter that authentication token on the Exa PACS|RIS sign-in screen to finish signing in.

Administrators: To make two-factor authentication available for a user, configure the user’s email address and user name.
For further details, see the 2FA configuration manual.

See also:

Create a user

Edit your user profile
Sign in using 2FA with email
Sign in using 2FA with Google Authenticator

Sign in using 2FA with email

If your administrator made two-factor authentication available, you will receive an email from the server with a
verification token or code. Using that code, follow these steps.

Procedure
1. Signin to Exa PACS|RIS in the usual manner.
2. Inthe EMAIL VERIFICATION PENDING box, paste the verification code and select VERIFY.
Result: Exa PACS|RIS signs you out.
3. Sign back in to Exa PACS|RIS, select the email option, and then select REQUEST TOKEN.

4. Type the token sent to the email address, and then select LOGIN.

Note: Every time you sign in in the future, you must repeat this step, using a different token each time.

See also:

Sign in to the Exa platform
About two-factor authentication

Sign in using 2FA with Google Authenticator

Sign in using 2FA with Google Authenticator

After you have signed in using 2FA the first time, if you prefer, you can use Google Authenticator to sign in in the future
rather than an email token. To use Google Authenticator to sign in, follow these steps.

Caution: Follow these steps correctly or the setup key (the text portion of the QR code) may become useless for
subsequent users.

Procedure

1. Download the Google Authenticator app onto your mobile device.

2. InExa PACS|RIS, on the burger E menu, select the blue Konica-Minolta = globe.

500-000947A 11
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3. Inthe My Profile dialog, in the Two Factor Authentication box, type your account password, and then select
SHOW QR CODE.

4. In Google Authenticator, tap Scan a QR Code, and then scan the code on screen.

5. In Exa PACS]RIS, in the One-Time Password box, enter the code from your new Google Authenticator profile, and
then select VERIFY.

See also:

About two-factor authentication
Sign in using 2FA with email

Reset your password

If you forgot your password, contact your Exa PACS|RIS administrator for instructions on how to reset your password.

Change your password
You can change your sign-in password.

Procedure

1. Select the burger E button.

At the top of the burger menu, select the blue Konica Minolta globe:

% (user avatar).

In the My Profile dialog, select CHANGE PASSWORD.

500-000947A 12
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My Profile EXA Version 1.4.34-414

uDI (01)00817100020193(10)01-04-034

O Ahways Open Schedule Book in a Mew Tab Choose File B e

Rows 1o Displa o ) ul
alay 50 w Themes  default ~ Culture DELETE AVATAR

English-Us  » [ Pin Burger Menu

D Hide Worklist lcons D Hide Cirder Menu

Bandwidih Select w
Zaasion Interval 300 mir (10=500])

Default Schaduling (O} Radiclogy

SAVE CHAMNGE PASSWORD

H

Current Password

Hew Password

Confirm Password

SAVE PASSWORD

@ Min password langth: 10
v Max password length: 30

As you type, guides you
@ Number of uppercase letbers: 1 * y t}’p g y

to satisfy password
requirements

w Mumber of lowercase letters: 1
+ Mumber of numaerical characters: |

@ Mumber of special characters: 1

4. Enter currentand new passwords, and then select SAVE PASSWORD.

Add an avatar

An avatar is an image such as a photo that represents you in various parts of the program, such as your user profile and
Exa Chat.

Prerequisite: Prepare a PNG image to use as the avatar.

Procedure

At the top of the burger E menu, select the blue Konica Minolta n globe.
In the My Profile dialog, select Choose File.

Browse for and select your avatar image, and then select Open.

> w e

Select SAVE.

500-000947A 13
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Edit your user profile

Each user of Exa PACS|RIS has a profile with sign-in credentials and basic customization settings. After signing in, you can
view and edit your settings.

Procedure

1. Selectthe burger E button.

At the top of the burger menu, select the blue Konica Minolta globe or user’s avatar:

% " (user avatar).

Result: The My Profile screen appears.

My Profile EXA Version 1.4.33-222
uDI (01)008171000201
User Name viztek
MName * Pacs M Viztek Suffix

Mobile Phene / Email | Mobile P Emai

Default Device * ~ [ Aute Open Dictation on Device

Default Location * My Company « Always Open Schedule Bock in a Mew Tab

Rows to Display 50 w |Themes | default = |Culiure English-US  w O Fin Burger Menu

) Hide Warklist lcons [ Hide Order Menu

Bandwidth Select b
Session Interval 300 rim (10=5600)

Default Scheduling (g Radiology

3. Enter the following settings.

User Name Type a user name for sign-in purposes.

Name Type your true name.

Mobile Phone/Email Type your mobile phone number and/or email address. An email address is required for
two-factor authentication.

Default Device [Unused]

Auto Open Dictation on Device [Unused]

500-000947A 14



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

Default Location Select a facility as your default location. When you sign in, this facility appears in
various parts of the program by default. You must configure the facilities that you want
to make available in this dropdown list.

Always Open Schedule Bookina New| Select to automatically open a new browser tab for the schedule book when you open

Tab it.

Rows to Display Select how many rows to display on the worklist.

Themes Select a default theme of Bright (default) or Dark.

Culture Select the language/culture ofthe user interface.

Hide Worklist Icons Hides the lower toolbar and study row buttons on the worklist. Hidden functions remain
available in shortcut menus and other controls.

Hide Order Menu Hides the navigation menu within the Edit Study screen.

Bandwidth Select the expected speed of the network on which your client installation runs. This

helps to optimize performance in your networking environment.

Session Interval Type the number of minutes to elapse before the program times out and returns to the
sign-in screen.

Default Scheduling/Radiology [Unused]

4. Select SAVE.

View version information
You can view version information about the application, host system, services, and external tools.

Procedure

1. Selectthe burger E button.

2. Atthe bottom of the burger menu, select the white Konica Minolta globe.

S

TOMICA MINOLTA

Result: The About screen appears.

500-000947A 15
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About
App/DB/Misc Services
Exa: 1.4.32-p3-135 C-Move Serviee: 1.4.32.50
Mode; v16,16.0 DICOM Service; 1.4,32 50
PostgreSQL: 14.4 Fax Service: 1.4.32.50
MGINX: 1.23.1 ffmpeg: Mot Found
Redis: Mot Found imageserver_http:= 1.4.32.50
TxTransportation: Mot Found Image Service: Mot Found

MWL Service: 1.4.32.50

S}rstem Opal Listener Service: 1.4.32.50

Opal Sender Service: 1.4.32.50
Dicom Print Service: 1.4.32.50
Storage Commitment Service; Mot Found

08 Type: Windows_NT

0% Platferm: win3z2

0S Architecture: x64

Total System Memaory: 12.00 GB
Y o Tools

Opal Tools Setup: Mot Found

Opal Viewer Setup: Mot Found

EXA Trans: Mot Found

EXA Doc Scan: 1.0.11.0

Create a shortcut for Exa PACS|RIS

You can create a shortcut for the local Windows user to Exa PACS|RIS and place it on the
desktop.

Procedure

1. InChrome, go to the Exa PACS|RIS sign-in page.

2. Intheaddress bar, drag the lock ® icon onto the desktop.
The Exa Login shortcut appears.
3. Optional. To change the shortcuticon:

e Right-click the shortcut and then select Properties.
e Select Change Icon, and then browse for and selectan icon.
e Select OK.

Calibrate monitors

Especially after a new installation or upgrade, you can use Exa PACS|RIS to calibrate your monitors to ensure accuracy of
length and other measurements. If all images you work with contain pixel spacing information, you can skip this
procedure.

Prerequisite: Enter Calibration Width and Calibration Height settings for your monitors. See Set up connected
displays.

Procedure

500-000947A 16
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1. Openanimagein the viewer.

2. Optional: For higher accuracy, on the image shortcut menu, select View > Actual Image Size.

3. Hover over the upper-right corner of a frame, right-click E and then select Recalibrate.
4. Select two points on the image.

5. Inthedialog, type the length between the points and then select OK.

Note: If prompted to apply calibration to the series, select OK.

Results

e Thecalipers are modified.
e Previously annotated measurements are redrawn.
e Future measurements will appear according to the new calibration values.

500-000947A 17
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Configure Exa PACS|RIS

This chapter includes the following sections with topics on core items to review or configure prior to using Exa PACS|RIS.

Set up the office: Companies

Set up the office: Other assets
Configure providers and resources
Configure scheduling and codes
Configure DICOM settings
Configure billing

Manage users

Configure general settings
Configure the viewer

For other settings, see the following topics.

See also:

Worklist settings
User settings

Set up the office: Companies

Company here means the parent hospital, clinic, or other institution where Exa PACS|RIS is installed. Configure your
company and then configure its child facilities (see Add a facility) and other locations as needed. In configuring your
company you enter basic settings such as its name and address, but also—depending on product and configuration—you
can customize Exa PACS|RIS for your company's needs by adding preset options for such things as: sex, body parts, and
ethnicity; patient alerts, critical findings, cancellation reasons; MRN and accession number formatting; passwords; and
billing modifiers.

This section contains the following topics (not all topics may be available depending on version and region).

Configure your company
General settings
Settings

App settings
Reason codes

MRN information
Accession information
AE filter

Payment gateway

LDAP configuration
RCopia configuration
HL7

Password management
Modifiers

URL encryption
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Configure your company

To use Exa PACS|RIS you must configure your company as follows.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY.

HE Lo

Cade b b Haorm ©

[ Tagge Bautng an Sudy Flag Changed m

Timepgoes * LS Eaztain » [0 mnssle 0P [ Essble ACopia Service [ Brslbie Pryment Gatewsy

2. Enter the following settings.

Code Type your internal code for your institution.

Name Type the name ofyour institution.

Timezone Select the time zone used by your institution.

Enable LDAP Ifyour institution uses an LDAP or Active Directory server, contact your Konica Minolta

representative to configure these settings.

Enable RCopia Service

Select to turn on the RCopia service, ifavailable, and display the RCOPIA CONFIG sub-
tab. Enter settings in the sub-tab, and then select SAVE.

Enable Payment Gateway

Select to turn on the Payment Gateway service, ifavailable, and display the PAYMENT
GATEWAY sub-tab. Enter settings in the sub-tab, and then select SAVE.

Trigger Routing on Study Flag
Changed

Select to reprocess routing (DICOM transactions) automatically when a user changes a
study flag.

3. Select SAVE.

4. Enter additional information as needed by following the steps in later subsections (see Set up the office:

Companies).

Note: When finished, select SAVE again at the top of the screen on the right side of the Trigger Routing on
Study Flag Changed checkbox.

General settings

Enter the main contact information for your company and other basic settings relating to scheduling, billing, documents,
security, image viewing, and peer review. For forms, email and notification templates, db tools, report queue, and other

topics, see Configure general settings.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > GENERAL.

500-000947A
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2. Enter the following settings.

Caution: A password is configured or used on this page. For recommended security, turn off Chrome

autofill.

Contact Information

Enter the company address and contact information.

Scheduling

Highlight new Patient exams on
ScheduleBook

Select to highlight new patient appointments on the
schedule book for easier identification.

Highlight Color

Select the color to use to highlight new exams on the
schedule book.

Default Distance from ZIP Code

Select the default distance for finding facilities near
patients.

Enable schedule rule reason

Select to require users to select a schedule reason when
creatinga schedule block.

Enable reschedule reason

Select to prompt for a reason when reschedulingan
appointment.

Enable pause reason

Select to prompt for a reason when a technologist pauses
an exam.

Billing Information

Corporate Office Type Select Person for anindividual practice. Otherwise, select
Non-Person Entity.

NPI No. US only. Type your national provider identifier.

Taxonomy Code Type your NPI taxonomy code.

Tax ID Type your national tax ID.

EDI Submitter ID

Ifusingan EDI service, type your submitter ID.

EDI Receiver ID

Ifusingan EDI service, type your receiver ID.

Modifiers in Order

Forces the user to enter modifiers before creatingan order.

ICD9 to ICD10 Select to automatically convert diagnostic codes from the
ICD9 to ICD10 standard.
Sales Tax Type the tax rate at the company's address, as a

percentage (e.g. type 07.50 for "seven and one-half

500-000947A
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be peer-reviewed)

percent").

Documents File Store Select a file store for scanned documents at your company.
This is separate from the file store used by AEs to store
images.

Security Account Lockout Threshold Set the maximum number of sign-in attempts.

Viewer Viewer Titlebar Text Select to display the patient name or the accession number
on the title bar when openinga study in the viewer.

Peer Review Schedule (how often studies are assigned to| Select the frequency at which studies are automatically

drawn and assigned for peer review.

To customize, select Custom settings, and then enter the
cron settings below.

Cron custom settings

Available when you select Custom settings in the Schedule
dropdown list. Type a custom frequency for assigning peer
reviews by enteringvalues in the boxes: seconds, minutes,
hours, day of the month, month, and day of the week.

Peer Review Percentage of yearly approvals

Type the percentage of approved studies to add to the
initial draw pool each draw.

Studies per draw amount

Type how many studies to draw from the draw pool. These
studies are distributed randomly to peer reviewers.

Any studies left over (that are not drawn) remainin the
draw pool for the next draw.

Cutoffperiod The number of days in the past from which Peer Review
draws studies (the maximum age of the study).

Interval Type how often to check whether the conditions are met to
start the draw process, in milliseconds.

Email Information Server Address Type the address of your outgoing SMTP/mail server.

Port Type the mail server port number, provided by your ISP.

User Name Type the account administrator user name or email
address.

Password Type the email account password.

Sender Address Type the default sender address (the administrator's email

address).

Email Subject

Type a default email subject to use ifno subject is
configured on the notification template.

4. Select SAVE ALL INFO.

Settings

Settings here means presets that appear as options, mostly related to people (such as staff and patients). You can
preconfigure them for use in various parts of the program.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > SETTINGS.

500-000947A
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2. Ontheleft pane, select a category.

3. Atthe bottom of the screen, in the Description box, type a setting. The following table describes the setting for

each category.

User Titles

User prefixes, such as Mr., Mrs., and Dr.

Marital Status

Patient marital statuses, such as Single, Married, and Divorced.

Sex

Patient sexes.

Body Parts

Patient body parts under examination.

Employee Status

Statuses of employees at your institution.

Credentials

Physician credentials, such as Ph.D. and M.D.

Racial Identity

Patients’ self-identified races.

Ethnicity Patients’ self-identified ethnicities.

Relationship Relationships of people to patients (including self).

Priorities Priorities that can be assigned to studies in the worklist. These are separate from stat
levels.

Sources Sources of patient arrivals, such as clinic referral, attorney office, hospital transfer, or
emergency room.

Orientation Lateralities as they pertain to the study.

Languages Patients’ preferred languages.

Communication Preferences

Patients’ preferred methods of communication, such as cell phone or email.

500-000947A
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Administration Site Immunization modes.

Regions Geographical regions, such as for grouping markets.

Units of Measure Units of measure, such as for doses of medication or contrast material.
Needle Gauge Available needle gauges.

4. Select SAVE.

App settings

App settings here means presets that you can preconfigure for use in other parts of the program.

Regarding stat levels

Because different PACS systems use different stat levels, you need to translate the stat level of inbound studies to the
stat levels you configure in Exa PACS|RIS, and conversely, you need to translate the stat levels of studies you send to
other systems to their stat levels. To do this, as described in the following table, select the value of the (0040,1003)

Requested Procedure Priority tag to translate "from" in inbound DICOMs, and to translate "to" in outbound DICOMs.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > APP SETTINGS.

COWPANY

Code * Nama # My Caimgeary Timexan * LS Easlenm

[ Tricmger Rewtng on Sudy Flag Changed m

_ e

Scan locument Types
St Lawed L AE

3 i a7
TAT B al
Patiesk Anteal Wak Tims
Booenn Rapsan

Qrckering Faciiy Types

2. Intheliston the left side of the screen, select a setting.

3. For each option in the following table, enter settings.

States Description Type states, provinces, prefectures, or other regions used in various parts of the program.
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Colors

Scan Document Types| Description Type descriptions to assign to documents to be scanned, such as “Photo ID” or
“Explanation of Benefits.”
Requires Select to require review of the document before moving to the next status in the current
Review workflow. See Require document review.
Stat Level Description Type descriptions for each of the stat levels (0-5).
Color Clickin the text box, and then use the color picker to select a background color for studies
on the worklist having the stat level.
Text Color Select a text color for studies on the worklist having the stat level.
Inbound DICOM Use to "translate" the DICOM Requested Procedure Priority (0040,1003) of inbound studies
to the stat levels you configure in Exa PACS|RIS.
Select the requested procedure priority ofinbound studies to assign to the stat level you
are configuring.
Outbound Use to "translate" the stat level of outbound studies to the corresponding DICOM
DICOM Requested Procedure Priority (0040,1003).
Select the requested procedure priority to assign to outbound studies that are in the stat
level you are configuring.
TAT Description/

Select the edit icon of a TAT to modify its description, text color, and background color.

You can set the max TAT for a facility under Setup >[all uppercase menu] > Office > Facility.

Patient Arrival Wait
Times

Use the following settings to configure color-coded descriptions corresponding to lengths of time that a
patient waits upon arrival. These bands of time appear in the wait time monitor at the top of the Patient

Arrival Worklist

Description Type a description for the band such as "Short Wait" or "Long Wait."
Color Background color for arrivals at the current wait time.
Text Color Text color for arrivals at the current wait time.
Minutes Type the maximum number of minutes that a patient waits to remain in the band.
Access Reasons Reasons for accessing confidential patient records when using the Break the Glass function.
Code Type an internal code for the reason.
Description Type a name or description of the reason such as, "Direct patient care."
Ordering Facility Description Type a description such as "Assisted Living" or "Prison."
Types
Fee Schedule Group | Code Type a code for the group. For example, the default codes are AHS, MHSAL, and DEFAULT.
See About fee schedules.
Description Type a description for the group. For example, the description of the default AHS code is

"Alberta Health Service Codes"

4. Select SAVE.

Reason codes

Reason codes are text strings that identify reasons for taking various actions such as cancellations, follow-ups, and
rescheduling. You can preconfigure them for use in various parts of the program.

Procedure

1.

500-000947A
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2. Ontheleft pane, select a category.

3. Ontheright pane at the bottom, type a reason.

4. Optional: To make inactive reasons temporarily unavailable, select Hide Inactive.

Cancel Reasons Description Type reasons for such canceling such things as appointments or exams in
progress.

Abort Reasons Description Type reasons for aborting exams in progress.

Call Categories Description Type reasons phone calls, such as to patients for scheduling.

Critical Findings Description Type critical findings you can assign to studies, such as "Acute Positive."

Follow-Up Reasons Description Type reasons to follow up on a study, such as "Benign but suspicious."

Code Type your internal code for the finding.
Follow Up Type and select the length of time until the follow-up.

HIE Consents Description Type indicators as to whether a patient has consented to release of
demographics and medical data through a Health Information Exchange for
treatment, payment, and health care operations purposes.

Patient Alerts Description Type alerts to assign to patients, such as "Patient is claustrophobic."

Reason for Death Description Type reasons for death.

Schedule Rule Reasons Description Type reasons to use when writing schedule rules to make a timeslot
unavailable, such as "Machine maintenance."

Color Assign unique colors to each schedule rule reason for easy identification on thej
schedule book.

Transportation Reasons Description Type modes of transportation such as "Medical Transport" or “Personal

Vehicle."

5. Select SAVE.
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MRN information

MRN information here means your internal format for MRNs at your company. Exa PACS|RIS can assign MRNs
automatically according to the following settings.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > MRN INFORMATION.

COMPANY

Coda * 1 Mt * | My Cormgany Tiwezors * S Eartern

a Trigger Rowting an Stody Fley Changed m

MRM Inlermaticn

MRH Type * Defmlt ¥
Frafix B CanEdn
Suffix O allow Duplicates
Pl Suife: Miax O Fred Length
Length
LLLFFM

Previes

2. Enter the following settings.

MRN Type Select Default to use the default formatting included with Exa PACS|RIS, or Custom to
define your own formatting.

Prefix Type a prefix to prepend to the MRN. To be able to modify the prefix, select Can Edit.
Suffix Type a suffix to append to the MRN.

Allow Duplicates Select to allow duplicate MRNs.

Prefix/Suffix Max. Select Fixed Length (above), and then type or select the maximum length of the MRN

prefix and suffix.

Fixed Length Select to enter a maximum length of the MRN.

3. Select SAVE.
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Accession information

Accession information here means global modifications you want Exa PACS|RIS to make to accession numbers.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > ACCESSION INFORMATION.

Code * Marrss * &by Covnzay Tevetnarm * L ERdlinm ) I: Enable LDA=

E Enable Ricopia Serdcw E Enatles Payrmenl Gateway : Trigeee Heafing on Stady Flig Charged m

Acceanian nl ormatian

2. Enter the following settings.

Prefix Type a prefix to prepend to the accession number.

Suffix Type a suffix to append to the accession number.

3. Select SAVE.

AE filter

This sub-tab is currently unused.

Payment gateway

If you selected Enable Payment Gateway previously (see Configure your company): you can configure a service such as
PayPal to use for patient payments for your health services.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > PAYMENT GATEWAY.
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COMPANY
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2. Enter settings to make a payment gateway available.
3. Select SAVE.
LDAP configuration

Administrators, contact Konica Minolta for assistance with configuring LDAP.

RCopia configuration

RCopia is a cloud-based e-prescribing program that assists hospitals and clinics with managing prescriptions. If you
selected Enable RCopia Service previously (see Configure your company) you can configure itas follows.
Procedure

1.

Go to SETUP > OFFICE > Office > COMPANY >RCOPIA CONFIG.
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2. Enter RCopia service details.

3. Select SAVE.

HL7

This sub-tab is currently unused.

Password management
You can customize requirements for passwords that users create to sign in to Exa PACS|RIS and other related client apps.
Procedure

1. Go to SETUP > OFFICE > Office > COMPANY >PASSWORD MGT.
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COMPANY
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2. Enter the following settings.

Password Must Be between... Type a minimum and maximum number of characters that passwords can contain.
Passwords Must Contain [ ] Uppercase Letters Exa PACS|RIS validates passwords based
. on these selections.
Minimum Number of ... Lowercase Letters
Numbers

Symbols or Special Characters

Report Password Type the default password for emailing approved reports if a resource password was
not configured.

‘User Must Change Password Next | Select or clear to assign the default state of the setting.
Login’ Is Checked by Default

Force Users to Reset Their Password| Select to require password resets of a specified interval.
on a Set Schedule

Users Cannot Reuse the Last[ ] Select to prevent users from reusing one of their previous passwords. Type the number
Passwords of previous passwords to disallow.

Note: When a user changes a password in various parts of the program, it guides them by showing which
of the above requirements are being met as they type.

3. Select SAVE.
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Modifiers

Modifiers are alphanumeric codes that you can append to a CPT or HCPCS code (such as when adding charges to claims
and invoices) to provide information to payers that helps them process claims. Professional and facility claims can
include up to four modifiers per CPT/HCPCS code. Placement of the modifiers is critical for correct reimbursement.

To use modifiers in other parts of the program, preconfigure them as follows.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > MODIFIERS.

COMPANY

Coda * Mame * By Campary Timezore *  US/Eastem
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2. Move to the bottom of the screen, enter the following settings.

Code Type the CPT modifier, or other modifier code.

Implicit [Available in Alberta only]

Select to visually exclude the modifier from submitted claims.

Description Type the description for the code.

Fee Level Select the fee level in the dropdown list.

Fee Override Type the fee override code, which takes precedence over any modifier created
previously.
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To configure an override amount: In the first dropdown list select an operator (+or-), in
the box type an amount, and thenin the last dropdown list select Value or %.

M1-M4 Select the modifier number to which to assign the code.

Display on Schedule Book and Print | Select or clear to control visibility of modifiers.
Order

3. Select SAVE.

URL encryption

You can define how Exa PACS|RIS responds when a user clicks a link to a study using an encrypted URL. Settings here must
match those agreed upon by the entity creating the encrypted links. You cannot edit URL encryption settings, only add and
delete them.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > URL ENCRYPTION.

URL Enoryption

KEY CODE ENCAYFTION TYPE HAME UFL EXFIRATION KEY TYFE KEY EXPIRES HEY EXPIRATION

Ma recards found

2. Select ADD.
Encryption Type * Simple Viewer w
Mame * Test
URL Expiration Hours) ~ 1
Kay Typs * AEST92 w
Hey Expires 06/30/2024 =
GENERATE KEY m

3. Enter the following settings.

Encryption Type Select the screen in which to open the study.

Name Type the friendly name of the integration (matching the one included in the URL, which
identifies the decrypting preshared key and action to take on the decrypted URL).

URL Expiration Select the checkbox to apply an expiration to the URL, and then use the dropdown list
and text box to configure a length of time before expiration.

Key Type Select a type of encryption for the key.

Key Expires Select the checkbox to apply an expiration to the key, and then use the date picker to

select an expiration date.
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4. Select GENERATE KEY.

5. Inthedialog, copy the passphrase and initialization text to a safe location, and then close the dialog.

A Caution: Do not close the dialog until you copy the information; Exa PACS|RIS will never display itagain. If
you lose the key, you must create a new one.

6. Send the passphrase and initialization text to the EMR company or other entity creating encrypted links.
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Set up the office: Other assets

In addition to company settings, there are many other infrastructure and data assets that you can configure.
This section contains the following topics (not all topics may be available depending on version and region).

Add a market

Add a facility
Add modalities
Add modality rooms

Add a group chat room
Add a notification

Add tasks

What are authorization, verification, and estimation?
Create a study flag

Set monthly goals

Configure macro notes

Configure portal links

Manage life cycles

Add a market

A marketis an entity to which you can assign facilities. In other parts of the program, selecting a market makes it easy to
select multiple facilities at once.

Procedure

1. Go to SETUP > OFFICE > Office > MARKET.

MARKET
Hide Inactive
CODE £ HAME REGION
Al LY
Sl Market1
2. Select ADD.

Code * 123 O wactive
Mame * Tea Markel
Region Ragion 1w

3. Enter the following settings.
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Code Type your internal code for the market.
Name Type the name of the market.
Region Select the geographical region in which the market is located.

4. Select SAVE.

Add a facility

Facilities are typically where healthcare services are rendered. You must add at least one facility to your company by
following the procedure below.

Common tasks after adding a facility

After adding your facilities by using the procedure below, see the following topics on other tasks you may need to
complete.

Configure study statuses
Configure application entities
Configure a file store
Configure routing rules
Configure AE scripts
Understanding receiver rules
Configure a receiver rule
Configure study flow

Add modalities

Add modality rooms

Add a report template
Configure a schedule template and schedule rules
Configure appointment types
Create a user

Configure an ordering facility

Procedure

1. Go to SETUP > OFFICE > Office > FACILITY.
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FACILITY
Hide Inactive
CODE % M AME MARKET
all w
S aD srinika Facility 1
W ang Angie Facility
FWF123 hesra Facility

2. Select ADD, and then enter the following settings for the facility.

A Caution: For recommended security, please turn off Chrome autofill. A password and/or patient
information is configured or used on this page.
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All settings not shown

Code Type your internal code for the facility (up to eight characters).

Name Type the name of your facility.

Facility Number Type the Alberta Health facility number.

Business Arrangement Number Type the Alberta Health business arrangement number of the facility.
Functional Centre Type the Alberta Health functional centre code.

Functional Centre Required on Claim| Type the Alberta Health functional centre code thatis required on claims.

Market Select the market that the facility serves.

Contact No. Type the phone number of the primary contact person at the facility.

Fax No. Type the fax number for receiving approved reports.

Send Reports to Fax No. Select to automatically send reports to the fax number you entered previously.
Email Type the email address of the primary contact at the facility.

Email Report Link Select to automatically send an email when a report is created to the email address

entered earlier that contains a link to view the reports on the ReportLink service.
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Report Password

Available when Email Report Link or Email Attachment are selected.

Type the password needed to view reports on ReportLink. Used to open approved reports
that are emailed to the facility using the email address provided in this section.

Email Attachment

Select toreceive reports by attachment.

Timezone

Select the time zone used by your facility.

Mammo License ID

Type the facility’s mammography license ID.

Max TAT

Type the maximum allowed turnaround time, in minutes, before a breach of contract
occurs.

Enable Alt. Acc. No.

Select to use alternate account numbers (more than one account number) for a patient.

Require SSN

Select to require a social security number to provide treatment.

Require Primary Phys.

Select to require a primary physician’s information to provide treatment.

PokitDok Response

[Unused]

Alberta WDFA

Type the WDFA number for Netcare.

Updox Account ID

Type your ID for signing in to Updox.

Send fax via Updox

Select to use Updox to send faxes.

Upload Logo

Select Choose File, browse for and select a logo for the facility, and then select Open.
Logos can be in JPEG or PNG format.

Remove Logo

To remove the currentlogo, select REMOVE LOGO.

[Address]

Type the address of the facility.

File Store

Select the default file store to use at the facility. See also Configure a file store.

Associate all appointment types to
this facility

Select to associate all appointment types to this facility. Saves time because you don't
have to add the facility to each appointment type configuration.

Show Patient Alerts

Select to show a patient alert window when scheduling in the schedule book.

Show Recent Schedules

Select to display the recent schedules dialog when: 1) scheduling a preorder; and 2)
double-selecting a patient in the Patient tab of the New Appointment screen.

Days: Type the number of days in the past and future to control which exams appearin
the recent schedule screen.

Enable Veterinary Registration

Select to be able to register veterinarians as physicians.

Mobile Rad Dispatching Address

Type the address of the office that dispatches mobile radiology.

Do Not Allow Overlapping
Procedures to Be Scheduled

Select to prevent users from scheduling more than one procedure in the same timeslotin
the schedule book.

Import Documents into Study as
DICOMs

Select to automatically convert documents to DICOM images before importing. If not
selected, the user can select whether to convert at the time of import.

Global Auto-Print

Select to automatically send radiology reports to a printer that is configured on the Exa
platformserver.

Abbreviated Receipt

Select to use an abbreviated formatting for payment receipts.

Custom Receipt

Select to use a custom receipt for payments, such as co-pays.

Exclude from All Portals (All Portals &
Break the Glass)

Select to exclude studies associated with the facility from portals and the Break the Glass|
functions.

Required Fields at Scheduling

Select one or more options to require.

Required Fields for Creatinga
Preorder

Select one or more options to require.
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Study Status When Patient Arrives Select the status to assign to the study when the patient arrives at check-in.

Study Status When Patientin Room | Select the status to assign to the study when the patient arrives in the exam room.

Report Delay to Patient Type the number of days to wait before making reports available on the patient portal.
Formal Name Type the formal name of the facility, if different from the commonly used name.
Facility Notes Type notes specific to the current facility.

MRN Information: Inherit Select to copy the MRN from your company settings or EMR of origin. Clear to define a

dedicated format for the facility.

Other MRN settings See MRN information.

The following settings become available after you save.

Enable Insurance Claims [Unused]

Default Billing Provider Select the default billing provider.

Service Facility [Not used in Alberta]

POS Type [Not used in Alberta]

Fee Schedule Group Selectifthe facility uses billing fee schedules. See About fee schedules.

Fee Schedule Available when you select the fee schedule group. Select the fee schedule for the facility.

Rendering Provider The primary radiologist at the facility.

GST Ente_r the sales taxrate, or select Inherit to obtain the tax rate from the company
settings.

3. Select SAVE & CLOSE.

Add modalities

You must set up each modality available to your facility or institution in Exa PACS|RIS. In particular, you must add
modalities before entering DICOM settings.

Caution: Do notadd non-DICOM modalities, as this could resultin problems sending studies to external PACS.

Procedure

1. Go to SETUP > OFFICE > Office > MODALITY.
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MODALITY
Hide Inactive
MO, CODE MNAME
Pl T = R ED Bone Denzitometry -
Fed o] BR B Modality
Fl P cT Computed Tomegraphy
2. Select ADD.
Code * a5 O mactive
Piame * B& Modalty O Hidden en Physician Partal

3. Enter the following settings.

Code Type the standard DICOM modality code. For example, for ultrasound, type US.

Name Type a unique name for the modality.

Hidden on Physician Portal Select to hide the modality name on the physician portal to prevent unwanted
scheduling. Useful for hiding non-scheduled modalities such as SR.

4. Select SAVE.

5. Inthelist of modalities, select the @ © buttons to order the new modality.

Note: During modality-related tasks, Exa PACS|RIS matches modalities by the order in the list. Therefore,
for example, you should list MG before SR.

Add modality rooms

Modality rooms are named locations where modalities are used for exams, and must be configured for use in scheduling
exams. Add a modality room for each modality at your facility. Each modality room your configure here appears as a
column on the schedule book.

Prerequisite: Add modalities, Add a facility, and DICOM modality worklist (see Configure application entities).

Avoid common mistakes

e Give your modality rooms intuitive names that are easy to find when creating schedule templates
e Setthe From date to a date in the past to view past scheduled appointments
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Procedure

Set the To date to a date far in the future (such as 1/1/2099) unless you plan to permanently close the room
on a certain date.

1. Go to SETUP > OFFICE > Office > MODALITY ROOM.

* I arcFacHovaldation &FN UsRoom
B auns trange Faciitg® ADRE1 Drasuge W Boori
E Ao S Facilty &5F Bl EERBom

WDOALITY ROOR

MODALITY ROCOM MODALITY ROOM RITES

Hide Inactve

FACILITY CODE & REODALITY Fa0diiA COLOR CODE

2. On the MODALITY ROOM sub-tab, select ADD.

MODALITY ROGM MODALITY ROOM MOTES

Codle * AEH O tnactive DhiAL
Mame * USRaom

Fagiliny * =

Mesdaliies * LS « LILTRASOLND -

Diaplay Ovder * 1

Feoen DataTo Dale * ooz | B osmse0zs =

Click here 1o view/edit Schedule Templates applied to this room.

MODALITY TIMES LIMEED RES

3. Enter the following settings.

Code Type your unique internal code or name for the modality room.

Name Type a name for the modality room.

Facility Select the facility where the modality room is located.

Modalities Select all modalities that are in use in the modality room. All appointment types with
the modalities you select become available to schedule in the room (unless excluded by
schedule rules).
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Color Code Clickinside the box, and then select a color from the picker to assign to the modality
room. The color appears in a bar below the name of the modality room in the schedule
book.

Display Order Type a number to determine in which column the modality room appears in the

schedule book. Lower numbers appear on the left side of higher numbers.

From Date/To Date Select a date range in which you can view studies on the schedule book.

Note: Set the To Date according to how long you plan to keep using the room.

DMWL Select the AEs in the room to which to serve the worklist. Only the selected AEs will
receive orders for that room.

4. 0Onthe MODALITYTIMES sub-tab, select the here link, and then add a schedule template to the room.

5. Optional: On the LINKED RESOURCES sub-tab, select which treatment resource is associated with the modality
room (technologist or Mobile RAD vehicle), and then type or select the name of the resource.

6. Select SAVE.

See also:

Configure a schedule filter

Add modality room notes

You can add a modality room note of up to 500 characters to a modality room. For example, you could leave a note
alerting staff that an MRI modality room has a weight limit of 350 pounds. Modality room notes appear in a pop-up
window on the schedule book when you select the information button in a column header.

= Schedule Book
RADIGLOGY FACILITY : MY COMPANY - MYFACILITY FILTER~

USRoom (MC)

Muodality room node appears £
here.

@ Prerequisites:

o Add modalities, Add a facility, and Add modality rooms.
e Obtain the Modality Room Notes user right.

Procedure

1. Go to SETUP > OFFICE > Office > MODALITY ROOM.

2. Optional. To filter the list of notes, select options in the Facilities dropdown list, and type or select criteria in the
column headers.
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BADDALITY ROCHK

MODALITY RODM IDIALITY ROOM MOTES

Faciites ALL SELECTED {70) =

ROTES PO T FaOROi BTART DATE EMD DATE

& K Prefered room for cardio patients wWaniura LS Room R B =R 1242742080

3. On the MODALITY ROOM NOTES sub-tab, select ADD.

MODALITY ROOM MODALITY ROOM NOTES

Madality Roors * EMT MODALITY ROOMS En Start Date * End Date
- 0901/ 2024 il 12/ 2772030
Ventura US Room (USVF)

Motes * Preferrad room for cardio patients

34 characters

4. Enter the following settings.

Modality Rooms Select to which modality rooms the note applies.
Notes Type the note.
Start/End Date Select a date range in which the note is available on the schedule book.

5. Select SAVE.

Add a group chat room

For use with Exa Chat, you can create group chat rooms, manage members of the rooms, and make the room available to
selected users to join. You can also add group chat room from within Exa Chat itself.

Procedure

1. Go to SETUP > OFFICE > Office > GROUP CHAT ROOMS.
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Chit greup reom hiss been added succeaslully

GROUP CHAT ROOMS

CHAT ROOM NAME CHAT RODM MEMEERS USERS WITH CHAT ROOM VISIBILITY
& I TestChatRoom z
2. Select ADD.

GROLP CHAT ROOMS

Raarn Mame = TagiRgam

Users selact Membe . Available to elact Membe v
Test, Rad

3. Enter the following settings.

Room Name Type a name for the room.
Room Users Select the members of the group chat room.
Available to Select users who can find the group chat room when searching for a room to join.

4. Select SAVE.

Add a notification

You can preconfigure notifications (for example, a welcome message) to appear on the dashboard, physician portal, or
attorney portal (Exa PACS|RIS only) sign-in pages under "Organizational News." These notifications are fixed messages,
and not related to email or fax notifications.

Prerequisite: Add at least one facility.

Procedure

1. Go to SETUP > OFFICE > Office > NOTIFICATION.
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MOTIFRCAT IO

Mew Hires
Welcome our new provideral

2. Select ADD.

HOTIFICATION

Title * News Hines: O inactiva B Show on Provider Portal Login [ Show on Attorney Portal Login

Description * Welcome to our new providers!

Markets NOME SELECTED -

Qifica Location * AUTO HOPKINS FACILITY1 -

[l select all

(] Aute Census Facility

~ Autn Hopking Facilityl

[ 1 st Hnpbing Farilibe®

3. Enter the following settings.

Title Type a title for the notification.

Show on Provider Portal Login Select to display the notification on the sign-in page of the physician portal.
Show on Attorney Portal Login Select to display the notification on the sign-in page ofthe attorney portal.
Description Type the body of the notification.

Markets Select markets where the notification is available.

Office Location Select one or more facilities to which to send the notification.

4. Select SAVE.
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Add tasks

Administrators can add tasks for marketing representatives, such as “Tell referring physician offices that we will start
offering 3D mammaography in January.”

Procedure

1. Go to SETUP > OFFICE > Office > TASKS.

TASKS

TIMLE 5

1 mef Phys Reminders

DESCRIFTION

Offering mammagraphy in April

- Mew intake forms

COMPLETE DUE DATE

all W

X Q53172023

2. Select ADD.

Title *

O completed

Ref Phys Reminders

Description *

Due Date

- Offering mammography in April
- Mew intake forms

0373172023 | [H

3. Enter the following settings.

Title Type a title for the task.
Description Type a description of the task.

Due Date Select a due date for the task.
Completed Select when the taskis completed.

4. Select SAVE.

500-000947A

46



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

What are authorization, verification, and estimation?
Insurance companies and other providers may require authorization and verification of eligibility.

e Authorization involves contacting the insurance company about a procedure, providing proof of medical necessity,
and obtaining permission for the procedure in the form of an authorization number. Not common in Canada.

o Verification (of eligibility) means to check whether a patient’s insurance policies cover medical products or services.

e Estimation refers to estimating coverage in the form of amounts payable by insurance companies, patients, and other
parties.

Eligibility verification and insurance coverage estimation are performed electronically with a clearinghouse through
PokitDok, Exa Clear, or other service. If the verification service is not able to determine eligibility, it can be determined
manually by clinical staff.

Create a study flag

You can create a study flag that staff can apply to studies and orders on the worklist and schedule book. When you create
a study flag, you can restrictits availability by institution, facility, modality, and other parameters. To use the study flags
you create here, see Flag an order or study. Study flags provide the following benefits.

e Flags help you categorize and identify studies, and you can sort the worklist by flags.
e You can use flags to trigger routing rules.
e You can make worklist filters that use study flags as criteria.

To create a study flag, follow these steps.
Procedure

1. Go to SETUP > OFFICE > Office > STUDY FLAG.

STUDY FLAG

DESCRIPTION = INSTITUTIONS FACILITIES MODALITIES COLOR CODE
all -

£ Flagn

& Wl Flagz

il Flaga

2. Select ADD.
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Descriptian * Flagi O Inactive Instiuticns

Markets HOME SELECTED =
|:| Al Instifuticns

Facilities NOME SELECTED = O Al Faciliies
o loce iomthation =

Madalities NOME SELECTED - O al Modalites
American Asscciation of Physicists in Medicine

|:| Avallabls in Porial

|:| Wiew Study Flag on Schedules Book

Calor Code

3. Inthe Description box, type a hame for the flag.

4. Enter the following settings.

Markets Select markets where the flagis available.

Facilities Select the facilities for which the study flagis available.

Modalities Select the modalities for which the study flag is available.

Available in Portal Select to make the flagavailable in the physicians’ portal. If selected, all other
settings become unavailable.

View Study Flag on Select to show any study flags added to a study on the appointment card in the

Schedule Book schedule book.

Color Code Select a color in the picker. This color appears in the Study Flag column in the
worklist.

Institutions Select the institutions for which the study flag is available.

5. Select SAVE.

Set monthly goals

You can set monthly goals for the number of studies to perform for each of your modalities. This information is used in the
Monthly/Daily Study Goals operations report.

Procedure

1. Go to SETUP > OFFICE > Office > MONTHLY GOALS.
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MONTHLY GOALS

MODALITY GOAL PERIID (MONTHS MONTHLY G0l WAORKING DAYS PER BAOMTH CLamLy Gl
all -
o (1] Ma Fabpusry 2033 100 n 5
2. Select ADD.

Hfb-dn[it:\_.' o MG

Goal Period (Month/Year) * B mMarch 2023

bonthly Goal * 100

'L'-'l;;-:kirl;J [:Ial:,':; par Manih * "

3. Enter the following settings.

Modality Select the modality for which to set a goal.

Goal Period Select the month for the goal.

Monthly Goal Type the target number of studies to perform with the selected modality.
Working Days per Month Type the number of days in the selected month.

4. Select SAVE.

Configure macro notes

Macro notes are preconfigured blocks of text and metadata that you can add as notes to items in various parts of the
program such as studies, schedules, and claims. Configuring macro notes ahead of time saves you from having to re-enter
the same notes on multiple occasions.

Procedure

1. Go to SETUP > OFFICE > Office > MACRO NOTES.

MACRO NOTES

DESCRIFTION 2 TYPE FACILITIES MCDALITIES

* il 5 study nates Shudy Kty CompanyMirmilla Test Facility sinica Faall
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2. Select ADD.
SAVE RESET
Dwascrigtian ® o Mz Text *

Markets MNOMNE SELECTED =
Eailities MONE SELECTED ~

:l All Medalities

Prooedures EDIT APPO ENT TYPES

3. Enter the following settings.

Description Type a short description for the macro note to appear as the selectable option when
adding notes in other parts of the program.

Macro Types Select the type of note (Study, Schedule, or Claim).

Markets Select the markets where the macro not is available.

Facilities Select the facilities where the macro note is available.

Modalities Select the modalities for which the macro note is available.

Edit Appointment Types Select to add or remove the appointment types for which the macro note is
available.

Macro Text Type the content of the macro note.

4. Select SAVE.

To use your macro notes, see the following topics:

Edit Study screen Edit study information

Enter notes and reasons for study

Worklist Use the study toolbar buttons
Patient chart Edit other patient information
Technologist screen Use the exam screen for technologists

New Appointment screen | Enter appointmentinformation
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Configure portal links

You can add up to two custom links (URLs) to the patient, provider (physician), or attorney portal (Exa PACS|RIS only). For
example, you could add a link to the patient portal that sends your patients to your company’s payment website.

Procedure

1. Go to SETUP > OFFICE > Office > PORTALS.

PORTALS
PATIENT PORTAL PROVIDER PORTAL ATTORMEY PORTAL
N
Lab=l Qur Patient Portal I
Link hittgeshaves teatpportal.no

2. Selecta portal sub-tab (PATIENT, PROVIDER, or ATTORNEY), and then enter the following settings.

Label Type the link text that appears to the user. For example, Pay Now.

Link Type the URL. For example:

htt ps: \ ww. our conpnane. com cust oner _paynent _site

3. Select SAVE.

Manage life cycles

To automatically purge aging data (such as images and reports) from the database (such as for legal or efficiency
purposes), you can create life cycle management (LCM) rules. Exa PACS|RIS automatically purges data according to your
rules, in FIFO (first-in-first-out) order.

Note: Konica Minolta pre-configured the maximum number of studies to purge per rule at your facility. If a single
rule you configure here matches more items than that number, the excess items won't be purged. If this is a
possibility, create multiple rules.

A Caution: Make sure you understand the legal liability implications of purging data at your organization before
using Life Cycle Management.

Procedure

1. Go to SETUP > OFFICE > Office > LIFE CYCLE MANAGEMENT.

500-000947A 51



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

LIFE CYCLE MANAGEMENT

PurgeTime

FRCILITY MODALITY AGE OF STUDY P RGE ATV
& v A - Var

Giobika TestFaciity HRERCHCTOG M MG MANMOTF d months

2. Select ADD.

Salecd Facility and Modality

LCM Rulés Mlaives * PurgeTime

Markets ALITO HOPKINS MARKET =
Medabtes * MONE SELECTED =

D Inacike
Selavi Pata b Purge Selact When o Purgs
B images B fgealSualy = Montha =
O fepors ® studyDate O Study Received Date
O oecumants O sge of Patien

O study Instancs

O veify image insiancas bafaes remaning

3. Inthe LCM Rule Name box, type a name for the rule.

4. Enter the following settings.

Markets

Select markets where the rule is applicable.

Facility/Modality

Select the facilities and modalities whose data is subject to purging by the rule.

Data to Purge Select one or more types of data to purge.
You cannot select Study Instance unless all other types are selected.
When to Purge Age of Study: Required. Select the checkbox, and then enter the age of the data to

purge in number days, months, or years.
Select one of the following:

Study Date: Determine the Age of Study by its study date. Purge by study date, oldest|
studies first.

Study Received Date: Determine the Age of Study by its received date. Purge by study
received date, oldest studies first.

Age of Patient: Purge by age of patient. For example, ifyou are required to retain
patient data until at least 21 years of age, select the checkbox and set to Years, 21.

Verify image instance before removing: Select the checkbox, and then select a
database. Exa PACS|RIS confirms that the instance exists on the selected database
(suchas a VNA) prior to purging.

5. Optional: Repeat this procedure to create additional rules.

6. Select SAVE.
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Configure providers and resources
You can set up individual healthcare providers, their groups and facilities, and provider pay schedules for use in other
parts of the program.

This section contains the following topics (not all topics may be available depending on version and region).

Configure an ordering facility

Import an ordering facility

Add a location or contact to an ordering facility
About provider organizations, and provider groups and locations
Add a provider organization

Add a provider group or location

Add a resource

Configure detailed resource settings

Merge resources

Convert or merge a system provider resource
Configure a technologist

Configure a provider pay schedule

View originating facilities

Configure an ordering facility

An ordering facility—such as a skilled nursing facility—is a facility that hires a mobile radiology company. You can
configure an ordering facility at your institution to be able to submit electronic orders for exams. The orders submitted
appear on the PRE ORDERS tab of the worklist for scheduling.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.

OARDERING FAZILITY
Hide nacthve
E00E MAFE ADORESS PHOME HO. FAX MO EMEIL MARKET
All o
B MvOE My Ordering Facilty 21T UE Highways 70 East
Pl ] OF10 Addr
Pl ] OF3 adidreas
2. Select ADD.
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3. Enter the following information.

