IKONICA MINOLTA HEALTHCARE T

|

(

Symmetry® PACS

35.0.2

User's Manual

© 2026 Konica Minolta Healthcare Americas, Inc.

500-001206A



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Table of Contents

INEFOTUCTION ..ttt bbb b b H b b E b bR e R bRt £ SRR e R £ R R bR £ E bR R e bbbt d bbb s e bbbt nn s 3
SYMBIOLS ..ttt 3
INAICALIONS FOF USE ...ttt b h et h st heE s o eE e h s eE s heheheheEeh s b s e heEeheheEeh bt h bbb bbb bbb bbb e bbb e bbb bbb bbb 4
TEAINING .ttt £ £ e £ £ £ £ttt 4
RegUIALOrY aNd COMPIIANCE ......c.eviiiiiiiititci ettt h bbb bbb bbb bbb b b E b b4 b b E b b0 bbb b b E bbb b bbb e bbbt b bbbt 4
SYSTEIM TEQUITEIMENTS ...ttt E £ £ £ bbbttt bttt 4
Calibration and MEASUIEIMENT CCUIACY .........cvviiiritriiest sttt £ £ £ttt 5

LCT=1 T T IS = Y (=T SRR 6
Configure YOUr WOTKING ENVIFONITIENT ..ottt £ £ttt 6
CONFIGUIE SYMIMELIY PACS ...ttt E ettt 19

WOrk with the NamMBUIGEN MENU ...ttt e st et e e et et e e et esseteebeeaeebestesbesrenrs 175
WOIK With The QASNDOAIT .......c.cuiuiiiiiiiiiiiieiiiii ittt b bbb bbb bbb bbb bbb bbb bbb bbb b e b ebeh bbb e bbb e bbb e b b eb e b e b b e b e b eb e b e b e b eb et b e bbb e b et eberer s 176
WWOIK WITh T WOTKIIST ......eiieiititctiit ettt bbb bbb bbb bbb h bbb b b8 b e H bbb bbb h b b e bbb e bbb e b b eb b b e b e bbb e bbb e b ebeberen e 178
Work With dictation and trANSCIPTION .........c.ciiuiteiiiiieiiietet ettt ettt eb bbb bbbt bbb bbb bbb e b eb bbb b ebebebeh e b b e b e b e b b e b e b e b e b ebebebebebebebebeb et ebeb et b et e b ebebebeberen s 270
WOrk With the SYMMETIY PACS VIBWET ......c.cuiuiiiiiieiiiititiitieteietetettteteieiet et ebeb bbb ebe bbb bbb bbb bbb b bbb b ebebebeheb e b b e bbb e b e b b e b b ebebebebebebebeb et ebeb et eb et e b eb e b et b eren s 292
WOrk With DiSPlay MANAGEMENT .........c.iuiueuiiiietiiitetiitieteieteteteietetebebeeeeet bbb bbb bt et ebebebebebebesebebebebebebebebebebebehebebebeEebeb e b e b e b e b ebebebebebebebebebebebeb et b eb et ebebebeserenes 347
WOrK With The PALIENT CHAIT ........c.ouiiiiiiiii et b bbb bbb bbb bbb bbb bbb bbb bbb b E bbb b b e b b eb e bbb e b b ebeb b e b e bbb eb et b ebebeberer e 362
WOIK WIth QUETY 8NGO FELIEVE ........cuiiiiiiiiiieiiiiictciti ettt b bbb bbb bbb bbb b bbb bbb bbb e h b b e bbb e b e b b e E b b e b b eb e b e b b e b e b eb e b b e b e bbb ebebebebebeberer s 383
WVOPK WITH TEIPOTES ...tttk h b bbb bbb b h bbb h b E b b e EeE bbb eheE b e heE e b e b e E e b b e E e b b e b e b ebebeb e b e b b ebeb e b e b e b e b e b e b e b eb e b et b erer s 384
WWOPK WITH TOOIS ...tttk b bbb E bbb b bbb b E b b E bbb b b e R eheH e b e b heE b b e b e b b e b e b eb e b eb e b e b e b eb e bt e b e bbb e bbb e b et eberer s 387
WOIK WIth PEEIENE POMTAI .......vcuiiiiiiiiiteiiiiieicieiet ettt bbbt bbb bbb bbb bbb bbb b bbb h b bbb ebeh b e bbb e b e E e b b e bbb e b b ebebebebebebeb e b e b e b e bbb eb et eb e b et eberen s 389
Work with Physician @nd ATEOMMEY POTAIS ..........c.ciiiiiuiiiiiiiteiiiiieiciiiet ittt ettt bbb b bbb bbb bbb bbb bbb bbb e bbb b b ebebeb b eb b e b eb b b eb et b e b bbb ebebererees 390

A o] 0 1= Lo L SRS 391
REFEIBINCE ...ttt bbb bbb bbb bbb bbb bbb E b h bbbt E b b eE b heEeheheE e bt h b heheEeh e heEeheheEeheheEeh R Eeh R eE e h Rt h R e h R bbbt 391

500-001206A



Symmetry® PACS 35.0.2 User's Manual

Introduction

Symbols

eXQ-PLATFORM

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

&Only

the order of a 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 1SO 15223-1:2021 511
Authorized Indicates the Authorized Representative, responsible for the] 1SO 15223-1:2021 5.1.2
Representative in the | device in the European Economic Area (EEA).
European Economic
Area (EEA)
l \ Date of Manufacture | Indicates the date when the device was manufactured. 1SO 15223-1:2021 5.1.3
Caution Indicates information that is important for preventing loss 1SO 15223-1:2021 5.4.4
of data or misuse of the software.
LOT Batch Code Indicates the full Software Release / Version number 1SO 15233-1:2021 5.1.5
Serial number Indicates the manufacturer’s serial number so that a 1SO 15233-1:2021 517
SN specific medical device can be identified
Catalogue Number Indicates the manufacturer’s catalogue number so that the | 1SO 15233-1:2021 5.1.6
REF device can be identified
° Consult instructions Indicates the need for the user to consult the instructions ISO 15233-1:2021 543
1 for use for use
Prescription Device Caution: Federal law restricts this device to sale by or on 21 CFR 801.109(b)(1) N/A

BS EN ISO 15223-1:2021 Medical devices - Symbols to be used with information to be supplied by the manufacturer -
Part 1: General requirements

500-001206A
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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."

500-001206A 4



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

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 Symmetry PACS 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").

The clinical 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

YA

For urgent issues, please call the Hotline.

500-001206A 5
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Getting started

This chapter contains the following sections.

Configure your working environment
Configure Symmetry PACS

Configure your working environment

Before using Symmetry PACS, 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 Google Authenticator
Reset your password

Change your password
Add an avatar

Edit your user profile

View version and support information
Create a shortcut for Symmetry PACS
Calibrate monitors

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

Procedure

1. In Chrome, select the customize : button, and then select Settings.
2. On the 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.

500-001206A 6
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@ Note: The culture must be correct. For example, in Canada, ensure that English (Canada) is installed.

Preferred languages
B Awtofill and passwords o
'a Privacy and sacurity ‘Websites in your languages
et websites know the languages you speak. Theyll show contant in those languages, Add languages

& Perfermance when possible
L 3 Experimantal Al 1, English {United States)

This languags 15 usad when translating pages

- ) - Duiplay Google Chrame in this langusge
@ Appearance This language is used 1o display the Google Chrar : = g
Mewe dawn
a, Caarch enging .
ra 2. Enghsh (Canada)

Bl Default browssr

3. Spanish H
(L] On startup

4. Japanese i
& Languages

5. (Sanan i
3 Dl gsis

4. Select the more actions * button for the local language, and then select the Display Google Chrome in this
language checkbox.

5. Select the more actions * button again, and then select Move to Top.

6. Select Relaunch.

Turn off Chrome autofill

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

Autefill and passwords
E Autofill and passwords ; e RE

‘:5 Privacy and security Ea  Google Password Manager

£l Performance
@ B  Fayment methods

4 Experimental Al
Q@  addresses and more

&  Appearance

Passwords
1. In the Chrome menu, select Settings.
2. Select Autofill and passwords > Google Password Manager > Settings.

3. Turn Offer to save passwords off.
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Payment methods
1. In the Chrome menu, select Settings.
2. Select Autofill and passwords > Payment methods.

3. Turn off Save and fill payment methods.

Addresses and more
1. In the 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. In Windows, press Windows + R.

2. Inthe Run dialog, type nsconf i g and press Enter.

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

B system Configuration >

General Boot SeMvices Startup Tools

Service Manufacturer Status Date Disabled
] aswbiDSAgent AVAST Software Rurining
[] Avast antivirus AVAST Software Rurining
[ AvastWscReporter AVAST Software Runining

[ vMware Alias Manager and Ticke... VMware, Inc, Running

1 VMware Tools WMware, Inc, Running e
Note that some secure Microsoft services may not be disabled. Enable al Disable al
[ Hide all Microsoft services

o 1 conce || aoply rep

4. Clear the Google Update Service (gupdate) and Google Update Service (gupdatem) checkboxes.
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eXQ-PLATFORM

5. Select Apply, OK.

6. If prompted, restart your computer.

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.

B % m

@ 2 % +

2]

Autafill and passwards
Privacy and seourity
Perfarmance
Experimental Al
Appearance

Search engine

Detault browser

On startup

Languages

Frivacy and securily

= Clear browsing data
Clear history, coakies, cache, and more

& Third-garty cookies
Third-party coakies are blodosd in Inoognita made

& Ad privacy .

Customize the info used by sites to show you ads

a Securily .
Safe Browsing (protection from dangenous Sites] and ather secunty setbngs

Site sertings b

Controk what informatian sites can use and show (location, camara, pop-ups, and mora)

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

E Aurtofill and passwords Cantent
E Privacy and security @ Third-party coakies R
Third-parly cookies are blocked in Incognita mede
¥} Performance
Javasengt
. 0 ®
+ Experimental Al Siled o ude lavatiript
@ Appearance
m Mages N
C,  Saarchongine Siles can shaw images
B Default browser Pop-ups and redirects \
-upd ard use redirects
) Onstartup
Additional comtent settings w

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

5. Refresh the browser to apply the new settings.

500-001206A
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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. In the Chrome menu, select Settings > Performance.

2. Under Memory, turn on Memory Saver.

Memary [

Memaory Saver
When en, Chrome frees up memaory from inactive tabs, This gives active tabs and ather apps mare O
computer resources and keeps Chrome fast. Your inactive tabs automatically become active again when

you go back to them. Learn morg

Abways keep these sites active
Sites you add will always stay active and memaory won't be freed up from them

Add

Ma sites added

3. Under Power, turn on Energy Saver.

Pawear EI

Energy Saver

When on, Chiome consarves battery power by imiing background activity and waual effacts, such as
1 ) 4 g ¥

smooth scrollimg and video frame rates. Leam more

(8 Turn on only when my battery is at 20% or bower

D Turn on when my compauter is unplugged

Sign in to the Exa platform
You can sign in to the main application or a portal.

1. In Chrome, go to the URL given to you by your Konica Minolta representative.

2. Enter your sign-in credentials.

3. Select the | agree to HIPAA Privacy Notice checkbox.

PATIENT PORTAL PHYSICIAN PORTAL

4. Do one of the following:

e Tosign in to Symmetry PACS, select LOGIN.
e Tosignin to a portal, select a portal button.

500-001206A 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, Symmetry PACS sends an authentication token (or "code") to your email address, or one is
generated by an authenticator app. You then enter that authentication token on the Symmetry PACS 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 an authenticator app

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. Sign in to Symmetry PACS in the usual manner.
2. In the EMAIL VERIFICATION PENDING box, paste the verification code and select VERIFY.
Result: Symmetry PACS signs you out.
3. Sign back in to Symmetry PACS, 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 an authenticator a

Sign in using 2FA with an authenticator app

You can use an authenticator app such as Google Authenticator to sign rather than an email token.

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

Procedure

500-001206A 11
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1. Onyour device, from your phone’s application store, download and install an authenticator app such as
Google Authenticator.

2. Forindividual accounts, skip to the next step.

For shared or service accounts, in the QR code window, copy the setup key (the text below the QR code), and
paste it into a secured online location (such as Datto) so subsequent users can access the key for their own 2FA
sign-ins.

3. On the Exa PACS|RIS sign-in screen, enter your credentials and select Login.

4. In the dialog, re-enter your password and select SHOW QR CODE.

Two-Factor Authentication

1. Re-enter your password and click "Show QR Code”
Authenticator,

@ or manually

in the app

o 1]

5. When the QR code appears, use your mobile device to scan the code.

500-001206A 12
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NOLMDZD
ENTADD

Varify one-time code

6. On your mobile device, if prompted to save the new token for Exa PACS|RIS, select Yes.

7. Inyour authenticator app, find the code corresponding to the new token, type it in the Verify one-time code
box in the figure above, and select VERIFY CODE AND SAVE DEVICE.

See also:

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

Reset your password

If you forgot your password, contact your Symmetry PACS 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.

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

500-001206A 13



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

or (user avatar).

3. In the My Profile dialog, select CHANGE PASSWORD.

My Profile EXA Version 1.4.34-414
uDI (01)00817100020193(10)01-04-034

O Always Open Sehedule Baak in a Mew Tab Choote File Bl

DELETE AVATAR

Rowe 1o Display &0 w Themes  default + Culure

English-Us  w [ Pin Burger Menu
D Hide Worklist lcons D Hide Order Menu

Bandwidih Selact hd
Sagsion Interval 300 amin (10=8007)

Default Schaduling & Radiclogy

SAVE CHANGE PASSWORD

H

Current Passward

Hew Password

Confirm Password

SAVE PASSWORD

@ Min passward langth: 10
+ Max pasaweord length: 30

| As you type, guides you
® Number of uppercase letiers: 1 i — to satisfy password

requirements

w Mumber of lowercase letters: 1
» Mumbar of numarical characters: |

@ Number of special characters: 1

4. Enter current and 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

1. At the top of the burger E menu, select the blue Konica Minolta ﬂ globe.

2. In the My Profile dialog, select Choose File.

500-001206A 14
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3. Browse for and select your avatar image, and then select Open.

4. Select SAVE.

Edit your user profile

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

Procedure

1. Select the burger E button.

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

%or " (user avatar).

Result: The My Profile screen appears.

My Profile EXA Version 34.1.0-314
uDI (01)00817100020193(10)34-01-000

Usér Marmie

Marme * Pacs M Wiztek

Muobile Phone / Email

Default Device * w [0 Auto Open Dictation on Device
DefauliLocation *  pas company v B Always Open Schedule Book in a Mew Tab
Rows to Display 50 w Themes  default » Culture  English-Us O #in Burger Ménu

|:| Hide Warklist lcons :] Hide Order Menu

Bandwidth Select W
Session Inferval min { 10-600)

Default Scheduling @) Radiclogy

3. Enter the following settings.

Setting Description

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]
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Auto Open Dictation on Device [Unused]

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 Book in a New | Select to automatically open a new browser tab for the schedule book when you open it.

Tab

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 of the 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 Read Only. 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 and support information

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

Procedure

1. Select the burger E button.

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

-

IONICA MINOLTA

Result: The About screen appears.
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App/DB/Misc
Exa: 35.0.0-292

TxTranseription: Not Found

System

08 Type: Linux

05 Platform: linux

05 Architecture: x64

Total System Memaory: 7.50 GB

3D Advanced Visualization Library: Mot Found
3D Advanced Visualization Build: Mot Found

Services

C-Move Service: Mot Found
DICOM Service: Not Found

Fax Service: Mot Found

Image Service: Not Found

MWL Service: Not Found

Opal Listener Service: Mot Found
Opal Sender Service: Not Found
Dicom Print Service: Not Found
SR Import Service: Mot Found

Tools

Opal Tools Setup: Nat Found
Exa Client Viewer Setup: Not Found
EXA Trans: Mot Found

EXA Doc Scan: Mot Found
Support

Online Support: Customer Portal
Support Line: B33-KM-CARES

Create a shortcut for Symmetry PACS

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

Procedure

1. In Chrome, go to the Symmetry PACS sign-in page.

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

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

Calibrate monitors

Especially after a new installation or upgrade, you can use Symmetry PACS 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.

500-001206A 17
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Procedure
1. Open an image in 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. In the dialog, type the length between the points and then select OK.

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

Results

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

500-001206A 18
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Configure Symmetry PACS
This chapter includes the following sections with topics on core items to review or configure prior to using Symmetry
PACS.

Set up the office: Companies
Set up the office: Other assets

Configure providers and resources
Configure scheduling and codes
Configure DICOM settings

Manage users

Configure general settings
Configure the viewer

View logs

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 Symmetry PACS 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 Symmetry PACS 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

HL7

Password management
Modifiers

500-001206A 19
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Configure your company
To use Symmetry PACS you must configure your company as follows.
Procedure

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

HE S

Cade t M Hawvss = Wy Compaiy Timgaoes * LS Easnain » [ enssleupar [ Essble RCopia Servics [ Brslis Payment Gateway

O Tagge Rauting an Sudy Flag Changed m

2. Enter the following settings.

‘ Setting Description
Code Type your internal code for your institution.
Name Type the name of your institution.
Timezone Select the time zone used by your institution.
Enable LDAP Exa PACS|RIS only.
Enable RCopia Service Exa PACS|RIS only.
Enable Payment Gateway Exa PACS|RIS only.
Trigger Routing on Study Flag Changed ?Ielect to reprocess routing (DICOM transactions) automatically when a user changes a study
ag.

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.
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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.

‘ Setting

Contact Information

Description

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
creating a schedule block.

Enable reschedule reason

Select to prompt for a reason when rescheduling an
appointment.

Enable pause reason

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

Billing Information

Corporate Office Type Select Person for an individual 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

If using an EDI service, type your submitter ID.

EDI Receiver ID

If using an EDI service, type your receiver ID.

Modifiers in Order

Forces the user to enter modifiers before creating an 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 percent").
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Service Type Code (STC) Select a service type code based on your specific workflow to
improve eligibility and estimation performance through
Imagine.

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. AHI
file stores are not available for documents.

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

Peer Review See Configure Peer Review general settings

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 if no 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.
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On the left pane, select a category.

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

each category.

‘ Setting Description
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.
Specialties Healthcare worker specialties such as oncology or sports medicine.
Communication Preferences Patients’ preferred methods of communication, such as cell phone or email.
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Setting Description

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 Symmetry PACS, 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 table below, select the value of the
(0040,1003) Requested Procedure Priority tag to translate "from" in inbound DICOMSs, and to translate "to" in
outbound DICOMs.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > APP SETTINGS.
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2. Inthe list on the left side of the screen, select a setting.

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

500-001206A 24



Symmetry® PACS 35.0.2 User's Manual

eXQ-PLATFORM

Setting Options Description

States

Description

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

Scan Document Types

Description

Type descriptions to assign to documents to be scanned, such as “Photo ID” or “Explanation of
Benefits.”

Requires Review

Select to require review of the document before moving to the next status in the current workflow.
See Require document review.

Colors

Stat Level Description Type descriptions for each of the stat levels (0-5).
Color Click in 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 Symmetry PACS.
Select the requested procedure priority of inbound studies to assign to the stat level you are
configuring.
Outbound Use to “translate™ the stat level of outbound studies to the corresponding DICOM Requested
DICOM 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 Types | Description Type a description such as "Assisted Living" or "Prison."
Routes Description Type a description such as “Intravenous."

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. Go to SETUP > OFFICE > Office > COMPANY > REASON CODES.
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2. On the left pane, select a category.

3. On theright pane at the bottom, type a reason.

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

Setting Options Description

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 the
schedule book.

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

5. Select SAVE.

500-001206A 26



Symmetry® PACS 35.0.2 User's Manual

eXQ-PLATFORM

MRN information

MRN information here means your internal format for MRNs at your company. Symmetry PACS can assign MRNs

automatically according to the following settings.

Procedure

1. Go to SETUP > OFFICE > Office > COMPANY > MRN INFORMATION.
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2. Enter the following settings.

Setting Description

MRN Type Select Default to use the default formatting included with Symmetry PACS, 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.

Accession information

Accession information here means global modifications you want Symmetry PACS to make to accession numbers.

Procedure

500-001206A

27



Symmetry® PACS 35.0.2 User's Manual

eXQ-PLATFORM

1. Go to SETUP > OFFICE > Office > COMPANY > ACCESSION INFORMATION.
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2. Enter the following settings.

Setting Description

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.

HL7

This sub-tab is currently unused.
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Password management

You can customize requirements for passwords that users create to sign in to Symmetry PACS and other related client
apps.

@ Note:

e To ensure the safety and privacy of medical institutions and their patients, passwords must now contain at
least 1 character of various types.

e Please encourage users to create complex passwords. If possible, use a third-party password complexity
checker.

Weak passwords are typically found in seconds to minutes
Medium passwords in days

Strong passwords in months to a few years

Very strong passwords in several years or longer

e Additional requirements will be introduced in future versions to maintain conformance with global standards
such as NIST 2024/2025.

Procedure

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

COMPANY
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2. Enter the following settings.

‘ Setting Description
Password Must Be between... Type a minimum and maximum number of characters that passwords can contain.
Minimum: Enter a value in the range from 12 to 64 characters

Maximum: Set in the range from 30 to 64 characters

Passwords Must Contain [ ] Uppercase Letters Symmetry PACS validates passwords based on
these selections.

Minimum Number of ... Lowercase Letters

Enter a value in the range from 1 to 5
Numbers characters for each.

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 on§ Optional: Select to require password resets of a specified interval.
a Set Schedule

Users Cannot Reuse the Last|[ ] Select to prevent users from reusing one of their previous passwords, then type a number of
Passwords passwords from 3 to 20.

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.

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.
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Move to the bottom of the screen, enter the following settings.

‘ Setting Description
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.

To configure an override amount: In the first dropdown list select an operator (+ or -), in the
box type an amount, and then in 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.
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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 facility
Add modalities

Add modality rooms

Add modality room notes
Add a notification

Add tasks

Create a study flag

Set monthly goals
Configure macro notes

Configure portal links

Add a facility

You must add at least one facility to your institution.

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
Create a user

Procedure

1. Go to SETUP > OFFICE > Office > FACILITY.
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2. Select ADD, and then enter the following settings for the facility.

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. Settings vary by product and region.

Setting Description

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

Name Type the name of your facility.

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.

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 to receive 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.

Required SSN

Select to require a social security number to provide treatment.

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 current logo, select REMOVE LOGO.

[Address]

Type the address of the facility.

File Store

Select the default file store to use at the facility. AHI file stores are not available for this
setting. 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-
clicking 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 appear in the
recent schedule screen.

Enable Veterinary Registration

Select to be able to register veterinarians as physicians.

Mobile Rad Dispatching Address

[Exa PACS|RIS only]

Do Not Allow Overlapping Procedures
to Be Scheduled

Select to prevent users from scheduling more than one procedure in the same timeslot in 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
platform server.

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. The following fields become
available:

Name
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Setting Description

Country
Address, City, State, ZIP

Phone/Fax

Exclude from All Portals (All Portals & | Select to exclude studies associated with the facility from portals and the Break the Glass

Break the Glass) functions.

Required Fields at Scheduling Select options to require when scheduling an exam.

Study Status When Patient Arrives Select the status to assign to the study when the patient arrives at check-in.

Study Status When Patient in Room Select the status to assign to the study when the patient arrives in the exam room.
Report Delay to Patient Portal 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 additional notes for the facility if needed.

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.

3. Select SAVE & CLOSE.

Add modalities

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

A Caution: Do not add non-DICOM modalities, as this could result in problems sending studies to external PACS.

Procedure

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

W
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3. Enter the following settings.

‘ Setting Description
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. In the list of modalities, select the ® @ buttons to order the new modality.

@ Note: During modality-related tasks, Symmetry PACS 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

e Set the From date to a date in the past to view past scheduled appointments

e 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.

Procedure

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

MODALITY ROOM

MODELITY ROOM MODALITY ROOM MOTES

CODE = FARCILITY MODALITY MOOALITY RO COLOR CODE ACTIVE

A w Yies w
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0 xvZ Todd Fazdity XA XYL Msdality Rosmn w
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2.  On the MODALITY ROOM sub-tab, select ADD.

[ sue |
MODALITY ROOM MODALITY ROOM NOTES

Code * AFM 0 inactive oL

PMame * U5Raom
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Diaplay Order * 1
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TIBAE
Click here to view/edit Schedule Templates applied to this room.
3. Enter the following settings.

Setting Description

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.

Modality 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).

Color Code Click inside 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. On the 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
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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
RADIOLOGY FACILITY ; MY COMPANY - MY FACILITY FILTER =

CTRoom (MG . USRoom (MC)
| e 8 0000000

10:00 am Maotes

10:15 am Maodality room note appears P
nere.

10:30 am

@ Prerequisites:

e 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.

IADIDALITY RaOaOHA

MODALITY R0 MIODALITY ROOM NOTES

Faciites ALL SELECTED (70) =

HOTES MODALITY FaliCild BTART DATE EHD DATE

- | Predered oo for cardio patients Wanura US Room D02 124272030

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

Madality Roams * EMT MODALITY ROOMS En Start Date * End Date
. 0o/01/ 2024 ) 124272030
Ventura US Room (USVF)

Notes * Preferred room for cardio patients

34 characters

4. Enter the following settings.

Setting Description

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 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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MNOTIFICATION

Manw Hires
Welcome our new providers!

2. Select ADD.

HOTIFICATION

Title * New Hires

O Inactive Shiow on Provider Portal Login [ Show an Attarmey Portal Lagin

Description * Welcome to our new providers!

Mtz m

! AUTO HOPEINS FACILITY1 -

[ zalect all

Qffica Location

(] Aute Cansus Facility

~ Aun Hophing Facilityl

[ |aven Hopking Farilite?

3. Enter the following settings.

Setting Description

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 of the 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.

500-001206A

40



Symmetry® PACS 35.0.2 User's Manual

eXQ-PLATFORM

Add tasks

Administrators can add tasks for marketing representatives, such as “Tell referring physician offices that we will start

offering 3D mammography in January.”
Procedure

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

TASKS

TITLE % DESCRIFTION

Offering mammagraphy in April
Il Ref Phys Reminders
- Mew intake forms

COMPLETE DUE DATE

all k4

X 033172023

2. Select ADD.

Title * Ref Phys Reminders O completed
Description * - Offering mammography in April
- Mew intake forms
Due Date 0as320z2a | E
3. Enter the following settings.
Setting Description
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 task is completed.

4, Select SAVE.
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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 restrict its 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 < IMSTITUTIONS FACILITIES MODALITIES

¥ all w
&l Flagl
& Wl Flagz

£ ] Flaga

COLOR CODE

2. Select ADD.

Descriptian * Flag1 D Imastive Instiuticns

Maskoots HOME SELECTED ~

O 2l institutions
Failities WOME SELECTED ~ L] &l Facilities

Muodalities NONE SELECTED ~ O anmiedalies

O wiew Study Flag on Schedule Baak

Calor Code

American Assesiation of Physicists in Medicine

3. In the Description box, type a name for the flag.

4. Enter the following settings.

Setting Description

Markets Select markets where the flag is available.
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Setting Description

Facilities Select the facilities for which the study flag is available.

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

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

Book 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.

MONTHLY GOALS
MODALITY GOAL PERKID (MONTHS MONTHLY GOAL WORKING DYS PER MONTH DALY (AL
all LS
1 MG Fabnuary J0F3 100 n -]
2. Select ADD.
bdodality * MG
iGoal Period (Month/Year) * B March 2023
bonthly Goal * 100
Working Days per Manth = "

3. Enter the following settings.

‘ Setting ‘ Description
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.
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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.

MACROD NOTES

DESCRIPTION = TYPE FACILITIES MODALITIES
# il S study nates Study Kty CompanyMirmilla Test Facility,srinfca Fa Al
2. Select ADD.
SAVE RESET

Diascriotian * IR Macn Text *

Markets MONE SELECTED =

O il Medalities
Frocedures EDIT APPOINTMENT TYPES

3. Enter the following settings.

‘ Setting ‘ Description
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.
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Setting Description

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:

Area Topic

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

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 Our Patiant Partal i m
Link hittg .'.-"ﬁ"-'d'ﬂ'.'leg':l.'ll}ﬁr'ldl.l'lr.l

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

Setting Description

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 onmer _paynent _site

3. 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).

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

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.

OROERING FACILITY

CODE NAME ADDRESS CITY STATE ZIF COL PHONE v FAX NO.  EMAIL TYFE MARKET ACTIVE

& W Yew

My Ordering Facity 2217 U5 Highvaarys 70 o
Eal P Hew OF A% Averrae Ao w
SH1Z3 TemtOF 134 Street 5t b4

2. On the 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 PHOME MUMEER FAX MO

I My Crdering Facilty

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

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

‘ Setting Description
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 Select if this 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 Symmetry PACS 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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Groupflocation A Group/location B
Referring Provider A Referring Provider A
Referring Provider B Referring Provider B
Referring Provider C Referring Provider C

I% Notes:

¢ Configuring provider groups and locations in advance is recommended because it makes it easier to enter
settings for resources, providers, and other assets.

¢ 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.

PROAVIDER ORGANIZATION

CODE PROVIDER ORGANIZATION & FROVIDER GROUPS

| Provider Orgarization Tes By Provider Groupd, AgieTest

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

‘ Setting ‘ Description
Code Type your internal code for the organization.
Description Type a description.

3. Select SAVE & CLOSE.

See also:
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Add a provider group or location

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.

@ 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 MAME 2 ADDRESE PHOMNE NO. FAX O EMAIL
il amg AgieTeslProdip 654 wesl st
[ I nvPs My Providar Group E217 US Highway 70 East

2. Select Add.
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PROVIDER GROUP/LOCATION

Code * RYPS

Mamg * My Previder Graup]

Prisider Qrganization

Addeess Line 1 ¢ E217 U5 Highweay 70 Eamt

Aiddress Ling 2

City/Stata/TIF Zalael W

Phone Ma

Fi: o N O send Fax

Email

Report Pagsword ®) use Company Passwoed

2 Custom Password
PROVIDERS MARKETING REF:
GODE HaME HP NG MARKETING
I} HCFI43RF & &
|1} HaD Tist, R logal TTTERR0IR
3. Enter the following settings.
‘ Setting ‘ Description
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. Use the 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 a resource

A resource 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 and attorney portals, see also Work with Physician and Attorney Portals.

A 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?

A user (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.

RESOURCE
SEARCH FOR PROVIDER ON WEBR EXPORT
CODE2  MNAME IS MARKETIMG, REF ADDRESS FHOME # FAX # EFECIALIT AESOURCE MARKET ACT SYE
all  w Al w| all Wow
+ Sliom Tast, Attamey 2217 US Highwa: (222)223-2 Agtoimey v‘ =
+ Sz Attamey, GobikaTest AutoTestbddress Afteriey o
+ Sllang2 Ragin, Arg B52 wes! st Rodaming P o

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 * Referring Prosadar Parket

HOME SELECTED -
ET Referring M
Provider
Tithe
MNP Mo
Licenss Mo

Tamonomy Code
Medicare Provider Mo 100

Dr. Office Name
Medicaid Frovider Mo

SEM

Prow. Agresment Code w 7
Federal Tax ID
PO Typa Salect w
EIM Mo
Fes Scheduls Salect b
ETIN Mo
Mz TAT 1 (In rin)
Madicars LFIM
‘ Setting ‘ Description
Type Select the provider type.
Code Type your internal code for the provider.
Name Type the name of the provider.
Modality For technologist resources types, select the technologist’s allowed modalities.
Title Type the academic credentials of the provider (e.g. MD)
NPI No. Type the national provider identifier of the facility.
Taxonomy Code The Medicare/Medicaid taxonomy code (refer to CMS.gov).
Dr. Office Name Type the business name of the provider’s office.
SSN Type the social security number of the provider.
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 If the provider has no NPI, type the unique physician identification number of the provider.
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 if you 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.
Specialty Select the specialties 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.
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Setting Description

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.

Max TAT Assign a maximum turnaround time for the provider, in minutes. Symmetry PACS 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 Dffice Phone
Provider Organization o r v Dffice Fax

Group v v Mabile Mo.

Ennail Pager Mo.

Contact Name Phone Mo,

Couniry United States Fax No

Sddrass Ling 1 * Primary Conkact

Addrass Line 2

City/State/ZIP

Select w
Provider Alerts
‘ Setting Description
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.
If the 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, o
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 of the provider.
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 of the 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 Description

Primary Contact

Select to send reports to the referring provider only.

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

Heports to Me

Report Password

Contact Information *

B none
[ Ernail Report Link

Fan

|

|:| Pastal Mail

[J office Fax O HLF

® Use Company Password

0 custon Password

Image Delivery Options

O o
I Fitm

D Paper

Motification Settings

[ Email Attachiment

Reports o Group
|: Email Repart Link :l Errail Altachiment
[ Fostal Mail O Fax
[0 office Fax O w7
Reports to Patient Portal
Dakay {in days)

D Ernail

[ meceive wien
Added as CC Provider

Reports to Me

Contact Information

Email Report Link
Email Attachment
Postal Mail

Fax

Office Fax HL7

Group Setting Description

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

Note: If you select Email Report Link and/or Email Attachment, you must
enter the recipient email address in the Contact Information area.

Reports to 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.

Postal Mail: Use this option to output to a printer configured on the server
(not the local machine. When reports are approved, it is automatically
output to the printer you select, and appears in the report queue.

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.

Reports to Patient Portal
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Group Setting Description

Delay Type the number of days to wait before posting reports on the patient
portal.
Image Delivery Options] CD Select which media to use to deliver images.
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 added
Provider 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.

LOGIN DETAILS ALT. NAME MOBILE SCHEDULE TEMPLATES
SIGNATURE SUMMARY PEER REVIEW
CODE CONTACT NAM GROUP ORDERING FAC ADDRESS1 ~ PHONE # MARKETING RE PRIMA
& RF24 Yes

NEW CONTACT
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LOGIN DETAILS

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

1. Select the user and then select LINK USER.

LOCATIONSCONTACTS DGIMDETAILS ALT, NANE FOBILE SCHEDLUILE TERMFLA

Salect Lisar fotest S

LINK USER

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

ey User *
Password *
Confirm Password *

Access Expires
After days o

O one-Time Access
Group Mame * Partal PTLO) » |+ B 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 technologist is allowed to
perform. Leave blank to allow all appointments.

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

It is 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 it is best to merge them.

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

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

RESOURCE

MERGE SEARCH FOR PROVIDER ON WEB

ADDRESS PHONE # SPECIALITY
All

Becomes available

when you select the . Laboratory
resource tf,-fl:le Prowvider-Radiology

Referring Provider
Technologist

3. Inthe list of resources, select one of the duplicated resources and select MERGE.

4. In the dialog, select Next, and then select a destination provider.

Referring Provider Merge
Selected for merge

ABARCA, MD (255071

Cancel

5. Select Confirm to complete the merge.

500-001206A 57



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Referring Provider Merge

Summary
Source
ABARCA, € MD 25307
Destination
Abarca, 1710567018

Convert or merge a system provider resource

When Symmetry PACS 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.

RESOURCE
SEARCH FOR PROVIDER ON WER RELOAD EXPORT
CODEZ  MAME HPI¥ MARKETING, REF ADDRESS PHOME & FAX# SFECIALIT RESOURCE MARKET ACT 5YE
all w all s all W
* Slim Tast, Attamey 2217 US Highwa: (2222232 Astomey w -
+ Sz Attarney, GobikaTest AuboTeatdddress Antenriey o
+ Sl ang2 Ragin, Areg E58 wast st Rafering P L

2. On the SYSTEM PROVIDER column, select Yes.
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COMVERT SELECTED SEARCH FOR PROVIDER ON WEB
CODE®  NAME MPI® MARKETING. ADDRESS SPECIALITY RESOURCE ACTIVE [ SYSTEM PROVIDER
np Al v A v ves el ves v
+ HCPZIRF NP KRISTY SU [5YSTEM FROVIDI Referring P~ o

1. Select a system provider in the list, and then select CONVERT SELECTED.
2. To create a new provider, select CONVERT DIRECTLY.

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

Systemn provider management

How would you like to convert the selected
system providers?

CANCEL

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. 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. On the ALLOWED APPOINTMENTS sub-tab, select EDIT.

Hamea * "
Tasty 4 ech Mhod adity ALL SELECTED (18] ~
L MTA MM D BILE St TE LATES SCHEDULE RULES SUMMERY PEER REVIEW
ODE HAME KODALITY FACLITY

3. In the Edit Appointment Types dialog, select the checkboxes for all appointments that the technologist is
allowed to perform, and then select SAVE.

4. Optional. On the SCHEDULE RULES sub-tab, select an edit button to modify a schedule rule.
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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. In the 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. On the USER GROUPS tab, select ADD, and type a code, name, and description for the group.

LSER GROUPS

Group Code * TECH O inactive Al Documents
Group Name * Technolagist Document Types * B sen :
Group Description * | Technologist B 1D Card
B insurance Card .

Roles Mavigation

[ Billing O Dazhboard

O Facility Admin Warklist

O Front-desk O Patient Arrival Warklist

O rortal Patient

O rap O Fax Manager

L] REF Schedule

TECH O gilling

O trans O Payments

2. Type aIn the 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. On the USERS tab, select ADD.

2. In the Linked Provider User Type dropdown list, select Technologist.

UISERS

Group Mame *

Harme * Tach
Mekile Phore

E-hail

Lkt Mama * Test Tech
Samsion Intenval n

+ B Hide AD Groups

Tasi

|:| (PP

O allow Emergancy Access

SAVE

ficoess Expiras fftar

Blarket

Facilties =

Linked Frosidar User Typs

Technelogist

SAVE & CLOSE

O one-Time Access

O user Must Change Passaord Next Lagn
O Ussr cam changs acsaunting datea
O Dragon 344

ALL SELECTED (5) =

Techmabagiss -

3. In the 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.

FROVIDER PAY SCHEDULE

HAME =

P Test

START DATE

1203115499

EMD DATE

TR R ]

2. Select ADD.
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3.

4.

Pay Schedule Name * | 4.4 O inactive
Start Date/End Date = | 09/10/2024 E | 12/22/2035 |
Provider * Test, Radiologist L B

Selected Providers

Test, Radiologist >

Summary

Appaintment Types ADRNL IMG CORTEXE/MEDULLA |*  Appolntment Type Fee 100 -

Selected Appointment Types

Enter the following settings.

‘ Setting ‘ Description
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 during an 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.
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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).

Configure a facility fee schedule

Configure body parts
Configure diagnostic codes

Import diagnostic codes
Configure procedure codes

Import specimen catalogs
Import procedure codes

Configure study statuses

Configure study flow

Add a transcription template

Find and edit a transcription template
Copy a transcription template

Export and import a transcription template
Add a report template

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.

FACILITY FEE SCHEDULE

MAME = START DATE END DATE
F 0 Hrmills Test Facility 1253152022 007302050
2. Select ADD.
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Fee Name * chedule Name [ Inactive

Start Date/End Date = | MM/DDVYYYY | B | MM/DD/YYY il

Markets NOMNE SELECTED ~

Ordering Facilities O Al Ordering Facilities
~

Modalities NOMNE SELECTED ~ Modality Fee 1

Summary

3. Enter the following settings.

Setting Description

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. If you make a selection, the Summaryj
of Fees by Facility/Modality report pertains to studies associated with those ordering
facilities.

Summary Shows the total fees by modality. If at least one ordering facility is selected, the Summary

applies only to OF fees.

4. Select SAVE.
See also:

About fee schedules

Configure body parts

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

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

BODY PARTE
MAME = ALT, MARE
I Abdamen Mhdorren
B anke Anile
Il Arn A
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 BCTIVE
Al W Y b
£ i 000 Chibera dus 1o ‘Wibiio cholerae 01, bivesr chaleras {3 [} E .
& 1 A Chilera dues to Vibrio cholerae 01, biover sHor Ll 3 [ w
o A9 Chaslers, unispecified S -
2. Select ADD.
& a
Code A0O.0 O Inactive
Description * Cholera due to vibrio chol
Code Type CD10 w

3. Enter the following settings.

Code - Type the code to enter.
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Description — Type the code’s diagnosis description.
Code Type - Select the code standard to which the code belongs.
4. 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. Go to SETUP > OFFICE > Scheduling & Codes > DIAGNOSTIC CODES.

DAGNOSTIC CODES

CODE = DEECRIPTION TYFE ACTIVE
& v Wes o oW
& @ moon Chalera dhae o Wibrio cholerae 01, bicear chalemae s 1 - .
el e Cholera due to YWibrio cholerae 00, bicvar efior LHE 1 w
i 00y Cholera, unspecified ] 3 [ P

2. 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.

g > w

Select IMPORT.

Configure procedure codes

A procedure code is an internal code that identifies a medical procedure. Additionally, procedure code entries serve as
detailed sets of information about procedures that Symmetry PACS uses for billing, ordering, and other functions.

Procedure

1. Go to SETUP > OFFICE > Scheduling & Codes > PROCEDURE CODES.
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2.

3.

FHOCEDURE CODES

CODE = DESCRIFTION EXAM PREP BMSTRL GLOBAL F DURATION FACILITY MDOALITY MOMFIERS SEFMICE TYPES CTTY
i W i, ke I Tes
B DooiA IkibE ADBAN SARSCT ] 15 Iy Coenparrg. Todd Facl undefined =
&* [l DOONF HRT FAILURE ASSES il 15 My Conpany Todd Faci
B ooo2a il ADSAN SARSCD ] 15 By Coonpasrry Toodd Faci undefined
Select ADD.
Code © anon A, ] Inactiva Service Type * Select -
Short Descriplion ™ 1M ADMN SARECOVZ 31 Rel. Code noona
Dascription * IIKA AN SERSCOND 3 KOG Code
Miaekts KOG Mazsurs
Wadaliies * SDE Study O
HEMERAL RE
Bady Fart Salest w Duratian * 15
O Mon-Transcribable [ Require Gopay Diefah Unite 1
O Require Physician [ Require Waiting Time R
Hetes Lewved Select “
Charga Type Select -

Enter the following settings.

Setting Description

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 in which the procedure is available.

Facilities Select one or more facilities that perform the procedure.

Modalities Select modalities used for the procedure.

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 LOINC
code.

NDC Code Type the national drug code associated with the procedure, if any. For a more advanced
NDC function, see later steps in this topic.
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Setting Description

NDC Measure Type the unit of measure for contrast and/or liquid medications. The value for this is
usually UN.

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. On the GENERAL sub-tab, enter the settings in the following table, and then select SAVE.

‘ Setting ‘ Description
Body Part Select the body part associated with the procedure.
Non-Transcribable Select if the procedure cannot be transcribed.
Require Copay Select if the procedure requires a copayment.
Require Physician Select if the procedure must be performed by a physician.
Require Waiting Time Select if the 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.

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

7. Optional. To add diagnostic codes (other than standard ones already on your system), on the DIAGNOSTIC
CODES sub-tab, select codes from the dropdown list.

8. Optional. To associate a diagnostic code with the procedure code, on the DIAGNOSTIC CODES sub-tab, select a
code.

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.
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.

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.
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PROCEDURE CODES
RELOAD IMPORT CPT SPECIMEN CATALOG HELF
CODE = DESCRIPTION EXAM PREP IMRSTRL GLOBAL F DURATION FACILITY MODALITY KMODFERS SERVICE TYPES RWLU ACT
- v -
* B 0301A MM ADMIN SARSET) 0 15 My Comparny Todd Faci undefmed
& B o0F HRT FAILURE ASSES 0 15 My Compary.Todd Faci

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

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

g > w

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.

PROCEDURE CODES

ADD RELOAD IMPORT CPT EPECIMEN CATALDG HELF
CODE & DESCRIPTION EXAM PREP INSTRL GLOSAL F DURATION FACILITY MOOALITY MOCEFIERS SERMACE TYPES WU ACTIV
v | w & e ¥es
B 00014 ihilA ADRAN SARSEO 0 15 Wby Company Todd Faci undefined =
& B DOOF HAT FAILURE ASSES 0 1% My Cempany, Todd Faci l

2. Select IMPORT CPT.

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

> w

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

5. Select IMPORT.

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.

500-001206A 69



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

2. Ifyou know which schedule template contains the rule you're looking for, select it in the Schedule Template
dropdown list.

To narrow the list of templates in the dropdown list, type its name or description.

3. Under Schedule Rules, type or select search criteria such as Facility, Modality) and press ENTER.

SCHEDULE TEMPLATES

Sehedule Template  Shelby Template w v WO Show Insctive

Schedule Rules

FULE MAKE

FACILITY MODALT MODALITY ROOM FULE TYPE REPEATING RULE DATE DATE/TIME RULE DATE RESOH

o L

8w Tech hnch #usto Shelby Facility s Shelly US Room Repeating 12/02/202%

.fE'M‘I. Hours Ao Shelby Facilityl LES Sheltry LS Room Repeating 140252025

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

@ When searching by repeating rule date:

e The program 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.

e Ifyou enter only a single date, the program searches for that date and all dates thereafter.
When searching by date/time rule date:

e The program returns 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.