Code

Type the OF's internal facility code.

Facility Number

Type the Alberta Health facility number.

Name

Type the name of the OF.

[Address]

Type or select the address and country or region of the OF.

Default POS Map

Select a map to the place of service, such as Google Maps.

Medicare Provider No.

Type the Medicare provider number of the OF.

Ifyou selected a market, facilities within those markets are selected automatically,

and you can modify selections as needed.

CLIANo. Type the clinical laboratory improvement amendments number of the OF.
Notes Type notes for the OF.

Market Select the market served by the OF.

Facilities Select facilities associated with the OF.

Provider Agreement Code

Select the Medicare provider agreement code of the OF.

Entity Identifier Code

Select the entity identifier code of the OF (refer to the USHIK).

EIN

Type the employer identification number of the OF.

State License No.

Type the state medical license number of the OF.

ETIN

Type the ETIN to allow electronic transfers.

Federal Tax ID

Type the federal tax ID of the OF.

Medicaid Provider No.

Type the Medicaid provider number.
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Taxonomy Code The Medicare/Medicaid taxonomy code (refer to CMS.gov).

Medicare UPIN Ifthere is only one healthcare provider at the OF, type the unique physician
identification number of the provider.

SSN Ifthere is only one healthcare provider at the OF, type the SSN of the provider, if
available.

Contract Start Date [unusedin Alberta]

Fee Schedule Group Select a fee schedule group. See About fee schedules.

Fee Schedule Available when you select a fee schedule group. Select a default billing fee schedule

to use for the provider. See Configure a fee schedule.

Locations/Contacts Select the providers associated with the OF.

4. Select SAVE.

5. Enter the following settings on the sub-tabs that appear.

Locations/Contacts

See Add a location or contact to an ordering facility.

Providers

To view the providers at the ordering facility, select the PROVIDERS sub-tab.

Summary

To generate summaries of patients and studies at the ordering facility, select the SUMMARY sub-tab.

Patients/Study Select whether display patients or studies in the ordering facility
summary report.
From Date/To Date Enter a date range for the summary report.

e Select GO to view the summary report.

Marketing Rep

To configure a marketing rep. for the ordering facility, select the MARKETING REP. sub-tab.

Marketing Rep. Select the marketing representative for the facility.

Inherited From Ifinherited, enter the contact information of the origin.

1. Select SAVE.

2. Inthe Notes, Follow-Ups/Tasks, and Contracts areas, select ADD to add the corresponding items to the marketing
rep.

3. InthePatient Documents area, select UPLOAD to upload documents.
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Login Details

You can link users who can sign in to the ordering facility portal, and assign sign-in credentials.
1. Onthe LOGIN DETAILS sub-tab, select a user and then select LINK USER.

2. Optional. To add a new user, enter credentials and select CREATE USER.

Credentialed Technologists

You can assign technologists to ordering facilities for which they are credentialed (such as for working at prisons).
This ensures that mobile sites do not assign non-credentialed technologists.

e  Onthe CREDENTIALED TECHNOLOGISTS sub-tab, select one or more technologists in the dropdown list.

Credentialed Radiologists

You can assign radiologists to ordering facilities for which they are credentialed. Only assigned radiologists can read
studies of the ordering facility. If no radiologists are assigned, all radiologists can read studies of the ordering
facility.

e On the CREDENTIALED RADIOLOGISTS sub-tab, select one or more radiologists in the dropdown list.

Linked Resources

To link technologist or vehicle resources to the ordering facility, select the LINKED RESOURCES sub-tab.

Technologist Select a technologist to link.

Vehicle Select a vehicle to link.

Import an ordering facility
If you obtain exported facility information you can import those facilities.
Procedure

1. Go to SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.

OARDERING FACILITY
Hide lnactive
CODE MHAME ADORESS PHOME RO, P M, EMAIL MARKET
All W
B MvoF Ity Ordering Facilty 2217 U5 Highways 70 East
e L] OFID Addr
ZE o 0F3 LI

500-000947A 56



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

2. On the ORDERING FACILITY tab, select IMPORT.

ADD RELOAD IMPORT HELP
No il chosen
EM

_Update Existing

=

3. Select Choose File, browse for and select the file to import, and then select Open.

4. Optional. To replace existing facilities, select the Update Existing checkbox.

5. Select IMPORT.

Add a location or contact to an ordering facility

Ordering facilities can have multiple locations. For example, skilled nursing facilities (SNFs) can have different halls,
each with different nurse stations or fax lines. To make locations and contacts easily selectable in other parts of the
program, you can add them to your ordering facilities as follows.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > ORDERING FACILITY.

DAROERING FACILITY
Hide Inacthve
&00E MAaRE ADORESS PHOME KO, FAX MO EMEIL MARKET
Al -
"I mvoE Mty Ordering Facilty 2T UE Highways 70 Exst
el ] OF10 Addr
Pl ] OF2 adiess

2. Onthe ORDERING FACILITY tab, open an ordering facility to edit, and then select the LOCATIONS/CONTACTS sub-
tab.
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LOCATIONS/CONTACTS PROVIDERS SUMMARY

CREDEMTIALED RADIOLOGISTS LINKED RESOURCES

LOCATION NAME

& Wy Ordering Facikty

FHOME NUMEER FAX MO

3. Select NEW CONTACT, and then enter the following settings.

Caution: A password is configured or used on this page. For recommended security, turn off Chrome

autofill.

Location Name

Type the name of the location.

Phone/Fax/Email

Type the contact information for the facility.

Send Fax/Email

Select the checkboxes to indicate how to receive approved reports.

Report Password

Select the password that the ordering facility must use to view reports
generated from exams that they ordered.

Ordering Facility Type

Select the type of ordering facility for the location.

POS Type

Select the place of service code for the location.

Primary Contact

Selectifthis location is the primary contact for the ordering facility.

Billing Type

Available in selected regions.

Select the billing type of the location. What is a billing type?

5. Select SAVE CONTACT.
6. Select SAVE & CLOSE.

About provider organizations, and provider groups and locations

In Exa PACS|RIS you can organize your healthcare institutions hierarchically by parent Companies and child Facilities. In
a similar manner, you can organize your referring providers by parent provider organizations and child Groups/Locations
(which are typically "brick-and-mortar"” offices and clinics). You can then associate individual referring providers to those

groups and locations (see Add a provider group or location).
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Provider Organization

Group/location A
Referring Provider A
Referring Provider B

Referring Provider C

I% Notes:

Group/location B
Referring Provider A
Referring Provider B

Referring Provider C

e Configuring provider groups and locations in advance is recommended because it makes it easier to enter

settings for resources, providers, and other assets.

o Configuring provider groups and locations is required for setting up the physician and attorney portals.

Add a provider organization

A provider organization is an optional parent entity for provider groups and locations, which are typically "brick-and-
mortar" offices and clinics for referring providers (see About provider organizations, and provider groups and locations).

To add a provider organization:

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > PROVIDER ORGANIZATION.

PROAMIDER ORGANIZATION

CODE FPRIVIDER ORGANIZATION &

il o Prowider Orgarization Test

PROVIDER GROLIPS

By Provider Groupd, AgieTestf

2. Select Add, and then enter the following settings.

Code Type your internal code for the organization.

Description Type a description.

3. Select SAVE & CLOSE.

See also:

Add a provider group or location
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Add a provider group or location

Provider groups and locations are typically "brick-and-mortar" offices and clinics to which you can associate individual
referring providers. If your institution works with a provider group or location, add it to the system as follows.

nﬁ Caution: A password is configured or used on this page. For recommended security, turn off Chrome autofill.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > PROVIDER GROUP/LOCATION.

PROVIDER GROUP/LOCATION

CODE HAME = ADORESS FHOME HO. FAX N EMAIL
il amg AgieTesPrvbnip 454 wesl 5t
2l MYPG My Providar Group 2217 U= Highway 70 East

2. Select Add.
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PROVIDER GROUPSLOCATION

Ceds MYPG

Mama * My Prosider Groupd
Prorider Qrganization

Arickess Line 1 * 217 U5 Highway 70 Earst

Address Line 2

City/state/ZIP Seleci w
Fhone Mo

Faat M H O send Fax
Email

Raport Pagswond ) yse Company Passweed

D custom Passwoed

FROVIDERS MARKETING REF

COLE HAME M1 . MARKETING
A mCPI4SRE &k
B R Tast, Andiclogial TITERRINR

3. Enter the following settings.

Code Type your internal code for the group.

Name Type the name of the group.

Provider Organization Select the provider organization to which the provider group or location belongs.

[Address] Type and select the address and country or region of the group.

Phone/Fax No. Type the primary contact information for the group.

Email Type the email address of the primary contact at the group.

Report Password Select and/or the password that the provider group must use to view reports
generated from exams that they ordered.

4. Select SAVE.
5. Use the PROVIDERS sub-tab to view or edit the list of configured providers.
6. Usethe MARKETING REP sub-tab to add a marketing rep to the provider group.

See also:
About provider organizations, and provider groups and locations
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Add aresource

Aresource is a "container" to which you link an attorney, nurse, provider, laboratory, radiologist, technologist, or referring
provider. You can add individual resources and add them to one or more provider groups. To configure access to the
physician or attorney portal, see also Work with Physician and Attorney Portals.

ﬂ Caution: Turn off Chrome autofill feature before entering sensitive or security related information such as dates of
birth and passwords.

Why add a "'resource" at all?

Auser (such as an individual technologist) cannot be directly assigned to a study. Instead, you assign the resource
(such as a resource of type Technologist) to a study, and then link a user to the resource. See "LOGIN DETAILS" in

Configure detailed resource settings. Resources also serve as a grouping mechanism to make users easier to find in
various parts of the program.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > RESOURCE.

TIOM REZOURCE
SEARCH FOR PROVIDER ON WEB RELOAD EXPORT
CODE = NAME NPI® MARKETING. REF ADDRESS FHONE® FAX & SFECIALIT AESOURCE MARKET ACT SYE
all o+ Al | Al W
+ _:: o Test, Attamiey 2217 US Highwa! LER2NRIT2 Afhormey ' =
+ Sz Attamey, GobikaTest AuboTestiddress Aty w
+ Sl ang2 Ragin, Arg BS54 wast st Rafamring P -

2. Select Add, and then enter the settings in the figure below.

Note: Actual settings differ depending on your selection in the Type dropdown list.
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Type * Prowider-Radiolagy M ariats
Code O nactive Faciities *
Hame * Shill Corden
Titla
Tanineiny Coda
D Otz Marme oerae M.
Feschéral Tax W} Medicare Provider Ho,
EIN Ha Medicaid Prodor Mo
ETIM M Prow. Agresmant Code -7
Medicars 21K
| WCE Biling Numbes

Type Select the provider type.

Code Type your internal code for the provider.

Name Type the name of the provider.

Modality Select the technologist’s allowed modalities.

Title Type the academic credentials of the provider (e.g. MD)

Taxonomy Code The Medicare/Medicaid taxonomy code (refer to CMS.gov).

Dr. Office Name Type the business name of the provider’s office.

Federal Tax ID Type the federal tax ID of the provider.

EIN No. Type the employer identification number of the provider.

ETIN No. Type the ETIN to be able to use electronic transfers.

Medicare UPIN Ifthe provider has no NPI, type the unique physician identification number of the
provider.

WCB Billing Number Ifthe resource is of type Radiology, type the 10-digit alphanumeric billing number (or

practitioner ID) that is required for submitting claims.

Market Select the market that the resource serves. All facilities in the Facilities dropdown list
that are associated with the selected market become selected.

Facilities Select all facilities with which the provider is associated.

CAUTION: Confusion can arise ifyou select Facility "A" here, and then later link a user to
this resource who does not have rights to view studies from Facility "A." Keep track of
which resources and users have access to which facilities and other assets.

Skill Codes Select the skill codes of the provider.

License No. Type the state medical license number of the provider.

Medicare Provider No. Type the Medicare provider number of the provider.

Medicaid Provider No. Type the Medicaid provider number of the provider.

Prov. Agreement Code Type the code for the legal provider agreement code.

POS Type Displayed when Referring Provider is selected as the provider type. Select the place of

service type for the referring provider's location.

Fee Schedule Displayed when Referring Provider is selected as the provider type.
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Max TAT Assign a maximum turnaround time for the provider, in minutes. Exa PACS|RIS divides
this time into 4 segments on the TAT monitor on the worklist.

3. Under Contact Information, enter the following settings.

Contact Information

Code * O inactive Office Phane
Prawider Qrganization I organiz v Office Fax

Group i f ¥ Mobile Mo

Ermail Pager Na.

Contact Hame Fhone Mo

Country Canada W Fax Mo

Address Line 1 * Primary Contact

Address Line 2

City/Prowinca/Pastal Selact ~

Code
Service Provider PRID

Locum Arrangemsant

Provider Alerts

Code Type your internal code for the provider.

Provider Organization Select the provider organization of the provider.

Group Select the provider group to which the provider belongs.
Ifthe provider uses the physician or attorney portal, you must select the portal user's
group.

Email Type the email address of the provider. This is required to receive email reports,
notifications, or attachments.

Contact Name Type a contact name, such as the name of the administrative assistant of the provider.

[Country and Address] Type or select the country or region and address ofthe provider.

Service Provider PRID Type the provider's PRID.

Locum Arrangement Type the locum arrangement number.

Provider Alerts Type any alerts for the provider, such as “only takes referrals.”

Office Phone/Fax Type the contact information for the provider’s office.

Mobile/Pager No. Type the mobile and/or pager number ofthe provider.

Phone No. Type the personal phone number of the provider.

Fax No. Type the personal fax number of the provider.
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Setting

Primary Contact Select to send reports to the referring provider only.

4. Under Reports to Me, enter the following settings.

Heports 1o Me
Contect Infermation « B Mone Reports o Group
D Email R 1 Link ) Email Attachrment I: Email Repaort Link |:| Errail Alfachiment
O Pastal Mail [ Eax [ rostal mall O Fax
[ affice Fax 0 e [0 office Fax O Wz
Report Password Reports 1o Patient Portal
® use Company Passward Doty {in days)

) custom Password

Image Delivery Options

O co
[ Film

| Papser

Motification Settings

D Ernail

[ meceive when
Added as CC Provides

Reports to Me Contact Information

Email Report Link
Email Attachment

Select to send reports to the individual provider location/contact, and
select which methods to use.

Postal Mail . . .

B Note: If you select Email Report Link and/or Email Attachment, you

Office Fax HL7 must enter the recipient email address in the Contact Information
area.

Reportsto Group

Email Report Link
Email Attachment
Postal Mail

Fax

Office Fax HL7

Select to send reports to all members of the provider
location/contact's provider group, and select which methods to use.

Report Password

Available when Email Report Link or Email Attachment are selected.

Select to use the company password (configured in Password
management) or to create a custom password. This is a contact-
specific password to open any approved reports that they receive.

Reportsto Patient Portal
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Delay Type the number of days to wait before posting reports on the patient
portal.
Image Delivery CcD Select which media to use to deliver images.
Options Film
Paper
Notification Settings | Email/Fax Select to receive notifications by email and/or fax.
Receive When Added as CC | Select to have the provider receive notifications by email if they are
Provider added as a CC (carbon copy) provider.

5. Select SAVE.
Result: The resource is saved, and sub-tabs appear for detailed settings.
6. Continue to Configure detailed resource settings.

See also:

Configure a technologist

Deliver reports
Configure a notification template

Configure detailed resource settings

If you open a resource for editing, sub-tabs appear for detailed settings. Select a sub-tab, enter settings as described
below, and then select SAVE & CLOSE.

@ Prerequisite: Add a resource.

LOCATIONS/CONTACTS

If the resource is available at multiple locations (such as physical addresses) or points of contact (such as different
offices with different phone and fax numbers), you can create a new location/contact by selecting NEW CONTACT.

LOCATIONS/CONTACTS LOGIN DETAILS ALT. MAME MOBILE SCHEDULE TEMPLATES
SIGMATURE SURMARY PEER REVIEW
CODE CONTACT NAM GROUP ORDERING FAC ADDRESS PHOME & MARKETING RE PRIMA
& RF24 Yes
| k
NEW CONTACT
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LOGIN DETAILS

In this tab, you can link an individual user to the resource.

1. Selectthe user and then select LINK USER.

LOCATIONS CONTACTS LGN DETAILS ALT, MAME MOBILE SCHEDULE TEMPLAT

Salect Liser fotest XIS

2. Optional. If the correct user has not yet been configured, you can add them "on the fly" by entering the following
settings.

Mew Uger *
Password *
Confimn Password *

fccess Expires
After days -

[0 one-Time Access
Group Mame * Partal(FTLO) u v Hide AD Groups

CREATE USER

ALT. NAME

If the resource goes by different names, add them here. If you converted a system provider, the original name prior to
conversion appears here.

ALLOWED APPOINTMENTS

For technologists. You can select EDIT, and then search for appointments that the technologistis allowed to perform.
Leave blank to allow all appointments.

MOBILE SCHEDULE TEMPLATES

For technologists. Use this sub-tab to define the technologist's working hours for Mobile Rad.

SCHEDULE RULES

For technologists. You can view which schedule rules are associated with the technologist.

SIGNATURE

Attach a JPG image to use as the resource's electronic signature in other parts of the program and portals.
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SUMMARY

Generate basic reports about which patients, studies, and encounters the resource interacted with over a specified
range of time.

PEER REVIEW

Use to specify which studies a radiologist resource can peer review. See Configure peer reviewing provider filters.

Merge resources

Itis possible to accidentally configure the same resource more than once, for example by configuring separate instances
of a resource for multiple locations rather than configuring the resource once and adding multiple locations. If you find
such duplicate resources itis best to merge them.

1. Go to SETUP > OFFICE > Providers & Resources > RESOURCE.

2. Inthe RESOURCE TYPE column, select the type containing the duplicate resources.

RESOURCE

MERGE SEARCH FOR PROVIDER ON WEB

ADDRESS FPHOME # SPECIALITY

All

Becomes available

when you select the - Laboratory
resource t}’pe Provider-Radiology

Referring Provider
Technologist

3. Inthelistof resources, select one of the duplicated resources and select MERGE.

4. Inthedialog, select Next, and then select a destination provider.

Referring Provider Merge
Selected for merge

ABARCA, MD (25507

Cancel

5. Select Confirm to complete the merge.

500-000947A 68



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

Referring Provider Merge

Summary
Source
ABARCA, C MD (25507
Destination
Abharca, 1710587018

Convert or merge a system provider resource

When Exa PACS|RIS receives a study with providers that it does not recognize (such as when spelled incorrectly), it
automatically creates a system provider resource and associates the study with that system provider. Because system
providers are not available in other parts of the program or in portals, you should convert them to usable “true™ providers
or merge them with existing ones.

Note: Take care when converting providers because you cannot "undo" the conversion. If you make a mistake, you
can manually edit the converted resource.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > RESOURCE.

REZOURCE
SEARCH FOR PROVIDER ON WEB RELOAD EXPORT
CODE = NAME NPI® MARKETING. REF ADDRESS FHONE® FAX & SFECIALIT AESOURCE MARKET ACT SYE
all o+ Al | Al W w W
+ S, Test, Attamay 2217 US Highwa: (22252232 Attomey o =
+ Sz Attamey, GobikaTest AuboTestiddress Aty w
+ Sl ang2 Ragin, Arg BS54 wast st Rafamring P -

2. Onthe SYSTEM PROVIDER column, select Yes.
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COMVERT SELECTED SEARCH FOR PROVIDER OM WEB
CODE:  NAME MPIE MARKETING. ADDRESS SPECIALITY RESOURCE ACTIVE [ SYSTEM PROVIDER
ng All v &l v ves ~ | ves -
+ HCP2ZIRF NP KRISTY SU [5¥STEM PROVIDI Referring Fr v v

1. Selecta system provider in the list, and then select CONVERT SELECTED.
2. Tocreate a new provider, select CONVERT DIRECTLY.

3. To merge with an existing provider, select USE EXISTING, and then select a provider in the list.

System provider management

How would you like to convert the selected
system providers?

CARCEL

4. Select SAVE.

Configure a technologist

Technologists have access to special features including the Exam screen for technologists, and therefore require a slightly
more detailed configuration than other types of users. For example, you can select which appointment types the
technologistis allowed to perform, and assign schedule rules to the technologist, which prevents scheduling them for an
appointment that they are not allowed to perform. To configure a technologist:

Add a technologist resource

1. Follow the steps in Add a resource to add a resource of type Technologist, and select SAVE (do not select SAVE &
CLOSE).

2. Onthe ALLOWED APPOINTMENTS sub-tab, select EDIT.

Harme = Wl
Tazty d ech Medality ALL SELECTED [VE] -
L T LOGIND BILE SOt TE LATES SCHEDIALE PMLES SUMMARY PEER REVIEW
EEES HEME KODALITY FACLTY

3. Inthe Edit Appointment Types dialog, select the checkboxes for all appointments that the technologistis allowed
to perform, and then select SAVE.
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4. Optional. On the SCHEDULE RULES sub-tab, select an edit button to modify a schedule rule.
5. Select SAVE & CLOSE.

Create a technologist user role

1. Go to SETUP > OFFICE > User Management > USER ROLES.

2. Select ADD, type a name and description of the role (such as "TECH"), and the select SAVE.

3. Inthe User Role Permission area, select the Technologist right, plus any other rights you want to grant all
technologists.

4. Select SAVE & CLOSE.

Create a technologist user group

1. Onthe USER GROUPS tab, select ADD, and type a code, name, and description for the group.

USER GROUPS

Group Code * TECH O Inactive Al Decuments

I t T * -
Graup Mame * Technolagist ceument Types ™ w3 ABN
Group Description * | Technologist B 1D Card

H Insurance Card

Roles Mavigation

[ silling [ Dashboard

O Facility Admin Warklist

O Front-desk O Patient Arrival Warklist
O rortal Patlent

O Rrar O Fax Mamager

L1 REF Schedule
O Trans O Payments

2. Typea Inthe Roles dropdown list, select the role you created earlier (such as TECH).

3. Enter other settings for the group (see Create a user group), and then select SAVE.
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Create a technologist user
Configure an individual technologist as a technologist user.
1. Onthe USERS tab, select ADD.

2. IntheLinked Provider User Type dropdown list, select Technologist.

LISERS

SAVE & CLOSE

Group Mame * Tachnolagist + B ade AD Groups .
" p Access Expinas Aftar daya b

Harme = Tach Pl Tast One-Time Aooess

Mokils Phese Ueer Must Change Pasewced Mot Loge

E-hail User can changs accounting dates

Ooooano

Dragen 340
Lsar Mama * Tast Tech O wnsective

Blarket MOME SELECTED -

Sausicn Interval Mn O sllow Emengancy Aceess

ALL SELECTED (5) =

Linked Prosidar User Typs | Technalagiss -

Technelogisl

3. Inthe Technologist dropdown list, select the technologist resource you created earlier.
4. Enter all other settings for the user (see Create a user).
5. Select SAVE.

Configure a provider pay schedule

To help with billing, you can configure a pay schedule for each organization that provides radiology reading services. A
pay schedule defines charges by procedure, modality, and radiologist. Configuring provider pay schedules also enables
you to generate Fees by Radiologist and Modality reports.

Prerequisite: Obtain the Provider Pay Schedule right.

Procedure

1. Go to SETUP > OFFICE > Providers & Resources > PROVIDER PAY SCHEDULE.

PROVDER PAY SCHEDULE

NAME = START DATE END DATE
P Test 121/ 15499 1430
2. Select ADD.
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3.

4,

Pay Schedule Name * Test O inactive
Start Date/End Date * | 09/10/2024 @ | 12/22/2035 i |

Provider * Test, Radiologist L B

Selected Providers

Test, Radiologist >

Summary

Appaintment Types ADRML IMG CORTEX&/MEDULLA | ™  Appolntment Type Fee 100 -

Selected Appointment Types

7BO7S5-5100.00 X

Enter the following settings.

Pay Schedule Name Type a name for the pay schedule. Typically, this is the name or organization of the
radiologist.

Start/End Date Select a date range during which the pay schedule is valid.

Provider Select a radiologist to assign to the providing organization, and then select the plus

button. You can add multiple radiologists.

Modalities/Fee Select one or more modalities to which to assign a fee.
Type the fee to charge when using the selected modality duringan exam, and then

select the plus button. Add all modality/fee combinations that the provider
offers.

Appointment Types/Fee Select one or more appointment (exam) types to which to assign a fee. Type the fee

for the selected exam, and then select the plus button. Add all appointment
type/fee combinations that the provider offers.

Note: Appointment type fees overwrite any overlapping modality fees.

Select SAVE.

View originating facilities

For reference, you can view a list of originating facilities that are recognized by Alberta.

Procedure

1.

Go to SETUP > OFFICE > Providers & Resources > ORIGINATING FACILITIES.
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3 FACILITIES }

RELOAD
FACILITY MUBABLIE FACIL T BAML M EFPECTIVE AT ENDDATL CENTI ACTIVE

EE RN R
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Configure scheduling and codes
You can set up information related to scheduling exams, including fees, body parts, appointment types, diagnostic and
procedure codes, and various kinds of templates.

This section contains the following topics (not all topics may be available depending on version and region).

About fee schedules

Configure a fee schedule

Import or export a fee schedule

Configure a facility fee schedule

Configure body parts

Configure diagnostic codes

Import diagnostic codes

About health service codes, appointment types. and appointment type procedures
Configure health service codes

Import specimen catalogs

Import procedure codes

Configure NDCs

About schedule blocks

About schedule templates and schedule rules
Configure a schedule template and schedule rules
Configure a schedule filter

Configure study statuses

Configure study flow

Add a transcription template

Copy a transcription template

Export and import a transcription template
Add a report template

Configure functional and cognitive statuses
What are lead time and expected arrival time?
Configure appointment types

Configure exam prep instructions

Configure grouped appointments

View locked slots

Configure WCB injury codes

About fee schedules

Fee schedules define what your healthcare institution charges for procedures. In the US, they are used by Medicare to
reimburse providers and suppliers. When you use enter charges in the Claims or Edit Study screen, the fees are
automatically entered based on the fee schedule selected for the currentinsurance provider.

Types of fee schedule

Default fee schedule The standard allowable rates for facilities.
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Billing fee schedule The primary type of fee schedule. Lists the global fees to be billed for each
procedure before any other considerations.

Allowed fee schedule The contract rate agreed upon with insurance companies. Especially
important when using estimation with Exa Clear.

Self-pay schedule Reflects discounts for cash payments made by individual patients. Avoid using
unless the patient has no insurance coverage.

Creating fee schedules

To create fee schedules, see Configure a fee schedule.

Fee schedule file format

When you create a fee schedule, the program saves itas a CSV file with cells formatted in a standardized way. To
view this formatting, in the FEE SCHEDULE tab, open any schedule, and then select the HELP button.

Using fee schedules

To use a fee schedule, assign it to an insurance provider, facility, and/or ordering facility as described in these
topics:

Add an insurance provider
Configure an ordering facility
Add a facili

Fee schedule groups

The more fee schedules you create, the easier it can become to accidentally use the wrong one. To prevent this, you
can assign your fee schedules to fee schedule groups when you configure them (see App settings). Exa PACS|RIS
ensures that no two fee schedules in a group have the same From and To dates.

Which groups are available?

You can create your own a fee schedule groups (see App settings) or use one of the following default groups that
comes with Exa PACS|RIS:

e AHS - Alberta Health Service Codes (Alberta only)
e MHSAL - Manitoba Health Service Codes (Manitoba only)
e  DEFAULT - Default Fee Schedule (Alberta and Manitoba)
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Ordering facilities: which fees are used from which schedules?

Exa PACS|RIS uses sophisticated logic to determine which fees to apply based on any fee schedules that you create. In
addition to the criteria in the decision trees below, Exa PACS|RIS attempts to select a facility fee schedule that
includes the ordering facility of the study. If it cannot find one, it looks for one that does not include the ordering

facility.
For ordering purposes

Creating or Scheduling an Order:
Insured?

Yes / No
/ +

No
Policy mapped to an allowed fee schedule? —» Facility fee schedule available?
Yes Yes \:u
£
Allowed fee schedule contains the CPT or Use CPT bill fee Use CPT bill fee

faas? and allowed and allowed
amount from amount from
f FACIILTY FEE DEFAULT FEE

Yes e SCHEDULE SCHEDULE

Use the ALLOWED FEE Billing fee schedule mapped to the payer?

SCHEDULE ;
If the bill fee is modified in Yes i w

RIS, the allowed fee is
copied from the modified Facility fee schedule available? Use the fee from

DEFAULT FEE

bill fee

SCHEDULE

Use CPT hill fee The allowed
amount is the

billed fee

and allowed

amount from
FACIILTY FEE
SCHEDULE

77
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For billing purposes

Creating a Claim: Who's the responsible party?

v Y v
Ordering facility Other
Insurance [Does not have both an ardering facility fee schedule and a facility fee schedule)
Claim created

(Apply logic in boxes
T and % above)

3

Fee schedule selected for the

ordering facilty?

'I'ES‘/

Billing rules apply?

Rule Type:

Fixed value
Value appears
as billing and
allowed fee on
daim

Percentage
Calculation of
billing and
allowed fee
applied from
DEFAULT FEE
SCHEDULE

Other

From DEFAULT
FEE SCHEDULE

Billing and
allowed fees
from DEFAULT

FEE SCHEDULE

\N:

Billing rules apply?

Yes

Rule Type:

Fixed value
Value appears
as billing and
allowed fee on
claim

Percentage
Calculation of
billing and
gllowed fee
applied from
selected
ORDERING
FACILITY FEE
SCHEDULE

Other
From selected
ORDERING
FACILITY FEE
SCHEDULE

\u

Billing and
allowed fees
from selected

ORDERING
FACILITY FEE
SCHEDULE

¥

Fee schedule selected for the
responsible party?

Yes

Billing and
allowed fees

from BILLING
FEE SCHEDULE

\q:

Facility fee schedule

available?

CPT billing fee
Yes and allowed
e 4 aMount from
FACIILTY FEE
SCHEDULE

CPT billing fee
No and allowed
s & amount from
DEFAULT FEE
SCHEDULE

Configure a fee schedule

You can configure fee schedules by following these steps:

@ Prerequisite: Configure health service codes
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Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > FEE SCHEDULE.

MAME & TVPE FROI DATE T DaTE
~
£ Defmuit Baling Faw Schedle 12530 0T 032050
7 Waw defagh Dafaull Fes Schedule D738/ 2033 03013023
¢ et bill dew ached Eilliey P Schidule 022820 12/30/2023

2. Select ADD, and then enter the following settings.

Fee Schedule Name Type a name for the fee schedule.

From Date/To Date Select a date range during which the fee schedule is valid. The From date must be
the current day or earlier. The dates are used for internal tracking.

Type Select a type from the dropdown.

Fee Schedule Group Select a fee schedule group for the fee schedule.

3. Select SAVE.

4. On the FEE SCHEDULE tab, find the schedule you just added, and then double-click to openit.

FEE SCHEDULE
Feo Schedule Hame * Rl bl Tee sihaed
O inacthe
FromDateyToDate * 022023 B 1200202 | H
Type elling Fee Schedule =
Cope DESCRIFTION SERVICE TYFE MODALITY FACILITY GLOES
W A il

= 0 DONF HRT FAILLIRE ASSESSID srinika Faity 1 fingie Facikt 000
= @ DDouA 1M ADMIN SARSCONTZ 30MCG . 3ML DIL RECOH * afinika Facility 1 Angs Faciie0.00
el LT 1M ADRAN SAREC0NE A0MICEID. 3L DIL RECOM & srinika Facility 1,Angie Facili 0.00

5. Select ADD PROCEDURE.
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SEARCH  CLEAR  HACK  RELDAD

Add Ta m Lode

Markess Ref. Code

Facziltas Bhart Dagenplian

Miodaktics LG Gode

Servica Typs Select =

D CODE = DESCRIPTION FACILITY WOOALTY SERVICE TYPE REF.CODE HNHOC CO0E
D omas PART ADMN SAR JOMC OO Al Venlura Faclby2 Tesl APLET | #ed | undalned DooA
| T CTCan e Bielo \rartirs Cacildns Tazk A0ICT Cacil c

6. To find procedures to add, enter one or more of the following search criteria, and then select SEARCH.

Add To Shows the name of the current fee schedule.

Markets Select the markets where the procedure is available.

Facilities Select the facilities that provide the procedure.

Modalities Select the modalities used in the procedure.

Code Type the code for the procedure.

Ref. Code Type the reference code for the procedure. In most cases this can be the CPTor
LOINC code.

Short Description Type one or more characters in the description of the procedure.

NDC Code Type the national drug code associated with the procedure.

Service Type Select a service type in the dropdown list.

7. Selectone or more procedures in the list, and then select SAVE.
8. On the FEE SCHEDULE tab, select SAVE.
9. Finda procedure you just added, and then double-click to editit.

10. In the Fee Details dialog, enter fees as needed:
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Fee Details:

Code

shof Description
Descriptian

Global Feg

Q.00

Frafessional Fee

0.00

Technical Fees

0,00

11. Add fees to all of the procedures in the fee schedule, and then select SAVE.

12. Assign the fee schedule to an insurance provider. See Add an insurance provider.
See also:

About fee schedules
Import or export a fee schedule

Import or export a fee schedule

You can import a fee schedule from another Exa PACS|RIS installation, or export a fee schedule from your current
installation. When importing a fee schedule that already exists in Exa PACS|RIS but contains new CPT or billing codes, the
new codes are added to the program. However as of version 1.4.32_P6, new appointment types are not added.

Export a fee schedule

1. To exportthe current fee schedule to your Windows Downloads folder, select EXPORT FEE SCHEDULE.

Import a fee schedule

1. Go to SETUP > OFFICE > Scheduling & Codes > FEE SCHEDULE.
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HAME = TYPE FROM DATE TO DATE
& £
£ Defauit Baling Faw Schechule 12030 R0EE 032050
7 M dafauht Diefaul Fee Schadule 0238720 03013023
¥ teal bill dee sched Eillifry Pt Schedule 027287202 12/30/20323

2. Do one of the following:

e Tostarta new schedule, select ADD, and then select options.
e Tostartwith an existing schedule, double-click to open it and select Update Existing.

3. Importa fee schedule:
a. Select IMPORT FEE SCHEDULE.
b. Select Choose File, browse for and select a file to import, and then select Open.

c. Select IMPORT.

FEE SCHEDLLE

Fea Schedule Mame * test bill fee sched
O inactive
From Date/ToDate * 022852023 | & | 120305022 | H
Type Billing Fee Schedule
CODE DESCRIFTION SERVICE TYPE MODALITY FACILIT
A w Al w || Al

& @ 000F HAT FAILURE ASSESSED srinika
¢ W OmO1A Ik ADMN SARSCOVZ Z0MCG0.ZML DIL RECON 1 srinika

5. Ifthefollowing validation screen appears, select IMPORT.
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Fee Schedule Import

Sputemat m m

Total Humssr of Reconds
WALID FOR IMPORT

Faiad Yalidation

Procedure codes do not exiat
Dupkcate Procedue Codes

Racuared Fiskd Maseg

Formatting Erors

Speaial Chamctens
Charactor Typas

Exceed Chacacter Counts

unmsabohead Fiehdl clunt

Result: In the previous screen, all procedures in the imported schedule appear in the list.

6. Select SAVE.

If the import fails

If the import fails, itis most likely because the source file does not contain the correct formatting. To correct this,
open the source file and modify itin a spreadsheet program as needed. The image below shows the correct formatting,
which you can also view in the FEE SCHEDULE tab by opening any schedule and selecting the HELP button.

ImpertFeeSchedule CSV file format

Excel Field a2 A3 a4

Title procedure_code |global_fee |prof fee |tech _fee
Character Type |Alphanumeric  |[Mumerical |[Numerical |Numerical
Character Limit_| 128 8 8 B
Example 74260 99999.99| 99999.99| 99999.99

Configure a facility fee schedule

It can be useful to configure individual facility fee schedules if your fees differ by facility, or for teleradiology, or if you
generate the Fees by Facility or Fees by Modality report.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > FACILITY FEE SCHEDULE.
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FACILITY FEE SCHEDULE

HAME = START DATE END DATE

0 Kirmills Test Faciity 1302 0302k

2. Select ADD.

Fee Name * Schedule Name 0 Inactive
Start Date/End Date * MM/DDSYYYY MM/DDYYYY | &

Markets

Facilities *

Ordering Facilities O all Ordering Facilities

Al E

Modalities

Modality Fee .00

Summary

3. Enter the following settings.

Fee Name Type a name for the facility fee schedule.

Start Date/End Date Select a date range during which the schedule is valid.
Markets Select markets in which the schedule applies.

Facilities Select one or more facilities to which the schedule applies.
Modalities Select one or more modalities to which the fee applies.
Modality Fee

Type the fee for the modality, and then select the plus button. You can add
multiple modality/fee combinations.

Ordering Facilities Select which ordering facilities use the fee schedule. Ifyou make a selection, the
Summary of Fees by Facility/Modality report pertains to studies associated with
those ordering facilities.

Summary Shows the total fees by modality. Ifat least one ordering facility is selected, the
Summary applies only to OF fees.
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4. Select SAVE.
See also:

About fee schedules

Configure body parts

You can define body parts for use in other parts of the program.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > BODY PARTS.

BOOY PARTE
HAME = ALT, MAME
I Akdamen Abdorren
O ankie Ankle
& W Arm Ay
2. Select ADD.

3. Type the name and alternative name for the body part, and then select SAVE.

Configure diagnostic codes

You can enter SNOMED, ICD, or LOINC codes for use in other parts of the program.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > DIAGNOSTIC CODES.

DAGNOSTIC CODES

CODE = DESCRIPTION TYFE ACTI
A e W
£ i 000 Cholera dus to Vikdo chelerae 00, biovsr cholerag =on w .
£l A0 Chilera due o Wibio choleras 0, biovar efor Ledip [ i
T A00s Cholera, unspecified Shg +
2. Select ADD.
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Code * A00.0 L] Inactive
Description * Cholera due to Vibrio chol
Code Type ICD10 A

Enter the following settings.
Code - Type the code to enter.

Description — Type the code’s diagnosis description.

Code Type - Select the code standard to which the code belongs.

Select SAVE.

Import diagnostic codes

If you obtain exported diagnostic codes, such as from the CMS or AMA, you can import them for use in other parts of the
program.

Procedure

1.

o > wnN

Go to SETUP > OFFICE > Scheduling & Codes > DIAGNOSTIC CODES.

DIAGNOSTIC CODES

CODE = DEECRIPTION
£ @ Ao0o Cholera de to Yibrio cholerae 01, biovar chalense
& i A0 Chalera dee to Wibno cholerae 01, bicver ehor
i 000 Cholera, unspecified

Select IMPORT.

Select Choose File, browse for and select the file to import, and select Open.

Optional. To replace existing facilities, select the Update Existing checkbox.

Select IMPORT.

About health service codes, appointment types, and appointment type procedures

Health service code

A health service code (or CPT code) is an internal code that identifies a medical procedure. You can preconfigure health
service codes primarily for purposes of billing.
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86



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

Appointment types and appointment type procedures

An appointment type defines a set of procedures to perform during an exam for purposes of scheduling and medical
examinations (by the front desk, radiologists, and technologists).

An appointment type includes one or more appointment type procedures (which are the same as "health services") to
perform during a single appointment. Acommon example would be an appointment type that includes an imaging study
(one health service) with contrast (another health service).

Where do | use these?

Exa PACS|RIS prompts you for either a health service or appointment type (or both) depending on which part of the
program you are using. For example, when scheduling the exam, the scheduler enters appointment types. When reading the
exam, the radiologist also enters appointment types. When billing the exam, the biller enters health service codes.

Grouped appointments

For even more flexibility when scheduling, you can create grouped appointments that contain one or more appointment
types. As an example, a grouped appointment could have the following hierarchy.

Grouped appointment Appointment type A Appointment type procedure A

Appointment type B Appointment type procedure A

Appointment type procedure B

Appointment type procedure C

What's the difference?

e Appointment types are intended to contain multiple similar or related procedures.

e Appointment types can be scheduled from the schedule book or by using the Find Slots feature.

e Grouped appointments are intended to contain different exam types, such as an ultrasound and a
mammogram—studies that take place in different modality rooms.

e Grouped appointment can only be scheduled by using the Find Slots feature.

See also:

Configure health service codes
Configure appointment types
Configure grouped appointments

Configure health service codes

A health service code is an internal code thatidentifies a medical service. Additionally, health service code entries are
detailed sets of information about procedures that Exa PACS|RIS uses for billing, ordering, and other functions.

When you configure a health service code, you can add NDCs that technologists can select when performing the exam. This
makes the process of searching for and adding the appropriate contrast material and other medications more efficient
and accurate.

Prerequisite: For adding NDCs to a health service code, complete the steps in Configure NDCs.

Procedure

500-000947A 87



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

1. Go to SETUP > OFFICE > Scheduling & Codes > HEALTH SERVICE CODES.

IMPORT CPT SPECIRMEN CATALOG
B Hids inactive
COLE 2 OESCRIFTEON EXAM PREP INSTRUCTIO GLOSAL FEI DURATION  FACILITY RODALITY MOOIFERS SERMICE TYPE mu
- all - v A&l -
# i oot R ADMK SARSCOND 3 [ 15 arifuha Facikly 1408 Flokbondefned
& i gomF HRT FAILURE AZ5ESEED 1 15 erinika Facility 1,4ngie Facilt
# i oot FART AR SARSE0AD W [ 15 ariruhia Facikly 1 Ange Faolkbondefned
2. Select ADD.
Code * oooTA O Inactive Service Type * Beleet
Short Description * | IMM ADMM SARSCOVZ 3 Ref. Code oo A
Description * MM ADBM SARSCOVZ 3 NDC Code
Markets ALL SELECTED (17) = HDC Measurne
Facilities = ALL SELECTED (69) = Color Code
Modalities * SDE Study O
Program Type ICD Reguired Mo
Walld Gender Tooth Code Mo
Requirad
Referral Code d
Tooth Surface Mo
Suppartang Lext
Requirad
required d
Walid Age
Effective Date

3. Enter the following settings.

Single/Empty Code [Unused]

Code Type your code for the procedure.

Short Description Type a short description for the procedure.

Description Type a full description of the procedure.

Markets Select markets where the procedure is available.
Facilities Select one or more facilities that perform the procedure.
Modalities Select modalities used for the procedure.
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Service Type Select the service type to which the procedure belongs.

Ref. Code Type the reference code of the procedure. In most cases this can be the CPT or LOING
code.

NDC Code [Not used in Alberta]

NDC Measure [Not used in Alberta]

Color Code Click inside the box, and then select a color in the picker to assign to the procedure.

SDE Study Select the checkbox if the procedure is associated with echo ultrasound.

4. Select SAVE.
5. Optional. Select the GENERAL sub-tab.

ERAL
Body Part Sakecq - Curation 1%
: Mier Transsmibabe : Feguine Copay Detandt Linits 1
O Aecuire Physician T Reguine Waiting Time AL
Hotas Lesael Salact w
Modalities 0 e
O er
Ocr
.

6. Enter the settings in each of the following tabs, and then select SAVE.

Body Part Select the body part associated with the procedure.

Non-Transcribable Selectifthe procedure cannot be transcribed.

Require Copay Selectifthe procedure requires a copayment.

Require Physician Select ifthe procedure must be performed by a physician.

Require Waiting Time Selectifthe procedure requires a waiting time before beginning (such as drinking
Barium some number of hours before a procedure).

Notes Type notes for the procedure as needed.

Duration Type the expected duration of the procedure.

Default Units Type the number of procedure units.

RVU Type or select the relative value units of the procedure for Medicare
reimbursement.

Level The provider level code that determines the pay rate to the radiologist.

Modalities Select one or more modalities used in the procedure.

7. Optional. To add NDCs to the procedure code, do the following.
a. Onthe NDC sub-tab, select Add.
b. Search for a code by entering criteria in the search boxes at the top and pressing Enter.

c. Selectthe checkboxes of the NDCs to add, and then select ADD.
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d. Optional: To make NDCs available to add with charges in the Technologist screen and elsewhere, add the
health service you created to an appointment type (see Configure appointment types).

8. Optional. For EXAM PREP. INSTRUCTIONS, see Configure exam prep instructions.

9. Optional. To select a report template to be used for the procedure, on the DEFAULT REPORT TEMPLATE sub-tab, do
one of the following.

e Under Template List, select an existing template. To make templates availablein this list, see Add a report

template.
e Select NEW TEMPLATE, type a template name, create a template in the word processing area, and then select
SAVE TEMPLATE.

10. Select SAVE & CLOSE.

See also:

About health service codes, appointment types, and appointment type procedures

Import specimen catalogs
If you obtain specimen catalogs in CSV format, you can import them.
Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.

FROCEDURE CODES

RELOAD IMPORT CFT
B Hide mactive
COOE = DESCRIPTION EXAM PREP INSTRUCT GLOEAL FE DURKTION FACILITY MODALITY MODIFIERS SERVICE TYFE R
W |a w Al -
@ ooma Pl ALK EARELTVT [ 15 ariika Faclity 1 Anges Fac usdelred
o oonF HRT FAILURE ASEEEEE i 15 arinika Facility 1,4ngie Fac
* il D0IA PR ADKK SARSCOVI [H 15 wrinika Faciiy 1,4ngke Fac undefmed

2. Select SPECIMEN CATALOG.
3. Select Choose File, browse for and select the file to import, and select Open.
4. Optional. To replace existing facilities, select the Update Existing checkbox.
5. Select IMPORT.

Import procedure codes

If you obtain exported procedure (CPT) codes, such as from the AMA or third-party billing companies, you can import
them.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.
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EFECIMIEN CATALDE
B Hide nactive
COOE = DESCRIFTION EXAM PREP INSTRUCT GLOEAL FE DURATION FACILITY MODALITY MAODIFIERS SERWICE TYFE Rl
WA W Al g
@ ooma Pl ADKIK SARECOVT [ 15 afidika Faclity 1 Anges Fae usdelved =
& I 00F HRT FAILURE ASEEESEE [ 15 arinika Faciity 1,Angie Fac
S 0D b ALK SRRSCOVD i i5 wrinika Faciry 1,Angie Fac undefimed

2. Select IMPORT CPT.
3. Select Choose File, browse for and select the file to import, and select Open.
4. Optional. To replace existing facilities, select the Update Existing checkbox.
5. Select IMPORT.

Configure NDCs

An NDC (national drug code) is an 11-digit unique identifier assigned to medications listed under Section 510 of the
United States Federal Food, Drug, and Cosmetic Act. The first 5 digits identify the manufacturer of the drug, and are
assigned by the FDA. The remaining 6 digits identify the product package and size, and are assigned by the manufacturer.
You can follow the procedures below to preconfigure NDCs either manually or by importing them.