4. To view details about a rule, select its Expand Panel M button.
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Schedule Rule Summary

Template Name Suffolk Template

Rule Name DurationSpecRule
Meodality Rooms Suffolk CT Room{CTSKF)
Appointment Types CT CRV SPI C+ MATRL(T2126)
Resource

Display Block L

Ignore Rule in Schedule

Engine ®

Type Repeating

Available x

Repeats Daily:

Mot available every day from 8:00 AM Lo 8:30 AM beginning 071002024 and ending
OF/2ar2024.

Result: The Schedule Rule Summary panel appears.

5. To close the panel, click anywhere outside of the panel.

See also:

Configure a schedule template and schedule rules

Configu

re study statuses

Workflows in Symmetry PACS 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). To add statuses:

Procedure

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

STUDY STATUS STUDY FLOW

Facility *

My Compary

B ORD/Crdered | deeer
PRPrecheckin  awe
SCHScheduled | ome

B conyconfimed | ome

CHI/Check-n | Orde

2. In the Facility dropdown list, select a facility, and then select ADD.

STUDY STATUS STUDY FLOW
Gereral Infarmation Things to Validate O Always Shaw Validation Window
Sratus Code * COM O Patient Address [ €PT Code

{Addrass, City, State, ZIF)
B sddto Study Shortout Menu on 'Worklist O Diagno=is Cade

O Patient 554

Zxatus Corihirs - -
O MchileRad Related [ Patient Alerts
Doscriptian * |: Patient Cantact
Murnber (Homs ar O Reasan far Stwdy
a Ordering Facility
bax Wait Time min (25 OO meferring Physician

O Decument Review

Wotification Setlings

Emnail Tamplate Disaklad -

3. Enter the following settings.

Group Setting Description

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 Select if the status is for Mobile RAD. For use with the Mobile RAD app.

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

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

Max Wait Time Type the number of minutes to complete check-in. If the time is
exceeded, the “Exceeds maximum time limit” count at the bottom of the
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Group Setting Description

worklist increments, and the study is added to the Exceeds maximum
time limit filter.

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

[Other checkboxes] Select the items that Symmetry PACS validates (checks for inclusion)
before moving the study to the next status. If items are missing the
validation window opens for you to add them.

Notification Settings | Email Template Select a template to enable notification to be sent when a study arrives
at the status. To select who receives the notification, turn on
Notification settings of individual resources (see Add a resource).

4. Select SAVE.

Configure study flow

Symmetry PACS 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.

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. In the Facility dropdown list, select a facility.
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6.

STUDY STATUS STUDY FLOW

iny o
{ & Frecheckin
Corifrmed
A
& Chedein
hack Ol | TachErd |
i S T Tech Starl

To modify the flow:

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

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.

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.

Optional: To force flow between statuses:

Select 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.

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:
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Procedure

1.

TRANSCRIPTION TEMPLATE

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

Plzdalay

MONE SELECTED =

Usar

Appaintmant Trpe

IMPORT

Studdy Description

: TEMFLATE HAME & ALOEEL ACTIVE
- Select # to view/edit template options
or ' to launch the full template editor.
2 [ HL? Sample Tamplile = o
a = 2 B  dR&Y HAND w w
2. Select ADD.
Template Hame * -
1 T [ELFH] P L | Pagmsilisg ¥ L7 Proeafng L% --F;.Et.ﬂ" Relibae, ) |+
MRNY HAR . . 7 4 3 Templae Name BT HASD
O irwctive B cscesd - Lo w12 w|[ & K[ 8| =0 Ex B gL |an maifuye B Glotal
s ain v e aw el [T v [Fe Be T
Maors Keyword _:m'; B /ou K K Asw OEr & HILH Laragy | E
ptoe =n SwmERh J Iciing
Medaities * - ! - L v L L % ¢ L w i
L
-
- Exmm! RADIOGRAPH OF THE _ HAND
: Technique: PA. cblque and latemd vews ol e hand are submitied

SN 1BEIE G HTGT LU Cetapus, ARG Ty

B

changith Ass0oiance @i provweus Tauma. Sofl issies A Wremankable Ho dilingt

3. On the left pane, enter the following settings.

‘ Setting

Template Name

Description

Type a name for the template.

Macro Keyword

Example: macro chest

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.
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Setting Description

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 assigning users to it. Select a user in the list and

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.
4. Select SAVE.
5. In the 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 Symmetry PACS, on the HOME tab,
select Paste, and then in the button shortcut menu, select Paste.
7. To add merge fields, select REPORTING (1) > Insert Merge Field (2), and then select a merge field (3).
1
m - ."-'3: f-"" | '.. ) |":| Q,, o Indzive [ Gload
= ' EX N
L o _I " 3 . - " |.. 3 . ‘.
[~ "
[~
[] euse
[ | s disly Sppnt et TP AR
[] oeu
[ 3
— j -
[ P
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
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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 opening it in the main template editing screen.

Procedure

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

TRANSCRIPTION TEMPLATE . A MEPLAT HETIONAL STATLES MITIVE

EXPORT ALL  MPOAT  ADD RI

Modality

Appoirtmant Tyoe Sudy Deszription

GLOBAL  ACTIVE

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

L} i LT Samngle Tempkila

= 1 EOAY LLaas

2. Type or select search criteria in the following fields.

‘ Criterion Description

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. Inthe row of the template to edit, select the edit & button.

O ’ ] ] XRAY HAND o o

4. In the editing pane, to edit template settings, select the EDIT button.
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Template Mame * | =) I EDNT
XRAY HAND

O inactive Global

-+
Maodalities '
User
Body Part
Study Description
[ Requirs All Match + |
Markets
Facilities
Institution

|
-

5. Edit settings as needed, and then select SAVE.

6. To edit the contents of the template, select the button to open it in 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 that is 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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TRANECRIPTION TEMPLATE

o sz

J._.l TEMPLATE HAKE = ACTIVE

] . aifomation Templabe 2 o

O & AF mediemplata v
& AL mew o
B & HE XRAY HAKD -

2. Tocopy a template, select the copy A button in the row containing the template you want to copy.

Copy transcription templat¢ X

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 Symmetry PACS 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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TRAMSCRETION TEMPLATE

Iodality Uzer Appointmant Type Study Description
HONE SELECTED = i ar -
n TEMPLATE NAME = SLOBAL ACTIVE

Select # to view/edit template options here
or U to launch the full template editor.

2l v Yerw

B O & 8 0 HLT Seple Templite ® v

O & & & 0 KRAT HARD w -

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: Symmetry PACS downloads a CSV file of your templates to your windows downloads folder.

4. Use email 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. At the site to perform the import, place the CSV template files in a folder of your choice.
2. Open the screen above and select IMPORT.

3. In the 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
Mame

4, Select IMPORT.

See also:

Add a transcription template
Copy a transcription template

Dictation and transcription with Exa Voice and Exa Trans

Add areport template

A report 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, Symmetry PACS generates the approved report using a template you create here.
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Which template is used?

The template settings must match the facility and modality of the study. If several templates match, the highest one in

the list is 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.

REFORT TEMPLATE

TEMFLATE MAME & ELMMARY MARKET START DATE  EMID DATE
Al

Sample imaging sl modalities Bty Company 1243071590

2. Do one of the following.

e To start a new template from scratch, select ADD.
e To base the new template on an existing one, select the copy A putton of the existing template.
e To edit an existing template, select its edit 74 button.

Template Hame * O insciive Siudy Description
Markula
Faclities *
Madalities *
SUmmany

reihud o
Aagdemwdum Lo atbon \:’:. Tan m Eatiam

Slart Dake

Erud Dl
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3. Enter the following settings.

‘ Setting Description
Template Name Type a name for the template.
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 MRI 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. On the INSERT tab, select Header or Footer, and then in the button shortcut menu, select Edit Header or Edit
Footer.

PAGE HEADER/FOOTER REPOF

HLE HOME INSERT FAGE LAYOUT REPORTS VIEWY TABLE LAYOUT
— B g @ A # B Q
| 40 ll =
l' Fage Table |y :II:IE‘ I""'I "ll:I::- Chart Hyperink Bookmark Page Text File Symibal
Page Break v v lurnber » Frame » ¥
Pages Tables lusiratons Links Headers & Foolers Text Symbolks

3. Type information 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. On the INSERT tab, select Table, and then in the button menu:
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e Select a cell layout, or
e Select Insert Table dialog, enter table settings and then select OK.

2. Type textin cells, and select Save.

3. See below to add logos and merge fields to the table.

Add alogo

1. Prepare a bitmap image and save it in the following:
[drive]:/EXA/Weblmages

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.

3. On the INSERT tab, select Image, and then in the button shortcut menu, select Image.
4. In the Open File dialog, type the name of the bitmap image and then select Open.

5. In the image shortcut menu, select Format.

6. Inthe Image Attributes dialog, under Wrapping Style, select In Line, and then select OK.

7. Optional. On the HOME tab, select the text alignment (left, right, center) tools, or drag the image to position
it.

8. Select Save.

Add merge fields
1. Place the cursor in the header or footer where you want to add the merge field.

2. On the REPORTING tab, select Insert Merge Field.
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PAGE HEADER/FOOTER REPORT SIGMATURE
HOME MSERT PAGE LAYOQUT Q| REFORTING RVIEW FROQFING FER
[F]
g | 0] o]
1 § ] ] o | [o
Inserd s Spacial Inserd Edif Merge Show Field | Show
Merpe Field » Fizid = Merge Block v Blocks Codes  Field Text
wge Blocks Wiew
n_detal
o [90] exam. s I
— L L
[ ]Pwicer = Common higher- PY————
- level merge fields ApooinimentTypaD eseplio
) [ ]General ExpectedAmvalTime
: Lower-level, detailed Accessionie
'. Patient merge ﬂEldS = ApprovedDate
. [ ] g PreAppiovedDale
. TranscnbedDate
- [ ]F”':"CB BoedyPart
. Departmend
- [ ] DIComM DictalionDale
) IE0Code
. [ ],,.gu,am ICDDescriplion
. ShedyiCDCode
:_ m SludylCDDescriplicon
|| == Exam_detais > Instdution -
E Presider ¥
l____. = General *

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. Type text and add merge fields as described earlier.

G MATLRE
] ol = | QP
M e Firkd | 5w e En Friab &
Fisicl v Coden Pl Texl | Maigs Feavi Maige
Wi Pirdea Firshi
L I F I . [ gttt

Kay Images Selings

Electronicalty Signed By

afadolopstEuliamss
aEroeder Smatug s
A InarET el

<-Merge fields

3. Optional: To include key images in the signature area, see "Add key images" below.
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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.

.
od |
= ==

=&
® Width |256 | Max size: 256

=N

3. Optional: To shrink the image, type a new width and select the Width option.

Close

4. Select the SAVE buttons on the top and bottom of the screen.
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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 Symmetry PACS 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 an advanced receiver rule

Configure matching rules
Configure hanging protocols

Manage jobs in the transfer and SR queues
Configure an issuer of a PID

Manage Exa Forwarders
Configure Exa Forwarders

Configure application entities

An application entity (AE) title is a named configuration for a DICOM application that includes 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 Symmetry PACS. To configure an AE, use the following
procedure.

ﬂ Caution: Failure to correctly configure application entities can cause general failure of DICOM communication
between Symmetry PACS and those entities.

Procedure

1. Go to SETUP > OFFICE > DICOM > AE TITLE.

TITLE = HOST PORT DESCRIPTION FILE STORE AE TYPE ACTINE

oF  OPALINPORT 127001 Cipal Import Exa Server Images RECENVE w

I VIS_136 100227 23 200 2443 Viewer V35 Exa Server Images SENDRECEIVE QUEEY/RETI  »

500-001206A 86



Symmetry® PACS 35.0.2 User's Manual

eXQ-PLATFORM

2. Select ADD.
AE Type = B ssne AE Hag Sedect
B eaint Instiuticn
5 REcENE
) QUERYIRETRIEVE ) File Slore © Sedoct w
AE Title (Ramote) [ mactive [ ignore Scan Docs (Serd) fomt O Require 521
S W - Trareder Symtan (Send] | Selest -
T O o Tranesder Symtan St w
Dhosuannins s Ineges (Racaha)
Wy AE Tithe aricla
Hast bama *
Dasesiption * [ Diable GCILIVE SDE Modality 0O
Fatries o O =and singls Instanca per Study Inchude Approved Ropart [
e Goncuren| 1

o Annclations os

Selpst w

Sonad Unique ImageUIDF [

Feoirn Wicavar

Igreziiz Inbound St 0o »

Wakow

3. Enter the following settings, and then select SAVE.

@ Note: The actual settings that appear on screen differ by the AE types you select.

Setting Description

AE Type

Select one or more transactions that Symmetry PACS makes with the AE.

AE Title (Remote)

Type a title for the AE of up to 16 characters. If an 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 AE when a DICOM-send occurs.

Clear to include scanned documents, and to choose which documents are sent.

Document Types

Available when Ignore Scan Dacs (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 AE Title Type a title of up to 16 characters to set the identity of Symmetry PACS 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).

Host Name Type the host name or IP address of the AE.

Description Type a description for easy identification of the AE.
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Setting Description

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 Clear: Attempt to send the whole study at once (increases efficiency).

Select: Send the study one image at a time (increases reliability).

Note: Some PACS may be unable to receive larger studies. In this case, try selecting this

option.
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 If you 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 Symmetry PACS.

Clear to use the Stat level of the study as received.

DMWL Modalities Select to which modalities to serve a modality worklist.

DMWIL Facilities Select to which facility to serve a modality worklist.

Issuer Select the issuer of PIDs.

AE Flag Select one of the following services to use to send studies.
DICOM: C-MOVE

DICOM SSL: C-MOVE, secured
HL7: Standard HL7 protocols.
OPAL: The Opal Transfer service.

Requires TLS Select for encrypted transmission through the DICOM TLS and MTLS protocols. Used only if

supported by the server with which Symmetry PACS is transacting.
Requires Cert PP i Y i 9

Select to require a certificate when using DICOM TLS.

Institution Type the name of the institution for easier identification.

File Store Select a file store for storing received data.

Port Type the port number through which the AE can connect to Symmetry PACS (the Symmetry PACY
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 storing and receiving.

Vehicle [Exa PACS]|RIS only]

SDE Modality Select if the AE is a dedicated echo ultrasound.

Include Approved Reports Select to include approved reports in transactions.
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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 Timeeowt tlax POU Langth
Read Timedul Boeder Marging 7
Write Timeout Trus Siza

Printer Configurations

REFRESH ADD COMFIGURATION

Mama  Madium Filen Siza Bordar Density destination orientation Magnification Emply Denaity Marmery Allocation
| Pl FAPER BINK 101N BLACK MAGAZIME PORTRAIT REFLICATE BLACK Al
‘ Setting ‘ Description
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]
True Size Prints images in their true resolution. 1UP mode only.

3. Select ADD CONFIGURATION.
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- e
Configuration >
Mama Fidm Destination MAGAZINE

Fidm Ovientatian PORTRAIT w
Medium

"" Magnifieation REPLICATE w
PEPER w

Empty Density BLACGK

Film Size

BINX 10N -

Border Density BLACK

Memaory Allocation (KB}

4. Enter the following settings.

‘ Setting ‘ Description

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 printing images.

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 afile store

File stores are directories on servers that Symmetry PACS uses to store files received in a DICOM transaction, such as
images from a modality.

A Caution: Changing an existing file store can prevent the study from opening.

Procedure

1. Go to SETUP > OFFICE > DICOM > FILE STORE.
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FILE STORE
MAaME = HOTES ROOT DIRECTORY
& DEFALILT STORE Linprecessed DICOR studies FRExANLnkmnin TGOS
¥ |1 ExpSener Images Processad DGO studies FAENANIMmages
# I Seanned Docs Seanned Docurnenis 1o Patient Case FaBxasEeanned mages
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. Forthe 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

File Store Mame * AHI

Type * AWS Healthimagin

] W

Access Key D
Secret Key ID *

Region *

AWS Healthlmaging

Raal Directory *

MNotes

AWS Account Reconciliation Options
Account ID * Merge Image Setz [

Data Sore 1D *

AWS Healthimaging - DICOM Import Job

Data Access Role

ARM *

Input 53 URI *

Qutput SIUR *

Maode of merging Auta W
Enable Force flag [

Conflicts action w

6. Select SAVE.

Configure routing rules

With routing rules, you can define how certain types of data flow between Symmetry PACS and other AEs. For example,
you could create a routing rule that tells Symmetry PACS to automatically send all data that it receives 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. It is not necessary to apply routing rules for manual DICOM send operations.
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@ Prerequisite: In at least one receiver rule, select Trigger Routing Rules.

Procedure

1. Go to SETUP > OFFICE > DICOM > ROUTING RULES.

ROUTING RULES

RULE NAME = AETITLE PRIORITY
"
B Ayl EXAVIZVE2 :
2. Select ADD.
Rula Name * Exarnple O inastiva
Type * SEND ¥ Priarity * 4
AE Title * EXAV33 v Attemgts = :

Prior Options

Mumber of Prigrs fo Send R

Auto Sand Priors

D Relevani Priaors

':l Foree Felevant On ¥V

3. Enter the following settings. The available settings change depending on the AE type that you select in the
Type dropdown list.

Setting Type Description

Rule Name All Type a name for the rule.
Type All Select the transaction to perform with the AE (for example, SEND).
Examples:

- Select SEND to send priors when a study changes to a specified status.

- Select QUERY/RETRIEVE to retrieve priors from another PACS when a study changes to a
specified status.

- Select LOCAL CACHE to locally store images that fit custom criteria.

- Select Global HL7 Send, filter on authorization status, primary insurance policy, and other
properties.

Interface/Trigger HL7 Send Select an interface and/or trigger for HL7 send actions.
Name
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Description

AE Title SEND Select the AE with which to perform the transaction (for example, select Remote_Hospital
to send to that AE).
PRINT
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 the priority to
PR use for the rule you are adding.
QUERY/RETRIEVE
Send Report (Opal)
HL7 Send
LOCAL_CACHE
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 0 (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

SEND
LOCAL_CACHE

Type the number of priors to send along with the study.

Auto Send Priors

SEND
LOCAL_CACHE

Select to send any priors found in the system along with the current study.
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
LOCAL_CACHE

Select to send relevant priors when auto-sending, along with any non-relevant priors that
the system found. Enter criteria to define what is relevant (see below).

» |f you do 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 Priors to]
Send.

o |[f the system finds fewer relevant priors than the Number of Priors to Send, it adds
non-relevant priors up to the number.

Force Relevant Only

SEND
LOCAL_CACHE

Select to send only relevant priors.

o |[f the system finds fewer relevant priors than the Number of Priors to Send, it does nofj
send any additional priors.

[Define relevant
priors]

SEND
LOCAL_CACHE

Available when you select Relevant Priors. See "Define relevant priors" later in this topic.
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a. Inthe Field dropdown list, select an argument and a logical operator.
For example, Modality and Is
b. Select a matching value for the argument.

For example, in the Modality list, select MG, meaning, "Modality Is MG."

Summary
Field

—
]

& 1z D 1z Nt

4

Modality

Modality

BD
ER
cT
MG
MR

OoBsooo

ADD TO RULES

c. Select ADD TO RULES.

Result: In this example, when Symmetry PACS receives an MG study, it automatically sends it to the AE
named Remote_Hospital.

6. Optional. Add more criteria.
7. Select SAVE.

8. Apply your routing rule to a study flow by selecting the triangle between statuses. See Configure study flow.

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 Symmetry PACS.
This rule only applies if the Priors count is 0. Create the routing rule as follows:

1. In the TYPE dropdown list, select QUERY/RETRIEVE.

2. In the Priors box, type O (zero).

3. In the Field dropdown list, select Accession #, and select the Is option.
4. In the criterion 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:
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STRING or (STRING STRING ...){.*(STRING STRING...)}

"A single 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 settings on the left... ...main study settings on the right
Main
Prior Study Main Study Body

Madality Pricr Bady Part Prior Descriplion Madality  Part Main Study Description
cr MR LA
{KENEEIFATELLA) KMEE & ]
[HEEL|CALC)*[LEFTILT)EI} {HEELICALC).*(LEFTILT|BI) LA ]
: : [ |

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 priors).

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

1 SEHD EXA-¥IZ-Va2 Swiphs

2. Select ADD.
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AE Type * Salect ) D Inactive

AE Title * Saleot W l:l All

Seript Description

O Asynchronous

Seript * !

3. Enter the following settings.

‘ Setting ‘ Description
AE Type Select a transaction and node. The script runs when Exa makes the selected transaction
. with the selected node.
AE Title
All Select all AEs of the selected AE Type.
Script Description Type a description of the script.
Asynchronous Select to run the script asynchronously.

4. In the Script area, type the script to run when the previous conditions are true.

Note: For syntax, select the help 7 putton.

5. Select COMPILE, and correct any errors that occur.

6. When the script is free of errors, select SAVE.

Understanding receiver rules

A receiver rule is a detailed set of criteria and instructions that tells Symmetry PACS where to place studies that it
receives, 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 important role in accelerating the processing of incoming data. Symmetry PACS
processes each receiver rule in 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, it is helpful to imagine a 4-step process that Symmetry
PACS 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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A detailed explanation of each of these steps follows.

Step 1 - Find a matching receiver rule

When Symmetry PACS 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 «
2 il + 1

S m 4+ # 2

2 n + ¥ 3

From top...

RULE NAME

PMT2

PMT

File Import

2 W 4+ ¥ 12 Kforwarder7

20 + ¥ 12 Kforwarderd

7 I 4+ 14 MMD Live
...to bottom

If no user-defined rule matches, Symmetry PACS uses a “default” rule that has a minimum number of criteria to
ensure that all legitimate studies match at least one rule. (If a study did not match any rule, Symmetry PACS would

not receive it.)

To evaluate whether a study matches a rule, Symmetry PACS 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

Facility All v
Modality Al v

Institution

Status Unread v

Interval (Sec) * 120

Trigger RoutingRules O
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Step 2 — Validate and match against PACS and/or RIS

A “rule” is actually not a 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.

Applied Rules

* Reconciliation Mode: Pacs only site
« Emit Live Update
e 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

Figure: Applied rules in the PACS ONLY preset.

Symmetry PACS 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 patient in PACS and/or a RIS order. Symmetry PACS
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, Symmetry PACS 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.
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Applied Rules

s 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
¢ 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

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

e Precache Study

¢ Precache Priors

¢ No. of. priors: 3

* Pick study description from DICOM
e Patient

e Account #/Dicom Patient ID

e Last name

* Date of Birth

e 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)
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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 worklist is 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, Symmetry PACS
processes the study as a success.

See also:

Configure a receiver rule

Configure a receiver rule

You can configure receiver rules to tell Symmetry PACS where to place studies that it receives, and what status to assign
to them. For more information, see Understanding receiver rules. For advanced options, see Configure an advanced
receiver rule.

Procedure

1. Go to SETUP > OFFICE > DICOM > RECEIVER RULES.

RECEIVER RLLES

FRIORTY RULE MAME AE TITLE FACILITY MODALITY HSTITUTION ETATUS
&l v | oA w | all " al w
il 1 IMFORT OFALIMPORT all all Unread
[ 2 -.ﬁll All All Linread
2. Select ADD.
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Rule Information and Filter Applied Rules

Foule Mame * Ruled 0 insctive + Reconciliation Made: PACS Only Site
« Emit Live Update
¢ Precache Study

Faclity izl 01 Al Facilities « Precache Priors
Miodality WOME SELECTED = O Al Modalities + Mo, of Priors: 3

+ Select Study description from DICOM

AE Title All w

Instrution .
« Patient

Stalus Unread - + Account Mo /DICOM Patient 1D

Interval {Sec.) * 190 +« Last Mame

« Date of Birth
« Move Anyway (Even in Exception)
lssuer OF Alternate O » Move to Live on No-Match
Account Murmber
s Study
Receiver Rule ® StUd}l' D

+ Move o Liveon NoMatch

Example showing the PACS ONLY rules

Trigger Routing Fules [

3. Under Rule Information and Filter, enter the following settings as needed.

Setting Description

Rule Name Type a name for the rule.
AE Title 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 rule only

Facility if the study comes from a specific AE, select one under AE Title.

Modality

Institution

Status Select the status to assign the study if it 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.

Preset Button Reconciliation Mode Description

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.
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5. Select SAVE.

See also:

Understanding receiver rules

Configure an advanced receiver rule

If your facility requires more highly customized receiver rules, create Advanced receiver rules. The basic functionality of
each advanced receiver rule setting is described below, but contact your Konica Minolta representative if you need
assistance.

Prerequisite: Obtain the Advanced Options user right.

Procedure

1. Go to SETUP > OFFICE > DICOM > RECEIVER RULES.

RECENVER RLULES:

FRIORITY RULE MAME AETITLE FACILITY BAGDALITY HETITUTION STATUS
All e A = &l - Al i

il 1 IMIFORT OFALIMPORT all All Unread

e 2 -.ﬁll All Al Linrgad

2. Select ADD, and then ADVANCED.
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First Hame
] Last Name
L] weide Hame
] Sex

] Date of Birth

M Ay (Evesn i ExStao

Mo 1o Live on Mo-hisch

Rule Information and Filter Options:
Fude Mame * O Insctive Stathus Unread w
AE Tie A i rroesval (Sec ) * 120 0 Manual Move
Facility O Al Facibties ] Ernit Live Updase
Mocialy O il Modaiities ] Trigger Routing Rulss
e itution O Skip Linking (Server Sice)
Rlac ol iatan hisds RIS - PACS o O Seteci Suudy descripiion from DICOM
O Greate Referming Provider If Mone Exist
O Preceche Soudy
O Precache Prices he. of Prices
O] Do kot Update Study LD
O Set Status Based on Study Age
Patient Demographics Validation * Study Matching (RIS Orders) *
O Account Mo DICOM Patient 10 O issuer Of Anemaie Account Mumber O Snady i

] Accession Mo
] DHCOM Szudy ID
O Shudy Date

Modsity

O Oecsers from Past | 0 Days and 0 Dy i Fusure

Mo 10 Live on Mo-hdatch

Enter the following settings.

Setting Description

Rule Name Type a name for the rule.
AE Title 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 rule only
Facility if the study comes from a specific AE, select one under AE Title.
Modality
Institution

Reconciliation Mode

Select whether your site uses PACS only, or both RIS and PACS. If you use PACS only but
receive orders through HL7 messages, select RIS + PACS.

Options
Status Select the status to assign the study if it 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).

Lower intervals process more quickly, but can cause bottlenecks and duplicates on the ALL
STUDIES tab. We recommend not less than 20 seconds.

Higher intervals process more slowly, so try to "tune" the interval setting to your network
environment.
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Setting Description

Manual Move Select to require the user to manually move studies from QC to the worklist.

Emit Live Update Select to pushes updates from QC to the worklist in real time.

Select for normal operations, clear for migrations.

Trigger Routing Rules Select to force evaluation of matching studies against routing rules.
Skip Linking (Server Side) Obsolete, do not select.
Select Study Description from DICOM Select to assign a study description from the DICOM data. Useful for receiving studies

without a CPT or appointment type.

Clear to use the study's own study description. If the study has no description, the
description will be blank in Symmetry PACS.

Create Referring Provider if None Exists Select to convert any referrers listed in the study into Exa-style referring providers.
Recommend clearing this option if you are concerned about duplicate referring providers
due to alternate or misspellings of provider names.

Clear to convert referrers listed in the study to system providers (see also Convert or merge
a system provider resource).

Precache Study Select to add the study to a cache on the server for potentially faster loading.

Clear for importing and migrations.

Precache Priors Select to add priors to a cache on the server for potentially faster loading.

No. of Priors No. of Priors: Specify the number of priors to precache. High numbers can slow
performance. Recommend setting the average number of priors that your radiologists
typically open.

Do Not Update Study UID Usually cleared. However, because an order in Exa can have a different UID than an

incoming study that is added to that order, this can cause mismatches if you forward the
studies to any external repositories. In that case, select this option.

Set Status Based on Study Age Select to assign the study status based on its age, and then specify the status to assign and

the age of applicable studies.
Set Status As __ When Study is Older Thar g op

__Days

Patient Demographics Validation

Account No./DICOM PID Select which DICOM fields of the incoming study must match an existing study in order for
. the study to match the rule.
First Name
Recommend selecting 4 criteria.
Last Name
Middle Name
Sex
DOB
Issuer of Alternate Account Number Select to make alternate account numbers available. See Add alternate account numbers to

a patient chart.

Study Matching (RIS Orders)

If the study matches the Patient Demographics Validation criteria above, the program next attempts to match the study with the criteria
below.

Study UID Select which RIS order fields of the incoming study must match an existing order for the
) study to match the rule.

Accession No.

Recommend selecting either Accession No. (only) or Study UID (only).
DICOM Study ID . (only) y UIb (only)
Study Date

Modality
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Setting Description

Orders from Past __ Days and __Days in

Future

Move Anyway (Even in Exception) If duplicate matching demographics are found, or if at least one matching criterion fails, the
study appears on the ALL STUDIES tab with a status of “FIX_.”

Move to Live on No-Match (left) Patient: The study moves to the ALL STUDIES tab even if patient demographic validation
fails. Generally, this is used only when no modality worklist is available.

Move to Live on No-Match (right) Study: The study moves to the ALL STUDIES tab, even if no matching order is found.

4, Select SAVE.

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 that you 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.

TRANSFER QUELIE ER REPORT CUEL SEUERS

REFROCESS SELECTED REFROCESS RAILED REFRESH RELOAD

CLRAENT STATUS: QUELED OATE AST UPDATED DATE STUCY DATE ROCESSION B0 PATIEMT MAME

A w 03511090

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 Sending was aborted due to failed association or the request was rejected by the destination.
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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 £l 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.

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 them all at once.

1. On the transfer 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 AE Title dropdown list, select the AE whose jobs you want to reprocess.

4. Select REPROCESS.

Reprint DICOM Print jobs
1. On the transfer queue, find a job with type PRINT and status Completed.

2. Right-click the job, and select REPRINT.
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Cancel a DICOM Print job

1. On the transfer queue, find a job with type PRINT and status Queued.

2. Right-click the job, and select Cancel.

Configure an issuer of aPID

See Configure alternate account number functionality.

Manage Exa Forwarders

You can view a list of connected Exa Forwarders, get updated information about them, and configure additional Exa
Forwarders.

Procedure

1. Goto SETUP > OFFICE > DICOM > EXA FORWARDERS.

EXA FOMNARDERS

2. Optional. To search for a forwarder, enter criteria in the text boxes in the header (such as FORWARDER NAME).

3. On this page you can do the following:

Setting Description

ADD Configure an additional Exa Forwarder. See Configure Exa Forwarders.

GET INFO Creates a request for information about the forwarder. When the forwarder calls in and finds the request, it
updates the information on this screen (name, last communication, version, and status).

GET LOG Creates a request for a log from the forwarder. When the forwarder calls in and finds the request, it sends its
log files in gzip format to the Exa platform server at [AppDrive]\Viztek\Exa\Logs.

RESTART Creates a request for a restart of the forwarder. When the forwarder calls in and finds the request, it restarts.

UPDATE Creates a request for an update of the forwarder software. When the forwarder calls in and finds the request,
it performs the update.

RESET Resets (clears) any currently active forwarder requests.

DELETE Removes the forwarder from the list.
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Configure Exa Forwarders
You can configure an Exa Forwarder to manage it from within Symmetry PACS. See also Manage Exa Forwarders.
Procedure

1. Go to SETUP > OFFICE > DICOM > EXA FORWARDERS.

EXA FORWARDERS

ADD  REFRESH = RELOAD

FORWARDER MALIE LAST DOESILRMCATION WERSI STATLES

& Forwraress 133 [V HR/HID 28 A EDT w002 - mmmmmm
o PP | ocrewol emo | wwr| wours | st | onew |
& FrovTpeess—r’) [V R A4 AL EDT waan ERROR mmmmmﬂ
2. Select ADD.
SAVE SAVE L CLOSE
Mg *
Syatierm ULED

Chient ID

Client Secret

3. In the Name box, type a name for the forwarder using 8 to 24 alphanumeric characters, dashes, or underscores
only.

4. Select SAVE, and then select BACK.
5. In the list of forwarders, double-click your new configuration to open the Add screen box again.

6. Inanew browser window, open the Exa Forwarder software, and select the System tab. (See the Exa Forwarder
user's manual.)

7. Copy the System UUID, Client ID, and Client Secret from the dialog in Exa PACS|RIS into the corresponding
fields in Exa Forwarder, and save.
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Manage users

For access to Symmetry PACS 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.

Eﬂ 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
Unlock a user account

Configure an administered worklist filter
Manage who is online

View assigned studies and patients

Create a user role

A user role 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.

LPSER ROLES:

ROLE MAME = ROLE DESCRIFTION
- lirg Billing

& B Facility Admin Facilty Admin
&l Frordesk Frant-desk

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. In the 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 * ]
Billing (] Inactive

Role Description =

Billing

User Role Permission

O silling/Setup [J Ordericp
Billing Codes [ order Referring Provider
B Billing Class [ order Studies
Claim Status O ac pelete
Bl CAS Group Code O ocEdit
B Provider ID Code Qualifier [0 oc Meve te Studies

4. Select SAVE & CLOSE.

See also:

Create a user group
Create a user

Create a user group

A user 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
GROUP CODE GROWP NAME GROUFP DESCRIPTION + ACTIVE
¥ -
£l BiL BILLING BILLING o
g i FAD Facility Adrmin Facility Administrator w
&' B FRDE Frant-desk Front desk perscnnel w
2. Select ADD.
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Group Code * BiL O inactive All Documnents

Group Name * BILLING Document Types * 1D Card

Group Description = BILLING B Insurance Card
Reports

Roles Mavigation
Billing ] Dashboard
O Facility Admin Worklist
O Front-desk [ Patiant Arrival Warklist
O Portal Patiant
O raD Fax Manager
O rer Scheduls
O TeECH Billing
Ll TRaMNS Payments

3. Enter the following settings.
Setting Description
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:

o This only allows opening the item, and certain user rights may be required to work in a
particular area.

o Evenif selected here, the Fax Manager requires activation to open.

4, Select SAVE.
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See also:

Create a user

Create a user

A user 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.

LISEH HAME S MAME GROLF MarE USER TYFE MSHKET
all ¥ | A -
F aragn Aaigin, frgse Fauility &dmin Cihers
& Bsrrytest Tesd, Bamy Facility Admin Orihears k1
& Elegt Tass, Bill Faciliy A&dmin Othars M
2. Select ADD.
SAVE SAVE & CLOSE UNLOCK ACCOUNT CLEAR BACK
GEoup Mame * select Group =
up Becess Expires Afer days w
Hide AD Groups
[J Cae-Time Access
Mamg *
B User Must Change Password Hext Lagin
i affix
[J Az=ign Claims to Follow-Up Quews for Anather
d
Mokile Phans bobile Phon Usar
E-tdail mail I User can change sccounting dates
Passweord * B W Facilities. * NOME SELECTED =
Confirm Passwerd * Linkid Provider User Type | Selact -
Session Inbersal C1 Hide Order Mer

3. Enter the following settings.

Not all settings may be available depending on your product and configuration.
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Caution: A password is configured or used on this page. For recommended security, turn off Chrome

autofill.
‘ Setting Description
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. If extra 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.

You can enter a value in the range from 1 to 2880 minutes. The default value is 20 minutes,
and if you save a blank value the system automatically restores the default setting of 20.

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
Login

Select to require the user to create their own password after signing in the first time.

User Can Change Accounting Dates

When selected, the user can edit accounting dates under Billing > Payments.

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, Symmetry PACS 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

If the user is also a resource, select the user type to link, and then select the user in the
dropdown list that appears.

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:

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.
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Setting Description

Scheduled By Available when Ordering Facility is selected.

Select an option to control the dates available to the user when requesting an appointment in
the ordering facility portal.

4. Select SAVE.
5. Optional.
e To limit what the user can view on the worklist, see Configure an administered worklist filter.
e Toview a user’s devices, select the ATTACHED DEVICES sub-tab.
e To restrict the user’s access to specific ordering facilities, select the USER PERMISSIONS sub-tab.
e 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:

AFPLICATION

£ il updox

3. To grant access to an app, in the Add Application dropdown list, select the application.

4. Enter settings in any available app- and user-specific fields that appear, and then select SAVE.
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WORKLIST FILTER ATTACHED DEVICES USER PERMISSIONS THIRD PARTY TOOLS
] A CLE
Adding application: Updox m -

Ul URL httpas{fmyupdox. com
APIURL httpas{myupdox.com
Acecunt ID QA4

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. To remove access to an app, in the Current Applications dropdown list, select the delete W putton.
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 FROFILE SETTINGS

foancs Uger *

Destimation User * alect Deat@atian

2. In the Source User dropdown list, select the user whose settings you want to copy.

3. In the Destination User dropdown list, select a user to configure with the source user’s settings, and then select
the plus button.

A 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.

500-001206A 116



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

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.

USER MAME = HAKE GROUP HAME

_.: adosk ROask, Angle Fromt-dask

2. Double-click the user in the list and do one of the following, and then select UNLOCK ACCOUNT.

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 Chhoose one
|:| One-Ti 058s

O user Must Change Password Next Lagin

[ Assign Claims to Follow-Up Queue for Another
Uszer

O user can change accounting dates

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.
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Unlock a user account

If a user fails a certain number of sign-in attempts, their account becomes locked. Administrators can unlock it with the
following procedure.

Prerequisite: Only members of the Facility Admin user group can unlock accounts.
Procedure

1. Go to SETUP > OFFICE > User Management > USERS.

2. Double-click the locked user in the list to edit, and then select UNLOCK ACCOUNT.

Group Namas * t v
Access Expires After days w

B Hide AD Groups

M oo Acs

3. Select SAVE.

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.

Procedure

1. Go to SETUP > OFFICE > User Management > USERS.

USER MAME = HAME GROUP NAME
& adesk ROask, Angie Front-dask

& Bl Ger &nna Faciity admin
& aragin Reagin, Arges Fadity ddmin

2. Double-click a user row to open a user, and select the WORKLIST FILTER sub-tab.
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WORELIST FILTER ATTACHED DEVICES USER PERMISZIONS

Dieleted

Date Operations By

-._'F\.- Created Dats

Prafomnatted

o

i} Date Froem

[ show Encounters Only [ pisable Right-Click an Worklis} STAT Studies Override Current Sub-Filter

[ sShow DICOM Studies Gnly [ Show RIS Orders Only [ shew Assigned Studies Only

All -
® Siudy Date r Study Received Date ':_j Scheduled Date f_'," Lazt call made
From o) To b}
s} Data To = oy

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. In the left pane, select GENERAL.

2. Enter the following settings, and then select SAVE.

Setting Description

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.

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:
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Setting Description

Date Operations = Study Date
Preformatted = Last 7 Days

“If the study date falls within the last 7 days, display the study on the user’s worklist”

eXQ-PLATFORM

Last/Next Select a time range for the selected property.
Example:

Date Operations = Study Received Date
Select Last, type 8, select Week(s)

“If the 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. In the left 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. In the left pane, select STUDY INFORMATION.
2. For each criterion, select a logic option, and then type or select a value.
3. For example, to display only abdominal studies, under Body Part:

e Select the Is option

e In the list of 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. Inthe left pane, select RESOURCE.

2. For each 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.:
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e Select the Is option

¢ Inthe box, 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. In the left pane, select INSURANCE.

2. For each criterion, select a logic option, and then type or select a value. For example, to hide studies under
litigation, under Insurance Provider Type:

e Select the Is Not option

e In the box, 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.

USERS OMLINE

LISER MAME LOGGED 1N DATE CLIENT IF LAZT ACCESEED ¢

D3N/ M023 - 031452023

Paca Q31402023 7237 AR EDT N0ATFE 240 ERLE- ]
3 Service, admin 0271472023 B:41 AN EDT 37 m ago Ierminaje
& Berdice, sdmin 03/14/2023 7:41 AM EDT 37mago Temminaie

2. Optional: To view a session log for a user, select the log ™ button.

3. Optional: To terminate a session, select the Terminate link.
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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.

ASEGMED STURIES

USER ASSIGMED = ACCEESION NI ASSIGNED STUDIES STUDY STATLE ASSIGHED BY ASSIGHED DAT
(] Radialogist, Fichard 1156 30 RMDA I6R CT MAI US/0TH X REQ POSTRCX Approved Test, Aad oomIEE
_| Radialkagist, Richard ol BONE LENGTH STUDIES Ippraved Rery, Hirmilla 01 B202E

[ Radiolagist, Fachard ] ANGRFH ADRML UK SLCTY RELI Approved Ry, Hirmila a1/18/2022

2. Do one or both of the following.

e To view studies 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 To view 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
Work with the fax queue

Work with the inbound document 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.

Set up a study form

Use the following procedure to initially set up the form, and then see other topics to add and edit form contents.

1. Go to SETUP > OFFICE > General > FORM BUILDER.

FORM BUILDER

DOCLIMENT RAME MARKETS

#* £ Contrast Congent for lodinated Dye
& B CT Geresning Form

B Echocardiogram Waekshest

2. Select ADD.

3. Type a Form Name, and then select the ASSIGN sub-tab.
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Form Name* Test

‘ ASSIGN

Document Type Salect.,
[ viewable on Patlant Portal

O Aute Assign to Study
Ingurance

Provider *

O alow Al with Emply
O Abow Al without Empty

Physician *

j Al All with E"l'-;'.}'

o BT

-

4.

Enter the following settings to define the scope of the form and filter its availability.

Setting Description

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 from the patient portal.

Auto Assign to Study

Select and then enter study criteria to automatically assign the form to those studies.
Assigned forms appear in the Study Forms tab of the Edit Study screen, making them available
to users without performing dedicated searches.

Insurance Provider
Allow All with Empty
Allow All without Empty

Select to restrict availability to the form to specific insurance providers.
Select to make all providers available if none are specified.

Select to make the setting required.

Physician
Allow All with Empty
Allow All without Empty

Select to restrict availability to the form to specific physicians.
Select to make all physicians available if none are specified.

Select to make the setting required.

CPT Codes
Allow All with Empty
Allow All without Empty

Select to restrict the form to studies with specific CPT codes.
Select to make available for all CPT codes if none are specified.

Select to make the setting required.
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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 setting required.

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 to restrict availability to the form to studies from specific modalities.

Male Patient Only Select to restrict 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.

2. Inthe form area, select the word “Header.”

3. Inthe left pane, on the PROPERTIES tab, select CHANGE LOGO.

4. Browse for and select a logo, and then select Open.

5. 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:
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Overwrite "Header" with new header text, for example:

A
% Study Date:"$5StudyDate$S Patient: $5Lastnamess, S5FirstNameS$s
FOMICA MIMNOLTA,

E E SSIGMN MERGE FIELDS

name

Merge Fields

= Patient

FirstName
Fullname

Lastname

6. In the left 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.
7. In the list of results, double-click a merge field to add it to the form header.
For example, double-click StudyDate.
8. To the right of the $$StudyDate$$ merge field, type a new field name.
For example, type Pati ent Nane:
9. Repeat earlier 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.

Your header could look something like the following.
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Name: $$Fullname$$
Study Description:

symmetry pacs B

$5StudyDate$S

Add text 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:
Siudy Date:"55StudyDates$ Patient: $5Lastname$s, SSFirstMan

OMIEA PAIMOLTS

This is a Text Box

|

These are Checkboxes
[ walk-in
] Emergency

This is a Text Area

= ] The user can enter text here.

These are Radio Buttons

O optien 1
) optien 2

A This is a Free Text box

w F:".L*r some static text...

Italic O underline

b

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.
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To add a text control:
1. Drag the Text Box, Text Area, or Free Text button onto the form.

2. 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, type Li abi l ity wai ver.

3. If the text control is for providing information, enter the information in the box.
Adjust vertical spacing:

e To adjust the space between the question and the box, use the Line Height slider.

e To adjust the space before and after the text control, use the Padding slider.

e To apply adjustments to all fields on the form at once, select Apply Spacing to All checkbox, and then use
the sliders.

e If using a Text Box, select the following options for Inline Controls.

‘ Setting Description
Fit on 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 Ifusing Free 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.

4, Select SAVE.

Add an image to a study form
1. Toadd an image, drag the Image button to the form.

2. To give the image a title, select Untitled, and then type a title.

w

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.
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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.

Adjust the vertical Spacing, Inline Controls, and checkbox label Style (see “Add text controls to your form”
earlier in this topic).

To add a new checkbox to the group, select ADD ANSWER.

To label individual checkboxes, type labels in the boxes under Answers.

For example, type Peanut s for the first checkbox, and Mol d for the second.

To arrange the checkboxes in columns, select a number in the No. of columns for Answers dropdown list.
To add an “Other” checkbox with accompanying text input box, select the Add Other checkbox.

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

A group box is a named group that can contain one or more checkbox groups and/or one or more option groups. To
add a group box:

1.
2.

Drag the Group button onto the form.
Select the word “Group Title,” and then in the left pane, in the Question box, type text to label the group.

To add a background image to the group, in the left pane, select CHANGE IMAGE, browse for and select an
image, and then select Open.

To divide the group into columns, in the Grid Columns dropdown list, select a number of columns.

To add a checkbox group or radio button group into a particular column, in the New Control Placement list,
select the number of the column, and then drag the Checkbox or Radio Button button onto the group.