When adding charges such as during technologist exams or in the Edit Study screen, you can add the NDCs you create here
to the charges. To make this available you must first:

e Associate the NDCs with procedure codes. For example, create a procedure code for contrast (service type
Diagnostic X-ray) and add the NDCs for contrast. See Configure health service codes.
e Add the NDC-associated procedure codes to appointment types. See Configure appointment types.
Add an NDC manually

1. Go to SETUP > OFFICE > Scheduling & Codes > NDC CODES.

HDC COOES
IMIFORT
FROFRIETARY MAME = MION PROPRIETARY NAN NOC PACEAGE CODE PACKALRE DESCRIFTION LAEELER NAME PRODUCT MOC FOUTE
Al Ll
Eagedrin Prn Triple Action Scetaminophen, Aspivia [F672053 0 POLUCH in 1 BOX = 1 PYGlasesmitnkine Corgumre Tablet, Consted Mazal
2. Select ADD.
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MDC CODES
Froprigtary Name * Excediin Prm Triple Action Caplhels Labaler Narme: * Glaxssmillkine Corsumer Healtheane Hold
Mon Proprietany Namme * Acetaminophen, Aspirin {nsasd) And Diphent Froduct WDC Tablet, Coated
MOC Package Code = 672053 Route Magal -
Fackage Description * 10 POUCHM 1 BOX = 1 PATCH In 1 POLUCH »
Strength 3 uok | g ~

3. Enter the following settings.

Proprietary Name Type the trade name, or the name of the drug chosen by the labeler.
Non Proprietary Name Type the generic name or the active ingredientin the drug
NDC Package Code Type the code from the manufacturer.

ExaBilling users: Remove dashes and add zeros to make the NDC package code
11 digits, conforming to these format examples:

XXXX-XXXX-XX = OXXXXXXXXX
XXXXX-XXX-XX > XXXXKXOXXXX
XXXXX-XXXX-X > XXXXXXXXOX

Package Description Type the description of the package from the manufacturer.

Strength Type the strength of the active ingredient, then select the units of strength in
the UOM dropdown list.

Labeler Name Type the name of company corresponding to the labeler code segmentin the
Product NDC.

Product NDC Type the labeler code and product code segments of the NDC number,
separated by a hyphen.

Route Select the administration method for the drug.

4. Select SAVE.

Import NDCs

1. Createa CSVfile of NDCs thatinclude the same options in the previous table.
Hint: Select the Help button to view a list of the column names and their order.
2. Go to OFFICE > Scheduling & Codes.
3. Onthe NDC CODES tab, select IMPORT.
4. Select Choose File, browse for and select the CSV file, and then select Open.
Optional: To append (and not replace) the CSV file to existing NDCs, select the Update Existing checkbox.
5. Select IMPORT.
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See also:

Add charges and NDCs in the exam screen for technologists

About schedule blocks

You can reserve blocks of time on the schedule book for modality rooms at selected facilities, and you can select whether
to be able to schedule exams during the block. Each block is given a reason (such as a specific patient’s name), so that if
scheduling is allowed, the scheduler knows what exams they can order during the block (such as ones needed by that
specific patient). There are three types of schedule block:

Hard block: Cannot overlap with other blocks
Soft block: Can overlap with other blocks
Quick block: A schedule block that you can create "on the fly" directly from the schedule book

To create a schedule block, you create a schedule rule within a schedule template and select the "Display as a block on
schedule book" option. See Configure a schedule template and schedule rules.

See also:

About schedule templates and schedule rules
Add. edit, or delete a quick block

About schedule templates and schedule rules

A schedule rule determines when appointment types and modality rooms can be scheduled. Think of schedule rules as the
"office hours" for exams. When working in the schedule book, Exa PACS|RIS prevents you from scheduling an exam that
breaks any rule you configure.

Inclusion and exclusion rules

e Aninclusion rule defines when something is available
e An exclusion rule defines when something is unavailable

Aschedule template is a container for a set of schedule rules. Italso links to one or more appointment types and one or
more modality rooms.

Schedule rules and the Find Slots feature

Find Slots uses schedule rules to determine the availability of timeslots in the following manner:
1. Ifnorule applies to a slot, the slotis always available.

2. Ifan exclusion rule applies to a slot (such as for a lunch break), the slotis not available.

3. Ifaninclusion rule applies to a slot, regardless of time:

o All other slots are unavailable.
e Apriority is setfor the inclusion rules in the following order: Specific date, yearly, monthly, weekly, daily.

For example:

o Ifaspecific dateruleand a daily inclusion rule apply, the specific date rule is applied and the daily ruleis
ignored.
e Iftwo equal priority rules exist (such as two daily rules), they both apply (they "stack™).

500-000947A 93



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

e Inclusion and exclusion rules can apply together, such as a weekly inclusion rule and a daily exclusion rule.

Schedule rule precedence

o Theless frequently a rule recurs, the higher it takes precedence (and non-recurring rules take precedent over
recurring rules).

e Exclusion rules come next, taking precedence over inclusion rules.

See also:

Configure a schedule template and schedule rules

Configure a schedule filter
Use the Find Slots feature

Configure a schedule template and schedule rules

You can configure a schedule template, and then add schedule rules to the template that define scheduling availability of

your modality rooms and other resources. For an explanation of templates and rules, see About schedule templates and
schedule rules.

@ Prerequisites:

e Obtain all relevant user rights in the Schedule category (see User rights).
e Configure schedule rule reasons (see Reason codes).

e Add modality rooms.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > SCHEDULE TEMPLATES.

SCHEDULE TEMPLATES

ADD TEMPLATE UPDATE TEMPLATE

Templats Nams i 9 ¥ D Shcre Inecteve

Schedule Rules

FULE HAME FACILITY WOEUALE RCHEWLITY EH0A START GATE  END DATE BESOURCE APPOINTMENT TYPES BLOCK  AVAILAI ACTIVE
v (el " v oAl v Al e e
< Sl Miachine Mainbanance GobkaTesibewFacitty LT TTHemkiocRoom - = o
* AR Mo comrast RamTestFaciley cT CTRsom1 o = o
Select ADD TEMPLATE.

Type a name and description for the template and then select SAVE.

Under Schedule Rules, select ADD.

o > wnN

In the schedule rule screen, enter the following settings (see example screen below).
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Template Name Select the template to which to add the schedule rule.

Rule Name Select Predefined or Free Text, and then type or select a name for the schedule rule.

The Predefined list contains your pre-configured schedule rule reasons.

Modality Rooms Select a combination of one or more of these items alongwith dates and times to define

. the rule. For example, your rule could state that:
Appointment Types

“Resource Acan perform appointment type B in modality room C."
Resource P PP P y

Not Available Select Not Available to create an exclusion rule (to define when not to schedule
appointments). Clear the checkbox to create an inclusion rule.

Display as a block on schedule book | Select ifyou want this rule to appear as a schedule block on the schedule book.

Select the hexadecimal color code box, and then use the color picker to assign a color to
the block.

Ignore rule in scheduling engine (use| Available when you select Display asablock on schedule book.

only for displaying text/color label
y Isplaying tex ) Select this Ignore rule... checkbox to display the block on the schedule book, without the

program taking it into account when finding slots.

This option is useful if you want a modality room to usually remain unused at certain
times, but still remain available for scheduling “justin case."

Type Select Repeating if you want the schedule rule to recur, or Date/Time if not.

Autoblocking Ifyou select a technologist resource for the rule, and the technologist is available to
work in two modality rooms at the same time, select Autoblocking to prevent double-
booking that technologist.

6. Do one of the following.

e Tosavethecurrentrule and add another rule, select SAVE.
e Select SAVE & CLOSE.
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Example of a schedule rule: Technologist lunch break

O inactive
Template Name * Jenn's Template | .
Rule Mame * O Predefined ® Free Text

Lumch 12-1pm

Modality Rooms EDIT MODALITY RODMS n n PNl R R EDIT APPOINTMENT TYPES
BO-H (BO-H) CTH (CTH)

MG-H (MG-H) MR:H [MR-H)

KRAY-H (XRAY-H)

Type * Repeating W Start Date 104032022 =

H Mot Availaple

H Diaplay as a block on schedule baok

O Ignare rule in zcheduling engine {use
only for displaying text/color label)

Repeats Daily w Every 1 w days

From | 12:00 PM & To 1:00FM &

Summary
Mot Available Every day from 12200 PM to 1:00 PM beginning 10/03/2022

See also:

About schedule blocks
Add. edit, or delete a quick block

Find a schedule rule and view details
You can filter the list of schedule rules to find ones that satisfy selected criteria, and quickly view details about the rule.

1. Go to SETUP > OFFICE > Scheduling & Codes > SCHEDULE TEMPLATES.

2. Under Schedule Rules, type or select search criteria (such as Facility and/or Modality) and press ENTER.
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O Shew Inastive

Schedule Rules

ALILE MAME FACILITY MODALITS MODALITY RODE REPEATING RULE DATE (D} DATE/TIME RULE DATE & RESOU

= 07N0VEZ4

A » Mackine Marterance Rule Aubo Piral Facilzp MR Pinal MR Rijom 07005 2024 - 070 HI2e
e | ﬂwa’.ia-ﬁ_ae-cwe Aute Sutfelk Faciling T Suhiolk CT Room 0T AN 2024 - 07 ZRB024
SR ® Exchusion Rule? Austr Sudfiolk: Faciling) oT Sufdnle CT Raom 07102024

Result: Schedule rules matching your criteria appear in the list.

@ When searching by repeating rule date:

e Theprogram returns repeating rules having at least one date, from its Start Date to End Date,
that falls within your criterion date range—even if the repeating criteria of the rule would
cause it to be excluded from the criterion date range.

o Ifyou enter only a single date, the program searches for that date and all dates thereafter.

When searching by date/time rule date:

e Theprogramreturns date/time rules and automatically generated auto-blocks having at least
one date, from its Start Date to End Date, that falls within the criterion date range—regardless
of whether the rule has one or multiple occurrences.

3. Toviewdetails abouta rule, select its Expand Panel » button.
]

Schedule Rule Summary

Template Name
Rule Name
Modality Rooms
Appointment Types

0722024,

Suffolk Tempilate
CurationSpecRule

Suffolk CT Room{CTSKF)

CT CRV SPI C+ MATRL{T2126)

Resource

Display Block '

Ignore Rule in Schedule

Engine x

Type Repeafing
Available *®
Repeats Daily:

Mot available every day from 5:00 AM to 8:30 AM beginning O7/10/2024 and ending

500-000947A

97



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

Result: The Schedule Rule Summary panel appears.
4. Toclose the panel, click anywhere outside of the panel.

See also:

Configure a schedule template and schedule rules

Configure a schedule filter

By default, each page of the schedule book displays one day at one facility. You can change this by creating a schedule
filter to display a combination of facilities, modality rooms (columns), and days. For example, you could create a filter
that shows two modalities during a four-day period.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > SCHEDULE FILTER.

SCHEDULE FILTER

FILTER: MAME = BaYS
I Test i
2. Select ADD.
lF.her;u'n:. . Test
i, ot Ciargs 4 =
Locations My Commgarty e Selectiod Rooms
Kodalty Rooms Computer Toma

ATy

'

Mt Hold Cirl o Shift te select midtiple modality rooms.

3. Enter the following settings.

Filter Name Type a name for the filter.

No. of Days Type the number of days to display on a single page of the schedule book.

Ifthe content of the page exceeds the available display width, a scroll bar appears.

Locations Select a facility in the dropdown list.

The modality rooms at the selected facility become available in the Modality Rooms
list.
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Modality Rooms Select one or more modalities (columns)in the list (hold down Ctrl or Shift for multi-

select), and then select the right arrow button to add them to the Selected
Rooms list.

4. Select SAVE.

5. Optional: To adjust the order in which the modality room columns appear, set the Display Order for each
modality room in Add modality rooms.

See also:

About schedule templates and schedule rules
Configure a schedule template and schedule rules

Configure study statuses

Workflows in Exa PACS|RIS are status-driven. To create or tailor workflows, you can create a set of study statuses and
then configure how studies move from status to status (see Configure study flow). Statuses are unique to each facility, so if
you want a status to be available in multiple facilities, repeat the steps for each facility. To add statuses:

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > STUDY STATUS > STUDY STATUS.

STUDY STATUS

ETUDY STATUS STUDY FLOW

e
Facllity +

My Compary

I ORD/Ordered | o
PR/Precheckin | O
SCHfScheduled | cwer

I conyconfirmed  [ome

CHI/Check-In | onee

2. Inthe Facility dropdown list, select a facility, and then select ADD.
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STUDY STATUS STUDY FLOW
Gereral Infarmatian Thirgs ta Validate [0 Abways Show Yalidation Window
=tatus Lode © | O Fatient Address O cPTCade

= . _— . I (hddrass, City, State, ZIF)
#Add to Study Shortout kenu on Wordist 0 Diagnoeis Cade

|: Patiert S5H

Zxatus R Dl
O MchileRad Related [0 Patient Alerts
Diescriptian * |: Patiert Cantact
Mirnbaer (Home ar O Reasan far Study
B order Related O Ordeeing Facility
blas Wait Tirne min (23] O Fiefedring Fhysacian

O pecumen Review

Motification Seriings

Email Tamplatse Disiakdad -

3. Enter the following settings.

General Information | Status Code Type your internal code for the status.
Add to Study Shortcut Menu on | Select to add the status to the study row shortcut menu on the
Worklist worklist.
Status Description Type the name of the status.
MobileRad Related *Required for the Mobile RAD app.

Select if the status is for Mobile RAD.

Color Code Clickinside the box, and then select a color from the picker to color
code the status.

Order Related Selectifthe status applies to entire orders. Clear if the status
applies to studies.

Max Wait Time Type the number of minutes to complete check-in. Ifthe time is
exceeded, the “Exceeds maximum time limit” count at the bottom
ofthe worklist increments, and the study is added to the Exceeds
maximum time limit filter.

Things to Validate Always Show Validation Displays the validation results window whether or not you select

(notavailable forall | Window any Things to Validate.

statuses) - - - -
[Other checkboxes] Select the items that Exa PACS|RIS validates (checks for inclusion)

before moving the study to the next status. Ifitems are missing the
validation window opens for you to add them.

Document Review Select to require document review to advance to the next status in
the study flow. Select the documents for which to require reviewin
the button list.

Notification Settings [ Email/Fax Template Select templates to enable notification to be sent when a study
arrives at the status. To select who receives the notifications, turn
on Notification settings ofindividual resources (see Add a
resource).

4. Select SAVE.
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See also:

Require document review
Set up sending of notifications

Configure study flow

Exa PACS|RIS provides a graphical representation of the flow of studies from status to status at each facility. You can
configure these flows, and apply routing rules to control whether and how data can move to the next status in the flow.
The easiest way to start a new flow is to copy one to a new facility by selecting the source facility in the dropdown on the
left, and destination facilities in the dropdown on the right (see figure), and then selecting COPY.

Note: You do not need to apply routing rules for manual DICOM send operations.

A Caution:

e Changing the study flow incorrectly can “orphan” studies, leaving them unable to move to the next
status in the workflow.

e Selecting RESET clears all non-saved changes and restores the default flow.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > STUDY STATUS > STUDY FLOW.

2. Inthe Facility dropdown list, select a facility.

STUDY STATUS STUDY FLOW
o

Facilitias

IEE

[

.&, Frachedkin
iy
Chesck-in . & Tach Sart I
A
'.jL' chedkn
EhastOul -: Tach End |
P e e Toch Srar

3. To modify the flow:

e Draga status from the right pane into the main flow diagram.
e Dragtheorange bar in a status node to another status, and drag arrows.

4. Optional: To add a routing rule between statuses:

e Selecting the triangle on an arrow.
e Under Actions, select a routing rule, and then select OK.
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Result: When studies change between the statuses, they do so per criteria defined in the selected routing rule. For
example, the routing rule might send the study to a specified AE along with user-defined priors. See Configure

routing rules.

5. Optional: To force flow between statuses:

Selecting the triangle on an arrow.

Under Force Flow After, type or select a number of minutes.

If available, select modalities to which the force flow applies.
Select OK.

Result: Studies automatically flow between the statuses after the specified number of minutes.

6. Select SAVE.

See also:

Configure study statuses

Add a transcription template

You can create a template that contains pre-formatted text and merge fields that you can quickly add to a transcription.
This transcription template is for formatting a transcription, whereas a report template is for final formatting of approved

reports. To use a transcription template, see Dictation and transcription with Exa Voice and Exa Trans. To create a
transcription template:

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION TEMPLATE.

Pdcdalty Unar Appoint=ant Type Study Dencristion
-
TEMFLATE MAME ALOBSL  ACTIVE
e llva Select # to view/edit template options
or 7 to launch the full template editor.
&5 | & HLT Sampie Templale ] o
B o & & 0 sRAYHaMD - -
2. Select ADD.
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Template Hame

HRAY HARD

0 inestie B Gobal
Macr Keyword

Medabities *

O Foesuive: &1 Wevich

Appoiartrmen] Typas

o L P 1 Faspiling n T Hi:slf"':" B, bl
Tenplee Name XEAT HARD

Ly w |2 w A R A iTe r E A o, a3 [l 12, Fpliie
- v [maceye B Global
" B Urss X X Aav v & bt B 1
pboerd F

L
] L]

BAWE BMVEACLOSE HIDEQPTIONE BACH

Exssy: RADISGRAPH OF THE __ HAMD:

changis ass0cianes Ml prevcus Tama. Sofl Sses 2% uremarkabie. ho disling
S BCINE G G AL DEERGUs ARGy

Impression;

On the left pane, enter the following settings.

Template Name

Type a name for the template.

Macro Keyword Available when dictation is made available by KM staff.
Type a macro keyword that can be voice-recognized to open a template.
Tip: Add a starter word in front of the keyword to make it easier to call up
macros/templates.
Example: macro chest
Global Select to make the template available to all users.
Modalities Select for which modalities the template is available.
User You can restrict availability of the template by assigningusers to it. Select a userin the

listand then select the plus button. You can assign the template to multiple users.

Require All Match

The template is only available to users and studies who match all criteria you enter
here.

Markets Select in which markets the template is available.
Facilities Select for which facilities the template is available.
Institution Select for which institution the template is available.

Appointment Types

Select for which appointment types (CPT codes) the template is available.

Body Part

Select for which body parts the template is available.

Study Description

The template is only available for studies with the study description you enter here.

Select SAVE.
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5. Inthe template editor, type text and apply formatting for the template, and then select SAVE.

6. Optional. To paste items onto the template that you copied from outside Exa PACS|RIS, on the HOME tab, select
Paste, and then in the button shortcut menu, select Paste.

7. Toadd merge fields, select REPORTING (1) > Insert Merge Field (2), and then select a merge field (3).

i
| L] - 1 T Teagletz N TEST
o =
m I'--: 'L: f._,? -'I I'.- !:.:l m " [nd=e Cilainal
g ansam | 3 . - 5
[1] s =
1] vmsen
[ e
| | i wzaT_diisln Sppond TEniTypaCN LR - P mesbers s P mbery
(] mczu -
[] s 3
4

8. For formatting options (4), right-click in the body of the template.
9. When finished with your template, select SAVE & CLOSE.

See also:

Find and edit a transcription template
Export and import a transcription template
Copy a transcription template

Merge fields

Find and edit a transcription template

You can search for a transcription template by a variety of criteria, edit template settings "on the fly,” or edit template
contents by openingitin the main template editing screen.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION TEMPLATE.
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TRANSCRIPTION TEMPLATE

EXPORTALL  IMPORT  ADD R

Modality

NONE SELECTED =

TEMFPLATE MAME =

Appoirimant Type Study Description

GLOBAL

ACTIWE
Select # to view/edit template options
or = to launch the full template editor.

d &5 § L 7 Sample Templale » -

El L] YDAy LimL il it

2. Typeor selectsearch criteria in the following fields.

Modality Select modalities to which the template is assigned.

User Select a user to whom the template is assigned.

Appointment Type Select an appointment type to which the template is assigned.

Study Description Type a sequence of letters included in the study description of the template.

Template Name Type two or more characters included in the name of the template, and then press
Enter.

Global Select whether or not the template is global.

Active Select whether the template is active.

3. Intherow of the template to edit, select the edit & button.

[} L ] 7] KRAY HAND v v

4. Inthe editing pane, to edit template settings, select the EDIT button.
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Template Mame * | =) I EDNT

XRAY HAMD Appaintment Types

) Search Appointment Types v
O inactive Global

Modalities *

Eody Part
Study Description
[ Require &l Match
Markets
[ Hanor |
Facilities
Institution

5. Editsettings as needed, and then select SAVE.

6. To editthe contents of the template, select the button to open itin the main template editor.

See also:

Add a transcription template
Export and import a transcription template
Copy a transcription template

Copy a transcription template
To make a transcription template thatis similar to an existing one, you can copy the existing one and modify it:
Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION TEMPLATE.
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TRANSCRIFTION TEMPLATE

ovort | “wwost
O TEMPLATE HAME 2 ACTIVE
L] -
] _ dufemation Templste 2 w
O & #AF mediemplais w
& AL hew -
B & AE HRAY HAKD -

2. Tocopy a template, select the copy A putton in the row containi ng the template you want to copy.

Copy transcription template <

Template Name *

modtemplate - COPY

3. Inthe Copy Transcription Template dialog, type a new name for the template, and then click SAVE & CLOSE.
4. Open the template and modify it as needed.

See also:

Add a transcription template
Export and import a transcription template

Export and import a transcription template

If you transcribe studies at different Exa platform sites, you can save time by exporting any transcription templates that
you created in Exa PACS|RIS at one site and importing them at the others. It's also a good idea to export your templates for
backup purposes.

Export a template

1. Go to SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION TEMPLATE.
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THANSCHETION TEMPLATE

Ilodality Liger Appoinimant Typa Study Desoripticn
HONE SELECTED = o af -
n TEMPLATE HAME 2 SLOBAL ACTIVE

Select # to view/edit template options here
or 7 to launch the full template editor.

a2 v Yen w

B © & & E HLTsewple Templite o o

O & & &4 | HFAY HAMD » L

2. Optional: To filter the list by template status, use the ACTIVE dropdown list.

3. Select one or more templates to export, and then select EXPORT SELECTED. Or, to export all templates, select
EXPORT ALL.

Result: Exa PACS|RIS downloads a CSV file of your templates to your windows downloads folder.

4. Useemail or other means to send a copy of the template file to the site where you want to import the file.

Import a template

1. Atthesite to perform the import, place the CSV template files in a folder of your choice.

2. Open the screen above and select IMPORT.

3. Inthe Import Transcription Template dialog, select CHOOSE FILE, and then browse for and select the CSV files.

Import Transcription Template

T

TranscriptionTemplatesExport.csv Selected

Transcription Template Import Message
MName

4. Select IMPORT.

See also:

Add a transcription template
Copy a transcription template
Dictation and transcription with Exa Voice and Exa Trans

Add a report template

Areport template is for final formatting of approved reports, whereas a transcription template is for preparing
transcriptions. You can create report templates and enhance them with logos, tables, and merge fields. When you approve
a study, Exa PACS|RIS generates the approved report using a template you create here.

Which template is used?
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The template settings must match the facility and modality of the study. If several templates match, the highest one in the
listis used. If none match, none are used, and the approved report contains only the body of the transcription.

Add a report template

Add a report template with the following steps, and then continue to the next procedure to edit the header or footer.

1. Go to SETUP > OFFICE > Scheduling & Codes > REPORT TEMPLATE.

REFQRT TEMPLATE

TEMPLATE MAKME & ELMMARY FACILITY MARKET START D&TE  EMID DATE
All -

Sarnple imaging sl modalities KAy Company 12311800

2. Do one of the following.

e Tostarta new template from scratch, select ADD.
e To base the new template on an existing one, select the copy X button of the existing template.
e Toeditan existing template, selectits edit 74 button.

Template Hame * 0] tasective Study Description

Markals
Faciities *

Madalitiea *

Sumimany
natiution

Addendum Location O Top @ Bottom

Slart Dake

Erdd Dl

3. Enter the following settings.

Template Name Type a name for the template.
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Market Optional. Select the market to associate with the template. All facilities in the selected
market become selected in the Facilities dropdown list.

Facilities Select all facilities that use the template.

Modality Select all modalities to which the template can apply.

Summary Type explanatory information about the template.

Addendum Location Top: Select to place addenda before the original report (top of the first page).

Bottom: Select to place addenda after the original report (bottom of the last page).

Study Description Type study descriptions for the templates to be applied. For example, US Abdomen
could have a different template than MRl Abdomen.

Institution Select institutions that use the template.

Start/End Date Select a range of study dates for which to use the template (to apply it to reports). The

end date is optional.

4. Select SAVE.

5. Perform the steps in the following subsections as needed.

Add a header and footer

You can configure the header and footer of a report template, or edit existing ones.
1. Atthe bottom of the page, select the PAGE HEADER/FOOTER sub-tab.
Result: The word processor appears (it may take a few moments).

2. Onthe INSERT tab, select Header or Footer, and then in the button shortcut menu, select Edit Header or Edit
Footer.

PAGE HEADER/FOOTER REPORT SIGMNATURE

FILE HOME INSERT FPAGE LAYOUT REPORTS VIEWY TABLE LAYOUT

L |
g o P B + BN Q0
J | . | =
Blank  Page Tabile Image Shapes Chart Hyperink Bookmark defll Footer Page Texi Fie Symibol
Page Ereak v v v ¥ lurmnber » Frame » ¥
Fages Tabiles Ilistr ations Links Headers & Foaters Text Symbals

3. Typeinformation for the header or footer.

4. Select SAVE.

Add a table

Although not required, it can be helpful to organize information on your header with a table.
1. Onthe INSERT tab, select Table, and then in the button menu:

e Selecta cell layout, or
e SelectInsert Table dialog, enter table settings and then select OK.

2. Typetextin cells, and select Save.
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3. Seebelow to add logos and merge fields to the table.

Add a logo

1. Preparea bitmap image and save itin the following:

[drive]:/EXA/WeblImages

2. Place the cursor in the header or footer where you want to place the logo.

Note: It may be helpful to add carriage returns to make room for the logo.

© N o o k~

Select Save.

Add merge fields

1. Placethe cursor in the header or footer where you want to add the merge field.

On the INSERT tab, select Image, and then in the button shortcut menu, select Image.
In the Open File dialog, type the name of the bitmap image and then select Open.
In the image shortcut menu, select Format.

In the Image Attributes dialog, under Wrapping Style, select In Line, and then select OK.

2. Onthe REPORTING tab, select Insert Merge Field.

(=1 | B

level merge fields

Lower-level, detailed
merge fields —

PAGE HEADER/FOOTER REPORT SIGMATURS

HOME INSERT PAGE LAYOUTQR| REFORTING gVIEW FPROOFING PER

Inger 15 Special Insert Edit Merge Show Field | Show
Merge Figld » Field = Merge Block v Blocks Codes  Field Text
g Blocks Wi
] Excam_delals 1
N F P [ " . [
- L L
~ Commaon higher- . i
AppoinimeniTypeCode =

©] o | [] e

AppoinimemTypeDescriptio D 1
Expected Amval Time
AccassionMo
ApprovedDate
PresappiovedDale
TranscnbedDate
BodyParl
Depariment
DictalicnDale
ICDCode
ICDDesciplion
ShudyICOCode

Shud yICDDeseriplion
Insifution

Optional. On the HOME tab, select the text alignment (left, right, center) tools, or drag the image to position it.
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3. On the Merge Field button shortcut menu, select a merge field, or choose a field from one of the sub-menus.

4. Select Save.

Add a report signature line

1. Select the REPORT SIGNATURE sub-tab.

2. Typetextand add merge fields as described earlier.

m e fEEn

S

e —

¥ —
_ FiTm
T af

o]

58 CITERD I8

Elecironicalty Signed By

afipdoiagstFulamas
afrpeder Simnalug s
aZignaturel exls

<-Merge fields

3. Optional: To include key images in the signature area, see "Add key images" below.

Add key images

1. Select Merge Field > DICOM, and add the <<keyimages>> merge field.

2. Select Key Image Settings, and then select the number of key images to add.

g
N
® Width |256 | Max size: 256

=N

Close

3. Optional: To shrink the image, type a new width and select the Width option.

4. Select the SAVE buttons on the top and bottom of the screen.

Configure functional and cognitive statuses

Functional and cognitive statuses are preset descriptions of a patient’s level of physical and mental functioning that can

be used in other parts of the program.

Procedure
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1. Go to SETUP > OFFICE > Scheduling & Codes.
2. Onthe FUNCTIONAL STATUS tab, in the Description box, type a functional status and then select SAVE.

FUNCTIOMAL STATUS

DESCRIFTION
& [ Ambulatory

& m Cane/walker

Dascription *

3. Onthe COGNITIVE STATUS tab, in the Description box, type a cognitive status and then select SAVE.

What are lead time and expected arrival time?

The lead time is the number of minutes prior to the appointment time that the scheduler wants the patient to arrive. The
program calculates an expected patient arrival date and time (the expected arrival time) by subtracting the lead time from
the appointment time. The scheduler may find it convenient to inform the patient of this expected arrival time rather than
the formal start time of the appointment.

If an appointment contains multiple exams, the program calculates the expected arrival time based on the lead time of the
firstexam. If the first exam has no lead time, it uses that of the second exam, and so on. If no exams have lead times, the
expected arrival timeis simply the time of the first exam.

Configure appointment types

An appointment type defines a set of procedures to perform during an exam. You can configure appointment types for use
in scheduling and other parts of the program.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > APPOINTMENT TYPES.

500-000947A 113



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

3.

APPOINTMENT TYPES

IMIPORT EXPORT HELP
Facilties MOMNE SELECTED -
CODE REF. CODE MAME DESCRIFTION = MODALIT GROUFED & ACTI
Ml o A w £
‘I caFP1 CAFFI Cambabpat Tyl T '
Sl Anyl23 GEM-ESOLIA Aregieiil] SOEA N w
oAl GEN-EWEIOan app type e Mk »
Select ADD.
ok * F— O Inactive Markits ALL SELECTED (17) ~
Ref, Code I6ATT Fariligies + ALL SELECTED (69) -
Mame * 30 RMDH &R CT MAIUSH Madalnies * 2 SELECTED =
Descrpiion A0 RMDR 18R CT MEIISH Modality Aoom HOME SELECTED =
Duration ® 15 Foprpweands o

fuddaional Tima
Leard Tama
Exam Sauni i

O Grouped appaininea

AFFOINTMENT TYFE PROCEDURES

CODE

B raan

DESCRIPTIOMN

IO RNDR IER CT MR LSAOTH REQ POSTPTY

Enter the following settings.

Code Type your internal code for the appointment type.
Ref. Code Type the reference code.

Name Type a name for the appointment type.

Description Type a description for the appointment type.
Duration Type the expected duration of the appointment type.

Additional Time

Type the amount of additional time needed beyond the default duration.

Lead Time

Type the number of minutes to arrive before the exam begins.

Exam Count

Type the number of exams to be included.

Grouped Appointment

Select for grouped appointments. See Configure grouped appointments.

Markets

Select markets where the appointment type is available.

Facilities

Select one or more facilities where the appointment type is available.
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Modalities Select one or more modalities to use for the appointment type.

Modality Room Select one or more modality rooms where the appointment type can be scheduled.

Keywords To make the appointment type easier to find during scheduling, type a keyword and
select the plus button. Add as many keywords as needed.

4. Onthe APPOINTMENT TYPE PROCEDURES sub-tab, select ADD.
5. Inthe Appointment Procedure dialog, select a procedure, up to four applicable modifiers, and up to four

diagnosis codes, and then select SAVE.

Note: When you schedule the appointment type or add it to an order, the modifiers and diagnosis codes
you enter here are automatically added to the order.

6. On the EXAM PREP ROOM LEVEL CONFIG tab, add or edit exam prep instructions as needed.
7. Select SAVE.

See also:

Configure exam prep instructions

Configure exam prep instructions

For each appointment type you can assign exam and room preparation instructions. The instructions are linked to
modality rooms so thatif an examis rescheduled to a different room, the instructions change accordingly. To configure
exam prep instructions, start by following the procedure in Configure appointment types and then:

Procedure

1. Onthe EXAM PREP/ROOM LEVEL CONFIG sub-tab, select ADD.
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Exam Prep/Room Level Config

Modality Roam(s) * [] Select All Modality Rooms

Duration
Additional Time
Lead Time

Prep Instructions

2. Enter the following settings.

Modality Room Select the modality room to which to apply the prep instructions.
Duration Type the estimated duration of the exam.

Additional Time Type the amount of additional time needed beyond the default duration.
Lead Time Type the number of minutes to arrive before the exam begins.

Prep Instructions Type the exam and room preparation instructions.

3. Select SAVE.

Configure grouped appointments

A grouped appointment is an appointment type that contains more than one billable procedure. Grouped appointments
make it easy to schedule more than one procedure or exam during a single patient appointment. To configure a grouped
appointment:

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > APPOINTMENT TYPES.
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APPOINTMENT TYPES

Failifies MOME SELECTED -
CODE REF. CODE MAME DESCRIFTION = MODALIT GROUFED & ACTI
- w [+
gl 1 CAFF1 Cambabpat Tyl CT w
e ) Angl23 GEM-ESOLIA Aregieiil] SDER MM w
W a1 GEN-EWEIOan app type SER M w
2. Select ADD.

3. Select the Grouped Appointments checkbox.

Code * GR1 O nactive Facilities ALL SELECTED (&) -

Ref. Code GEM-DCSWOM.IK Keywiords e
Marme * GroupExample

Diescripticn

Lead Time 0 minutes (pulled from one of the appointment types below)

Exam Count 2

Grouped Appointment

4. Enter the following settings.

Code Type a unique code for the grouped appointment. The code does not need to match an
existing procedure code.

Ref. Code Type the reference code, ifany.

Name Type a name for the grouped appointment type.

Description Type a description for the appointment type (it can be the same as the name).

Lead Time [Determined automatically]

Exam Count Type the number of procedures to be included.

Grouped Appointment [Already selected]

Facilities Select one or more facilities where the appointment type is available.

Keywords To make the appointment type easier to find during scheduling, type a keyword and
then select the plus button. Add as many keywords as needed.

5. Select SAVE, and then in the message box, select YES.

6. Inthe Appointment Types dialog, select an appointment type to add to the grouped appointment.
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Appointment Types

Appointment Type * | Select an appointment type v
Code *

Minutes 1o wait

after axam

7. Optional. In the Minutes to wait after exam box, type the expected minutes the patient must wait between
appointment types.

8. Select SAVE, and then in the message box, select YES.
9. Repeatsteps above until all appointment types are added to the grouped appointment.

IMPORTANT: Add the appointment types in the order that they are performed, or in the correct scheduling
priority.
10. On the APPOINTMENT TYPES tab, select SAVE.

View locked slots

Exa PACS|RIS "locks" timeslots as soon as a scheduler selects them. The prevents other schedulers from simultaneously
double-booking in the same slot. You can view which slots are currently locked with the following steps. If a locked slotis
left unscheduled, itis automatically unlocked after 12 hours.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > LOCKED SLOTS.

LOCEED SLOTS

Select a facility to see the list of that fecility's modality rooms. Then click a medality room to view, reserve, of release locked time slots
Facilities
Locied Facility 14 Firsility Maits Faeiity Ceda
Slots
4 Arygie Facdity angl
) GoblaTeslFaciity GTF
] Miora Facility F123
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Configure WCB injury codes
To configure WCB injury codes for use in other parts of the program:

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes >WCB INJURY CODES.

WCE INJURY CODES

ADD RELOAD
Hide Inactrs
TYPE CODE DESCRIPTION
All e
A Mature 41150 Allargic Aeaction
AVl Mature 09510 Arimal/insect Bite
£ B Hatura 09100 Asphveia

2. Select ADD, and then enter the following settings.

Type Select Nature or Area.
Code Type the WCB code.
Description Type a description for the appointment type.

3. Select SAVE.
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Configure DICOM settings

Administrators can configure DICOM settings such as for AEs, file stores, and receiver and routing rules.

Note: The default AE title for Exa PACS|RIS is EXA_SCP, or EXA_ MWL when acting as a worklist source. These titles
are configured elsewhere in the program by a Konica Minolta installation engineer.

This section contains the following topics (not all topics may be available depending on version and region).

Configure application entities

Configure a DICOM printer

Configure a file store

Configure routing rules

Configure AE scripts

Understanding receiver rules

Configure a receiver rule

Configure matching rules

Configure hanging protocols

Manage jobs in the transfer and SR queues
Configure an issuer of a PID
Automatically retrieve priors from an external PACS

Configure application entities

An application entity (AE) title is a named configuration for a DICOM application thatincludes information such as its
type, host computer, and port number. You must set up AE titles for Modality Worklist, send, receive/store, print,
query/retrieve, and other functions to make them available on Exa PACS|RIS. To configure an AE, use the following
procedure.

ﬁ Caution: Failure to correctly configure application entities can cause general failure of DICOM communication
between Exa PACS|RIS and those entities.

Procedure

1. Go to SETUP > OFFICE > DICOM > AE TITLE.

AE TITLE
B Hide Inactie

TITLE = HOSET PORT DESCAIPTION FILE STORE AE TYPE
-
F I EMANIZNI2 1027 2676 fsarl ] Exa-widvian Exa Snraer misges SENDRECEVE GUERY/RETR

Z* Wl OLD_ARCHIVE OLO_SRCHIVE DEFAULT STOAE RECENVE
1 DPAL_3Z 33 10337 26,100 33336 OFAL_32_33 Exa Sarar Images SENDRECEIVEQUERY/RETR

2. Select ADD.
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My AE Tile ik
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Festries O Seid Sieghe it 1
! L Send Sgle nsasnce pat Snudy Incluce Approvid Repait )
Fea Conourmen
Reeceive Faciity *
Send Markets
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I Inbound et 0O »
Walse
Manch on ULI O B Qusry Byull D
O Quary by Patiems Orly 3
Issuer Type * ® Hore 00 Swrike O Dynamic

3.

Enter the following settings, and then select SAVE.

I% Note: The actual settings that appear on screen differ by the AE types you select.

AE Type

Select one or more transactions that Exa PACS|RIS makes with the AE.

AETitle (Remote)

Type a title for the AE of up to 16 characters. Ifan AE title is preconfigured on the device
hosting the AE, use the same title.

Ignore Scan Docs (Send)

Select to send only DICOM studies (not subsequently attached scanned, non-DICOM
documents) to the AEwhen a DICOM-send occurs.

Clear to include scanned documents, and to choose which documents are sent.

Document Types

Available when Ignore Scan Docs (Send)is cleared. Select the documents that you want
to send when a DICOM-send occurs.

Send Scanned Documents as Images

Available when Ignore Scan Docs (Send)is cleared.
Select: Send scanned documents as DICOM images

Clear: Send scanned documents as Encapsulated PDFs.

My AETitle

Type a title of up to 16 characters to set the identity of Exa PACS|RIS individually for each|
DICOM node. In most cases, leave blank to use the default (EXA_SCP for PACS/RIS
functions, and EXA_ MWL for modality worklist functions).
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Host Name Type the host name or IP address of the AE.

Description Type a description for easy identification of the AE.

Disable QC2LIVE Select to disable the automatic transfer of studies from QC to live.

Retries Type the number of times the system attempts to reconnect with the AE after a
communication failure.

Send Single Instance per Study Select to send one image per study.

Max Concurrent Type the maximum number of concurrent threads that the system can use for the
transaction.

Receive Facility Select a facility to receive studies sent to the AE.

Send Markets Select markets to "group select" facilities in the Send Facilities dropdown list.

Send Facilities Ifyou select facilities here, only users assigned to those facilities can select them for

DICOM-sending (leave blank for all facilities and users).

Send Annotations as Select how to process annotations for sending.
Burned in: “Flattens” the image and overlay into a single image.

DICOM Overlay: Converts the annotations to a DICOM overlay and sends along with the
study.

GSPS/PR Object: Converts the annotations to a presentation state and sends along with
the study.

Send Unique Image UID from Viewer | Select to generate a new UID for each image (rather than just for the series or study).

Ignore Inbound Stat Value Select to keep the Stat level of the study from Exa PACS]RIS.

Clear to use the Stat level of the study as received.

DMWL Modalities Select to which modalities to serve a modality worklist.

DMWL Facilities Select to which facility to serve a modality worklist.

Match on ULI Select to ignore issuer type and match patients based on ULI.

Query by Patient ULI Select to query by ULI, clear to query by the Exa PACS|RIS account number.

Query My Patients Only Select toreturnall results (patients from all issuers of PID), or clear to only return

results matching patients in Exa PACS|RIS (patients whose issuer of PID matches the
one configured under AHS Signing Authority (Issuer).

Issuer Type Select the type of issuer of PID:
None -DICOM receive and query/retrieve takes place as if no issuer was configured.
Static - Select an entity from the list (see "Issuer" below).

Dynamic - Automatically define the issuer based on retrieved results, and allow
multiple issuer/alternate ID combinations.

Issuer When you select an issuer type of Static, select the entity thatissues the patient’s PID,
MRN, or account number. This makes available tracking and correct assignment of
account numbers for sendingand receiving studies when more than one are available.

AEFlag Select one ofthe following services to use to send studies.
DICOM: C-MOVE

DICOM SSL: C-MOVE, secured

HL7: Standard HL7 protocols.

OPAL: The Opal Transfer service.

Institution Type the name of the institution for easier identification.

File Store Select a file store for storing received data.
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Port Type the port number through which the AE can connect to Exa PACS|RIS (the Exa PACS|
RIS listening port).

Require SSL Select this checkbox if: 1) you selected the DICOM SSL AE flag; and 2) the port number
requires an SSL certificate.

Transfer Syntax (Send) Select the transfer syntax for sending.

Transfer Syntax (Receive)

Select the transfer syntax for storingand receiving.

Vehicle

Select vehicles to which to assign received studies.

SDE Modality

Select ifthe AEis a dedicated echo ultrasound.

Include Approved Reports

Select to include approved reports when sending as DICOM. Note: When DICOM-
sending, the report status (such as Approved or Transcribed) is not included. To include
the status, send via Opal.

See also:

Configure a DICOM printer

Configure a DICOM printer

Configure and save AE with AE type of “Print,” and then perform the steps below. For each printer you can save multiple
configurations for different print media and other settings. At print time, you can select the configuration you need.

Procedure

1. Go to SETUP > OFFICE > DICOM > AE TITLE.

2. Configure a print AE, and then under Extra Printer Options, enter the following settings.

Extra Printer Options

ARTIM Timeeout
Read Tifreoul

Write Timaout

Printer Configurations

Hama Mudium Filen Siza

@ P FAPER BINX T0IM

Mlax POU Langth

Bisdes Margirs 2

True Size
REFRESH ADD COMFIGURATION
Bordar Dengity deslination orisrtatisn Magnification Ernpty Density Mamory Allocation
ELACK MAGAZIMNE PORTRAIT REFLICATE BLACK A

ARTIM Timeout

Type the number of minutes to wait for an acceptance or rejection response to an
association request before timing out.

Read Timeout

Type the number of minutes the printer waits to receive data before timing out.

Write Timeout

Type the number of minutes the printer waits to send data before timing out.

Max PDU Length Type the maximum number of bytes of a protocol data unit that the printer can
receive.
Border Margins [Unused]
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True Size Prints images in their true resolution. 1UP mode only.

3. Select ADD CONFIGURATION.

a vl
Configuration Pt
Nadmea Fiim Destinaliodn MAGAZINE  w
Fim Ovientatian PORTRAIT >
Medium
HEE Magnification REFLICATE
PAFER b
Empty Density BLACK
Film Size

BINX 101 b

Border Density BLACK

Memaory Allocation (KB}

4. Enter the following settings.

Name Type a name for the printer.

Medium Select the printer medium.

Film Size Select the film size for the printer.

Border Density Select a border density of Black or White.

Memory Allocation (KB) For most printers, accept the default of Auto. Otherwise, type the amount of memory
in kilobytes to allocate for a print session.

Film Destination Select the destination for exposed film.

Film Orientation Select the orientation of the film.

Magnification Select a magnification factor for printingimages.

Empty Density Select the density of the image box area on the film that contains no image.

5. Select SAVE.

See also:

DICOM-print a study

Configure a file store

File stores are directories on servers that Exa PACS|RIS uses to store files received in a DICOM transaction, such as images
from a modality.

ﬁ Caution: Changing an existing file store can prevent the study from opening.
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Procedure

1. Go to SETUP > OFFICE > DICOM > FILE STORE.

FILE STORE
MAME S RMOTES ROOT DIRECTORY
= DEFALILT STORE Linginosesssd DICOM studies: FAERALInkracwan DICORS
< [ ExpSenver images Processad DHOM studis FAEXAUMages
#11 Bcanned Docs Scanned Documents 1o Patient Case FaEdanEcanned Images
2. Select ADD.

3. Inthe Type dropdown list, select the type.
Local — The standard type, for storing files locally.

AWS Healthimaging — Select if using Amazon Web Services for your file store. This type is only available for C-
STORE and C-MOVE actions.

4. Type the server name, root directory, and notes.
a. For the Local type, select SAVE. The procedure is complete.
b. For AHI type, continue to the next step.

5. Enter AHI settings as follows.
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FILE STORE

General Section

Type * AWS Healthimaging

File Store Mame * AHI

Raal Directory *

Motes

AWS Account Reconciliation Options
Account ID * Merge Image Sets O

Access Key 1D * Mode of merging Auta w
Secret Key ID Enalile Force flag [

Region * Conflicts action w

AWS Healthimaging

Data Store 1D *

AWS Healthimaging - DICOM Import Job

Data Access Role

ARM *

Input 53 URI *

Qutput SIUR *

6. Select SAVE.

Configure routing rules

With routing rules, you can define how certain types of data flow between Exa PACS|RIS and other AEs. For example, you
could create a routing rule that tells Exa PACS|RIS to automatically send all data thatitreceives from ultrasound
modalities to another PACS. You can also add criteria to your rule for more precise control. For example, your rule could
limit sending of ultrasound data from only a specific facility.

Use the following procedure to configure a routing rule, and then apply the rule by following the steps in “Configure study
flow.” Itis not necessary to apply routing rules for manual DICOM send operations.

Procedure
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1. Go to SETUP > OFFICE > DICOM > ROUTING RULES.

ROUTING RULES

RLILE MAME = &E TITLE PRIORITY
W
£ mylet EXAAIZNED 2
2. Select ADD.
Rula Name * Exarnple O insctive
Type * SEND w Pricrity * e
AETitle * EXAVIE ~ Allempts 2

Prior Options

Mumber of Prigrs to Send 3w

Auto Sand Priors

|:| Relevant Priors

O Force Relevant Only

3. Enter the following settings. The available settings change depending on the AE type that you select in the Type
dropdown list.

Rule Name All Type a name for the rule.
Type All Select the transaction to perform with the AE (for example, SEND).
Interface/Trigger | HL7 Send Select aninterface and/or trigger for HL7 send actions.
Name
AETitle SEND Select the AEwith which to perform the transaction (for example, select
PRINT Remote_Hospital to send to that AE).
QUERY/RETRIEVE
Send Report (Opal)

LOCAL_CACHE

Priority SEND Type a number to indicate which rules to evaluate first. Lower numbers take higher
priority. Refer to your current list of rules on the ROUTING RULES tab to determine
PRINT the priority to use for the rule you are adding.
QUERY/RETRIEVE
Send Report (Opal)
HL7 Send

LOCAL_CACHE
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Attempts SEND Type the number of attempts the program should make to apply the rule (e.g. to send
the study).
PRINT
QUERY/RETRIEVE

Send Report (Opal)
HL7 Send
LOCAL_CACHE

Priors QUERY/RETRIEVE Type the number of priors to retrieve. Type O (zero) to retrieve instances for the
current study only.
Modality QUERY/RETRIEVE Select an option to filter which priors to retrieve.
Number of Priors to| SEND Type the number of priors to send along with the study.
Send LOCAL_CACHE
Auto Send Priors SEND Select to send any priors found in the system along with the current study.
LOCAL_CACHE e The system sends as many priors as it can find, up to the Number of Priors to Send.

e The system sends the most recent priors first.

Relevant Priors SEND Select to send relevant priors when auto-sending, along with any non-relevant priors
LOCAL CACHE that the system found. Enter criteria to define what is relevant (see below).

o |fyoudo not define relevant priors (see "Define relevant priors"later in this
topic), the system considers relevant priors to be studies of the same modality
and/or body part.

e The system sends as many relevant priors as it can find, up to the Numbers of
Priorsto Send.

o Ifthe system finds fewer relevant priors than the Number of Priorsto Send, it adds
non-relevant priors up to the number.