Configure the checkboxes and/or radio buttons as described in “Add checkboxes to your form.”

Select SAVE.
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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. Inthe form area, select the word “Footer,” and replace it by typing Si gnat ur e.

3. Inthe left pane, on the MERGE FIELDS tab, search for “signature” and then double-click SudyFormSignature in
the list of results.

4. Select SAVE.
See also:

Add a study form to a patient record
Add a custom form to a patient record

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

DHOCUMEMT HAME MAHKET:

Fi1 e

B Contrast Consent for kodinated 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. In the Import Study Forms dialog, select CHOOSE FILE, browse for and select the copied JSON file, and then
select Open.

3. On the FORM BUILDER tab, find the new form and edit it for use at Facility A.
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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 .

Set up a custom form

1. Go to SETUP > OFFICE > General > CUSTOM FORMS > ADD.

CUSTOM FORMS

Documnent Mame * | Custom Form Test Labels
O inactive
laseription An example
O eatient Review
[:l Patient Mammo Fonm
O Education Material
Reference Docurnert
2. Enter the following settings.
‘ Setting Description
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
Markets AUTO HOPKINS MARKET ~
ICD Codes * elect IC] ¥ A00.9,Cholera, uns
O allow all with Empty
O Allow All without Empty
el Addaral
Medication * + 5 =
O allow all with Empty
O allow Al without Empty
lab Crdag * L =

4. Enter the following settings.

‘ Setting Description
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
Allow All without Empty

Select to make available for all ICD codes if none are specified.

Select to make the setting required.

Medication

Allow All with Empty
Allow All without Empty

Type a medication name, then press the plus + button. The custom form will only be
available for medications you add.

Select to be available for all medications if none are specified.

Select to make the setting required.

Lab Codes
Allow All with Empty
Allow All without Empty

Select to restrict availability for specific lab codes.
Select to make available for all lab codes if none are specified.

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.

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 insert images and merge fields. You can copy and paste contents by using the Ctrl+C and Ctrl+V
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keyboard shortcuts. To change font sizes, select text that you want to resize, and then select a size in the Font Size

dropdown list.

B 7

Paftient: sELasnamess, SSFirstNameass
Provider: $8ApprovingPhysicanFullNameds

AporovingFhysicla

ApproimngFrryaicia nless

nfirstMame

AT

niviid dlef amwe

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
field to be able to electronically sign the form.

a signature merge

1. Inthe right 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. In the list of 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 gnat 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:

On the burger E menu, select SETUP.

1

2. On the OFFICE menu, select General.

3. On the CUSTOM FORMS tab, select the form Ej button of the custom form that you want to edit.
4. Edit the 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.

DB TOTALS

hate Rangs 072372024 I T T e

& Study Date O Study Received Date ) Approved Date

Study Description [

Medalitias

Imstituticns

B an

o

2. Enter the following search criteria.

Note: If you performed a search previously during the current session, refresh your browser before
entering new criteria.

Setting Description

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 of the institution in

the box, and then select ADD.

3. Torun the search, select UPDATE TOTALS.
4. The search 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.

Auto-Sending of Media Based On:

Feature

Notification Templates

Email 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 provider | Referring provider locations/contacts
media group, referring provider's patient
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
Print and 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" o Select checkboxes is "Notification Settings," and

auto-sending o ) .
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.
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TEMPLATE MAME REPOAT TYPE =
All

1l Hotffication Phy

Study Cancelation

#* W Default Confirmation Screen Confirmation Scresn

EMAIL TEMPLATE

SUBRJECT FACILITY MARKET

Test Angie FaciliyMy Company,Nirmilla Test Fa

Dsfault Appaintment Confirmation Scresn My CompanyNimmilla Test Faciitysrinia Fi

2. Select ADD.
Ternplate Mame * Default Confirmation Serr |_| Inactive Markets m
Eubjucl * Appaintment
Confirrmation Ermail
3. Enter the following settings.
‘ Setting Description
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 of an appointment.
Report Link - Upon approval of a report, sent to the referring physician or other resource. To
enable, select Email Report Link under Reports to 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 Reports to 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 of a 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 r

il
li
il
S,
K

Dear $&FirstNamess SsLastnamess,

This is a reminder for your SSAppointmentTypeDescriptionss imaging study
on $55tudyDatess at $50fficeNamess. .

T

HegeFisddu

Below are the prep instructions for your exam. -
L5 ExamPreplnstructionss$ -

If you have any questions or need to reschedule, please call our office at s3Facilil tebaem
Otherwise, we look forward to seging you on S555tudyDatess,

Best regards,
ssCompanyMamass

$$0fficeNamess b
s30fficesddress1ss, $H0MiceCityss, ss0fficeStatess stk

5. To automatically insert exam details into the email:

a. Inthe right pane, in the Search here box, type a category of information (e.g. Pat i ent).
Note: Category searches are case-sensitive.

b. In the resultant Merge Fields list, select a merge field group (e.g. Patient).
c. 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, Symmetry PACS 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 want to 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).
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See also:

About email templates and notification templates

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.

HOTIFICATION TEMPLATES

TEMPLATE MANE = SUBJECT RACILITY MARHET
Al o
H RafEhyhotification Tast Aregid Facility My Company Birmilla Test FacliBgsrin
2. Select ADD.

HOTIFICATION TEMPLATES

Tarnplate Mame * Subygect Market
RefPhyMatification Test NOME SELECTED =

Facilities *

namsg| | P

Farmals B I

[y
[1h]
[ild
1]
i
1
i
[iil
Uy
]

L8Fullnameass ssAccessioniNoss Marge Fields

= Patient

FirstNamsa
Fulinama
Lastnama
Middlaname

Lisernams

& Provider
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3. Enter the following settings.

‘ Setting Description

Template Name Type a name for the template.

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. To automatically insert exam details into the notification:

a. Inthe right pane, in the Search here box, type a category of information (e.g. Pat i ent ).
Note: Category searches are case-sensitive.

b. In the resultant 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

Set up sending of notifications

By completing the following tasks, Symmetry PACS 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 ).

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
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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.

COVER SHEETS

SAVE SAVE & CLOSE

Hame * Facility *

My Facilty Fax Cover Sh. AUTD 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. Use the 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 QUEUE
REFROGCESS FAILED RELOAD
QUELRED DATE 5 LAST UPDATED STULDY DATE ACCESE RECENVER TYF DOCUMENT RECENER MAME PATIENT DELER DELIVERY ADDRE: CURRENT & PH
All W Al o All w all b
OO SO LS U £ U U LT UE & U G L T TTEGT e A A e, A ARTO0, R T — T
F03/03/2023 1:45 002023 1001166 Refamh = ; T @ TestFarmer Fax {745)454-5454 ‘Queued
Fasend
(R03,003/ 2023 1:4503/03/ 3023 10:4 03/ 0372023 1,00 1164 Rafemi C g Tesi, Farmer Email  mirmilla.royiEkonic: Sent
ancel
H03/03/2023 1:35 03/03/2023 1231165  Refering ProvitApproved ReTeat, Refesring  Test, Frank Fax {745)454-5454 Cuewed

2. Toresend a report, right-click it in the list and then select Resend.

3. Toresend a batch of reports, at the top of the list, select REPROCESS SELECTED or REPROCESS FAILED.
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4. Toresend a report automatically at a later time, right-click it in the list and then select Requeue.

Work with the fax queue

If your facility purchased faxing through Concord Technologies, you can open a fax queue that shows jobs that are
currently in process. You can resend (reprocess) individual faxes, or reprocess them in batches.

Procedure

1. Goto SETUP > OFFICE > General > FAX QUEUE.

FAX QUEE

REPROCESS SELECTED REFROCESS FAILED RELOAD I

TOAAINTS 219 AM FD0GN 30T 530 AM DDA A0 14T A PDRarmall  Relerring Provides  Aporoved Bagor!  Reffing, Jobn T, Johndl ITTHT 1070 [oonsoend] Seet - 5

B TArIors 1008 AL EO4N /205 VO30 AMEOATLHES 420 A EDPOO _ iport My Qrdeing Facilty  Rapord, Jobn TSR oo Sard - 5.
Fsered

06 1ArD0TS Doal Al Efde Br20dS 345 AR Bl 8200 8 &0 S AN EDET e et Paimon Kossta, Frede'ch TaatDd 18, Testds 18 TS [ S - &

uls AL SR AR Boet T ACCS S s A EDI LM S LS AL ETIRS Daderng Faciits Ancireeesd Eepord M Cedecng Facity LoDt 1B Testin IR IATETE IR Mopcodixprd . 5

2. To view fax details, double-click it in the list.
3. Toresend a fax, right-click it in the list and then select Resend.

4. To resend a batch of faxes, at the top of the list, select REPROCESS SELECTED or REPROCESS FAILED.

See also:

Work with the inbound document queue

Work with the inbound document queue

If your facility purchased faxing through Concord Technologies, you can open an inbound document queue that shows
faxes that were received, open the faxes, and view metadata.

Procedure

1. Go to SETUP > OFFICE > General > INBOUND DOCUMENT QUEUE.

R PR U B A [T BTN 117 AN LT ST 0 P DT

o ot D pregre Borpier= (TR,

2. To view fax details, double-click it in the list.
3. Toresend a fax, right-click it in the list and then select Resend.

4. To resend a batch of faxes, at the top of the list, select REPROCESS SELECTED or REPROCESS FAILED.
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See also:

Work with the fax queue
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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 In the Symmetry PACS viewer, in the upper toolbar, select the setting E button.

C PODM N R T DE)&EEQE]REE

. . o .
e In the worklist, on the upper toolbar, select the settings button, and then in the button shortcut menu, select
Viewer Settings.

Find a viewer setting

If you know at least part of the name of the setting you want to configure, you can type it in the search bar at the
top of the Viewer Settings page.

Viewer Settings

proper

Save Image Proper ties on Close

™l Pk i ey
Al = LIOSe DENavior = Ja g

;aves image proper ties upon closing the study

Otherwise, see the following topics in this section (not all topics or settings may be available depending on version
and region).

Set up connected displays

Configure close behavior

Configure annotation colors
Configure other annotation settings
Configure playback and recording
Configure miscellaneous interface settings
Configure tool settings

Configure the toolbar

Configure auto-split rules

Configure the screen and series layout
Assign tools to mouse buttons
Configure cine and DM settings
Configure presets

Configure priors
Configure viewing behavior
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Configure mammography viewing

Configure the overlay font

Configure overlays by modality

Configure standard tools

Add or remove tools from the image shortcut menu
Configure external tools

Set up connected displays

Configure all connected monitors that you intend to use with Symmetry PACS. 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. Goto Viewer Settings > General > Monitor Setup.

2. Under Monitor Count, select Refresh to update the monitor count (or enter manually), and then select Identify.

Viewer Settings
M General
Monitor Setup
Wiznitor Setug
o Bet
G Interfsce
2 Meniter 1 *x 2 Manitor 2 X 2 Monitor 3
FECETH
Mo gl B monnes/Display Mt THapl
on & Tesnacrighion
® Currenit O Curent ) Current
Mincellaneoe
O - ) ) e
L) Pries = Prior L Priee
o O Full Scvenn O] Foll Sorewn O Full Screen
Drdgrs Drdisrg Dedwra
® Madabizy None w Hane w Transcription
Tyoe Tyt Type
T —— -
& Mammography - l ol '-'] Gray
& PET/RO Calbeation Width Calibration Height Calibration Width Calibration Height Calibration Width
B Advanced Visualization

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

Note: At any time you can select Refresh to preview your changes.

Description

Monitor/Display

Select: Make the monitor available for image viewing.
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Setting Description

Clear: Display orders and studies on the monitor.

Current Select to make the monitor available to display current studies.

Prior Select to make the monitor available to display prior studies.

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 opening it with a viewer

tool, or when configured to open automatically.

To add or remove options from the list, select them under Auto Open Orders in the bottom half
of the Monitor Setup screen. By default, the following options are enabled:

Documents: Opens the document list when you select the n 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).

Type The color or grayscale display type.

For example, to force ultrasounds to appear on a color monitor, select Color Only for that moniton]
here, and then in b settings, set US to Assume Color Study.

Calibration Width Type a manual calibration width (as measured by a ruler)
Calibration Height Type a manual calibration height (as measured by a ruler)
Color Only as Last Monitor Chooses the color monitor as the last monitor on which to display images.

4. Select SAVE.

Configure close behavior
You can configure what happens when you close a study in the viewer.
Procedure

1. Go to Viewer Settings > General > Close Behavior.

Viewer Settings
M Genees
Close Behavior
"
Saving
Cloas Ruhurvicr
LI Sawe bmage Asnatations on Close Bl Sawe image Properties on Closs L] Sarve Viewsr Settings on Clase
Warklow
O Askon Close O At Open Maxt Sty [ Change States to Reasd on Close
B esde Pasmial Close Bution O] Open et STAT Sty O Send Anncasted Imuges o Closs
B Songle it aee Mode 0 Usloss Dicration oa Closs

2. Select or clear the following options.

Setting Description

Saving
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Configure annotation colors
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Setting Description

Save Image Annotations on Close

Automatically saves image annotations when closing the study. Saved
annotations are restored the next time the image is opened.

Save Image Properties on Close

Automatically saves image properties such as the W/L when closing the
study. Saved properties are restored the next time the image is opened.

For confirmation before saving, also select Ask On Close below.

Save Viewer Settings on Close

Automatically saves any changed viewer settings such as toolbar
configuration when closing the study.

Workflow

Ask on Close

Prompts you to specify which items to save before 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.

If the next study is not available in a file store, the program downloads it
from AHI, if available.

Change Status to Read on Close

When the current study is closed, changes its status to Read.

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.

Open Next STAT Study

When the current study is closed, opens the next available Stat study.

Send Annotated Images on Close

Automatically sends images if they include annotations when the current
study is closed.

Single Instance Mode

Limits the viewer to one display frame per browser.

Upload Dictation on Close

Highly recommended if you use dictation. Automatically uploads recorded
dictations to add to the study when the study is closed.

Select SAVE.

You can configure the color of annotations to indicate whether they are applied, in edit mode, or you are hovering over

them.

Procedure

1.
2.

Go to Viewer Settings > Interface > Annotations.

Under Colors, to add an annotation color, select inside a color or grayscale box and then use the color picker to

select a color.
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Viewer Settings

W Geners Interface

Annotations

Colors
L lnterlsse

g

bor Grary s ale

Arwnayt ey
Annotation Color 1

Annotation Color 2
S Annotation Color 3
Annotation Color &
Annotation Color 5
Ediet Ansat ation Colos

Hervir Anrsotaticn Cokos

Annotation Color 1-5: Annotations appear in these colors by default.
Edit Annotation Color: Annotations change to this color when you edit them.
Hover Annotation Color: Annotations change to this color when you hover over them.

3. Select SAVE.

Configure other annotation settings
You can configure various settings for creating, editing, and displaying annotations.

Procedure

1. Go to Viewer Settings > Interface > Annotations, and scroll down to reveal other settings.

Viewer Settings
W Goneral Creatian
Allerws Dirng Create B OnarClizk Arvctations
O S One-Click Srnotations Button O Use Dot Corner
D ivieiace
Edit & Manage
Arww
B Annctation Edf Mods £ onfem Annotation Dielete Edit Annolatices afier Creating
Visibility £ Display
Annststion Font Sine Annckation Site Dedwadt SR Report Fort Size
1 1 1o
"
o Pelipi AT Lisiits
[0 tervert SR Reporis i B Scale Annolation Size
Wdlematern -
F T
& PET /A B show Annotanon

2. Enter the settings in the table below.
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Setting Description

Allow Drag Create

Create annotations by dragging instead of selecting.

One-Click Annotations

Select: Changes from the selected annotation tool to the default cursor after|
each use.

Clear: Reuse a selected tool repeatedly without re-selecting it.

Persistent Annotation Tool

Select: Makes a selected annotation tool active until you select a different
tool.

Clear: The pointer changes to the default operation after using the tool.

Show One-Click Annotations Button

Shows a button for turning one-click annotation on and off.

Use Dot Cursor

Changes the standard arrow pointer to a dot pointer.

Edit & Manage

Annotation Edit Mode

Selects the Edit command in the image shortcut menu by default to move,
resize, or delete annotations.

Confirm Annotation Delete

Prompts you for confirmation when deleting annotations.

Edit Annotations after Creating

Places the viewer in Edit mode after initial placement of an annotation.

Visibility & Display

Annotation Font Size

Displays annotations in the specified font size (in pixels).

Annotation Size

Displays annotations in the specified size.

Default SR Report Font Size

Sets the default font size for text in SR reports that appear within a cell.

Invert SR Reports

If an SR appears within a cell, displays it in reverse video (such as white text
on black background).

Measurement Units

Displays measurements (such as length) in the selected units.

Scale Annotation Size

Sets the font size for annotations based on the pixel size of the image.
ON: Default is approximately 10
OFF: Default is approximately 1 to 1.5

Show Annotation

Shows annotations by default. You can still hide them manually in the
viewer.

Select SAVE.

You can configure playback and recording of dictations and transcriptions in the viewer.

Procedure

1.
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Viewer Settings

W Cenenal

D Isteiace

Dctation & Tesroription

Dictation & Transcription
Flayback

FWIVRWD Facior (200-3M)

Monkey Chatter an Rewind

ik
Recording
Hald for Racand

Riccid (heidid oh fpsaiding) L] Bliak o Ripsaid Paniisd L

Lag

2. Enter settings described in the table below.

I% Note: You may need to refresh the browser or viewer for changes to take effect.

‘ Setting

Playback

‘ Description

FFWD/RWD Factor (200-500)

Changes the rate of fast forward and rewind, in milliseconds.

Monkey Chatter on Rewind

Plays the “monkey chatter” sound when rewinding.

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 recording is paused.

Hold for Record

Requires you to hold down the button for the duration of recording.

Lag (0-5000)

Delays the response after selecting play or record by the specified amount of
time, in milliseconds.

3. Select SAVE.

Configure miscellaneous interface settings

You can configure miscellaneous interface settings in the viewer.

Procedure

1. Go to Viewer Settings > Interface > Miscellaneous.
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Viewer Settings

P Cereeral

Mizcellaneous

|: Entda Caidid Viwa

[ Sple Windos Level Regeon

|: Eruiisday Dairwnisbozant Blisaday I: Enatds REHYER Swis

2. Enter settings described in the table below.

‘ Setting

Enable Cardio Viewer

‘ Description

Enables cardio-specific viewing features.

Enable Developer Mode

Shows development mode logs, and displays a vertical green line in the right siddg
of each frame when the server performs a prefetch.

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.

Split Window Level Region

Optimizes performance by applying Window/Level updates only to the visible
portion of large images when the displayed area exceeds 1024 x 1024 pixels.

3. Select SAVE.

Configure tool settings

You can configure the number and placement of calipers, and options for cine tools.

Procedure

1. Go to Viewer Settings > Interface > Tool Settings.

Viewer Settings

aw
=

Tool Settings

Calipsr Pasitian
O L
O Botton

Cing Tacls

O suto Play Cine Loops

O Enable Mps

O Tee B g
Ao Pliy Caree Wit Tiww (fa) O Defwat Frams Bate for MBS
500 15

) Shie Friames in Cines v Mairtain Playtack
Spwed
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Toels

) Caliper Zoom

[] Disable Queving
4

Magnify Tool Size

400

L) Cutlimes - Thickness

Cutlines - Shew Firet & Last

i on Joorm Paint ] High-Guality Interpalaticn

SCus

Pixel Factor

: Show Calibrated LMrasound Region

Span Sensitivity

: Show Span Ovarlay : Span as Scroll - - - - -
F § ¢ 2 !

= ]
W/L Acceleration
100
Toolbar Buttons
O Hide All Manitar Lot ] Hide Document O Hide Mates
: Hide Print : Hide Reports : Hide Transcription

Enter settings described in the table below.

Setting Description

Caliper Position

Left, Top, Right, Bottom

Select or clear one or more checkboxes to show or hide calpiers in each
viewport.

Cine Tools

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.

Enable MP4

Use MP4 format for cine playback instead of DICOM multiframe format.

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.

Tools

Caliper Zoom

If selected, you can drag the calipers to zoom the current image.

Cutlines - Show First & Last

Shows any available cutlines only on the first and last images of a series.

Cutlines - Thickness

Select to specify a default thickness for cutlines, then type the thickness.

Disable Queuing

CAUTION: We do not recommend changing this setting. Consult with your
Konica-Minolta representative.

Select: Force synchronous communication; client message and server response
occur one at a time.

500-001206A
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Clear: Allow multiple simultaneous requests for images, and select the number
of requests. Can improve performance on large CT, X-ray DDR, and MG Tomo
series.

Focus-In on Zoom Point

Enables you to drag on an image to zoom in and out at the initial pointer
position.

High-Quality Interpolation

Select to use high-quality image interpolation. Frequently used to enhance X-ray
quality. This option removes unwanted “grid lines” if switching between earlier
and high-resolution monitors.

Magnify Tool Size

Adjusts the size and pixel magnification factor.

Pixel Factor

Controls how much of the magnified area is zoomed.

Show Calibrated Ultrasound Region

Displays a box that indicates the area with accurate spatial scaling for
measurements.

Show Span Overlay

Shows a span sensitivity adjustment slider on images.

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.

Span Sensitivity

Sets the rate or sensitivity of span adjustments.

Auto - Adjusts the speed automatically based on the number of images in the
series.

Default - 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.

Manual - Select from Low to High to span slowly or quickly.

WV/L Acceleration

Sets the rate or sensitivity of W/L adjustments. Typical range is 100-600.

Toolbar Buttons

Hide All Monitor Layout

Hides the toolbar’s monitor layout change button that appears when two or more
monitors are made available.

Hide Document

Removes the Documents button from the main toolbar.

Hide Notes Removes the Notes button from the main toolbar.
Hide Print Removes the paper Print button from the main toolbar.
Hide Reports Removes the Reports button from the main toolbar.

Hide Transcription

Removes the Transcription button from the main toolbar.

Select SAVE.

Configure the toolbar

You can configure the appearance and other properties of the viewer toolbar. To configure specific toolbar buttons, see
Configure standard tools.

Procedure

1.

Go to Viewer Settings > Interface > Toolbars.
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Viewer Settings

Thumbnal Location
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Toolbars
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Thurnbnall Size
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2. Under Toolbar, enter settings described in the table below.

I% Note: You may need to refresh the browser or viewer for changes to take effect.

Setting Description

DM Toolbar

DM Toolbar Location

Sets the position of the DM toolbar.

Fill Empty DM Cells

Fills undefined DM frames with the next available images in the current study.

Show Label in DM Preview

Shows the previews of hanging protocols in the DM bar.

Main Toolbar

Client-Side Window/Level for US

bypassing the server.

Processes the Window/Level for ultrasounds on the client side. May reduce lag by

Main Toolbar Location

Sets the position of the DM toolbar.

Main Toolbar Size

Sets the size of the main toolbar as a percentage of the screen resolution.

Use Modified Toolbar

Show Priors Toolbar option.

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

Prior Toolbar

Show Prior Index

Displays the Prior index number in the thumbnail and Prior bars.

Show Priors Toolbar

Expands the priors toolbar by default.

Stretch Prior Bar

screen width, a scroll bar appears.

Extends the prior bar across multiple monitors. If the prior bar exceeds the total available
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Setting Description

Thumbnail

Open Key Images as Single Images Select: Show any available key images separately in the thumbnail area.
Clear: Show all series images in the key image thumbnail area.

Show Middle Slice Thumbnail Shows only the thumbnail of the middle slice in a series on the thumbnail list.

Thumbnail Column/Rows Sets the number of columns and rows for the thumbnail bar.

Thumbnail Location 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).

Thumbnail Size Adjusts the size of the thumbnail bar.

3. Select SAVE.

Configure auto-split rules

You can configure whether and how to automatically split series for specified modalities.
Procedure

1. Go to Viewer Settings > Modality.

Viewer Settings

* Modality Settings Conlgare Fo

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. Select Auto-split Rules.

Viewer Settings

M G .
Auto-split Rules
=1
Alviryd L Deffering Actusmsn e ] Dofleriveg Diftusion Vibos

2 Modality

O] ettt Echo Tama O] Costoring Surias Mumbser ] Dofioring Sevien Tier

Auo-wpdt Hubes
: L-.:uﬁ._.\_.l Triggeer Tirme

4. Enter the settings in the following table.

Setting Description

Always Splits US and MR series into individual images by series instance UID (0020,0000e).

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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Setting Description

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 Trigger Time Splits by trigger time (0018,1060).

5. Select SAVE.

Configure the screen and series layout

You can configure the default layout (rows and columns of viewer frames) for screens and series by modality.
Procedure

1. Go to Viewer Settings > Modality.

Viewer Settings .

2 Modality Settings

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. Select Layout.

Viewer Settings
Genaeral

" Layout

D Interface

Scroen Layout Saries Layout
SLIIEI v Se!.llct .

4. Enter the settings in the following table.

Setting Description

Screen Layout Changes the number and layout of series frames.

Series Layout Changes the number and layout of image frames within series frames.

5. Select SAVE.
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Assign tools to mouse buttons
You can assign a viewer tool each of your mouse buttons by modality.

Procedure

1. Go to Viewer Settings > Modality.

Viewer Settings

: Mﬂd"“"‘-‘l s.:”mq;

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. Select Mouse.

Viewer Settings

W G
Mouse
3 inderface
Laft bcddle Righa

. =

. LaltsRight

Hore -
o

4. Enter the settings in the following table.

Description

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.

Note: These settings apply to Exa Advanced Visualization, except for the following
tools: Context, Triangulation, Hounsfield, and Magnify.

5. Select SAVE.

Configure cine and DM settings

You can configure default cine playback behavior and basic display management (DM) settings by modality.

Procedure

1. Go to Viewer Settings > Modality.
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2.

3.

4.

5.

eXQ-PLATFORM

Viewer Settings

* Modality Settings r—

In the Configure For dropdown list, select a modality to configure, or select All Modalities.

Select Navigation.

Viewer Settings

Mavigation
Cinse Tools
[ dy B Mt Se i o o Cine Play
o [ o
L] Deia L =
Formmrd -
absle CIME S | Fla el Sinriern et

DM Settings
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Enter the settings in the following table.

‘ Setting

Cine Tools

Description

Assume Color Study

Forces studies of the selected modality to appear in the default color monitor set in
the display settings.

Auto Next Series Cine

Automatically starts cine play of the next series when the user opens it.

Auto Show Cine Player

Shows the media control bar when a series is opened.

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.

Disable Caliper on Cine

Available when Play Linked Series with Cine is selected. Hides calipers during cine
playback.

Disable CINE Scrolling

Disables cine play of series.

Play Linked Series with Cine

Plays linked series in sync during cine playback.

DM Settings

Auto DM Wrap

Enables moving from the final step of a DM directly to the first step, and back again.

DM Allow Missing Cell

Shows a blank cell in the DM if the assigned image is not available.

DM Save W/L

Saves the window/lIevel with the DM.

Select SAVE.
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Configure presets
You can configure a keyboard shortcut that sets a specified window width and window center by modality.
Procedure

1. Go to Viewer Settings > Modality.

Viewer Settings

® Modality Settings Canbagars I w

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. Select Presets.

Viewer Settings
R Presats
Ky * Description * Window Widsh *  Window Cenber '
T Modalty ABD - LIVER ABD - SOFT ABD - SOFT
g Moy _ . TISSUE 1 2 TISSUE 2
BODY - BOME CHEST - LUNG CHEST -
+ K 31 _ , MEDIASTINUM

4. To add a W/L preset, set each of the following and select SET.

Setting Description

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.

5. Select SAVE.

6. To apply a preset in the viewer, use the shortcut key that you assign, or select the preset in the image shortcut
menu.

Configure priors

You can configure how the viewer treats priors and relevant priors by modality.

Procedure
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1. Go to Viewer Settings > Modality.

Viewer Settings

: Modality Settings Cnlfagars I

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. In the left pane, select Priors.

Viewer Settings

s Priors
=

B Modalty

Rebevand Prices

Madslty = Dosdy Part © Dowas rigrtion © Wllain Srudy Nosdy Par bl s Situmdy (D gt io
4. Enter the settings in the following table.
‘ Setting Description
Priors
Auto Hang Priors Automatically loads the first prior when the viewer opens. Works in conjunction with
Auto Open Prior.
Auto Replace Priors Automatically replaces prior images in the current layout.
Auto Open Prior Automatically opens prior studies.
Auto Open Prior Count When automatically opening priors, opens up to the selected number of studies.

If a prior is available in AHI the program automatically downloads it.

Force Relevant Priors 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.

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 ...)}

"A single string, or multiple strings delimited with a bar, optionally followed by ".*" plus multiple strings delimited
with a bar."
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Example 1

Modality *  Body Part Prior Description *

cT (CHEST|THORAX)

Main Study Body Part

Main Study Description

(CHEST|ITHORAX)

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."

Example 2

Meodality * Body Part Pricr Description *

Body Part
Main Study Body Part

+ Prior

Main Study Body Part

Modality CT Aodality

Main Study Description

AFULA

CAPULA

Sel

SHOULDER).* 4

SHOULDER).®

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 The same is true for the RIGHT shoulder.

e Priors of the same modality as the main study are opened first.

Note: You can also define relevant priors to auto-send (see Configure routing rules).

5. Select SAVE.

Configure viewing behavior
You can configure a wide range of viewer behavior by modality.
Procedure

1. Go to Viewer Settings > Modality.

Viewer Settings

T Modality Seltings

2. In the Configure For dropdown list, select a modality to configure, or select All Modalities.

3. Select Viewing Behavior.
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Scroll down to see more settings

4. Enter the settings in the following table.

Setting Description

DM Settings

Auto Hang DM

Enables the use of DMs. Makes the first instance on the DM preview available to
hang on the viewer.

Show DM Toolbar

Shows/hides the DM toolbar on initial load.

Image Adjustments

Auto Bone Enhance

Highlights the bone portions of images by the percentage you type.

Apply Pixel Padding to Background

Interpolates missing pixel data to fill in “dead” spots in an image.

Note: When using this feature, reading physicians should be aware that some pixels
may be synthesized.

Apply CLAHE

Automatically applies CLAHE, enhancing image contrast.

Auto Swap Red/Blue

Inverts colors that may not be displayed from the modality properly (such as with
non-DICOM ultrasounds).

Apply Auto W/L

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.
RAWMG: Ignore W/L tags and allow the viewer to auto-contrast the image.

Old: Use the W/L based on the DICOM information such as modality, type of study,
body part, and window center/width.

Full: Allows full range of W/L by bit depth:
8 bit = 256, 10 bit = 1024, 12 bit = 4096

Client-Side Window/Level (US Only)

Sets the window/level of ultrasound images on the client.

Compression

Sets the image quality, which inversely affects viewer performance.
None: Diagnostic =

Bmp: Diagnostic =

Low: Non-Diagnostic =

Medium: Non-Diagnostic =

High: Non-Diagnostic = JPEG

Detect Pixel Padding

Turns detection of pixel padding on or off.
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Setting Description

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

If LUT values are damaged, Symmetry PACS ignores the LUT values and attempts to
render the best image possible.

Ignore Presentation LUT

Same as Ignore LUT, but ignores any extra information from certain vendors such as
a “Presentation LUT.”

Instance Window/Level

Select: Show each image with its own W/L.

Clear: Show each image with the W/L of the first instance.

Invert SC Images

Inverts white and black of scanned documents such as prior reports. Reduces eye
fatigue.

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.

Pregenerate Bitmaps

Pre-generates bitmaps automatically if imported 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: Use the original W/L of each individual image.
Clear: 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.

Navigation

Assure All Viewed

Displays a check mark in thumbnails of images that were opened, and warns the
user when closing before all images are opened.

Auto Next Series

When moving beyond the last image of the current series, automatically opens the
next series.

Auto Next Series Wrap

Automatically opens the first series after viewing the last image of the last series in
a study.

Create DM on Close

Creates a new DM for each study when it closes, or when the next study auto-opens.

The DM is named with the accession number, and contains the last displayed stack
and monitor position.

Note: This can result in a large number of DMs.

Do Not Skip Images

Prevents moving forward if subsequent images are not yet loaded.

Toolbar

Sort Thumbnails by Date/Time

Sorts thumbnails by date/time of acquisition.

Stop Thumbnail from Updating

Prevents W/L changes to the current image from affecting its thumbnail.

Viewing Tools

Auto Linking

Automatically numerically links the current series projection (Sagittal, Coronal, and
Axial) with all other like series projections in that study. Linked images automaticall
appear, to the extent possible, in the same order in the stack.

Auto Reorder Images

Automatically changes the order of images 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.
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Setting Description

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.

Auto Show SR Overlays Automatically displays SR overlays, if present.

Cutlines - Show 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.

Extend Image Display (if Stretch) When Stretch Across Monitors is selected, extends a single image across multiple
monitors.

Show DICOM Overlays Automatically displays DICOM overlays, if present.

Show W/L Bar Shows the window/level bar when the viewer opens.

Stretch Across Monitors Turns on extending of images across all active monitors.

Viewing/Display

Enable 4DM Opens the 4DM viewer for post-processing. Requires configuration to integrate with
the 4DM viewer.
Show PDF in Last Stack Moves PDF files to the last place in the stack. In the viewer, they are loaded last if

an empty cell is available.

5. Select SAVE.

Configure mammography viewing

You can configure mammography viewing options.

Caution:

¢ 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 > Mammaography > Viewing.
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Viewer Settings
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2. Enter the settings in the following table.

Setting Description

Misc

Auto Orient Mammo Views Automatically orients mammogram views (for example such that the top faces up, or
image 1 is shown first) regardless of the vendor-specific default orientation.

Swap Left/Right Breast Positions (with When Auto Orient Mammo Views is selected, switches the left and right breast

AutoOrient Only) images.

Auto Slab Tomo Automatically applies the selected slab thickness to tomosynthesis studies.

Enable SkinLine Detection Maximizes breast anatomy based on the skin line without degrading image quality.

Remove BTO Projections Hides the BTO orientation overlay.

Navigation

Disable BTO Scrolling Turns off moving through BTO views.

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 present in the same series, which
is received as a single DICOM. In these cases, turn on the stack scroll.

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.

Priors

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 matching priors in a vertical pop-out.

List US Breast Priors after MG Priors Orders priors in the prior bar.

Show Priors in Chronological Order Orders priors in the prior bar.

Stack Priors Stacks priors of the same view.
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Setting Description

Sort Stacked Priors Sorts stacked priors in ascending or descending order.

Link Stacked Views Groups images of the same view type.

3. Select SAVE.
See also:

About DM, BTO, and stack scrolling

Configure ROI & SUV settings
You can configure ROl and SUV settings.
Procedure
1. Go to Viewer Settings > PET/ROI.
2. Select ROI & SUV.

Viewer Settings

RO & SUV

- .
] B S St B Stow Humbes of Prsin in 85 Sslection B sow Murmbaer of Shoen in B Selection

3. Enter the settings in the following table.

‘ Setting ‘ Description
ROI Show Size Adds length and area measurements to ROI.
Show Number of Pixels in ROI Selection Shows the number of pixels selected when annotating an ROI or selecting

with the freehand tool.

Show Number of Slices in ROI Selection Show the number of slices selected when annotating an ROI or selecting
with the freehand tool.

4. Select SAVE.
See also:

About ROI and SUV values and units

Configure SUV weighting
You can configure SUV weighting settings.

Procedure
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1. Go to Viewer Settings > PET/ROI.

2. Select Weighting.

Viewer Settings
[
Weighting
e - ; — -
- - E e -
A u B s - - )
K PE

3. Enter the settings in the following table.

‘ Setting ‘ Description
Default SUV Type Select the type of SUV calculation to perform.
Enable SUV Calculations Prerequisite: Your system administrator must also enable SUV in a separate
procedure.

Select to add SUV calculations to ROl annotations of PET SUV series and CT-
PET fusion studies.

ROI Selection Weighting Select which pixels are included in an ROI. When DICOM-sending images
with ROI 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 Symmetry PACS with the Weighted or Exclusive options.

Weighted: Include pixels touching or within the ROI border, and assign a
value based on the percentage of the pixel lying within the ROI.

Inclusive: Include pixels touching or within the ROI border, and use the full
pixel value.

Exclusive: Include only pixels completely within the ROI border, and use the
full pixel value.

Show SUV Type and Measurements in the ROI Select to include the SUV type and measurements in the ROI header.

Header

Show SUV Units after Measurements Select to include the SUV units following the measured values in the ROI
header.

Use Standard SUV Type Units (g/ml, cm2/ml) Select to display SUV values using standard units for the SUV type. Clear to

use the values stored in the DICOM file.

4. Select SAVE.
See also:

About ROl and SUV values and units

Enable Exa Advanced Visualization
If your facility purchased Exa Advanced Visualization (EAV), you can enable it as follows.

Procedure
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1. Go to Viewer Settings > Advanced Visualization.

2. Select General.

Viewer Settings

W Conoral Advanced Visualization
(=] ]
General
- — B Erable 30 Advancad Vigualip sticn Vi
& ™ f
_ T RO
@ Advanced Visuslizaton

3. Enter the settings in the following table.

Setting Description

Enable 3D Advanced Visualization Viewer Makes EAV available.

4, Select SAVE.

5. PACS Admins: Grant the 3D Advanced Visualization right to the group of all users who need this feature (see
Create a user role).

Configure EAV close behavior
You can configure close behavior for Exa Advanced Visualization.
Procedure

1. Go to Viewer Settings > Advanced Visualization.

2. Select Close Behavior.
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Viewer Setting

Configure your viewing experience

W General
Close Behavior
2 Interface

® Save EAV Image Annotations on Cloge O Askon Close
% Modality

B Mammography

g

PET / ROI

@ Advanced Visualization

General

Close Behavior

3. Enter the settings in the following table.

Setting Description

Save EAV Image Annotations on Close Saves annotations on close.

Ask on Close Prompts to save or discard unsaved annotations.

Manual Save Only Saves only when selected by the user.

4. Select SAVE.

Configure EAV annotation and tools

You can configure annotation and tool settings for Exa Advanced Visualization.

Procedure

1. Go to Viewer Settings > Advanced Visualization.

2. Select Annotations and Tools.
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Scroll down for more settings

3. Select or clear checkboxes to add or remove tools from the Main, Left, Top, or Bottom toolbar in EAV. For a
description of tools, see Viewer tools and keyboard shortcuts.

4. To create a keyboard shortcut for a tool, type the shortcut in the Keyboard Shortcut box. 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)
o Arrow key (Up, Down, Left, or Right)
e Basic math operator (+, -, *, /)

5. Select SAVE.

Configure the overlay font
You can configure the font family and font size of overlays.
Procedure

1. Go to Viewer Settings > Overlay > Overlay Settings.
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Viewer Settings
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2. Enter the settings in the following table.

‘ Setting

‘ Description
Font Family Select the font used for overlays.
Font Size Select the font size used for overlays.

4. Select SAVE.

Configure overlays by modality

You can configure overlays to automatically appear on images by modality.

Procedure

1. Go to Viewer Settings > Overlay > Overlay Settings.

2. In the Configure For dropdown list, select the modality to which to apply settings (or select All Modalities).

Viewer Settings

o PET /RN
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2 Advanced Visualization
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3. Enter the settings in the following table.

‘ Setting ‘ Description
Field Name Click inside the box and then:
o Select a property from the list, or

e Type a DICOM tag (e.g. 0020,0010)

Prefix If you typed a DICOM tag in the Field Name box, type a 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).

At the bottom of the screen:

FOV/MAG/W/L Displays the field of view, magnification, and W/L for each series in the
bottom corner.

4. Select Left or Right to add an overlay tag based on your settings to the Left or Right overlay column.
Result: The tag appears at the bottom of the list.
5. Optional. Drag the tag to a new position in the list.

6. Select SAVE.

Configure standard tools

You can configure which tools appear on which toolbars in the standard Exa PACS viewer. For Exa Advanced
Visualization tools, see Configure EAV annotation and tools.

Procedure

1. Go to Viewer Settings > Tools.

Viewer Settings

W Gans " Tools

2, Tool Settings

2. In the left pane, select a menu item below Tools (such as Annotation Tools, Export & Save, or Image Display
and Manipulation). Below is an example selecting Annotation Tools.
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Viewer Settings
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Scroll down for more settings

3. In the Configure For dropdown list, select the modality to which you want to apply tool settings, or select All
Modalities.

IMPORTANT: The All Modalities 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).

4. Select or clear checkboxes to add or remove tools from the Main, Left, Top, or Bottom toolbar. For a
description of tools, see Viewer tools and keyboard shortcuts.

5. Optional: To create a keyboard shortcut for a tool, type the shortcut in the Keyboard Shortcut box. 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)
o Arrow key (Up, Down, Left, or Right)
e Basic math operator (+, -, *, /)

4. Select SAVE.

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.

Procedure
1. Go to Viewer Settings > Tools.

2. In the Configure For dropdown list, select the modality whose shortcut menu you want to customize, or select
All Modalities.

3. Under Tools, select Context Menu.
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Viewer Settings
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4. In the right pane, 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.

6. Select SAVE.

See also:

Configure standard tools
Viewer tools and keyboard shortcuts

Configure external tools

See Configure opening of a third-party program.

View logs

To view the various logs that are available in Symmetry PACS, do the following.
View standard logs
Procedure

1. Go to SETUP > OFFICE > Log.

2. Select tabs (AUDIT LOG, USER LOG, etc.) to view different logs.
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3. If viewing the audit log, 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 Symmetry PACS, 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 LOW:

REPROCESS SELECTED RETRY SELECTED RILOAD

CUELED DATE TYPE CURREMT STATL INTERFACE ACCESLIIN RO FATIENT HAME WESSAAE D
0240430 - 0240502 | Al w oAl w
$CCE 20280501 202 P EST Ceher -H'.F‘ Reports (TCR - 1 ZT0000 7 130 ABC- 1 E5214T-ABC PR Znnotations™ 530
FOCE 2050 1R PMEST  Other In-Peegrers ML Beperts (TOP - 12000 5 1305578 Apes, Darme w0

SCCE 20280501 1:55 PM EST Ceher -H'.F‘ Repors (TOR - LIT0000 7 1301687461 Private Tags 7B
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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 in
red 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
PATIENT

DISPATCHING DASHBOARD
QUERY/RETRIEVE

SCHEDULE

BILLING

PAYMENTS

REPORTS

TOOLS

E
£
@
i)
{5
&
g
E
B
}

—0
e

SETUP

INTERFACE

KONICA MINOLTA

The burger menu button... ...and menu (your options may vary)
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Work with the dashboard
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 On the burger 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. On the burger E menu, select DASHBOARD.
2. Toremove a gadget, select its remove %X putton.

3. To add a gadget, find Add Gadget and select its add o button.

4. In the list 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. On the burger E menu, select DASHBOARD.

2. On agadget, select the graph Ll pytton.

3. In the button shortcut menu, select a type.
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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 advance
in Symmetry PACS.

Procedure
1. On the burger E menu, select DASHBOARD.

2. On agadget, select the facility H button.

3. In the 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. On the burger E menu, select DASHBOARD.

2. On agadget, select the date range button.

3. In the button shortcut menu, select a date range and then select Apply.
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Work with the worklist

The worklist is the starting point for most operations in Symmetry PACS. The worklist is a searchable and highly
customizable list of patients, studies, and series, providing full access to demographics and images.
Procedure

1. Go to burger menu E > WORKLIST.

ALL STUDIES
{ 0O STATUS IMGS STUDY DATE STUDY RECEIVED DATE PATIENT
g
Zgx@ @3 =) 0O -0 12/30/2025 12:15 AM EST HI7, Johnsj11
+ 20 & * % O % @ i |[Scheduled 0 12/20/2025 2:15 PM CST Mabbzipatientl1, Mabb
+ 2 [ & * fr ® i |Scheduled 0 12/20/2025 2:00 PM CST Mabbzipatient1, Mabb

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

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

About toolbars and elements in the worklist

The worklist provides the following toolbars and other items.

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 time?).

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

1 2 3 4 5 6 7 8

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 Exa PACS|RIS only.

Filters

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.

+ 8] & ) @ ¢ scheduled 02/17/2023 7:55 PM PST

Exceeds Maximum Time Limit 162

The following table describes the four types of filter tab (filters) that are available in the worklist.

Type Name Description
Optional PRE ORDERS Exa PACS|RIS only.
(Can be hidden) Qc Lists received studies needing reconciliation.
See QC operations.
Permanent ALL STUDIES Lists all DICOM studies and scheduled RIS orders that are not currently on
(Cannot be hidden) 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 filters] [administrator-defined] | Same as a user filter, but created by an administrator for a user, and
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 of
Limit the 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. On the worklist, in the filter bar, select a tab to display the filter.
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Create a user worklist filter

Symmetry PACS comes with the PRE ORDERS, QC, and other filters, but you can also create your own filters to customize
the worklist at a high level of precision.

Procedure

1. On the worklist lower toolbar, select the filter - button.

2.

3.

Study Filter
Oafault Tab &l Shading w
FILTER BUkkS FILTER T FLTER ORDER =
L
all Shydimg Gkl a

In the Study Filter dialog, select ADD.

Enter the following criteria. See an example below the table.

Setting Description

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 order in 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 containing images).

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

Shows all (deleted and non-deleted) studies, no deleted studies, or only deleted studies.
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Setting Description

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.

I% 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

e Only displays studies in Unread status

Study Filter

Filer Hame * Test O

Jained Filters NOME SELECTED =

Filter Order * 1 15 Private

Display as a Tab Dl oy iy Drosprcdonen O shaw Only Exceading Max Time

WO L) uoies Lin rd W AS SN budhies Cinl
Shaw DICOM St only [ [ show Assigned 5 Only
Diedistind all

AsEAGH r - Radialogist M |T

Default CalumniSon By -
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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 lower toolbar, select the filter . button.

Study Filter
Default Tab All Studies w
FILTER MAME FILTER TYPE FILTER CRDER =
Al e
all tudies Global 1]
iil [Delete or Edit Me Private 2
est Private 3

2. Select the edit 74 or delete (i button of the filter to delete.

500-001206A 183



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

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. On the worklist, on the lower toolbar, select the filter E button.

2. In the Study Filter dialog, double-click the filter to show or hide.

3. In the second Study Filter dialog, select or clear the Display as a Tab checkbox and the Display in Dropdown

checkbox.
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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

Status

Study Date

Facility

Patient

Madality

Study Description

Account Mo.

User Set

O showf
Show |
Show

Shg
Show |
O Aute-of

Austo-C]

2. Do one or more of the following.

To show or hide a column, select or clear its checkbox.

To reorder 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.

User Settings
O show Rew Humber Double-Click Behavior Web View
Show Priors Double-Click {Scheduled) Edit Grde w
Show QC )
Default Tab All Studie
Show Completed in Pending List
Default Filter lLr_:;;;_ﬂ Cache) (e
Show Orders Tab
OO show Recent Studies Default Celumn Study Dar w
O auto-Open Mew Order Sort By Desc w
Bl Auto-Open Appointment Confirmation -
k= P - Audio Player Lag Time 4 sec w
Auto Open Priors On w
Open Pricr Reports 0n w
Vaoice recognition Dictation
Delay Load of Exa Trans QFf “
Exa Trans Font W

2. Enter the following settings.

Setting Description

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

+ or collapse ™ 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
(Symmetry PACS only).

Auto-Open Appointment Confirmation Select to automatically open the appointment confirmation screen after selecting the

CREATE ORDER button (Symmetry PACS only). See also Confirm an appointment.
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Setting Description

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) Multi-select up to 3 worklists, in the order of priority, to be the default filters for local cache
If local 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 opening a DICOM study in the Symmetry PACS 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.

nVogq (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.
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Use the worklist

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

Find 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

About Linked Reporting

Link reports

Unlink a report

Work with Ultra Acquire

Update the worklist or viewer

About drawing attention to orders and studies
Use local cache

View the caching status

Create worklist filters for local cache

Find studies
You can find a study and open it to view or edit details.
Procedure

1. On the Worklist, select ALL STUDIES.

2. In the search 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 Select a column header to sort the list.

= Worklist
ALL STUDIES
{ FACILITY STATUS  STUDY
u
MY COMPANY % | ¥
+ 30 & % 17 * @ §  MyCompany Seheduled |03/17/9
+ B & * % ] * @ i MyCompany Scheduled |03/17/4
[ &k % 17 * @ ! MyCompany Scheduled |03/17/3

3. Double-click a study in the list to open it for viewing or editing.
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Note: Avoid opening studies while caching is in progress. See View the caching status.

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. In User Settings, clear the Show Priors checkbox and select SAVE.

User Settings

O show Row Mumber

[0 show Priora

Shiow QC

B chee romnlotad in Bandinn | igd

2. In the worklist, find a study containing images and select its expand * putton.

i * il H _10-"0.‘2EIJE 1234 P EDT  Sarmaler, Jahn Sarnple Femur (L) AP Study

O® = %2 m
- | CR 2 0,01 18900 1200 AM EST
[~ cet 1 1.2.292 200026,9107.500.305.12 200810101 23946 1012 CFt Image Stoe
+ | 3 017071800 1200 &AM EST
+ [ 4 01/01/1900 1200 AM EST
* [ 4 01707171900 1200 AM EST

3. Expand series rows by selecting the * button.

4. To view a thumbnail of an image, select the () button.

Note: To view an image thumbnail, the status must be Incomplete or Unread.
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5. To open 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 that includes them.
Procedure

1. In User Settings, select the Show Priors checkbox and select SAVE.

User Settings

O show Row Mumber

Shaw Priors

B showac

2. In the worklist, find a study and select its expand * putton.

== W H =T
O Fsxl = F =) % @ | Nirmilla Test Facility 01/02,2024 715 PM PET Emdref, Emdret &
Mirmilla Tes1 Facdity -51.'02.'2[:2 TASPM PET e Emdrel, Emsdral Tea1, Valaris X
Mirmilla Test Facdity Checkm 0371772023 100 PM POT Te=1, Valens CcT
marmilla Test Facdity -I:l:.'l:lh.'ZL'E'E 12400 AWM PST Tesi, Valens XA
Priors
tirmilla Tast Facility Scheduled | 072/05/2023 7.00 PM PST e . Test, Valeng WA
Double-click to open
rirmilla Test Facdity 013172023 415 PM PST Test, Valaris CR
Mirmille Test Facdity 01312023 400 PM PST Test, Valerie CR
Marmilla Tes1 Facdity 0153172023 300 P PST e 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. In User Settings, select the Show Recent Studies checkbox and select SAVE.
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[ &l Show UC
Show Completed in Pending Li
Show Orders Tab
Show Recent Studies
] Auto-Open Mew Order

| B Ao Onen Arssintenent Confiems]
2. In the worklist, select the RECENT STUDIES worklist filter.

Worklist

RECENT STUDIES

{ 0 STATUS 5TL

+ B2 =2%xEH =R o v @

_M

Details

The Recent Studies tab works like the All Studies tab except:

You can't sort it (it's automatically sorted in first-in-first-out (FIFO) order by date/time of viewing).

Priors opened during a viewer session do not appear on this tab, but priors originally opened from the worklist
do.

Stat level has no effect on the sorting of the list.
The program creates a unique recent studies tab for each user.

If you 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 NPl 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. On the Worklist, in the REFERRING PHYSICIAN or ORDERING FACILITY column, select the doctor & symbol.
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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.

BN®e® S kx[E u

&5 o

Tool me Description

+ /™= | Expand/Collapse Expands or collapses the study row to show or hide series or priors.
Prior Select to display a list of prior studies in a custom filter.
n Checkbox Select to select the study for further processing by subsequent commands.
DICOM Viewer Open the study in the Exa PACS viewer. Available for studies that contain images. A
background color of the button indicates:
a Images not yet cached
& Some images cached
D All images cached, unread
Opal Viewer Open the study in the Exa Client viewer (see Install Exa Client Viewer). Available for studies
that contain images.
Edit Opens the study for editing.

View Transcription

Opens the dictation and transcription editor and displays any existing transcription. See
"Dictation and transcription.”

Multipanel Opens the study in the multi-panel, an operating panel for working with dictation,
transcription, documents, notes, and other information.
Approved Report Opens approved reports of the study.

External app.

Opens the current study in an external application if configured.

B ERE HoN B

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 Symmetry PACS viewer.

Notes Opens a screen for entering and viewing notes related to patient, study, schedule, and reason
for study, and for updating the call log. The button turns blue if study notes are available.

Study menu Displays the study shortcut menu (you can also Right-click anywhere on the study row to

display the shortcut menu).
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See also:

Work with the Symmetry PACS viewer

Edit study screen
Worklist shortcut menus

Configure opening of a third-party program

About Linked Reporting

With Linked Reporting, radiologists can save time by dictating multiple related studies into a single report. When the
report is 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
report so that all information is available to you regardless of the study or report you open. If an addendum is added to
a linked report, it applies 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 do
its 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, Reports 1, 2, and 3 become one combined report

Which reports can be linked and unlinked?

e The reports 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, Symmetry PACS automatically fills the header with
information about the main report and 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.
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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:

Accession numbers E EXQ

of linked studies

Patient Name: N Referring Physician: Reicher, Joshua M.D.
Date of Birth: 04+ Phone: (650)493-5000
Patient ID: 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 nb pain radiating to mid and lower back. Mo known trauma. ‘

Study descriptions of
Comparisons: Mane available at time of repord, linked studies
Technique: Two-view radiographs of the left nibs, thoracic spine and lumbar spine obtained in the AP and
lateral position
Findings:

Left ribs: 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 is further concem a bone scan might be
cansidersd.

Thoracic spine; No evdence for acute fracture, dislocation or focal soft lissue abnomnality, There s diffuse
thoracic disc degeneration and spondylosis.

Lumbar spine: There is difuse degenerative disc disease without evdence for fracture or dislocation. There
is lumbar scoliosis.

Imipressions:

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 nbs. 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. On the worklist, find a study that is available for linking, and select the gray link button.
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__~ Gray: Available for linking
-
+ 80 & K % | % @ i Scheduled 02/23/202312:30 AM EST
+ B SxE E B %|C L O -Dz,flmzuzamsAMPST
‘H_\_H%k
™ Blue: Linked, available for unlinking

2. In the Link Studies dialog, select the studies whose reports you want to link to the main report.
Link Studies: Test, Eric (Acc#TesE1077), 20000101, M, 023Y
30 RMDR I&R CT MRI US/OTH X REQ POSTPCX
Study Date: 2023/03,06 Acceamion bWo: 1183 Facility: Mir=ills Tot Facility
Modality: LIS Beferring Bhysician: Test. Referning
Select studies 1o link aor unlink for Reporting:
O sulect an
STUDY STATUS RIOIALITY STUDY DESCRIPFTION STuOY DATE ACCE R he PIFIRNG PHYSRC1AN RCRITY
schedued us DR VELCGMETRY FTL MIDOLE CERE ART TN 1193 Test Reterring & A L T o ity
Sehed uisd us [OP ECHIFTL PLSD SPECTRAL DISPLAY REFEAT 5T0  Z073/00/08 ] Prissicers List 5
Test, Refumring l
Bched uled L1::] 50 FHDA IR CT MR USAOTH 3 REG POSTRPCK SERNGNT 1ig 29T US Highway 70 East Iljl
PHITE, Po R arinolE GO
Faoe B (TS HEA-5454
Poo HPI numberFrosader aler: O
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 Reporting

Unlink a report

To unlink a report:

Prerequisite: Obtain the Unlink Report right from your administrator.

Procedure
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1. In the worklist, 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. In the Link 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

Work with Ultra Acquire

If your facility uses Ultra Acquire, you can access its functionality from the worklist. Three buttons are available as
described below.

LAUMNCH ACQUIRE ADD IMAGE

Worklist buttons available when Ultra Acquire is enabled

Open Ultra Acquire

To open Ultra Acquire and view its worklist, select LAUNCH ACQUIRE.
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Add images by using Ultra Acquire

You can add images to a study on the worklist by using Ultra Acquire.
1. On the worklist, select one incomplete study (a study in status: Scheduled, Confirmed, Arrived, Checked In,
Tech Start, Tech End, Incomplete, or Unread).

2. Select ADD IMAGE.

Result: Ultra Acquire opens in Acquire mode.
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3. In Ultra Acquire, acquire the images you want to add.

4. Select Accept to accept the images, and then select Exit.
Result: Images are added to studies and sent to the Symmetry PACS QC tab of the worklist for processing, and
then move to the ALL STUDIES tab.

Create a new study by using Ultra Acquire

You can create a new study by using Ultra Acquire as follows.

1. On the worklist, select NEW STUDY.

2. In the Select facility dialog, select your facility and select SUBMIT.

Result: The New Appointment screen appears.

{ New Appointment

Tom Test

SEARCH APPT. INFI

Patient Search

Starts With ~ Al v Show Inactive [ Break the Glass

Last Name First Mam MR

o] s oo

PATIEMT SEARCH RESULTS

|
3. In the Starts With dropdown list, select a search mode in the dropdown list (Starts With, Ends With, or
Contains).

4. Type all or part of a patient demographic in one or more of the boxes.
Optional: If the Break the Glass checkbox appears, you can select it to search for confidential patient records.

5. In the list of search results, double-click the patient for whom you want to schedule an exam.
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Starts With ~ || All v Show Inactive [ Breakt
test | First Mame MREN

PATIENT SEARCH RESULTS

1

Test alerie - FIX_Tes\1001, TesV1001
DOB: 01/31/2000

ﬁ
L_TestfTom - TesT1028
DOB: 01/01/2000

6. If the Recent Schedule dialog appears, select NEW SCHEDULE.
7. Inthe APPT. INFO. tab:

a. Select a modality and appointment type.

Appointment Information

Locatien * MNirmnilla Test Facility ® Reading Physician = Search Read. Physician | =
Modality *
¥ cT h Body Part Salect e
Appointment Type * i .
PP ¥ Select Appointment Type Orientation Select v
Available Date 03/06/2023 7-05 AM PST v

Accession No

Resouree Study Notes Select Macro Mote | =
Referring Physician | 1y, Referring Physician Sele._ | * JRO3
Stat Level Stat Off b
Departmant
Reason
Institution

b. Enter any other information as needed.

c. Select ADD STUDY.
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ADD STUDY
;:
03/06/2023 07:05 AM - 07:20 AM US/Pacific  CT Walk-in . dli;
7T CT ABD & PELVIS W/COMTRAST
=g @15

8. Repeat to add more appointments as needed.
9. Select CREATE ORDER.

Result: The following dialog appears.

B Study Created

Do you want to launch
Acquire?

Close

10. Optional: Select Close to save the order and return to the worklist.
11. Select Yes to open Ultra Acquire in Acquire mode.
12. Acquire images for the new study.

Result: Your new study appears on the worklist.

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 To update 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 of a
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.
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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

Use local cache

A local 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 Stat studies are cached before non-Stat studies, higher levels before lower levels.

e If the Stat level changes after adding to local cache, the change does not affect the order of caching.

e For studies with priors, the status does not appear as Study Complete until the original study and all priors
are cached.

e Approved and Read studies and their priors are removed from local cache daily at 2AM.

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. On aworklist study shortcut menu, select Images > Server Prefetch.

¢+ AEEe 2«0 W % rf 4+ § MyCompany
__ ! Edit Study Z

+ = B ® 54 I My Company
& Palisrl Inlarmatise

e Hirmilla Tesi Facility
B Change Status

+ - [ Hirmilla Test Facility

P P @ F -y aclicns H Mirrailla Teed Easility

| & Images B Server Prefefch

+ = g

o DICOM Send £ Resei Stack

Prefetch studies to your local cache
You can manually prefetch studies “on demand.”
1. On aworklist study shortcut menu, select Images > Add to My Local Cache.

Result: The server queues the images for sending.
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Prefetch studies to other local caches (administrators only)
1. On the worklist, select the ALL STUDIES tab.
2. On a worklist study shortcut menu, select Images > Send to Local Cache.
3. Inthe Local 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 Tosend to all 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.
e 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

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, it is 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 worklist in two ways.

e Text formatting on the worklist

Caching in progress: Italics Cached (ready to open): Bold

i _zmm NE&TE Radio, Button
@ i 360 TesABD Test, andrew -wem CaChed

@ i 359 TesBI0T 7est, i ~=m [N progress

77 @ 356 TesA1047 Test, Army

Unread F239TEE RE3434 Re My -fmm |Jncached

e Color of the globe button

When the globe “ button for studies on the worklist is highlighted, this indicates the caching status as
follows.
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-l Current study and priors cached

-l Current study cached, priors in progress
Caching in progress

-l Some images could not by cached

-l Caching not started

See also:

Create worklist filters for local cache
Use local cache

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. In User Settings, in the Default Filter (Local Cache) dropdown list, select the worklist filter.

3. Select SAVE.

4. On your 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 the line for “oncall_enabled” and set it as follows:
“oncal | _enabl ed”: "true",

6. Save and close the file.

Create a merged worklist filter

Procedure

1. On the worklist lower toolbar, select the filter - button, and then select ADD.
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2. In the Study Filter dialog, enter the following settings.

Study Filter

Filter Mame * Local Cache [J show Encounters Only

Joimed Filters

Filter Order * B 1= Private

Dizplay in Dropdown

[ show Only Excesding Max Time

[ Dizplay 2= a Tab

[ ] Shegs DCnibd Stadiee Dby [ 1 e BIS Oiedars Pl L] sheew fosinnad Stidigs Dl
Setting Description
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

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.

Mew Study

Walk-In Appointment
CD Burn

Compare Study
Merge/split

Import Images
Purge All Deleted

Export Worklist

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

Burn studies, series, or images to media
Compare studies

Merge or split studies

Import DICOM images

Purge all deleted
Export the worklist

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.

A Caution:

e For mammography studies, although you can select Include Viewer, note that the Exa Client viewer is not
approved for diagnostic viewing and reporting of mammography images.

Note: Key image references are visible when opening the media at other sites, and when viewing in the Exa Client
Viewer or Opal Light.
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@ Prerequisite:

o Install Opal tools and Install Exa Client Viewer.

o Whitelist URLs by creating the file C:\viztek\exa\cfg\ExaWhiteListsConfig.json with the following contents:

{

"version™:"1.0",

"allowedExaSites"; [

"https://localhost.kmha.dev"

"https://localhost.kmha.dev/auth”

]
}

Burn studies

1. Place

a disc in the drive.

2. In the worklist, select studies whose combined size does not exceed the capacity of the disc.

3. On the PACS Actions menu, select CD Burn.

[ craate annatatons Overay
[ Remove Arnotations
[ Force S0P Class 1D For All Files

¥3 ExaBurnerv2.3.6.172 -
Study List
PID | naME [oate I
ANA-2 May “al P 2023-Apr-27 15:38:33 -
< >
Options Drive [ Media
[ include Viewsr Compression () write to Hard Drive 10 Furn T Do
B [y [3¢EG 2000 Losdless =] path: [ ]|
O ancrymize DicoMs B Ejext Wehen Finishe
O Fix Splt BTO CoholStore > Close Media

CLOSE ‘

4.

In the Exa Burner dialog, enter the following settings as needed.
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Setting Description

Include Viewer Select to burn a viewer program onto the disc along with the items. Required for viewing
off site.

Cache Images Select to keep items in the Viewer cache folder (and not remove them after burning).

Anonymize DICOMs 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 storing method.

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 burning so 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. In User Settings, clear the Show Priors checkbox.

User Settings

O show Row Number
O show Priors

Show QC

B chee romnlotad in Bandinn | igt

2. On the worklist, find images or series to burn by expanding the study row nodes and image preview buttons.
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- B@ = 40 EHQ O * @ -m--a.-zr:ne 1224 P EDT  Sarpler, Jahn Sarnple Femmur Ly AP Study

01,/0171%00 12:00 AM EST
1.2.392 MO0036.5107.500.305.12 20081010.123046 1012 CH Irmage Stor

3 DO 1900 1200 AM EST

01,01/1900 1200 AM EST

I

b

DN 1R00 1200 AM EST

3. Select the checkboxes of the images and series.

4. On the PACS 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

GENERAL Other Toolbar
[_] Ask on Close
INTERFACE
a Simgle Instance Mode
MODALITY [ Skip Frames in Cine to Maintain Flayback Speed

2. In the worklist, select two DICOM studies of the same patient to compare.
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F Od 0 ® KB = k) W ¢ Wmmila Tes: Faciny

+E1‘*'a?*lilm|'5%l:f * @ [ Hirnilla Test Facility
+ A0 =2 %E BHDH % O * @ ! Mirmilla Test Facility
+ El*'d’* @@ O  w@ i Nimila Teat Facility

+ 300 7w E W k" & @ I Nimnilla Test Facility

3. On the PACS Actions menu, select Compare Study.

Result: The two studies open in the viewer.

Merge or split studies

In Symmetry PACS, 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. In the worklist, select two different studies that contain series.

L I T & W 07t Wimila Test Faciy
+E1‘*'a?*lilm|'5%l:f * @ [ Hirnilla Test Facility
+ A0 =2 xEH BD % O * @ ! Mirmilla Test Facility
+ El*-d’* ] o w @ §  Nirnila Tess Facility

+ 300 & FxE W % & @ I Nimilla Test Facility

2. On the PACS Actions menu, select Merge/Split.

3. Select the button to choose Move Selected or Copy Selected mode.

Merge/Split Study

Merge/Split Study

-

4. in the Merge/Split From column, select the plus sign of the first study (the one on top) to reveal its series.

Move SEIecfed

5. Drag the series onto the second study (the one on the lower-right) in the Merge/Split To column.
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Mame: Test, Tom{fcc#: TesTI0Z Accession Mo 117
— Sudy: ANGRPH ADRML BI SLCTV Referring Physician: Test, Referri
Mo, of Serena: 1 Ho. of Instances: 1

|
=

Description: 1D Card Muodality

+ P"“'F-.- : - - _ — § Dwscrption: ID Card Modality
aif-a ok arios OT: - R
4 Me. ot Ing fie= OT:0 + -Jr Mo, of Instanoes: 1 Series OT: 07,1920

Hame: Taest, Tndl:.imﬁ! TesT1004 Accession Mo.: 120
4+  Study: DOP ECHO FTL SPECTRAL Referring Physician: Test, Referri

m|
o : =
Ma. of Sedes: 1 He. of Instances: 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.

Move or copy all images in one series to a series in another study
1. In the Merge/Split To column, select the plus sign of a study to reveal its series.
2. Drag a series 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.

Splitimages into their correct order

1. In the Merge/Split Study screen, select SELECT ORDER.

Merge/Split Study

Move Selected I SELECT ORDER

Merge/Split From Merge/Split To

Mame: Test, Tom{Acc#: TesT102 Accession No.: 117 = II Mame: Test, Tom{Acc#: TesT102I

2. Find the correct RIS order, and then select its SELECT button.
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Merge/Split Study

RIS Orders

STUDY DATE

PATIEMT MAME STUDY DESCRIPTI ACCESSION NO.  ACCOUNT N

03/17/2023 4:00 FTest, Valerie 071/07/2000 CT ABD & PELVIS V1371 Tes\V1001

3/17/2023 5:10 PTest, Andrew 071/01/2000 DOP VELOCIMETR 1370 TesAE3

m 03/17/2023 5:00 PTest, Andrew 01,01,/2000 BOME AGE STUDIE1369 TesAB3

3. Drag the images to the correct order, and then select SAVE CHANGES.
Add a new series to a study
1. In the Merge/Split To column, select the new series = putton.
Note: The new series is added to the bottom of the list.
2. On the new series row, select the edit &' button.
3. In the 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 0 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
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Import DICOM images

You can import DICOM images from an outside source to a study in Symmetry PACS.

@ Prerequisites:

¢ [nstall Opal tools.
o [f the study originates from a facility associated with the OPALIMPORT or EXAIMP* AE Titles, obtain access.

Procedure
1. In the worklist, select a destination study for the imported images.
2. On the 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.
i t ¥ » Open
| 2.4.5.186 Bult: Jun B 2021 19: 35033 Lock p: [ | images ] «&cfE-
Select FiesPolder or GIOOMDER to Import (s e
Desktsp
[ D kot Compress [#] ovensrite [ Enasia Data Bt St | - [scom png
Ocpsoeony [ Sawe befors Breode (2|
[ 1zolatm Puis [ Moy Demographics: Litwarimn
Ml [ Dvpert Metad [Cpal sfer B 2
Mase [T Thes FC
[ stryker Production Maode: L*
[ stryker oF DATA Mode
O Stryker 1P fechnoe Mode
[ Stryker Image Fues
Emm -
Fuj Syramsis Mods Cpen File List Sarve Fil= List - .
| T FiesFokders Sekeched For Imporl bemrane: | E (e

5. In the 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.

‘ Setting Description

Do Not Compress Select to store in DICOM Little Endian format.
Clear to compress in DICOM JPEG200 Lossless format.

Overwrite Select to replace any existing instances 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.
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Setting Description

Max Files Type a maximum number of files 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.

Export the worklist

You can export the worklist to 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 Namie

Worklist

Include Timestamp

Include Filter Name &

2. In the Export Worklist dialog:

e Optional: In the Filename box, edit the default file name.
o 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.

A Caution: Any errors in patient and study information resulting from incorrectly performing the procedures in this
section can result in 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).

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

Reset a transcription

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 report in 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

Reschedule a scheduled order
You can reschedule a study in all order-related statuses including Scheduled, Confirmed, Check In, and custom statuses.
Procedure

1.  Worklist > right-click an order > Exam > Reschedule.
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B schedule Appointment
Ei  Edit Study

& Patient Information

14/027 2025 400

12/02/2025 4:00

B Change Status

¥ Actions &x Set Mo-Show

0O stat ®  Cancel i

&  Priority &+ Assign Study “
8 Lock Study ]

L Attach Files = Mergsph B

& DICOM Upload = Merge Queve

B Log B Delete Study -:]

po—— [P —

2. In the Reschedule Reason dialog, select the reason for rescheduling, and then select SAVE.

See also:
A typical scheduling workflow
Schedule an unscheduled order

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.

Schedule Appointmert

01,28,/2023 6:00 AM
Edit Order

Exam 02/16,/2023 6:45 AM

Actions 020152023 12:00 Al

O = § o 8

Stat

Prioeity I]

Attach Files

a

Log

com -

Call Log
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2. Select a 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.

B4 schedule Appointment

B Edit Study
us ELIGIBILITY STUDY DATE &
& Patlent Information
Change Status Al h
B Exam lﬂl.lid 09,/07,/2024 9:30 AM EDT

™ Flag et i e
O Stat ! Critical Findings Clear

=  Priority & Manually Set Eligibility Acute Positive
& Copy APIURL Chranic Positive
X Attach Files saled Negaive
& DicoM pload !dl.led Mor-significant

= atal
2. In the sub-menu, select a finding.

3. To clear existing findings, select Clear.
See also:

About drawing attention to orders and studies
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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

Procedure

1. Worklist > right-click an order or study > Actions > Flag.

i Tm e Ordered
| B} sSchedule Appointment
Scheduled  01/28/2023 6:00 AM EST
B  Edit Grder
B Exam Seheduled  02/16/2023 6:45 AM EST
I b Actions ™ Flag 7
. O stat v Critical Findings r
+ Priority &  Manually Verify Eligibility
X Attach Files B modify Authorization Days
B Log =) Reset Authorization Days T
. CallLog & Copy AP| URL -
O
2. On the sub-menu, select one or more flags.
Result: The selected flags appear in the STUDY FLAG column.
STATUS  STUDYDATE= PATIENT STUDY FLAG  FACILITY
ALl
ISCTRRINRIN 06,/16/2024 2:00 PM COT Mabbzipatientll, Mabbzipatien Auto Saint Clair Facilityd
%ﬂm 06/12/2024 2700 Fi FOT Repatient]14, Repatientf14 o Los Angeles Facilityl
Scheduled 06/12/2024 12:00 AM EDT Eapsatientl5, Eapsat & Hospital
Checkeln  06/12/2024 4300 P4 EDT Mabbfzpatientl2, Mabbfapal Auto Westchester Facilityl
See also:

About drawing attention to orders and studies

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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|
i ST Ordered
B2  Schedule Appointment
Scheduled 01/28/2023 6:00 AN
Edit Order
= Eeam Scheduled | 02/16/2023 6:45 AN
Actions -nwm 12023 12400
O stat O stat Off
&  Priority Stat
X attach Files B star2
B Log B Stat3
. CallLog B statd

2. In the sub-menu, select a stat level.

See also:

About drawing attention to orders and studies

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. In App 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.

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 set in 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.
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R

Edit Qrder

W

Exam

Orderad

B schedule Appointment

Actions

O stat

Ak

Priority
Attach Files

Log

com

Call Leg

Scheduled © 01/28/2023 6:00 AM EST

Scheduled 02/16/2023 6:45 AM EST

™ Flag 3T
! Critical Findings

T
& Manually Verify Eligibility

T
B modify authorization Days
=} Reset Authorization Days T
& Copy AP| URL T

2. In the Days Count dropdown list, select a new number of days.

Modify Authorization

Duays Cownk

Days Lefi

=]

3. Select SAVE.

Assign a study to users

You can assign one study to one or more users (such as a radiologist). 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.

2. In the Study Assignment dialog, in the Assign to User dropdown list, select a user from the list and then select

the add button.

Note: You can repeat this step to assign additional users.

3. Optional. In the Assign to Radiologist dropdown list, select a radiologist as the referring provider.

4. Select SAVE.
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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
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.

L] T SLEET T FTETIIT TR I LTI T
B cChange Status -c@m /2023 9:00 AM PDT

Actions & Lock Study
IPMPDT
O stat = Merge/Split
Reset Study M view Merge Queus
Attach Files
= @ Delete Study B Clear Merge Queue

& DICOM Upload

3. On the Merge Queue sub-menu, select Add to Merge Queue.
4. Repeat the 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.
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Edit Study
Fatient Information

Change Status

T B T

Exam

¥  Actions

Images

DICOM Send

O &)W

Stat

1k

Priority

Check-ln 01/19/2023 8:15 AM

Scheduled |01/19/2023 8:00 AM

Scheduled ™ 01/18/2023 8:30 PM
—

= Server Prefeich
Reset Stack !

=
= Create Teaching Study

-DU‘]E.-‘EDZS 215 FPM

In the 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).

AE Title
Select

Fiuld

Accession No.
Patient |0
Patient Hame
Slud}- Descriplion
Patiend Gerder

Fieferring Phys, Name

Institution Mams

D femove Opalfal Annotations (2111 Group)

Current Value

22464510000900

ANARGES

Ktm*Dude™**

XR CHEST 1 VIEW

F

CREATE TEACHING STUDY

Heww Value

pogqETewlepFRCVE
ZHTCTgymeWEIRT
Teaching OT.CRN4AER
¥R CHEST 1 VIEW

Oihar ke

[Mi Walus=]

[Ho valu=]

In the New Value column, type or select anonymous values for the new study.

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.

Select CREATE TEACHING STUDY.
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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.

Change Status amima mmma nnn sy B
Exam I &+ Assign Study
APQ
¥ Actions 8 Lock Study
B send Report =  Merge/Split AEQ
O stat = Merge Queue AEC
= jiori = Reset St I
¥ Priority eseat Study AED
0@ Delete Study
& Attach Files A EQ
_

2. In the confirmation dialog, select YES.

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.

& Patient Information
M 1_Lastpnggknbbhg, Autus A
Change Status
s ¥ Actions & Lock Study 4
O stat =  Merge/Split
/e R
&  Priority = Merge Queus
T i
= Reset Study
, X attach Files
& DIcoMm Upload
i @ Delete Study 2
2. In the confirmation dialog, select YES.
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Delete a study

When you delete a study it remains on the worklist but Symmetry PACS 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

B Change Status

B Exam

Actions
B sendReport
O stat

+  Priority

X  Attach Files

&+ Assign Study
& Lock Study
= Merge/Split
=  Merge Queue

Reset Study

-azmxznzz 8:00 AM P
mmnm TR e A PO

A PO

A EC

A EO

A EQ

A EQ

| B Delete Study

2. In the confirmation dialog, select YES.

Delete Reason

Cancel/Deleta Reason *

Nness

~ |

3. Inthe Delete Reason dialog, select a reason

4, Select SAVE.

Download approved reports

If an approved report is 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.
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| 1/19/2023 1015 AM PET TBEI,HEfEITﬂ'HQJ
& Patient Information Dictated 01/19/2023 B8:30 AM PST
B Change Status Checkln  01/19/2022 8:15 AM PST
= Exam
- Scheduled | 01/19/2023 8:00 AM PST
¥ Actions
Scheduled  01/18/2023 8:30 PM PST Test, Referring 4
Eal Images
A4 Dicom send -Cl'l 18,2023 4:30 PM PST
I B SendReport I B Fax: Test, Referring 15 BM PST
O stat ™ Fax/Email
‘00 PM PST
= Priorty O Send Report via Opal
I & Download & POF
+
= Attach Flles 01/18/20232 B TXT
& DICOM Upload
olg20237 B 2P

2. Select the format of the report.

Result: Symmetry PACS downloads the report to your Windows Downloads folder.

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.

]
. Restore Study
% of * @ GohikaTes 03
#  Purge (Permanently)
'.1.’. ) * @ E GobikaTesl aunnLy 03

e To undelete, select Restore Study.
e To purge a deleted study, on the study shortcut menu, select Purge (Permanently), and then select OK.

2. To purge all deleted studies at once, on the PACS Actions menu, select Purge All Deleted.

Copy the API URL
If you need the API URL, you can copy it from the worklist.
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Procedure

1.  Worklist > right-click a study > Actions > Copy APl URL.

= orangeSTEws I -——'—'—-
& Exam 0022024 10715 P
Y Actions I ™ Flag

AM

0O stat ! Critical Findings

£ Pricrity @ Manually Verify Eligibility
& Copy APIURL OP
XL Attach Files

SPREANIEAN 02 150 ,20123 9-47 B

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 displaying it in the viewer.

Procedure

1. On the worklist, select the ALL STUDIES tab.

2. On the shortcut menu of a study that contains images, hover over Images and then select Reset Stack.

B
Edit Study L

=]
& Patient Information Check-In | 01/19/2023 8:15 AM
B Change Status Scheduled |01/19/2023 8:00 AM
B Exam
- Scheduled (01/18/2023 8:30 PM
b Actions

1
[l Images =  garver Prefetch
«d DICOM Send £  Reset Stack 1
O stat B Create Teaching Study 4

1k

Priarity
01/18/2023 215 PM

3. In the confirmation dialog, select YES.

Lock and unlock a study

When you open a study in the viewer, Symmetry PACS automatically "locks" it by adding the lock s symbol to the
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worklist study row. A study lock does not prevent subsequent users from opening the study, but alerts them that it is

open by the original user, and prevents them from using transcription. Note that if a user opens a study from the
Attorney, Physician, or Patient portal, the study does not become locked in Symmetry PACS.

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.

2. Tounlock a locked study, on the study shortcut menu, hover over Exam > Unlock Study.

Edit or view a patient, study, or order

T T -ummuzs 215
B  Edit Study
01/19/2023 2.00
& Patient Information
[ ] Change Status 01/19/2023 1:45
I B Exam &+ Assign Study 5
¥ Actions & Lock Study
Bl
E Images = Merge/Split
15
«d DICOM Sand = Merge Queue
B Send Report Resat Study 1
O stat B Delsts Study i
= Bricrity _

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.

Ei EditStudy

Change Status
B Exam
% Actions

O stat

= Prinriti

B schedule Appointrment

& Patient Infarmation

Study shortcut menu

See also:

Schedule Appointment

Edit Qrder

E
=

&

[+ &« O

© o

Exam
Actions
Stat

Pricrity
Attach Files
Lag

Call Log

Order shortcut menu

500-001206A

226



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

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. Procedure

1.  Worklist > right-click a study > Change Status, and then select a status.

- = = e

01/19/2023 215

Ei Edit Study

01/19/2023 2:00
& Patient Information

B cChange Status B Unread

& Exam Approve/Coded

(=0

L)

%  Actions
01192023 11:3

Checkdn  01/19/2023 11:1

& Images

«1 DICOM Send

Bi Send Report %ﬁuﬂ.ﬁd 01/19/2023 11:0
O stat Scheduled |01/18/2023 113
& Deinily B 2000 0 0 |

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.
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Edit Study
& Patlent Information
B cChange Status
& Exam
Actions
Zal Images

«d DIcOM Send

O stat

= Priority

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 bt

ACCESSION NO.  STUDY DATE MODALT STUDY DESCRIFTION

Ln ) Priarity ]

s ENAVERVEZ (EXANIZVIZ)

OPFALZZ 33 (GPAL_ZZ33)

opal_v32_v33 (opal_v32_v32)

ACCOUNT NO. PATIENT

C2ZH16926205 0208/ 2023 TO0 ACT PiSEULL TO THIGH W/CT

SEND TO SELECTED

O incliede Approved Repart

REFERRING PHYSICIAN

Basselti, Dernis Aandalph

3. In the Priority dropdown list, select a priority.

Select destinations in the list, and then select SEND TO SELECTED.

Optional: To send any attached approved reports, select the Include Approved Report checkbox.

Optional. To manage in-process send jobs, see Manage jobs in the transfer and SR queues.

Send series or images

1.
2.

In User Settings, clear the Show Priors checkbox.

On the worklist, find images or series to send by expanding the study row nodes and image preview buttons.
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H (5 * Ol H -105'0-‘2:02 1224 P EDT  Sarnpler, Jahn Sample Femwr (L) AP Study

010771830 12400 AM EST
ﬂ | ca 1.2.292 W0026.6107.500. 3051 2 200210101 23945 1012 CH Irmaige Stee
3 DO 1900 1200 AM EST
4 01,01/1900 1200 AM EST
4 DN 1R00 1200 AM EST

3. Select the checkboxes of the images or series to send.

4. Right-click and select DICOM Send.

5. In the Send Study dialog, in the Priority dropdown list, select a priority.

6. Select the send destinations in the list, and then select SEND TO SELECTED.

7. Optional: To send any attached approved reports, select the Include Approved Report checkbox.

8. 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 Symmetry PACS 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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1/19/2023 10:]
B Edit Study
& Patient Information Dictated  01/19/2023 8:3(
@ Change Status Checkdn  01/19/2023 8:1
B Exam I
Scheduled  01/19/2023 8:0
k¥ Actions
) Scheduled 01/18/2023 8:3
] Images
«d DICOM Send -D'I,-"I B/2023 4:3
I B SendReport I B Fax Test, Referring q
O stat r*  Fax/Email
0
& Priority O send Report via Opal
il
&  Download
X Attach Files

S 01/ 18/ 2023 200

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 >

ACCESEION MO, STUDY DATE MODALT STUDY DESCRIFTION ACCOUNT KO, PATIENT

120 01,716 2023 200 FUS DOP ECHO FTL SPECTRAL [TesT1002 Test, Ted

Filter Description o] Peririty 0 -

s ENAVERVEZ (EXAVIZVIZ)
OPAL_32_¥3 (DPAL_F2_33)

opal_vF2_v33} (opal_v32_v32)

0B

01,07 2000

REFERFAING PHYSICIAN

Test, Referring

SEND TO SELECTED

4. In the Priority dropdown list, select a priority.
5. Select send destinations in the list.

6. Select SEND TO SELECTED, or SEND TO ALL.

500-001206A

230



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Send an approved report in a fax or email
You can send approved reports of DICOM studies in a fax or email.
Procedure

1.  Worklist > right-click an approved study > Send Report.

| 1/19/2023 10:]
| B e Study |
& Patient Information ‘ Dictated  071/19/2023 8:3(
@ Change Status Checkdn  01/19/2023 81
& Exam |
cheduled  01/19/2023 80
k¥ Actions
. 01/18/2023 8:3(
“al Images
«d DICOM Send 01/18/2023 4:3
I Bi SendReport I I8 Fax Test Refering 1 ||y
O stat P*  Fax/Email 2
D
& Priority O Send Report via Opal
il
& Download
+ "
< Attach Files I 01 /1 5/ 2023 2:0]

To fax to the default recipient (1), select it.
Result: The report is sent to the fax queue.
2. Tosend to selected recipients (2), select Fax/Email.

3. In the Send Report dialog, select recipients and password options and then select the SEND FAX and/or SEND
EMAIL button.
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Send Fax Report Queue
Send To * Ordering Physician Ordering Physician
SEND FAX
Send Email
Send To * Providers w Providers Select Provider b

® use Company Password
O Use Provider Password

D Use Custom Password

4. Optional. Repeat the previous step to send to additional recipients.

5. Optional. To open the report or fax queue, select Report Queue or Fax Queue in the upper-right corner of the
dialog.

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.

|' T | ordered

B schedule Appointment
. Scheduled 01/
L1 Edit Order
B Exam Scheduled 02/
O stat

Scheduled 02/
= Priority

Scheduled 02/]
X Attach Files
B Log Scheduled 01/
. CaliLog Scheduled 01/]

2. In the Activity Log screen, select a date range for the log entries to view, and then select RELOAD.
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3. If any entries match the date range, they appear in the list.
4. Optional. To export an entry from the list, select it and then select EXPORT TO EXCEL.
5. Toview information in a log, double-click the log entry in the list.

See also:
View activity logs

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
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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).

nﬂ 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.

B
a
=
S

@« 0O 0 & B

I+

(-]
.

&+ Link Patient

Edit Study

Patient Informaticn
Change Status
Exam

Actions

Images

DICOM Send

Send Repaort

Stat

Friority

attach Files

DICOM Upload

Lag

Call Log

2. In the Link 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.
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Link Patient

Main Account Mo TesS1034

Akt Account Mo 753 n

|sguer Select w

Main Account No Alt Account Mo Issuer Merge Status

3. In the Issuer dropdown list, select the issuer of the PID, and then select ADD.

@ Note: If the account number was found (it already exists in Symmetry PACS), a message appears. Type a
different number or select a different issuer.

4. Select SAVE.

Attach (upload, scan) non-DICOM documents

In various parts of the program you can attach, upload, and scan non-DICOM documents. All of these result in 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
o  Worklist > right-click an order or study > Attach Files.
o  Worklist > Edit Study screen > DOCUMENTS.

From the schedule book
e  SCHEDULE > right-click an appointment block > Attach Files.
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T T Ordared
B¥ schedule Appointrent
. Scheduled 01/
Edit Order
B Exam Scheduled 02
O stat
; Scheduled 02/
= Priority
Scheduled 02¢
I X Attach Files
B Log Scheduled o1/
% cdlilog Scheduled 01/

Examle: Using the worklist study row shortcut menu

Result: The Patient Documents screen appears:

I\ Test, Tod (Acc#:123), 1999-12-27 , M, 237

Patient Documents
B show 41 Documenss ST TER )
CROaT LIAERIT THPE COCUENT HOTES CREATED By DEEATED DATE S W POAT /UPLOAL DATE DORCUMAEAT LEVEL
2 | i Tkl upboad (1 Eudy ) Tk, Padd ARSI 1300 PMEDT 2I G-I VL W EGT ey
A | e et uphond 16 paions vigitk, Pacs BT 1) PRMEDT WPOHEL FEO0 M EOT PrkeT)

2. In the upper-right, select one of the following options.

R - |

QUICK SCAM TO PATIENT

FULL SCAN | HREOAR l RELOA,

4 FULL SCAN TO PATIENT L UPLOAD TO PATIENT
‘ Setting Process Attach Document To
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
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3. Based on your choice above:

e For Quick (basic) scanning, select a document type, type notes, and then select Scan Now.

< CQuick Scan

- b

Quick Sean
Patlent Test, Todd
Doc. Tyoe  Caher
Nules Ty rslees beee.

W) Mo Feeder 7 Aat Bod — Scambow o EXIT

e For Full scanning, use the Document Scan screen to edit the image as needed, and then select Scan Now.

< Docurnent Scean
Patient

Paticrd Hame: Test. Todd
System Name: DEV-LT-08

Edit Image

IF Address: 13216824213

xR

Docisment Lirvel | Patiend Lvel Brightness  Contrast

Foom

A4 B 2T16D inche) - Custom - $F

=i
gl
- |
i

%

Total :
Scanner Settings Scanner Docurment Informatien
Resoluion  ScanTyps

Select S I
100 Geay Scabe - @ Dec e
Scanize ¥ Auto Feeder ) Flat Bed Mates |

Scamnned By: Videk, Pacs

e For Uploading, select options, use SELECT FILES to browse for and select files to upload, and then select

SAVE.
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Patient Documents

Document Type * Other hd

Created Date/Time * | 2023-06-22 i 1:06 PMEDT 9
Requested By Patient  ~

MNates Test document.

Maxirmum file size; 20 MB

SELECT FILES

See also:

Attach (upload, scan) DICOM documents
Require document review

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 Symmetry PACS 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.
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e =

Ei Edit Study
& Patient Information
B Change Status
& Exam
¥ Actions
[ Images
4 DICOM Send
O st
¥ Priority

o Aftach Files

& DICOM Upload & Upload file 7.

H Log
. callLog

& Link Patient

-umwmza 44

011952023 2

01/19/2023 2:
01/19/2022 1
01/19/2023 1:
01/19/2023 11
Checkln  01/19/2023 1
%dlmﬂnd 011972023 17

Scheduled | 01/18/2023 11

&1 Scanto Study

[0 Scanto Order

017182023 5:

Attach Document To

Scan document, convert to DICOM.

Setting Process

Upload file Upload document (PDF, image), convert to DICOM Patient

Scan to Study Select if the study already has images. Study
Scan document, convert to DICOM.

Scan to Order Select if the study does not already have images. Order

2. Based on your choice above:

For Uploading, select a series description, use SELECT FILES to browse for and select files to upload, and

then select UPLOAD.
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DICOM Upload for Ct

Sariee Deserption

=1

Mammum fie size: 20 ME
ESELECT FILES

(MHSPT2109141129)

LUPLOAD

- = 4 | = Desbiop = Image

Degenize = Py fpdder

0 This B .
30 Objects
1B Desktop
#] Documant
& Dawrloads
b Bz
& Pitoes
B videor
= 050

CAcam.preg

Foln pame: |

r

Search images

All Fiken {~.%)

m @

< Docurnent Scen

Use the Document Scan screen to edit the image as needed, select your scanner, and then select Scan
Now.