Force Relevant Only] SEND Select to send only relevant priors.
LOCAL_CACHE o Ifthe system finds fewer relevant priors than the Number of Priors to Send, it does
not send any additional priors.
[Define relevant SEND Available when you select Relevant Priors. See "Define relevant priors" later in this
priors] topic.

LOCAL_CACHE

4. Optional. Configure a criterion for the rule:
a. IntheField dropdown list, select an argument and a logical operator.
For example, Modality and Is
b. Selecta matching value for the argument.

For example, in the Modality list, select MG, meaning, "Modality Is MG."
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Summary
Fiald
® s D 15 Mot
Modality w
Modality O o
O en
O er
MG
O wmr .
ADD TO RULES

c. Select ADD TO RULES.

Result: In this example, when Exa PACS|RIS receives an MG study, it automatically sends it to the AE named
Remote_Hospital.

6. Optional. Add more criteria.

7. Select SAVE.

Auto Query/Retrieve: use study's accession number

To facilitate Auto QR of studies from external sources such as the AHS, configure a query-retrieve routing rule with a
placeholder to match the study's accession number rather than the study instance UID (SUID) in Exa PACS|RIS. This
rule only applies if the Priors countis 0. Create the routing rule as follows:

1. IntheTYPE dropdown list, select QUERY/RETRIEVE.

2. Inthe Priors box, type O (zero).

w

In the Field dropdown list, select Accession #, and select the Is option.

4. Inthecriterion box, type {{ accessi on_no}}.

5. Select SAVE.

Define relevant priors

Defining relevant priors allows you to send only priors that are relevant to the current study based on study
description, modality, or body part. To write definitions for which priors are relevant you use a syntax called relevant
prior logic:

STRING or (STRING STRING ...){.*(STRING STRING ...)}

"Asingle string, or multiple strings delimited with a bar, optionally followed by ".*" plus multiple strings delimited
with a bar."

Enter your relevant prior logic in a table, such as in this example:

Prior settingson the left... ...main study settings on the right
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Main
Prior Study Main Study Body
Madality Prior Body Part Prior Description Madality  Part Main Study Description
CT ME £ w
{KMNEE|FATELLA) KMEE L]
(HEEL|CALC)L*[LEFTILTISI} {HEELICALC).*(LEFTILT|BI) L ]
: : =

Row 1: Does not require relevant prior logic. When the main study is an MR, relevant priors are CTs.
Row 2: When the main study is of the knee, relevant priors are either of the knee or patella.

Row 3: When the main study description contains "HEEL" or "CALC" followed by "LEFT," or "LT," or "BI," relevant
priors are those whose descriptions also contain "HEEL" or "CALC" followed by "LEFT," or "LT," or "BI."

Note: You can also define relevant priors that you want to auto-open in the viewer (see Configure modality-
specific viewing options).

Configure AE scripts

You can write scripts that modify DICOM tags when carrying out a DICOM-related transaction such as sending, printing,
or receiving.

Procedure

1. Go to SETUP > OFFICE > DICOM > AE SCRIPTS.

AE SCRIPTS

PRIDAIT AE TYFE AE TITLE DESCRIFTION

all WAl -

1 SEHD ENAAI2WE2 Seripls

2. Select ADD.
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AE Type * Select ) D Inactive
AE Title * Salact W |:| all

Script Description

O Asynchronous

Seript * ?

3. Enter the following settings.

AE Type Select a transaction and node. The script runs when Exa makes the selected
) transaction with the selected node.

AETitle

All Select all AEs ofthe selected AE Type.

Script Description Type a description of the script.

Asynchronous Select to run the script asynchronously.

4. Inthe Script area, type the script to run when the previous conditions are true.

Note: For syntax, select the help Y button.

5. Select COMPILE, and correct any errors that occur.

6. When thescriptis free of errors, select SAVE.

Understanding receiver rules

Areceiver rule is a detailed set of criteria and instructions that tells Exa PACS|RIS where to place studies thatitreceives,
and what status to assign them. For example, you can configure a receiver rule such that studies with unrecognized
account numbers are placed on the QC tab to await reconciliation by the user before going live.

Note: Receiver rules also have an importantrole in accelerating the processing of incoming data. Exa PACS|RIS
processes each receiver rulein order on a particular computer. Therefore, to improve speed, you can apply different
rules on different computers.

To understand how receiver rules are evaluated and applied, itis helpful to imagine a 4-step process that Exa PACS|RIS
performs for each incoming study.

Find a receiver rule that matches the study.

Validate the study against existing PACS studies and/or match it to existing RIS orders.
Process the successes (studies that passed validation and/or matched orders).
Process the failures (studies that failed validation or did not match an order).
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Adetailed explanation of each of these steps follows.

Step 1 — Find a matching receiver rule

When Exa PACS|RIS receives a DICOM study, it evaluates the study against each receiver rule on the RECEIVER RULES
tab in order of “Priority” (starting from the top) until it finds one that matches.

PRIORITY «  RULE NAME

S m 4+ ¥ 12 Kforwarder7
W + ¥ 13 Kforwarderd
Z 4 1 PMT2
Z W 4+ 14 MMD Live
Z 0 + ¥ 2 PMT
o0+ ¥ 3 File Import
Fromtop... ...to bottom

If no user-defined rule matches, Exa PACS|RIS uses a “default” rule that has a minimum number of criteria to ensure
that all legitimate studies match atleast one rule. (If a study did not match any rule, Exa PACS|RIS would not receive
it)

To evaluate whether a study matches a rule, Exa PACS|RIS compares the settings you enter under Rule Info and Filter

(in the green box in the following figure) to the information in the study. If all relevant criteria match, the rule
becomes active, and the process continues to step 2.

Rule info and Filter

Rule Name * O Inactive
AE Title All v

Facility All v
Modality Allr

Institution

Status Unread v

Interval (Sec) * 120

Trigger RoutingRules O

Step 2 - Validate and match against PACS and/or RIS

A*“rule”is actually nota single rule, but rather a combination of the previous “Rule Info and Filter,” plus one of four
possible preset “Applied Rules,” such as in the following figure.
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Applied Rules

Reconciliation Mode: Pacs only site
Emit Live Update

Precache Study

Precache Priors

No. of. priors: 3

Pick study description from DICOM

Patient

e Account #/Dicom Patient ID
e |Last name

« Date of Birth

* Move Anyway (Even in exception)
* Move to live when there is no-match

Study
« Study UID

* Move to live when there is no-match

Figure: Applied rulesin the PACS ONLY preset.

Exa PACS|RIS compares the items in the green boxes from the incoming study against PACS, RIS, or both, depending on
the reconciliation mode (the first bullet item in the figure). The items under Patient (such as “Last name” in the figure)
and Study (“Study UID”) must match a patientin PACS and/or a RIS order. Exa PACS|RIS stores the result of the match

(success or failure) in this step, and then evaluation continues to step 3 or 4.

Step 3

— Process successes

If matching succeeded, Exa PACS|RIS waits the number of seconds specified in the Interval setting from step 1, moves

the study from the QC tab to the ALL STUDIES tab (the study “goes live”), and assigns to the study the status selected in
the Status dropdown list from step 1. At the same time, it performs the actions and applies the options in the blue box
in the following figure.

Applied Rules

Reconciliation Mode: Pacs only site
Emit Live Update

Precache Study

Precache Priors

No. of. priors: 3

Pick study description from DICOM

Patient

¢ Account #/Dicom Patient ID

e Last name

» Date of Birth

* Move Anyway (Even in exception)

¢ Move to live when there is no-match
Study

¢ Study UID

» Move to live when there is no-match
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Step 4 — Process failures

If matching failed, the study initially remains on the QC tab with a status of Conflicts to await reconciliation by the
user. However, there is one more set of evaluations left to make, based on the items in the orange boxes in the
following figure.

Applied Rules

* Reconciliation Mode: Pacs only site
e Emit Live Update
¢ Precache Study
¢ Precache Priors
e No. of. priors: 3
» Pick study description from DICOM
e Patient
e Account #/Dicom Patient ID
e Last name
e Date of Birth
« Move Anyway (Even in exception)
* Move to live when there is no-match
e Study
e Study UID
| e Move to live when there is no-match |

If any of these items are present, the study status is set to Completed in the QC tab. Additionally, each item results
in the following.

Move Anyway (Even in exception)

If duplicate matching demographics are found, or if at least one matching criterion fails, the study also appears
on the ALL STUDIES tab with a status of “FIX_.”

Patient: Move to live when there is no-match

The study moves to the ALL STUDIES tab even if patient demographic validation fails. Generally, this is used only
when no modality worklistis available.

Study: Move to live when there is no-match

The study moves to the ALL STUDIES tab, even if no matching order is found.

Note: If “Move to live when there is no-match” is present both under Patient and Study, Exa PACS|RIS
processes the study as a success.

See also:

Configure a receiver rule
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Configure a receiver rule

You can configure receiver rules to tell Exa PACS|RIS where to place studies that it receives, and what status to assign to
them. For more information, see Understanding receiver rules.

Procedure

1. Go to SETUP > OFFICE > DICOM > RECEIVER RULES.

RECENVER RULES

FRIORITY RULE MSME METITLE FACILITY BAODALITY METITUTION STATLUS
All W BLL = | all o Al -
e | 1 IMFORT OFLLIMPORT &l all Unread
& -] -.ﬁll All All Unraad
2. Select ADD.
Rule Information and Filter Applied Rules
Foule Mams * Ruled 0O inactive « Reconciliation Mode: PACS Only Site

« Emit Live Update
+ Precache Study

Facility ek B O All Facilities » Precache Priors

« Select Study description from DICOM

AETitle All v

Instiution o pﬁtiEI’It
Stalus Unread - « Account No./DICOM Patient ID
interval {Sec ) * 120 ¢ Last Name
+ Date of Birth
Trigger Routing Rules [ + Move Anyway (Even in Exception)
Isguer Of Ahernate O « Move to Live on No-Match
Accownt Mumber . StUd}"
Receiver Aule - Stud}" D

+ Move toLive an NoMatch

Example showing the PACS ONLY rules

3. Under Rule Information and Filter, enter the following settings as needed.

Rule Name Type a name for the rule.

AETitle Use these settings as filtering criteria. For example, to evaluate the rule only against
— mammography studies, on the Modality dropdown list, select MG. To evaluate the

Facility rule only if the study comes from a specific AE, select one under AE Title.

Modality
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Institution

Status Select the status to assign the study ifit matches the rule.

Interval Select a number of seconds to wait before moving the study from the QC tab to the
ALL STUDIES tab (go live).

Trigger Routing Rules Select to force evaluation of matching studies against routing rules.

Issuer of Alternate Account Number Select to make alternate account numbers available. See Add alternate account
numbers to a patient chart.

4. Select one of the following preset buttons to assign a reconciliation mode and to add “applied rules” (matching
criteria and actions to perform) to your receiver rule.

PACS ONLY PACS Validate patient and study items against existing PACS
records.

PACS/RIS PACS +RIS Validate patient and study items against existing PACS
records and/or RIS orders.

PACS/DMWL PACS +RIS -same--

MIGRATION PACS Use when migrating data from another PACS. Allows

everything to be received.

5. Select SAVE.

See also:

Understanding receiver rules

Configure matching rules

See Work with Display Management.

Configure hanging protocols

See Work with Display Management.

Manage jobs in the transfer and SR queues

DICOM studies thatyou send appear as jobs in the transfer queue. You can view and change job status and priority,
cancel jobs, and requeue failed jobs.

Procedure

1. Go to SETUP > OFFICE > DICOM > TRANSFER QUEUE or SR QUEUE.
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CURREMNT STATUS EIUELED DATE AST UPDATED DATE STUDY DATE ALCESSHON O PATIENT MAME

Al W 03017/2023 - 031372023

2. Perform any of the following tasks.

View job status

In the list of jobs, the status is listed in the CURRENT STATUS column. The available statuses are as follows.

Queued Processing not yet started.

In-progress Sending of data has started but not finished.

Completed Sending of all data is finished.

Canceled Sending of data canceled by the user. You can only cancel a job with a status of Queued.

Error Sendingwas aborted due to failed association or the request was rejected by the destination.

View demographics

To view the demographics of a study in the transfer queue, select the expand * button.

Change the job priority

To change the priority of a job, select the & edit button, select a new priority, and then select SAVE.
View job details

To view demographics and other queue details, select the view & button.

Cancel a job

To cancel a job, select the cancel @ putton.

Requeue a job

To requeue a job means to repeat or retry sending. If the status of a job is Queued, Error, Completed, or Canceled, you

can requeue the job by selecting the requeue ¥ button. Requeued jobs remain in the transfer queue for 15 minutes
before reprocessing begins.

Reprocess non-failed jobs

Rather than requeuing jobs one at a time, you can select multiple jobs for reprocessing, and then select REPROCESS
SELECTED.
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Reprocess failed jobs

Failed jobs are ones with a status of “Error.” You can select a range of failed jobs (such as by filtering the worklist)
and reprocess themall at once.

1. Onthetransfer queue, select REPROCESS FAILED.

2. Inthe date boxes, enter a date range of jobs to reprocess.

Note: To select all dates, leave the boxes blank.

3. Inthe AETitle dropdown list, select the AE whose jobs you want to reprocess.

4. Select REPROCESS.

Reprint DICOM Print jobs

1. Onthetransfer queue, find a job with type PRINT and status Completed.
2. Right-click the job, and select REPRINT.

Cancel a DICOM Print job

1. Onthetransfer queue, find a job with type PRINT and status Queued.

2. Right-click the job, and select Cancel.

Configure an issuer of a PID
See Configure alternate account number functionality.

Automatically retrieve priors from an external PACS

When a patientis referred from another facility, it can be efficient to automatically retrieve priors from the referrer's PACS
thatare notalready presentin Exa PACS|RIS, and to control the timing of that retrieval. Thatis, you can configure Exa
PACS|RIS to retrieve priors when it becomes likely that the exam will take place (such as when confirmed by the patient),
but not so close to exam time (such as upon check-in) that waiting to fetch priors could delay reading. To set up automatic
retrieval, follow this example in which we configure Exa PACS|RIS to retrieve priors when the study changes from
Scheduled to Confirmed status.

Procedure

1. Go to SETUP > OFFICE > DICOM > AE TITLE.
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B Hide Inactie
TITLE = HOSET PORT DESCAIPTION FILE STORE AE TYPE
-
1 ExaAvavaa 1027 2676 fsarl ] Exa-widvian Exa Snraer misges SENDRECEVE GUERY/RETR
Z* Wl OLD_ARCHIVE OLO_SRCHIVE DEFAULT STOAE RECENVE
1 DPAL_3Z 33 10337 26,100 33336 OFAL_32_33 Exa Sarar Images SENDRECEIVEQUERY/RETR

2. Select ADD, and configure a query/retrieve AE.
3. Go to SETUP > OFFICE > DICOM > ROUTING RULES.

4. Configure a routing rule with the following settings.

Rule Name Forexample: Q/R Old PACS

Type QUERY/RETRIEVE

AETitle Select the query/retrieve AEyou configured earlier.
Priority The priority of the Q/R operation.

Forexample, 1.

Attempts Type how many times to attempt to perform the Q/R operation if failures occur.

Forexample, 2.

Priors Type how many priors to retrieve. For example, 3.

Modality For the priors to retrieve, select an option to filter their modality.

For example, Modality of Current Study.

Field Patient Identifier

Account Number Select to query the external PACS by the patient's account number, alternate account number,
or alternate account number via issuer.

Issuer Ifthis field appears, select the issuer.

Name Select Yes to include the patient's name in the query.

DOB Select Yes to include the patient's date ofbirth in the query (in YYYY-MM-DD formatting).

Select SAVE.
Go to SETUP > OFFICE > Scheduling & Codes > STUDY STATUS > STUDY FLOW.

In the Facility dropdown list, select the facility you are using.

© N o o

Inside of the order workflow, between the Scheduled to Confirmed statuses, select the triangle on the arrow, and
then select the routing rule you configured above.

Result: When orders at the selected facility change from Scheduled to Confirmed, Exa PACS|RIS automatically
performs a Query/Retrieve based on the routing rule you created.

See also:
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Work with query and retrieve
Configure application entities
Configure routing rules
Configure study flow
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Configure billing

Exa Billing uses patient and insurance information that you pre-configured in other Exa PACS|RIS modules, but you must
also pre-configure other information directly into Exa Billing such as codes, statuses, templates, providers, and validation
rules.

This section contains the following topics (not all topics may be available depending on version and region).

Configure columns on the Studies and Claims screens
Add codes and other basic data
Configure the billing collections process
Configure claim validation

Configure a billing provider

Create or editan EDI or ERA template
Configure an EDI clearinghouse

Add billing messages

Add an insurance provider

About active and inactive insurance
Import an insurance provider

Add an insurance provider payer type
Add a provider level code

Insurance mapping

Create a printer template

Select default printer templates

Configure columns on the Studies and Claims screens

You can show, hide, and reorder columns on the Studies and Claims screens. You can also configure how the studies and
claims lists are sorted by selecting default columns and their default sort orders.

Procedure

1. Go toBILLING > settings E
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User Settings
Column Order Settings
Study Date . Dwfault Codurnn ~
Patlert Hame Drafault Saort w
) heeauint Ne. Order
Dt OF Birth Printer Templates
28N Papar Claim Saheet w
] Place Of Sarvice (B8W)
| Referring Providers Papar Claim Galeet W
f [RED)
Providers:
Direct Ivoice Galect v
Billing Fee
Patient Imeoice Galeet w
Payer Type
Chearing House Special Farm Splect w
| Balanes

2. Under Column Order, do one or more of the following.

e Toshow or hide a column, select or clear its checkbox.
e Toreorder a column, dragitto a new position in the list.

3. Under Settings, select a default column and its default sort order.

4. Select SAVE.

Add codes and other basic data

Use this procedure to add or edit adjustment codes, billing codes, billing classes, claim statuses, billing providers,
provider ID code qualifiers, billing messages, payment reasons, CAS group codes, CAS reason codes, and status color
codes.

Procedure
1. Go to BILLING > Setup > Adjustment Codes.
2. Intheleft pane, select the type of data that you want to add.
3. Inthe upper-right side of the page, select ADD.
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SETUP

Code * [ Inactive

ADJUSTMENT CODES

Descriplion *
BILLING CODES

Entry y select "
BILLING CLASSES

Type
CLAIM STATLES

COLLECTIONS
PROCESS

NElLAY DEASTKC

4. Enter theinformation in the dialog, and then select SAVE.

See also:

Configure claim validation

Create or edit an EDI or ERA template
Configure an EDI clearinghouse
Insurance mapping

Create a printer template

Configure the billing collections process

You can configure Exa Billing to automatically assign collection review status to claims meeting criteria that you enter.
You can also automatically write off the balances of claims in collections.

Procedure

1. Go to BILLING > Setup > Collections Process.
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ADJUSTMENT CODES Process CD”ECUDHS Au10n\3t:ca"y

BILLING CODES Minimum Account Balance

BILLING CLASSES ;
Collections Review Criteria

CLAIM STATUS Multi select at least one option

COLLECTIONS

I laim s appl
=y ] Change claim status to Collections Review if no payment is applied to the

DELAY REASONS patients account days after statemnents are sent

BILLING PROVIDERS ] Change claim status to Collections Review if no payment is applied to the

PROVIDER ID CODE patient account within days of the last patient payment

QUALIFIERS ;
Claim Balance

BILLING MESSAGES When not selected claim balances will remain

PAYMENT REASONS
a I I ] Write off the balance when there is a claim status in Claim in Collections

CAS GROUP CODES

CAS REASON CODES

2. Enter the following settings.

Process Collections Automatically Select to turn on automatic collections processing.

Minimum Account Balance Type a dollar amount. Ifthe claim balance is lower than the amount you type, it will
not be processed for collections.

CollectionsReview Criteria Select one or more criteria, and then type the values in the boxes.

Write off the balance when there isa claim | Select to automatically write off the balance of claims that are in the Claimin

status in Claimin Collections Collections status.

Debit/Credit adjustment Code When writing off balances, select a debit or credit adjustment code to use for the
write-off.

3. Select SAVE.

Configure claim validation

Exa Billing validates claims by confirming that their information satisfies the requirements of various public and private
health agencies (if applicable), and by checking whether information was entered in required options. With the procedure
below, you can select which options are required.

Procedure
1. Go to BILLING > Setup > Billing Validations.

2. Onthetop of the billing validations page, select a billing method of Electronic, Invoice, or Patient.

500-000947A 144



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

ADJUSTMEMNT CODES

BILLING CODES

BILLING CLASSES

CLAIM STATUS

COLLECTIONS
PROCESS

DELAY REASOMS

BILLING PROVIDERS

PROVIDER 1D CODE
QUALIFIERS

BILLING MESSAGES

FAYMENT REASONS

CAS GROUP CODES

CAS REASON CODES

STATUS COLOR
CODES

BILLING VALIDATIONS

EDI/ERA TEMPLATES

Invaice Patient

Billing Provider
Billing Provider-Address Line 1
Billing Provider-City
Billing Provider-Name
Billing Provider-NPl
Billing Provider-State
Billing Provider-ZIP
Claim
Claim-ICD Code 1
Claim-Place of Service Code
Claim-Tetal Charge
Primary Insurance
Insurance Provider-Address Line 1
Insurance Provider-City

Insurance Provider-Company Name

3. Inthelistof options, select the ones that you want to be required.

4. Select SAVE.

Configure a billing provider

A billing provider is the provider who creates invoices for an exam. In order to create claims, you must configure at least
one billing provider.

Procedure

1. Go to BILLING > Setup > Billing Providers, and then select ADD.

500-000947A

145



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

2.

ADJUSTMENT CODES
BILLING CODES
BILLING CLASSES
CLAIM STATUS

COLLECTIONS

FROCESS

BILLING PROVIDERS

PROVIDER ID CODE
QUALIFIERS

BILLING MESSAGES
PAYMENT REASONS
CAS GROUP CODES
CAS REASDON CODES

STATUS COLDR
CODES

SUFPORTING TEXT
BILLING VALIDATIONS

EDN/ERA TEMPLATES

Wamea *
Cade *

Short

Daescriplian

O Inactive

Federal
Tax ID
Address Info Pay To Address
Contaet Address]
Name
Address2
Address] *
City/Pravines T Sali v
Address? Code
City/Pravince/P Sals
Code Phone
Fax
Phong =
Ermiail
Fax *
Ernail
Web LIRL

Enter information as needed, and then select SAVE.

Create or edit an EDI or ERA template

You can create or edit an EDI template to format electronic claims submissions. You can also edit the ERA template. A
preconfigured EDI template is available for Alberta WCB format.

On the top of the page, select EDI Template, and then select ADD.

Procedure
1. Go to BILLING > Setup > EDI/ERA Templates.
2.
3.

In the Template Creation dialog, type a name for the template and then select SAVE TEMPLATE.
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ADJUSTMENT CODES ED Template ERA Template

BILLING CODES DERAULT_EDI =

IG CLASSES i 3
LA R R B default_edi 1.billingProvider.isHidden}™

CLAIM STATUS WCB_C563

e e WCB_CST0 ngProvider.lasthame}”,

PROCESS

DELAY REASOMNS

3
{ h=ader. applicationS=nderode}”

BILLING PROVIDERS

T IR Template Creation
QUALIFIERS

Template *
BILLING MESSAGES

Mame

PAYMENT REASONS

T el =Nels s o
CAS GROUP CODES

Below the EDI Template button, in the template button menu, select your template.
In the template editing area, edit the template.

To edit the ERA template, select the ERA Template button and then edit the template as needed.

N o &

Select SAVE.

Configure an EDI clearinghouse

To process transactions through a clearinghouse, you must configure one as follows. If you transact with the Alberta,
Canada healthcare system, add the Alberta WCB as a clearinghouse.

Prerequisite: Obtain credentials and other connection information from the clearinghouse.

Procedure

1. Go to BILLING > Setup > EDI CLEARINGHOUSES > ADD.
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ADJUSTMENT CODES

BILLING CODES

BILLING CLASSES

CLAIM STATUS

COLLECTIONS

PFROCESS

DELAY REASONS

BILLING FROVIDERS

PROVIDER 1D CODE

QUALIFIERS

BILLIMG MESSAGES

PAYMENT REASONS

CAS GROUP CODES

CAS REASON CODES

STATUZ COLOR
CODES

BILLING VALIDATIONS

EDLERA TEMPFLATES

EDN

CLEARINGHOUSES

INSLIRANCE MAPPING

Description *

Coda *
] Emable FTP

Clearing House Control Header

#uth. Infa *
Sacurity. Info
Sandar D *
Facalver I *

Inter. Ctrl_Stand.iD *

Inter. Cirl Version
Mumier

Functional Control Header

Application
Sender Code

Rasponsible
#igency Code

Transaction Set Header

_| Inactive

Receiver

Name

Receiver 1D *

Repaotition
Segataton 50704

Element/Sub-
Elerment
Dealirnitar

Segment
Terminator

Usags *

ED File -

Extenzion

ERA Fila t
Extension

Application
Receiver Code

War, Ral Ind. 10
Code

Clearing House info

) Production

Acknowledgernent
Requested?

2 Testing

2. Enter all relevantinformation for the clearinghouse and select SAVE.

Add billing messages

You can associate customized messages with accounts receivable codes. These "billing messages” print on the patient
statement based on the age of the oldest claim included in the activity.

Procedure

1. Go to BILLING > Setup > Billing Messages.

2. Tofind a code, enter a criterion in the CODE box and then select Enter.
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ADJUSTMENT CODES CODE

BILLING CODES

BILLIMNG CLASSES S eelleetions
CLAIM STATUS & =120
COLLECTIONS & 91120
PROCESS
61-90

DELAY REASONS

& 360
BILLING PROVIDERS

& 040

PROVIDER ID CODE
QUALIFIERS

BILLING MESSAGES

PAYBMENT REASONS

3. Inthelistof codes, double-click a row.

G1-170

Code *

Description * | A long time to wait for
paymentl

4. Enter a description, and then select SAVE.

Add an insurance provider

Before you can bill an insurance provider, you must set the provider up in Exa PACS|RIS. Note that insurance providerin
this context means any institution that can act as a payer, including insurance companies, financial firms, and attorneys.

Procedure

1. Go to SETUP > OFFICE > Billing > INSURANCE PROVIDER.

INSURARCE PROVIDER

RELDAD:
CODE & HAME PAYER 1D PROVIDER TYPE COMTACT INFORMATION FACILITY MARKET AL
£ Al oW
~ 1003 AETHMA HEALTH PLAMN Aelrs 100 PO BOE 25579 20ie 102 RICHMOMD srinika Fa-:il‘.:.- 1Argie Fﬂf.‘ll'.}'.'ﬁrMarl.*.‘l1 a
_,:I:ZB AARF HEALTH AOVANTAGEBTT 26 FO BOX 740381 9,5ufe 107 ATLAMNTA srinikca Fil:l|.1!|' 1.Angk F=:|I75.'_1-M=r|0011 £
“H4AGA AFFINITY MEDICARE A0WATT 3333 PO BOE 408 SCRANTON arinich Facility 1.4mgie FacilybMarket] L
2. Select ADD.
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Code O nactive Market MONE SELECTED -

Insurance Mame * |_, Require AUC acilitias * WOME SELECTED ~
Bl

Fayer 10 Provider Type Zalect

Address Line 1 *

S0P Payer Salect
fddress Line 2 . .
Fee Schedule Group Salect ¥
City/Provinca/Postal Selact v o .
Allowed Fee Schedule Salect
Coda
Trading Partner 1D
Fhane Mo
WWebsite
Fax Mo

Insurance Provider Alerts

Additional Phome Numbers

3. Enter the following information for the provider. Depending on customer options and locations, some fields are

not available.

Code Type the insurance provider's plan ID.

Inactive Select this checkbox to:
1. Make the insurance provider unavailable in other parts of the program.
2. Make all associated patient insurance profiles unavailable in other parts of the
program.
3. Set the insurance profile Valid To date to yesterday’s date.

Insurance Name Type the name of the provider.

Payer ID Type the insurance provider's ID (or ID based on information from your
clearinghouse). Used for submitting EDI claims.

[Address] Type the address of the provider.

Phone/Fax No. Type the primary phone and fax numbers of the provider.

Additional Phone Numbers Type additional phone numbers, ifavailable.

Market Select the market that the insurance provider serves. All facilities associated with
the selected market become selected in the Facilities list.

Facilities Select the facilities that the insurance provider serves.

Provider Type Select a provider type.

SOP Payer Select a source of payment code for the provider.

Fee Schedule Group Select a fee schedule group. See About fee schedules.

Fee Schedule Available when you select a fee schedule group. Select a default billing fee schedule
to use for the provider.

Allowed Fee Schedule Select the allowed fee schedule for the provider.

Trading Partner ID [Not used in Alberta]

Website Type the URL to the provider’s website, ifavailable.

Insurance Provider Alerts Type alerts as needed.
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4. Select SAVE.

See also:

Add an insurance provider payer type
Configure a fee schedule

About active and inactive insurance

Insurance providers can be inactivated, but individual patient insurance policies from those providers can also be
inactivated from the patient chart. When adding insurance to an order, the following describes the relationship between
the two.

Insurance Order Status Policy Valid To Date Policy Status
Provider
Active Unscheduled <Current date Inactive and unavailable.
>Current date Active and available.
None Active and available
Scheduled <Scheduled date Inactive and unavailable.
>Scheduled date Active and available.
None Active and available
Inactive Scheduled or Any Inactive and unavailable.
Unscheduled

* Unavailable means that it cannot be added to the order, or selected anywhere in Exa PACS|RIS. If the policy was
previously added to a patient chart, itis still be viewable but cannot be edited or used for billing or other purposes.

See also:

Add an insurance provider

Import an insurance provider
If you obtain exported insurance provider files, you can import them.
Procedure

1. Go to SETUP > OFFICE > Billing > INSURANCE PROVIDER.

INSURANCE PROVIDER

LRlE FaME PAYER ID FROVIDER TYFE LOM TACT INFORMATION FACILITY MARKET AL

v N | e

W1003 AETHA HEALTH PL&R &elra 100 PO B0 255719 20ie 102 RICHMORD arinika Facility 140 FacibftybMarket W
Zllza AARP HEALTH ADVANTAGEBTT 26 PO EOX 74081 0,50%0 101 ATLANTA srinika Facilty 1.Angks Facikty b Market] L
£ AGA AFFINITY MEDICARE ADWAI1F333 PO EOX AMESCRANTON arinia Facility 1.4ngie FaciityhMarketl w
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2. Select IMPORT.

INF|

Choose Fila |l liLaEe )|

—| Update Existing

ADD RELDAD IMPORT

HELP

il

3. Select Choose File, browse for and select the file to import, and select Open.

4. Optional. To replace existing facilities, select the Update Existing checkbox.

Add an insurance provider payer type

You can preconfigure insurance provider payer types for selection in other parts of the program.

Procedure

1. Go to SETUP > OFFICE > Billing > INSURANCE PROVIDER PAYER TYPES.

INSLIRANCE PROVIDER PAYER TYFES

CODE =

DESCARIPTION

i [ ap Aute Wguranss Policy

& [ £l Cammercial

& 3 CF Medicare Conddicnally Primary
2. Select ADD.

3. Enter your internal code and description, and then select SAVE.

Add a provider level code

The provider level code is a preconfigured pay rate for radiologists. When you configure a procedure code, you can specify
one of the provider level codes (pay rates) you configure here for the procedure.

Procedure

1. Go to SETUP > OFFICE > Billing > PROVIDER LEVEL CODE.
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2.
3.

PROVIDER LEVEL CODE

CODE & DESCRIFTION
& W Toest T
Select ADD.

Enter your internal code, description, and level, and then select SAVE.

Insurance mapping

Insurance mapping means to assign a billing method (such as electronic) to an insurance provider or other payer.

@ Prerequisite: Add an insurance provider

Procedure
1. Go to BILLING > Setup > Insurance Mapping.
2. Double-click aninsurance provider in the list.
) Insurance * AETHA SENIOR SUPPLEMENTAL
CAS GROUP CODES
MName
CAS REASON CODES
N Insurance ‘  ATSENIOR
STATUS COLOR Code
e Billing Methed * Direct Billing
BILLING VALIDATIONS
EDI Code
EDI/ERA TEMPLATES
Claim File
EDI Indicator Code
CLEARINGHOUSES Print Name In Claim Form
INSURAMNCE MAPPING Print S‘igl'latl.lf? On File for PEIl.‘IE"r Claim Farm
Print Billing Provider Address
QUALIFIERS
3. IntheBilling Method dropdown list, select an item, and then enter information as needed in the other options.
4. Select SAVE.
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Create a printer template
Exa Billing comes with templates for standard billing forms, but you can also create custom templates.

Procedure

1. Go to BILLING > Setup > Printer Templates.
2. Atthe upper-right, select ADD.

RELQAD HEFALULT TEMPLATE
My Feed T Insciyve Deteuh
0 JUSTRENT CODE;
L Maign * 17.0 PMugin © 340 Tamplie * Paper Chaim Driginal -
==l : Let Top Tpe
E = Baigin [ Fdaegin [
Faghs Bamam
LLE £ FPags TEZ Pags - 612
Heighe i
a Tamplats

‘M

SANE

3. Optional: To base your template on the default, select RELOAD DEFAULT TEMPLATE.
4. Enter the name, template type, and margins.
5. Inthe Template Definition area, type the JSON code for the template.

A preview of your template appears in the right pane.

6. Select SAVE.

Select default printer templates

You can select which templates to use by default for printing out standardized forms and customized invoices. Exa Billing

comes with several templates, and you can also create your own.

Procedure

1. Go to BILLING > settings ﬂ
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3.

See also:

Column Order

Settings

Study Date
Patlent Nama
T Beeount Mo,
Date OF Birth
S5M
] Place Of Service
T Relerring Providers

_ Rendering
Providers

Billing Fes
Payer Type
Cloaring Housa

Balance

[ TP .

Dafault Column

Dafault Sart

Order

Printer Templates

Papar Claim Saheet
(BAW)

Papar Claim Galeet
[RED)

Direct Ivoice Salect
Patient Imeoice Salect
Special Form Sarleet

Under Printer Templates, make the following selections.

Paper Claim (B&W) — The standard “black and white” claims form.
Paper Claim (RED) — The standard “red” claim form.

Direct Invoice — Select a template for billing insurance companies.

Patient Invoice — Select a template for billing patients.

Special Form - Select to use special-case forms, such as for claims in New Jersey.

Select SAVE.

Create a printer template
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Manage users

For access to Exa PACS|RIS and selected functions, administrators configure individual users, user groups, Active
Directory users and groups, and assign roles (rights) to users. Create user roles first, user groups second, and then
individual users.

nﬁ Caution: Incorrect user configuration can lead to security risks such as leaked patient information.

This section contains the following topics (not all topics may be available depending on version and region).

Create a user role

Create a user group

Create a user

Manage a user's third-party apps

Copy settings from one user to another
Reset a user’s password as an administrator
Configure an administered worklist filter
Manage who is online

View assigned studies and patients

Create a user role

Auserrole is a named collection of rights and permissions that you can assign to user groups. To create a user role,
complete the following steps.

Procedure

1. Go to SETUP > OFFICE > User Management > USER ROLES.

USER ROLES

ROLE NAME & ROLE DESCRIFTION
& 1 sidling Billing
& B Faolity Sdmin Facilty Admin
£ 0 Frora-dask Feant-dusk

2. Select ADD, type a name and description of the role, and the select SAVE.
For example, type Bl LLI NG, and then select SAVE.

3. Inthe User Role Permission area, select all of the rights that you want to assign to the user role.

Hint: To find rights, type Ctrl +F.
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Role Hame *

Role Description *

Billing

Billing

User Role Permission

O Inactive

O silling/Setup () orderico
Billing Codes [ order Referring Provider
B silling Class O order Studies
Claim Status O ac pelete
B cASs Group Code [ acedi
B Provider ID Code Qualifier [ oc Move to Studies

4. Select SAVE & CLOSE.

See also:

User rights

Create a user group
Create a user

Create a user group

Auser group is a named collection of individual users to which you can assign roles and access to certain document types
and areas of the program.

Prerequisite: Create a user role.

Procedure

1. Go to SETUP > OFFICE > User Management > USER GROUPS.

USER GROUPE

O Shaw Inactive
GROUF CODE GROUF MAME GROUF DESCRIPTION =
i e BILLIRS BILLING
& 0 Fap Facility Admin Facility Administrator
& B FRDE Frora-desk Frons desk persanned
2. Select ADD.
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Group Code * B [ Inactive All Docurnents

Group Mame * BILLING Document Types * | o0 1D Gard

Group Description = BILLING B Insurance Card
Reports

Roles Mavigation

Billing [ Dashboard

O Facility Admin Worklist

[ Front-dask [J Patient Arrival Worklist

O Portal Patiant

O rap Fax Manager

O rer Scheduls

O TeECH Eilling

O TrRans Payments

3. Enter the following settings.

Group Code Type your internal code for the group. For example, RAD.

Do not edit the names of built-in group codes as they are tied to other functionality.

Group Name Type your internal name for the group. For example, Radiologist.
Group Description Type a description for the group.
Document Types Select the document types that group members can access.

All Documents: Selects all current and future documents.

Roles Select the user role that you want the group members to have. Choose only one unless
assigning elevated permissions to specific users.

Example: The Technologist User group has the Technologist User role. Only the lead
technologist is permitted to purge studies and merge studies. To accommodate this,
create a user role with only the merge and purge rights, then create a separate user
group and select the technologist user role and the new user role. Finally, apply the
separate user group to the Lead Tech User.

Navigation Select the areas of the program that group members can access (items available on the
burger menu).

Note:

e This only allows opening the item, and certain user rights may be required to workin
a particular area.

e Evenifselected here, the Fax Manager requires activation to open.

4. Select SAVE.

See also:
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Create a user

Create a user

Auser is a member of a user group for whom you can configure custom rights and limitations in addition to those defined

in user roles.

@ Prerequisite: Create a user group.

Procedure

1. Go to SETUP > OFFICE > User Management > USERS.

O show Inactive
LISER HAME S MNAME GRUUP MAME USER TYPE MARKET
all w Al w
I aragin Aagin, by Faility Ldmin Oiberg
< Bl Byt Tt Bamy Facility Admin Others 11
£ Btast Tast, Bill Faclilzy Admin Othars K1
2. Select ADD.
SAVE SAVE & CLOSE UNLOCK ACCOUNT CLEAR BACK

Group Name *

up Access Expires After days w

Mame *

Mokile Phans

E-blail

User Marmss *

Passwaord *

Confirn Password *

Session Inberal

Hide AD Greups

O wnactive

O amawe argency ALess

Mkt
Facilities *

Linked Provider User Type

[J one-Time Access
u User Must Change Pagswerd Next Lagin
T o

[J Assign Claims ta Follow-Up Gueue for Anather
User

[ User ean change scceunting dates

|:| Dragan 360

NOME SELECTED =

Salact w

O Hide arder Mem

3. Enter the following settings.

Not all settings may be available depending on your product and configuration.

Caution: A password is configured or used on this page. For recommended security, turn off Chrome

autofill.
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Group Name Select the user group to which the user belongs.
Select Portal to limit the user to a portal; this removes any Exa or Symmetry rights.

Note: This does not grant portal access to the user. To grant access, set the Linked
Provider User Type (see below) to one with a portal, such as Provider.

Name Type the user’s name.

Mobile Phone/ Type the user’s mobile phone number and/or email address. The email address must be

E-Mail unique, and is required if using two-factor authentication.

User Name Type a sign-in user name for the user.

Inactive Select to disable the user account. Ifextra security is needed, also change the user's
password.

Login with Google When selected, the user can sign in through their Google account.

Netcare access Select to grant the right to access Alberta Netcare (Alberta only).

Password Type a sign in password for the user. This option is only available the first time you
configure the user.

Session Interval Type or select the number of minutes before the user’s session times out.

Allow Emergency Access Select to assign near “super user” (full) rights to the user regardless of roles or groups.

Linked Ordering Facility Available when you select Ordering Facility in the Linked Provider User Type dropdown
list.
Select ordering facilities to appear on orders the user creates in the Ordering Facility
portal.

Access Expires After Type and select a duration after which the user’s account expires. Leave blank to keep

the account open indefinitely.

One-Time Access When selected, the user can sign in only one time.

User Must Change Password Next Select to require the user to create their own password after signingin the first time.
Login

Assign Claims to Follow-Up Queue Select to give the user the ability to add claims to another user's follow-up queue.
for Another User

User Can Change Accounting Dates | When selected, the user can edit accounting dates under Billing >Payments.

Dragon 360 [To be discontinued]

Market Select the market that the user serves. This setting narrows search results in other
parts of the program. For example, when the user searches for a patient chart, Exa
PACS|RIS only returns charts of patients in the same market as the user.

Facilities Select the facilities that the user can view and modify. Select All means "Select all
current and future facilities."

Linked Provider User Type Ifthe useris also a resource, select the user type to link, and then select the user in the
dropdown list that appears.

This also has the effect of giving access to a portal (Ordering Facility, Provider, Attorney)
or the exam screen for technologists.

Hide Order Menu [To be discontinued]

Ordering Facility Available when you select Ordering Facility.

Select the ordering facility whose portal the user can sign into.

Patient Search Type Available when you select Provider or Ordering Facility. Select the range of patient and
other data that the user may search:
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Associated Patients Only: The provider only sees patients associated with their resource
on worklists.

Full Database: The provider is not restricted to seeing their patients only.

Scheduled By Available when Ordering Facility is selected.

Select an option to control the dates available to the user when requestingan
appointmentin the ordering facility portal.

4. Select SAVE.

5. Optional.

To limit what the user can view on the worklist, see Configure an administered worklist filter.

To view a user’s devices, select the ATTACHED DEVICES sub-tab.

To restrict the user’s access to specific ordering facilities, select the USER PERMISSIONS sub-tab.

To manage the user's third-party apps, see Manage a user's third-party apps.
See also:

Copy settings from one user to another
Create a user role

Manage a user's third-party apps

For each configured user, administrators can grant or remove access to any third-party app that your company
purchased, such as Updox, nVoq, or Ikonopedia. When granting access, administrators also configure app- and user-
specific settings such as location of the app server and the sign-in credentials.

Prerequisite: Obtain the Third Party Tool User Sync user right.

Procedure
1. Go to SETUP > OFFICE > User Management > USERS.
2. Open a user for editing, and at the bottom of the screen, select THIRD PARTY TOOLS.

WORKLIST FILTER ATTACHED DEVICES USER PERMISSIONS THIRD PARTY TOOLS

Add Application: Sslect

Current Applications:

APPLICATION

A =

& I Updox

3. Tograntaccess to an app, in the Add Application dropdown list, select the application.
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4. Enter settings in any available app- and user-specific fields that appear, and then select SAVE.

WORKLIST FILTER ATTACHED DEVICES USER PERMISSIONS THIRD PARTY TOOLS
) i CLE
Adding application: Updox m -

Ul URL hittpa:fmyupdox. com,
APIURL httpa:{fmyupdox.com
Account D QA3

O administrator

O Send Fax

Result: The <%PROGRAM%> synchronizes the settings you entered with the app, and adds the app to the user's
Current Applications list.

5. Toremove access to an app, in the Current Applications dropdown list, select the delete i button.
See also:

Create a user

Copy settings from one user to another
To create new users more quickly, you can add a user and then copy settings from an existing user.
Procedure

1. Go to SETUP > OFFICE > User Management > COPY PROFILE SETTINGS.

COFY PROFILE SETTINGS

Foance Lser *

Destimation User * alech Destmatian

2. Inthe Source User dropdown list, select the user whose settings you want to copy.

3. Inthe Destination User dropdown list, select a user to configure with the source user’s settings, and then select
the plus button.

ﬂ Caution: Never overwrite the Rad test or Ref test users. Instead, copy to an account of a different name or
create a new account.

4. Optional. Repeat to configure additional users with the source user settings.
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5. Select SAVE.

Reset a user’s password as an administrator
If a user forgets their password, an administrator can reset it or prompt the user to reset it the next time they log in.
Procedure

1. Go to SETUP > OFFICE > User Management > USERS.

] Shew Inasctive

USER MAME = HAME GRGUP NAME

&l adusk ROosk, Angle Fromt-dask

2. Double-click the user in the listand do one of the following.

e  Select RESET PASSWORD, and then choose a new password for the user.
e Select the User Must Change Password Next Login checkbox.

RESET PASSWORD UNLOCK ACCOUNT
: After days Chroose one
[:] One-Ti ess

[J user Must Change Password Next Login

] Assign Claims to Follow-Up Queue for Another
User

[0 user can change accounting dates

O Dragon 360

3. Select SAVE.

4. Inform the user to sign out and then sign in again with the new password, or follow the on-screen instructions to
reset their password.

Configure an administered worklist filter

In addition to user roles, administrators can use the following steps to configure worklist filters that control which
studies, patients, and other information are available to individual users and user groups. Users can configure their own
worklist filters but cannot edit filters that administrators configured for them.
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Procedure

1. Go to SETUP > OFFICE > User Management > USERS.

O shew Insetive

JEER MAME HAME GROUP HAME
A lladush ROusk, Angle Front-dask
&l Araiser Ger Anna Faciity Admin
£ Waragin Ragin, Argie Faciity ddmin

2. Double-click a user row to open a user, and select the WORKLIST FILTER sub-tab.

WORKLIST FILTER ATTACHED DEVICES USER PERMISSIONS

[ show Encounters Galy [ pisable Right-Click on Worklizl STAT Studies Override Current Sub-Filter

[ show DICOM Studies Only [ Show RIS Orders Only [ show Assigned Studies Gnly

Dedeted Al -

Date Operations By @ Study Date ':'_r Study Received Date D Scheduled Date |:-" Last call made

C Created Date

) Prefeemnattad

.} Last

From o) Tao o
O Next
) Date Frem 0] Data Ta &= [

3. Perform one or more of the following procedures.

Configure general user worklist filter settings

You can finely control the information on the worklist to which the user has access.
1. Intheleft pane, select GENERAL.

2. Enter the following settings, and then select SAVE.

Show Encounters Only Select to show only studies involving interaction between a patient and provider.
Show DICOM Studies Only Select to show only DICOM (imaging) studies.

Disable Right-click on Worklist Select to prevent the user from opening the worklist shortcut menu.

Show RIS Orders Only Select to show only orders from RIS.
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STAT Studies Override Current Sub-Filter| Select to always show studies with assigned stat levels, regardless of any other
filtering criteria.

Show Assigned Studies Only Select to show only studies to which a user is assigned.

Deleted Select whether to show all, only, or no (None) deleted studies.

Configure the following settings together to compose a single filtering condition.

Date Operations By Select a study property against which to apply criteria.
Study Date

Study Received Date

Scheduled Date

Last Call Made

Created Date

Preformatted Select from a list of preformatted date ranges, rather than manually entering one by
using the settings described later.

Example:

Date Operations =Study Date

Preformatted =Last 7 Days

“Ifthe study date falls within the last 7 days, display the study on the user’s worklist”

Last/Next Select a time range for the selected property.
Example:

Date Operations =Study Received Date
Select Last, type 8, select Week(s)

“Ifthe study was received some time during the last 8 weeks, display the study on the
user’s worklist.”

Date From /Date To Select and enter a date range for the selected property.

From/To Select and enter a time range for the selected property.

Limit access to patient information
You can limit the worklist to only display studies for patients who satisfy certain criteria.
1. Intheleft pane, select PATIENT INFORMATION.