Patient
Fatierd Name: Test Todd
System Nome: DEV-LT-08

Edit Image

IP Address: 192 168242 13

Docisnent Livel | Patient Lsvel Orightness  Contrast

Total bl 1]
Scanner Settings Scanner Documaent Informalisn
Resoluion  SeanTyps !
Select S I
100 Gray Scabs : ﬂ Dnﬂ-Tm| |
ScanSize = : %) Ao Feeder () Flat Bed
A4 12 2711.69 inchi) - Custom - $F

Scamnned By: Videk, Pacs

Foom

See also:
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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.

o = W [ [E

Schedule Appointment
Edit Order

Exam

Actions

Stat

Priority

Attach Files

Log

como -

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 result in failure to find patient records in future operations.

e For recommended security, please turn off Chrome autofill. A password and/or patient information is
configured or used on this page.

Procedure

e On the Worklist ALL STUDIES tab, double-click study row or select Edit Study .

+ 2 ChE mMA % O * @D -03f01f20232:45PMP3T

..OR

e On the Worklist PRE ORDERS tab, double-click an order row or select Edit Order .

W 03/16/2023 1:2BPMEDT 0 -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, Mew (Acc#:PalN1120), 01/01/1977 , M, 46Y

SUMMERY - STUDY 3
EXAM INFORMATION R 73 | 774
Order o BIC-1 Reazon
Acceesion Mo T4
Shady LIE 1 £1.11 Shudy Notes
Dane 0308202 545 PM EST
............ Sbuady Status
By et Select - Deagnasia Code
Orignation Sefect v

Appintmant Type D MR EL] -

Raferring Physician

Code
rder hyeician
Etade Ordering Physioly
R Physici
ur AL Auds =ading Physician

REFERRALS Afinmey
pdceabty Boom L Flomey

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

Edit basic patient demographics

Add or edit a patient’s portal account

Reset or enable a patient's portal account

Verify eligibility of pre-orders and studies with PokitDok
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

Update the patient call log

Enter employment and transfer-related information
Assign or remove patient alerts

View activity logs
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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 button.

_.I_':f Test, Brad (Acc#:TesB1113), 01/01/20

SUMMARY

EXAM INFORMATION
The number of alerts appears in red

Result: The Patient Alerts dialog box appears.

Patient Alerts

Alerts

+ Balance Due
« T Contrast llengy
Fall Aler

Matas
[=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.

L\ Test, Brad (Acc#TesB1113), 01/07/2000, M, 23¥

SUMMARY

Order Information

Exgictod Arival  D2/01/2022 2:4% PM PET Db Starbisa: Chack-
Tirna ICD Cooethis;
Ordared Date: OROE2023 %36 AM PET

—— T
ot + N

Studies - wiew Exam Prag. Indiruction

1.

Accension Mo,: a0 CPT Code Ta3
Saudy Description 30 RHDE 168 CT MRIUS/OTH REG Body Part:
POSTRPEE
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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.

I:L ve, ve (Acc#:veve1260), 09/09/1999 , F 24Y

SLUMMARY = STUDY : DOP ECHO FTL PLSD SPFECTRAL DISPLAY REF
.t E L
EMAM INFORMATION ORDER 750
PATIENT I ATIOM
WIMENTE
T PEYMENT HESTORY Facility Echedule Motes
SF PR Erter Sebhed I Mi
CE PROFILE Modality F fule W
GUARANTOR
Requesiing Date sin DO | [
Resource
Justification of
Ordaring Facility My Ordering Facilty (My Ordering .. ® |* Kabile Servce
Patlant Location Salact v Discharge
ADDITIOMAL INFORMATION Inabnstions
Fatient Raom Na
P HT ALERTS
ALLERGIES Patient Condilicn Lolect w Physician Order L il
T Sratug
PRODLEMS P Select -
Flaca of Service Kanica Tezt w
Superdizing v
Phisician

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.

Setting Description

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 as Home 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").
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Setting Description

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 present in

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.

If the 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. 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. To edit or add CPT codes, at the bottom of the screen, select the edit 74 or add button, enter changes,
and then select SAVE.

5. Select SAVE.

Edit study information
You can edit properties of an ordered study, including DICOM settings and CPT codes.
Procedure

1. Go to Worklist > Edit Study screen > EXAM INFORMATION, and then select a study sub-tab.
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Ll patient, Mew (Acc#:PalN1120), 01/01/1977 , M, 46Y

STUDY 3
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An order containing studies with accession numbers 773 and 774

Make changes to the following settings.

Order No.

The order number to which the study belongs (to change, reschedule).

eXQ-PLATFORM

Setting Description

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 Symmetry PACS 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).

Modality Room The modality room where the study is performed (to change, reschedule).

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).

Diagnosis Codes

Select diagnosis (e.g. ICD10) codes for the study.

Referring Physician

Select the physician who referred the patient for the study.

If available, you can select the provider tﬂ] button to view provider details.

Ordering Physician

Select the physician who ordered the study.

If left blank, Symmetry PACS automatically enters the referring physician.

If available, you can select the provider tﬂ] button to view provider details.

Reading Physician

Select the radiologist or other physician who will read the study.
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Setting Description

If available, you can select the provider fz] button to view provider details.

Attorney

Select the attorney for the patient. This attorney is given access to the study through Attorney Portal.

If available, you can select the provider &J button to view provider details.

Technologist

Select one primary technologist for the study.

Additional Technologists

Available when a primary technologist is selected.

in the Technologist Productivity operational report.

Select up to 10 additional technologists who contribute to the study. Additional technologists are included

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. To edit or add CPT codes, at the bottom of the screen, select the edit 74 or add button, enter changes,

and then select SAVE.

5. Select SAVE.

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 (Acc:PatN1120), 01/01/7977 , M, 46

patot ntormato .. IR T M
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2. Make changes, and then select SAVE.
See also:

Create and modify a patient chart

Add or edit a patient’s portal account

You can edit a patient’s portal credentials and other account information.

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

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 Erriail todd @apk com
Status ACTIVE

M Email

Confirmn Mew Email First Hame Fay
Last Nama Scheebly

Relatisnship Spouse hd

=3

Mew Ernail

Cenfarnn Mew Email

o s

Create a patient account

1. In the Create 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.
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2. In the 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.

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. In the dropdown 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. At the bottom, select REMOVE ACCESS.

Result: The representative account still exists, but can no longer be used to access the current patient's
accounts.

See also:

Reset or enable a patient's portal account

Reset or enable a patient's portal account

You can reset a patient's password, and enable a disabled patient portal account.

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

Procedure

1. Go to Worklist > Edit Study screen > PATIENT INFORMATION > PORTAL ACCOUNT.
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Create Portal Account

Patient Account Representative Account +

Mama Test, Todd Scheebly, Kay w

Email todd. test@konica.com Ermail todd @topk.com
Status ACTIVE

Mew Email

Confirrn New Email First Name Kay

Last Mama Scheebly

Relatisnship Spouse d
e

Mew Ernail

Confirny Mew Emnail

oo e

Reset passwords
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.

Enable a disabled patient account

If a user's account is disabled, such as after multiple unsuccessful sign-in attempts, not only is the user prevented
from signing in, but resetting the password becomes unavailable. To enable the account again, follow these steps.

1. Under Patient Account, select ENABLE ACCOUNT.
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Enable a disabled representative account

If a representative account is disabled, such as after multiple unsuccessful sign-in attempts, you can enable the
account as follows.

1. Under Representative Account, select ENABLE ACCOUNT.

Armour i dasiled dus 1o the rumber of (eled logis sttempls. Click Enalbls Ascount’ 1S ibiaatale T Booust
Once enabled, clck Feset Password 1o sllow the Repressniatine i 861 3 new passwond

See also:

Add or edit a patient’s portal account

Verify eligibility of pre-orders and studies with PokitDok
If the insurance provider is a PokitDok trading partner, you can verify eligibility by using the following procedure.
Procedure

1. Go to Worklist > Edit Study screen > INSURANCE PROFILE.

[0 Test, Brad (Accs:Tes81113), 01/01/2000 , M, 23¥

STUDY : 30 RMOA LS CT S LIS o o0

* i Primasy ADSOULTE TOTAL CAFE

2. Double-click a profile to open it.
3. Select a service type, and then select the green Eligibility / Estimation button.
Result: If the verification succeeds, an eligibility report appears.
See also:

Manually verify or clear eligibility of orders
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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.
l RELOAD
GUARANTOR HAME e
B TestTedd S
PATIENT GUARAMTOR '
DOCUMENTE Patient Guarantor
Mame * i I} =44 e
Relaticnship Sglagt W
QOE # i o
Gy United States Miskila
Address Line 1 week Phena
fddrean Lne 2 Heme Bhene
City/ SateZIP Salaet v
Ernad IR
Ermnphoyar
3. Enter the following settings.
‘ Setting ‘ Description
Inactive Select to inactivate 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 of the guarantor.

4, Select SAVE.
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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.

L7 Test, Brad (Acc#:TesB1113), 01/01/2000, M, 23Y

Patient Documents
B 3hirn A Discursints

[ECARENT TYPE (A MAENT HOTEE: AELTED: Y CREATED DATE & MEORTAPLGAD GATE HE

O widuek P OV 1124 AMEST D2 0E00S 1138 AW EST Thsly

2. Toview a document in the list, double-click it.

3. To review a document, open a document in the list and select the Reviewed check box (see Require document

review).

4. To add a document by scanning, place the document in the scanner, and do one of the following.

e To scan one page without scanning options, select QUICK SCAN.

e To scan with scanning options, select the QUICK SCAN arrow ' button, and in the shortcut menu, select a
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/OTH REQ POSTPCX - STUDIES: SELECT -

paient Documents “ene [ wor |
SCRATCH, el 0.66 KB m

Docurment Type * Other w

Created Date/Time *

031472023
226 FMED
Requested By Saelect b
Motes Sample

Maximum file size: 20 ME

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 report is available, it opens (may take time).
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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.

(= e m B T
Accession Mo: 167, Modality: CT, Study Date]

D Autoipen Exa Teans Study Description: 30 RNOR 152 CT MAI L

ﬂ. Test, Laura [(Acc#:Tesl

e—
I A, pl RO Templares: | XRAY H
jF—

Fichic:al Bmiaganeg
Y =

Azadrg Py

Exaf; RAIDGRAPH 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.

MOEBIL

ADDRESS

OTHER FHYSICIAN MAME

CODE

i HF_ccm HL7_OB, CC_Celiid DR 07 First Floor (SAT

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 W putton.

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.

Eﬂ Caution: Notes are permanent, and may be visible to the patient.

Procedure

1. Go to Worklist > Edit Study screen > NOTES.

500-001206A 257



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

L\ Test, Laura (Acc#: TesL43), 01/01,/2000 , F, 22

STUDY - 30 RHDR IER CT MEI USA0TH

ETUDY HOTES

PATIENT HOTES SCHEDULE HOTES REASOHN FOR STUDY CALL LG
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2. Select the PATIENT NOTES, STUDY NOTES, or SCHEDULE NOTES sub-tab.

3. Select ADD, type notes, and then select SAVE.

STUDY NOTES PATIEMT NOTES SCHEDULE NOTES REASOM FOR STUDY CALL LOG
User Viztek, Pacs
Date/Time 031 5/2023 8:44 AM ED
Maotes = Patient requested a second apinion.

4. Select the REASON FOR STUDY tab.

STUDY NOTES PATIENT NOTES SCHEDULE NOTES REASOMN FOR STUDY CALL LOG

Reason for Study Patient complained of chronic headaches.

5. Type reasons in the box, and then select SAVE.
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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:

Prerequisite: Add call categories (see App settings).

Procedure

1. Go to Worklist > Edit Study screen > NOTES.

I\ Test, Laura (Acc#:TesL43), 01/01,/2000 , F, 22Y

STUDY - 30 RHDR IER CT MEI USA0TH

ETUDY RWITES FATIENT NOTES SCHEDULE HOTES REASON FOR STUDY CALL LOG
USEn OATETIME 3 STLOY KOTES
£ e, PRk RTOA0RE 1125 AM EST B Dl fole, ey e

2. On the CALL LOG sub-tab, select ADD.

STUDY NOTES PATIENT MOTES SCHEDULE NOTES REASOM FOR STUDY CALL LOG
User Viztek, Pacs
Date/Time 031 5/2023 B:48 AM
Call Category = Schedule 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.
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Enter employment and transfer-related information

You can enter various information on whether a patient's iliness 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.

Procedure

1. Go to Worklist > Edit Study screen > ADDITIONAL INFORMATION.

..I:IL Test, Lawra (Acc# TesL43), 07/07..0000 , F 22¥

FTUDY ; 30 RHDE LR CT WE LEOTH REQ POSTRCE. -

Patmeat’'s Condition |8 Relvied io Bource
O Emgloymant O Autn Accidest O e dzcident Risfarral Hurrbar
A e L St T
Hoom Numiser
Bt af Blegss Cnaet, Injurpifccideat, o Fregnascy [LMP]:
Lova
Crher Diie i
(Daies Patiant Unable o Wark at Comest Occugation:
FranivTa s ]
Dt Patient Hospitalaned Relased 1o Darmeal Spmises
FramiTo H W B
Schesdide Mobex
O Oaskelsb
il P
Claen 2ur

2. Enter the information 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.

Eﬂ Caution: Failure to add a needed patient alert could result in incorrect treatment or diagnosis.

Procedure

1. Go to Worklist > Edit Study screen > PATIENT ALERTS.
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L\" Test, Laura (Acc#:TesL43), 01/01/2000 , F, 22Y

Fall Alert
""" MR Contrast Allergy
Hama Alarl

Patisnt Clausiraphebiz

Patient has pacemaker

Patlent [s combathe

OO0OO0OO0OOOoO@me

Patient naeds physical assstance

ADDHTIONAL INFORMATION

PATIEMT ALERTS et

2. Select or clear the checkboxes corresponding to the alerts that you want to assign or remove.

3. Optional. To create a new alert, type it in the Custom Alerts box and then select the plus B button.

4, Select SAVE.

View activity logs
You can view a log of program activity and export the log to Excel.
Procedure

1. Go to Worklist > Edit Study screen > ACTIVITY LOG.

F07 Test, Laura [Acc# Tesl43), 01/01,/2000, F, 29

From DEMAGDEN MDD AMES ] To DBGDCA NT2eSsPMES ] Urre I i KLY ioF
[ erorooma | ol

LOGBED DATT 3 CRLIN SR LD DESORPTIN

B B el DR PR EST  Ovder Foma e P ekt b Circhas barn [Tt crmatnd

% E Gy 1300 PK [ST Pl Meris Vo Imaend parsrd pe

GO - TR T e R ES ST THY S I TR T Y R P el T AT

O B s 1158 AMEST  Saucdy boter iz e Crersd rudy note:

% B ERUNTOEI 1151 AMEST el Provien VestPea ek Ve Prrbmring Frovides [Teal Bt sdided

2. Change the range of dates to filter the activity that you want to view.
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3. To view details of an entry, double-click the entry.

4. Optional. To export the longs, select EXPORT TO EXCEL.
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QC operations

All DICOM studies from other AEs initially appear on the QC tab, and are automatically evaluated for conflicts with PACS
studies, RIS orders, and other data based on user-defined receiver rules. If no conflicts are found, the studies are
automatically moved to the worklist (this is knows as the "QC-to-Live" process). If conflicts are found, the studies remain
on the QC tab for you to reconcile.

The following topics in this section describe how to use the QC tab and reconcile these conflicts.

Prepare the QC tab

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order

Move QC studies to the All Studies tab

See also:

Understanding receiver rules

Prepare the QC tab

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
To find conflicts needing reconciliation more easily, you can sort studies in the QC tab of the worklist by their QC status.

Prerequisite: Obtain QC user rights.

Procedure
1. Go to Worklist > Settings > User Settings.

2. Under User Settings, select Show QC.

User Settings

O show Row Number
O show Prices
Show OC

Show Completed in Pending List

B cbow neders Toh

3. Toshow exams in Completed status, select Show Completed in Pending List.
To show exams in Conflict status only, clear the checkbox.
4. Select SAVE.

5. On the worklist, select the QC tab.
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= Worklist
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6. On the search bar, click inside the STATUS box.
7. Select a status (such as “Conflicts”) and select APPLY FILTER.
See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order

Move QC studies to the All Studies tab

Reconcile conflicts by matching to a RIS order

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
To reconcile conflicts, start by trying to match the conflicting study to a RIS order.

Prerequisite: Prepare the QC tab.

Procedure

1. On the worklist QC tab, find a study whose status is Conflicts, and select the "reconciliation dot."”

= Worklist

{ RULE

™ L v e ErAULI NMUVLE

+ .::?HE © ¥ DEFAULT RULE

DEFALULT RULE

L]

i
-l

L1433
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2. In the Reconcile dialog, under Suggestions, if an order in the list matches the Current Study, select its SELECT
button, and then select OK. If no suggestion matches, skip to the next step.

Reconciliation (Study)

L

conflictReason : Mo patients matched, Move to Live option(STUDY) disabled

Current Study
Patient Namve:  EXA®IMPT (EXAIMP) pop: 19840000
Sorvics Deesiplion  [ACcd: 804400057240 |, COLANGIORESONANCLA- BodyPart;  ABDOMEN
Study Date:  20Z2-06-08 29 FM EDT Referring Physician!

MAL INFORMATION Suggestions

PATIENT ALERTE

STULDY DATE  PATIEMT MAME ooe STUDY DESCR ACCESSION M ACCOUNT NOL OADER W AEFERRING PHYE!

W records fourwl

3. Under RIS Orders, search for more potential matches by typing criteria in the search boxes. If a match is found,
select its SELECT button and continue as above.

4. Hint: Find patients in your EHR or other sources for possible matches.

RIS Orders

STUDY DATE PATIENT MAME DoB STUDY DESCR ACCESSION N ACCOLNT NO. ORDER DA REFERRIMG PHYSI
ﬂ 20220807 323 0ne*Two2 1990-10:10  BONE LENGTHTTIGB939940 3625142 20220801 )
miﬂz?—ﬂgﬂl 8:3Celina_01, Reg S P 2000-05-04  BOME LENGTHCelinas1_01  Celiol 2022-08-01 Celina, Referring

5. On the QC tab, right-click the study and select Reprocess.
6. Confirm that the study no longer has a status of Conflicts.
See also:

Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order
Move QC studies to the All Studies tab
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Reconcile conflicts by manually editing demographics

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
If the conflict reason on screen is Multiple matches/Account# conflicts for patients, you can edit the demographics of
the conflicting study to match a patient in the Symmetry PACS database, or vice versa (edit a patient in the database to
match the conflicting study).

Prerequisite: Prepare the QC tab.

Procedure

1. On the worklist QC tab, find a study whose status is Conflicts, and select the "reconciliation dot."”

Worklist

PRE ORDERS qc

{ RULE

b 4 - o = ECr&AUL I RULC

© % DEFAULT RULE

+
S
==
[=

® ¥ DEFAULT RULE

2. In Chrome, open another instance of Symmetry PACS, and on the burgerE menu, select PATIENT.
3. Search for a patient chart that is likely to be the match for the conflicting study.

Hint: Find patients in your EHR or other sources for possible matches.
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StarisWith ~ | A * O show lnactive [ Break the Glass

123456

IMPORT PATIENT

PATIENT SEARCH RESULTS

boost"breast - FIX_123456, 123456
OOE: 01/01/1900

- 12345677128756
DOB: 02/06/1977

Dental*Patient - 12345677, 12345677
DOB: 10/10/2000

FOOTMULTRA - 123456, 123456
DOEB: 04/05/2015

In the example, the MRN matches multiple studies -- select the correct one

4. Open the likely matching chart, edit demographics as necessary, and then select SAVE.
5. On the QC tab, right-click the study and select Reprocess.
6. Confirm that the study no longer has a status of Conflicts.

See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by creating an order
Move QC studies to the All Studies tab

Reconcile conflicts by creating an order

When received studies fail to match receiver rules or studies in the database, they appear on the QC tab of the worklist.
If you cannot find a RIS order that matches or should match a conflicting study, you can reconcile by creating a new
order that matches.

Prerequisite: Prepare the QC tab.

Procedure

1. On the worklist QC tab, find a study whose status is Conflicts.

Write down the key information from the study that you would need to create an order (patient demographics,
MRN, study information, etc.).

2. Create an order for the conflicting study by following the steps in A typical scheduling workflow.
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3. Onthe QC tab, in the conflicting study’s shortcut menu, select Reconciliation.
4. In the Reconciliation dialog, under RIS Orders, find the order you just created and select its SELECT button.
5. On the QC tab, right-click the study and select Reprocess.
6. Confirm that the study no longer has a status of Conflicts.
See also:

Reconcile conflicts by matching to a RIS order
Reconcile conflicts by manually editing demographics
Move QC studies to the All Studies tab

Move QC studies to the All Studies tab

If you want to use a study in the QC tab even though it is not reconciled, you can manually move it to the All Studies
tab.

Prerequisite: Prepare the QC tab.

Procedure

1. In the worklist, select the QC tab, and then find a study that you want to move.

2. In the study’s shortcut menu, select Move to All Studies.

Note: If Move to All Studies does not appear in the shortcut menu, try selecting Reprocess first.
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= Worklist

See also:

Reconcile conflicts by matching to a RIS order

Reconcile conflicts by manually editing demographics
Reconcile conflicts by creating an order

{ RULE STATUS  STUDY DATE = IMGS PATIENT
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| Delete
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Reprocess
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Work with dictation and transcription

Symmetry PACS offers one or more of these solutions for dictation and transcription.

e Dictation and transcription with Exa Trans and Dragon

e Dictation and transcription with Exa Voice and Exa Trans

e Exa Dictation and transcription with Web Trans (comes standard)

A Caution: Not all third-party dictation and transcription solutions are validated to work with or in place of Exa
Trans.

e Ifyou need an alternative to Exa Trans with Dragon, we recommend Microsoft/PowerScribe 360 or
Solventum/Fluency For Imaging, both of which receive validation through XML integration.

Nuance Dragon is not supported.

Fluency Flex (for Radiology) and Fluency Direct (for clinical practice) can be used with Exa PACS, but
we do not validate this solution.

e Fluency clients may not provide the expected integrated user experience. We do not actively monitor
this.

If you have a different preferred application, contact your Konica Minolta representative.

If Dragon Medical One worked well with Exa Trans before the upgrade to Exa PACS|RIS version
34.1.5, we recommend installing and using Exa Trans version 1.23.33.80.
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Dictation and transcription with Exa Trans and Dragon

If you purchased Exa Trans with Dragon, you can dictate and transcribe simultaneously. Otherwise, you can use
Dictation and transcription with Web Trans to dictate findings and transcribe them manually, and use the features of
the Exa Panel for transcription related tasks.

Note: Often, Transcriptionists use Exa Dictation with Web Trans, whereas Radiologists use Exa Trans with Exa
Voice or Dragon.

This section contains the following topics.

Turn on Exa Trans and Dragon

Dictate and transcribe a study

Edit and approve transcriptions

Add a dictation or transcription addendum
About using Exa Trans and Web Trans

Turn on Exa Trans and Dragon

You must turn on Exa Trans before using it by turning on the Dragon speech-to-text option in the user settings.

Prerequisite: Install Exa Trans.

Procedure
1. Go to Worklist > Settings > User Settings.

2. On the right side, under Voice recognition, select Dragon.

Vaice recegnition Dragon| w
Dragon (ExaTrans)
Dictation (WebTrans)
Other (Exa Trans/SDE))
Off (Mone)

Delay Load of Exa Trans

Exa Trans Font

3. Select SAVE.

Next: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Trans and Dragon

Dictate and transcribe a study

With the integrated Dragon speech-to-text application, you can use Exa Trans to dictate and transcribe findings
simultaneously.

Procedure

1. In the worklist, find an unread study and select its transcription button.

2. Inthe Exa Trans window, in the Templates dropdown list, select a template.
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3. Optional. To use a voice command, with the Templates dropdown list open, say, “Macro [template name].

4. Place the cursor where you want to add text.

5. On the Dragon toolbar, select the record = button, and then begin dictating.
Select stop when finished.

6. Select Save.

Next: Edit and approve transcriptions
Previous: Turn on Exa Trans and Dragon

Parent: Dictation and transcription with Exa Trans and Dragon

Edit and approve transcriptions

In Exa Trans with Dragon, you can edit and approve saved transcriptions. If approving a main study, any activity related
to TAT recording affects any of its linked studies (see About Linked Reporting).

Prerequisite: Turn on Exa Trans and Dragon.

Procedure

1. In the worklist, select the transcription button of a dictated study.
2. In the editing screen, review the transcription, make any needed changes, and then select Save.
3. Select one of the following options:
e-Sign & Approve: Signs and approves the transcription, and then returns to the worklist.
Approve and Next: Signs and approves the transcription, and then opens the next unread study.
Not Approve: Saves the dictation and leaves the study in Unread status.
Save: Saves the dictation and changes the status to Draft.
Skip: Skips to the next available study without saving.
Pre-Approve: Saves the dictation and changes the status to Pre-Approved.

Next: Add a dictation or transcription addendum

Previous: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Trans and Dragon

Add a dictation or transcription addendum

In Exa Trans with Dragon, approved transcriptions cannot be edited. However, physicians and transcriptionists can add
addendums in order to correct mistakes or insert new information.

Prerequisite: Turn on Exa Trans and Dragon.
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Procedure

eXQ-PLATFORM

1. In the worklist, select the transcription button of an approved study.

2. To add a dictation addendum, repeat the steps in “Dictate and transcribe a study.”

Symmetry PACS reverts the status of the dictation from Approved to Dictated.

3. To add a transcription addendum, select Add Addendum.

4. Type new text, and then select one of the following:

Addendum Approve: Saves the addendum and changes the study status to Approved.

Addendum Save: Saves the addendum and changes the study status to Draft - Addendum.

5. If not using Dragon, select Addendum Submit for Review.

Symmetry PACS reverts the status of the dictation from Approved to Transcribed.

Previous: Edit and approve transcriptions

Parent: Dictation and transcription with Exa Trans and Dragon

About using Exa Trans and Web Trans

Exa Trans and Web Trans (with the multi-panel) are designed to work in sync. Exact behavior depends on various rights,
actions, and settings, as in the following examples.

Action/Condition ‘ Effect

Close Exa Trans

Also closes Web Trans

Web Trans rights assigned

Web Trans available

Exa Trans rights assigned

Exa Trans available only if the Dragon user setting is also turned ON.

Auto-Open Orders + “Documents” selected

If an order auto-opens, the Documents screen auto-opens.

Auto Open Orders enabled AND Viewer Settings
> General > Display Settings > Monitor 1 =
Documents

Documents auto-open in the Documents screen of the multi-panel in Monitor 1.

Auto Open Orders disabled AND Viewer
Settings > General > Display Settings > Monitor
1 = Documents

Documents do not auto-open, but if manually opened, they open in the multi-panel in monitor 1.

Exa Trans and Web Trans enabled within Auto
Open Orders

Exa Trans and Web Trans both open when an order auto-opens.

You can configure which monitor they open in in the Display Settings, or leave blank to open in
the main monitor.

Exa Trans set to auto-open AND Web Trans not
enabled in Auto Open Orders

Only Exa Trans opens when a study opens (but you can still manually open Web Trans).

Set Exa Trans or Web Trans to open on a
specified monitor

Manually opening Exa Trans or Web Trans opens it in the specified monitor.

Web Trans set to auto open in Auto Open
Orders, but not Exa Trans

Web Trans auto opens when the viewer is opened, in the specified monitor, if so configured.

User selects the Exa Trans or Web Trans button
on the worklist

Exa Trans or Web Trans opens on the same monitor as the worklist.

Exa Trans

Study is approved, viewer closes, Exa Trans minimized.
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Action/Condition

Esign & Approve

eXQ-PLATFORM

Effect

Exa Trans Study is approved, viewer and Exa Trans open with next available study.

Approve & Next

Exa Trans Study status changes to Not Approved, viewer closes, and Exa Trans minimizes.

Not Approve

Exa Trans Study stays in Unread status, viewer and Exa Trans open with the next available study
Skip

Exa Trans Study status changes to Draft, viewer and Exa Trans remain open with current study
Save

Exa Trans Study status changes to Pre-Approved, viewer closes, and Exa Trans minimizes

Pre Approve

Exa Trans and Web Trans

Esign & Approve

Exa Trans closes, Web Trans minimizes or closes

Exa Trans and Web Trans

Approve & Next

Study status changes to Approve, viewer, Exa Trans, and Web Trans open with the next available
study

Exa Trans and Web Trans

Not Approve

Study status changes to Not Approved, viewer, Exa Trans, and Web Trans minimize or close.

Exa Trans and Web Trans

Skip

Study status remains Unread, the viewer, Exa Trans, and Web Trans open the next available
patient or study.

Exa Trans and Web Trans

Save

Viewer, Exa Trans, and Web Trans remain open. If the user closes the viewer, Exa Trans and Web
Trans also close.

Exa Trans and Web Trans

Pre Approve

Study status changes to Pre-Approved, viewer and Web Trans close.

Next: Edit and approve transcriptions

Previous: Turn on Exa Trans and Dragon

Parent: Dictation and transcription with Exa Trans and Dragon
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Dictation and transcription with Exa Voice and Exa Trans

If you purchased Exa Voice with Exa Trans, you can dictate and transcribe simultaneously. If you did not purchase Exa
Voice, you can use Dictation and transcription with Web Trans to dictate findings and transcribe them manually, and
use the features of the multi-panel for transcription related tasks.

This section contains the following topics.

Turn on Exa Voice and Exa Trans
Dictate and transcribe a study

Edit and approve transcriptions
Add a dictation or transcription addendum

Manage transcription templates
Configure substitutions

Configure vocabulary
Customize Exa Trans
Use voice commands
Change text to uppercase

See also:

Dictation and transcription with Exa Trans and Dragon

Turn on Exa Voice and Exa Trans

You must turn on Exa Voice and Exa Trans before using them.

@ Prerequisites:

e An administrator must create an Exa Voice account for each user.
e |[nstall Exa Trans.
Procedure
1. Go to Worklist > Settings > User Settings.

2. On the right side, under Voice recognition, select nVoq (Exa Trans).

Violce recognition Drago: w

Diragon {Ex aTrans)
Dictation {WebTrans)
n¥oq (ExaTrans)

Delay Load of Exa Tra...

E - ot | =

3. Select SAVE.

4. Sign out of Symmetry PACS, and then sign in again.

Next: Dictate and transcribe a study
Parent: Dictation and transcription with Exa Voice and Exa Trans

500-001206A 275



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Dictate and transcribe a study

With Exa Voice and Exa Trans you can dictate and transcribe findings simultaneously. If you pause dictation, during the
next 30 seconds you can use voice commands or resume dictation without losing the connection to Exa Voice. After the
30 seconds, dictation "stops," and the connection closes. To dictate multiple studies at once, see About Linked
Reporting.

Prerequisite: Add a transcription template.

Procedure

1. In the worklist, find an unread study and select its transcription button.
2. Inthe Exa Trans window, in the Templates dropdown list, select a template.
e You can "call in" (open) a template by speaking a macro keyword if it appears in the template list.

o Select All to show all templates, or clear to show only templates applicable to the current study.

! ExaTrans

Transerption | Documents | Prior Reports | Monor | n\og Options

Templates | WM - CT general v | an Flag
Select
[Normal] Basic Macro E

macro category 2

macro comparison

macre dexa

Macro fernale pelvis ultrasound
Macro General Template
Macro MRI CERVICAL

MG 2D

Reno - MR Ankle

WM - CT general

3. Press the button on the microphone, and then begin dictating. Press the button again to pause/stop.

I% Notes:
(]

Depending on configuration, you may need to hold the microphone button down continuously to
record.

e You can also select the dictation & button in the bottom-right corner of the screen to start

recording, and 9 to pause.

e You can use voice commands and buttons to move between fields (until approval).

4. Optional. To view the hypothesis text during dictation, select the Show Hypothesis link.

500-001206A 276



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

5. Select Save.

Next: Edit and approve transcriptions
Previous: Turn on Exa Voice and Exa Trans
Parent: Dictation and transcription with Exa Voice and Exa Trans

Edit and approve transcriptions

You can edit and approve saved transcriptions.

Note: If approving a main study, any activity related to TAT recording affects any of its linked studies (see About
Linked Reporting).

Procedure

1. In the worklist, select the transcription button of a dictated study.
2. In the editing screen, review the transcription, make any needed changes, and then select Save.
3. Select one of the following options:
e-Sign & Approve: Signs and approves the transcription, and then returns to the worklist.
Approve and Next: Signs and approves the transcription, and then opens the next unread study.
Not Approve: Saves the dictation and leaves the study in Unread status.
Save: Saves the dictation and changes the status to Draft.
Skip: Skips to the next available study without saving.

Pre-Approve: Saves the dictation and changes the status to Pre-Approved.

Next: Add a dictation or transcription addendum
Previous: Dictate and transcribe a study

Parent: Dictation and transcription with Exa Voice and Exa Trans

Add a dictation or transcription addendum

You cannot edit transcriptions after approval, but physicians and transcriptionists can add addenda in order to correct
mistakes or insert new information.

Procedure

1. In the worklist, select the transcription button of an approved study.

2. To add a dictation addendum, repeat the steps in Dictate and transcribe a study.
The status of the dictation reverts from Approved to Dictated.

3. To add a transcription addendum, select Add Addendum.

4. Type new text, and then select one of the following:
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Addendum Approve: Saves the addendum and changes the study status to Approved.
Addendum Save: Saves the addendum and changes the study status to Draft - Addendum.
5. If not using Dragon, select Addendum Submit for Review.

Symmetry PACS reverts the status of the dictation from Approved to Transcribed.

Previous: Edit and approve transcriptions
Parent: Dictation and transcription with Exa Voice and Exa Trans

Manage transcription templates

In Exa Trans, you start dictation by selecting a transcription template that you prepare in advance as described in Add a
transcription template. This topic introduces the Template Manager, which you can use to manage your transcription
templates.

Prerequisites: Obtain the Transcription Template user right.

Procedure
1. In the worklist, find an unread study and select its transcription button.

2. InExa Trans, in the upper-right corner, select the transcription template manager ? button.

3. In the Template Manager dialog, on the New tab, you can create a new private template based on the current
template.

Template Manager

New || Updatc Debete

Macro Eeyword:

Modality :

Setting Description

[pencil button] Select to open the transcription template configuration screen.

Name Type a name for the new template.

Macro Keyword Type a macro keyword that can be voice-recognized to call in (open) the template.
Modality Select modalities to which to apply the template.

4. Select SAVE.
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5. Optional: On the Update and Delete tabs, select active non-global templates and then edit or delete them.

See also:
Dictation and transcription with Exa Voice and Exa Trans

Configure substitutions

You can add substitutions (voice macros) to Exa Voice so that you can speak something short to type something long.
With the example substitution below, when you say "mammao" Exa Voice types "mammography."

Procedure

1. Inthe worklist, find an unread study and select its transcription EI button.

2. InExa Trans, on the nVog Options tab, select Substitutions.

¥
Transcngton Cocuments Praor Flaspeorts Mionior n'viog Optiors l_‘

>

3. Optional. To view previously saved substitutions, select Substitution List.

4. In the New Substitution dialog, enter the following settings.

”

Tebigr =TT
Ceacripnon

=
Setting Description

Level Select Account to make the substitution available only to you. Select Organization to make
the substitution available to all.

Spoken Type the voice macro command (the word or phrase spoken to activate the substitution).
Description Type a description of the substitution.
Written Type the text that nVoq substitutes (inserts) when the voice macro command is spoken.

5. Select Save.

See also:
Dictation and transcription with Exa Voice and Exa Trans
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Configure vocabulary

You can add words and phrases to nVoq's vocabulary so that it can recognize proper names of people, places, product
names, and uncommon words.

Prerequisite: Turn on Exa Trans and nVog.

Procedure

1. In the worklist, find an unread study and select its transcription button.

2. In ExaTrans, on the nVoq Options tab, select Vocabulary.

4

Tramgonoan Choecwimesnts [Praoe Flaspewts Moo nivog Optora _

9

3. Inthe Vocabulary screen, select one of the following:

e Account - The current vocabulary is available only to the current user.
¢ Organization - The current vocabulary is available to all users in the facility.

4. In the Written box, type a word or phrase.

5. Optional: In the Sounds Like box, type pronunciation.

Note: Usually leave this blank. Try adding pronunciation if Exa Voice frequently fails to recognize the
word or phrase.

6. Select Save.

See also:
Dictation and transcription with Exa Voice and Exa Trans

Customize Exa Trans

If supported by your version you can modify Exa Trans settings in the Options tab, or by editing the configuration file.

Edit settings in the Options tab

In Exa Trans, select the Options tab, and then modify the following settings.
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Application Microphons

Theme | Light «| [ Hold Button To Record

B Show Hypothesia Button Mappings
Button Actian Pararneter

B Fin Hypathesis
Fasthonwand Next Feld

() Show “Enable Apprewals™ Checkbox Rewnd Previcws Feld
SockSlat None
SeckEnd None

Edior

[ Keep Delimiters

[C] Replace Entire: \Word

nioq
[ Substitions |
[ oscbitiey |
‘ Command Description
Theme Select Light or Dark.
Show Hypothesis Show hypothesis text as you dictate.
Pin Hypothesis Pin the hypothesis text to the left.
Show "Enable Approvals" Checkbox Show the checkbox.
Keep Delimiters When replacing variables with text, leaves the brackets (or other delimiting characters).
Replace Entire Word Even if only a part of a word is selected, dictated text overwrites the entire word.
Hold Button to Record Select: Hold down the button during recording.
Clear: Press the button once to record, again to stop.

Button Mappings Configure buttons for SpeechMikes and PowerMics.
nVoq Available if using nVog. See Configure substitutions and Configure vocabulary.

Edit the configuration file
If supported in your version, you can directly open and edit Exa Trans settings for nVoq.
1. In atext editor, open [drive]:/Viztek/Exa/trans/bin/KMHA.exaTrans.WinApp.exe.Config.

2. Edit the following lines as needed.

Setting

Show/hide <add key="ViewHypothesisText” value=“1" /> | 0 = Hide

hypothesis text
ypothesis tex T
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Setting Line Value

Pin hypothesis

<add key="PinHypothesisText” value="1" />

0 = Unpin (text moves with the cursor)

text

1 = Pin (pins text to the left side of the Exa Trans window)
Mic button <add key="ApproveOnMic” value="Off" /> Off = Mic buttons do not trigger Approve and Approve & Next
triggers Approve . .

On = Mic buttons trigger Approve and Approve & Next
Light or dark <add key="Theme” value=“Dark” /> Dark = Darker user interface
theme

Light = Lighter user interface

Recording timeoug <add key="PauseRecordingTimeout”

value="30" />

Setting range: 0-30
0 = Recording stops immediately without entering Paused state

30 = Recording stops 30 seconds after entering the Paused state

See also:

Dictation and transcription with Exa Voice and Exa Trans

Use voice commands

When using Exa Voice, in addition to substitutions, you can use the voice commands described in the following table.

Command Description

[voice macro keyword]

Runs the preconfigured voice macro to open a transcription template.

Select [word or phrase]

Selects words and phrases.

Example: Say, "Select cardiac arrest" to select the word "cardiac” followed by the word "arrest.”

Select [word] through [word]

Selects a range of words

department.”

Example: Say, "Select food through department"” to select the phrase “food and beverage

Next variable

Next field

Selects the next set of brackets within the report and their contents.

Previous variable

Previous field

Selects the previous set of brackets within the report and their contents.

Next line Adds a line after the current line

New line

Letter Capitalizes the current letter

Capital

Caps Capitalizes the first letter of the current word

Caps on Turns capitalization off the first letter of all words ON and OFF
Caps off

All caps Capitalizes all letters in the current word

All caps on Turns capitalization of all letters of all words ON and OFF
All caps off

Lowercase Sets the first dictated word in lowercase

Overwrite

Numeral one period

Creates a numbered list and capitalizes the first letter of each list item
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Command Description

One period

Number next

Next number

Creates a numbered list, capitalizes the first letter of each list item, and adds a new line before
each item

Period

Letter next Creates a lettered list, capitalizes the first letter of each list item, and adds a new line before
each list item.

Next letter

Scratch that If text is currently selected, deletes the selection. If text is not currently selected, deletes the
previously transcribed phrase. Repeat the command to delete the 10 most recently entered

Delete that instances of stable text.

Undo Undoes the 10 most recent user actions, including dictation of text or use of other voice

commands (same as the Windows Undo command).

Comma

Colon

Semicolon

Hyphen
Dash

Minus sign

Question mark

Exclamation mark

Exclamation point

Open paren

Open parenthesis

Close paren

Close parenthesis

Open brace

Open curly brace

Close brace

Close curly brace

Open bracket

Open square bracket

Close bracket

Close square bracket

Less than sign <
Open angle bracket

Greater than sign >
Close angle bracket

Hash sign #
Number sign
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Command Description

Pound sign

At sign

Asterisk

Asterisk sign

Ampersand

And sign

Tilde sign

Forward slash

Slash

Back slash

Double slash

Quote

Open quote

Open double quote
Start quote

Unquote
Close quote
Close double quote

End quote

Open single quote

Close single quote

Apostrophe

Apostrophe S

Percent sign

Ellipsis

Dollar sign

Equal sign

Plus sign

Multiplication sign

Division sign

Plus or minus sign

Underscore sign

Vertical bar

One quarter sign

One half sign
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Three quarters sign

Dates and Times

March seventeen two thousand twenty-
three

March seventeen twenty twenty-three

March 17, 2023

Three seventeen twenty twenty-three 3/17/2023
Three slash seventeen slash twenty

twenty-three

Three dash seventeen dash twenty 3-17-2023
twenty-three

Twopm 2p.m.
Two thirty a m 2:30 a.m.

Between two p m and five pm

Between 2 p.m. and 5 p.m.

Zero zero two two hours

Numbers, dollars, and cents

Zero eight hundred hours 0800 hours
Oh eight hundred hours
Zero zero twenty two hours 0022 hours

(1-19 available only)

One hundred 100
one hundred twenty 120
Three hundred fifty two 352
Point five 0.5
Zero point five

Seventy five dollars and fifty cents $75.50
Roman fifteen XV

See also:
Dictation and transcription with Exa Voice and Exa Trans

Change text to uppercase

In Exa Trans, you can change selected text from all lowercase, or mixed uppercase-lowercase, to all uppercase.

Procedure

1. In the Exa Trans template, select text to change.

2. In the upper-right corner of the screen, select the Case A button.

Result: The text changes to all uppercase.

Example: tHis IS sample TEXT - THIS IS SAMPLE TEXT
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See also:
Dictation and transcription with Exa Voice and Exa Trans

500-001206A 286



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Exa Dictation and transcription with Web Trans

As the entry-level dictation and transcription solution in Symmetry PACS, radiologists can dictate findings in Exa
Dictation, and the transcriptionist can transcribe them in Web Trans. Web Trans features "the multi-panel,” a
centralized screen for managing transcriptions and other assets. For a more advanced solution, see Dictation and
transcription with Exa Trans and Dragon.

This section contains the following topics.

Turn on Exa Dictation and Web Trans

Dictate a study

Edit and approve transcriptions in Web Trans
Enter notes in Web Trans

Manage documents in Web Trans

Manage prior reports in Web Trans

Turn on Exa Dictation and Web Trans

To get started, configure Voice Recognition as follows.
Prerequisite: The dictating radiologist and transcriptionist must both Install Exa Dictation on their workstations.
Procedure

1. Go to Worklist > Settings > User Settings.

2. On the right side of the screen, under Voice recognition, select the following:

Voice recognition Dragon|
Dragom {(ExaTrans)
Delay Load of Exa Trans Dictation (WebTrans)

COrther (Exa Trans/SDE)

Exa Trans Font Off (Mone) )

e Transcriptionist: Dictation (WebTrans)
e Radiologist: If you will be signing off on reports, select Dictation (WebTrans). Otherwise, select Off (None).

3. Select SAVE.

Next: Dictate a study
Parent: Exa Dictation and transcription with Web Trans

Dictate a study

In Exa Dictation, radiologists can record dictation without simultaneous transcription by using the dictation toolbar

XA
Prerequisite: Add a transcription template
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Procedure
1. In the worklist, double-click an unread study to open it in the viewer.
2. When prompted, select to open Exa Dictation or Web Trans.

3. Select a template from the dropdown list, or use a voice macro to open it.

4. On the dictation toolbar, select the record il button, and then dictate your findings.
5. Use Pause during dictation if needed, and when finished, select the Stop button.

6. To review your dictation, rewind the recording and then select the play button.

Note: You can record over parts of your dictation that you want to change.

7. When you are satisfied with the results, select the upload &=l button to add your dictation to the study.

Note: Skip this step if you selected Auto Upload Dictation on Close (see Configure autosave options).

Next: Edit and approve transcriptions in Web Trans
Previous: Turn on Exa Dictation and Web Trans
Parent: Exa Dictation and transcription with Web Trans

Edit and approve transcriptions in Web Trans

The Web Trans transcription editor does not currently support dictation playback, but you can edit and approve
submitted transcriptions.

Note: If approving a main study, any activity related to TAT recording affects any of its linked studies (see About
Linked Reporting).