2. Under Patient Name, select a logic option, type the exact portion of the patient name that corresponds to the

selected logic option, and then select the plus button to add the criterion.
3. Under Account No., perform the previous step as appropriate for the account number.

4. Select SAVE.

Limit access to study information

You can limit the worklist to only display studies that satisfy certain criteria.
1. Intheleft pane, select STUDY INFORMATION.

2. Foreach criterion, select a logic option, and then type or select a value.
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3. Forexample, to display only abdominal studies, under Body Part:
e Selectthelsoption
e Inthelistof body parts, select Abdomen

4. Select SAVE.

Limit access to information related to specific resources
You can limit the worklist to only display studies whose resources satisfy certain criteria.
1. Intheleft pane, select RESOURCE.
2. Foreach criterion, select a logic option, and then type or select a value.
For example, to display only studies whose referring physician is Jane Doe, under Ref. Phys.:

e Selectthelsoption

e Inthebox, type JANE DOE, and then select the plus button.
3. Select SAVE.

Limit access to information from specific insurance providers
You can limit the worklist to only display studies for patients who satisfy certain criteria.
1. Intheleft pane, select INSURANCE.

2. Foreach criterion, select a logic option, and then type or select a value. For example, to hide studies under
litigation, under Insurance Provider Type:

e Selectthels Not option

e Inthebox, select Litigation, and then select the plus button.
3. Select SAVE.
See also:

Create a user worklist filter

Manage who is online

Users with user management rights can view a list of users who are online, view a user’s activity log, and terminate their
session.

Procedure

1. Go to SETUP > OFFICE > User Management > USERS ONLINE.

500-000947A 166



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

LSERS OMLINE

RELOAD
LISER MAME LOGEED IM DATE CLIENT IF LAST ACCESSED &
O3 2F 2025 - 031452023
D intek Pacs Q31472023 737 AM EDT 0222240 5 aga
B Bereice, sdmin 03/14/2023 B:41 AM EDT 37 mago Terminale
= serdice, Admin 03/14/2023 7:41 AM EOT 37 m ago Isrminale

2. Optional: To view a session log for a user, select the log & button.

3. Optional: To terminate a session, select the Terminate link.

View assigned studies and patients
You can view lists of studies and patients that are assigned to you (the current user).
Procedure

1. Go to SETUP > OFFICE > User Management.

LUSER ASSIANED & ACCEESION ML ASSIENED STUDIES STUDY STATLE ASSIGNED BY ASSIENED: DAT
] Radislagist, Richard 1166 30 RMDA ISR CT MA| US/0TH X REG POSTROXE Approved Tast, Aad oomIEE
| Radiakagian, Richand Qd BOME LEMGTH STUDIES Appegved R, Mirmila 012023
[ Radialogist, Richard il ANGRFH ADRML UNI SLCTY RS4I Approved Ray, Mirmila 01/18/2023

2. Do one or both of the following.

e Toviewstudies assigned to you, select the ASSIGNED STUDIES tab, and then select a sub-tab (such as Users or
Reading Provider) to filter by user type.

e Toview patients assigned to you, select the ASSIGNED PATIENTS tab. Patients can be assigned from the
patient chart by using the Users Assigned dropdown list.
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Configure general settings
You can set up study forms, custom forms, templates, and queues, and perform limited database queries.

This section contains the following topics (not all topics may be available depending on version and region).

Create a study form

Export and import a study form

Create a custom form

Perform a quick query of database totals

About email templates and notification templates
Configure an email template

Set up emailing of results and reports

Configure a notification template

Set up sending of notifications

Create fax cover sheets

Work with the report queue

Create a study form

Study forms are interactive electronic forms that people inside and outside your organization can use to gather or provide
needed information quickly—and often automatically. Examples include consent forms for HIPAA or treatments, screening
forms, pain sheets, affidavits, customer payment plans, and procedure checklists. For information on how to use forms
that you create, see Add a study form to a study and Add a custom form to a study.

Set up a study form

Use the following procedure to initially set up the form, and then see later in this section to add and edit form
contents.

1. Go to SETUP > OFFICE > General > FORM BUILDER.

FORM BUILDER

DOCLMENT MAME MARKETS

Al w
#* B Centrast Consent for lodinaded Dy
| <" E T Scresning Form

*E Echocardiogram Woek shest

2. Select ADD.
3. Typea Form Name, and then select the ASSIGN sub-tab.
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Form Mame* Test & Irmnaae | Checkie

Document Type Salect. w
O viewable on Patiant Portal

O Auto Assign to Study

Ingurance

Provider

L] Alew All with Empty
O alow All without Empty

Physician *

O alow all with Empty

-
o BT al -

4. Enter the following settings to define the scope of the form and filter its availability.

Document Type Select a type in order to group forms, narrow their availability, and make them easier to
find.
Viewable on Patient Portal Select to make the form available to add to the patient portal and Patient Kiosk.

Note: Selecting this does notimmediately add the form to the portal and kiosk. Instead,
itadds the ability to add the form to the portal and kiosk when you add the form to a
study later on.

Auto Assign to Study Select and then enter study criteria to automatically assign the form to those studies
when you create them (such as in the New Appointment screen).

Assigned forms appear in the Study Forms tab of the Edit Study screen, making them
available to users without performing dedicated searches.

Insurance Provider Select torestrict the form to specific insurance providers.
Allow All with Empty Select to make available to all providers if none are specified.
Allow All without Empty Select to make the settingrequired.

Physician Select to restrict the form to specific physicians.

Allow All with Empty Select to make available to all physicians ifnone are specified.
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Allow All without Empty Select to make the settingrequired.

CPT Codes Select to restrict the form to studies with specific CPT codes.

Allow All with Empty Select to make available for all CPT codes if none are specified.

Allow All without Empty Select to make the settingrequired.

ICD Codes Select to restrict the form to studies with specific ICD codes.

Allow All with Empty Select to make available for all ICD codes if none are specified.

Allow All without Empty Select to make the settingrequired.

Markets The form is available to patients in, or having exams scheduled in the markets you
select. All facilities in the selected markets become selected in the Facilities dropdown
list.

Facilities The form is available to patients in, or having exams scheduled in the facilities you
select.

Modalities Select torestrict availability to the form to studies from specific modalities.

Male Patient Only Select torestrict availability to the form for male patients only, such as for prostate
exams.

Female Patient Only Select to restrict availability to the form for female patients only, such as for HSG
exams.

Mammo Patient Only Select to restrict availability to the form for mammography patients only.

5. Select SAVE.
Add a header to a study form

Note: The procedure below describes creating a header “from scratch.” To reuse a header from another form,
copy the contents of the header and then paste the contents into the header on your new form.

1. Atthe top of the FORM BUILDER tab, select the Header checkbox.
In the form area, select the word “Header.”
In the left pane, on the PROPERTIES tab, select CHANGE LOGO.

Browse for and select a logo, and then select Open.

o M w0 Dp

In your form header, select the word “Header” and then replace it by typing a new field name.

For example, type St udy Dat e:

6. Intheleft pane, on the MERGE FIELDS tab, in the search box, type search term to look for a relevant merge field.

For example, type st udy.
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% Overwrite "Header” with new header text, for example:
Study Date:"$5StudyDate$S Patient: $5Lastname$s, SSFirstName$s

FOMICA MINOLTA

Drag

TIES ASSIGN MERGE FIELDS

name

Merge Fields

=1 Patient

FirstName

Fullname

Lastnarne

7. Inthelistof results, double-click a merge field to add it to the form header.
For example, double-click StudyDate.
Note: See also Merge fields. If you use merge fields ending in _Order, the form is populated with values

fromall studies in the order (e.g. Accession No. 17, 18, 19) when viewed in Exa PACS|RIS, Patient Kiosk, or a
portal.

8. To the right of the $$StudyDate$$ merge field, type a new field name. For example:
Pati ent Name:
9. Repeatearlier steps to find and add a merge field for the patient name.
Hint: Search for “name” rather than “patient.”
10. In the left pane, on the PROPERTIES tab, use the Spacing and Style controls to modify the layout.
11. Select Save.

Another example header:

®
Study Date: $$StudyDateS$
Patient Name: $$Fullname$$
Study Description:
$S8StudyDescription$$
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Add controls to a study form

Use controls to gather information from or provide information to the person filling out the form. To add a control,
drag its button into the body of the form. To configure the control, select it and enter options in the left pane.

==
MERGE FIELDS \

- % Overwrite "Header” with new header text, for example:

Study Date;"555tudyDate5$ Patient: $5Lastname$3, $5FirstNar
IKOMICA MIMOLTS

This is a Tewt Box

|

These are Checkboxes
'D-l".” D New

O walk-in

[J Emergency

This is a Text Area

L] The user can enter text here.

These are Radia Buttons

O optien 1
O option 2

A This is a Free Text box

F:".vr some static text...

Italic O underline

b

Details on form controls

The following sections in this topic provide additional information and instructions about form controls.

Text controls

Text Boxes to gather one-line user input.

Text Areas to provide boilerplates.

Free Text boxes to gather or provide information longer than one line.
To add a text control:

1. Drag the Text Box, Text Area, or Free Text button onto the form.
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4.

Select the word “Untitled,” and then in the left pane, in the Question box, type text to introduce or label the text
input box. For example:

For an information gathering box, type Pl ease list all allergies.
For an information providing box, typeLi abi ity wai ver.

If the text control is for providing information, enter the information in the box.
Adjust vertical spacing:

e Toadjust the space between the question and the box, use the Line Height slider.

e Toadjust the space before and after the text control, use the Padding slider.

o Toapply adjustments to all controls on the form at once, select Apply Spacing to All checkbox, and then use
the sliders.

e Ifusinga Text Box, select the following options for Inline Controls.

Fiton One Line Select to place the label one the same line as, and to the right of, the text input box.

Inline Multiple Controls Select this option for two adjacent text boxes to place both on the same line.

Question First Select to move the label to the left of the text input box.

Append Text Input Select to add a new input box between the label and the original input box. This new input
box is only available to the person filling out the form.

Dynamic Input Select to fit the height and width of the text box to the text it contains.

e IfusingFree Text to provide information, apply formatting to your text as needed by using the Style controls.
e To adjust the width of the text control, select an option in the Size dropdown list.

Note: For advanced text formatting such as bold, italics, and color, you can create the text in Microsoft
Word and then paste it onto the form.

Select SAVE.

Add an image to a study form

1.

2
3.
4

To add an image, drag the Image button to the form.
To give the image a title, select Untitled, and then type a title.
Double-click the box below the title, and then browse for and select an image file.

On the left pane, use the controls to modify the alignment and size.

Note: If you select a size of Original, the image expands to fit the width of the page.

Add checkboxes to a study form

1.
2.

To add a group of checkboxes, drag the Checkbox button onto the form.
Select the word “Untitled,” and then in the left pane, in the Question box, type text to label the checkbox group.

For example, type: Al | er gi es.
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3. Adjust the vertical Spacing, Inline Controls, and checkbox label Style (see “Adjust vertical spacing” earlier in this
topic).

4. Toadd a new checkbox to the group, select ADD ANSWER.
5. Tolabel individual checkboxes, type labels in the boxes under Answers.
For example, type Peanut s for the first checkbox, and Mol d for the second.
6. To arrange the checkboxes in columns, select a number in the No. of columns for Answers dropdown list.
7. Toadd an “Other” checkbox with accompanying text input box, select the Add Other checkbox.
8. Select SAVE.

Add options to a study form

Add checkboxes for "multiple choice," but add options for “either/or” settings. You add an option group by using the
same procedure as for checkbox groups, except that you drag the Radio Button button onto the form instead of the
Checkbox button.

Add a group box to a study form

Agroup box is a hamed group that can contain one or more checkbox groups and/or one or more option groups. To
add a group box:

1. Drag the Group button onto the form.
2. Select the word “Group Title,” and then in the left pane, in the Question box, type text to label the group.

3. Toadd a background image to the group, in the left pane, select CHANGE IMAGE, browse for and select an image,
and then select Open.

4. Todivide the group into columns, in the Grid Columns dropdown list, select a number of columns.

5. Toadd a checkbox group or radio button group into a particular column, in the New Control Placement
dropdown list, select the number of the column, and then drag the Checkbox or Radio Button button onto the

group.
6. Configure the checkboxes and/or radio buttons as described in “Add checkboxes to your form.”

7. Select SAVE.

Add a footer to a study form

You can add and modify footers in the same way as headers. However, we often recommend using the footer for a
signature line with a signature merge field. After the person electronically signs the form, their signature appears in
the location of the merge field. To create a signature line in the footer:

1. Atthe top of the FORM BUILDER tab, select the Footer checkbox.

2. Intheform area, select the word “Footer,” and replace it by typing Si gnat ur e.

3. Intheleft pane, on the MERGE FIELDS tab, search for “signature” and then double-click SudyFormSignature in the
list of results.

4. Select SAVE.
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See also:

Add a study form to a patient record
Add a custom form to a patient record
Merge fields

Export and import a study form

To save time creating a study form for “Facility A,” it may be helpful to import an existing form from “Facility B” and then
modify it.

Export an existing study form

1. Go to SETUP > OFFICE > General > FORM BUILDER > EXPORT.

FORM BUILDER

DHOCURERMT HAME

B Contrast Consert for lodinated Dye

Result: The form appears in the Windows Downloads folder as a JSON file.

2. Copy the JSON file to the computer at Facility A.

Import a study form

1. Go to SETUP > OFFICE > General > FORM BUILDER > IMPORT.

2. Inthe lmport Study Forms dialog, select CHOOSE FILE, browse for and select the copied JSON file, and then select
Open.

3. Onthe FORM BUILDER tab, find the new form and edit it for use at Facility A.

Create a custom form

Custom forms are non-interactive electronic forms intended for delivering information. For interactive electronic forms
that can both deliver and gather information, see Create a study form.

Set up a custom form

1. Go to SETUP > OFFICE > General > CUSTOM FORMS > ADD.

500-000947A 175



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

CUSTOM FORMS

Jocument Mame * | Custom Form Test Labels
O inactive
lascription An example

Patient Review

Patient Mammo Form

OO0

Education Material

4

Reference Docurnent

2. Enter the following settings.

Document Name Type a name for the form.
Description Type a general description.
Labels [Unused]

Patient Review [Unused]

Patient Mammo Form

Education Material Select to make the form available in the EDUCATIONAL MATERIAL area of the patient
chart.
Reference Document Select to make the form available in the DOCUMENTS and CUSTOM FORMS areas of the

patient chart.

3. Move down the page to Assign Document.
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Assign Document
hMarkets AUTO HOPKINS MARKET ~
Modalities 3 SELECTED ~
ICD Codes * elect ICI o A00.9 Chalera, uns
O allow &l with Empty
O Allow Al without Empty
el Adderal
Medication * Medication + < =
O Allow All with Empty
O Allow all witheut Empty
|l oh Cndas * (e o | { =

4. Enter the following settings.

Markets Select markets where the form is available.

Facility Select facilities to which to assign the custom form.
Modalities Select modalities to which to assign the custom form.

ICD Codes Select to restrict availability for specific ICD codes.

Allow All with Empty Select to make available for all ICD codes if none are specified.
Allow All without Empty Select to make the settingrequired.

Medication

Type a medication name, then press the plus + button. The custom form will only be
available for medications you add.

Allow All with Empty Select to be available for all medications if none are specified.
Allow All without Empty Select to make the setting required.

Lab Codes Select to restrict availability for specific lab codes.

Allow All with Empty Select to make available for all lab codes if none are specified.
Allow All without Empty Select to make the setting required.

Male/Female/Mammo Patient Only | Select to restrict availability of the form to male, female, and/or mammography
patients.

5. Select SAVE.
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About adding contents to a custom form

The custom form word processing area provides commonly recognizable tools to type, align, and apply formatting to
text, and insertimages and merge fields. You can copy and paste contents by using the Ctrl+C and Ctrl+V keyboard
shortcuts. To change font sizes, select text that you want to resize, and then select a size in the Font Size dropdown
list.
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Patient: Silasmamess, SSFirstNamess
Providers SSApprovingPhysicanFullNamess

AparongFiysiclanfirstame

AporongFiyaic lanididdleiams

Add merge fields to a custom form

In this example we show you how to add a signature merge field to a custom form. You must add a signature merge
field to be able to electronically sign the form.

1. Intheright pane, in the Merge Fields area, in the search box, type search term to look for a relevant merge field.
For example, type si gn.

2. Inthelistof results, double-click a merge field to add it to the form.
For example, double-click CustomFormSign.

3. To the left of the $$CustomFormSignature$$ merge field, type a new field name.
For example, type Si ghat ur e:

4. Select SAVE.
Editing a custom form

Note: If you edit an existing form, your changes will not appear on forms that are already attached to a patient
chart. To edit a form:

1. Ontheburger E menu, select SETUP.

2. On the OFFICE menu, select General.

3. Onthe CUSTOM FORMS tab, select the form Ej button of the custom form that you want to edit.

4. Editthe form as needed, and then select SAVE.
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Perform a quick query of database totals

As an alternative to reports, you can quickly search the PACS and RIS databases with customizable queries. A "DB total"
search tells you how many patients, studies, and images in your databases match the search criteria.

Procedure

1. Go to SETUP > OFFICE > General > DB TOTALS.

D& TOTALS
Duita Renge 07232004 B oE2aa0d ]
® Study Date O Study Received Date ) Approwed Date

Fazliny ALL SELECTED [68) =
Medalitios ALL SELECTED (18) -

Studdy Dascription &

Irstituticns

B an

oo

2. Enter the following search criteria.

@ Note: If you performed a search previously during the current session, refresh your browser before
entering new criteria.

Date Range Select a date range within which to search.
Study Date Select a category for the date range:
Study Received Date Search all studies with a study date within the date range.

Search studies whose DICOM receive date is within the date range.

Approved Date Search studies that were approved during the date range.

Facility Filter the search by facility.

Modalities Filter the search by modality.

Study Description Filter the search by study description.

Institutions Filter the search by institution.

ADD To add a new institution to the list, clear the All checkbox, type the name ofthe

institution in the box, and then select ADD.

3. Torunthesearch, select UPDATE TOTALS.
4. Thesearch results appear below the button under DB Details.

5. Optional. To export a more detailed report of your search and results, select CSV REPORTS.
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About email templates and notification templates

Email templates and notification templates contain pre-formatted text that you can automatically send through and along
with various media. Note that the original term email template now also applies to non-email media such as faxes.

Commonly, you use email templates to auto-send reports to providers and patients, and notification templates to auto-
send notification of study status changes to referring providers. The following table summarizes the differences in auto-
sending media based on the type of template.

To create templates, see Configure an email template and Configure a notification template. To configure auto-sending of
media using the templates, see Set up emailing of exam results and Set up sending of notifications.

Feature Auto-Sending of Media Based On:

Email Templates Notification Templates
Where to configure | Setup >[all caps button menu]>General >Email Setup >[all caps button menu] >General >Notification
template Template Templates
Who can receive Referring provider locations/contacts, referring Referring provider locations/contacts
media provider group, referring provider's patient (in Patient
Portal)
What media are sent| In addition to text defined in the template: Email or fax of status changes, including text defined in the
template.
Reports
PDF attached to email

Link attached to email
Printand mail

Print on selected printers
Fax to referring providers

Fax to referring provider's office

Images

CD, Film, Paper

How to turn ON/OFF | Select checkboxes in "Reports to Me" e Select checkboxes is "Notification Settings," and

auto-sending L ) ]

o Select notification template in each status at which you
want to auto-send.

Configure an email template

Follow the steps in this topic to configure an email template. To use the template to auto-send emails and other media, see
Set up emailing of exam results.

Procedure

1. Go to SETUP > OFFICE > General > EMAIL TEMPLATE.

500-000947A 180



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

EMAIL TEMPLATE

TEMPLATE MAME REPORT TYPE = SUBJECT FACILITY MARKET
All o 4 ® | A W
I
I * Il Mottfication Fhy Study Cancelation Test £ngie FaciltyMy Company,Mimilla Test Fa
I
| 2 Dofault Confirmation Screen Confirmaticn Seresn Dsfault Appaintmant Confirmation Scresn Ry Company,Himilla Test Faciity srini Fq
|
2. Select ADD.
atanory ’ h S
Category Coafimation Scomn Y Facilities * NOME SELECTED =
FEubjest * Appaintment

Canfirrmation Email

3. Enter the following settings.

Template Name Type a name for the template.

Category Select the task for which the email based on the template is automatically used.

Study Cancellation - Sent to the referring physician upon cancellation ofan
appointment.

Report Link - Upon approval of a report, sent to the referring physician or other
resource. To enable, select Email Report Link under Reportsto Me in the resource's
configuration.

Report Attachment - Upon approval of a report, sent to the referring physician or other
resource. To enable, select Email Attachment under Reportsto Me in the resource’'s
configuration.

Patient Portal Registration - Sent upon creating a patient portal account.
Transmit Report - Sent to the referring physician upon approval ofa report.

Confirmation Screen - After scheduling an appointment, the confirmation screen
appears based on this template, and you can email the contents to the patient.

Subject Type text to appear on the email Subject line.

Markets Select the market for which the template is available. All facilities associated with the
selected market become selected in the Facilities list.

Facilities Select the facilities to whose studies the template applies.

4. Use the word processing tools to compose the body of the email.
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Formats B 7

il
liil
il
B
3

Dear $&FirstNamets $5Lastnamess,

This is a reminder for your SSAppointmentTypeDescriptionss imaging study
on $5StudyDatess at $50fficeNamess. ~

LETEE

Mg Fiskde
£ Patiat

Below are the prep instructions for your exam.
LE£ExamPreplnstructionss$

If wou have any questions or need to reschedule, please call our office at S5Facilil todaam
Otherwise, we look forward to seging you on $55tudyDatess.

Best regards,
ssCompanyMamess

$30fficeNamess =
s30fficesddresslss, $30MiceCityss, $s0fficesStatess bl

5. Toautomatically insert exam details into the email:

a. Intheright pane, in the Search here box, type a category of information (e.g. Pat i ent ).
Note: Category searches are case-sensitive.

b. Intheresultant Merge Fields list, select a merge field group (e.g. Patient).
¢. Double-click a merge field to add it (e.g. FirstName).
6. Select SAVE.
See also:

About email templates and notification templates

Set up emailing of results and reports

By completing the following tasks, Exa PACS|RIS automatically sends exam results, approved reports, and appointment
confirmations to the referring provider locations/contacts you modify.

Prerequisite: Administrators must configure the company’s secure email server under "Email information” (see
General settings).

Tasks:

e Configure an email template.

e Add a facility, and configure all email- and fax-related settings.
e If you wantto email a provider group or location, Add a provider group or location.

e Configure a referring provider location/contact, including the email address, fax numbers, and options under Reports
to Me (see Add a resource).

See also:

About email templates and notification templates
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Configure a notification template

Follow the steps in this topic to configure a notification template. To use the template to auto-send status change emails
or faxes, see Set up sending of notifications.

Procedure

1. Go to SETUP > OFFICE > General > NOTIFICATION TEMPLATES.

NOTIFICATION TEMPLATES

TEMPLATE MAME = SUBRECT FACILITY MARKET
Al w
H AafFhyhictification Tasd Aregia FaclityMy Companyiirmilla Test FacllRgsnin
2. Select ADD.

HOTIFICATION TEMPLATES

Terngplate Name ® Subject Market

RefPhyMatification Test MOME SELECTED =

Faciligies *

nams|

Farmals B r

i
i

i
[iil
4
Irl

$5Fullnamess S5AccessionNoss Marge Fields

= Patignt
FirstMNamsa
Fullname
Lastnarma

Middlaname

Llsemamsa

= Provider

3. Enter the following settings.

Template Name Type a name for the template.
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Subject Type text to appear on the email’s Subject line.

Market Select the market for which the template is available. All facilities associated with the
selected market become selected in the Facilities list.

Facilities Select the facilities to whose studies the template applies.

4. Use the word processing tools to compose the template.
5. Toautomatically insert exam details into the notification:

a. Intheright pane,in the Search here box, type a category of information (e.g. Pat i ent ).
Note: Category searches are case-sensitive.

b. Intheresultant Merge Fields list, select a merge field group (e.g. Patient).
c. Double-click a merge field to add it (e.g. Fullname).
6. Select SAVE.
See also:

About email templates and notification templates
Merge fields

Set up sending of notifications

By completing the following tasks, Exa PACS|RIS automatically sends status change email notifications to the referring
provider locations/contacts you modify.

Prerequisite: Administrators must configure the company’s "Email information” (see General settings).

Tasks:

e Configure a notification template.

e For each status of which you want to auto-send notification, select the notification template under "Notification
Settings" (see Configure study statuses).

e Configure a referring provider location/contact, and select the location/contact's Email/Fax and/or Receive When
Added as a CC Provider checkboxes (see Add a resource).

See also:

About email templates and notification templates

Create fax cover sheets

You can create a cover sheet to automatically attach to faxes. You can create one cover sheet for each facility. To create a
cover sheet:

Procedure

1. Go to SETUP > OFFICE > General > COVER SHEETS tab, select ADD.
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SAVE SAVE & CLOSE

Name * Facility *

Ky Facilty Fax Cover Sh. AUTO HOPKINS FACILITYY -

2. Type a name for your cover sheet, select the facility where the cover sheet will be available, and then select SAVE.

3. Usethe word processing tools create your cover sheet, and then select SAVE.

4. Select SAVE & CLOSE.

Work with the report queue

You can open a report queue that shows reports that you previously generated or that are currently in process. You can
resend (reprocess) individual reports, or reprocess them in batches.

Procedure

1. Go to SETUP > OFFICE > General > REPORT QUEUE.

REPORT QUELIE
REPROCESS FAILED RELOAD
MIELRED DATE 2 LAST UPDATED STUDY DATE — ACCESE RECENVER TYP DOCUMENT RECEVER MAME PATIENT DELIVES DELIVERY ADDRES CURRENT & PH
All w Al o Al all i
LT R e o S YT TR s U T ST T — WA A T O R G T
F03703/2023 145 03/03/2023 1001166 Refer) = - T g TestFarmer  Fax {T45)454-5454  Ouewed
Resend
o305 2023 14503003/ 2023 1403/ 03/2023 10011688 Refemi C g Tesi, Farmer Email  mirmilla.royEkonici Sent
Arce
(03/03/2023 135 03/0372023 1231165 Relering ProviiApproved ReTest, Retering  Test, Frank Fax (745)454-5454 Quewed

2. Toresend a report, right-click itin the list and then select Resend.
3. Toresend a batch of reports, at the top of the list, select REPROCESS SELECTED or REPROCESS FAILED.

4. Toresendareportautomatically ata later time, right-click itin the list and then select Requeue.
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Configure the viewer
In the Viewer Settings dialog, you can configure a wide variety of viewer options including display, interface, modality,
toolbars, and shortcut menus. There are two ways to open the Viewer Settings dialog.

e Inthe Exa PACS|RIS viewer, in the upper toolbar, select the setting E button.

e Intheworklist, on the upper toolbar, select the settings E button, and then in the button shortcut menu, select
Viewer Settings.

This section contains the following topics (not all topics may be available depending on version and region).

Set up connected displays

Configure autosave options

Configure the toolbar

Configure calipers

Configure other interface settings
Configure annotation tool functionality
Configure annotation colors

Configure annotation size and scaling

Configure recording
Show or hide tool buttons

About ROl and SUV values and units

Configure fusion, ROI, and SUV options

Configure modality-specific viewing options
Configure mammography

Configure overlays

Add or remove toolbar tools

Add or remove tools from the image shortcut menu

Assign toolbar keyboard shortcuts
Assign keyboard shortcuts for Exa Trans

Set up connected displays

Configure all connected monitors that you intend to use with Exa PACS|RIS. These settings act as default behavior for what
study items open in which monitor. If DMs conflict with the settings you enter here, the DM takes precedence.

Prerequisite: Add the Chrome extension.

Procedure

1. Go to Viewer Settings > GENERAL.

2. Under Display Settings, in the Monitors on System box, select the update < button to update the monitor count

(or enter manually), and then select the identify 1 button.
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Display Settings

Maonitors on System 1 Lo
Monitor Current  Prier  Full Orders Type Calibration Calibration
Screen Width (mm) Height (mm)
O oispLavt - O o 0O v

3. Inthetable of monitors, enter the settings in the following table.

-

Note: Atany time you can select the update “~' button to preview your changes.

Monitor

Select to make the monitor available for image viewing. To display orders and studies on
the monitor, clear this option.

Current

Select to make monitors available to display current studies.

Prior

Select to make monitors available to display prior studies, ifavailable.

Full Screen

Select to default to full screen view. This hides the browser's URL and bookmark bars.

Orders

Select a screen of the program to open in the monitor when manually openingit with a
viewer tool, or when configured to open automatically. To make options available, select

them in the Auto Open Orders list (see Configure other interface settings).

Documents: Opens the document list when you select the ﬂ button in the viewer, or
when Auto Open Documents is enabled.

Notes: Opens the Notes screen.
Transcription: Opens the Transcription screen (Exa Trans, Web Trans, or other).

Other: Select other screens in the list.

Type

The color or grayscale display type.

For example, to force ultrasounds to appear on a color monitor, select Color Only for that
monitor here, and then in b settings, set US to Assume Color Study.

Calibration Width/mm

Type a manual calibration width (appears on horizontal calipers)

Calibration Height/mm

Type a manual calibration height (appears on vertical calipers)

4. Select SAVE.

Configure autosave options

You can configure how the viewer performs automatic saving and other functions.

Procedure

1. Go to Viewer Settings > GENERAL.
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Autosave Options

Autosave Image Properties on Cloge
Autosave Image Annotations on Close
Aute Mark Read Study on Close

Auto Upload Dictation on Close

O0O0D0O

Autosave Viewer Settings on Close

4}

Auto Open Next Study

O

Auto Send Annotated Images on Close

2. Under Autosave Options, enter the settings in the following table.

Autosave Image Properties on Close Automatically saves image properties such as the W/L when the image
is closed. Saved properties are restored the next time the image is
opened.

For confirmation before saving, also select Interface > Ask On Close.

Autosave Image Annotations on Close Automatically saves image annotations when the image is closed.
Saved annotations are restored the next time the image is opened.

Auto Mark Read Study on Close Automatically marks the study as “Read” when the study is closed. If
Exa Dictationis in use and the workflow includes dictation and
transcription, this option is disabled.

Auto Upload Dictation on Close Highly recommended ifyou use dictation. Automatically uploads
recorded dictations to add to the study when the study is closed.

Autosave Viewer Settings on Close Automatically saves any changed viewer settings such as toolbar
configuration when closing the viewer.

Auto Open Next Study When the current study is closed, automatically opens the next study
in the worklist that is not partially deleted.

Ifthe next study is not available in a file store, the program downloads
it from AHI, ifavailable.

Auto Send Annotated Images on Close Automatically sends images if they include annotations when the
current study is closed.

3. Select SAVE.

Configure the toolbar

You can configure the appearance and other properties of the viewer toolbar. To configure specific toolbar buttons, see
Add or remove toolbar tools.

Procedure
1. Go to Viewer Settings > INTERFACE.

2. Under Toolbar, enter settings described in the table below.
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Toolbar

Toolbar Button Scale 2
Thumbnail Bar Scale %
Magnifying Glass Size 200 P Factor

2

WL Acceleration

100

Span Sensitivity

—

Auto DIt Low High
O span as Seroll

Thumbnail Column/Rows

W
Thumbnail Bar Qrientatien aft .
Header Menu Top -
DM Teolbar Top -

I% Note: You may need to refresh the browser or viewer for changes to take effect.

Toolbar Button Scale Adjusts the size of toolbar buttons as a percentage of the screen resolution.

Thumbnail Bar Scale Adjusts the size of the thumbnail bar.

Magnifying Glass Size Adjusts the size of the area affected by the magnifying glass, and the pixel
magnification factor (the single digit in the text box).

WI/L Acceleration Sets the rate or sensitivity of W/L adjustments. Typical range is 100-600.

Span Sensitivity Sets the rate or sensitivity of span adjustments.

Auto - Adjusts the speed automatically based on the number ofimages in the series.

Dfit - The default sensitivity after upgrading to version 1.4.32_P1. This is the same
sensitivity as the "0/Auto" sensitivity used in version 1.4.29.

Low/High - Spans slowly or quickly.

Span as Scroll - Spans in correlation with the scroll bar. For example, if the series has
400 images, you can drag from the middle to the bottom of the frame on image 1 to
span from 1 to 200.

Thumbnail Column/Rows Sets the number of columns and rows for the thumbnail bar.
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Thumbnail Bar Orientation Sets the position and resultant orientation of the thumbnail bar. If you select Mirror,
the thumbnail bar in the left monitor appears on the left side of the screen, and the
thumbnail bar in the right monitor appears on the right side of the screen (available
when the modified toolbar is not available).

Header Menu Sets the position of the toolbar and other headeritems.

DM Toolbar Sets the position of the DM toolbar.

3. Select SAVE.

See also:

Configure other interface settings

Configure calipers
You can configure the number and placement of calipers.
Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Caliper Position, select checkboxes for each caliper that you want to display, and then select SAVE.

Caliper Position

O teft O Tep Right [ Bottom

Configure other interface settings
You can configure miscellaneous viewer toolbar and other settings.
Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Other Toolbar, enter the settings in table below.
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Other Toolbar

O Ask on Close

O = ngle Instance Mode

Siip Framiag in Cing to Mairtain Plavback Speed
Show Cullines loe Firel/Las) Images

Dpen Key Images a3 Single Images

Use Maodified Toolbar

Calipsr Zoom

OO0OoO0OO0OQgao

Auto-Play Cime Loops

Ao Play Gine Wait Time {mas)

eXQ-PLATFORM

Aute Open Qnders

O Activity Log

O Addaicnal Informatian

O allergies

O Approreed Repoets

M _crRas =

O Aute Show Briors Bar

B Foousin an Zoom Point
Fill Empty DM Gellx

O Hghequality Interpolation

:| Enable RGENER Swap

Hide Paial Clods Buttan

Hida &8 Monitor Lagout Chamge Bution
Zhaw Label in DM Preview

Show Middle Slice Thumbna

Enable Cardio Wiswes

Disable Queuing = 4 +

Stredch Price Bar
Shaw Prior Indax
Auto Dpen STAT
SpE WL Region

Calor Only &5 Last Monitor

Chent-Side Window Leve for US

O 0OD0DOoOoO®8ao0D0Oo0oa0oao

Show Span Creevlay

O Default Frame Rate for MP4 | 13

O default Cuiling Thickness | 1

] Enable Developer Mode

L1 Shave Calibeated Ultissoursd Ragion

3D Advanced Visualization

B Enable 30 ddvanced Visualization

Top...

...middle... ...bottom

Ask on Close

Prompts you to specify which items to save before closing the viewer,
related to the Autosave options.

Single Instance Mode

Limits the viewer to one display frame per browser.

Skip Frames in Cine to Maintain Playback Speed

Skips large images in a cine loop so that the cine plays a fixed speed.
Helpful with slower computers or video cards.

Show Cutlines for First/Last Images

Shows any available cutlines only on the first and last images ofa
series.

Open Key Images as Single Images

Displays any available key images separately in the thumbnail area.
When cleared, shows all series images in the key image thumbnail
area.

Use Modified Toolbar

Temporarily hides the thumbnail bar, and adds a Prior bar at the top of
the screen that displays patient priors in order. You can hover over a
prior to display series/image thumbnails, and select the thumbnails to
open the images. Works in conjunction with the Auto Show Priors Bar
option.

Caliper Zoom

Ifselected, you can drag the calipers to zoom the current image.

Auto-Play Cine Loops

Automatically plays cine loops when opened.

Auto Play Cine Wait Time (ms)

Sets a pause time before auto-playing cine loops.

Default Frame Rate for MP4

Sets a default frame rate for MP4 files.

Default Cutline Thickness

Sets a default thickness for cutlines.

Auto Open Orders

Selects the options that appear in the Orders dropdown list in Viewer
Settings >General >Display Settings.

Auto Show Priors Bar

Shows all prior studies in a separate bar at the top of the viewer.

Focus-In on Zoom Point

When selected, the user can dragon animage to zoom in and out at the

initial pointer position.
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3.

See also:

eXQ-PLATFORM

Fill Empty DM Cells

Fills undefined DM frames with the next available images in the current]
study.

High-Quality Interpolation

Select to use high-quality image interpolation. Frequently used to
enhance X-ray quality. You can use this option to remove unwanted
“grid lines” if switching between earlier and high-resolution monitors.

Enable RGB/YBR Swap

Makes the color settings supported by the user video settings
available. Corrects Red/Blue color reversal errors in venous US and
other color-based modalities.

Enable Developer Mode

Shows development mode logs, and displays a vertical green line in the
right side of each frame when the server performs a prefetch.

Show Calibrated Ultrasound Region

Server side setting.

Hide Partial Close Button

Hides the partial close button, an “X” that appears next to the logoff
button. Partial closing closes the study, but leaves the viewer open for
faster loading of future studies.

Hide All Monitor Layout Change Button

Hides the toolbar’s monitor layout change button that appears when
two or more monitors are made available.

Show Label in DM Preview

Shows the previews of hanging protocols in the DM bar.

Show Middle Slice Thumbnail

Shows only the thumbnail of the middle slice in a series on the
thumbnail list.

Enable Cardio Viewer

[Unused]

Disable Queuing

Select to force synchronous communication; client message and server
response occur one ata time.

Clear to allow multiple simultaneous requests forimages, and use the
dropdown to select the number of requests. Can improve performance
on large CT, X-ray DDR, and MG Tomo series.

CAUTION: We do not recommend changing this setting. Consult with
your Konica-Minolta representative.

Stretch Prior Bar

Extends the prior bar across multiple monitors. Ifthe prior bar exceeds
the total available screen width, a scroll bar appears.

Show Prior Index

Displays the Prior index number in the thumbnail and Prior bars.

Auto open STAT

When you open a study in the Exa PACS|RIS viewer, this option
automatically opens any statimages, ifincluded.

Split W/L Region

[Unused]

Color Only as Last Monitor

Chooses the color monitor as the last monitor on which to display
images.

Client-Side Window/Level for US

Processes the Window/Level for ultrasounds on the client side. May
reduce lag by bypassing the server.

Show Span Overlay

Shows a span sensitivity adjustment slider on images.

3D Advanced Visualization (Exa PACS|RIS Only)

Enable 3D Advanced Visualization

Enables 3D Advanced Visualization for MPR. Adds the 3D Advanced
Visualization toolbar section under Add or remove toolbar tools.

Select SAVE.

Configure the toolbar
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Configure annotation tool functionality
You can configure annotation tool functionality.
Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Annotation, enter the settings in the table below.

Annotation

4,

Show Annotation

<.

One-Click Annotations

=

Show One-Click Annotations Button

]

Annotation Edit Mode

[

Use Dot Cursor

a8

Edit Annotations after Creating

0

Allow Drag Create

A

Confirm Annctation Delete

Persistent Annotation Tool

Show Measurements In mm w

eXQ-PLATFORM

Show Annotation Shows annotations by default. The user can still hide them manually in
the viewer.
One-Click Annotations Changes from the selected annotation tool to the default cursor after

each use. Ifcleared, the user can reuse the tool repeatedly without re-
selecting the tool.

Show One-Click Annotations Button Shows a button for turning one-click annotation on and off.

Annotation Edit Mode Selects the Edit command in the image shortcut menu by default, to
move, resize, or delete annotations.

Use Dot Cursor Changes the standard arrow pointer to a dot pointer.

Edit Annotations after Creating Causes the viewer to enter Edit mode after initial placement ofan
annotation.

Allow Drag Create Creates annotations by dragging instead of selecting.

Confirm Annotation Delete Prompts the user for confirmation when deleting annotations.

Persistent Annotation Tool Makes a selected annotation tool available until the user selects a

different tool. If cleared, the pointer changes to the default operation
after using the tool.

Show Measurements In Sets the units for any length measurements taken.
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3. Select SAVE.

Configure annotation colors

You can configure the color of annotations to indicate whether they are selected, in edit mode, or applied.

Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Colors, to add an annotation color, select inside a color or grayscale box and then use the color picker to
selecta color.

Colors

Anno Color 1

Anno Color 2

Anno Color 3

Anno Color 4

Anna Color 5

Anno Color Edit

Anne Color Hover

Color Grayscale
#FFFFOD

£FFFFFF

SFFFFFF

4FFFFFF

SFFFFFF

#FFFFFF

#FFFFFF

#FFFFFF

#FFFFO0

Anno Color 1-5: Annotations appear in these colors by default.
Anno Color Edit: Annotations change to this color when you edit them.

Anno Color Hover: Annotations change to this color when you hover over them.

3. Select SAVE.
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Configure annotation size and scaling
You can configure the pixel or font size of annotations, and scale annotation points.
Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Miscellaneous, enter the settings in the table below.

Miscellaneous

Scale in Pixel Size []

Scale Annotation
Font By

2

Scale Annotation
Paint By

Invert SR Reports [

Default SR Report -

Font Size

Scale in Pixel Size Determines the annotation font size by the pixel size.

Scale Annotation Font By Sets the font size for annotations.
Scale Pixel Size ON: Default is approximately 10
Scale Pixel Size OFF: Default is approximately 1 to 1.5

Scale Annotation Point By Sets the size ofannotation handles (from 0.1 to 5).

Invert SR Reports Ifan SR appears within a cell, displays it in reverse video (such as white text on
black background).

Default SR Report Font Size Sets the default font size for text in SR reports that appear within a cell.

3. Select SAVE.

Configure recording
You can configure audio recording options for Exa Dictation.
Procedure

1. Go to Viewer Settings > INTERFACE.

2. Under Record Control, enter the settings in the table below.
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Recording Control

D Hald for Record
O Beep on Record (heard on recording)
[ Blink on Record Pause

O Monkey Chatter on Rewind

FFWD/RWD Factor (200-500)

Lag (0=3000)

Hold for Record Requires you to hold down the button for the duration of recording.

Beep on Record Beeps when recording starts. The beep may be audible on resultant
recordings.

Blink on Record Pause Causes the microphone light to blink when recordingis paused.

Monkey Chatter on Rewind Plays “monkey chatter” sound when rewinding.

FFWD/RWD Factor (200-500) Changes the rate offast forward and rewind, in milliseconds.

Lag (0-5000) Delays the response after selecting play or record by the specified amount
oftime, in milliseconds.

3. Select SAVE.

Show or hide tool buttons
You can hide certain tool buttons.
Procedure

1. Go to Viewer Settings > |NTERFACE.

2. Under Tool Buttons, select the checkboxes of the items that you want to hide.

Tool Buttons

Hide Document
Hide Notes
Hide Print

Hide Reports

O 0O 0 O 0O

Hide Transcription
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3. Select SAVE.

About ROl and SUV values and units

Exa PACS|RIS can calculate selected types of SUV values and display them in selected units. When using these functions,
consider the following.

e DICOM data from Philips — To calculate SUV values based on DICOM data from a Philips modality, if the data
uses CNTS units, Exa PACS|RIS converts pixel values to BQML by using Philips private tags Scaling Factor
[7053,xx00] and Activity Concentration Factor [7053,xx09]. However, if those tags are missing, the CNTS units
are retained regardless of the SUV type you configure.

e Ifdatarequired for calculations is not found in the DICOM source file, Exa PACS|RIS displays N/Ain place of
measurements.

e IfROI Selection Weighting is set to Exclusive, largest-valued or smallest-valued pixels falling partially
outside an ROI are excluded from calculations.

e |f DICOM-sending images with ROl annotations, they are automatically set to Inclusive regardless of the user
selection.

See also:

Configure fusion, ROI, and SUV options

Configure fusion, ROI, and SUV options
You can configure options for fusion, ROI, and SUV.
1. Go to Viewer Settings > INTERFACE.
2. Under Fusion, and under ROI & SUV, enter the settings in the table below.
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Fusion

Auto Adjust for CT/PT Frame Count Mismatch
ROI & SUV

ROl Show Size
Show Mumber of Pixels In ROI Selection

Show Number of Slices in ROI Selection

ROI Selection WEIGHTED ~
Weighting

Enable SUV Calculations

Show SUV Type and Measurements in the ROI
Header

Show SUV Units after Measurements

Use Standard SUV Type Units (g/ml, cm®fmil)

Default SUV Type SUVhw v

Fusion Auto Adjust for CT/PT Frame Count Mismatch Select to reconstruct PET anatomy on fusion overlays
between absent slices. Disable to display PET overlays onlyf
for slices originally included in the PT series.

ROI & SUV ROI Show Size Adds length and area measurements to ROI.

Show Number of Pixels in ROI Selection Select to show the number of pixels selected when
annotatingan ROI or selecting with the freehand tool.

Show Number of Slices in ROI Selection Select to show the number of slices selected when
annotatingan ROl or selecting with the freehand tool.

ROI Selection Weighting Select which pixels are included in an ROIl. When DICOM-
sending images with ROl annotations, they are sent as
Inclusive regardless of this setting. Therefore the Min,
Mean, StdDev, and Pixel count may differ slightly from what
appears in Exa PACS|RIS with the Weighted or Exclusive
options.

Weighted: Include pixels touching or within the ROl border,
and assign a value based on the percentage of the pixel
lying within the ROI.

Inclusive: Include pixels touching or within the ROl border,
and use the full pixel value.

Exclusive: Include only pixels completely within the ROI
border, and use the full pixel value.

Enable SUV Calculations Select to add SUV calculations to ROl annotations of PET
SUVseries and CT-PET fusion studies. Prerequisite: Your
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system administrator must also enable SUVin a separate

procedure.
Show SUV Type and Measurements in the ROI Select to include the SUV type and measurements in the
Header ROl header.
Show SUV Units after Measurements Select to include the SUV units following the measured

values in the ROl header.

Use Standard SUV Type Units (g/ml, cm2/ml) Select to display SUV values using standard units for the
SUVtype. Clear to use the values stored in the DICOM file.

Default SUV Type Select the type of SUV calculation to perform.

4. Select SAVE.
See also:

About ROl and SUV values and units

Configure modality-specific viewing options
You can configure how studies appear in the viewer for all modalities, or for each specific modality.
Procedure

1. Go to Viewer Settings > MODALITY.

SETTINGS
GEMERAL
- Layout Mouse Buttans
ED
INTERFACE ER Screan Layout %1 w Left Mene w
CcT
o Sedies Lawaul 18]~ Right Mone w
'l
MODALITY
MR Middle Mone b
i Compression )
MAMMOGRAPHY R Lefi=Right Mone v
us Mone: Diagnostic
OVERLAYS ER
DG
e Presets
TOOLS PT
. Key [Description Window Width Window Center
EXTERMAL =C ] w E
TOOLE A
=P
aT
a5 Options
R
[ s inkinn M Cie bk Sl lreaeee

2. Inthelist of modalities, select a modality to configure.

3. Enter the settings in the following table.
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Layout Screen Layout Changes the number and layout of series frames.
Series Layout Changes the number and layout of image frames within
series frames.
Mouse Buttons Left/Right/Middle/Left+Right Assigns functions to mouse buttons. This is frequently
used by CAD users to assign functions to extra mouse
buttons.

To disable mouse buttons, set all to None.

Compression Sets the image quality, which inversely affects viewer
performance.

None: Diagnostic =

Bmp: Diagnostic =

Low: Non-Diagnostic =
Medium: Non-Diagnostic =

High: Non-Diagnostic = JPEG

Presets To add a W/L preset, set each of the following and select SET. To apply a preset, use the shortcut key
that you assign, or select the preset in the image shortcut menu.
Key Select a shortcut key to assign to the preset.
Description Type a name for the preset.
Window Width Type the window width of the preset.
Window Center Type the window center of the preset.

Options Auto Linking Automatically numerically links the current series

projection (Sagittal, Coronal, and Axial) with all other
like series projections in that study. Linked images
automatically appear, to the extent possible, in the
same order in the stack.

Assume Color Study Forces studies of the selected modality to appear in the
default color monitor set in the display settings
regardless of color.

Assure All Viewed Displays a check markin thumbnails ofimages that
were opened, and warns the user when closing before
allimages are opened.

Auto CLAHE Automatically applies CLAHE, enhancing image
contrast.

Auto Hang DM Enables the use of DMs. Makes the first instance on the
DM preview available to hang on the viewer.

Auto DM Wrap Enables moving from the final step ofa DM directly to
the first step, and back again.

Auto HangPriors Automatically loads the first prior when the viewer
opens. Works in conjunction with Auto Open Priors.

Auto Replace Priors Automatically replaces prior images in the current
layout.

Auto-Invert SC Images Inverts white and black of scanned documents such as

prior reports. Reduces eye fatigue.

Auto Next Series When moving beyond the last image of the current
series, automatically opens the next series.
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Auto Next Series Cine

Automatically starts cine play of the next series when
the user opens it.

Auto Next Series Wrap

Automatically opens the first series after viewing the
lastimage of the last series in a study.

Auto Next Study

Automatically opens the next study in the worklist after
closing the current study.

Auto Swap Red/Blue

Inverts colors that may not be displayed from the
modality properly (such as with non-DICOM
ultrasounds).

Auto Show DICOM Overlays

Automatically displays DICOM overlays, if present.

Auto Show SR Overlays

Automatically displays SR overlays, if present.

Auto Show Cutlines

Automatically displays cutlines, if present. This setting
also applies to synthesized mammogram views, in
which the cutlines indicate the position of the currently
viewed image on the corresponding BTO view.

Auto Show Cine

Shows the media control bar when a series is opened.

Auto Show W/L Bar

Shows the window/level bar when the viewer opens.

Detect Pixel Padding

Turns detection of pixel padding ON/OFF.

DM Allow Missing Cell

Shows a blank cell in the DMif the assigned image is not
available.

DM Save W/L

Saves the window/level with the DM.

Save Study DM on Close

Creates a new DM for each study when it closes, or
when the next study auto-opens. The DMis named with
the accession number, and contains the last displayed
stack and monitor position.

Show PDFin Last Stack

Moves PDF files to the last place in the stack. In the
viewer, they are loaded lastifan empty cell is
available.

Instance Window/Level

Select to show each image with its own W/L. Clear to
show each image with the W/L ofthe first instance.

Do Not Skip Images

Prevents moving forward if subsequent images are not
yetloaded.

Ignore Frame of Reference within Study

Disables referencing of the study’s DICOM frame of
reference UID when performing linking and cutline
functionality.

Ignore LUT

IfLUT values are corrupted, Exa PACS|RIS ignores the
LUTvalues, and attempts to render the best image
possible.

Ignore Presentation LUT

Same as Ignore LUT, but select to ignore any extra
information from certain vendors such as a
“Presentation LUT.”

Keep Rotate Applies the current rotation to all images in the series.
Keep W/L Applies the current W/L to all images in the series.
Keep Zoom Applies the current zoom level to all images in the

series.

Extend Image Display (if Stretch)

When Stretch Across Monitors is selected, extends a

single image across multiple monitors.
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Pixel Padding as Background

Interpolates missing pixel data to fill in “dead” spots in
animage.

Note: When using this feature, reading physicians
should be aware that some pixels may be synthesized.

Pre-generate Bitmaps

Pre-generates bitmaps automatically ifimported into
PACS.

Reset W/L for Individual Images

Compensates for series where the first and last images
may require different W/L settings than the rest of the
series.

Select to use the original W/L of each individual image.

Clear to use the first W/L sent by the modality for all
images.

Frequently used to optimize MRI images.

Select Last Contrast Entry

When DICOM tags include multiple W/L values, uses the]
last value for all images in the series. Clear to use the
first value.

Show 3D Spine Labels

Shows the 3D spine label tool on the toolbar.

Show ‘Bone Enhance’ on Toolbar

Shows the Bone Enhance (sharp mask) tool on the
toolbar.

Show DM Toolbar

Shows/hides the DM toolbar on initial load.

Show Spine Labels

Shows the spine labels tool on the toolbar.

Sort Thumbnails by Date/Time

Sorts thumbnails by date/time ofacquisition.

Stop Thumbnail from Updating

Prevents W/L changes to the current image from
affectingits thumbnail.

Stretch Across Monitors

Turns on extending ofimages across all active
monitors.

Cine Direction

Sets the cine playback to forward or backward.

Default FPS Causes cine play to occur at the default frames per
second, depending on modality.
Enable 4DM Opens the 4DM viewer for post-processing. (Requires

configuration to integrate with the 4DMviewer.)

Disable CINE Scrolling

Disables cine play of series.

Active Frame Based Cineplay

When Auto linking is also selected, this option plays
cine loops on all linked series.

Disable Caliper on Cine

Available when Active Frame Based Cineplay is
selected. Hides calipers during cine playback.

Auto-Split Rules

Always

Splits USand MR series into individual images by series
instance UID (0020,0000e).

Differing Echo Time

Splits by echo time. Typically used for MR studies.

Differing Series Number

Splits by series number.

Differing Series Time

Splits by series time.

Differing Acquisition Number

Splits by acquisition number to create stacks for
separate acquisitions/scans.

Differing Diffusion Value

Splits images within similar series UID by b-value
(0018,9087 MR Diffusion Value) into separate series.
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Differing Trigger Time Splits by trigger time (0018,1060).

Isolate MPEG Splits by MPEG file.

May by useful for US and MG studies with multiframe
images and DICOM cines.

Isolate Multiframe Splits SC and cine loops into multiple images.

May by useful for US and MG studies with multiframe
images and DICOM cines.

Auto Bone Enhance Highlights the bone portions ofimages by the
percentage you type.

Auto WL Type Selects which W/L to use (such as when values are not
available from the modality).

Normal: Use the W/L tags from the modality, if
available.

Raw Img: Ilgnore W/L tags and allow the viewer to auto-
contrast the image.

Full: Allows full range of W/L by bit depth:
8 bit=256, 10 bit =1024, 12 bit =4096

Auto Reorder Images Automatically changes the order ofimages in a series to
the selected order.

Image Number: Displays images by DICOM instance
number, lowest to highest.

Image Number Inverse: Displays images by DICOM
instance number, highest to lowest.

Slice Location: Displays images by DICOM slice location,
lowest to highest.

Slice Location Inverse: Displays images by DICOM slice
location, highest to lowest.

Image Time: Displays images by DICOM acquisition
time, lowest to highest.

Prior Options To make priors available in the viewer, configure the following.
Auto Open Prior Automatically opens prior studies.
Relevant Priors When automatically opening priors, opens relevant

priors from all modalities. See “Define relevant priors”
laterin this topic.

Auto Open Prior Count When automatically opening priors, opens up to the
selected number of studies.

Force Relevant Only Opens only the defined relevant priors of the current
study (see "Define relevant priors" later in this topic).

Prioritize Current Modality First When opening relevant priors, display same-modality
priors first.

4. Select SAVE.

5. Optional. If you selected Relevant Priors, continue to “Define relevant priors.”
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Define relevant priors

Defining relevant priors allows you to auto-open only priors that are relevant to the current study based on study
description, modality, or body part. To write definitions for which priors are relevant you use a syntax called relevant
prior logic:

STRING or (STRING STRING ...){.*(STRING STRING ...)}

"Asingle string, or multiple strings delimited with a bar, optionally followed by ".*" plus multiple strings delimited
with a bar.”

Example 1

When the main study description contains "CHEST" or "THORAX," the relevant priors to auto-open are CT studies
whose descriptions also contain "CHEST" or "THORAX."

Prior Options

Auto Open Prior

Relevant Priors

Auno Open Prior Count | 1T W | For EWant Prioritize Current Modality

Firet

Modality | Body Part | Description Body Part Main Study Description

[CHESTITHORAX) (CHESTITHORAX)

Prior settingson the left... ...main study settings on the right

Example 2

e  When the main study description contains "CLAVICLE," SCAPULA," or "SHOULDER" followed by "LEFT," "LT," or
"Bl," the relevant priors to auto-open are those whose descriptions also match those criteria.

e Thesameis true for the RIGHT shoulder.

e Priors of the same modality as the main study are opened first.
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Prior Options

Auto Open Prior
Fielevant Priors

Auto Open Prio

Modality | Body Part | Description Main Study Description

(c b ER) = (L LA |SHOULDER).
(LEFTILTIEN) (LEFTILTIEN)

SAPUILA|SHOULDER).* | (C PLLA|SHOULDER).*

Note: You can also define relevant priors to auto-send (see Configure routing rules).

Configure mammography

You can configure mammography viewing options.

A Caution:

e Mammography diagnostic reading must be performed on approved, calibrated monitors.
e Your browser's zoom factor must be set to 100%. Zoom factors other than 100% can compromise image
appearance, diagnostic accuracy, and accuracy of calibration tools.

Procedure

1. Go to Viewer Settings > MAMMOGRAPHY.
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GEMERAL

INTERFALC

MODALITY

MAMMOGRAPHY

TOOLS

EXTERMAL
TOOLS

Mammography SR CAD
Stack Same View Breast Density
Auta Drient Mammo Views O dreast Beametry
E Calcrication Clusters
|:| Swap Left/Right Breast Positions (with Aube Qrient Only) D (ndrvtdual Caleif cation
[ Remewe BTO Frojections O Mipple
O allaw Mammao Switching via Overlay L male
Show BTO Orientation Owverlay 0O Apply Changes to All Images
Shaw Quick History [J Enable CAD Findings en ALL BTO Images
List US Breast Priors aftar MG Prigrs
[ Enable o84 Serall
Enable Stack Scrolling
O Dizable 870 Serelling
Group DM Preview by Prios
|:| Shaw Prigrs in Chrongdogical Order

Aute Slab Tama None w

D Stack By View And Priar

Sori By e

2. Enter the settings in the following table.

Mammography

500-000947A

Stack Same View

When Auto Next Series is turned on, stacking of 100%
matches for a cell becomes available in the Display
Manager.

Auto Orient Mammo Views

Automatically orients mammogram views (for example
such that the top faces up, orimage 1 is shown first)
regardless of the vendor-specific default orientation.

Swap Left/Right Breast Positions (with
AutoOrient Only)

When Auto Orient Mammo Views is selected, switches
the leftand right breast images.

Remove BTO Projections

Hides the BTO orientation overlay.

Allow Mammo Switching via Overlay

When selected, the user can click the series name in
the top of the cell to switch between 2D and 3D.

Show BTO Orientation Overlay

Shows a bar in lower left indicating the cranial or caudal
location in the breast when moving through a 3D
image.

Show Quick History

Show the Quick History of studies.

List US Breast Priors after MG Priors

Orders priors in the prior bar.

Enable DM Scroll

Turns on moving through DMs in the DM toolbar by using
the mouse wheel.

Enable Stack Scrolling

In special cases (such as BTO) multiple images are
presentin the same series, which is received as a single
DICOM. In these cases, turn on the stack scroll.

Disable BTO Scrolling

Turns off moving through BTO views.

Group DM Preview by Prior

Saves space on the prior bar by stacking DMs with the
same prior logic. You can hover over a prior to display
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matching priors in a vertical pop-out.

Show Priors in Chronological Order Orders priors in the prior bar.

Auto Slab Tomo Automatically applies a slab thickness to
tomosynthesis studies.

Stack By View And Prior Makes it possible to move through prior mammo

Sort By images within a hanging protocol without needinga

specific DM. Select Asc or Desc to move by age of prior.

Enable SkinLine Maximizes breast anatomy based on the skin line
without degradingimage quality.

SR CAD Options [Select] Sets which CAD overlays (data) are displayed in the
viewer, if present.

Apply Changes to All Images Shows all available SR CADS in the images.

Malc - Select to view Malc findings when viewing Hologic
studies.

Enable CAD Findings on ALL BTO Images | Displays all findings within the series on all images. CAD
findings on non-referenced images are 67%
transparent.

3. Select SAVE.

See also:

About DM, BTO, and stack scrolling

About DM, BTO, and stack scrolling
This topic describes the results of various combinations of mammography settings related to scrolling.
Key points for MG modality where DM is applied:

e The Disable BTO Scrolling option only applies when the Enable DM Scroll option is enabled. Otherwise, it has no
functionality.

e When Disable BTO Scrolling is selected, you can scroll through frames of a BTO series from the orientation overlay
bar, up/down keyboard arrows (if not mapped to other functions in Viewer Settings), or Cine.

¢ When mammography-specific settings are applied, related modality settings (such as Auto Next Series) are
overridden.

Combinations of scrolling-related settings

Disable BTO ble Stack Result
Scrolling Scrolling

On Off Rotating the mouse wheel scrolls through DMs. When same series are stacked,
these series are scrolled. When BTO exists, the mouse scrolls through BTO frames
and then continues to scroll through the DMs.

On On On Rotating the mouse wheel scrolls through DMs, including stacked series if
applicable. Does not scroll through BTO series.

Off On On Rotating the mouse wheel scrolls through all series, including BTOs. Does not
scroll through any stacked series.
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E e Disable Enable Stack
Scroll Scrolling Scrolling
On On Off

Rotating the mouse wheel scrolls through DMs only.

To toggle between stacked series, use the stacked series overlay.

To scroll through BTO series, use the BTO overlay, up/down arrows, or Cine.

Off On Off Rotating the mouse wheel scrolls through all series, including BTOs.

Configure overlays
You can configure the appearance and contents of overlays.
Procedure

1. Go to Viewer Settings > OVERLAYS.

SETTINGS
GENERAL Fart Family Arial £ Sire 0 W
Modality All g
INTEREACE
MODALITY .
Left Overlay Right Overlay
MAMMOGRAPHY Field Field
Prefi Magk “ Prafi Mask “
OVERLAYS
. institution{000E, D0SH) . Image_instancelndex
TOOLE L Institution_adde0008,0087) . Studyib_dicom_study_id(D020,0070)
. ID_dicom_patient_id(0010,00:20) . Sparcing_spacing_between_slice=[0018,0088)
EXTERMAL L Marne_patient_namel(0710.0010) AN _aeesessian_ne0008,0050)
TOOLS
Y DB _birth_date(0070,0030) = Flip_flip_angle{d018,1314)
0 SEX_patient_sex(0010,0040) 0 Lee_slice lecaticn(D020,1041)
OE =tyyde ArTOGR OG04 “=" This <licg shick MO OESHY

2. Enter the settings in the following table.

Font Family Select the font used for overlays.
Size Select the font size used for overlays.
Modality Select to which modality the overlay settings apply. You can enter modality-
specific settings or select all modalities.
Left/Right Field Clickinside the box and then:
Overlay

o Selecta property from the list, or

e Type aDICOMtag (e.g. 0020,0010)
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Prefix Ifyou typed a DICOM tagin the Field box, type a tag prefix. You can use an
intuitive prefix such as Series #, DOB, or Time.

Mask Optional. Type attributes that describe mask operations for a multi-frame image
(see the DICOM standard).
Bottom Overlay | FOV/MAG/W/L Displays the field of view, magnification, and W/L for each series in the bottom
corner.
3. Select ADD

Result: The tag appears at the bottom of the list.
4. Optional. Drag the tag to a new position in the list.

5. Select SAVE.

Add or remove toolbar tools

You can add or remove tools from various viewer toolbars in the program, and customize your choices by modality.

Note: Not all toolbar tools can be removed.

Procedure
1. Go to Viewer Settings > TOOLS.

2. Under Toolbar, select the modality whose toolbar you want to customize.

Toolbar Tools
Tools

D A0 Angle
==MAIN

O 30 Measure
>=TOP

O 30 Point
>=BOTTOM

0 | 3orol
>=LEFT

O 30 Ray
==CONTEXTMENLU

O 3D Cursor
=>KYBD. SHORTCUTS

O Angular Rotation

| Ayl | o
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IMPORTANT: The Toolbar All setting only defines the default tool settings. If any modality-specific tools were
configured, they override the default. Therefore we recommend configuring each modality you plan to use (such
as "CT"in the figure above).

3. Inthelist, select one of the following toolbars to customize.

MAIN - The toolbar at the top of the viewer.

TOP/BOTTOM/LEFT — The toolbar accessible by pointing to the top, bottom, or left edge of an image.
4. Under Tools, select or clear the checkboxes of the tools that you want to add or remove.

5. Exa PACS|RIS only: If 3D Advanced Visualization is enabled in other interface settings, scroll down to configure
tools separately for use with that function.

Toolbar & i
-] Save Annolations
all b ] Tt
] Delete All Image Annotations
wMAIN B Delete Sesies Annolations
O Debate All Study Annotations
>=TORP Teals
-] Pan
>=BOTTOM E Span
= Window/Laval
»=LEFT
<] Zoom
>>CONTEXTMENU & e
Other Options
>=KYBD, SHORTCUTS ] Cutlines
] DICOM Print
==EXA TRANS SHORTCUTS = RESET
i ] Patlent Documents
=30 ADVANCED VISUALIZATION
-] Study Notes
-] Print Images
.

6. Select SAVE.

See also:

Add or remove tools from the image shortcut menu
Assign toolbar keyboard shortcuts

Assign keyboard shortcuts for Exa Trans
Viewer tools and keyboard shortcuts

Add or remove tools from the image shortcut menu

You can add or remove tools from the shortcut (context) menu that appears when you right-click an image, and customize
your choices by modality.

n Caution: Plan your settings carefully in advance. Any time you add or remove tools it overwrites your previous
selections.
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Procedure
1. Go to Viewer Settings >TOOLS.

2. Under Toolbar, select the modality whose shortcut menu you want to customize.

Toolbar Tools
| et vl Tools
3D Angle
==MAIN
30 Measure
==TOP
3D Paint
=>BOTTOM
3D ROI
==LEFT

3D Ray

3D Cursor

==COMTEXTMENU

==KYBD. SHORTCUTS
Angular Rotation

3. Inthelist, select CONTEXT MENU.
4. Under Tools, select or clear the checkboxes for tools that you want to add or remove.

5. Optional: If you want a tool to appear at the top of the shortcut menu (without having to select submenus), clear
the tool's checkbox, reselect it, and then select MOVE TO PARENT or MOVE TO MAIN.

e "
v [l Markers
==CONTEXTMENU = Dt
el Haorizontal Line
==KYBD. SHORTCUTS .
!V'f Vertical Line
>=E¥A TRANS SHORTCUTS ol L Markes
Ll
= Tt
- Badial Annls

6. Select SAVE.
See also:

Add or remove toolbar tools

Assign toolbar keyboard shortcuts
Assign keyboard shortcuts for Exa Trans
Viewer tools and keyboard shortcuts
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Assign toolbar keyboard shortcuts
You can assign keyboard shortcuts ("hot keys") to tools, and customize shortcuts by modality.
Procedure

1. Go to Viewer Settings > TOOLS.

2. Under Toolbar, select the modality for which you want to assign shortcuts.

Toolbar Tools
cT v Tl
| 30 Angle
xrAAIN
m| 30 Measure
=2 TOP
O | soront
=BOTTOM
O a0 RO
2>LEFT
| 3 Ray
FLOMTEXTMERRL
O 30 Curgor
== KYED SHORTCUTS O Argular Ratation
==EXA TRANS SHORTCLTS O Actusi image Size
m| Create Teaching Study
(| Al Bleelrer

3. Inthelist, select KEYBOARD SHORTCUTS.
4. Under Tools, select the checkboxes of the tools to which you want to assign shortcuts.

5. In the Shortcut box, type the keyboard shortcut. The shortcut can be one of the following, either by itself or
preceded by the Ctrl key:

e Alphanumeric character (A-Z, a-z, 0-9)
e Arrow key (Up, Down, Left, or Right)
e Basic math operator (+, -, *, /)

6. Select SAVE.
See also:

Add or remove toolbar tools

Add or remove tools from the image shortcut menu
Assign keyboard shortcuts for Exa Trans

Viewer tools and keyboard shortcuts

Assign keyboard shortcuts for Exa Trans

You can assign keyboard shortcuts ("hot keys™) to common functions in Exa Trans. To use a keyboard shortcut that you
assign here, Exa Trans must be the active application. For built-in keyboard shortcuts, see Keyboard shortcuts and
commands for Exa Trans.

500-000947A 212



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

Procedure
1. Go to Viewer Settings >TOOLS.
2. Under Toolbar, In the list, select EXA TRANS SHORTCUTS.

Toaolbar Tools

CT e Tools

0O Approve
==hAIN

a Approve and Mext
==TOR

a Fre-Approwe
>xEOTTOM

a Save
==LEFT

O Skip
FCONTEXTEML
==EYBD. SHORTCUTS
>EXA TRANS SHORTCUTS

Shorteut

3. Under Tools, select the checkboxes of the tools to which you want to assign shortcuts.

4. In the Shortcut box, type the keyboard shortcut. The shortcut can be one of the following, either by itself or

preceded by the Ctrl key:

e Alphanumeric character (A-Z, a-z, 0-9)
e Arrow key (Up, Down, Left, or Right)
e Basic math operator (+, -, *, /)

5. Select SAVE.

View logs

To view the various logs that are available in Exa PACS|RIS, do the following.

View standard logs

Procedure

1. Go to SETUP > OFFICE > Log.

2. Selecttabs (AUDIT LOG, USER LOG, etc.) to view different logs.
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ALIDIT LEHS
Frem| (A0 120000 AMES [ To GFA4023 10:5250PMED | I s I P v L7 I o PF|
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LOGOED DATE = SCREEN LSER PATEN LOA CESCRIFTIOK
(% B 037452023 1085 AWM EDT Syt {EXE] | D proeurs compheted, Trequency ©1000, shedees pending 00, shodi
(0 B 000 1048 Ak EST Gyt {EXR) Dview pracadhaii stailod
(% B 037452023 1 (a5 AWM EDT Eymhoe {EXA] | D proscedhans compbeted, Troequency {1000, stedees pending (00, stodi

3. Ifviewingthe auditlog, use the From and To date pickers to select a date range.
4. Optional. Select column headers to sort.

5. Double-click entries to view details.
View HL7 logs

A Caution: Do not modify settings in the HL7 INBOUND PROFILE, OUTBOUND PROFILE, and TRIGGERS tabs. If
necessary, contact Konica Minolta for assistance.

If studies do not arrive in or from Exa PACS|RIS, you can check the HL7 receiver and sender logs for errors.
Procedure

1. Go to SETUP > OFFICE > HL7.

2. Select the RECEIVER LOG or SENDER LOG tab.

SEMOER L

RIPAOCESS SILICTER BETRY SELLCTED RILOAD

DUELER DATE TFE CURREMT STATL INTERFACE ALCESSION RO FATIENT MAWE MESSHAE I

20240420 3024-05-02 | A

w Al w

-""”“'C"-"-_‘c" VETO0D 1 BABCIESEIET ARG PR*ANNctations® 50

BOCE 2000501 1S EST  Other =P e ML Rape (TOP - 120001 £ 135578 ApEs, Dares w1

BCCE 2080501 TBSPMEST  Other -rl'.P'REp-cl'.s-__E’ VETOOLN £ 134168748 Private*Tags £rl ]

SOCE 20280501 202 PR EST Dther
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Work with the hamburger menu

The hamburger (burger) menu is the main menu of the program. To open it, select the burger menu button circled inred in
the following figure. Some of the options in the figure may not be available depending on your product and configuration.

WORKLIST

PATIENT ARRIVAL WORKLIST

DISPATCHING DASHBOARD
QUERY/RETRIEVE
SCHEDULE

BILLING

PAYMENTS

E
E
®
®
Ay
a
g
B
i
Q

TOOLS

—a
=

SETUP

INTERFACE

KOMICA MINOLTA

The burger menu button... ...and menu (your options may vary)

Work with the dashboard
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What is the dashboard?

The dashboard is a page that displays gadgets, which contain information in graph, table, and other formats to help you
understand the status of work at your facility. The dashboard is separate from the dispatching dashboard, which is
dedicated to Exa Mobile.

This section contains the following topics (not all topics may be available depending on version and region).

Open the dashboard

Add or remove gadgets from the dashboard
Change the graph type of a gadget

Change the facility of a graph

Change the date range of a graph

Open the dashboard

e Ontheburger E menu, select DASHBOARD.

Add or remove gadgets from the dashboard
The dashboard displays an array of user-customizable gadgets, and a gadget with a button for adding more gadgets.

Procedure
1. Ontheburger E menu, select DASHBOARD.
2. Toremove a gadget, select its remove X putton.

3. Toadd a gadget, find Add Gadget and selectits add L+ button.
4. Inthelist of gadget types, select a type.

Change the graph type of a gadget
You can select a graph type of bar, column, line, or pie.

Procedure
1. Ontheburger E menu, select DASHBOARD.

2. Onagadget, select the graph Ll pton.

3. Inthe button shortcut menu, select a type.

Change the facility of a graph

You can change the source facility of the graph in a gadget. The available facilities are ones that you set up in advancein
Exa PACS]RIS.

Procedure
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1. Ontheburger E menu, select DASHBOARD.

2. Ona gadget, select the facility H button.

3. Inthe button shortcut menu, select a facility or select All Facilities.

Change the date range of a graph
You can change the date range of the data source of the graph in a gadget.

Procedure
1. Ontheburger E menu, select DASHBOARD.

2. On a gadget, select the date range button.

3. Inthe button shortcut menu, select a date range and then select Apply.
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Work with the worklist

The worklistis the starting point for most operations in Exa PACS|RIS. The worklistis a searchable and highly
customizable list of patients, studies, and series, providing full access to demographics and images.
Procedure

1. Go to burger menu > WORKLIST.

= Worklist

ALL STUDIES

{ 0 STATUS STUDY DATE & PATIENT MODALITY STUDY DES(

All v

N

+ 808> wE mA o * @ 01/18/2023 8:30 PM PST Test, Helen XA ANGRPH A
+ 20 FgwxE mR S O * @ 01/18/2023 7:15 PM PST Test, Tom CR CHOLANG
+ 20 FxE mB % I * @ 01/18/2023 7:00 PM PST Test, Tom CR ERONCHO

See also in this chapter:

Worklist settings
User settings
Viewer settings

Local service settings
Use the worklist

PACS Actions menu

Worklist shortcut menus

Edit Study screen

Exam screen for technologists
QC operations
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Worklist settings
This section contains the following topics (not all topics may be available depending on version and region).

About toolbars and elements in the worklist
Display a filter of the worklist

Create a user worklist filter

Edit or delete a worklist filter

Show or hide a worklist filter

Select a quick filter of the pre orders tab

About toolbars and elements in the worklist

The worklist provides the following toolbars and other items. Notice that there is a settings menu ﬂ button in both the
upper and lower toolbar, but they open different menus.

Upper toolbar

The upper toolbar contains the following elements, from left to right.

1 Tasks Shows the number of tasks by urgency. Select to go to the Tasks list.
2 STAT meter Shows the number of studies at each Stat (urgency) level.

3 TAT meter Shows the number of studies at each TAT (turnaround timet).

4 Settings Opens the settings menu.

5 Log off Signs the current user out.

1. The time it takes for a study to reach Approved status.

Lower toolbar

The lower toolbar contains the following elements.

1 Move tabs left/right  Left/right justifies the worklist filter tabs.

2 Filter menu Select from any available filter tab.

3 Refresh Updates the worklist, but keeps manually entered filters.
4 Refresh all Updates the worklist, clearing all filters.

5 PACS Actions Opens the PACS Actions menu.
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6 Filters Opens the Study Filters dialog.

7 Search tools Shows/hides the search bar.

8 Disagreements Opens the disagreements queue (requires a separate license for Peer Review).
Filters

ALl STUDIES DICOM

Filter tabs (figure above) appear on the left side of the worklist by their labels. The Exceeds Maximum Time Limit filter
(figure below) appears at the bottom of the worklist.

+ 3] & =)  @® ¢ scheduled 02/17/2023 7:55FPMPST

Exceeds Maximum Time Limit 162

The following table describes the four types of filter tab (filters) that are available in the worklist.

Optional PRE ORDERS Lists unscheduled orders. Pre orders often have no referring
. physician, and can come from Exa RIS or portals (such as exams
(Can be hidden) requested by the patient).

QcC Lists received studies needing reconciliation.
See QC operations.

Permanent ALL STUDIES Lists all DICOM studies and scheduled RIS orders that are not
el ke currently on the QC tab.
User Filters [user-defined] Provide a highly customized view of the worklist.
(Can be hidden) See Create a user worklist filter.
Administered worklist [administrator-defined]| Same as a user filter, but created by an administrator for a user, and
filters cannot be changed by the user.

See Configure an administered worklist filter.

Temporary Exceeds Maximum Time| When you select the Exceeds Maximum Time Limit link at the bottom
Limit ofthe worklist, this tab opens and lists relevant studies. Select the
pushpin button on the tab to display a dialog with options, including
"Remove."

Display a filter of the worklist

You can display optional filters (such as PRE ORDERS or QC) in the following two ways. To display user filters, you can use
these steps if the filter was configured to appear as a tab or in the tabs list.

Procedure

1. Ontheworklist, in the filter bar, select a tab to display the filter.
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= WorkList

PRE OR

2. Inthe lower toolbar, select the Show all Tabs by list H button, and then select a filter.

Create a user worklist filter

Exa PACS|RIS comes with the PRE ORDERS, QC, and other filters, but you can also create your own filters to customize the
worklistat a high level of precision.

Procedure

1. On the worklistlower toolbar, select the filter - button.

Study Filter

Oafault Tab Al Shading a

FITEN hs FILTER TYF FLTER ORDER 3

all shydieg Gloha a

2. Inthe Study Filter dialog, select ADD.

3. Enter the following criteria. See an example below the table.

Filter Name Type a name for the filter

Show Encounters Only Shows only studies for outpatient encounters.

Joined Filters Selects another filter to combine with the current filter. Studies must meet the
criteria in both filters to appear in the worklist.

Filter Order Determines the orderin which filters appear as tabs or list items, from low to high.

Is Private Restricts availability of the filter to the user who created it.

Display as a Tab Shows the tab for the filter on the worklist.

Display in Dropdown Shows the filter in the Show Tabs by List list on the worklist.

Show Only Exceeding Max Time Shows only studies that are exceeding their max time as specified in “Configure
study statuses.”

Show DICOM Studies Only Shows only DICOM studies (studies containingimages).

Show RIS Orders Only Shows only RIS orders.

Show Assigned Studies Only Shows only studies that were assigned to the current user.

Show Pre-Orders Only Shows only preorders.

Deleted Sho(\j/vs all (deleted and non-deleted) studies, no deleted studies, or only deleted
studies.

500-000947A 221



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

Assign Available when you select Is Private. Use these settings to assign the filter to
specific users or user groups (available with the Assign Study to Users right).

Default Column/Sort By Sorts the worklist by the column and order that you select.

DATE/TIME Filters studies by a range of dates and times.

PATIENT INFORMATION Filters studies by patient or account number.

STUDY INFORMATION Filters studies by institution, facility, modality, body part, and other categories.

RESOURCE Filters studies by physician or attorney.

INSURANCE Filters studies by insurance provider.

Note: When available, you can use the Is operator and Blank criteria to search for studies that are missing
information. For example, in the INSURANCE category, under Insurance Provider, select Is, and then select
Blank to search for studies with no insurance.

Example

The settings in the figure below define a filter with the following properties:

Appears as the first available user filter

Is Private (only available to the user who created it)
Appears as a tab on the worklist

Appears as a menu option in the list of filters
Shows only DICOM studies

Is only available to users of type Radiologist

Only displays studies in Unread status

Study Filter
Filter Hama * Test O =
Joined Filters m
Filter Ordur * 1 In Private
Display a5 a Tab Display in Dropdewn L Show Only Excesding Max Time
Shaw DICOM Studies Only |:| WO rder L |:| Show Assigned Studies Only
Deluted all - O
Rasign r J Radialogist K=
Radialogist
Default ColumnySon By w
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Tach Start
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4. Select SAVE.

Edit or delete a worklist filter

You can edit or delete a filter that you created.

Procedure

1. On the worklist]ower toolbar, select the filter . button.

Study Filter

Default Tab

FILTER HAME

all Studies

%
=

i NTest

All Studies

& il jDelete or Edit Me

FILTER TYPE

al

Global

Private

Private

FILTER ORDER 3

Ll

2. Select the edit & or delete [ button of the filter to delete.
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Show or hide a worklist filter

You can show filters as tabs on the worklist, as items in the filter menu, as both, or as neither (you can hide them for later
use without deleting them).

Procedure

1. Onthe worklist, on the lower toolbar, select the filter - button.
2. Inthe Study Filter dialog, double-click the filter to show or hide.

3. Inthesecond Study Filter dialog, select or clear the Display as a Tab checkbox and the Display in Dropdown
checkbox.

Select a quick filter of the pre orders tab
At the bottom of the PRE ORDERS tab, you can select from the following checkboxes to quickly filter the list of preorders.

[ # 7 % 03/17/2023 8:20 AM POT Mirmilla Test Facility Test, Martin CR BOME AG

8:20 AM POT Ordered Nirmilla Test Facility Test, Martin XA 30 RNDR

[ # % & 03/14/2023 11:06 AM PD Mirmilla Test Facility Test, Justin A ANGRPH

[0 wWalting For Authorization [ Show Only Expired [ Show Only Physician Ordera [ Shaw Only Ordering Facility Orders

Waiting for Authorization Shows only unauthorized preorders.

Show Only Expired Shows only preorders that are past the authorization date.
Show Only Physician Orders Show only preorders created from Physician Portal.

Show Only Ordering Facility Orders Show only preorders created from the ordering facility portal.
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User settings

User settings (from the worklist) control how the worklist appears and functions. The settings only apply for the user who
configured them, so all users can have their own unique settings. User settings override global settings, except for security
settings.

This section contains the following topics (not all topics may be available depending on version and region).

Configure worklist columns
Configure other user settings

Configure worklist columns
You can show, hide, and order columns in the worklist.
Procedure

1. Go to Worklist > Settings > User Settings.

Column Order ‘ User Sef
Status
O show
Study Date Show
Facility Show
Sh
Patient .
Modality O aute-
Study Description Busto-(]
Account No.

2. Do one or more of the following.
e Toshowor hide a column, select or clear its checkbox.

e  Toreorder a column, drag the column to a new position in the list.

Note: While viewing the worklist, you can also drag columns directly to new positions.

3. Select SAVE.
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Configure other user settings

You can customize behaviors and settings for worklist tabs, columns and rows, and configure other user settings.

Procedure
1. Go to Worklist > Settings > User Settings.
| swe
User Settings
O show Rew Humber Double-Click Behavior Web View «
Show Priors Double-Click (Schedulad) Edit Orde
Shoie 0 Default Tab All Studie
Show Completed in Pending List
Default Filter (Local Cache) W
Show Orders Tab
[0 show Recent Studies Default Column Study Dar v
O auto-Open New Order Sort By Desc w
Auto-Open Appointment Confirmation Audio Player Lag Time 4 50c -
Auto Open Priors On w
Open Pricr Reports 0n w
Vaoice recognition Dictation
Delay Load of Exa Trans Off W
Exa Trans Font hd

Enter the following settings.

Show Row Number Select to display the row number column in the worklist. The column is labeled as “#”
or“No.”

Show Priors Select to show prior studies on the worklist, or clear to show series and images
instead. Whether you choose to show priors or series, you can view them by selecting
the expand + orcollapse ™ button in a study row.

Show QC Select to show the QC tab, and select the Show Completed in Pending List checkbox to
show include completed orders in the QC tab.

Show Orders Tab Select to show the PRE ORDERS tab in the worklist.

Show Recent Studies

Select to show the RECENT STUDIES tab in the worklist. This filter contains the 25 most
recent studies that were opened in the viewer.

Auto-Open New Order

Select to automatically open the Edit Study screen after selecting the CREATE ORDER
button (Exa PACS|RIS only).

Auto-Open Appointment Confirmation

Select to automatically open the appointment confirmation screen after selecting

the CREATE ORDER button (Exa PACS|RIS only). See also Confirm an appointment.
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Double-Click Behavior The view or app in which a study appears when double-clicking a row, unless the
study is scheduled.

Double-Click (Scheduled) The view in which a scheduled study appears when you double-click it.

Default Tab The default tab for the worklist (the filter that initially appears when you open the
worklist).

Default Filter (Local Cache) The default filter for local cache. Iflocal cache is installed and configured, studies in

this filter are locally cached per settings.

See Install and configure local cache.

Default Column The default column for the worklist that determines the sort.
Sort By Whether the list is sorted in ascending or descending order.
Audio Player Lag Time The amount of delay before starting audio playback.

Auto Open Priors Turns automatic opening of priors in the viewer on and off.
Open Prior Reports Automatically opens prior reports when opening a study.
Voice recognition When openinga DICOM study in the Exa PACS|RIS viewer:

Dragon (Exa Trans): Opens Dragon Naturally Speaking for radiologist transcriptions
rather than Exa Dictation. You must install Exa Trans on the local workstation to use
this option.

Dictation (Web Trans): Opens Exa Dictation.

Other (Exa Trans/SDE): Opens Exa Trans with no Exa platform-based voice recognition
app (which can be faster).

Off (None): Does not open a voice recognition tool.

nVoq (Exa Trans): Opens Exa Trans with nVoq voice recognition.

Delay Load of Exa Trans Delays loading of the Exa Trans transcription screen, to focus attention on images
before the transcription.

Exa Trans Font Sets the font used by Exa Trans.

Exa Trans Font Size Sets the font size used by Exa Trans.

Default Time Increment Sets the default time increment for time blocks in the schedule book.

3. Select SAVE.

Viewer settings
See Configure the viewer.

Local service settings
See Install and configure local cache.

500-000947A 227



Exa® PACS|RIS 34.0.1 User's Manual, Alberta exXQ-PLATFORM

Use the worklist

This section contains the following topics (not all topics may be available depending on version and region).

Find preorders and studies

View series and images

View priors

View recent studies

Open a pop-up window for physicians and ordering facilities
Use the study toolbar buttons

Use the order toolbar buttons

About Linked Reporting

Link reports

Unlink a report

Update the worklist or viewer

About drawing attention to orders and studies

View the caching status
Use local cache

Find preorders and studies

You can find a study and open it to view or edit details.

Prerequisite: To view the PRE ORDERS and/or QC tab, select Show Orders Tab and/OR Show QC in Configure other
user settings.

Procedure

1. Onthe Worklist, select PRE ORDERS or ALL STUDIES.

Worklist
PRE ORDERS
< [ CREATED DATE ; IMGS ELIGIBILITY
031652023 - 04/14.20 all

[ # % % 03/18/2023 317 PMPDT 0

[ # 7 ¥ 03/31/2023 10:26 AM EDTO

M & b e ASIRIDASS 950 BRI ERT

2. Inthesearch bar, do one or both of the following:

e Inacolumn header (such as FACILITY), type or select one or more criteria and press Enter.
e Selecta column header to sort the list.
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ALL STUDIES
{ 0 FACILITY STATUS STUDY
MY COMPANY w |
+ 2 £ % 07 * @ i MyCompany Scheduled ‘Dlﬂ?:’i
+ 3 & % ] * @ ! MyCompany Scheduled |03/17/3
] & % 17 * @ ! MyCompany Scheduled ‘EIE.-’I?."E

3. Double-click a study in the list to open it for viewing or editing.

@ Note: Avoid opening studies while cachingis in progress. You can see the caching status on the worklist:

In progress: Italics Cached (ready to open): Bold

ORI . 22105 ael Ashiey
& @ _zmam ME&78 Radin, Button
¢ @ 260 TesABD Test, Ancrew -4em Cached
@D i 355 TesB107 Test, gy ~am IN progress
T @ 356 TesA1047 Test, Ay

@ Unread 234788 REZ434 reMs «fem Uncached

See also:

Search syntax
View approved reports

View series and images
You can view series and images of any study in the worklist that includes them.
Procedure

1. InUser Settings, clear the Show Priors checkbox and select SAVE.

User Settings

O Show Row Mumber

O show Priors

B showqo
L M chewwreennlotadinBandionlios |
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2. Intheworklist, find a study containing images and selectits expand + button.

H 5 o # (i} H _1&-"!‘.‘!.‘2&.'!2 1234 P EDT  Sampler, Jahn Sample Fermur (L) AP Study

R D107/ 7900 1200 AR EST

—aQgeesxE
- | L 2

(] R 1 1.2.302 200036.5107.500.305.1 2 200£1010.1 23946 1012 CR Image Stor

+ | 3 D01/ 7900 1200 AR EST

+ [ 4 £1/01/1900 12100 AM EST

+ [ 4 01/01/1900 12:00 AM EST

3. Expand series rows by selecting the + button.

4. Toview a thumbnail of an image, select the (] button.

Note: To view an image thumbnail, the status must be Incomplete or Unread.

5. Toopen series and images in the viewer, double-click the main study.

View priors
You can view the prior studies of any study in the worklist thatincludes them.

Procedure

1. In User Settings, select the Show Priors checkbox and select SAVE.

User Settings

O Show Fow Number

Shaw Priors

Show OC
™ e . .
2. Intheworklist, find a study and selectits expand + button.
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L ) T - I s F o ™ T ORI 2 Ay PEF U T E0ED 103 PPl
| Fxl =B o % @O | Nirmilla Test Facility -um:rz.-zaza 715 PM PST Emdref, Emdret &

Mirmilla Test Facdity - 010272024 FASPM PST v Emdrel, Emsdrel Teaq, Valers A

hirmilla Tesq Facility Checkln | 03/17/2023 1:00 PM FOT Test, Valerie cT

Marmilla Test Facdity D2/06/ 2023 12200 AM PST Test, Valens A
Priors

Mamilla Test Facdity ESchedluled | 02/05 2023 700 PM PST . Test, Walens XA
Double-click to open

Frmilla Test Facility Q1 F20Z3 415 PM PST Test, valarie CR

Hirmilla Test Facility 0173172023 4:00 PM PST Test, Valerie CR

Harmilla Test Facility 01/31/2023 300 PM PST Test, Valerie CR

Result: The priors appear in rows below the study row.

See also:

View approved reports

View recent studies

You can view a worklist filter containing the 25 studies that were most recently opened in the viewer. This makes it easy to
find studies you viewed recently and want to reopen. Most standard worklist functions are available to you on the Recent
Studies tab, but see "Details" below for exceptions.

Procedure

1. InUser Settings, select the Show Recent Studies checkbox and select SAVE.
Ed Show QO

Show Completed in Pending Li

Show Orders Tab

Show Recent Studies

] Auto-Open New Order

L B8 Avde-Ninen Anmnintment Canfirms
2. Inthe worklist, select the RECENT STUDIES worklist filter.

Worklist

RECENT STUDIES

{ 0 STATUS STU

(=
o8
=)

O =2 %« [E &
+ 02 =2%xE @\ 3

+ B02=2xEH =R o T @
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Details

The Recent Studies tab works like the All Studies tab except:

e Youcan'tsortit(it's automatically sorted in first-in-first-out (FIFO) order by date/time of viewing).

e Priors opened during a viewer session do not appear on this tab, but priors originally opened from the worklist do.
e Statlevel has no effect on the sorting of the list.

e The program creates a unique recent studies tab for each user.

e Ifyou open a study from the worklist more than once, only one entry appears on the recent studies tab.

Open a pop-up window for physicians and ordering facilities

You can open a pop-up window to display the contact information of a study's physician or ordering facility, including the
physician’s NPI number. The pop-up window is available on the worklist as shown in the figure, and also on the Edit Study
screen, Eligibility/Estimation screen, Technologist screen, and the multi-panel.

Procedure

1. Onthe Worklist, in the REFERRING PHYSICIAN or ORDERING FACILITY column, select the doctor & symbol.

— = —_— — —_— = - —

4 0 A f oD ekl Do, 200 P OO SERARTL RN R, [rdering Providers Lt fivy

+ & % o o @  § Schedwed) 08052028 200 FM FOT Sspatiant 14, Rspatiensd 14 Reterning Userl. Refernng Uasrl = Ry @
BEIZS9ETIE NP1
# I Pl [ £y S Checkdn | D&/082004 40 PR EDT s T p it et Y, Mabbfapatiad ZEFY

A Test Aaniess]
+ 0 2 * #r@ | [Checkdn | DSASSI022 400 FMEDT Mushizpatienttd, Watbizpates  oenie. A2 BE001 B
testZlesimal com

+ Pl r @ P Schedulsd| 0socd2008 12300 POT Fa purt st 14, Rapatientg OMce Shone  (0231021-1323 v
Cefice Fax Rl
[~] & w dr D | Scheduled DEAS/2024 2330 PM EDT Aafspatentlz, Axlspatenti2 4 Mokl Frone  [143457-5786 i
Pager Mo (OFS|4Z-ETRE
Fl r * D § Scheduled) naooaanga 1700 AW ERT Eapmalisntis Enpaalisntds Prong [GE1114 5. B = P
& w o @ I gcheduled DEATO0ES 445 PR MDT i i, a1 User], Ruedaming Userl & T LT BONE Mind
I

Use the study toolbar buttons

Each study on the ALL STUDIES tab or corresponding user filters of the worklist has its own toolbar on the left side of the
study row. Depending on the properties of the study, one or more of the following tools are available.

AE® *® 2 w[E m

'l'/— Expand/Collapse Expands or collapses the study row to show or hide series or priors.
Prior Select to displaya list of prior studies in a custom filter.
n Checkbox Select to select the study for further processing by subsequent commands.
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DICOM Viewer Open f[h('a study in the Exa PACS viewer. This button is 'only available for studies that

contain images. Abackground color of the button indicates:
(@ | Images notyet cached
& Some images cached
& P images cached, unread

Opal Viewer Open the study in the Exa Client viewer (see Install Exa Client Viewer). Available for
studies that containimages.

Edit Opens the study for editing in the Edit Study screen.

VIP Ifsolid green, the study is for a VIP. Users with rights can change the VIP status in the

patientchart.

View Transcription

Opens the dictation and transcription editor and displays any existing transcription.

Multipanel Opens the study in the multi-panel, an operating panel for working with dictation,
transcription, documents, notes, and other information. See Exa Dictation and
transcription with Web Trans.

Approved Report Opens approved reports of the study.

Linked Studies

Opens the Link Studies dialog where you can link approved reports. See About Linked
Reporting.

External app.

Opens the current study in an external application if configured. See Configure opening
ofa third-party program.

EREHD oEN0

Unread DICOMs

Select to view unread images. In the Unread DICOMs dialog, select MARK AS READ, or
OPEN IN VIEWER to read the images in the Exa PACS|RIS viewer.

Authorization

US only. Opens the manual authorization screen. See Authorize an exam.

ol =]

Notes Opens a screen for enteringand viewing notes related to patient, study, schedule, and
reason for study, and for updating the call log. The button turns blue ifstudy notes are
available.

n Study menu Displays the study shortcut menu (you can also right-click anywhere on the study row to

display the shortcut menu).

See also:

Work with the Exa PACS|RIS viewer
Edit study screen

Dictation and transcription with WebTrans
Worklist shortcut menus

Use the order toolbar buttons

Each order on the PRE ORDER tab or corresponding user filters of the worklist has its own toolbar on the left side of the

order row. Depending on the properties of the order, one or more of the following tools are available.

H

Select

Select to select the order for deletion.

Edit

Select to open the order in the Edit Order screen.
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H VIP Ifsolid green, the study is conducted on a VIP.
* Authorization USonly. Select to authorize the order. See Authorize an exam.
About Linked Reporting

With Linked Reporting, radiologists can save time by dictating multiple related studies into a single report. When the
reportis approved, all of the linked studies move to the Approved status automatically. When you open an approved
report or addendum from any of the linked studies (studies 1, 2, or 3 in the figure below), you see the same combined
reportso thatall information is available to you regardless of the study or report you open. If an addendum is added to a
linked report, itapplies to all linked studies, and is available for viewing from any linked study.