Procedure

1. On the worklist, in the relevant study row, select the multi-panel B button.

In the Web Trans multi-panel, on the toolbar, select one or more of the following buttons:

1 Open or close all panels

2 Open or close the Transcription panel.
3 Open or close the Notes panel

4 Open or close the Documents panel

500-001206A 288



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

5 Open or close the Prior Reports panel

Note: You can drag panels within the Web Trans screen to reposition them.

3. Inthe Transcription panel, review the transcription, make any needed changes, and then select Save.
4. Select Approve or Approve & Next.
5. In the Providers dialog, select the approving provider and select Approve.

Next: Enter notes in Web Trans

Previous: Dictate a study
Parent: Exa Dictation and transcription with Web Trans

Enter notes in Web Trans

You can add study notes and reasons for study in the Notes panel of Web Trans.

Procedure
1. Inthe multi-panel, open the Notes panel, and select the STUDY NOTES or REASON FOR STUDY tab.
2. If entering a study note, select a study date.
3. Type notes in the space provided, and then select SAVE.

Next: Manage documents in Web Trans
Previous: Edit and approve transcriptions in Web Trans

Parent: Exa Dictation and transcription with Web Trans

Manage documents in Web Trans

You can view all documents attached to a study in the Documents panel of Web Trans. The Documents panel displays
up to two documents at once, and you can select which documents to display.

Procedure
1. On the worklist, in the relevant study row, select the multi-panel B button.

2. In the Documents panel, select the document buttons to show or hide currently open documents in viewing
frames.

m ID CARD REPORTS

Note: The buttons labels indicate the document selected for viewing, the default document type set by
the user in the panel, or the last-viewed document types.

3. If more than two documents are available, you can open a new one by dragging a document metadata block
from the top of the panel into a document viewing frame.
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03/04/1992, F )
GNO021000 Al

STUDY DESCRIPTION: CT Abdomen and Pelvis with C...
REFERRING PHYSICIAN: Hearn, Evette ARNPs

B Documents

Show All Documents [ 3 - 51:]57.(1 R g

Insurance Card O || Order/Prescription [ || Order/Prescription [ || Order/Prescription
01/21/2021 11/01/2021 11/01/2021 11/01/2021

Order/Prescription [ || orrdaro inti D1 ordarso Inti O
11/01/2021
m Drag document cards —
Other . to buttons to load -
01/21/2021 onto
Patient Forms [T 7T Pauent Forms T PauentrForms [
03/08/2021 03/31/2021 03/31/2021 7/20/2021

Patient PortalWpload ] || Patient Portal Upload ] || Patient Portal Upload
08/18/2021 08/18/2021 08/18/2021

Patient Portal Uploat
01/21/2021

Prior Report
07/23/2021

[C] || Tech Worksheet [J || Unknown
07/23/2021 10/11/2021

DROP DOC IMENT TO PREVIEW DROP DOCUMENT TO PREVIEW

Drop Document to Preview x

Next: Manage prior reports in Web Trans
Previous: Enter notes in Web Trans

Parent: Exa Dictation and transcription with Web Trans

Manage prior reports in Web Trans

You can view, download, and print prior reports from the Prior reports panel of Web Trans.

Procedure

1.
2.

On the worklist, in the relevant study row, select the multi-panel B button.

In the Prior reports panel, in the left pane, select the block of metadata corresponding to the report that you

want to view.

If the report is linked, the link symbol appears in the block.
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L=, MA TORILLG DER. SIMPLE
CURRENT

TranscriptionHandler ashx

Seo Addondum Below

A 22023 9900 AM
G, DAAGMOSTIC
WAMMOGRAPHT

Pabent Name: Testy, Jennfler R

Phoiioh @6, #9998 0 OT0%

3. To download or print the report, in the right pane, hover over the report, and then select the download or

print button in the toolbar that appears.

Previous: Manage documents in Web Trans
Parent: Exa Dictation and transcription with Web Trans

C

HCRBLA. ddibaCa Ba,

L= ]
D08: 25-Mar-19688

[ LT L]

500-001206A

291



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Work with the Symmetry PACS viewer

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

Standard viewing tasks

Configure integration with third-party apps
Lines, curves, shapes, and text
Markers

Measurements

Spine labels

3D labels

Shutters

Other annotation tasks

Change elements in the viewer
Change the appearance of images
Scaling images

Linking images

Moving and going to images

Use MPR tools

Use Exa Advanced Visualization
Work with PET fusion studies
Gather information from images

See also:

Work with Display Management

Standard viewing tasks

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

Open a study in a viewer

View priors and prior reports
About viewing CAD findings
View studies with CAD findings
Send an image from the viewer

DICOM-print a study
Delete images and series

Open astudy in a viewer

In this manual, viewer refers to the Symmetry PACS viewer unless otherwise specified. To open a study, on a worklist
study row, do one of the following:

e Select the E button to open the Symmetry PACS viewer.
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+ b B & ] * D ! |Approved

e Select the E button to open the Exa Client viewer.

e Configure Symmetry PACS to open studies in the viewer when you double-click them. Follow the steps in
“Miscellaneous user settings” to configure the double-click behavior setting.

Caution:

¢ The Exa Client viewer is not approved for diagnostic viewing and reporting of mammography images. For those
purposes, please use the standard viewer.

e Check for the lossless indicator in the lower-left corner of the image frame before proceeding with a diagnosis.
If you adjust the image, wait until the lossless indicator turns green before diagnosis.

¢ Note any series caution symbols on the thumbnail bar, indicating that the series is in storage but was not yet
downloaded or opened in the viewer.

Diagnostic Chnic O
Medical Cemier Lo
D - 20210814

HELICAL QC DG E

The series caution symbol: series not yet downloaded or opened
The red lossless indicator (red square) means the image has

not yet fully loaded.
View the local caching status

When using local cache, thumbnails and open images are accompanied by colored progress bars that indicate the status
of local caching.

1354
MM N

1350 7 el ™com
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View priors and prior reports

From the Symmetry PACS viewer, you can open priors from a list or the prior bar, and open prior reports.

Open a prior from a list

1. On the viewer toolbar, select the Show Prior List ﬂ button to open the list.

Other Patient Exams
Prior Patient Exams
0O R M Description Referring Exam Date Status
R US DOP VELOCIMETRY FTL UMBILICAL ART Test, Referring 01/19/2023 11:15AM  Approved
R* US 285155“0 FTL SPECTRAL DISPLAY Test Referring 01/19/2023 11:00 AM  Approved

If an R appears in the R column, the prior includes a report. If the priors are linked:
R’ The report is the main report.
R* The report is a linked report (linked to the main report).

2. In the list, double-click a prior to open it in the viewer.

Open priors with the Prior bar

If priors are included in a study that you open, you can view them by using the Prior bar. To show the Prior bar in

the viewer, configure the Use Modified Toolbar setting (see Configure other interface settings).

09/11/2015 10:47 AM 01182018 3:35 PM
MG, MAMMOGRAPHY, MG, Standard Screening -
SCREENING DIGITAL TomoHD

1¥5SM16 D

LMI% RMLO CVIEWRC | BTO RCC

The Prior bar contains the current and prior studies on the top row, and their image thumbnails on the bottom row
(see figure). The study boxes show the age of the study, and depending on configuration, let you do one or more of

the following:

e Hover over a study to display its details.

e Select a study to open the thumbnail bar.

e Double-click a thumbnail to open its image or series.
e Ifareportisincluded, select its symbol to view.

Open a prior report

1. On the viewer toolbar, select the Prior Reports H button.

2. In the Approved Reports screen, on the left pane, select a prior report.
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Result: The report appears in the right pane (may take time to load).

Note: If reports are linked, the link symbol appears (in the red circle in the figure).

B Approved Reports - Google Chrome

A Mot secure | btps://10.227.26.93/studyReports?study_id=1188session_id=LVIGdnASTOd60XNONGICZ 1BiSUVQZO

=  TranscriptionHa... 1

%01/19/2023 11:00
AN

US, DOP ECHO FTL
SPECTRAL DISPLAY
COMPL

IKONICA MINOLTA

Medical Imaging

Patient Name: Test, Ted Patient 1D: TesT1004
” /2023 10-45 Referring Physician:  Test, Referring Date of Birth: ~ 01-Jan-2000
o : Procedure: DOP ECHO FTL PLSD SPECTRAL Date of Study:  19-Jan-2023 10:45
aud DISPLAY REPEAT STD;DOP AM; 0171972023

US, DOP ECHO FTL
PLSD SPECTRAL
DISPLAY REPEAT
STD

VELOCIMETRY FTL UMBILICAL
ART.DOP ECHO FTL SPECTRAL
DISPLAY COMPL

Test

About viewing CAD findings

The Symmetry PACS viewer automatically displays image markers contained in SR data from supported manufacturers
such as iCAD, DiA, Hologic (Malc findings, see below), and CureMetrix (such as the CureMetrix mammography
calcification and density markings). To control which markings to display, select options in the SR CAD list (Configure
mammography).

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.

Symmetry PACS uses tracking IDs in the SR data to ensure that when you click a 2D/synthesized image annotation it
correctly opens the corresponding 3D/BTO image. Additionally:

e Ifthe BTO series is not already open, it opens next to the 2D/synthesized view in a 1 x 2 layout. You can go back to
the original layout by selecting the backslash key (if the DM was not interrupted).

e When 3D CAD SR markings are present and you hover over a CAD SR marking on the synthesized or 2D view, the
color changes to the hover color configured in viewer interface settings.

Hologic Malc findings

Hologic ImageChecker CAD has a finding type called a Malc, which is a combination of one mammography breast
density and one calcification cluster. When Malc findings are present in a CAD SR, the viewer displays them as a
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“compass” shape. The center point marking of the compass is determined by the center point of the child breast
density. The total count of Malc findings appears in the top overlay next to the count for densities and

calcifications.

The Malc “compass” marking and count

Hologic Intelligent View

Hologic 3D CAD mammography software features a synthesized "Intelligent View," which is acquired at a higher
resolution than their C-View. To identify Hologic Intelligent View images, "i2D" is added to the image header, such
as i2D LXCC. For example, the header of the image below in Symmetry PACS would appear as i2D RMLO.

H MLO Infeligend 201

See also:

Configure annotation colors

View studies with CAD findings
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View studies with CAD findings
The Symmetry PACS viewer supports 2D CAD findings for mammography and 3D tomographic series. Findings are

displayed as overlays. To view CAD findings:

Prerequisite (Exa PACS|RIS only): Configure mammography (especially SR CAD options).

Procedure
1. Open a study containing CAD findings in the viewer.

Result: The CAD button becomes available.

2. Select the CAD m button, and then select findings to show.
Example: Calcification Clusters(3) > Show
3. Optional: Select a finding to select a value for the 2D or synthesized view.

Result: The screen changes to a 1 x 2 temporary view with the 2D image in one cell and the BTO series moved
to the slice with the finding in the other. For example, if you select the RCC finding, the BTO series opens at the
RCC slice.

CAD-related keyboard shortcuts

To easily move through series that include 3D CAD findings, you can use keyboard shortcuts (see Assign toolbar
keyboard shortcuts). For example, you can use a keyboard shortcut to go to the next finding in a BTO study, or turn
Malc markings on and off.

See also:

About viewing CAD findings

Send an image from the viewer

You can send the current image in the viewer to an application entity. If the image includes annotations, those
annotations are included with the image according to the method you specify in the Send Annotations as setting (see
Configure application entities).

Procedure

1. Optional: To send an annotated image back to its original AE, select Viewer Settings > General > Auto Send
Annotated Images on Close.

2. Open astudy in a viewer.

3. Optional: Add annotations.

Note: ROl annotations are automatically sent as inclusive.
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4. Right-click the image and select Send Image/Annotation.

5. In the Send Study dialog, in the bottom pane, select one or more AEs.

ACCESSION NO.  STUDY DATE MODALD STUDY DESCRIFTION ACCOUNT NO. PATIENT DOE
O2SH16A26205  O/0B/2023 TO0ACT PISKULL TO THIGH W/CT 42584 Hill, i flakcay L]
Filter Dascription =] Pricrity i} w O include Appreved Repart

[ EXANEII-VIT (EXANVIZNVIZ)

OPAL_32_33 (OPAL_32 33)

opal_v32_v33 (opal_v32_v3Z)

Send Study >

REFERRING FPHYSICIAN

Eassetti, Dennis Aandolph

SEND TO SELECTED

6. Select SEND TO SELECTED or SEND TO ALL.

See also:
DICOM-send studies, series, or images

DICOM-print a study

You can print the currently viewed image to a preconfigured DICOM printer. The current image prints, including any
displayed annotations and overlays. See also Print images to a standard printer. You can also add selected images and
series to the DICOM print queue, and print them later from the queue. This can be useful for large studies (see later in

this topic).

Note: You cannot print multiframe MR/CT or MG tomography images, or US echocardio series.
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@ Prerequisite: Add DICOM Print to the image shortcut menu.

DICOM-print the current image or series
1. Open a study in the Symmetry PACS viewer, right-click any image, and then select DICOM Print.

2. In the DICOM Print dialog, in the Printer dropdown list, select a printer.

DICOM Primt

Layout 1+ w Annatations WL Delaal O axl Page Sire 85 pelrai e Comprass Lange Images

cted Image ectec Current Page /all Images

= Prinber Configuration ._Loading +

Print True Size Print Mag DICOM Print

3. Enter the following remaining settings.

‘ Setting Description
DICOM Print Queue Select to print the current contents of the DICOM print queue.
Selected Image Select to print selected image, selected series, current page of images, key images, or all
. images.

Selected Series

Current Page

Key Images

All Images

Layout Select Selected Series above, and then adjust the frame layout.
The layout you select applies to the current and subsequent pages, and you can change
layouts on any page.

Annotations Select to include annotations, or clear to exclude.

W/L (Default) Select to print the image with its original window/level settings. Clear to select the current
window/level setting.

Overlay Text Select to include the DICOM overlay (as per-image detail), or clear to exclude.
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Setting Description

Page Size

Select the paper size and print orientation.

Compress Large Images

Select to compress large images (for lower quality but faster printing).

Print Selected Page Only If viewing a series, select to print only the current page.
Prev / Next Select to move through pages of the print preview.
Printer Select a printer (selected earlier in this procedure).

Configuration

Select a printer configuration for the target print medium. To add or edit configurations, see

Configure a DICOM printer.

True Size

Available in 1UP mode. Select to print in the original size and resolution.

Print Magnified

Fills the print area with the image, stretching 1:1 (horizontally:vertically) until the first

constraint is reached.

4. Select DICOM Print.

Use the DICOM print queue

You can add images and series to the DICOM print queue, and then print everything in the queue at once.

1. On an image shortcut menu, select Add to DICOM Print Queue - Image or Add to DICOM Print Queue - Series.

Note: You can assign toolbar keyboard shortcuts for these commands.

Reset Viewer

Reset Study Object
Create Teaching Study
Download Image

DICOM Print

Add to DICOM FPrint Queue — Image
Add to DICOM Print Queue — Series
Download Series as MP4

Download Series

Send Image/Annotations

2. On an image shortcut menu, select DICOM Print, and then in the DICOM Print preview, select the DICOM Print
Queue option.
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bult) Overlay Text DICOM Print Queue Selected Image

Print Salectad Page Only  de n aof 1 & Printer

. s

3. Select other options as needed, and then select DICOM Print.

Delete images and series

You can delete images and series from unread studies. When you delete a series, only images in the current stack and
cell are deleted (even if a series is split across multiple cells). You cannot delete MPR-generated images.

@ Prerequisite:

e Obtain the Study Delete right from your administrator.
e Add the Delete Series and/or Delete Images commands to the shortcut menu (see Add or remove

tools from the image shortcut menu).

Procedure
1. In the Symmetry PACS viewer, right-click an image or series.

mLage, Lan
- 10-90 Tm

Dedate Seres Annotations

Dedebe Series
Delele Image

E= O A ian
et Key Image
External Tools
Cutlines:

RESe] Viewer

2. In the shortcut menu, select Delete Image or Delete Series.
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Configure integration with third-party apps
The following topics in this section describe integration with third-party apps. With the Exa platform, refer to topics in
which you can integrate third-party apps such as PenRad, OrthoView, and various RIS solutions.

Configure opening of a third-party program

Configure opening of a third-party program

You can configure Symmetry PACS to open third-party programs such as Ikonopedia, PowerScribe 360, MModal, and
Visage. In this topic we primarily use PowerScribe as an example.

@ Prerequisites:

e Install Exa Launch
e Add a trusted IP or URL
Procedure
1. Go to Viewer Settings > General > Monitor Setup.

2. Scroll down to Auto Open Orders, and select the third-party program to configure. For example, PS360.

Viewer Settings

Configure your viewing experience

renfas D i
Muoniter Setup
Y O Problems PE360

3. Scroll back up to the table of monitors. On the monitor on which to open the third-party application, on the
Orders dropdown list, select the application (such as PS360).

Viewer Settings Maten

C— x
VHEING ERpeTiEnCe
A rangcrption
W Gonenal
Menitor Setup Wissge RIS
Portor Srtup Citharn
3

Monited Count * #
Cloas Bebavicr

T ] o . o A
[EERHRR ® Menitor o
Arnotatiom
] Morian THiplay O Maonites Display
Dictabion & Transcriphon
& Curent
Bl e st
2 Prior
Tosd Semangs -
O Full Screen O Full Screen
Frsliam Orders w|  Ceders
* Modality Hone w Hone - Hone -

4. In the left pane, select External Tools.

5. In the External Tools area, under Configuration, select Add Tool.
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External Tools

B Tox Configuration

® External Tools m

6. Enter the settings described in the table below.

% External Tools

Tithe = Dmcripiion =

Camruand Arguareite

Eeyboard Shorou Iz LIRL

nitiall Directory

Tookar B =

iyl

‘ Setting ‘ Description
Title Type a title for the program, such as PowerScribe.
Description Type a description of the program.
Command Type the command to run when you select the toolbar button (such as the path to the executable, or a
URL).
Arguments Type arguments to pass to the command at runtime.

Symmetry PACS supports the following arguments:
{{account_no}} (patient ID)

{id}} (study ID)
{{accession_no}}

{{facility_id}}
{{username}}
{{user_id}}

{{patientName}}
{{patientDOB}}
{{patientSex}}
{{studyDescription}}

{{series_uid}}
{{image_uid}}

Example
For PowerScribe, set the argument as follows.

patient_id={{account_no}}&accession_no={{accession_no}}&cmd=powerscribe&study_id={{id}}

To base-64 encode the URL, surround the arguments with the $$ marker. For example:
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Setting Description

exal://launch/g=$$patient_id={{account_no}}&accession_no={{accession_no}}
&cmd=powerscribe&study_id={{id}}$$

Keyboard Shortcut Optional: Type a keyboard key sequence to use as a shortcut for opening the program.
Icon URL

Initial Directory Type the path to the root folder.

Toolbar Button Optional: Select to add a dedicated button for the application on the viewer toolbar.

Do not Base-64 Encode
URL Arguments

Use Facility ID for Do not select (reserved for PenRad).
Subdirectory

7. Select Add Tool.

8. Select SAVE.
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Lines, curves, shapes, and text
You can draw linear shapes and add text to images.

Draw lines and shapes
Draw freehand lines
Draw a curved shape
Add text

Draw lines and shapes

You can draw rectangles and ellipses on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select one of the following tools.

e Rectangle E
e Ellipse @]
e Straight line ﬂ
e Arrow

2. Drag on the image to create the shape.
Optional:
e To move a shape, drag any part of its outline.

e To resize a shape, drag any of its handles.

Draw freehand lines

You can draw freehand lines on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the pencil tool.
2. Dragon the image to draw a freehand line.

3. Optional. You can drag any points along the line to modify it.
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Draw a curved shape

You can draw curved shapes on images.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the curve ﬂ tool.
2. Click the image at least three times to specify a start point, a vertex, and a second vertex.

3. Double-click to close the shape.

Add text

You can add a text annotation to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the text tool.

2. Inthe box, type text and then select Enter.

Note: There is no character limit, but carriage returns are not supported, and long text may extend
beyond the visible image boundary.
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Markers
You can add markers to images, such as for left and right.

Add a dot
Add a vertical or horizontal line
Add a left or right marker

Add a dot

You can add a dot marker to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the dot ﬂ tool.

2. Click the image to place the dot.

Add a vertical or horizontal line

You can add a vertical or horizontal line to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the vertical |l or horizontal . line tool.
2. To add the line, click the image.

3. Drag the line to position it.

Note: To reveal the endpoints, you can drag a vertical line up or down, or a horizontal line left or right.

Add a left or right marker

You can add a left or right marker to an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the left or right @ marker tool.
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2. To add the marker, click the image.

3. Drag the marker to reposition it.
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Measurements
You can take various linear and angular measurements on images. Completed measurements remain as annotations. To
adjust measurements easily, we recommend turning on Edit mode before taking measurements (see Edit annotations).

Measure an angle
Measure a Cobb angle

Measure an HO angle
Measure a radial angle or length

Measure an elliptical or freehand ROI
Measure a length

Measure and compare two lengths
Take a freehand measurement

Find a center point

Draw a circle and measure its radius

Measure an angle

You can measure an angle on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the angle H tool.
2. Click the image three times to place a vertex and two endpoints.

3. Move the pointer to position the angle measurement, and then click to finish.

Measure a Cobb angle

You can measure a Cobb angle on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the Cobb angle E tool.
2. Dragon the image to place the first angle line.
3. Drag again to place the second line.

4. Move the pointer to position the angle measurement, and then click to finish the angle.
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Measure an HO angle

You can measure an HO angle on an image. An HO angle measures the degrees of the angle drawn relative to true
vertical and horizontal.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the HO angle E tool.
2. Click the image to place a starting point.

3. Click to place the end point.

Measure a radial angle or length

You can measure a radial angle or length on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the radial angle or radial length tool.
2. Click the image to place the axes.

3. Drag the axes or their endpoints to take measurements.

Measure an elliptical or freehand ROI
You can measure properties of an ROl by drawing an ellipse or a freehand shape. The viewer displays the ROI's length

(mm), area (mmz), and the minimum, maximum, mean, and standard deviation in Hounsfield units.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the ROI ﬂ or free ROI E tool.
2. Dragon the image to place the ellipse or the freehand shape.

3. Drag the outline or handles of the shape to adjust the ROI.
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Measure a length

You can measure a length (mm) on an image.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the measure tool.
2. Dragon the image to place the measurement line.

3. Drag the outline or endpoints of the line to adjust the measurement.

Measure and compare two lengths

You can measure the lengths (mm) from two starting points to an endpoint for comparison.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the M compare H tool.
2. Click the image three times to place a starting point, endpoint, and second starting point.

3. Drag any of the three points to adjust the measurement.

Take a freehand measurement

A freehand measurement is similar to freehand ROI, but it measures different values: angle; radius (mm); area (mm2);
and length (circumference in mm).

Prerequisite: Add the relevant toolbar tools.

Procedure
1. On the image shortcut menu, select Annotations > Measures > FH Measure.
2. Click the image three times to place a vertex and two endpoints.

3. Move the pointer to position the circle measurements, and then click to finish.
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Find a center point

You can find the center between two reference points.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > Measures > Center Point.

2. Click the image twice to place the first and second reference points.

Note: The center point is indicated by an x.

3. Drag either of the reference points to adjust the measurement.

Draw a circle and measure its radius

You can draw a circle and measure its radius (mm).

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the circle @ tool.
2. Click the image twice to place two loci.
3. Move the pointer to adjust the circle, and then click to add a third locus.

4. Drag any locus to resize or reposition the circle.
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Spine labels

You can add preset labels for spinal vertebrae and discs to MR images. Labels are grouped by region (cervical, thoracic,
lumbar, and sacral), plus another group for all discs. Basic labels do not include height and width measurements,
whereas non-basic labels do. 3D labels appear in all frames and planes, whereas non-3D labels appear only in the
individual frames to which you add them.

Add basic spine labels
Add basic 3D spine labels

Add 3D spine labels
Use a spine label shortcut

Add basic spine labels

You can add basic spine labels to vertebrae in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the basic spine label tool.

2. In the button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to apply labels in ascending order, or “Down” for descending.
3. Click the first vertebra to add the first label, and then click the second vertebra, and so on.

Add basic 3D spine labels

You can add basic 3D spine labels to vertebrae in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the quick 3D spine label tool.

2. Inthe button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to add labels in ascending order, or “Down” for descending.

3. Click the first vertebra to add the first label, and then click on the second vertebra, and so on.
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Add 3D spine labels

You can add 3D spine labels in ascending or descending order.

Prerequisite: Add the relevant toolbar tools.

Procedure

| -
1. On the viewer toolbar, select the 3D spine label shortcut sl tool.

2. In the button shortcut menu, select a region and starting vertebra.

Note: Choose “Up” to add labels in ascending order, or “Down” for descending.

3. Click a vertebra twice to place a starting point and endpoint.

4. Repeat the previous step to label additional vertebrae.

Use a spine label shortcut

You can use a spine label shortcut to quickly start labeling from a common starting vertebra.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the spine label shortcut , 3D spine label shortcut , or 3D quick spine label
shortcut tool.

2. In the button shortcut menu, click a starting vertebra.

3. Add labels.
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3D labels

3D labels appear in the image where you add them, and the same slice in other series.

Use the 3D cursor

Add a 3D point

Add a 3D ray
Add a 3D ROI

Add a 3D length measurement
Add a 3D angle measurement

Use the 3D cursor

When you place the 3D cursor on one series, the cursor also appears in the corresponding location in any cell of the
same study that is open in the viewer.

Prerequisite: Add the relevant toolbar tools.

Procedure
1. Open two or more series of the same study (for example, an axial, sagittal, and coronal view).
2. On the viewer toolbar, select the 3D cursor ksl tool.

3. Hover over an image in one cell.

4. The cursor appears in the same location in the other cells.

Add a 3D point

You can mark a 3D point on an image. The point you place in the current image appears in the corresponding position
in all frames and planes.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > 3D Point.

2. Click the image to place the point.
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Add a 3D ray

You can mark a 3D ray on an image. The vertex you place in one frame extends as a ray through the stack and is visible
in other planes.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > 3D Ray.

2. Click the image to place the vertex of the ray.

Add a 3D ROI

You can mark a circular ROl in one image, and the program adds the ROI to the same image in other series in the
viewer. The viewer displays the ROI’s length (circumference in mm), area (mm?), and the maximum, minimum, mean,
and standard deviation in Hounsfield units.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > 3D ROI.

2. Click the image twice to place the center point and a tangent point.

Add a 3D length measurement

You can take a linear measurement (mm) in one image, and the program adds the measurement to the same image in
other series in the viewer.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > 3D Measure.

2. Click the image twice to place the first and second endpoints of the measurement line.
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Add a 3D angle measurement

You can take a 3D angle measurement in one image, and the program adds the measurement to the same image in
other series in the viewer.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > 3D Angle.

2. Click the image three times to place the vertex and the first and second endpoints of the angle.
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Shutters

You can add rectangular, elliptical, or freehand shutters.

Add a rectangular or elliptical shutter
Add a freehand shutter

Add a rectangular or elliptical shutter

You can add a rectangular or elliptical shutter to “crop” unwanted areas of an image.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > Shutters > Shutter Box or Shutter Ellipse.

2. Click the image twice to place a starting point and endpoint for the shutter.

Add a freehand shutter

You can add a freehand-drawn shutter to "crop” unwanted areas of an image.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure
1. On the image shortcut menu, select Annotations > Shutters > Freehand Shutter.

2. Dragon the image to draw the shutter.
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Other annotation tasks

The following topics introduce additional annotation features.

Add an AR annotation
Edit annotations

Saving and deleting annotations
Annotate series

Annotate tagged images
Reset an image in the viewer

Add an AR annotation

You can plot points to represent angular rotation.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the AR ﬂ tool.

2. Click the image six times to place guide points.

Edit annotations

After you finish an annotation, it is fixed in place to prevent accidental alteration. To move, edit, or delete an

annotation, either select the tool that created it, or select the edit tool to enter Edit mode. You can select the edit

tool again to exit Edit mode.

Saving and deleting annotations

You can save or delete annotations as follows.

Prerequisite: Add the relevant toolbar tools.

e To save the current annotations, on the toolbar, select the save annotations button.

e To delete all annotations, on the toolbar, select the delete all annotations ﬂ button.

e To delete all annotations for the current series, on the image shortcut menu, select Delete Series Anno.

e To delete all annotations for the current study, on the image shortcut menu, select Delete Study Anno.
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Annotate series

You can add the same annotation in the same location to all images in a series. This feature is not available with 3D
annotations. Any subsequent edits you make to annotations added in this way only apply to the image you edit, not
the entire series.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. In the Symmetry PACS viewer, open a series.

2. On the toolbar, select the Annotate Series tool.
3. Select another annotation tool (for example, the Ellipse tool).
4. Add the annotation to the current image (for example, draw an ellipse).

Result: The annotation (such as an ellipse) appears on all images in the series.

Annotate tagged images

To annotate all images in a series, see Annotate series. If you want to annotate multiple—but not all—images in a
series, use the procedure below to tag (select) them and then annotate only the tagged images. Any subsequent edits
you make to annotations added in this way only apply to the image you edit, not the entire series. This feature is not
available with 3D annotations.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Open series or multiple images in the Symmetry PACS viewer.

2. On the viewer toolbar, select the Tag Images tool.
3. Click on an image to tag it.

Result: The image is tagged for annotation.
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4. Repeat for all images you want to annotate.

5. On the toolbar, select the Annotate Tagged Images il tool.
6. Select another annotation tool (for example, the Ellipse tool).
7. Add the annotation to one of the tagged images (for example, draw an ellipse).

Result: The annotation (such as an ellipse) appears on all tagged images, and the images are no longer tagged.

Note: These multi-image annotations are not "linked," so you can edit annotations in one image without
modifying the corresponding annotations in other images.

Reset an image in the viewer

When making non-permanent modifications to images in the viewer (zoom, rotation, Window/Level etc.), you can reset
the image to its original state.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the reset viewer E button.
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Change elements in the viewer

The following topics are contained in this section.

Show or hide overlays
Show or hide annotations
Show series and stacks
Show or hide cutlines

Split series by slab thickness
Recalibrate the scale

Change the series layout
Reorder a series

Show or hide overlays

You can turn overlays on or off. This includes PR (GSPS) DICOM obijects from Intelerad, which are supported as overlays.
Also, to avoid obscuring anatomy in MG studies, turning off overlays also hides other MG-related information such as
quick history, laterality, and CAD and stack information.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the Overlays or Toggle DICOM Overlay button to turn overlays on or off.

See also:

Configure overlays

Show or hide annotations

You can turn annotations on or off.

Prerequisite: Add the relevant toolbar tools.

Procedure

e On the viewer toolbar, select the toggle annotations button to turn annotations on or off.
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Show series and stacks

If the viewer is showing only a single frame of a series or stack, you can change it to display all series and stacks.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the reset series and stacks button.

Show or hide cutlines

Cutlines show the intersection between two open series. The cutlines update dynamically as the user moves through a
series. A dashed cutline indicates where the first image starts and the last image ends. A solid cutline indicates the
intersection of the currently displayed locations in the series. If a series includes intersecting images, you can show or
hide cutlines.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the cutlines E button.

Split series by slab thickness
You can use slab tools to split series by image thickness.

Procedure

1. In the upper-right corner of a frame, right-click the menu icon E

2. In the shortcut menu, select Slab Tools, and then select a slab thickness.

tvage 1 of 7

Show Annotations

Half images (10.0 mm) Slab Tools
Third images (15.0 mm)  Recalibrate

Fourth images (20.0 mm)  garips Layout
Fifth images (25.0 mm}
Manual Value (5.0 mm})

Reorder

Close Series

\ Nawrnlnad Tmana

Recalibrate the scale
You can manually recalibrate the scale measurement, which is shown on the caliper of the current series.

Procedure

1. In the upper-right corner of a frame, right-click the menu icon E

2. In the shortcut menu, select Recalibrate.
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Show Annotations

Slab Tools

Recalibrate
Series Layout
Reorder
Close Series
Download Image
3. In the dialog, type a new value (mm) for the scale, and then select OK.

Change the series layout
You can change the number of series panels displayed in the viewer.

Procedure

1. In the upper-right corner of a frame, right-click the menu icon E

2. In the shortcut menu, select Series Layout, and then select a layout.

Show Annotations
Slab Tools
Recalibrate

Series Layout
Reorder

Close Series
Download Image

Reorder a series
You can change the order of images in a series.

Procedure

1. In the upper-right corner of a frame, right-click the menu icon E

2. In the shortcut menu, select Reorder, and then select one of the following options.
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Show Annotations

Slab Tools
Recalibrate
Series Layout

Image Number Reorder

Image Number Close Series
Inverse

Slice Location
Slice Location
Inverse

Image Time

Download Image

Image Number — Arranges the images by number in ascending order.

Image Number Inverse — Arranges the images by number in descending order.

Slice Location — Arranges the images by relative location (in mm) in the plane in ascending order.
Slice Location Inverse — Arranges the images by relative location in the plane in descending order.

Image Time — Arranges the images by the time they were taken.
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Change the appearance of images

The following topics are contained in this section.

How the viewer chooses the initial window/level
Adjust the window/level

Apply a window/level preset
Turn on auto window/level

Apply CLAHE enhancement
Apply bone enhancement
Invert colors

Add color to images

Apply sigmoid processing
Reset and Reset study object

Add to new UNQ study

How the viewer chooses the initial window/level

There are many sources of window/level settings. When the viewer displays an image, it chooses the window/level

settings from the first available of the following sources, in order.

o last display state, if “Auto saved image properties on close” is turned on

e DICOM tags — the window center and window width tags

e VOILUT DICOM tags — value of interest LUT tags

LUT (from prefetch), unless “Ilgnore LUT” or “Ignore Presentation LUT” is turned on

Note: Subtraction (such as in a Digital Subtraction Angiogram) is not supported. As a work-around, you can

check for this image type and disable/ignore the LUT.

e Manual W/L settings, if adjusted by the user

Adjust the window/level

You can manually adjust the window/level.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the window/level E button.
o Drag horizontally over the image to adjust the window.

e Drag vertically over the image to adjust the level.
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Apply a window/level preset

You can apply a window/level preset to the current study.

Prerequisite: Add the relevant tools to the image shortcut menu.

e On the image shortcut menu, select Presets, and then select a preset.

Turn on auto window/level

The viewer can automatically adjust the window/level so that images are, to the extent possible, neither too dim nor
too bright.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the auto window/level I button.

Apply CLAHE enhancement

You can apply CLAHE to enhance local contrast.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the CLAHE B button to turn CLAHE on or off.

Apply bone enhancement

You can use different levels of bone enhancement to optimize the contrast between bone and other tissues. You can
also apply color inversion to further highlight fractures and other features of bone.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the bone enhance ﬂ button.

2. In the button shortcut menu, select a percentage.
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Invert colors

You can invert black and white values to make certain images easier to read.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the invert colors I] button.

Add color to images
You can add color to images.
Procedure

1. Right-click the overlay in the lower-right of the image, and then in the shortcut menu, select Palettes.

N cnter W/L...

- Presets
g WL Uist

Palettes »
- . I use sigmoid
7 Enter Zoom...
Show W/L Bar

2. Select acolorin a palette.

Apply sigmoid processing
You can apply sigmoid processing to enhance low-contrast images.

e Right-click the overlay in the lower-right of the image, and then in the shortcut menu, select Sigmoid.

Reset and Reset study object

You can access the Reset and Reset study object commands in the image shortcut menu. Reset undoes all unsaved
changes (such as W/L and annotations) made to the current series. Reset study object updates the viewer after new
images are added to a study that is currently open.
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Add to new UNQ study

A UNQ (unique) study is a teaching study. When you select this command in the image shortcut menu, a button
appears on the toolbar to open the teaching study screen. See, “Create a teaching study.”
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Scaling images

The following topics are contained in this section.

Zoom images
Display one to one

Display images in their actual size
Fit images to window

Use the magnifying glass

Zoom images

You can zoom in on (enlarge) or out of (reduce) images for optimum viewing. There are several ways to zoom:

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the zoom E tool and then drag on the image.

e Select the zoom tool in the image shortcut menu: Tools > Zoom.

o Drag the pointer across a caliper (if Caliper Zoom is selected, see Configure other interface settings).
e Right-click the lower-right overlay, select Enter Zoom, and then type a value from .05 to 7.5.

e “Quad zoom”: Use the left or right angle bracket keys (< >).

Note: Available for image data only. If Skin Line is turned ON, when using quad zoom for mammography
images, the zoom factor is based on the skin line to ensure that anatomy gets maximal placement within the
cells.

Display one to one

If you zoomed an image you can restore it to its original DICOM size. This is essentially “life size.”

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the one to one button.

Display images in their actual size

You can display images in their original size.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the actual image size @ button.
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Fit images to window

You can automatically zoom an image so that its longest dimension fits in the visible frame.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the fit to window E button.

Use the magnifying glass

You can use the magnifying glass tool to zoom an area of the current image.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the magnifying glass ﬂ tool, and then select and hold over the area to magnify.

This area magnified

— [Nodasc]
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Linking images
When two series are open side-by-side in the viewer, linking them causes moving through images in a second series
when you move through images in the first series. Refer to the following topics.

Auto link images
Manually link images
Use the context tool
Reset linked series

Auto link images

Auto linking means that linking turns on automatically when two or more series of the same plane (such as axial) are
open. With auto-linking, the system uses the image numbers to automatically match up the frames in each series so
that the frame in the second series is as near in stack order to the image in the first series as possible.

Prerequisite: Add the relevant toolbar tools.

e To auto link images, on the viewer toolbar, select the auto link button.

Manually link images

Manual linking means that you turn linking on and off manually when two or more series are open. This is frequently
used to move through a recent image and a corresponding prior, side-by-side.

Prerequisite: Add the relevant toolbar tools.

e To manually link images, on the viewer toolbar, select the manual link button.

Note: For mammogram images, you can only link LCC and RCC with each other; similarly you can only link
LMLO and RMLO with each other.

Use the context tool

You can automatically go to an image in a linked series that most closely matches the angle (X, Y, and Z position) of the
image in the current series.

Prerequisite: Add the relevant toolbar tools.

e On the viewer toolbar, select the context tool .

500-001206A 332



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Reset linked series

You can reset (undo) image linking by selecting the reset linked series button. This may take time depending on the
size of the series.
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Moving and going to images

The following topics are contained in this section.

Pan images

Move or span through images
Flip or rotate images

Play cine loops

Use key images
Open a series image in a 1x1 frame

Go to a BTO image by SR findin
Triangulate images

Pan images

You can pan an image to view any portions that extend beyond the visible frame.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the pan tool.

2. Dragthe image in any direction.

Move or span through images
You can move or span through images in a series. Spanning means to move rapidly with minimal hand or wheel motion.

To adjust the span sensitivity, see Configure the toolbar.

e To move: Hover over the image and rotate the mouse wheel.

e To span: On the image shortcut menu, select Tools > Span Images, and then drag on the image.

Flip or rotate images

You can flip images 180 degrees, or rotate them 90 degrees.

Prerequisite: Add the relevant tools to the image shortcut menu.

From the image shortcut menu:

e Select Transformation > Flip Horizontal or Flip Vertical.
e Select Transformation > Rotate Right or Rotate Left.

500-001206A 334



Symmetry® PACS 35.0.2 User's Manual exXQ-PLATFORM

Play cine loops

When viewing a series, you can play cine loops and shuttle between frames.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. On the viewer toolbar, select the cine button.

2. Cine play starts, and the media control bar appears.

K> HAMFx

3. Use the media control bar to pause, move to the first or last frame, and move to the previous or next frame.

Note: You can also press the space bar to play and pause.

Use key images

You can specify key images in a series that you can open at any time. You can add key image thumbnails on reports.

Prerequisite: Add the relevant tools to the image shortcut menu.

Specify a key image
1. Display the image that you want to be a key image.

2. On the image shortcut menu, select Set Key Image.

Open a key image

1. At the top of the thumbnail pane on the left side, select Keyimage.

The thumbnail pane shows thumbnails of your key images.

2. Double-click a key image thumbnail to open the key image.
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Open a series image in a 1x1 frame

If a series is open in a layout other than 1 x 1, double-click any image to open itin a1 x 1 layout.

Go to a BTO image by SR finding
To quickly open a BTO image that has a specific SR finding;:
Procedure
1. Open the tomosynthesis series that contains the image.
2. On the 2D or synthesized view, select the SR finding of interest.
Result: The corresponding slice opens. Note the following:

e The slice that opens is of the same view type (e.g. select a finding on an RCC to open a BTO RCC slice).
o Ifthe BTO series is not displayed within the current layout, the series opens next to the 2D or synthesized
view in a 1x2 layout. To restore the original layout, select the backslash ( \ ) key.

Triangulate images

You can move to images and points in multiple series at the same time.

Prerequisite: Add the relevant toolbar tools.

Procedure

1. Open two or more series.

2. On the viewer toolbar, select the Triangulation H button.
3. Do one or both of the following.

e Double-click a series to open the corresponding slice in the other series.
e Move the pointer in one series to move the pointer to the corresponding position in the other series.
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Use MPR tools

Multiplanar reformation (MPR) creates images in orthogonal planes (axial, coronal, sagittal or MIP) relative to a base
image. The MPR tool is hidden until you open a series. Refer to the following topics.

Perform simple MPR
Perform standard MPR
Handle MPR images
Save an MPR series

Perform simple MPR

You can perform simple MPR to generate a single alternate planar view from the base view.

@ Prerequisites:

e If performing MPR on a fusion study, wait until both series are fully pre-fetched.
e Add the MPR tool to the toolbar.

Procedure

1. Open a series, and then double-click an image to view it full screen.
2. Select the arrow on the right side of the MPR m button.

PE=EQmrE &£ 6 /¢

B COROMNAL

B SAGITTAL
¥ AXIAL (Default)
B MIP

3. In the button shortcut menu, select a plane.
4. The viewer performs MPR and displays the new plane.
See also:

Perform standard MPR
Handle MPR images
Save an MPR series
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Perform standard MPR

You can perform standard MPR to generate three additional planar views of the base image.

@ Prerequisites:

e If performing MPR on a fusion study, wait until both series are fully pre-fetched.
e Add the MPR tool to the toolbar.

e Open a series, and then select the MPR W button.

Note: The plane of the base image determines the default MPR plane.

e To work in MPR mode, see Handle MPR images.

See also:

Perform simple MPR
Save an MPR series

Handle MPR images

You can handle MPR images in the following ways.

e Drag blue reference lines to adjust position of reference lines

e Drag just before a reference line to draw out slab thickness reference lines
o Drag endpoints to rotate reference lines

e Drag the inner blue dots to adjust the center of rotation.
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e To move both region bars at the same time, on the toolbar, select the context tool , and then drag on the base
image.

e Todisplay an MPR image full screen with a large thumbnail of the base image, double-click an MPR image.
e ROI, HU, and SUV tools are available for use in 2D planes.

¢ In the hover menu, you can adjust slab thickness and select a MIP view.

See also:

Perform simple MPR
Perform standard MPR
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Save an MPR series

Save an MPR series

After you perform MPR, you can save the resultant images and series for later viewing.

Procedure

1. Perform simple MPR or Perform standard MPR.

2. Right-click a generated cell, point to Save MPR, and then select Instance or Series.

LARAIR FTHIL
Download Series as MP4
Download Series

Save MPR
Send Image/Annotations

3. In the Create MPR Series/Instance dialog, type a description, and then click save.

Create MPR Series

Enter Description of Senes
Reconstruction (MPR)

Result: A thumbnail for the saved instance or series appears on the thumbnail bar.

See also:

Handle MPR images
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Work with PET fusion studies

The following topics are contained in this section.

Turn PET fusion display on and off
Color and blend PET fusion source studies

Turn PET fusion display on and off
If a PET study was fused with another study such as a CT scan, you can turn display of the fused study on or off.
Procedure

1. To turn on fusion display, hover over the top of an image to display the image’s top shortcut menu, and then
select PT.

2. In the PT button shortcut menu, under PET selection, select a source study.

UE D TN

“Fused” appears in the lower-left part of the image to indicate the display state.
3. To turn off fusion display, in the PT button shortcut menu, select Remove current PET.
See also:

Color and blend PET fusion source studies

Color and blend PET fusion source studies

You can add color to source studies in a PET fusion study, and control alpha blending of the two studies. Specifying a
color in one image applies the color to all images in the series.

Prerequisite: Turn PET fusion display on.

Procedure
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1.

2.
3.

In the PT button shortcut menu, under PET selection, select the source study to color.

FT weac
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In the PT button shortcut menu, under Palettes, select a color.

In the PT button shortcut menu, under Alpha Blending, select a blending option.
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Gather information from images

The following topics are contained in this section.

View pixel values in Hounsfield units
Display DICOM values

Export DICOM values

Print images to a standard printer

Open a third-party application or function
Download images

View pixel values in Hounsfield units

You can view the value of a selected pixel in Hounsfield units.

Prerequisite: Configure standard tools to add the Hounsfield tool to the toolbar.

e On the viewer toolbar, select the Hounsfield units W tool, and then select and hold the mouse button on the pixel

of interest.

Display DICOM values

You can display the DICOM tag values associated with the current image by doing one of the following.

Prerequisite: Configure standard tools to add the DICOM values button to the toolbar.

e On the viewer toolbar, select the DICOM values button.

e On animage shortcut menu, select View > DICOM Values.

DICOM Values |

T_0008_0000_GenericGrouplength uL i 4 440
T_0008_0005_SpecificCharacterSet s 1 10 ISO_IR 100
T_0008_0008_ImageType cs 3 22 ORIGINAL\PRIMARYYAXTAL
T_0008_0012_InstanceCreationDate DA 1 20230302
T_0008_0013_InstanceCreationTime ™ 1 0E1901

T_0008_0016_SOPClassulD I 1 26 1.2.840.10008.5.1.4.1.1.2
T_0008_0018_SOPInstancelID I L -] 1.3.6.1.4.1.11157.2023.2.8.0.4,32.8
I 0008 0020 Studebate Cid ] 2 20230375
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Export DICOM values

When you view DICOM values in the viewer you can export them to a CSV. This CSV file can only be displayed correctly
in Notepad, Notepad++, or Wordpad.

Prerequisite: Add the relevant tools to the image shortcut menu.

Procedure

1. On an image shortcut menu, select View > DICOM Values.

2. In the title bar of the screen that appears, select the download button.

Result: The file is downloaded to your Windows Downloads folder.

Print images to a standard printer

You can print the current image, series, or study to a TWAIN (non-DICOM) printer. It is a convenient, less-expensive
alternative to DICOM printing, but is not suitable for diagnostic purposes. See also DICOM-print a study.

Prerequisite: Configure standard tools to add the print button to the toolbar.

Procedure

1. On the viewer toolbar, select the print E button.

Brinl lmage

Layomt 1 = Page Slze 850 Porak v Compress Lame Images

Prink True Sipe Fring Pagnified

2. In the Print Image dialog, enter the following settings.

Layout - Select the number and arrangement of frames per page.
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Page Size — Select the paper size and print orientation.
Compress Large Images — Select to compress large images (for lower quality but faster printing).
Selected Image — Select to print the current image.
Selected Series — Select to print all images in the current series.
Current Page — Select to print the current image in all displayed frames.
Key Images — Select to print key images from the current series.
All Images — Select to print all images in the current study.
3. Select Print.

4. In the Windows print dialog, configure options and select Print.

Open a third-party application or function

If you configured a third-party application or function, you can open it from the toolbar.

@ Prerequisites: Configure opening of a third-party program

e On the viewer toolbar, select the external tool button corresponding to the item to open.

Download images

You can download images and series from studies to your desktop in various formats.

e To download the selected image as a PNG (regardless of the current series layout), on the image shortcut menu,
select Download Image.
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Edit Annotation

Toggle DICOM Overlay

To download each image in the current series as a separate file, on the image shortcut menu, select Download
Series, and then select the file format.
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Work with Display Management

With the viewer’s display management functions you can create and manage highly customized “DMs.” The term DM
refers to display management in general, or to an implementation of a hanging protocol. By using DMs you can precisely
customize how images “hang” in the viewer.

This chapter contains the following sections.

Setup and basics
Create a DM

Use DM groups
More example DMs

Setup and basics
This section contains the following topics.

Configure viewer settings for DMs
Use the DM toolbar

Display images with a DM

Use DM Manager

Configure viewer settings for DMs
Before working with DMs, configure the settings described in the following sections in this manual.

Configure modality-specific viewing options
Set up connected displays

Next, configure viewer settings as follows.
Procedure
1. Go to Viewer Settings > MODALITY.
2. In the list of modalities, select a modality that you work with (such as CT or MG).
3. To turn on DMs, in the settings area under Options, select the following checkboxes.

e Auto Hang DM
DM Allow Missing Cell
e Auto Hang Priors

4. To view priors, under Prior Options, configure the following.

a. Select the Auto Open Prior checkbox.

b. In the Auto Open Prior Count dropdown list, select the maximum number of priors to open at once.
5. Select SAVE.

6. Repeat for each modality that you work with.
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Use the DM toolbar

The DM toolbar gives you quick access to DM related functions.

Show the DM toolbar

You can manually display the DM toolbar in the viewer, or configure the viewer to display the DM toolbar
automatically for selected modalities.

e Manually: In the viewer, select the display manager ﬂ button, and then in the button shortcut menu,
select Show DM Toolbar.

e Automatically: On the viewer toolbar, select the settings H button. Select MODALITY, select modalities,
select the Show DM Toolbar checkbox, and then select SAVE.
Use the DM toolbar

In the example in the figure below, the toolbar contains tools on the left, and DMs (DM and mg_DM) on the right.
"DIAGNOSTIC MAMMO" is the name of a user-created DM group. Use the toolbar as follows.

I DIAGNOSTIC MAMMO w I

e [Top button]: If available, select a DM group to display the group's DMs on the right.

e Save: Saves a new DM based on the current layout.

e Save Study: Saves the current configuration for the current study only. Includes the accession number in
the DM information.

e Update: Overwrites the current DM with properties taken from currently displayed images.

Caution: Selecting Update deletes all settings of the current DM.

Manage: Opens the DM manager.

Reset: Select to apply any newly created or edited DMs.

Refresh: You can also refresh DMs to update the list of applicable DMs.
[DM]: Select any DM on the DM toolbar to apply it in the viewer.

Display images with a DM

You can select from a list of previously configured DMs to hang the current study. If you show the DM toolbar in the
viewer, you can select a DM on the toolbar (see Use the DM toolbar). Otherwise, you can use the DM button on the
viewer toolbar as follows:

Procedure

1. Open astudy in the viewer.
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2. On the toolbar, select the DM ﬂ button.

3. On the button shortcut menu, select one of the DMs in the list.
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Result: Images hang according to the settings in the DM. When multiple images hang in a single cell, they

appear in the same order as in the DM.

4. Optional. You can change the view as follows.

e Rotate the wheel to page through any additional images in the study that the DM can hang.

e Drag a thumbnail onto a cell to display it there.

e Use the left or right bracket keys ([ or ]) to move to the next or previous DM step.

Use DM Manager

In DM Manager, you can create, edit, and manage all your DMs from a centralized screen. If you have the All User DMs

user right, you can also manage other users' DMs.

1. On the viewer toolbar, select the display manager ﬂ button.

2. In the button shortcut menu, select DM Manager.
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Each DM appears in its own row (light blue, bottom half)

l% Note: When you open a study in the viewer, it hangs in the highest DM in the list that matches the study.

3. To search for a DM, enter one or more of the following search criteria.

You can also click column headers to sort by, for example, the DM name or its number of monitors.

Setting Description

User Groups Facility admins only. Select the group to which the DM user belongs.

Users Facility admins only. Select users associated with the DM.

Filters Facility admins only. Select whether the DM is private (user-specific) or public.
Export/Import Not used for searching, see Export and import DMs.

Monitors Select how many monitors are configured in the DM.

Modality Select the modality associated with the DM.

DM Group Select DM groups associated with the DM.

Name Type all or part of the name of the DM.

4. Select SEARCH.

Result: DMs matching your search criteria appear in the list at the bottom of the dialog.

5. To open the DM for editing, double-click it, or select its edit & button.

Use DM tools

Each DM has four buttons on the right side of the list:
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Add - Select DMs to add to a group, select Add, and then select a DM group to which to add the DMs.

Edit — Opens the DM for editing (for configuration, see Create a general DM).

Delete — Deletes the DM from the list.
Duplicate — Duplicates the DM and prompts you to name the duplicate.

Copy — Sends a copy of the DM to a user group or user.

Create aDM

DMs are very powerful tools for customizing the way studies are displayed in the Symmetry PACS viewer.

Prerequisite: Configure viewer settings for DMs

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

Create a general DM

Use the Display Management sub-tab
About missing cells

Create a DM from an existing layout

Export and import DMs

Create a general DM
The following is an example of how to create a basic general (non-mammo) DM.

Procedure

1. Open astudy in the viewer that you want to hang in the DM you are creating. Set the series layout and drag
images into the cells.

2. On the viewer toolbar, select the display manager ﬂ button, and then select DM Manager.

3. In the DM Manager dialog, select ADD NEW DM.
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DM Manager
User Groups Salect w Uszers viztek - Filters
Show All "
Bodality MG(Mammography) k4 DM Group SELECT -

=
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| B moDM 1 MG Global  vigtek ® 2 @ W
4. In the second DM Manager dialog, enter the following settings.
HP Properties
Mame * O inactive [ Private
HE Identifier Modality
Body Part Y
‘ Setting Description
Name Type a name for the DM.
Inactive Optional: Select to disable the DM until ready to use.
Private Optional: Select to make the DM available only to you.
Modalities Select all modalities that potentially could hang in the DM.

Note: This must be the modality of the currently opened study, or the validation
percentage may not reach 100.

Body Part Optional: Prevents all but the selected body part to display.
To display any body part, leave blank.

5. In the Preview area, under Monitors, select the number of monitors you use for viewing images.

6. Under Preview, in the upper-left corner of the frame, select 1*1 and then select a cell layout (for the study-
level series/images within the monitor).

Tip: You can select 1*1, and then overwrite it with a new layout. For example, type 201 for "2 cells over 1 cell."
7. Optional. Select 1*1 in one of the cells, and select a series layout (for the series-level images within a cell).

8. Optional. To allow missing cells, in the upper-right corner of a page or cell, select the checkbox (see About

missing cells).
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Figure. In this example, 3 monitors are configured, with 1, 2, and 4 cells added to each monitor, respectively. On the second page, Allow
Missing Cells is selected at the monitor level, which means that either the left, right, or both cells do not have to match. On the third
monitor, the study will hang if images for the lower-right cell are missing, but not if they are missing in any other cells. The upper left cell is
selected for adding a matching rule group and/or matching rule. Because the validation percentage is not yet 100%, matching rules must be
added.

Add general matching rules

Matching rules define which images can hang in which cells. The DM's modality, body part, and allow missing cell
settings roughly define this, but you need matching rules to finely define this. The validation percentage tells you
whether your rules are sufficient to hang the currently opened study--add matching rules until it reaches 100%. In
addition to matching rules, you can also add prior rules (see later in this topic).

1. Under Preview, select a cell.

2. At the bottom of the window, on the MATCHING RULES tab, select ADD GROUP.

Note: Adding a group to contain your rules is optional, but we recommend doing so for most
applications because you can combine rules with AND/OR logic (see the OR dropdown in the figure
below).

Result: The new group initially appears as a row of buttons under the ADD GROUP button.

I 5 DISPLAY MANAGEMENT

| ADD GROUP ADD GENERAL RULE ADD MAMMO RULE ADD PRIOR RUALE

ADD GROUI | ADD GEMERAL RULE. 800 MAMMO RULE oR :

3. Inthe group, select ADD GENERAL RULE.

4. In the Matching Tag dialog, enter the following settings.
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Matching Tag >

[CCM Fieldi/Tag * | SeriesDescription
Operatar * Equal b

Matching Value * E

PaCHEST CHESTPAN CHEST
APE CHESTE

This rule allows CTs with chest-related series descriptions to hang in the cell.

‘ Setting Description
DICOM Field/Tag Select an item to match (the argument of the rule).
Operator Select a matching operator.

Note: "Contains" matches more easily than “Equal,” but can be slower.

Matching Value
4 Type a value that must match for the rule to be satisfied, and then select the plus +

button. Add as many values as could potentially match.

5. Select SAVE. Repeat to add rules for all other cells, until the validation percentage is 100%.

Note: The order of your rules matters. Images hang in the order of rules in the DM (previously, they hung
in the order they appeared on thumbnails).

6. In DM Manager, select SAVE.

7. To automatically apply additional processing to cells, see Use the Display Management sub-tab.

Add a prior rule

If you want to hang priors in a cell, create a prior rule instead of a matching rule.
1. Select a cell, and on the Matching Rules tab, select ADD PRIOR RULE.

2. Select the index of the prior to hang:

e ANY - Open any prior that matches
e 1-0Open prior number 1
e 2 -—0Open prior number 2

Use the Display Management sub-tab

To automatically apply additional processing to all images that hang in a DM, you can use the Display Management tab
in the DM manager.

Procedure

1. In DM Manager, open a DM, and then select a cell.
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2. On the DISPLAY MANAGEMENT sub-tab, enter the following settings.

eXQ-PLATFORM

Auta-Orient
(Blank to

Dizable):

Ratation

(Clockwize)

View (Zoom)

CHSPLY GEMEN
Right Edge Baottom Edge LuT Auto W
Bone Enhance w
Window,Level O Default
Maone v O Mirror

Fit to Winc

O iowert O sigmeid O Linear

w

[ ceaHe O Fusien O cabp

O Current MG Only

Reprocess

-
k_) Custom

Select

Setting Description

Current MG Only

Auto-Orient [Unused]

Rotation Select a degree of clockwise rotation.

Mirror Select to switch the left and right breast view.
View Select a zoom type.

Invert Select one or more processing functions to apply.
Sigmoid

Linear

CLAHE

Fusion

CAD

Exempts the current cell from the Stack by View and Prior option.

CAD Select to display CAD values according to the SR CAD settings when the user reaches this
step of the hanging protocol.
LUT Select an LUT to apply.

Bone Enhance

Select a percentage of bone enhancement.

Window/Level

Select Default or Custom. If Custom, type the values to apply.

Reprocess

Select to generate an additional view from the base view.

3. Select UPDATE, and then SAVE.
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About missing cells

By default, DM pages and cells do not allow missing cells. This means that if no image exists in the study that can hang
in one of the cells on a page, no images hang at all on the page. For example, if you configured a DM to display a
current image in the left cell and a prior in the right cell, but no prior is found, neither current nor prior image hang
unless you select to allow missing cells.

It can be preferable to allow missing cells. For example, if you configured your DM to display up to three priors, but only
two priors are found, you still want to display the current image and the two priors.

However, if you select Allow Missing Cells (AMC) in every cell, and no images match any of the cells, a blank screen is
displayed. In this sense, Allow Missing Cells can be too flexible.

Rules of thumb:
e Select AMC in an individual cell if the image does not need to match that cell for the rest of the DM to hang.

e Select AMC at the page level to allow the DM to hang if 2/3 of the cells match.

Create a DM from an existing layout
To create a DM more quickly, you can arrange a layout in the viewer, save it as a DM, and then modify the DM rules suit

your needs. Available for all modalities except mammography.

Caution:

e The rules that are created with this method include as many parameters from the source studies as
possible, and may be overly restrictive for general use, or apply unexpected image processing.
e For example, if DM Save W/L is selected in modality settings, applying the DM applies the saved W/L
settings.
e To ensure proper hanging and rendering, review the resultant rules in both the MATCHING RULES and
DISPLAY MANAGEMENT tabs and modify if necessary.
Procedure
1. Open astudy in the viewer and configure the display to your liking.
2. On the toolbar, select the DM button, and then in the button shortcut menu, select DM Save.

3. Inthe DM Information dialog, type a name for the DM and select or clear the Private checkbox.

4. Select SAVE.

Export and import DMs
You can import and export DMs for use in other Konica Minolta systems.

Procedure

1. On the viewer toolbar, select the display manager ﬁ button.

2. In the button shortcut menu, select DM Manager.
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3. Select EXPORT SELECTED or EXPORT ALL (exports all DMs in the system).
The DMs are added to a single JSON file and downloaded to your computer.

4. Copy the file to the destination system, display the DM Manager dialog, select IMPORT, and then open the
exported JSON file.

Use DM groups
DM groups help you organize and share your DMs. This section contains the following topics (not all topics may be
available depending on region and version).

Add a DM group
Share DMs with a DM group

Share DM groups with users
About DM groups and private DMs

Add a DM group

To organize your hanging protocols, you can place them in groups. For example, if a radiologist wants to work with their
own set of DMs rather than the global set, they can use a DM group. To add a group:

Procedure

1. Go to SETUP > OFFICE > DICOM.

2. On the HANGING PROTOCOLS tab, under DM Group, select the plus button.

3. Inthe DM Group dialog, on the left, type descriptive information for your DM group.
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DM Group X

Group Name Associate group to study by:
oo e RS
Modality

Body Part

Description

4. Under Associate group to study by, do one of the following to apply the group:

e Select APPOINTMENT TYPE, select one or more appointment types in the list, and then select SAVE.

e Select STUDY DESCRIPTION. In the Study Description box, type a description, and then select the plus
button.

5. Click SAVE.

Share DMs with a DM group
To add (share) DMs with a DM group:
Procedure

1. Go to SETUP > OFFICE > DICOM.

3. On the HANGING PROTOCOLS tab, find a DM to add to a group.

4. On the right, select the share < button.

5. In the Share dialog, select the group with which to share the DM, and then select SHARE.

Share DM groups with users
By default, DM groups that you create are only available to you. To share a DM groups with other users or user groups:
Procedure

1. Go to SETUP > OFFICE > DICOM.

3. On the HANGING PROTOCOLS tab, under DM Group, select a DM group to share.
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4. On the right, select the edit 74 button.
5. In the Edit DM Group dialog, select SHARE.

6. Inthe Copy dialog, select users or groups with which to share the DM group, and then select COPY.

About DM groups and private DMs
When a DM is created by a member of a DM group, the following apply.

‘ Availability Instance ‘ Users ‘ Access
Private** Original Creator Read/Write
All Others None
Copy Shared with users Read/Write
Shared with user groups Read-Only
Copy of shared copy Shared with users or user groups Read/Write
Non-Private Original Creator Read/Write
Group members Read-Only
Copy Shared with user group or DM group members Read-Only

*Read here means view, use to hang studies, or copy to other users.

**Imported DMs are automatically marked as Private for the importing user.

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

Example DM with a general matching rule
Example DM for ultrasound

Example DM with a general matching rule

In this example we add a DM for viewing chest X-rays with an AP view on the left and a lateral view on the right.
Continuing after step 3 of “DM examples:”

Add the DM

1. In Name box, type CHEST TEST.

2. the Modality list, select CR, and then select DX.
3. Inthe Page Count box, type or select 1.

4. Under Preview, on the page header, select 1*1 and select a 1 x 2 cell layout.
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Add a rule group and general rules for the left cell
1. Select the left cell, and on the MATCHING RULES tab, select ADD GROUP.
2. In the new group, select ADD GENERAL RULE.
3. In the Matching Tag dialog:
e Inthe DICOM Field/Tag list, select Modality.
e In the Operator list, select Equal.

e In the Matching Value box, type CR, select the plus (+) button, and then select SAVE.

Note: In practice you may also want to add the DX modality.

4. Following the previous step, add another general rule:
e DICOM Field/Tag = SeriesDescription
e Operator = Contains
e Matching Value = ap
5. On the right side of the matching rule group, in the list, select AND.

This means that the image must satisfy both rules to hang in the cell.

Add general rules for the right cell
1. Select the right cell, and select ADD GENERAL RULE.
2. In the Matching Tag dialog, add the following rule:
¢ DICOM Field/Tag = SeriesDescription
e Operator = Contains
e Matching Value = lat
3. Next to Preview, confirm that the validation percentage is 100%.
4. Select SAVE, and then close the DM manager.

5. Select F5 to update the viewer with your new DM.

Example DM for ultrasound

In this example we add a DM that hangs a 3 x 2 series layout (3 rows, 2 columns) of only ultrasound images.
1. For the modalities in the example, configure viewer settings (see Configure viewer settings for DMs).
2. Open a US study of the relevant type in the viewer.

3. Select the DM button, and on the button shortcut menu, select DM Manager.
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4. Select the relevant modality and then select ADD NEW DM.

Add the DM

1. In Name box, type US TEST.
2. the Modality list, select US.
3. In the Monitors box, select 1.

4. Under Preview, select the 1*1 cell (not the page header), and select a 3 x 2 series layout.

Add a general rule for all images
1. Select inside the page’s 1*1 cell to highlight everything around the 3 x 2 series-level cells.
2. Add the following general rule.

¢ DICOM Field/Tag = Modality

e Operator = Equal

e Matching Value = US

3. Confirm that the validation percentage is 100%, and then save the DM.
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Work with the patient chart

Symmetry PACS gives you full viewing access to patient demographics, and lets you add, edit, and import a patient chart
(or an electronic medical record or EMR). The Edit Study screen contains much of the same information as the patient
chart.

This chapter contains the following sections.

Find and open a patient chart
Create and modify a patient chart

Find and open a patient chart

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

Find a patient chart by entering search criteria
Find a patient chart by scanning a driver’s license

Access confidential patient records (break the glass

Find a patient chart by entering search criteria

You can find an existing patient chart by searching on various patient demographics.

ﬂ Caution: For recommended security, please turn off Chrome autofill. A password and/or patient information is
configured or used on this page.

Procedure

1. Go to PATIENT > SEARCH.

2. In the Starts With dropdown list, select a target for your search criteria.
This target applies to all boxes in the search bar.

3. Optional: To narrow the scope of your search, in the All dropdown list, type or select a search filter (these are
typically facilities).

4. In the search bar, in one or more of the boxes, type one or more characters as search criteria.

Result: Patient charts matching your criteria appear in the list.
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= Patient

SEARCH

Starts With ~ | all B Show Inactive [ Break the Glass

test l First Mams MREN 58N Phone DoB

I T T T e

PATIENT SEARCH RESULTS RECENT PATIEN

—
Tesl, Ex - lesE1145 .

DoOB: 097091999, (098)765-4321, (123)456-7890
address 1, address 2
SCHEMECTADY, NY 12345

test, Poojaa - 456
0O0E, 05/15/2019

|Tn='l Table - test1144
DOE: 09/ 0872000

5. Double-click a patient row, such as Test, Table in the figure above.

Result: The patient chart opens to the Patient Information tab.
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= Patient

Test, Table DOB: 09/09/2000 MRN: test1144

PATIEMT IMFORMATIOM

Market MNOME SELECTED -

DICOM Patient ID

Account No./Alt * test1144 0]
MANAGE ALTERNATE ACCOUNT NUM / IDENTIFIERS

Name * table test

Suffix *
-‘}.lln'EIS ::"--. ‘l arme ast ‘-! arme
DOE * 0%,/09,2000 ~
Marital S1atus Selact
Smoking Status Solent

6. To view more fields, click [more].

7. To view more pages, next to the Patient page title, select , and then select a tab (such as PATIENT

GUARANTOR, or INSURANCE PROFILES)

See also:

Create a patient chart

Find a patient chart by scanning a driver’s license

Edit basic patient information
Edit other patient information

Find a patient chart by scanning a driver’s license

You can find an existing patient chart by scanning a driver’s license.

Procedure

1. Go to PATIENT > SEARCH.

2. Select SCAN LICENSE.
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= Patient

Test, Table DOB: 09/09/2000 MRN: test1144

PATIEMT INFORMATION

Patient Information [less] P lar 8 LT g SCAN LICENSE

3. Use your barcode reader to scan the driver’s license.

The results appear in the PATIENT SEARCH RESULTS list.

Access confidential patient records (break the glass)

In emergencies you can use the Break the Glass function to open patient records that are usually off limits. All Break the
Glass operations are added to the audit trail report. Users of type Associated Patients Only can also “break the glass”
from the New Appointment screen. To "break the glass" in the patient search screen or on the physician's portal, follow
the steps below.

@ Prerequisites:

e Configure access reasons (see App settings).
e Obtain the Break the Glass user right (see Create a user role).

On the patient chart search screen

1. Go to PATIENT > SEARCH, and select the Break the Glass checkbox.

Starts With | all v Show Inactive Break the Glass

G,

Sr:aM | IGFNSF I FAR SFARCH IMBNET PATIFMT

2. Find a patient chart in the usual manner.
On Physician Portal
1. On the My Exams worklist, select the Break the Glass checkbox.

2. Inthe Break the Glass Warning dialog, use the search tools to find a patient, and then double-click the patient
record.
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3. In the second Break the Glass Warning dialog, in the Access Reason list, select a justification for accessing the
confidential record.

4. In the Verify Your Credential boxes, type your portal sign-in credentials, and then select ACCEPT.

Result: Studies for the selected patient appear in the My Exams screen.
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Create and modify a patient chart

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

Create a patient chart
Import a patient chart

Edit basic patient information

Edit other patient information

About the PID, MRN, and account numbers
Configure alternate account number functionality
Add alternate account numbers to a patient chart
Manage studies in the patient chart

Assign a guarantor for a patient

Send reports from the patient chart

Merge patient charts

Move DICOM studies between patient charts
Manage study forms in the patient chart

Create a patient chart

You can import a patient chart, or create one by following the steps below.

ﬂ Caution: For recommended security, please turn off Chrome autofill. A password and/or patient information is
configured or used on this page.

Procedure

1. Go to PATIENT > SEARCH > CREATE NEW.

Patient

Starts With || all + B Show Inactive Break the Glass

Last Name First Name MR 55N Phone

Q & CREATE NEW SCAN LICEMSE CLEAR SEARCH IMPORT PATIENT [y

PATIENT SEARCH RESULTS

2. Enter information in the PATIENT INFORMATION tab as described Edit basic patient information.
3. Select CREATE PATIENT.
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4. Enter information in other tabs by referring to Edit other patient information.

Import a patient chart
You can import a patient chart (.CSV) into Symmetry PACS. If the patient chart already exists in Symmetry PACS, the

imported chart can update the existing one, or become a new record.

Note: To view which options must be present for the update to be successful, select the help 7 putton on the
right side of the PATIENT IMPORT button.

Procedure

1. Go to PATIENT > SEARCH > IMPORT PATIENT.

= Patient

Starts With w4l * B Show Inactive Break the Glass
'.. 1 Mame First Name MEN 55N Phone
e —
1 CREATE MEW SCAM LICENSE CLEAR SEARCH IMPORT PATIENT 7
PATIENT SEARCH RESULTS

2. In the Import Patient dialog, select Choose File, and then browse for and select the file containing the patient

record.
5 ﬁ' Cpen Y
Import Fatient i
< w4 E v+ ThisPC » Documents » Search Documents
Organize = Mew folder = RO
Choose File ITEEE=rr 00 .
a E This PC o Marmi ~
» B j Custom Cfice Template
O update Existing IMPORT B 30 Objects u ice Temnplates
» [ Dusktop Dowrdaids
| omea + 8 Owemts A
[H]
Fax
¥ Desenload
¥ m-.nn : FeadbackHub
’ J1 Music Halp+ hanual
¥+ =] Pictures | wy Supes
[ vedees Orehdote Motebooks
- L ) ] RhinaSeh
5 g Shared Drive (Mesw] [¥) P , -
File pame | | i ¥

e

3. Optional. To update an existing patient record, select the Update Existing checkbox.

4, Select IMPORT.
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Edit basic patient information

You can edit or add the basic information described below to a patient chart. You can also access these same settings
from an order tab in the Edit Study screen.

Procedure
1. Go to PATIENT > SEARCH.

2. Find and open a patient chart (see Find a patient chart by entering search criteria).

3. On the PATIENT INFORMATION tab, type or select information for the following options.

Patient Information [lesz]

Market NOME SELECTED =

Facilities * MY COMPANY -

DICOK Patient ID

Account Mo.fAk *

MAMAGE ALTERNATE ACCOUNT NUM / IDENTIFIERS

MName * Last MName Surffix *
Alias First Mame st Name
DoE * YYYY-RAM-DD [ Sex * Celect o
Marital Status Salac w Height (ft/in)
Smoking Status Salact w Weight (Ibs.)
Racial/Ethnic O american Indian or Alasks Mative - Language Select w
0 Asian
SSN
[ Black or African American
0 Mative Hawaiian or Other Pacific HIE Consent Select ol
I5lamde —
Select w

Drdering Facility Mo Ordering Facilit cation Selected | =

Actual settings may vary by region and version

Setting Description

Market Select the markets that serve the patient.
Facilities Select facilities that serve the patient.
DICOM Patient ID Type the PID or patient MRN.
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Setting Description

Account No./Alt. Type the patient's account or alternate account number. See About the PID, MRN, and account numbers
Name Type the patient's first, and last name.
Optional: Type the middle name, middle initials, and/or suffix.
Alias Type first and last aliases.
DOB Select the patient's date of birth.

Marital Status

Select the patient's marital status.

Smoking Status

Select the patient's smoking status.

Racial/Ethnic

Checkboxes: Select all that apply.

Dropdown list: Select the Hispanic or Latino ethnicity or non-ethnicity.

Ordering Facility

Available when using Mobile RAD. Select the ordering facility location or contact that serves the patient.

License No./Province

Sex Select the sex of the patient.

Height/Weight Type the patient's height and weight.

Language Select the patient's preferred language.

HIE Consent Select whether the patient has consented to release of demographics and medical data through a Health

Select [more] next to words Patient Information to view the following settings

Information Exchange for treatment, payment, and health care operations purposes.

Type the patient's driver's license number, and select the issuing state.

Exp. Date

Select the expiration date of the driver's license.

Emp. Status

Select the patient's employment status.

Employer Name

Type the name of the patient's employer.

Emp. Address

Type the street address of the patient's employer.

City/Province/Postal

Type or select the city, state or province, and ZIP or postal code of the patient's employer.

Phone/Fax

Type the phone and/or fax number of the patient's employer.

Reason for Death

If the patient is deceased, select the checkbox and then select the reason for death in the dropdown list.

Notes

Type any notes you wish to include in the chart.

Users Assigned

Dynamically search for and select a user to assign to the patient, and then click the add button.
Optional: Repeat to assign more users.

Home Address

Enter the patient's primary contact information.

SMS / Email Consent: Select whether the patient consents to be contacted by SMS text and/or email.

Contact Information

Enter the patient's secondary contact information.

4. Select SAVE.

See also:

Edit other patient information

Create a patient chart
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Edit other patient information

In addition to basic patient information, you can enter a wide range of other patient-related information in the patient
chart. Most of this information is mirrored in the Edit Study screen, giving you access to it through multiple workflows.
To enter or edit this other information from a patient chart:

Procedure
1. Go to PATIENT > SEARCH.

2. Find and open a patient chart (see Find a patient chart by entering search criteria).

3. Select a tab and then enter settings.

= Patient

Test, 3105 DOB; 2000-04-30  MAM; 12531116

PATEENT |NFORMATION

Not all tabs shown

Refer to the descriptions and topics shown for details.

‘ Patient Chart Tab Topic
PATIENT GUARANTOR Assign a guarantor for a patient
PATIENT ALERTS Assign or remove patient alerts
INSURANCE PROFILES Exa PACS|RIS only.
STUDIES Manage studies in the patient chart
ORDERS Double-click an order in the list to open it in the Edit Study screen.
STUDY FORMS Add a study form to a patient record
DOCUMENTS View or add patient documents
PAYMENT HISTORY View payment history and print receipts
ACTIVITY LOG View activity logs
NOTES Enter notes and reasons for study

Open the call log

See also:

Edit basic patient information
Create a patient chart

Find a patient chart by entering search criteria

About the PID, MRN, and account numbers

The patient ID (PID) is usually the same as the MRN or account number. When they differ, it often is because the PID
comes from DICOM sources and the account number comes from RIS sources. This can happen when an incoming
DICOM study with an existing PID conflicts with a receiver rule, and Exa RIS compensates by creating a unique account
number. Also, staff often enter account numbers manually when creating preorders for new patients, because no PID
would exist yet.
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Alternate account numbers

Patients receive a different MRN, PID, or account number when they undergo exams at different facilities. When
Symmetry PACS receives such external studies, you can merge them into the master patient record by linking the
external MRNSs, PIDs, or account numbers as alternate account numbers of the Symmetry PACS account number (see Add

alternate account numbers to a patient chart). The benefits of this are:

e The viewer opens images from all records at once

e Any subsequently incoming studies having one of the account numbers are automatically linked to the other
account numbers

e Helps prevent duplicate patient records

e Reduces the need to merge patient records

Merge patient charts

As an alternative to using alternate account numbers, if two patient charts are accidentally created for a single patient,
you can merge the charts. See Merge patient charts.

Move DICOM studies between charts

Besides merging entire patient records with alternate account numbers, you can also move individual DICOM studies
from one chart to another. See Move DICOM studies between patient charts.

About issuers of PID

An issuer is the primary system (such as an EMR) that an institution uses to generate account numbers for their medical
records. As such, it is not specific to a facility. For example, one institution could have 10 facilities, but only 3 account
number systems (issuers). When importing or migrating customer medical records into Symmetry PACS in such cases,
specifying issuers and alternate account numbers ensures that patients with duplicate primary PIDs/MRNs can be added
without conflicts.

For more information on PIDs and alternate account numbers, see Configure alternate account number functionality.

Configure alternate account number functionality

To be able to use alternate account numbers, perform the following procedures. Alternate account numbers can be
PIDs or MRNs, and in Canada they can also be ULI/PHNs or registration numbers.

Configure an issuer of a PID

The issuer of a PID is an alias for the facility that assigned the incoming PID (or MRN, ULI/PHN, registration number,
or account number). You must configure an issuer of a PID in advance for each facility whose PIDs you want to use
as alternate account numbers.
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Some issuers require a standardized formatting for account numbers. You can prevent users from entering invalid
account numbers by typing a regular expression against which the account number must match. Symmetry PACS
will validate all future account number entries against your regular expression.

1. Go to SETUP > OFFICE > DICOM > ISSUERS.

HaME TYFE
All v Al "
E Registration Mumbes Ragistragion Mumber
A il pagiztestion Mumber {parertiguandian) Ragistration Mumben|panerliguardian
U uwyrem ULl ' FHH

2. Onthe >ISSUERS select ADD.

Name * ULI/PHN O inactive

Type ULl f PHN v

Pattern *[0-g){9)s o7 Valid Pattern

Pattern Test e Enter text to test your pattern
Pattern Help * Must be a 9-digit number

3. Type a Name for the issuing entity, and select a Type.
4. Optional. In the Pattern box, type a regular expression. Symmetry PACS will prevent users from adding

PID/account numbers that fail to match the expression.

Example 1.Type the pattern: AB?
Means: PIDs and account numbers must start with AB and be followed by one character, such as AB1, ABC, and ABz.
Example 2. Type ~[0-9]{9}$

Means: Nothing in front of the number, a digit from 0 to 9, 9 instances of such a digit, nothing after the number.

5. Optional: In the Pattern Test box, type a known alternate account number to make sure it matches your
regular expression.

6. In the Pattern Help box, type the requirements for the number to help the user.

7. Select SAVE.

Designate AEs to use alternate account numbers

For each application entity that receives studies whose account numbers (or MRNs, PIDs) you want to use as
alternate account numbers, configure the following:
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1. Go to SETUP > OFFICE > DICOM > AE TITLE.

2. Double-click an AE in the list to open it.

AE TITLE

Hide Inackiva
TITLE & HOST

B EXaWVITNGZ 10.227.26.78

PORT

3338

DESCRIFTION FILE STORE AE TYFE

all
EXANIINIZ

Exa Sgrver Images SEMDRECEIVEOL

3. Under Issuer Type, select Static or Dynamic. If you select Static, in the Issuer dropdown list, select the issuer.
Issuer Type * O None @ static O Dynamic
lssuer * Select w

4. Select SAVE.

Configure a receiver rule for use with alternate account numbers

For each relevant receiver rule:

1. Go to SETUP > OFFICE > DICOM > RECEIVER RULES.

2. Double-click a receiver rule in the list to open it.

RECEIVER RULES

PRIORITY RULE NAME AETITLE FACILITY MODALITY INSTITUTION
All Al W
i 1 IMFORT OFALIMFORT All All
2 -AII All All

Under Rule Information and Filter, select the Issuer of Alternate Account Number checkbox.
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NeTVal (o, ) LU

Trigger Routing Rules [

lssuer Of Alternate
Account Mumber

Receiver Rule

pacsony | pacsiis | pacsomw

4. Select SAVE.

See also:

About the PID, MRN, and account numbers
Add alternate account numbers to a patient chart

Add alternate account numbers to a patient chart

By adding alternate account numbers to an existing patient chart you can link multiple charts or records from the same
patient together. Complete the following steps.

Prerequisite: Configure alternate account number functionality.

Procedure

1. Open the patient chart to which you want to add alternate account numbers (see Find a patient chart by
entering search criteria).

2. On the PATIENT INFORMATION tab, select MANAGE ALTERNATE ACCOUNT NUM/IDENTIFIERS.
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3.
4,

= Patient

Test, Poojaa DOB: 05/15/2019 MRN: 456

PATIENT INFORMATION

CHEC!

Facilities * MIRMILLA TEST FACIL..

DICOM Patient 1D

Account Mo./Alk * 456 0]

| MANAGE ALTERNATE ACCOUNT NUM [ IDENTIFIERS I

Maomg = D= b [ |

In the Alternate Account Num/Identifiers dialog, select ADD.

In the Issuer Name and Type dropdown list, select an option, and then type the alternate account number or

identifier.

Alternate Account Num / Identifiers

SAVE & CLOSE
Izsuer Mame and Type *

ULI/PHM - ULI f PHN R
Ahternate Account Num J/ ldentifiers * 1234567080 o Text matches pattern

Must be a S-digit number

O Primary
Counfry * | Canada w
State/Province Alberta w

If using multiple alternate account numbers, select the Primary checkbox if you want the current number to be

the primary one.
Select the country and state/province where the number is valid.
Select SAVE.

You can repeat this procedure to add multiple alternate account numbers.

See also:
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About the PID, MRN, and account numbers
Configure alternate account number functionality

Merge patient charts

Manage studies in the patient chart

From the STUDIES tab of the patient chart you can view payment status and other information of prior or future studies
of the patient, and create a new study with the Find Slots feature.

Procedure
1. Go to PATIENT > SEARCH.

2. Find and open a patient chart (see Find a patient chart by entering search criteria).

= Patient

Test, Barry DOE: 2070-10-10 MAN: TasB1001

{ SLARG TIEMT |HF CRMA TN ITIENT GAARANTOR PATIENT AT STUMLS
Patient Studies
COM  SCHEDULE DATE 5 OFFCE WCOALITY MODALITY ROOM ACCESSI0N MO, STUODY DESCRIPTION FESFONIIRLE ST STATL
s a IO IS 24O PM My Spnmetry Company CT Al 72 CTAED & PILWIS W/ CONTRAST Check-in
O il DRAGIFIAEFM  MySymmetyCompaty A Al [ R Chest 2 Wiews neamplens

Main screen

Sarmmsry Curmeni Iy i ol E3suye Tl
Pient Beaponadbie 5300 S0 061 5000 S0L0E SO0 5305
kg Fpgpongile S0 e E000 BN Enrn E
Toad 30 2] £ kil ] 1

Payment status summary at bottom of screen

3. On the STUDIES tab, perform one or more of the following tasks.

Task Topic

Find, view, and edit a study Search for a study in the list. Double-click a study to open it in the Edit Study screen.

View approved reports
e Select the @ approved report button of a study.

View payment status An aggregate summary of study payments appears at the bottom of the screen.

Fax/Email approved reports Right-click an approved study, point to Send Report and select Fax/Email. See also Send
reports from the patient chart.

View the claim inquiry screen Right-click a study that has claim history, and then select Claim Inquiry.

Schedule an ordered study Right-click an unscheduled study, and then select Schedule Appointment to open the
study in the Find Slots screen (see Use the Find Slots feature).

Create a study for the patient Select Find Slots (see Use the Find Slots feature).

Order images 1. Select a study whose images you want to order in the list, and then select ORDER

IMAGE.

2. Select the patient and/or physicians to whom to send the images.
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3. Type sending methods and notes, and then select PLACE ALL ORDERS.

Assign a guarantor for a patient

If the patient requires a guarantor for legal or insurance purposes, you can add one to the patient’s chart. You can also
do this from the Edit Study screen (see Add or edit a patient guarantor).

Procedure
1. Find an open the patient’s chart.
2. On the PATIENT GUARANTOR tab, select ADD.

3. Enter the information for the guarantor, and then select SAVE.

See also:

Edit other patient information

Send reports from the patient chart

You can send approved reports by email or fax directly from the patient chart to other providers and other related
parties.

Procedure

1. Open a patient chart, and then select the STUDIES tab.

= Patient

Test, Valerie  DOE 01/01/2000  MRN: Tes\1001

Patient Studies
DC O BCHEDLE DwIE 3 OFFICE ROOALITY ROOALITY BOOM  ACTESRION NO. BTUDY DESCH UH RESPOMSIELE STUDY BTAT
4 w -
d [GIAHIREA AN Kirmidla Text Fooifty £ sy 85 S0 RMDA 15 CT WRI LEEAOTH REQ P Canneded
O D I ¥ 1 300 A ARGAPH ADERL U] SLGTY B Bipated
B 5edRepont *  Fax/Emai
DY P P KTl & Tard] Falinty e whary 55 S0 RMOH 188 CT MHIUSOTH REQ Sitvadukal

2. In the list of studies, right-click a study containing an approved report, select Send Report, and then select
Fax/Email.
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Send Report X

Send Fax Raport Queus
Send To * Praviders 4 Providers Select Provide v
SEND FAX
Send Email
Sand To * Providers W Providars Sedect Provide ¥

SEND EMAIL

3. In the Send Report dialog, in the Send Fax and/or Send Email sections:
a. In the Send To dropdown list, select a category of recipient.
b. In the dropdown list on the right, select an individual recipient.

4. Select SEND FAX and/or SEND EMAIL.

Merge patient charts

As an alternative to using alternate account numbers, if two patient charts are accidentally created for a single patient,
you can merge the charts.

1. Go to PATIENT > SEARCH.

2. In the MRN box, enter the account number of the records to merge.

= |Patient

Starts With ¥ Show Inactive [ Break the Glass

ast Name First Name test 55N

T T e Il

3. In the list of results, select the row containing the incorrect patient chart, hover and select the settings .
button, and then select Merge.
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PATIENT SEARCH RESULTS

Test, Test Merge2 - test1057 & Select GEAR = MERGE
DOB: 01/01/2022, (333)333-3333, (586)200-0000 «

3 on INCORRECT chart
KISSIMMEE, FL 34742 Edit first

activelinactive | ————
Test, Test] Marge - test1036

DOE: 01/01/2022, (333)333-3333, (333)333-3333
123 main st

KISSIMMEE, FL 34742 Delete

4. Repeat the previous two steps for the row containing the correct patient chart.

5. In the Patient Merge screen, confirm the contents of the merge and then select MERGE.

Merge a “FIX_” study

If the DOB, gender, first name, and last name of a new patient chart are the same as an existing one, Symmetry
PACS prepends “FIX_" to the account number in the worklist. You can fix these by merging them with the existing
chart. This can occur in such cases as a name change due to marriage or divorce, an updated account number, or an
error in patient entry.

1. On the search bar of the worklist, in the ACCOUNT NO. box, type FI X and then select Enter.

= Worklist
ALL STUDIES
£ ] IMGS. ACCOUNT MO STATUS FACILITY
I
+ 00 & % O *© i 0 Flx_Tesv1001 Scheduled | Angela Facill
+ 20 &k % O * @D i 0 FIX_Tesv1001 Scheduled  Angela Facil
+ OO0 & * ' * O : o0 FI¥_Tes\1001 Cancelled | GobikaTestF

2. In the list of results, copy the account number (without the “FIX_” prefix) of a study.
3. Paste the account number in the ACCOUNT NO. box, and then select Enter.

4. In the list of results, compare the “FIX_” record with the other to determine whether they are for the same
patient.

5. If the same, merge the records by following the earlier procedure.
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Move DICOM studies between patient charts

DICOM studies can sometimes accidentally appear in the wrong patient chart. If you need to move selected (or all)
DICOM studies from one patient chart to another, follow this procedure.

Procedure
1. Determine the correct account number for the studies.

2. On the worklist, right-click a study to move and select Patient Information.

SRR T S IS T T AT ES T CENT= T

i Scheduled 12/2¢ -7 T T B
B schedule Appointment

¢ Scheduled |09/07 hn]
B Edit Study

E Canﬁhd 09/07% i Patient Information hnj

! (Canceled o03/01 Change Status hin]
B FEyam

3. Inthe DICOM Patient ID box, type the correct account number, and then press Tab.

DICOM Patient 1D | TesS1078

Account No. Al * Q328173 ey)

MANAGE ALTERMATE ACCOUNT NUM / IDENTIFIERS

4. In the Existing studies for patient list, select studies you want to move.

Existing studies for patient: TesS1078 | swe | saesaecren | cem |
accessicnia Study Dale Study Descrigtion Rederring Physician
A1TINES /242023 7171 AM EST LIS FELVIS GOMPLETE
543 01,/3072024 700 PM EST DOP VELOCIMETRY FTL UMBILICAL

ART
a5 02/ 2024 1:30 PM EST DOP ECHO FTL SPECTRAL CHSPLAY
COMPL
1183 0aM272024 1230 PM EDT 30 RMNDR 18R CT MRIUS/OTHX REQ  Test, Referring
POSTRCK
1157 08/ 09 2024 915 P EDT DOPVELOCIMETRY FTL URMBILICAL
ART

5. Select one of the following:

SAVE - Move all studies.
SAVE SELECTED - Move selected studies.
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Manage study forms in the patient chart

The patient chart includes a list of all study forms that were ever added to the patient's studies. From this list you can
fill in and delete forms, or make them available on Patient Portal.

Note: One advantage of adding study form here in the patient chart is that the form becomes associated with all
subsequent studies of that patient. This can be useful for forms such as for HIPAA that the patient only needs to
sign once.