Linking reports also links the studies containing those reports, so that all studies follow the main study in terms of stat
levels, study statuses, and report approval statuses. For example, if the main report moves to the Dictated status, so doits
linked reports. If you later decide to unlink a report, those statuses revert to their previous states (with exceptions, see
Details on Linked Reporting).

Main study and Main report: Study 1

Report 1

Linked studies and Study 2 Study 3

Linked reports: Report 2 Report 3

Once linked, Reports1, 2, and 3 become one combined report

Which reports can be linked and unlinked?

e Thereports must be from the same facility.
e Link reports any time before approval, but not after.
e Unlink reports at any time.

What do linked reports look like?

Based on the merge fields you include in your report templates, Exa PACS|RIS automatically fills the header with
information about the main reportand its linked reports. (Due to space constraints, some fields only display
information from the main report, such as the referring physician.)

The body of the report contains the radiologist's findings for the main study and all linked studies.

Approved reports always appear based on the transcription template of the main study, even if the linked studies
originally used different transcription templates.

An example of a linked report:
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Accession numbers E E XQ

of linked studies

Patient Name: N Referring Physician: Reicher, Joshua M.D.
Date of Birth: 04- Phone: (650)493-5000
Patient I1D: MC1577 Fax: (919)589-5574
Study Date: 07-Feb-2023 2:00 Accession: 5629,5630,5631 |

PM,02/07/2023

¥R Ribs, 2 Views (Left),XR Thoracic Spine, 2 Views,XR Lumbar Spine, 2-3 View

Indications: Left b pain radiating to mid and lower back. Mo known trauma. “

Study descriptions of
Comparisons: None available at time of report, linked studies
Technique: Two-view radiographs of the left rbs, thomacic spine and lumbar spine obtained in the AP and
lateral position
Findings:

Left nbs: Multiple radiographic views of the ribs fail to reveal evdence for displaced fracture, dislocation or
focal soft tissue pathology. Images are less than ideal and if there i1s further concem a bone scan might be
considersd.

Thoracic spine; No eadence for acute fracture, dislocation or focal soft issue abnormality, There is diffuse
thoracic disc degeneration and spondylosis.

Lumbar spine. There s diffuse degenerative disc disease without ewdence for fracture or dislecation. There
is lumbar scoliosis.

Impressions:

1. Diffuse thoracic disc degeneration and spondylosis.

2. Diffuse degenerative disc disease with levoscoliosis in the lumbar spine.

3. No evidence of a displaced fracture in the left nibs. Recommend a bone scan for follow up.
4. No acute fracture in the lumbar or thoracic spine.

Link reports

To link reports:

@ Prerequisite: Obtain the Link Report right from your administrator.

Procedure

1. Ontheworklist, find a study thatis available for linking, and select the gray Iink button.
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__— Gray: Available for linking
-
+ 80 & * % |O * O ! |Scheduled 02/23/2023 12:30 AM EST
+ B0 #x B o= E | L ON -D?IIEI.-'EUZE’IHEAMF'ST
Hﬁ"“ﬂ-._x
"~ Blue: Linked, available for unlinking

2. IntheLink Studies dialog, select the studies whose reports you want to link to the main report.

Link Studies: Test, Eric (Acc#TesE1077), 20000101, M, 023Y

3D RNDR I&R CT MRI US/OTH X REQ POSTPCX

Study Date: 202370306 Accensicn Mot 1183 Facility: Mir=illas Tot Facility

Modality: LS Referring Physisian: Test, Referring

Select studies to link ar unlink for Reparting:

O Sabe:t A
STUDY STATUS ROOALITY STUDY DESCRIFTION STuDy DATE ACCEESKN R BEFEMRR PHYRCIAN NCRITY
Schedued uE [P VELOSMETRY FTL MOOLE CERE ART PRI 119z Tt At 2 A ] -
O Schedued us [OF ECHO FTL PLSD SPECTRAL DESFLAY REFEAT 5T Z0Z3A0G/00 Feefiamming Provadars List
Test, Refemring !
B Schdued us 30 RMDR SR £T MR US/OTH ¥ RED POSTRCX HHERNANT 118
5 =2} 2217 U5 Highway 70 East i
el i
Fa 40 (TASMEA. 5454

Fic NP number/Frovider akert 04

3. Optional: Click the physician @ symbol to display details, and click the physician's name in the pop-up window
to edit properties.

4. Select SAVE.

Result: The reports and studies are linked. Linked studies take on the status, Stat level, and other properties of the
main study.

See also:

About Linked Reporting
Unlink a report

View approved reports
Details on Linked Reportin

Unlink a report

To unlink a report:

Prerequisite: Obtain the Unlink Report right from your administrator.

Procedure
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1. Intheworklist, find a main or linked study (studies with the blue Linked Studies button), and select the
button.

Result: Whether you chose a main or linked study, the Link Studies dialog opens with the main study shown at the
top with its linked studies listed below it.

2. InthelLink Studies dialog, clear the checkboxes of the studies whose reports you want to unlink from the main
report.

3. Select SAVE.

Result: The studies are unlinked. The unlinked studies revert to the Unread status, their previous Stat levels, and
other properties.

See also:

About Linked Reporting
Link reports
Details on Linked Reporting

About validation

To help prevent fraud, Ontario requires validation of health numbers and their version codes (which can change
periodically) at two points during the medical scheduling process. The validation status is indicated by the color of the

star on a worklist study row. Ared star * means "not validated," a yellow star ©~ means "validated when scheduled,"

and agreen star W means "validated on study date." An orange star “* means three conditions are met: no scheduleis
available, validation is complete, and an affirmative response was received from OHIP.

During validation, if a non-trivial discrepancy is found in patient demographics, Exa PACS|RIS automatically updates its
patient chart to match that of OHIP.

Validate an exam

To validate an exam means to validate the information on the patient’s health card. You must validate an exam after you
schedule it, and on the day of the exam. There are several ways to validate an exam, described as follows.

In the Edit Study screen

1. Ontheworklist, in a study row, select the edit 74 button to open the Edit Study screen.
2. Intheleft pane, select Insurance profile, and then open a profile.

3. Under Insurance Details, select a level and an insurance carrier, type the health number, and then select the green
Verify button.

4. Toview a report of the eligibility check, select View Report.

On the worklist

1. On the worklist, select the PRE ORDERS or ALL STUDIES tab.

2. Onthe order or study shortcut menu, select Actions > Manually Verify Eligibility.
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3. If the Eligibility worklist column is displayed, confirm that the green checkbox is selected.
See also:

About validation

Update the worklist or viewer
After performing tasks that modify studies it may be necessary to update the worklist or viewer to show changes.

e Toupdate the worklist or viewer, select F5.

About drawing attention to orders and studies

There are several methods to draw attention to orders and studies that are of special consideration. The following gives a
general description of the available options.

STAT level The medical urgency. Setting a stat level places the study at the top of the worklist. You can edit stat
levels and descriptions, and add new ones. Stat levels drive workflows.

TAT The turnaround time. Studies that are near or beyond the TAT are flagged in red and appear at the
top ofa radiologist’s unread studies worklist.

Priority By default you can set the priority to High, Medium, and Low, but you can edit these and add more
options. Priority is primarily used to sort the worklist (on the Priority column).

Critical findings Medical findings that you can customize. In Exa Trans, you can select critical findings in a list to send
notification to the referring physician. You can filter the worklist by critical findings.

Study flags Color-coded ovals on the Study Flag worklist column that help you identify, filter, and sort studies.

See also:

Change the stat level of an order or study
Assign critical findings to an order or study
Flag an order or study

Change the priority of an order

View the caching status

While a study is being cached locally or on a server, it may be totally or partially unavailable, or opening it may take
time. Therefore, itis recommended to wait until caching of the study is complete before working with it. You can view the
real-time caching status of studies on the worklistin two ways.

e Text formatting on the worklist

Caching in progress: Italics Cached (ready to open): Bold
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o @
i @
7 @

@

Linresd

360

i 259

356

Unread TX349788

TesARBD

TesB10T

TesA1047

Radio, Button
Test, Andraw s Cached

7est in +4=m [N progress
Test, Army

ReMy «pm Uncached

e Color of the globe button

When the globe ' button for studies on the worklist is highlighted, this indicates the caching status as follows.

See also:

Current study and priors cached

Current study cached, priors in progress

Cachingin progress

Some images could not by cached

Caching not started

Create worklist filters for local cache

Use local cache

Use local cache

Alocal cache is a dedicated area on a workstation or server to temporarily store Opal and DICOM studies. Copies of
studies are sent from the modality or forwarder to the local cache on the workstation and to the image server in advance
for faster subsequent viewing. This can be helpful for large studies, or if your Internet connection is experiencing delays.
When the radiologist opens a study that was cached, the cached copy opens instead of the copy on the server. Also note

the following:

e Statstudies are cached before non-Stat studies, higher levels before lower levels.

o [fthe Statlevel changes after adding to local cache, the change does not affect the order of caching.

e Forstudies with priors, the status does not appear as Study Complete until the original study and all priors
are cached.
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Prerequisite: Install and configure local cache.

Perform a server prefetch

You can manually initiate a server prefetch from the worklist, whereby the server decompresses a study and copies it
to a “local” cache on the server. If large studies will be opened in the near future, you can perform a server prefetch of
those studies for faster loading.

1. Ona worklist study shortcut menu, select Images > Server Prefetch.

+ AMEe &2 %0 W % rf % @ ! by Company
5+ = 8 = 9 ' H Wy Company
Patierd Infarmalion

&

Hirmilla Test Facility
B cChange Status
=

+ z Exam H Himmilla Test Facility
P @ = Aclicns i Mirmilis Te Eacilit
[ B Images B Server Prefetch
+ 2 -
4 DICOM Send 3 Raogel Stack

Prefetch studies to your local cache
You can manually prefetch studies “on demand.”
1. Ona worklist study shortcut menu, select Images > Add to My Local Cache.

Result: The server queues the images for sending.

Prefetch studies to other local caches (administrators)

1. Ontheworklist, select the ALL STUDIES tab.

2. Onaworklist study shortcut menu, select Images > Send to Local Cache.

3. IntheLocal Cache screen, in the list of available caches, select one or more destination caches.
4. Do one of the following.

e To send to the selected caches, select LOCAL CACHE SELECTED.
e Tosendtoall caches, select LOCAL CACHE ALL.

Auto-route studies to local cache

You can create a routing rule to send studies that satisfy criteria to your local cache. Complete the following
procedures:

e Configure an application entity for your local cache.
o Configure a routing rule for type LOCAL_CACHE, and select the AE title you created.

See also:

Create worklist filters for local cache
View the caching status
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Create worklist filters for local cache

You can configure an on call worklist filter that automatically sends matching studies to local cache. If you use multiple
worklists, you can create a merged worklist filter to ensure that studies from all of your worklists are cached.
Create an on call worklist filter

Procedure

1. Create a user worklist filter.

2. InUser Settings, in the Default Filter (Local Cache) dropdown list, select the worklist filter.

3. Select SAVE.

4. Onyour computer, in a text editor, open the localCache.cfg file, located at the following path by default:
C:\Viztek\exa\cfg\localCache.cfg

5. Find theline for “oncall_enabled” and setit as follows:
“oncal | _enabl ed”: "true",

6. Saveand close thefile.

Create a merged worklist filter

Procedure

1. On the worklist lower toolbar, select the filter . button, and then select ADD.

2. Inthe Study Filter dialog, enter the following settings.

Study Filter

Filter Mame * Local Cache [J Show Encounters Only

Joined Filters

Filter Order = B 15 Private

Diaplay in Dropdown

[ misplay asaTab L] Show Only Excesding Max Time

[1 chegs Dcribg Shadice Oebs '] chene BIS Oirdaes Finds [l shews Accimngd Sodige Pl
Filter Name Name the filter
Joined Filters Select filters you want to merge into this one
Filter Order We recommend using a high number to reduce visibility
Display in Dropdown Select
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3. Select SAVE.

4. In User Settings, in the Default Filter (Local Cache) dropdown list, select the worklist filter.

See also:

Use local cache
View the caching status
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PACS Actions menu
The PACS Actions menu on the worklist provides top-level access to common functions.

New Study

Walk-In Appointment
CD Burn

Compare Study
Merge/Split

Import Images
Furge all Deleted

Export Worldlist

This section contains the following topics (not all topics may be available depending on version and region).

Create a new study

Schedule walk-ins

Burn studies, series, or images to media
Compare studies

Merge or split studies

Import DICOM images

Purge all deleted

Export the worklist

Create a new study

A common way to create a new study or create a new order (or to "enter a new study" or "enter a new order") is to start
from the schedule book by following the steps in A typical scheduling workflow. You can also enter into this workflow
from the worklist, or create a preorder, by following these steps.

1. On the PACS Actions menu, select NEW STUDY.

2. Follow the steps in Set up a patient and subsequent topics.

See also:
Schedule an unscheduled order

Schedule a walk-in appointment

Schedule walk-ins
See Schedule a walk-in appointment.
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Burn studies, series, or images to media

You can burn studies to a removable disc (such as a CD or DVD) or save them to a hard drive for sharing with other
facilities, physicians, or patients. To burn images and series, see later in this topic.

Note: Key image references are visible when opening the media at other sites, and when viewing in the Exa Client
Viewer or Opal Light.

Prerequisite: Install Opal tools and Install Exa Client Viewer.

Burn studies
1. Placeadiscinthedrive.

2. Intheworklist, select studies whose combined size does not exceed the capacity of the disc.

3. OnthePACS Actions menu, select CD Burn.

£3 ExaBurnerv2.5.6.172 _ %
Study List
PID [ ramE [ oATE T
AXIA-2PE3081 Maynand “Malnda P 023-Agr-27 15:33:33 :
. *
Cntians | Drive [Media
[ Include Viewer Compression (2 Write o Hard Drive €2 Furn To Do
[ Cache Images JPEG 2000 Lossless | Path: | =
O Ancrymize DICOMS Report B Eiect when Finish
(m Deotstore = .

[ create annotatons Cveslay
[ Remeve Arnotations
[ Foree 500 Class 10 For Al Files

| Current Step Frogress: 0% . Total Progress: 0%

‘ o ‘ i

4. Inthe ExaBurner dialog, enter the following settings as needed.

Include Viewer Select to burn a viewer program onto the disc alongwith the items. Required for
viewing off site.

Cache Images Select to keep items in the Viewer cache folder (and not remove them after
burning).
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Select to remove identifying patient demographics.

Fix Split BTO

Select to combine multi-frame mammograms into a single DICOM file.

Create Annotations Overlay

Select to convert annotations to an overlay and include them with the images.

Remove Annotations

Select to omit annotations from the burned items.

Force SOP Class ID for All Files

Select to set the Modality tag (0008, 0060) to the value in the DICOM file's SOP
Class ID.

Compression

Select a compression algorithm.

Report Select a report storingmethod.

Write to Hard Drive Select whether to write to the hard drive or removable disc.

Burn to Disc

Path Select the ellipsis button and then browse for and select a destination drive

and/or path.

Eject When Finished

Select to eject the disc after burning.

Close Media

Select to finalize the media after burningso that it is no longer available for
writing.

5. Select START.

Note: If the connection is interrupted, burning will automatically resume when the connection is re-

established.

6. Optional. After burning, test the results by opening an image from the disc using the included viewer.

Burn images and series

Use this procedure to burn individual images and/or series.

1. InUser Settings, clear the Show Priors checkbox.

User Settings

O show Row Number
[ show Priors

Show QC

M cheow Caraenlotod in Bondina 1 ot

2. Ontheworklist, find images or series to burn by expanding the study row nodes and image preview buttons.
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- B%*®F g EHH O & 0 -w--a.-xne 1224 PM EDT  Sampler, Jahn Sarmple Femur [L) AP Study

D107/ 7900 1200 AR EST

1.2.392 100026, 9107.500.305.12 20021 010.123946 1012 CH Image Stoc
3 D01/ 7900 1200 AR EST
4 O01701/1900 12200 AM EST
4 01011900 1200 AM EST

3. Select the checkboxes of the images and series.

4. OnthePACS Actions menu, select CD Burn.

Compare studies

You can open two studies of the same patient in separate viewer screens for purposes of comparison.

@ Prerequisite: Configure two or more monitors (see Set up connected displays).

Procedure

1. In Viewer Settings, clear the Single Instance Mode checkbox.

Viewer Settings

Other Toolbar

GENERAL

U Ak an Close

INTERFACE

I:I Single Instance Mode

MODALITY O skip Frames in Cine to Maintain Plagback Speed
WODAL

2. Intheworklist, select two DICOM studies of the same patient to compare.

+ AT ® ™ H O % w 7 1 Nimmilla Test Facility
+E1~*ﬁ?*|§l i @ % 0 & @ § Nirnila Test Facility
+ A0@ =@ xE @3 %0 w@® F Nirnila Test Facility

+ Eﬁ-c’*lil H & o %@ i Nimnila Test Facility

+ A O % & % & m % u (1 I Mimnilla Test Facility
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3. On the PACS Actions menu, select Compare Study.

Result: The two studies open in the viewer.

Merge or split studies

In Exa PACS|RIS, merge and split refer to a category of operations in which you move series and images from one study to
another. Additionally, split refers to moving images from a study with an incorrect accession number to the correct order.
There are many ways to perform merge/split operations, but the following procedures are useful examples. Moving all
series and images out of a study deletes the study. As an alternative to merging studies, see Add alternate account

numbers to a patient chart.

Move or copy a series from one study to another study

1. Intheworklist, select two different studies that contain series.

F o v gy RE E D % W L 1 Himnilia Tes Faciiny
+a¢-¢?*mﬁ%|:f & @ §  Nimrnilla Test Facility
+ 0% =@ *E A B o & @ i Himmilla Test Facility
+uw¢?*ﬂﬂl O @ i wNiwilla Test Facilty

+ A O0 = 2% E om % O & D I Himnilla Test Facility

2. Onthe PACS Actions menu, select Merge/Split.

3. Select the button to choose Move Selected or Copy Selected mode.

== ==

4. inthe Merge/Split From column, select the plus sign of the first study (the one on top) to reveal its series.

Merge/Split Study Merge/Split Study

5. Drag the series onto the second study (the one on the lower-right) in the Merge/Split To column.

Mame: Test, Tom{fccl: TesTI0ZE Accession Mo 117 -
= Sudy: ANGRPH ADRNL BI SLCTV Referring Physician: Test, Referri g
M. of Seden: 1 Ho. of Instances: 1

+ ...-—.,F'_'l Description: I Card Modality il Dencription: I Gard Madality

Firsataosas 1 - T: .
Ne. of Ing ! o + r Mo. of Instances: 1 Series OT: 019,30

Mame: Tast, Tndl:.imﬂ! TesT1004 Accession Mo.: 120 =
4+  Study DOP ECHO FTL SPECTRAL Referring Physician: Test, Referri g
Mo, of Sedes: 1 Na. of Inatances: 1

Note: As you drag over the second study, it turns green to indicate when you can release the mouse button.

6. Select SAVE CHANGES.
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Move or copy all images in one series to a series in another study
1. Inthe Merge/Split To column, select the plus sign of a study to reveal its series.

2. Dragaseries in the left column onto a series in the right column.

3. Select SAVE CHANGES.

Other moves or copies

In the same manner, you can expand nodes and move or copy any study, series, or image to another study or
series.

Split images into their correct order

1. Inthe Merge/Split Study screen, select SELECT ORDER.

Merge/Split Study

Mowve Selected
Merge/Split From Merge/Split To
Mame: Test, Tom(Acc#: TasT102 Accession Ne.: 117 = |I Name: Test, Tom{Acc#: TesT102]

2. Find the correct RIS order, and then select its SELECT button.

Merge/Split Study

RIS Orders

STUDY DATE

STUDY DESCRIPTI ACCESSION KO

ACCOLUMT N

PATIEMT MAME

03/17/2023 4:00 FTest, Valerie 01/01/2000 CTABD & PELVIS V1371 TesV1001

3/17,/2023 5:10 P Test, Andrew 01/01/2000 DOP VELOCIMETR 1370 TesAE3

ﬂ 03/17/2023 5:00 PTest, Andrew 01,709/ 2000 BOMNE AGE STUDIE 1369 TesAB3

3. Dragtheimages to the correct order, and then select SAVE CHANGES.

Add a new series to a study
1. Inthe Merge/Split To column, select the new series = putton.

Note: The new series is added to the bottom of the list.

2. Onthe new series row, select the edit # putton.
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3. Inthe Edit Study Info. dialog, type a description and then select the EDIT button.

Note: You can move series or images into the new series.

4. Select SAVE CHANGES.

Clone a study
1. Inthe Merge/Split From column, select the Clone Study O button.

Note: You can move series or images into or out of the new study.

2. Select SAVE CHANGES.
See also:

Add studies to the merge queue
About the PID, MRN, and account numbers

Import DICOM images

You can import DICOM images from an outside source to a study in Exa PACS|RIS.

Prerequisites:
o |nstall Opal tools.
o |f the study originates from a facility associated with the OPALIMPORT or EXAIMP* AE Titles, obtain access.
Procedure
1. Intheworklist, select a destination study for the imported images.
2. Onthe PACS Actions menu, select Import Images.
3. Inthe pop-up window, select Open Opal Import.
4

In Opallmport, select Select Files/Folder or DICOMDIR to Import.
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' & Open
24,5135 Bulk Jun 82021 19:35:33 Lok p: [ Inages
Selert Ples Pricher o SOSOMDER tn Impoet e

- —
Do

[ b bt Comrpigas Ohvararibe [ Enatse Dels Edt Zeril | = Dicampng

[ Cpsl D orky [ Savee Bafore Enonde: | o |

] 2zolate Pais [#] Moy Demographs: Libearios

Ml [ mpert Hewod [Opalfer | &

My Sire Thes FTC

[ stryker Production Mode: L#

[ stryker oF DATA Mode :

O Stryker 21P dechooe Mode

O Strybr Irage Fues

O scomags Mode

O Ful syrapsts Mode CpenFile List || Sawe Fle Lzt

[ I FlesFridlers Selected For Import ker rame [

- == E-

5. Inthe Open dialog, browse for and select files to import, and then select Open.

6. In Opallmport, configure the settings in the following table.

Note: This is a partial list. Other settings are self-explanatory or generally unused.

Do Not Compress

Select to store in DICOM Little Endian format.
Clear to compress in DICOM JPEG200 Lossless format.

Overwrite

Select to replace any existinginstances of the studies.

Opal DB Only

Select to import DICOM data only (no images).

Save before Encode

For troubleshooting purposes: Select to place the images in a folder on the server,

and not update the database.

Isolate Fails

Select to place files that could not be imported into a separate folder.

Modify Demographics

Select to reconcile demographics before import.

Max Files

Type a maximum number offiles to import.

Max Size

Type a maximum data size to import.

7. Select Import.

8. Optional. If you selected the Modify Demographics checkbox, the Modify/Confirm Demographics dialog appears.
Under New Info, do one of the following.

e Edit the demographics and then select MODIFY.
e Confirm that the demographics are correct, and then select USE CURRENT.

9. Select Exit.

Purge all deleted
See Undelete or purge a deleted study.
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Export the worklist

You can export the worklistto a CSV file.

Note: Only the studies currently showing on the worklist are exported. To export additional studies, scroll to the
bottom of the worklist to display additional studies.

Procedure

1. On the PACS Actions menu, select Export Worklist.

Export Worklist
File Name
Worklist
E Include Timestamp
Include Filter Marme &

2. Inthe Export Worklist dialog:

e Optional: In the Filename box, edit the default file name.
¢ Modify the name of the exported file by selecting or clearing the Include Timestamp and Include Filter Name
checkboxes.

3. Select the Export button.
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Worklist shortcut menus

Exa PACS|RIS and Symmetry PACS have a study shortcut menu for studies in the Unread and later statuses. Additionally,
Exa PACS|RIS has an order shortcut menu for PRE ORDERS and studies in the Ordered status. You open shortcut menus by
right-clicking anywhere on a study row. The tasks you can perform by using each shortcut menu are described in the
topics in this section. Note that the commands available on the shortcut menus vary depending on the order or study
status and other factors.

Caution: Any errors in patient and study information resulting from incorrectly performing the procedures in this
section can resultin problems with data integrity. Take care to ensure that entered and imported data is correct.

This section contains the following topics (not all topics may be available depending on version and region).

Schedule an unscheduled order

Edit an existing order

Manually verify or clear eligibility of orders
Change the priority of an order or study
Assign critical findings to an order or study
Flag an order or study

Change the stat level of an order or study
Delete an order

Require document review

Modify or reset the order authorization days
Assign a study to users

Add studies to the merge queue

Create a teaching study

Reset a study

Delete a study

Download approved reports

Undelete or purge a deleted study
Copy the API URL

Reset a stack

Lock and unlock a study

Edit or view a patient, study, or order
Change the study status

DICOM-send studies, series, or images

Send an approved report via Opal

Send an approved reportin a fax or email
View and export audit log entries

About linking patients

Link patients

Attach (upload, scan) non-DICOM documents
Attach (upload, scan) DICOM documents
Open the call log
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Schedule an unscheduled order

If you previously entered an order (or a study with a status of “Ordered”) without scheduling it, you can schedule it from
the worklist. The steps below describe working in the ALL STUDIES tab, but you also start from the PRE ORDERS tab to
schedule a preorder.

Procedure

1.

2.

Worklist > right-click an order > Schedule Appointment.

¥ Ordered |
I B schedube Appointrent I
. Scheduled 01/
B Edit Order
=  Exam Scheduled 02/
O stat
: Scheduled 02/
# Priority
Scheduled 02/
&  Attach Files
B Lo Scheduled 01/
% Calllog Scheduled 01/

Note: If messages appear, refer to related topics in this manual.

Result: The modified Find Slots screen appears. For a full discussion of the Find Slots feature, see Use the Find

Slots feature.

Test, Heather - 12/31/1999 - TesH1079, F 23Y

Déstamce fepn Patieat Patient DIP Code  Patient ZIF Plus  Patieat Time Zore  Camier

10~ miles 2752G US¢Eastern Seloct camier | ¥
Appoisimaent Typs Facilgy Mudality Room
[haba Gtart Time EndTime A PR
[hays of the Wesic Additianal Time

0000060 ©

Hao Slots Faund

. UPDATE ORDER
Appointments
7

2023-03-22 T-55 AM - 2:10 AM US/Eastemn

Ha Angle

TETO0 AMGEPH ARVEM SHUNT RS2

1.0 @15

Panding XA

TEATT

A0 RHDR 1A CT MR US/OTH REQ POSTRCX

e @3
Alerts

Tast, Referring
Ho NP1 number Pravidar alart 01

Optional: To view information about the patient, select the patient's name in the title bar. In the pop-up window,

you can select the edit button to edit patient information.
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Ulmer, Shawn William - 07/20/1989 - NC2035, M, 35Y

Age : 35 Height :

Patient Address
5213 burrma rd west
suite 101
GARMER, NC 27529

akwulrrer@grmail com

Cell Phone

12:30 PM = 12:45 PM

(251)447-3670

Appointment Type

AM/PM  Days of the Week

o® 00000060

Aar (Xray Acam 2, Ga .

Garner (eay Beam 1. Gar .

3. Filter available timeslots by entering the following criteria.

Distance from Patient

Type the patient’s ZIP code (see next row), and then select a distance. Timeslots
are shown only at facilities within the distance from the patient that you select.

Patient ZIP Code
(Postal Code and ZIP Plus)

Type the patient’s ZIP code, postal code, and/or ZIP Plus to make the Distance from
Patient filter available.

Carrier

Select the patient's insurance carrier.

Appointment Type

Shows the first appointment type in the order (read-only).

Facility

Select one or more facilities where the exam could be performed.

Modality Room

Select one or more modality rooms where the exam could be performed.

Date Select to only show timeslots falling within a date range.
Start/End Time Select to only show timeslots starting within a time range.
AM/PM Select one or both to limit your search to daytime or nighttime.
Days of the Week Select one or more days that the patientis available.

Additional Time

Selectifthe exam requires more time than the standard duration, such as for

patients with disabilities.

4. Selecta timeslotin thelist, and then select UPDATE ORDER.

See also:
Atypical scheduling workflow

Schedule appointments back to back

Edit an existing order

You can edita previously entered order from the worklist.

Procedure

1. Worklist > right-click an order > Edit Order.
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T Ordered I
B2 schedule Appointrment
Scheduled 01/
Edit Order
B Exam Scheduled 02/
e -GZIr
O stat
: Scheduled 02/
#  Priority
Scheduled 02r
X Attach Files
B Log Scheduled 01/
‘. Calllog Scheduled 01/

2. Edit the order and then select SAVE.

Note: For details, see Edit order information.

Manually set or clear eligibility of orders

If you used Exa Clear to determine eligibility of an order, preorder, or study, that item’s eligibility status was set
automatically. However, if you did not use Exa Clear but determine whether an order, preorder, or study on the worklist
satisfies payment provider eligibility requirements, you can manually setits eligibility status as Active or Inactive. Also, if
a study was previously manually verified, you can clear its eligibility status.

Verifying or clearing does not affect the eligibility status in other parts of the program.

To view the eligibility status, display the Eligibility column (see Configure worklist columns).

Prerequisite: Obtain Eligibility rights.

Procedure
1. Optional. In User Settings, display the Eligibility column.
2. Worklist > right-click an order > Manually Set Eligibility > Active (or Inactive).
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Fhilins. Test i

B2 Schedule Appointment
B Edit Order

B Exam

0O stat

# Pricrity

X Attach Files

H Log

. CallLog

& Manually Set Eligibility

MG DIAGNOSTICMAMMOGRAPHYDIC200E4

™ Flag
! Critical Findings
S  Active

(51 Modify Authorization Days © Inactive

O Clear

¥ Reset Authorization Days

& Copy APl URL

Or, to clear the current eligibility status, select Clear.

3. Optional. In the Eligibility column, confirm that the green checkbox appears or disappears.

- ELIGIBRLITY

all w

See also:

What are authorization, verification, and estimation?

Configure worklist columns

Change the priority of an order or study

You can set the priority of an order.

Procedure

1. Worklist >right-click an order or study > Priority.

Scheduls Appointment

Edit Order

L =

Exam
¥ Actions

Stat

m]

Prioity I High

Attach Files Iebirdinam

Log Low

Tl

d " 01/28/2023 6:00 AM
N 02,16/ 2023 6:45 AM

Q207172023 12:00 AN

Call Log HIGI;’WEDESSZDD P

il

W

W
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2. Selecta priority.
See also:

About drawing attention to orders and studies

Assign critical findings to an order or study

You can assign critical findings to an order or study (for example, “Acute Positive”), and you can clear any existing critical
findings.

Prerequisite: Configure critical findings. See Reason codes.

Procedure

1. Worklist > right-click an order or study > Actions > Critical Findings.

&4 schedule Appointment

B Edit Study

us ELIGIBILITY STUDY DATE &
& Patient Information
Change Status Al v
B Exam !_dliid 09/07/2024 930 AM EDT

“ Flag T
O stat ! Critical Findings Clear

+  Priority & Manually Set Eligibility Acute Positive
& Copy APIURL Chronic Positive

& Attach Files eled Negative

& oicomupload i Mon-significant

- | WaTal

2. Inthe sub-menu, select a finding.
3. Toclear existing findings, select Clear.
See also:

About drawing attention to orders and studies

Flag an order or study

You can flag an order or study in the worklist as being of special consideration. After flagging orders or studies, you can
filter the worklist by those flags.

Prerequisite: Create a study flag
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Procedure

1. Worklist > right-click an order or study > Actions > Flag.

B sSchedule Appointment
) 01/28/2023 6:00 AM EST
B Edit Order
B Evam . 02/16/2023 6:45 AM EST
I % Actions I ] Flag a7
O stat ) v Critical Findings
Ii
¥  Priority & Manually Verify Eligibility
X attachFiles B modify Authorization Days
H Log = Reset Authorization Days i
t. CallLog & Copy APIURL T
L
2. Onthe sub-menu, select one or more flags.
Result: The selected flags appear in the STUDY FLAG column.
STATUS STUDY DATE & PATIEMNT STUDY FLAG FACILITY
ALL
06/16/2024 2:00 PM CDT Mabbzipatientl1, Mabbzipatien Auta Saint Clair Facilityl

o Los angeles Facilityl

D&/ 1272024 2700 P PDT Rapatientl13, Rspnuantfu
mum 272024 400 PM EOT Mabbfspatientl2, Mabbfapa

About drawing attention to orders and studies

Auto Westchester Facility

See also:

Change the stat level of an order or study
You can assign or change the stat level or urgency (Stat 1-5, or Off) of an order in the worklist.
Procedure

1. Worklist > right-click an order or study > Stat.
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e Ordered I
B2 sSchedule Appointment
Scheduled |01/28/2023 6:00 AN
Edit Order
B Exam Scheduled | 02/16/2023 6:45 AN
Actions -nwm /20231700
O stat O stat off
¥ Priority Stat 1
X attach Files B stat2
B Log B Stat3
. cCallLog B stata

2. Inthe sub-menu, select a stat level.

See also:

About drawing attention to orders and studies

Delete an order
You can delete orders from the worklist.

e Onthe worklist, select the PRE ORDERS tab.

Delete one order

e Onthe order shortcut menu, hover over Exam, and then select Delete Study.

Delete multiple orders

e Select the checkboxes of multiple orders, and then on the shortcut menu, select Delete Study.

Require document review

When creating a scan document (or "document"”) type, you can require that users review the document before moving
forward in the study workflow. For example, you can require technologists to review physician orders prior to performing
an exam to ensure order accuracy. To review a document, open it from the Edit Study screen or Technologist screen and
select the Reviewed checkbox. To require document review:

Procedure
1. InApp settings, add a Scan Document Type and select the Requires Review checkbox.
2. Add a study status, select the Document Review checkbox, and then select the document types to review.

See also:

Attach (upload, scan) non-DICOM documents
Configure study statuses
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Modify or reset the order authorization days

You can quickly change the number of days specified in an authorization rule associated with a study or preorder in

Ordered status. Specifically, you can:

e Reset the days to the number of days setin the rule
e Modify the days to an arbitrary number

Procedure

1. Worklist >right-click an order > Actions > Reset Authorization Days, or Modify Authorization Days.

&

v

R

Schedule Appointment
Edit Crder

Exam

Actions

Ak

com b+

Stat

Priority
Attach Files
Leg

Call Log

Ordered

Scheduled  01/28/2023 6:00 AM EST

Scheduled  02/16/2023 6:45 AM EST

™ Flag
! Critical Findings

Manually Verify Eligibility

CE | O

Modify Authorization Days

1

Reset Authorization Days

& Copy APIURL

Ell

2. Inthe Days Count dropdown list, select a new number of days.

Modify Authorization

Duays Cownt

Daye Lefi

b

3. Select SAVE.

Assign a study to users

You can assign one study to one or more users, radiologists, or peer reviewers. When the user signs in, they can create a
filter of the worklist that displays all studies assigned to them. This feature also works in conjunction with the “Show

assigned studies only” option under Setup > User Management > [user profile] > WORKLIST FILTER.

Procedure

1. Worklist >right-click an approved study > Exam > Assign Study.
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B  Edit Study 3/21/2023 9:00 AM P
& Patient Informaticon 03/21/2023 900 AM PO
B Change Status PR TR TRy o
B Exam & Assign Study
AP[
% Actions 8 Lock Study
B send Report = Merge/Split AEQ
0O stat = Merge Queue AEQ
s iority > Reset Stud
Prigurity eset study AED
O Delete Study
&, Attach Files AEQ
—

2. Inthe Study Assignment dialog, in the Assign to User dropdown list, select a user and then select the add
button.

Note: You can repeat this step to assign additional users.

Study Assignment X

Adaign 1o User Assign o Radiologisy Basige to Peer Ruviawar m

Sudy bale  Siudy description Facil ity

O3AWZ0Z3  ANGRPH ARYEN SHUNT REE] Hirmilla Test
Facility

Select a new provider to perform peer review above, or clear the current appointee to unassign.

3. Optional. In the Assign to Radiologist dropdown list, select a radiologist as the referring provider.
4. Optional. In the Assign to Peer Reviewer dropdown list, select a radiologist as the peer reviewer.
5. Select SAVE.

See also:

Assign a peer reviewer for a study
Create a user worklist filter

Add studies to the merge queue

If you plan on doing "merge work™ on a multiple studies you can add studies to a merge queue from the worklist first, and
then merge or split them by following the procedures in Merge or split studies.

Procedure
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1. Worklist >right-click a study > Exam.

2. Optional. To start merging or splitting with one study at a time, on a study shortcut menu, select Merge/Split.

k

O

e
-

L
&

T GERCHTL W R RIS LT

Change Status

Actions
Stat

Priarity

Attach Files

DICOM Upload

-cmm /2023 9:00 AM POT

&4 Assign Study 1AM POT

& Lock Study

IFMFDT

= MergesSplit

Reset Study

@ Delete Study

©  addto Merge Queus
M View Merge Queue

& Clear Merge Queue

3. On the Merge Queue sub-menu, select Add to Merge Queue.

4. Repeatthe previous step for all studies that you want to work with.

5. Right-click one of the studies that you added to the merge queue, hover over Exam, hover over Merge Queue, and

then select View Merge Queue.

Create a teaching study

You can create a teaching study by copying an existing DICOM study and anonymizing it.

Procedure

1. Worklist >right-click a DICOM study > Images > Create Teaching Study.

T e »

Edit Study

Patient Information
Change Status
Exam

Actions

Images I

0O &)W

L

DICOM Send
Stat

Pricrity

Dicated (0171912023830 A

Check-In 01/19/2023 8:15 AM
Scheduled | 01,/19/2023 8:00 AM

Scheduled | 01,/18/2023 8:30 PM
I

= Server Prefetch
Reset Stack 1

=
™ Create Teaching Study 4

-014-'13!2023 215 PM

2. Inthe Teaching Study dialog, in the AE Title dropdown list, select an AE title to which to send the teaching study
(where you want the teaching study to be available).
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Teaching Study

AF Tiile

Select =
D Femowe OpalRal Annotations (2111 Group)

Finld Current Valus Hew Value

Arcession Na. 2246451 0000900 aogETewlepFRCIVE

Patient D ANARGRG ZHTCTagymsWEIKST

Patient Hame Kt Dhadie*** Teaching OTCRAEE

Slud'y De=zcription XR CHEST 1 VIEW ¥R CHEST 1 VIEW

Patiend Gender F Dhar -

Fieferring Phys, Mame [ walis=]

Inabiludion Mamse [Mo Walu=]

3. Inthe New Value column, type or select anonymous values for the new study.

4. Optional: To exclude OpalRAD annotations, select Remove OpalRAD Annotations (2111 Group).

Note: To hide specialty annotations added in OpalRAD (such as for Chiropractic, Podiatric, and Veterinary
use), you must select this option or manually remove them from within the created teaching study. You
cannot hide them by toggling the overlay.

5. Select CREATE TEACHING STUDY.

Reset a study
If the status of a study is beyond “Scheduled” in the study flow, you can reset the status to “Scheduled.”
Procedure

1. Worklist >right-click a study > Reset Study.

& FalEn momanon  BRERNERgg U3 Z 17 ZUZE 900 AT F -u,s.'z 72023 900 ATd P
B Change Status e smn amme imm oy B
B  Exam &+ Assign Study

AP[
& Actions @ Lock Study
B SendReport = Merge/Split AED
O stat = Merge Queue AEL
i igri Z  Reset Stud
¥  Priority B iy I T

8 Delete Study

&  Attach Files — AED

2. Intheconfirmation dialog, select YES.
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Reset a transcription

If the status of a study is “Transcribed” you can reset the transcription, which means to delete the transcription and return
the study to the Unread status. If any reports are linked to the study, their statuses also revert to Unread.

Procedure

1. Worklist >right-click a study > Reset Transcription.

& FPatient Information

s 1_Lastpnggknbbhg, AutUs I
Change Status

ur: ﬂ- ABSIgn Stl-."j:r A

e £ actions & Lock Study i
O stat = Merge/split

[ A
% Priority = Merge Queus

[ A

= Reset Study

., X attach Files
it 2 Reset Transcription A
& DICOM Upload

W @ Delete Siud}' A

2. Intheconfirmation dialog, select YES.

Delete a study

When you delete a study it remains on the worklist but Exa PACS|RIS applies strikethrough text formatting to it and
disables access. You can undelete or purge a deleted study.

Procedure

1. Worklist >right-click a study > Exam > Delete Study.

& Patient Information -oaxzuzuza 5:00 AM P
B Change Status e ima smmnn ime sy B
I & Exam &+ Assign Study
APO
F  Actions & Lock Study
B sendRepont = Merge/Split AEQ
O Stat = Merge Queus AE
- o = [Reset Stud
= Priority udy AE
B Delete Study
X Attach Files A EQ

2. Intheconfirmation dialog, select YES.
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Delete Reason

Cancel/Delete Reason * lness R |

3. Inthe Delete Reason dialog, selecta reason

4. Select SAVE.

Download approved reports
If an approved reportis attached to a study, you can download the approved report directly from the worklist.
Procedure

1. Worklist >right-click an approved study > Send Report > Download.

1/19/2023 10:15 AM PST TBEI,RE‘FEﬂth
‘ & Patient Information Dictated 01/19/2023 B8:30 AM PST
B Change Status Check-n  01/19/2023 8:15 AM PST
&= Exam
- Scheduled | 01/19/2023 8:00 AM PST
¥ Actions
Scheduled” 01/18/2023 8:30 FM FST Test, Referring
Ll Images
4’ DICOM Send -Cl'l S1B/2023 4:30 PM PST
I B SendReport i Fax: Test Referring 15EM PST
O stat ™ Fax/Email
‘DD PM PST
= Priosity O Send Report via Opal
X Download [& PODF
+
<L Attach Files 01/18/20232 [ TXT
& DICOM Upload
ol820237 2B 2P

2. Select the format of the report.

Result: Exa PACS|RIS downloads the report to your Windows Downloads folder.
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Undelete or purge a deleted study

Undeleting a study removes the strikethrough text formatting and restores availability. Purging a study permanently
removes it from the worklist and the database.

Procedure

1. Worklist>right-click a deleted study.

= @ i HirpaleFeat el e L
Restore Study I
% O w @D GohikaTes) 03,
2 Purge (Permanently)
* D GobikaTesh avuy Y

e Toundelete, select Restore Study.
e To purge a deleted study, on the study shortcut menu, select Purge (Permanently), and then select OK.

2. Topurge all deleted studies at once, on the PACS Actions menu, select Purge All Deleted.

Copy the APl URL
If you need the APl URL, you can copy it from the worklist.
Procedure

1. Worklist>right-click a study > Actions > Copy API URL.

LIange ora s --—---'—-—- e
& Exam N1/0242024 1015 P
Actions ™ Flag
AN
O stat ! Critical Findings
£ Priority & Manually Verify Eligibility
@ Copy AP1URL IA
XL Attach Files
e

Result: A pop-up window appears with the APl URL.

2. Press Ctrl + C to copy, and then select OK.

Reset a stack

To reset a stack means to restore its images to their last-saved ordering. It can also be helpful to reset the stack if any
problems occur when displayingitin the viewer.

Procedure
1. On theworklist, select the ALL STUDIES tab.

2. Ontheshortcut menu of a study that contains images, hover over Images and then select Reset Stack.
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v e -

Edit Study

Patient Information
Change Status
Exam

Actions

Images I

O AW

1k

DICOM Send
Stat

Priority

|

Check-In 01/19/2023 8:15 AM

3 Reset Stack I

=

3. Intheconfirmation dialog, select YES.

Lock and unlock a study

-DUIEIZDZS 215 PM

01/19/2023 8:00 AM

01/18/2023 8:30 PM

1
Server Prefetch

Create Teaching Study 4

When you open a study in the viewer, Exa PACS|RIS automatically "locks" it by adding the lock & symbol to the worklist
study row. A study lock does not prevent subsequent users from opening the study, but alerts them thatitis open by the

original user, and prevents them from using transcription. Note thatif a user opens a study from the Attorney, Physician,
or Patient portal, the study does not become locked in Exa PACS]|RIS.

You can also manually lock a study, and unlock a study that an original user previously locked.

Procedure

1. Worklist > right-click a study > Exam > Lock Study.

RS

M - e = e

| -umwzﬂzs 215

2. Tounlock a locked study, on the study shortcut menu, hover over Exam > Unlock Study.

B Edit Study
01/19/2023 2:00
& Patient Information
B Change Status 01/19/2023 1:45
I B Exam &+ Assign Study 5
&  Actions & Lock Study I
3]
al Images = Merge/Split
15
«d DicoMm Send = Merge Queus
Bi Send Report <  Reset Study 11
O stat W Delete Study i
= Briprity _—
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Edit or view a patient, study, or order

To edit a patient, study, or order you can access the Edit Study screen from the worklist by selecting the Edit Study, Edit
Order, or Patient Information commands on the shortcut menu.

O stat

5 Exam

B schedule Appaintment

Ei EditStudy
& [Patient Infarmation

B <Change Status

¥ Actions

& Prinrty

Jil:

Schedule Appointment

Edit Qrder

Study shortcut menu

See also:

L

[+ &« O

¢ H

Exam
Actions
Stat

Pricrity
Attach Files
Log

Call Log

Edit study screen

Change the study status

You can assign or change the status (such as Approved or Transcribed) of a study in the worklist.

Order shortcut menu

Prerequisite: Configure study statuses. See Configure study flow.

Procedure

1. Worklist >right-click a study > Change Status, and then select a status.

|

Ei Edit Study

i

& Patient Information

B Change Status

& Exam
¥ Actions
& Images
«d DICOM Send
B Send Report
O

Stat

- Errimribar

-1]1!1‘.1!2023 215
-01}'1 912023 2:00

B unread i

B Approve/Coded 3

-U'I 19,2023 11:3

Check-in

01/719/2023 1121

0141952023 11:0

01/18/2023 11:3
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DICOM-send studies, series, or images

You can DICOM-send studies, series, or images to PACS or another destination. You can include any approved reports in
the study, but note that the report status (such as Approved or Transcribed) is not sent. To send an approved report with
its status, Send an approved report via Opal.

Prerequisite: Configure send destinations (see Configure application entities).

Send studies

1. Worklist >right-click a DICOM study > DICOM Send.

Edit Study
Patient Information

Change Status

e

Exam
Actions
Za] Images

«d DICOM Send

O Stat

=  Brinritg

2. Inthe Send Study dialog, to filter the list of available AEs, type at least one character in the filter box and then
select Enter.

Send Study >

ACCESSION NO.  STUDY DATE MODALD STUDY DESCRIFTION ACCOUNT NO. PATIENT DOE REFERRING FHYSICIAN

DREH1GIZES05  DRAOE 2023 T00 ACT P1SKULL TO THIGH W/CT 625839 Bill, Suy J 03031938 Zasselti, Dennis Aandalph

(=] Friarity o - O Include Appreved Report SEND TO SELECTED

opal_v32_v33 (opal_v32_v32)

3. Inthe Priority dropdown list, select a priority.
4. Selectdestinations in thelist, and then select SEND TO SELECTED.

Optional: To send any attached approved reports, select the Include Approved Report checkbox.
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5. Optional. To manage in-process send jobs, see Manage jobs in the transfer and SR queues.

Send series or images

1. InUser Settings, clear the Show Priors checkbox.

2. Ontheworklist, find images or series to send by expanding the study row nodes and image preview buttons.
12262 2000365107 50030512 2008101 0.1:23944 1012 CR Irnage Stor

= B % ® & & @\ 5 & (i} : mv’.l-"'ﬂ-'ZCIJE 1224 P EDT  Sarnpler, Jahn Sarmple Ferur (L) AP Study
=] cR 1
+ | 3 D1,/ 0777800 1200 AR EST
+ [ e 01,701/1900 12200 AM EET
* L 4 0217900 12200 AM EST

R 2 0,07 1800 12200 AR EST
Select the checkboxes of the images or series to send.

Right-click and select DICOM Send.
In the Send Study dialog, in the Priority dropdown list, select a priority.
Select the send destinations in the list, and then select SEND TO SELECTED.

Optional: To send any attached approved reports, select the Include Approved Report checkbox.

© N o g ~ ®

Optional. To manage in-process send jobs, see Manage jobs in the transfer and SR queues.

Send an approved report via Opal

You can send approved reports of DICOM studies to another Opal or Exa platform system. Use this method rather than
DICOM-sending if you want to include the report status (such as Approved or Transcribed).

@ Prerequisites:

e Configure the referring physician on the sending server (your Exa PACS|RIS server) and receiving server.
You may need to contact the receiving facility to confirm.
e Install OPAL tools.

Procedure

1. Worklist >right-click an approved study > Send Report > Send Report via Opal.
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B Edit Study
& Patient Infarmation Dictated  01/19/2023 8:3(
@ Change Status Checkdn  01/19/2023 &1
& Exam |
Scheduled | 01/19/2023 80
F  Actions
) Scheduled 01/18/2023 8:3
al Images
- DICOM Send -D'I,-"IEIZCIES 43
l B SendReport I Fax: Test, Referring q
O stat P  Fax/Email
o
& Priority O send Report via Opal
il
X Download
+ "
2. < Attach Files EE—— ' /18/2023 201

3. Inthe Send Report via Opal dialog, to filter the list of available AEs, type at least one character in the filter box

and then select Enter.

Send Report via Opal ot

ACCESSION HO.  STUDY DATE MODALN STUDY DESCRIFTION

120 01152033 200 FUS

Filter Description =] Pricrity 0 -

W ENAVERNT2 (EXANI2AVIZ)
ORAL_32_33 (OPAL_32_33)

opal_vi2_v33 (opal_w32_v3l)

DOP ECHO FTL SPECTAAL [TesT1004

ACCOUNT RO, PATIENT

Test, Ted

0B

01401 2000

REFERRING FHYSICIAN

Test, Referring

SEND TO SELECTED

4. Inthe Priority dropdown list, select a priority.
5. Selectsend destinations in thelist.

6. Select SEND TO SELECTED, or SEND TO ALL.
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Send an approved report in a fax or emalil
You can send approved reports of DICOM studies in a fax or email.

Procedure

1. Worklist >right-click an approved study > Send Report.

Edit Study

=]
& Patient Infarmation Dictated  01/19/2023 8:3(
B  Change Status Checkdn  01/19/2023 81
& Exam |
Scheduled | 01/19/2023 80
k¥ Actions
. Scheduled 01/18/2023 8:3
ial Images
«d DICOM Send 01/18/2023 4:%
I B Send Report I8 Fax Test Referring 1 |,
O stat ™ Fax/Email 2
D
= Priority O send Report via Opal

& Download
X Attach Files

IS 0 /18/2023 20
To fax to the default recipient (1), selectit.

Result: The report is sent to the fax queue.
2. Tosend to selected recipients (2), select Fax/Email.

3. Inthe Send Report dialog, select recipients and password options and then select the SEND FAX and/or SEND
EMAIL button.

Send Report X

Send Fax Repart Queuse

Send To * Provider Group w Prowider Group FGE18202 ((123)456-TE91) K|

SEND FAX

Send Email

Send To * Ordering Physician Ordering Physician

® Use Company Password

0 custom Password
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4. Optional. Repeat the previous step to send to additional recipients.

View and export audit log entries
You can view audit log entries, and export them to an XLS file.
Procedure

1. Worklist >right-click an order or study > Log.

[ @ soren =l

B schedule Appointment
. Scheduled 01/
1 Edit Order
B Exam Scheduled 02/
O sta

Scheduled 02/
=+ Priority

Scheduled 02s
X attach Files
B Log Scheduled 01/
. Calllog Scheduled 01/

2. Inthe Activity Log screen, select a date range for the log entries to view, and then select RELOAD.

L7 Test, Laura (Acc#:TesL43), 01/01/2000 , F, 237

From DRAAGDEI NIDOOAAMES  [F] Yo DEFRGDGT NISec3SPM S B har B Porvice: HLY oF

ENPOET TO EXCEL E
LOGAED DATE & SOFLIN SR L4 [ESORFTION
3 B BN 150EPM EET  OvderForma ‘izt P ekt b (ke B (T crmated
% B EU0E3 1Z00PMEST Fusent Merts ‘igtak Py It pasend wrt:
3 B cusrd IIOPM EET  Fund skins e P Vb paTd T
(3 B ESGT 1155 AMEST  Fusy Soter ‘izt P Crawad raucy nots.

% H EUTUGI TSI AMEST Arbring Provien ek Py ekl Mrw Pebenring Provids [Taal, Badering) stded

3. Ifanyentries match the date range, they appear in thelist.
4. Optional. To exportan entry from the list, select it and then select EXPORT TO EXCEL.
5. Toviewinformation in a log, double-click the log entry in the list.

See also:

View activity logs
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About linking patients
Two ways to handle duplicate patient records are linking and merging.

To link patients means to merge patients to the master patient record by using alternate account numbers. You can link
patients from the worklist "on the fly" by following the procedure in Link patients, or from the patient chart by following
the procedures in Add alternate account numbers to a patient chart.

To merge patient charts generally means to move studies, series, and images between patients.

Note: Linking patients is different from Linked Reporting.

See also:

Use alternate account numbers
Merge or split studies

Link patients

If a patient has multiple records, each with different account numbers (or MRNs or PIDs), you can link them from the
worklist (see About linking patients).

Eﬁ Caution: Linking an external patient record to an internal one deletes the external record.

Prerequisite: Configure alternate account number functionality.

Procedure

1. Worklist>right-click an order or study > Link Patient.
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Edit Study

Patient Information

e I

Change Status

Exam

]

actions

¥

Images
DICOM Send

Send Report

O m &

Stat

Prigrity

Ak

I+

Attach Files

& DICOM Upload

o Log

*. CallLog

&+ Link Patient

2. Inthelink Patient dialog, in the Alt Account No search box, enter the exact account number to link to the current
account number, and then select Enter.

Link Patient

Main Account Mo TesS57034

Alt Account Mo 753 n

|ssuer Select w

Main Account Mo Alt Account No Issuer Merge Status

3. Inthelssuer dropdown list, select the issuer of the PID, and then select ADD.

Note: If the account number was found (it already exists in Exa PACS|RIS), a message appears. Type a
different number or select a differentissuer.

4. Select SAVE.
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Attach (upload, scan) non-DICOM documents
In various parts of the program you can attach, upload, and scan non-DICOM documents. All of these resultin adding files

to the DOCUMENTS section of the patient chart and the Edit Study screen, but differ slightly in procedure and scope.

Scan — Scan paper documents and add to a patients or studies.
Upload — Select existing document and add to patients or studies.

Attach — Open a screen from which you can upload or scan documents.

Prerequisite: Install Exa Scans

Procedure
1. Choose one of the following:

From the worklist
e  Worklist > right-click an order or study > Attach Files.
e  Worklist > Edit Study screen > DOCUMENTS.

From the schedule book
e  SCHEDULE >right-click an appointment block > Attach Files.

™ ST Ordened |
B schedule Appointment
Scheduled 01/
Bi Edit Order
B  Evam Scheduled 027
' e -Gllr
O stat
) Scheduled 02/
%  Priority
Scheduled 02r
I X Attach Files
B Lo Scheduled 01/
Y Callleg Scheduled 01/

Examle: Using the worklist study row shortcut menu

Result: The Patient Documents screen appears:

[\ Test, Todd (Acce:123), 1999-12-27 , M, 23Y

S
patientDocuments e i
B Show A Desumeris BET ARDERUAT
PO LIVERT TYPE DOCLACMT HOTLS CREATLD DY DELATED DATE £ WPOAT/UPLOAD DATE DeORCUTMT LEVEL
> _ LU LLEARE L) R TR, Pl 0RO 1100 PRVEDT Popr ol e iivdy 2l Tinf iy
Fo i | i Tt uphusd 16 putines ek, Pacy ST 1300 PMEDT WY TR0 P DT PoreeTt
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2. Inthe upper-right, select one of the following options.

QUICK SCAM TO PATIEMT

[ -] veond
FULL SCAM

FULL SCAM TO PATIENT UPLOAD TO PATIENT
QUICK SCAN Scan document with basic options Study
QUICK SCAN TO PATIENT Scan document with basic options Patient
FULL SCAN Scan document with full options Study
FULL SCAN TO PATIENT Scan document with full options Patient
UPLOAD Upload document Study
UPLOAD TO PATIENT Upload document Patient

3. Based on your choice above:

e For Quick (basic) scanning, select a document type, type notes, and then select Scan Now.

<! Cuick Scan - bt
Quick Sean

Patlent Test, Todd

Doc. Typc Ciher o
Noles Ty roles b,
) Mawe Feeder [ FAat Bod - Scan How EXIT

e  For Full scanning, use the Document Scan screen to edit the image as needed, and then select Scan Now.
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<. Docurnent Scan - *

Patient Edit Image

Patierd Mame: Test. Todd IP Address- 192168 242 13 b -l_: W, Pesm

System Hame: DEV-LT-08 Doevment Lavel: Palisnl Livel Brightness  Cotmst Zoom s oo e
%

Total P ]
Scanner Settings Scanner Docament Information
Resoldion ScanTyps !
Salect S I w
100 Gy Scobe [ Detat] @ Doc.Tre |
ScanfSize —_— (%) Ao Feeder ) Flat Bed Maotes
A4 T T1RT inche) - Custom 'ﬂ'

Scamned By: Videk, Pacs

e For Uploading, select options, use SELECT FILES to browse for and select files to upload, and then select SAVE.

Patient Documents

Document Type * Other -

Created Date/Time * | 2023-06-22 B | 106PMEDT [
Requested By Patignt  w

Motes Test docurmnent.

Maximum file gize: 20 MB

See also:

Attach (upload, scan) DICOM documents
Require document review
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Attach (upload, scan) DICOM documents

You can upload or scan files to DICOM format and add them to an order or study. Documents added in this way are
available as secondary capture images in the Exa PACS|RIS viewer.

Prerequisite (scanning only): Install Exa Scans

Procedure
1. Choose one of the following:

e  Worklist > right-click a DICOM study > DICOM Upload > Upload File.
e  Worklist >right-click a DICOM study > DICOM Upload > Scan to Study.
e  Worklist >right-click a DICOM study > DICOM Upload > Scan to Order.

s 021022023 &

e =

Ei Edit Study

01192023 2;
& Patient Information
B Change Status 01/19/2023 21
B  Exam 01/19/2023 1:
¥  Actions

01/19/2023 1:
[ Images

01/19/2023 11
«d DICOM Send
0O stat Checkn | 01/19/2023 1
¥ Friority %dmcﬂld 01/19/2023 17

X Aftach Files Scheduled  01/18/2023 11

& DICOM Upload Upload file T

Scan to Study

= Lo
E Scan to Order

-01,-'1&’2023 5

Upload file Upload document (PDF, image), convert to DICOM Patient

. callLeog

& Link Patient

Scan to Study Select ifthe study already has images. Study

Scan document, convert to DICOM.

Scan to Order Selectifthe study does not already have images. Order

Scan document, convert to DICOM.
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2. Based on your choice above:

e For Uploading, select a series description, use SELECT FILES to browse for and select files to upload, and then
select UPLOAD.

DICOM Upload for Comelius, Barbara (MHSPTZ109141129)

Saries Duseription & Cpen E
i h = -t “ Desbop + Images v & Search images
Mamimom Se size: 30 M8 Dgaanize = Pew ol der =+~ M 9
SELECT FILES B Thi Bt -
FELT
B Desktop —
] Documenta
& Gamrivats Ercam preg
b Bunic
& Piures
B videar
= 050 -
Filn parme: | ||l Filee {1 -

e Use the Document Scan screen to edit the image as needed, select your scanner, and then select Scan Now.
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<. Docurment Scen

Patierd Mame: Tasl Todd IF Address- 192168 242 13

System Hame: DEV-LT-02

Total s O
Scanner Setlings

Edit Image

Dacimment Livel | Palient Lsvel Brightness Contrast

Resoldion ScanTyps

100 Gray Sicabs |-D-:|

ScanfSize —_—
A4 T T1RT inche) - Custom 'ﬂ'

(%) Ao Feeder ) Flat Bed
Scamned By: Videk, Pacs

%

Zoom

|
=

'

=~ ]

-

+

See also:

Attach (upload, scan) non-DICOM documents
Require document review

Open the call log

You can use the call log to save a record of communication to and from a patient regarding an appointment or order.

Procedure

1. Worklist >right-click a study or order > Call Log.
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L ¢

0 -=

Schedule Appointment
Edit Order

Exam

Actions

Stat

Priority

agtach Files

Log

cimo b+

Call Log

2. The Notes tab of the patient chart opens. See Update the patient call log.
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Edit Study screen

In the Edit Study screen (or study chart) you can view and edit most information about an order or study. For a list of
topics in this chapter, see Topics on the Edit Study screen.

Open the Edit Study screen
To open the Edit Study screen, follow the procedure below.

A Caution:

e  When working in the Edit Study screen, ensure that you enter all information correctly and with correct
spelling. Incorrect information can resultin failure to find patient records in future operations.

e Forrecommended security, please turn off Chrome autofill. A password and/or patientinformation is
configured or used on this page.

Procedure

e Onthe Worklist ALL STUDIES tab, double-click study row or select Edit Study .

+ = [ S E =A% O * » -DSID‘I;’ZDEBE::IEPMPST

..OR

e Onthe Worklist PRE ORDERS tab, double-click an order row or select Edit Order .

* 03/16/2023 1:28 PMEDT 0O -srinika Facility 1 Sri, Sri

Result: The Edit Study screen opens to the EXAM INFORMATION screen, with the most recent study sub-tab
selected.
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Ll patient, New (Acc#PatN1120), 01/01/1977 , M, 46Y

Order Ho

Acnession Ne T

Sty LI

Dane 0308/2023 545 PM EST
Sbudy St

Euzedy Part Salect w

i vt et Somlmet w

Appeintirat Type

Code

-Uinae

ALIC Aude

REFERRALS

Bedabts Boom

Reason

Sty Notes

Deagnaia Coded

Rafarring Physician
Ordering Physician
Reading Physician

Afinmey

STUDY ;)

Topics on the Edit Study screen

This chapter (Edit Study screen) contains the following topics (not all topics may be available depending on version and

region).

View patient alerts

View a summary of an order

Edit order information

Edit study information

About changing appointment types
Change an authorized appointment

Edit basic patient demographics

Add or edit a patient’s portal account
View and print a patient statement from the claim inquiry
Scan a patient’s driver’s license
Generate a patient check-in code

Export a patient CCD

Enter a new charge

Enter payments and print receipts

View payment history and print receipts
Add or edit an insurance profile

Add or edit a patient guarantor

View or add patient documents from Edit Study
View approved reports

Open the transcription screen

Manage other physicians

Enter notes and reasons for study
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Update the patient call log

Enter employment and transfer-related information
Assign or remove patient alerts

View problems

View prior studies and add a new study
Add a custom form to a study

Add a study form to a study

Draw on a study form image

Specify a follow-up exam

Refer a patient

View activity logs

View patient alerts

You can quickly check whether the patient of a study has any alerts that might affect billing, scheduling, exam
preparation, or other factors.

Procedure

1. Go to Worklist >Edit Study screen, and then select the alert E button.

D.; Test, Brad (Acc#:TesB1113), 01/01/20

SUMMARY

EXAM INFORMATION
The number ofalertsappearsinred

NBNED

Result: The Patient Alerts dialog box appears.

Patient Alerts

Alerts

«Balance Due
+ 2T Gontrast Allergy
+ Fall Alert

Mates
=1

2. Optional: Enter notes and click SAVE.

View a summary of an order
You can view a summary of an order and its studies.
Procedure

1. Go to Worklist >Edit Study screen, and then select SUMMARY.
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L\* Test, Brad (Acc#:TesB1113), 01/01/2000 , M, 23¥

SUMMARY

EXAM 4 Order Information

Espicbid Arvival  D3700/2022 2:45 PM PST Drdar Stubus: Chack-
Tima ICD Cadés:
Ordared Data: OCEI02 9:36 AM PET

Inmarance Prafile:

sy

Studies - View Exam Preg. Instruetions

1.

Accassicn Nao.! 700 CPT Codes a3
Fudy Description Al RHDR 1R CT MR US/OTH REG By Part:
FOSTRCE

Result: The order summary appears in the right pane.

Edit order information
An order defines information for one or more studies. You can edit properties of an order.
Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION, and then select the ORDER sub-tab.

ve, ve (Acc#:vevc1260), 09/09/1999  F 24Y

SLIMMARY - STUDY ; DOP ECHO FTL PLED SPECTRAL DISPLAY REF
ENAM INFORMATION =0
Facility Echedule Motes
Modality hiedule Motes Here
Aequesting Date snooeYyY |
Resource SCRN ar
Justification of
Ordering Facility My Ordering Facifty {My Ordering .. = | = Mabile Serdce
Discharge
Patlant Location Talacy w
Inabnsctions
Fatient Rocm Mo
Patient Condilion Selecs w Physician Ordar e
Lratus
Source Selecy W
Placa of Service Konica Te=t W
Supardzing oloct |7
FOLLOW LIP Phigsician
I—— 00 |

Result: The Edit Order screen appears.

2. Near the top of the screen, select the ORDER sub-tab and make changes to the following settings.
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Facility The facilities performing the studies (to change, reschedule).

Modality The modalities used for the studies (to change, reschedule).

Requesting Date The date requested for the order. Users with rights can edit this date.

Resource The resources used for the studies (to change, reschedule).

Ordering Facility Available with Mobile RAD only. Select the ordering facility or location of the studies. If
the patient resides at the ordering facility location, select Set asHome Address.

Patient Location Select the current location of the patient.

Patient Room No. Type the room number of the patient location.

Patient Condition Select a patient condition to consider for studies (such as "wheelchair").

Source Select the source of the patient (such as referral or previous medical facility).

Place of Service Select the place of service for billing purposes (Box24B).

Supervising Physician Select the supervising physician (Medicare requires a supervising physician to be
presentin the department or location during the exam).

Functional Status Select the patient's functional status.

Cognitive Status Select the patient's cognitive status.

Transition of Care in [Unused]

Patient Visit No. The enterprise-specific serial number for the study.

SDE Study Select the checkbox if the order contains an echo ultrasound-related study.

Schedule Notes Type or select schedule notes (such as messages from the front desk).

Justification of Mobile Service Type the justification of mobile service for reference by the physician.

Discharge Instructions Type any discharge instructions.

Physician Order Status Status from Physician Portal.

Ifthe order was signed, the physician's signature appears in the box below the
Physician Order Status dropdown list.

PRINT ORDER To print a summary of the order information, select one or more of the following
options, and then select PRINT ORDER.

Include Disclaimer/ Signature Area | Includes a preconfigured disclaimer on the printed order to be signed by the patient.

Include Notes Includes schedule and study notes on the printed order.

Include Barcode Page Prints a barcode on the order.

3. IfDICOM settings are not available to edit, at the bottom of the screen, select DICOM STUDY, and then make
changes to DICOM settings as needed.

4. Toeditor add CPT codes, at the bottom of the screen, select the edit & or add button, enter changes, and
then select SAVE.

5. Select SAVE.
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Edit study information

You can edit properties of an ordered study, including DICOM settings and CPT codes.

Procedure

1.

2.

Go to Worklist > Edit Study screen > EXAM INFORMATION, and then select a study sub-tab.

Ll patient, New (Acc#:PatN1120), 01/01/1977 , M, 46Y

SUMMBRY N STUDY 3
EXAM INFORMATION | SRR iz | 774 |
S— o L )
WTIENT PRYMENT HISTORY Order Ho Reazon
Acrezzion Mo T4
Sty LD Sty Notan
Dane 0308/20ES 545 PM EST
Sbudy S1alui
Bicey Pt Sedect - Deagnasia Codes
Orieation Salect

Ciode
Girdering Physiclan
G-Ciode 4
R Physic
FOLLE AU Aude aading Physizian

REFERRALS

Appaintrat Type

Rafaring Fhysician

Aslnmey
Bedabts Boom ey

An order containing studieswith accession numbers773 and 774

Make changes to the following settings.

Order No.

The order number to which the study belongs (to change, reschedule).

Accession No.

The accession number of the study (users with rights can edit here).

Study UID The study UID as determined by the selected appointment type.
Date The date of the study (to change, reschedule).

Study Status The current status of the study in the Exa PACS|RIS study flow.
Body Part Select the relevant body part for the study (for example, hand).
Orientation Select which side of the body (for example, right).

Appointment Type

Select the study's appointment type (the type of exam for scheduling purposes).

Code The internal procedure code of the study (associated with the appointment type).
G-Code Currently not available.
AUC Audit Currently not available.

Modality Room

The modality room where the study is performed (to change, reschedule).

Functional Centre

Select the functional centre (the specific area within the facility where the service was provided).

Originating Facility

Select the Alberta-recognized originating facility.
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Originating Location

Select the originating location.

Hospital Admission Date

Select date the patient was admitted for the hospital stay during which the study was performed.

Teeth

[unused]

Nature of Injury

Available for employment related injuries. Select the WCB nature of injury.

Area of Injury

Available foremployment related injuries. Select the WCB area ofinjury.

Reason

Type the patient-specific reason for performing the study.

Study Notes

Type or select study notes (such as basic study history or notes from technologist to radiologist).

eXQ-PLATFORM

Diagnosis Codes Select diagnosis (e.g. ICD10) codes for the study.

Referring Physician Select the physician who referred the patient for the study.

Ifavailable, you can select the provider & button to view provider details.

Ordering Physician Select the physician who ordered the study.

Ifleft blank, Exa PACS|RIS automatically enters the referring physician.

Ifavailable, you can select the provider & button to view provider details.

Reading Physician Select the radiologist or other physician who will read the study.

Ifavailable, you can select the provider & button to view provider details.

Attorney Select the attorney for the patient. This attorney is given access to the study through Attorney

Portal.

Ifavailable, you can select the provider & button to view provider details.

Technologist Select one primary technologist for the study.

Additional Technologists | Available when a primary technologist is selected.

Select up to 10 additional technologists who contribute to the study. Additional technologists are
included in the Technologist Productivity operational report.

Department Type the department of the facility performing the study.
Institution Type the institution of the facility performing the study.
Station Type an identifier for the station of the location performing the study.

3. If DICOM settings are not available to edit, at the bottom of the screen, select DICOM STUDY, and then make
changes to DICOM settings as needed.

4. Toeditoradd CPT codes, at the bottom of the screen, select the edit & or add button, enter changes, and
then select SAVE.

5. Select SAVE.

About changing appointment types

Appointment types contain one or more health service codes or CPTs. If you change a study's appointment type from one
that has only one service code/CPT to another than also has only one service code/CPT, Exa PACS|RIS automatically
copies any authorization information from the original service code/CPT to the new one. However, if the old and/or new
appointment types have multiple service codes/CPTs, Exa PACS|RIS enables you to the copy insurance authorization
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information from selected service codes/CPTs in the original appointment type to any matching service codes/CPTs in the
new one.

See also:
Change an authorized appointment

Change an authorized appointment

The following feature is not available on all installations. If you attempt to change an appointment type in a study that is
already authorized, Exa PACS|RIS presents you with a dialog for copying the authorization information to the new
appointment type.

Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION > study sub-tab.

£\ patient, New [Acc#:PalN1120), 01/01/1977 , M, 46Y
SUMMERY

EXAM INFORMATION ORDER T3 TT8 |

Order Mo PiC-1 Rea
Acnession Mo T4

Shady LI 11.11 -
Dare: 0308/ P0FS 545 FM EST

Sbudy Slalu

Eody Part Select v frag
i e T by Sonlpmt w

Appaintrant Type

Code foafi

2. Inthe Appointment Type dropdown list, select a different appointment type.
3. Inthe Change Appointment Type dialog, to copy authorization information, select YES.

4. Inthe Authorization screen, select the COPY button of any CPTs whose authorization information you want to
copy.
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Authorization

Existing Authorization information exists for this exam. Select the updated
appointment type procedure codes that you wish to copy the authorization
information over to.

EXISTING APPOINTMENT TYPE CPT CODES HNEW APPOINTMENT TYPE CPT CODES
CODE DESCRIPTION AUTHORZATION CODE DESCRIPTION ALUTHORIZATH
Taez TIFELVIS C-MATRL firstauth 73658 AHGRPH BRACH RTRER REEI
a9 CT AMGIOSRAPHY PELVES WYCONTRAST, firstAuth

5. Select SAVE.

See also:
About changing appointment types

Edit basic patient demographics
The Edit Study screen gives you convenient access to most patient demographics in the patient chart.
Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION.

[\ Patient, New (Ace£:PatN1120), 07/01/1977 , M, 46Y

STUDY : 30 RKDR &R

e =
[ . .
patint ntormtion .- T T T
PATIEHT IMFORMATION
DR Patiers 10 Emp. Fatuy Salect
Asmual Bed8LY | PaNII20 o) Emplovar Hawa
MAKRAGE ALTERKATE ACCOLINT MUK / IDENTIFIERS Emp. Addris
Mo * Mawm &) ity FatarZIF
Fatont *
A PhiossFas
Do LR R T g * 1] -
Marital Slanis Galact w  Huight{fuin O Reasan f
Hutis
Sk ing St Sekact w O Weight [lea)
Racial Ethiz O Amenean = Patiant Flag seleon w
Indian er Aluska
Mt Langunge Sehcr v
| Y

2. Make changes, and then select SAVE.
See also:

Create and modify a patient chart
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Add or edit a patient’s portal account
You can edita patient’s portal credentials and other account information.
Procedure

1. Go to Worklist >Edit Study screen > PATIENT INFORMATION > PORTAL ACCOUNT.

Create Portal Account

Patient Account Representative Account <+

Mama Test, Todd Scheebly, Kay -

Email todd. test@konica.com Ermail toddi@tepk.com
Status ACTIVE

Maw Email

Confirmn Mew Email First Name Kay

Last Mama Scheebly

Relationship Spouse b
o

Mew Ernail

Confirm Mew Ernail

Create a patient account

1. IntheCreate Portal Account dialog, under Patient Account, type the patient's email address in the New Email and
Confirm New Email boxes, and then select SAVE.

Result: An email is sent to the patient to verify and complete their patient portal account.

2. Inthe upper-right corner of the dialog, select SAVE.

Create a representative account

You can create a representative account that allows another party to sign in to the patient's portal and kiosk
accounts. For example, a parent can be a representative of their child.

1. Under Representative Account, type representative's first and last names.
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2. Under Relationship, select the relationship of the representative to the patient.
3. Type the representative's email address in the New Email and Confirm New Email boxes, and the select SAVE.
4. Inthedropdown list at the top of the dialog, select the name of the representative.
Result: The representative is assigned, and new fields appear for you to add additional representatives if needed.

5. Anemail is sent to the representative to verify and complete their account.

Remove a representative's access to a patient account

1. Under Representative Account, in the dropdown list, select the representative whose access you want to remove.
2. Atthe bottom, select REMOVE ACCESS.

Result: The representative account still exists, but can no longer be used to access the current patient's accounts.

Reset passwords

After a patient or representative accountis verified, you can reset the password.

Caution: A password is configured or used on this page. For recommended security, turn off Chrome
autofill.

1. Under Patient Account or Representative Account, click RESET PASSWORD.

Result: An email is sent to the account holder, with a link to reset their password.

View and print a patient statement from the claim inquiry
While in the Edit Study screen, you can view and print a patient statement from the claim inquiry.
Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > INQUIRY.

530103 Mo o oo 000 o

L)

2. InthePatient Claim Inquiry dialog, select PRINT.

Aprintable claim summary appears in a separate browser window.
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Scan a patient’s driver’s license

You can search for a patient by the name and DOB on their driver’s license. If Exa PACS|RIS finds a matching patientin the
system, it opens a dialog in which you can reconcile that record against the information on the license. If it does not find
a matching patient, it uses the information on the license as a basis for you to create a new patient.

Procedure

1. Go to Worklist >Edit Study screen > PATIENT INFORMATION > SCAN LICENSE.

Ready for Driver's License Scan

2. When the Scan License dialog appears, scan the driver’s license.

Result: Relevant information appears in fields.

Generate a patient check-in code
You can generate a code that the patient can use to check-in for an exam when using Patient Kiosk.

Procedure

1. Go to Worklist >Edit Study screen > PATIENT INFORMATION > CHECK-IN CODE.

Check-in Code

Test, Richard

B1QPQK

COEY TO CLIPOOARD

2. Optional. Select COPY TO CLIPBOARD, and then paste the code in an email to send to the patient.

See also:

Use Patient Kiosk as a patient

Export a patient CCD

A patient CCD (continuity of care document) contains medical information that you can send to other providers without
loss of meaning. You can export the information, download it to your Windows Downloads folder, and send it to an email
recipient.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > EXPORT CCD.
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Export CCD

PROCESS PATIENT INFO
) Readable XML} Encrypted XML

® cooQ cocrO cooa) Clinical Summarny

O sHa
O sHazss
[ sHAze4
O sHas12
O wmos

[ File Downloaded for Physician Referral

2. Select type and encryption functions.
3. Select PROCESS PATIENT INFO, and then select DOWNLOAD.

4. To send the zipped file, select SEND and follow the on-screen instructions.

Enter a new charge

You can modify charges for health services from the Edit Study screen.

Procedure

1. Go to Worklist >Edit Study screen > CHARGES/PAYMENTS.

"\ Tast, valerie (Acc#:TesV1001), 07/01/2000 , F, 24Y
1 ¥ ¥ ¥

WG Accrssion No.

[rate Service Code

199 O7/DE 2024 015 PR ! " AMNGHPH ADRML E

Arreount Pymi. Mede Chegue! Card No. Pymt. Reason

Total Paymend:  0U00

PATIENT ALERTS

2. Select NEW CHARGE, and then select a service code and service description.
3. Optional: Inthe NDC column, select the plus button to add an NDC to the charge.
4. Optional. Select Verify.
5. Select SAVE.
See also:

Enter a claim for a study
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Enter payments and print receipts
You can enter payments, print receipts, and create an invoice for the balance due from the Edit Study screen.
Procedure

1. Go to Worklist >Edit Study screen > CHARGE/PAYMENTS.

4+ = 1254 D3N42023 805 PM

+ | X 1254 0342023 215 PM | Seloct CpaCadae | T

4w 12023 1] Selmct - Selest v viztek

Totsl Payment: Q.00

Diate Amourd  Pymt, Maode Check/Card Ne. Pymil. Reason  Received By Pymt. D Hotes

2. Select NEW PAYMENT, enter payment information, and then select SAVE.
3. Optional. To print a receipt, select PRINT RECEIPT.
4. Select SAVE.

See also:

Record a payment

View payment history and print receipts
You can view a history of payments made on behalf of the current patient, and print receipts. .
Procedure

1. Goto Worklist > Edit Study screen > PATIENT PAYMENT HISTORY.

FTLIY : RADOLOGIC EXAMINATION O55EMIS SURVEY ..

PAYMIENT RECEIPT REFRESH

FAYRENT IO 7 ADCOUNTING CATE PAYER TYFE FAYER RAME FRYRENT AN FRYWERT APPLED

B 124 =Y (AT TS Pt Srpes Patend 1, S, Patkastr E1E0.00 1146
108 b e Patienti Stpe_Paterd 1, Sipo_Patissif] ANz000 1000
aa =T T h T Patienl Stpz_Fatertll, Siec_Paliecifl 513000 17188

=  STUDIES: 5

BALAMNDE

2. Selecta payment for which to print a receipt, and then select PAYMENT RECEIPT.
Result: The receipt opens in a browser tab.

3. Use the functions of the browser to download or print the receipt.
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Add or edit an insurance profile

An insurance profile contains all relevant information about an insurance policy applied to an order. By creating primary,
secondary, and/or tertiary insurance profiles for your patients who have insurance policies, you can take advantage of
billing and other features throughout the patient encounter workflow.

You can create an insurance profile from the patient chart or the Edit Study screen, but in the Edit Study screen you can
modify authorization information specific to the associated order or study.

Editing an insurance profile with authorizations

When you edit an insurance profile (change the carrier or policy number) of an order that is partially or fully
authorized, and the new profile contains one or more of the authorized studies, Exa PACS|RIS prompts you with the
choice to copy the authorization information to the edited insurance profile. This saves you from having to
reauthorize studies unnecessarily.

Procedure

1. Go to Worklist >Edit Study screen > INSURANCE PROFILE.

" Test, Brad (Acce-Tes&1113), 01/01/2000 , M, 23¥

STUDY : 30 RMOR IRR CT S LIEATR B0 e

* il Primary AESCUSTE TATAL CAFE

2. Select ADD to add a profile.

Lewvel * Irimary v O Inactive Address PO BOX 25519
Insurance Carrier * | AETHA HEALTH PLAN w > RICHMOND, VA 23260
Insurance Froider Phane Mo (BOD)222-5553

Type Webgite

Palicy Number * TessAsina? Group Mame

Group Mo. Walid From Date MMDDOYY | B
Pra-Cert. Phone Walid To Date MRDDMYYY | B
Pra-Cert. Fax Medicare Ins. Type | Select -

O Accept Assignment

3. Enter the following insurance details.

500-000947A 297



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

Set As Default?

Select to set the current policy as the default policy. Useful when the patient has
multiple policies at the same level.

Level

Select whether the insurance is the patient's primary, secondary, or tertiary policy.

Inactive

Select to inactivate the policy while retainingits information.

The Valid To Date is automatically set to the current date.

Existing Insurance?!

To edit a previously entered policy, select it in the dropdown list.

Insurance Carrier

Select the insurance carrier.

Insurance Provider Type

Entered automatically.

Policy Number

Type the patient's insurance policy number.

Group No.

Type the insurance group number of the policy.

Pre-Cert. Phone / Fax

Type contact information getting pre-certification.

Accept Assignment

Selectifthe insurance policy can accept assignments.

Address /Phone No.

The contact information of the insurance carrier.

Website

The website of the insurance carrier.

Group Name

Type the name of the insurance group.

Valid From/To Date

Select the period during which the current policy is effective.

Available:

1. When adding from Edit Study; 2 =When editing from Edit Study

Enter contact information for the patient, and determine eligibility and/or obtain an insurance estimate (your

options may vary).

Eligibility & Estimation

Varify

SN bl

Country (s

(5]

Address Line 2

City/Province,/Postal

Code

Contact Information

Relationship * Self

Subscriber Name * | Alfred

Test

Dog 2000-071-M

Employee Status Select w
Waork Phone

Hame Phone

Salect w
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Verify Select to verify insurance.

Relationship

Select an emergency contact person for the patient.

Subscriber Name Type the name of the insurance policy subscriber.

Sex Select the sex of the subscriber.
Country Select the country of the subscriber.
Address Type the address of the subscriber.

DOB Select the date of birth of the subscriber.

Employee Status Select the employment status ofthe subscriber.

Work /Home Phone

Type the phone numbers of the subscriber.

5. Select SAVE.
See also:

About active and inactive insurance

Add or edit a patient guarantor

You can add a patient guarantor from the Edit Study screen. You can also do this from the patient chart (see Assign a

guarantor for a patient).
1. Go to Worklist > Edit Study screen > PATIENT GUARANTOR.

2. Select ADD.

SUMMARY

HAM INF GUARANTOR HAME

PATIENT IMNF

PATIENT GUARANTOR

T _Patlent Guarantor
Hame * = Gelecl ¥
Relationship Selact W
DoE * [d
ORMATIOH SN
Country United Sxates
! Klaila
Address Line Work Phena
Aiddress 2
ddress Line Homne Phone
City/StateZIF Selact W
Ernad ID
ERAA
Ermnployar

DLICATION MATERLAL

RELATIONSHIP

Tieeat, Tesalel SjHnre

Tm

500-000947A

299



Exa® PACS|RIS 34.0.1 User's Manual, Alberta

eXQ-PLATFORM

3. Enter the following settings.
Inactive Select toinactivate the guarantor. Only one guarantor can be active at a time.
Name Type the name of the guarantor.
DOB Type or select the guarantor's date of birth.
Address/City/State/ZIP Type the address, city, state, and ZIP code of the guarantor.
Email ID Type the email address of the guarantor.
Employer Type the employer of the guarantor.
Sex Select the sex of the guarantor.
Relationship Select the relationship of the guarantor to the patient.
SSN Type the social security number of the guarantor.
Mobile/Work/Home Type the phone numbers ofthe guarantor.

4. Select SAVE.

View or add patient documents from Edit Study
You can view all documents attached to a patient record and their metadata, and add new documents.
Procedure

1. Go to Worklist >Edit Study screen > DOCUMENTS.

P\ Test, Brad (Acc#: TesB1113), 070772000, M, 23

STLIOW : 30 EROR BEA CT WA USAOTH I

Patient Documents
B Shoen A Cuscursintis

CREATED DETE & WEOET PGS

2. Toviewa documentin the list, double-click it.

3. Toreview a document, open a documentin the list and select the Reviewed check box (see Require document

review).

4. Toadd a document by scanning, place the document in the scanner, and do one of the following.

e Toscan one page without scanning options, select QUICK SCAN.

e Toscan with scanning options, select the QUICK SCAN arrow . button, and in the shortcut menu, selecta
scan type.

5. To upload the document to RIS, select UPLOAD. To add document to the patient chart, select the arrow . button
for and select Patient Document.
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STUDY : 3D RNDR I&R CT MRI US/0OTH REQ POSTPCX - STUDIES: SELECT -

patient bocuments ESECa
SCRATCH.xt 0,66 KB m

Docurment Type * Other -
Created Date,/ Time *

0314/2023
1226 PMED” 5

Requesied By Select  w

Motes Sample

Maximum file size: 20 MEB

SELECT FILES

B reviewed

e Enter metadata for the document.
e  Select SELECT FILES, browse for and select a file, and then select Open.

6. Select SAVE.

See also:

Attach (upload, scan) non-DICOM documents
Attach (upload, scan) DICOM documents

View approved reports
Procedure

1. Go to Worklist >Edit Study screen > APPROVED REPORTS to open a window and display the report.

Note: You can also select the Approve Reports button on a worklist study row. See Use the study toolbar
buttons.

Result: If an approved reportis available, it opens (may take time).
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TransarigtonHandler ashx
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Procedae 30 RARDR AR CT MR Dot ed Sy, D003 Lad P
RIERMITH REQ POSTRTN
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Chinical Daka: Paim
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Findings: Trers is regional osteopenia. Swatersd modemie degenerative cranges vwth
juirk space ramawing soierosis and spurming present. Eary ercsive changes PP and DF

Open the transcription screen

Often you open transcription from the worklist, but you can also open the transcription multi-panel from the Edit Study
screen.

Procedure

1. Go to Worklist > Edit Study screen > TRANSCRIPTION to open a window and display the transcription editor within
the multi-panel.

Te=t, Laura [MRN TesLa

O san-ipen Exn Trans Study Description: 30 RMDR 1£8 CT MRAI U

. . X m
Q‘- Test, Laura (Acc#:Tesl Accession Mo: 167, Modality: CT, Study Date]

= Transcription editar x

m HOME FIERT  PAGE LAYOUT F

L R LU Subrnit For Paw
Pre-fppeovu

| ~
L u Sppraes & Mast

OHICA miROL Templenes| MR8 H

- -
Madical Imaging ¥
h Coust

Aeaedirg Fiy

Exam; RADIQGRAPH OF THE __ HAND

See also:

Dictation and transcription with WebTrans
Dictation and transcription with Exa Trans and Dragon
Dictation and transcription with Exa Voice and Exa Trans
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Manage other physicians

You can add or delete other physicians (ones other than the primary, referring, or reading physicians) who are associated
with the current study.

Procedure

1. Go to Worklist >Edit Study screen > OTHER PHYSICIANS.

MOBIY

ADDRESS

CODE DTHER PFHYSICIAN MAME

i HF_Lc.m HL7_OB, CC_Celitd DR 07 First Flaor (AT

2. Optional. To add a physician, in the Select Other Physician dropdown list, select a physician.

3. Optional. To remove a physician, select the trash [ button.

Enter notes and reasons for study

You can enter patient notes, study notes, schedule notes, and reasons for the patient’s studies. Generally, you can use:
patient notes for patient specific information; study notes for basic study history or notes from technologist to radiologist;
schedule notes for messages from the front desk; and reason notes for more specific study history.

Eﬁ Caution: Notes are permanent, and may be visible to the patient.

Procedure

1. Go to Worklist >Edit Study screen > NOTES.
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I\ Test, Laura (Acc#: Tesl 43), 01/01/2000 , F, 22¥

ETUDY - 30 RHDR IER CT MEI USA0TH

ETUDY ROITES PATIEMT HOTES SCHEDWLE MOTES REASOM FOR STUDY CALL LOG
ISER OATESTIME 3 STLOY KOTES
CREO0RY 1155 AM EST & bl pole, fioislly enlenedd

& itk Pack

2. Selectthe PATIENT NOTES, STUDY NOTES, or SCHEDULE NOTES sub-tab.

3. Select ADD, type notes, and then select SAVE.

STUDY NOTES PATIENT NOTES SCHEDULE NOTES REASON FOR STUDY CALL LOG
User Viztek, Pa
Date/Time 03/15/2023 8:44 AM ED
Maotes ~ Patient requested a second apinion.
4. Select the REASON FOR STUDY tab.
STUDY NOTES PATIEMT MOTES SCHEDULE NOTES REASOM FOR STUDY CALL LOG
Reason for Study Patient complained of chronic headaches.

5. Typereasons in the box, and then select SAVE.

Update the patient call log

You can use the call log to save a record of communication to and from a patient regarding an appointment or order. The
worklist has columns for displaying the following information that you enter in the call log: last call made, last call

category, and last call notes. To update the call log:
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Prerequisite: Add call categories (see App settings).

Procedure

1. Go to Worklist >Edit Study screen > NOTES.

I\ Test, Laura (Acc#: Tesl 43), 01/01/2000 , F, 22¥

ETUDY - 30 RHDR IER CT MEI USA0TH

ETUDY ROTES PATIENT HOTES BCHEDWULE MOTES REAZON FOR STUDY CALLLOG
USER OATE/TIME 2 STLDY KOTES
_" Wik, PRk CE0raiey 1155 AM EST & bl pole, fioislly enlenedd
OTHER PHYSICIAME
HOTER
2. Onthe CALL LOG sub-tab, select ADD.
STUDY NOTES FATIENT MOTES SCHEDULE NOTES REASOM FOR STUDY CALL LOG
Usar Viztek, P
Date/Time 15
Call Category * Sehedule W
Call note = Don't schedule on Wednesdays.

3. Inthe Call Category dropdown list, select a call category.

4. In the Call Note box, type notes, and then select SAVE.

Enter employment and transfer-related information

You can enter various information on whether a patient's illness or injury was employment-related, the dates of illness,
work absence, and hospitalization. You can also enter information related to the source of a transferred patient. This

information automatically appears on claims for this study.

Procedure

1. Go to Worklist > Edit Study screen > ADDITIONAL INFORMATION.
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..|:'|. Test, Lawra (Acc# TesL43), 01/07/2000 , F, 22¥

FETUDY ; 30 RMDS 1BE CT MR1 LEAOTH REQ POSTRC. -

Pateat’'s Condition |8 Relried io Bource
O Emgomant O Autn Accidet O e Accident Rinfurral Hurrbar
A el 10 1w
Hoam Humser
i el Flegess Crsit, Infirpihicicat, oo Pragrancy [LMP]:
Cofa
rher Qi rd
{Brlea Patiack Urabla by Wark st Ssmast Occuzation!
FranmTa & M -
KOCITIGPMAL IFORMATION Duries Patient Hospitaliaed Relased fo Dament Serias:
FramfTn

Schedule Mobes

O Dutside Lb

Cri il e

Clgim 2

2. Enter theinformation as needed and then select SAVE.

Assign or remove patient alerts

Patient alerts are important notices to staff regarding a patient. You can assign or remove alerts for a patient.

ﬂ Caution: Failure to add a needed patient alert could resultin incorrect treatment or diagnosis.

Procedure

1. Go to Worklist >Edit Study screen > PATIENT ALERTS.

L[\’ Test, Laura (Acc#:TesL43), 07/01/2000 , F, 22Y

Fall Alart

MR Comirast Allergy
Hama Alert

Patient Clausiraphebi:
Fatient has pacemaker

Patlent [s combative

OO0OO0OO0OO0OOoO@me

Patient needs physical assistance

PATHEMT ALERTS !

2. Selector clear the checkboxes corresponding to the alerts that you want to assign or remove.
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3. Optional. To create a new alert, type it in the Custom Alerts box and then select the plus button.
4. Select SAVE.

View problems
You can view problems associated with the study.
Procedure

1. Go to Worklist >Edit Study screen > PROBLEMS.

[\* Test, Laura (Acc#:TesL43), 01/01/2000 , F, 22Y
SUIMMARY
EXAM INFORBATION

FPATIENT INFORMATION . CODE CESCRIPTION

Mo regords found

OTHER PHYSICIANS.

IMAL IMFORMATION

PATIENT ALERTE

ALLERGIES

PROELEME

View prior studies and add a new study

You can view a list of prior studies for a patient, and view reports attached to the priors. You can also start the workflow
to add a new study from this part of the Edit Study screen.

Procedure

1. Go to Worklist >Edit Study screen > STUDIES.
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2. Optional. Ifa prior study includes reports, select the reports £l button on the study row to open the reports.

3. Optional. To add a new study, select NEW STUDY and then see Set up a patient.

Add a custom form to a study

Custom forms are non-interactive electronic forms intended for delivering information, whereas study forms can both
deliver and gather information (see later topic in this section).

You can open a custom form template, fill it out, save the completed form to the current patient record, sign it
electronically, fax, and printit.

@ Prerequisites:

e (Createa custom form.
e To make electronic signatures available, add a signature merge field when setting up the form.

Procedure

1. Intheworklist, select the edit button of a study.

2. Inthe Edit Study screen, on the left pane, select CUSTOM FORMS.

500-000947A 308



Exa® PACS|RIS 34.0.1 User's Manual, Alberta eXQ-PLATFORM

0 Test, Laura (Accé:TesL43), 01/01/2000 , F, 22

3. Inthe Select Custom Forms dropdown list, select a form to add it to the forms table.

4. To view, modify, or sign a form, select the form = button in the table.

5. Optional. To add an electronic signature, select SIGNATURE, enter signature information, sign by drawing with the
mouse, and then select SAVE.

6. Optional: To print the form, select PRINT.

7. Optional: To fax the form, select FAX, select the recipient physician, enter optional information under Other, and
then select SEND FAX.

Add a study form to a study

Custom forms are non-interactive electronic forms intended for delivering information (see earlier topic in this section),
whereas study forms can both deliver and gather information. You can open a study form template, fill it out, save the
completed form to the current patient record, sign it electronically, and printit. You can also make forms available on the
patient portal so that patients can fill them out before an appointment.

Prerequisite: Create a study form.

Procedure

1. Go to Worklist >Edit Study screen > STUDY FORMS.
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2. Inthe Select Study Forms dropdown list, select a form to add it to the forms table.

3. Toview,fill in, or sign the form, double-click it in the table.

te