Procedure
1. Open the patient’s chart.

2. Select the STUDY FORMS tab.

= Patient

Test, Patrick DO 01,/07/1980  MAM: tasp 358

i1

Adsriaacn Hi, Freaky Dasaripiann Bludy Date i v Patiei Partal
0O ® # CosentTom [m]
O W # Coctran Consent foriodinated lye O
O ® # CTlerwaringForm o
O B8 # Echocardiogan Wekshen
0O W # ExGWorkshos
O W # EesussssRstomin Wok

3. On the Study Forms tab, you can do the following:

e To print forms, select their checkboxes and then select PRINT SELECTED.
e To add a form to the patient chart, select it in the Add study form dropdown list.

e Tofill in a form, select its edit button.
e To make a form available on Patient Portal, select its checkbox in the Patient Portal column.

See also:

Add a study form to a study
Create a study form
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Work with query and retrieve
The Query/Retrieve feature enables you to look up patients and studies in other PACS servers that you configured as

AEs. One common use of this feature is to quickly find specific priors. You can also Automatically retrieve priors from an
external PACS to

Prerequisite: Configure DICOM settings for the server to query and for Symmetry PACS on the server. When
configuring the AE to query/retrieve, set the AE type to both RETRIEVE and QUERY/RETRIEVE.

Procedure

1. On the burger E menu, select QUERY/RETRIEVE.

2. In the dropdown list on the left side of the QUERY button, select a server to query.

= Query/Retrieve

EXADICOM_V32-V33 | ga-vaT-viewsr krheit.cam ) w O ouery By Patient UL @ [ Query My Patients Only @
STUDY EXISTS PATIENT HMAME DoR PATIENT I} OR LILI SEX
A v 1
D s E Road 1991-10-10 L5RRZI2 2]
D Yes T Elizabeth 1%70:-12-04 LEGEOTS u
D i1=] X3 Yeg 1555-04-10 B4 Tass LI}

3. Type criteria in the search bar and select QUERY.

@ e  Use the Study Exists list to filter studies that are already in or not in the Exa platform
database.

e You can use the asterisk (*) and question mark (?) wildcard characters in the account number,
accession number, referring physician, and study description fields.

4. To retrieve all matching studies, select RETRIEVE. To retrieve some matching studies, select the studies, right-
click, and then select Retrieve.

Result: The AE sends the selected studies to your server, and they appear in your worklist as they are received
according to any receiver rules you configured. If your server already has the study, depending on settings, it
either rejects the study or updates it with any newer data and images.
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Work with reports

Symmetry PACS provides tools to easily create a wide variety of reports to help you manage your healthcare facilities
and resources.
Create, view, and deliver reports

This section contains the following topics.

Create a report
View your created reports

Send reports to providers

Create a report

You can create various types of reports based on configurable criteria, and then export them in formats including PDF,
XLS, CSV, and XML. Note that reports here does not include approved reports from radiologists.

Prerequisite: Obtain user rights for the reports you want to create.

Procedure

1. On the burger E menu, select REPORTS.
2. On the top navigation bar, select Report, and then select a report type in the list.

3. Below the Filter Fields label, select a From Date and To Date, and then select other criteria to define the
content of the report.

4. In the right pane under Report Types, select how you want to view the data.
5. Select VIEW, or select an output format (PDF, EXCEL, CSV, or XML).

Result: The report is created, and automatically saved to My Reports.

View your created reports
Reports that you create are automatically placed in the My Reports area where you can open and download them.

Procedure

1. On the burger E menu, select the arrow “ next to REPORTS, and then select MY REPORTS.

2. Select areport in the list, and then:

e Select to download (not available for certain report types such as html)
e Select @ to open
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Send reports to providers

You can configure Symmetry PACS to automatically send reports and images through email to specified provider
locations/contacts and their provider groups.

Prerequisite: Add a referring physician or ordering physician to any studies whose reports you want to send (see

Edit study information).

/N

Procedure

off Chrome autofill.

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

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

2. In the list of resources, double-click a resource of type Provider-Radiology or Referring Provider.

3. On the LOCATIONS/CONTACTS sub-tab, double-click a location/contact in the list.

4. In the Contact Information area, in the Email box, type the email address of the provider contact.

CONTACT INFC

Contact Information

MARKETING REF.

[:l Inactive

Code * RFT0

Provider Organization Select provider o z

Group ol der group -
Email emalk@emall.com

Crantsct Bames

Dffid

Difig

Mok

P

Eund

5. In the Reports to Me area, under Contact Information, enter the following settings. To send reports to other
members of the provider location/contact’s provider group, under Reports to Group, enter the same settings.

Reports to Me

Contact Information * Mere
D Email Repart Link
O Posial kail

O ofice Fa

Report Password

Reports o Group

D Email Atfachment

O Fax
O HLr

Reporis to Patient Portal

Ded iy

O Ermad Repert Link O el Antashment

|:| Fax
[ Hur

|:| Postal ail
[ oOtfce Fax

{in days]

Setting Description

Email Report Link

Select to send a link to the report in an email.
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Setting Description

Postal Mail Select to send a hard copy of the report to the mailing address entered in the Contact
Information area.

Auto-Print: Select a printer in the dropdown list to automatically print reports.

Fax Select to send a fax of the report to the fax number entered in the Contact Information
area.

Email Attachment Select to send the report as an attachment to an email.

Office Fax Select to send a fax of the report to the office fax number entered in the Contact

Information area.

6. Optional: Under Report Password, type a password to require to open reports.

7. Select SAVE & CLOSE.

Note: You can view your sent reports at: Burger menu > SETUP > General > REPORT QUEUE. Records are
processed and sent to the specified user or group based on the email service configuration.
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Work with tools

Symmetry PACS includes a suite of tools that provide a variety of functionality. Some tools must be installed locally on
the client computer (see Install and configure tools). You can access Tools from the burger menu (Burger > TOOLS >
[Tool Name]). For more information, see the following topics.

Tool Description

Exa Dictation The entry-level radiologist dictation tool.

Install Exa Dictation

Exa Dictation and transcription with Web Trans

Client Service Enables Local Cache.

Install and configure local cache

Use local cache

Chrome Extension Enables Chrome to work with multiple monitors.

Add the Chrome extension

Set up connected displays
Opal Tools Client-side application for importing, CD importing, and CD burning.

Install OPAL tools

Burn studies, series, or images to media
Import DICOM images

Import studies from CD
Import studies to a specific AE (APl mode)

Opal Viewer Formerly "Opal Viewer," now called the "Exa Client Viewer." An alternative to the Symmetry PACS
viewer that includes specialty annotations (such as for Chiropractic

Install Exa Client Viewer

Open a study in a viewer

Exa Trans The main client-side transcription application.
Install Exa Trans

Dictation and transcription with Exa Voice and Exa Trans

Exa Scans Provides document scanning functionality.

Install Exa Scans

Attach (upload, scan) non-DICOM documents
Attach (upload, scan) DICOM documents

Exa Launch Enables integration with third-party applications.
Install Exa Launcher

Configure integration with third-party apps

CD Import Opens Opallmport directly.
Mobile Rad Downloads the apk file to install Mobile Rad on a mobile device. See the Mobile Rad user's
manual.

See also: Work with Exa Mobile
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Use import tools

With the import tools provided in the program, you can Import studies from CD and Import studies to a specific AE (API

mode).

Import studies from CD

You can perform a “CD import.”

nﬁ Caution: Ensure that the data to be imported, and the data after import, are correct.

Prerequisite: Install Opal tools.

Procedure

1. On the burger E menu, select the arrow next to TOOLS, and then select CD IMPORT.
2. If the “Open Opal Import?” message appears, select the checkbox, and then select Open Opal Import.

3. In the Opallmport dialog, select Select Files/Folders or DICOMDIR to Import, and then browse for and select
files to import.

4. Enter customization settings and then select Import.

Import studies to a specific AE (APl mode)
You can import studies to a specific AE.

Procedure

1. On the worklist, on the PACS Actions E menu, select Import Images.

Note: If the “Open Opal Import?” message appears, select the checkbox, and then select Open Opal
Import.

2. In the Opallmport dialog, turn on APl mode by typing 1g2w3e4r 5t .

Note: You only need to perform this step once. APl mode will remain on permanently.

3. Select the Exa API transfer option.
4. Select Select Files/Folders or DICOMDIR to Import, and then browse for and select files to import.

5. Enter customization settings and then select Import.
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Work with Patient Portal

Patient Portal is a website that patients can use to view or modify information about their past and future exams,
demographics, insurance, guarantors, and representatives, and to schedule appointments. For instructions on how

patients can use Patient Portal, see the Patient Portal user's manual. For staff, see Add or edit a patient’s portal
account.
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Work with Physician and Attorney Portals

For information on how physicians and attorneys can use Physician Portal and Attorney Portal (Exa PACS|RIS only), see
the Physician Portal user's manual and Attorney Portal user's manual. In Symmetry PACS, staff enable physicians and
attorneys to use portals by doing the following.

1. Add a resource of type Referring Provider or Attorney.
2. On the LOGIN DETAILS sub-tab of the resource, select a user who:

e s areferring provider or attorney, and,;
e Belongs to the Portal user's group.

3. Select LINK USER.
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Appendix
The appendix includes the following sections.

User reference
Install and configure tools

Reference

User reference

This section contains the following topics.

Search syntax

Keyboard shortcuts and commands for Exa Trans
Merge fields

Description of reports

Measurement accuracy limits

Viewer tools and keyboard shortcuts
Details on Linked Reporting

Search syntax

Various lists in Symmetry PACS have a search bar with column headers that accept search criteria. The following general
rules apply when entering search criteria.

e In most numeric boxes, you can search for any part of the number. For example:
In the account number box, type: 20
Symmetry PACS finds: 203, 1203, and 01203.
e Inaname box (such as patient name or payer name), you can type the full name in the format:
lastname, firstname
..but not...
firstname lastname.
¢ Inaname box, you can type the first or last name only. For example:
Type: Anderson
Symmetry PACS finds:  Cooper, Anderson
..and...

Anderson, John.
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e Inaname box you can type all or part of the first or last name, but using as many letters as possible improves
accuracy. For example:

Type: Oswa

Symmetry PACS finds: Oswald, Trevor
..and...

Davis, Oswald

However, if you type: Os
Symmetry PACS finds only: Oswald, Trevor.
Keyboard shortcuts and commands for Exa Trans

When using Exa Trans, the following keyboard shortcuts are available.

Command Command Text ‘ Shortcut
Remove last dictated piece undo that -
delete that

scratch that

Next variable placeholder next variable Alt+]

Previous variable placeholder previous variable Alt+]

Capitalize previous word capitalize that -

cap that
Remove word left of the cursor remove left Ctrl+Alt+Back
Start recording Ctrl+F1
Toggle recording Ctrl+F3
Stop recording stop recording Ctrl+F2

Merge fields

The following table describes the merge fields available in various parts of the program. Some merge fields may not be
available in your installation of Symmetry PACS depending on added modules, country, and other factors.

1. SO = Study/Order; IN = Insurance; PA = Patient; PR = Provider; ET = Email Template; NT = Notification Templates, RT = Report Templates; SF = Study
Forms; CF = Custom Forms; TT = Transcription Templates

Merge Field Formal Name

Scopel
FamilyHealthHistory Family Health History SO, NT, SF, CF
FollowUps Follow Ups SO, NT, SF, CF
GST (Canada) General Sales Tax SF, CF, ET
SalesTax Sales Tax SF, CF, ET
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Merge Field Formal Name Scopel
Immunizations Immunizations SO, NT, SF, CF
LabResults Lab Results SO, NT, SF, CF
Medications Medications SO, NT, SF, CF
Referrals Referrals SO, NT, SF, CF
PreLabResults Pre Lab Results SO, NT, SF, CF
Problems Problems SO, NT, SF, CF
VitalSigns Vital Signs SO, NT, SF, CF
Age Age PA, ET, NT, SF, CF
AgeatDOS Age at DOS PA, ET, NT, SF, CF
Address1 Address 1 PA, ET, NT, SF, CF
Address2 Address 2 PA, ET, NT, SF, CF
Ciy City PA, ET, NT, SF, CF
State State PA, ET, NT, SF, CF
ZipCode Zip Code PA, ET, NT, SF, CF
DOB DOB PA, ET, NT, SF, CF
FirstName First Name PA, ET, NT, SF, CF
Fullname Full Name PA, ET, NT, SF, CF
Gender Gender PA, ET, NT, SF, CF
Race Race PA, ET, NT, SF, CF
Ethnicity Ethnicity PA, ET, NT, SF, CF
HomePhone Home Phone PA, ET, NT, SF, CF
MobilePhone Mobile Phone PA, ET, NT, SF, CF
WorkPhone Work Phone PA, ET, NT, SF, CF
Lastname Last Name PA, ET, NT, SF, CF
Middlename Middle Name PA, ET, NT, SF, CF
mrn MRN PA, ET, NT, SF, CF
uli ULI PA, ET, NT, SF, CF
ssn SSN PA, ET, NT, SF, CF
Suffix Suffix PA, ET, NT, SF, CF
Weight Weight PA, ET, NT, SF, CF
Height Heigh PA, ET, NT, SF, CF
Employer Employer PA, ET, NT, SF, CF
PreferredLanguage Preferred Language PA, ET, NT, SF, CF
Username PA, ET, NT,
Password PA, ET, NT,
ApprovingPhysicianAddress1 Approving Physician Address 1 PR, ET, NT, SF, CF
ApprovingPhysicianAddress2 Approving Physician Address 2 PR, ET, NT, SF, CF
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ApprovingPhysicianCity Approving Physician City PR, ET, NT, SF, CF
ApprovingPhysicianFirstName Approving Physician First Name PR, ET, NT, SF, CF
ApprovingPhysicianFullName Approving Physician Full Name PR, ET, NT, SF, CF
ApprovingPhysicianLastName Approving Physician Last Name PR, ET, NT, SF, CF
ApprovingPhysicianMiddleName Approving Physician Middle Name PR, ET, NT, SF, CF
ApprovingPhysicianState Approving Physician State PR, ET, NT, SF, CF
ApprovingPhysicianSuffix Approving Physician Suffix PR, ET, NT, SF, CF
CCProv1Addrl CC Provider 1 Address 1 PR, ET, NT, SF, CF
CCProv1Addr2 CC Provider 1 Address 2 PR, ET, NT, SF, CF
CCProv1City CC Provider 1 City PR, ET, NT, SF, CF
CCProviName CC Provider 1 Name PR, ET, NT, SF, CF
CCProv1State CC Provider 1 State PR, ET, NT, SF, CF
CCProv1Zip CC Provider 1 Zip PR, ET, NT, SF, CF
CCProv1Alerts CC Provider 1 Alerts PR, ET, NT, SF, CF
CCProv2Addrl CC Provider 2 Address 1 PR, ET, NT, SF, CF
CCProv2Addr2 CC Provider 2 Address 2 PR, ET, NT, SF, CF
CCProv2City CC Provider 2 City PR, ET, NT, SF, CF
CCProv2Name CC Provider 2 Name PR, ET, NT, SF, CF
CCProv2State CC Provider 2 State PR, ET, NT, SF, CF
CCProv2Zip CC Provider 2 Zip PR, ET, NT, SF, CF
CCProv2Alerts CC Provider 2 Alerts PR, ET, NT, SF, CF
CCProv3Addrl CC Provider 3 Address 1 PR, ET, NT, SF, CF
CCProv3Addr2 CC Provider 3 Address 2 PR, ET, NT, SF, CF
CCProv3City CC Provider 3 City PR, ET, NT, SF, CF
CCProv3Name CC Provider 3 Name PR, ET, NT, SF, CF
CCProv3State CC Provider 3 State PR, ET, NT, SF, CF
CCProv3Zip CC Provider 3 Zip PR, ET, NT, SF, CF
CCProv3Alerts CC Provider 3 Alerts PR, ET, NT, SF, CF
CCProv4Addrl CC Provider 4 Address 1 PR, ET, NT, SF, CF
CCProv4Addr2 CC Provider 4 Address 2 PR, ET, NT, SF, CF
CCProvACity CC Provider 4 City PR, ET, NT, SF, CF
CCProv4Name CC Provider 4 Name PR, ET, NT, SF, CF
CCProv4State CC Provider 4 State PR, ET, NT, SF, CF
CCProv4Zip CC Provider 4 Zip PR, ET, NT, SF, CF
CCProv4Alerts CC Provider 4 Alerts PR, ET, NT, SF, CF
CCProv5Addrl CC Provider 5 Address 1 PR, ET, NT, SF, CF
CCProv5Addr2 CC Provider 5 Address 2 PR, ET, NT, SF, CF
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CCProv5City CC Provider 5 City PR, ET, NT, SF, CF
CCProv5Name CC Provider 5 Name PR, ET, NT, SF, CF
CCProv5State CC Provider 5 State PR, ET, NT, SF, CF
CCProv5Zip CC Provider 5 Zip PR, ET, NT, SF, CF
CCProv5Alerts CC Provider 5 Alerts PR, ET, NT, SF, CF
ProviderSignature Provider Signature PR, ET, NT, SF, CF

ReadingPhysicianAddress1

Reading Physician Address 1

PR, ET, NT, SF, CF

ReadingPhysicianAddress2

Reading Physician Address 2

PR, ET, NT, SF, CF

ReadingPhysicianCity

Reading Physician City

PR, ET, NT, SF, CF

ReadingPhysicianFirstName

Reading Physician First Name

PR, ET, NT, SF, CF

ReadingPhysicianFullName

Reading Physician Full Nae

PR, ET, NT, SF, CF

ReadingPhysicianLastName

Reading Physician Last Name

PR, ET, NT, SF, CF

ReadingPhysicianMiddleName

Reading Physician Middle Name

PR, ET, NT, SF, CF

ReadingPhysicianState

Reading Physician State

PR, ET, NT, SF, CF

ReadingPhysicianSuffix

Reading Physician Suffix

PR, ET, NT, SF, CF

Ref_PhyAddress1

Referring Physician Address 1

PR, ET, NT, SF, CF

Ref_PhyAddress2

Referring Physician Address 2

PR, ET, NT, SF, CF

Ref_PhyCity

Referring Physician City

PR, ET, NT, SF, CF

Ref_PhyFax

Referring Physician Fax

PR, ET, NT, SF, CF

Ref_PhyFirstName

Referring Physician First Name

PR, ET, NT, SF, CF

Ref_PhyFullname

Referring Physician Full Name

PR, ET, NT, SF, CF

Ref_PhyFullname_order

Study-level referring physician for all
studies in an order

SF

Ref_PhyHomePhone

Referring Physician Home Phone

PR, ET, NT, SF, CF

Ref_PhyLastName

Referring Physician Last Name

PR, ET, NT, SF, CF

Ref_PhyMiddlelnitial

Referring Physician Middle Initial

PR, ET, NT, SF, CF

Ref_PhyNameOrderFMLS

Referring Physician Name Order First
Middle Last Suffix

PR, ET, NT, SF, CF

Ref_PhyState

Referring Physician State

PR, ET, NT, SF, CF

Ref_PhySuffix

Referring Physician Suffix

PR, ET, NT, SF, CF

Ref_PhyZip

Referring Physician zip

PR, ET, NT, SF, CF

Ref_PhyMobileNo

Referring Physician Mobile Number

PR, ET, NT, SF, CF

Ref_PhyOfficeNo

Referring Physician Office Number

PR, ET, NT, SF, CF

Ref_PhyAlerts

Referring Physician Alerts

PR, ET, NT, SF, CF

Report Link

Report Link

PR, ET, NT, SF, CF

SignatureText

Signature Text

PR, ET, NT, SF, CF

PreApprovedSignature TExt

PreApproved Signature Text

PR, ET, NT, SF, CF

preApprovedProviderSignature

PreApproved Provider Signature

PR, ET, NT, SF, CF
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RadiologistFullName

Formal Name

Radiologist Full Name

eXQ-PLATFORM

Scopel

PR, ET, NT, SF, CF

TechnologistFullName

Technologist Full Name

PR, ET, NT, SF, CF

TechnologistFullName_order

All primary technologists for each study
in the order

SF

SignatureBlockText

Signature Block Text

PR, ET, NT, SF, CF

preApprovedSignatureBlockText

PreApproved Signature Block Text

PR, ET, NT, SF, CF

AttorneyFirstName

Attorney First Name

PR, ET, NT, SF, CF

AttorneyFullName

Attorney Full Name

PR, ET, NT, SF, CF

AttorneyFullName_order

Study-level attorney for all studies in ar}
order

SF

AttorneyLastName Attorney Last Name PR, ET, NT, SF, CF
AttorneyMiddleName Attorney Middle Name PR, ET, NT, SF, CF
AttorneySuffix Attorney Suffix PR, ET, NT, SF, CF
AttorneyAddress1 Attorney Address 1 PR, ET, NT, SF, CF
AttorneyAddress?2 Attorney Address 2 PR, ET, NT, SF, CF
AttorneyCity Attorney City PR, ET, NT, SF, CF
AttorneyState Attorney State PR, ET, NT, SF, CF
AttorneyZip Attorney Zip PR, ET, NT, SF, CF
AttorneyPhoneNo Attorney Phone Number PR, ET, NT, SF, CF
AttorneyEmail Attorney Email PR, ET, NT, SF, CF
AttorneyFaxNo Attorney Fax Number PR, ET, NT, SF, CF
AppointmentTypeCode Appointment Type Code3 SO, RT, ET, NT, SF, CF

AppointmentTypeCode_order

Study-level appointment type code for
all studies in an order

SF

AppointmentTypeDescription

Appointment Type Description

SO, RT, ET, NT, SF, CF

AppointmentTypeDescription_order

Study-level appointment type
description for all studies in an order

SF

ExpectedArrivalTime

Expected Arrival Time

SO, RT, ET, NT, SF, CF

AccessionNo

Accession Number

SO, RT, ET, NT, SF, CF

AccessionNo_order

Study-level accession number for all
studies in an order

SF

ApprovedDate Approved Date SO, RT, ET, NT, SF, CF
PreApprovedDate PreApproved Date SO, RT, ET, NT, SF, CF
TranscribedDate Transcribed Date SO, RT, ET, NT, SF, CF
BodyPart Body Part SO, RT, ET, NT, SF, CF
Department Department SO, RT, ET, NT, SF, CF

DictationDate

Dictation Date

SO, RT, ET, NT, SF, CF

ICDCode

ICD Code

SO, RT, ET, NT, SF, CF

ICDDescripton

ICD Description

SO, RT, ET, NT, SF, CF
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StudyICDCode

Formal Name

Study ICD Code
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Scopel

SO, RT, ET, NT, SF, CF

StudylCDCode_order

Study-level study ICD code for all
studies in an order

SF

StudyICDDescription

Study ICD Description

SO, RT, ET, NT, SF, CF

StudyICDDescription_order

Study-level study ICD description for all
studies in an order

SF

Institution

Institution

SO, RT, ET, NT, SF, CF

Modality

Modality

SO, RT, ET, NT, SF, CF

Modality_order

Study-level modality for all studies in
an order

SF

ModalityRoom

Modality Room

SO, RT, ET, NT, SF, CF

ModalityRoom_order

Study-level modality room for all
studies in an order

SF

OrderedBy

Ordered By

SO, ET, NT, SF, CF

OrderingFacility

Ordering Facility

SO, ET, NT, SF, CF

Orientation

Orientation

SO, ET, NT, SF, CF

PatientLocation

Patient Location

SO, ET, NT, SF, CF

PlaceOfService

Place of Service

SO, ET, NT, SF, CF

Priority Priority SO, ET, NT, SF, CF
ProcedureCode Procedure Code SO, ET, NT, SF, CF
ProcedureCodes Procedure Codes SO, ET, NT, SF, CF

ProcedureCodestabular

Procedure Codes Tabular

SO, ET, NT, SF, CF

ProcedureName

Procedure Name

SO, ET, NT, SF, CF

ProcedureNames

Procedure Names

SO, ET, NT, SF, CF

ProcedureNamesTabular

Procedure Names Tabular

SO, ET, NT, SF, CF

ReasonForStudy Reason for Study SO, ET, NT, SF, CF
RequestingDate Requesting Date SO, ET, NT, SF, CF
RoomNo Room Number SO, ET, NT, SF, CF
STAT Stat description SO, ET, NT, SF, CF
StudyDate Study Date SO, ET, NT, SF, CF
StudyDate_order Study-level study date for all studies in| SF
an order
Modality_order Study-level modality for all studies in | SF

an order

StudyDescription

Study Description

SO, ET, NT, SF, CF

StudyDescription_order

Study-level study description for all
studies in an order

SF

StudyFlag

Study Flag

SO, ET, NT, SF, CF

StudyFlag_order

Study-level study flag for all studies in
an order

SF

StudyReceivedDate

Study Received Date

SO, ET, NT, SF, CF
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StudyReceviedDate_order

Formal Name

Study-level study received date for all
studies in an order

eXQ-PLATFORM

Scopel

SF

TAT

TAT

SO, ET, NT, SF, CF

TranscribingUser

Transcribing User

SO, ET, NT, SF, CF

VehicleName

Vehicle Name

SO, ET, NT, SF, CF

studyUID

Study UID

SO, ET, NT, SF, CF

StudyFormsignature

Study Form Signature

SO, ET, NT, SF, CF

CustomFormSignature

Custom Form Signature

SO, ET, NT, SF, CF

ExamPreplnstructions

Exam Prep Instructions

SO, ET, NT, SF, CF

ExamPreplnstructions_order

Study-level exam prep instructions for
all studies in an order

SF

CPTCode CPT Code SO, ET, NT, SF, CF
CPTName CPT Name SO, ET, NT, SF, CF
visit_no Visit Number SO, ET, NT, SF, CF
CPTCodes CPT Codes SO, ET, NT, SF, CF
CPTNames CPT Names SO, ET, NT, SF, CF
CPTCodesTabular CPT Codes Tabular SO, ET, NT, SF, CF
CPTNamesTabular CPT Names Tabular SO, ET, NT, SF, CF
Dateoflnjury Date of Injury SO, ET, NT, SF, CF
Allergies Allergies ET, NT, SF, CF
CompanyName Company Name ET, NT, SF, CF
CurrentDate Current Date ET, NT, SF, CF
CurrentTime Current Time ET, NT, SF, CF
DateAndTime Date and Time ET, NT, SF, CF
OfficeAddress1 Office Address 1 ET, NT, SF, CF
OfficeAddress2 Office Address 1 ET, NT, SF, CF
OfficeCity Office City ET, NT, SF, CF
FacilityLogo Facility Logo ET, NT, SF, CF
FacilityContactNo Facility Contact Number ET, NT, SF, CF
OfficeName Office Name ET, NT, SF, CF
OfficeState Office State ET, NT, SF, CF
Zip Zip ET, NT, SF, CF
FormalName Formal Name ET, NT, SF, CF
PracticeType Practive Type ET, NT, SF, CF
Primarylnsurance Primary Insurance IN, ET, NT, SF, CF
PrimaryAddress Primary Address IN, ET, NT, SF, CF
PrimaryCity Primary City IN, ET, NT, SF, CF
PrimaryState Primary State IN, ET, NT, SF, CF

500-001206A

398



Symmetry® PACS 35.0.2 User's Manual

Formal Name

eXQ-PLATFORM

Merge Field Scopel
PrimaryZipCode Primary Zip Code IN, ET, NT, SF, CF
PrimaryPhone Primary Phone IN, ET, NT, SF, CF
PrimaryFax Primary Fax IN, ET, NT, SF, CF
PrimarySubscriber Primary Subscriber IN, ET, NT, SF, CF
PrimaryDOB Primary DOB IN, ET, NT, SF, CF
PrimaryRelationship Primary relationship IN, ET, NT, SF, CF
PrimaryPolicyNo Primary Policy Number IN, ET, NT, SF, CF
PrimaryGroupNo Primary Group number IN, ET, NT, SF, CF
HealthNumber Health Number IN, ET, NT, CF
VersionCode Version Code IN, ET, NT, CF
Secondarylnsurance Secondary Insurance IN, ET, NT, SF, CF
SecondaryAddress Secondary Address IN, ET, NT, SF, CF
SecondaryCity Secondary City IN, ET, NT, SF, CF
SecondaryState Secondary State IN, ET, NT, SF, CF
SecondaryZipCode Secondary Zip Code IN, ET, NT, SF, CF
SecondaryPhone Secondary Phone IN, ET, NT, SF, CF
SecondaryFax Secondary Fax IN, ET, NT, SF, CF
Secondarysubscriber Secondary Subscriber IN, ET, NT, SF, CF
SecondaryDOB Secondary DOB IN, ET, NT, SF, CF
SecondaryRelatoinship Secondary Relationship IN, ET, NT, SF, CF
secondaryPolicyNo Secondary Policy Number IN, ET, NT, SF, CF
SecondaryGroupNo Secondary Group Number IN, ET, NT, SF, CF
FacilityNotes Facility Notes NT, SF, RT
FacilityFax Facility Fax Number RT, SF, CF, ET, NT
FacilityEmail Facility Email Address RT, SF, CF, ET, NT

Ord_PhyAddress1

Ordering Phys. Street Address1

RT, TT, SR, CF, ET, NT, CS

Ord_PhyAddress2

Ordering Phys. Street Address2

RT, TT, SR, CF, ET, NT, CS

ord_PhyCity

Ordering Phys. City

RT, TT, SR, CF, ET, NT, CS

Ord_PhyFirstName

Ordering Phys. First Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyFullName

Ordering Phys. Full Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyFullName_order

Study-level ordering physician for all
studies in an order

SF

Ord_PhyLastName

Ordering Phys. Last Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyMiddleName

Ordering Phys. Middle Name

RT, TT, SR, CF, ET, NT, CS

Ord_PhyState

Ordering Phys. State

RT, TT, SR, CF, ET, NT, CS

Ord_PhySuffix

Ordering Phys. Suffix

RT, TT, SR, CF, ET, NT, CS

Ord_PhyZip

Ordering Phys. Postal Code

RT, TT, SR, CF, ET, NT, CS

Non-ProprietaryName

Non-Proprietary Name

RT, TT, SF, CF
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AmountUsed Amount Used RT, TT, SF, CF

Route Route RT, TT, SF, CF
Supv_PhyAddress1 Supervising phys. Street Adrs. 1 RT, TT, SF, CF, ET, NT, CS
Supv_PhyAddress2 Supervising phys. Street Adrs. 2 RT, TT, SF, CF, ET, NT, CS
Supv_PhyCity Supervising phys. City RT, TT, SF, CF, ET, NT, CS
Supv_PhyFirstName Supervising phys. First Name RT, TT, SF, CF, ET, NT, CS
Supv_PhyFullName Supervising phys. Full Name RT, TT, SF, CF, ET, NT, CS
Supv_PhyLastName Supervising phys. Last Name RT, TT, SF, CF, ET, NT, CS
Supv_PhyMiddleName Supervising phys. Middle Name RT, TT, SF, CF, ET, NT, CS
Supv_PhyState Supervising phys. State RT, TT, SF, CF, ET, NT, CS
Supv_PhySuffix Supervising phys. Suffix RT, TT, SF, CF, ET, NT, CS
Supv_PhyZip Supervising phys. ZIP RT, TT, SF, CF, ET, NT, CS
Canada only: Health Card Number RT, SF, CF, ET, NT

User rights

The following table describes the rights that administrator can assign to a user role. All of these rights may not be
available depending on your product and configuration.

I% Note: Shaded rows indicate that the right is not currently in use.

Category ‘ Right Description

Billing/ Setup Billing Codes Allows creating and editing billing codes
Billing Class Allows creating and editing billing classes
Claim Status Allows creating and editing claim statuses
CAS Group Code Allows creating and editing CAS group codes
Provider ID Code Qualifier Allows mapping provider ID code qualifiers to billing providers
Payment Reason Allows editing payment reasons such as co-pay, deductible, and payment plan
CAS Reason Code Allows creating and editing CAS reason codes
Status Color Code Allows adding and editing colors for payment, claim, and billed statuses
Supporting Text Templates Allows mapping of preconfigured supporting text to specific service codes.
Insurance EDI Mapping Allows insurance mapping, such as billing method and clearinghouse
Adjustment Codes Allows adding and editing adjustment codes
Billing Provider Allows adding and editing billing providers
Billing Messages Allows editing billing messages that print on statements
Billing Validation Allows selecting the data that are validated during claim validation
Printer Templates Allows editing some settings in printer templates such as page margins
EDI Request Template Allows creating and editing EDI request templates.
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Category Right Description
Clearing House Allows entering clearinghouse information
Autobilling Allows creating auto-billing profiles for automatic generation of claims
CollectionsProcess Allows configuring the automatic claim collections process
Delay Reasons Allows adding, editing, and deleting reasons for delayed payment
Billing Claims Allows working with claims
Edit Claim Allows opening the edit claim screen
Claim Inquiry Allows access to patient claim information
All Insurances All insurances
Coordination of Benefits Allows coordinating benefits
Explanation of Benefits Allows access to billing ERA
ERA Inbox Allows opening the ERA inbox
EOB Claims Process ﬁ:Lc;ws opening the EOB tab, and uploading and processing electronic payment
File Insurance Allows managing billing claims
Allows viewing a patient's claim history within Billing, and makes available the
Patient Claim Inquiry buttons on the Patient Information tab in the patient chart and Edit Study
screen
Patient Report Allows opening patient reports and documents within Billing
Payments Allows viewing and processing payments
Apply Payments Allows applying payments to claims
Refund Allows processing refunds
Back to Ready to Validate Allows changing claim status to Ready to Validate
Claim Validate Allows validating claims
Create/Split Claim Allows splitting a claim with more than one charge
Delete Payment Allows deleting payment records
Delete Claim Allows deleting claims
File Management Allows opening the file management screen in Canadian versions
Edit Claim Status Allows manually changing claim statuses
Invoice Activity Statement Allows viewing and printing the activity statement
Query Claim Allows querying of claims.
Adjust to Paid in Full Adds a shortcut menu command to pay a claim in full.
Billing/ Report All rights in this category allow creating the corresponding report.
Aged AR Summary
Aged AR Detail
Charges
Claim Activity
Claim Transaction
Collections
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Category Right Description

Credit Balance Encounters

Diagnosis Count

Modality Summary

Monthly Recap

Patient Statement

Payer Mix

Payment

Claim Inquiry

Patients By Insurance

Payments by Insurance Company

Procedure Analysis by Insurance

Procedure Count

Reading Provider Fees

Referring Provider Count

Referring Provider Summary

Transaction Summary

Patient Activity Statement

Payments Realization Rate Analysis

Allows using automatic collections to change claim statuses to “Claimin

SITEIEENTS (0 e PRz Collection,” and make other changes.

Billing/Log Billing User Log Allows viewing the billing user log
Bulling Audit Log Allows viewing the billing audit log

Dashboard Dashboard Allows opening the dashboard

Dictation Approve Allows approving a dictated study report
e i) A
Dictation Allows creating a dictated report

Dictation (Addendum) Allows creating a dictated addendum (Edit or Addition) on an approved study

report

Dictation (Delete) Allows deleting a dictated report

Submit For Review Allows submitting a dictated report for review

Submit For Review (Addendum) Allows submitting an addendum for review on a dictated report

Transcription (Addendum) Allows creating an addendum by using Web Trans

Link Reports Allows linking reports (and studies)

Unlink Reports Allows unlinking reports (and studies)
Dispatching Dashboard | Dispatching Dashboard Allows users of Mobile RAD to open the dispatching dashboard
General AE Scripts Allows managing AE scripts to receive, send, or print studies

API Users Allows adding and editing API users and rights
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Application Entities

Allows configuring application entities (AE).

Assign Study to Users

Allows assigning studies to specific users from the worklist

Allows editing general settings including those related to: company contact and

ST =1 billing, apps, MRN, AE filters, LDAP, Rcopia, and HL7

File Stores Allows selecting folders to store various data (mainly images) on the server

Notification Allows adding notifications that appear on the dashboard

Tasks Allows entering tasks that appear on the My Tasks gadget of the dashboard
HL7 HL7 Sender Log Allows viewing the HL7 Outbound (Sender) log

HL7 Receiver Log

Allows viewing the HL7 Inbound (Receiver) log

Home Allow Reset Approved studies

Allows resetting approved studies to Scheduled status

Allow Reset of Canceled and No Show
Studies

Allows resetting studies from Canceled or No Show status to Scheduled status

Appointment Confirmation

Allows viewing the Appointment Confirmation screen

Can Edit Public Filter

Allows editing public filters

Can Edit Public Template

Allows editing public templates

Cancel Reason

Allows managing reasons for cancellations

CD Bumn Allows burning DICOM images to a CD or external device
DICOM View Allows switching between DICOM preview or priors on the worklist
DICOM Viewer Allows opening images on the Symmetry PACS viewer

External App Icon

Allows opening third party applications from the worklist

Image Preview

Allows previewing images on the worklist

Import Images

Allows importing images by using the PACS Actions menu

Import Images from Portal

Allows importing images from the provider or attorney portal into Symmetry PACS

Link DICOM Study

Allows linking a DICOM study to another study

Link Patient

Allows linking patients. Adds the Link Patient command to the worklist shortcut
menu.

Marketing Rep Dashboard

Allows opening the Marketing Representative dashboard

Merge Study

Allows merging and splitting DICOM studies and RIS orders

Technologist

Allows associating a technologist to an order, and accessing the Technologist
screen.

Opal Viewer Allows viewing studies with the Exa Client viewer
Order additional Allows opening the Additional Information tab within the Edit Study screen
Order ICD Allows sorting the worklist by ICD or problem code

Order Referring Provider

Allows opening the Referring Provider tab within the Edit Study screen

Order Studies Allows opening the Exam Information tab within the Edit Study screen
QC Delete Allows deleting DICOM studies within the QC tab
QC Edit Allows editing some information in a DICOM study within the QC tab

QC Move to Studies

Allows manually moving a DICOM study from the QC tab to the All Studies tab

QC Reconciliation

Allows manually matching or reconciling a DICOM study to a RIS order
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Worklist Menu Allows opening the worklist shortcut menu
Send Fax Allows sending approved reports and study forms by fax
Send Studies Allows sending a DICOM study to another AE from the worklist
Show Priors Allows viewing a patients' priors in a separate study filter on the worklist
Studies Allows access to patient study screens/tabs.
Study Delete AIIc_)WS deleting studies from a patient chart, and to delete selected images from
series.
Study Purge Allows permanently deleting a study
Study Edit Allows opening the Edit Study screen
Study Forms Allows opening the Study Forms tab within the Edit Study screen
Change Status Allows changing the status of a study
Log API Log Allows viewing the API log, which tracks API activity
Open API Log Allows viewing the Open API log
Audit Log Allows viewing the Audit log, which tracks system-wide activity
Eligibility Log Allows viewing the Eligibility log
User Log Allows viewing the User log, which tracks system-wide user activity
General Audit Log Allows viewing the audit log that tracks EHR activity.
Patient Activity Log Allows viewing the Activity log within the patient chart and Edit Study screen

Allows expanded searching of patients by age, allergies, lab results, problems,

AOEIEEE S sex, medications, vital signs, smoking status, and race/ethnicity

Break the Glass Allows use of the Break the Glass function to access confidential records.
Eligibility Allows using third-party services to request confirmation of insurance eligibility
Eligibility (Read only) Allows viewing eligibility requests/results if previously requested

Film Tracking Allows check-out and tracking for ‘hard' films from the library

Merge Patients Allows merging of patient charts

Patient Alerts Allows selecting alerts or adding custom alerts and notes to a patient chart
Patient Arrival Worklist Allows viewing the patient arrival worklist when patients use the kiosk to check in
Patient Documents Allows uploading and scanning documents to a study or patient

Patient Guarantor Allows adding a guarantor to a patient's insurance

Patient Information Allows opening the Patient Information tab in the patient chart and Edit Study

screen
Patient Insurance Allows opening the Insurance tab in the patient chart and Edit Study screen
Patient Search Allows searching for patients from the Patient tab in the patient chart
Patient Studies Allows opening the Studies tab within the patient chart and Edit Study screen
Patient Orders Allows viewing the Orders tab within the patient chart

Payment History Allows opening the Payment History tab in the patient chart

Pending Follow-ups Allows viewing follow-up appointments

Allows editing in the Problems tab in the Edit Study screen (to add and edit

Problems diagnosis codes)
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Problems (Read Only) Allows viewing the Problems tab in the Edit Study screen
To Be Reviewed Allows reviewing scanned data before marking documents as Reviewed.
Transition of Care Allows exporting a CCD file and sending it to a referring physician via email
Vital Sign (read Only) Allows viewing a patient's vital signs on the Edit Study screen
Vital Signs Allows adding and editing a patient's vital signs on the Edit Study screen
Patient Claim Inquiry Allows viewing patient claim information
Patient Claim Inquiry (Read Only) Allows viewing patient claim information
VIP Allows designating patients as VIPs

Reports All rights in this category allow creating the corresponding report

Study Details

Cancellation Reason

My Reports

Completed Schedules

Date of Service Payment Summary

Export Completed Studies

Export Peer Review

Insurance Balance Aging

Marketing Rep Activities

Monthly/Daily Study Goals

Patients Worksheet

Referrals Variance

Referring Physician Study Count

Report Filter

Report Provider

Relative Value Units

Scheduler Activity

Studies Breakdown

Studies by Modality

Studies by Modality Room

Modality Breakdown

Transcription Study Count

Turnaround Time (TAT) — Calculated

Fees by Facility and Modality

Fees by Radiologist and Modality

Unfinished Studies

Unsigned Orders

STAT Tracking
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Right Description

Insurance vs LOP

Marketing Report Export

Technologist Productivity

Audit Trail

Schedule

Add Study

Allows creating new studies, such as in the Edit Study screen.

Allow Free Text Schedule Rule

When creating a schedule rule, allows entering a free text schedule rule name
and selecting any schedule block color.

Allow Double Booking

Allows double-booking an appointment if available for the facility

Allow to edit Accession

Allows editing study accession numbers

Approved Report

Allows viewing approved radiology reports

Assign Vehicle

Allows assigning a vehicle to a study for Mobile RAD

Available Slots

Allows using the Find/Available Slots screens

Billing

Allows viewing information from the Edit Study screen

Charge and Payments

Allows opening the Charges and Payments tab within the Edit Study screen

TOS Payments

Allows opening the Payments area of the program

Patient Payment History

Allows viewing patient payment history and printing payment receipts

DICOM Edit

Allows editing DICOM information within the QC and Exam Information tabs
within the Edit Study screen

Follow Ups

Allows scheduling follow-up appointments in the Follow Up tab in the Edit Study
screen

Follow Ups (Read Only)

Allows viewing follow-up appointments on the Follow Up tab in the Edit Study
screen

Insurance Authorization

Allows adding and editing insurance authorizations for studies

New Order

Allows creating new orders

Notes

Allows entering study notes, patient notes, schedule notes, reasons for studies,
and call log entries

Notes (Read Only)

Allows viewing study notes, patient notes, schedule notes, reasons for studies,
and call log entries

Order Forms

For users with the Editor Templates right, allows adding custom forms to orders
from the Custom Forms tab in the Edit Study screen

Order Forms (Read Only)

Allows viewing custom forms added to a study from the Custom Forms tab in the
Edit Study screen

Order Images

Allows ordering images or reports from the Studies tab in the patient chart

Order Summary

Allow opening the Summary tab in the Edit Study screen

Ordering Physician Search

Allows using the magnifying glass to search the Provider Setup screen and NPPES
website for an ordering physician to add to an order

Quick Block

Allows creating a quick block (schedule block) from the schedule book

Patient Demographics

Allows editing information in the Patient Information tab in the patient chart and
Edit Study screen

Priority

Allows assigning priority to the study from the worklist and in the Additional
Information tab within the Edit Study screen
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Recent Schedules :\I/I;\Il\;/asblsec?g:igl]i:?;gﬁ%ing appointments in the Recent Schedules screen if
Recent Schedules (Read Only) ,foilccla;/lvt; viewing appointments in the Recent Schedules screen if available for the
Schedule Book Allows viewing the schedule book
Schedule in Non-working Time Slot Allows scheduling appointments in non-working timeslots from the schedule book
Stat Allows setting STAT levels for a study or order from the worklist
Status Validation AI‘Iov_vs validating a study in the Validation screen when validation rules are set

within the Study Status workflow

Study CPT Update Allows updating the CPT of a study
Teaching Study Allows creating a DICOM teaching study from the worklist and within the viewer
Transcription Allows editing report transcriptions
ExaTrans2 Multipanel _IA_\'I’Iaonv;/;using Exa Trans2 in the multi-panel, and using the multi-panel without Exa
Vehicle Assignments Allows viewing the list of scheduled/dispatched vehicles in using Mobile RAD
Edit Requesting Date Allows editing of the initially requested date for an exam

Setup Appointment Types Allows adding, editing, and deleting appointment types
Body Parts Allows adding, editing, and deleting body parts
CPT Allows adding, editing, and deleting CPT codes

Custom Forms

Allows adding, editing, and deleting custom forms, and attaching them to studies

DB Totals

Allows using the DB Totals function

DICOM Receiver Rule

Allows creating and managing DICOM receiver rules

Allows access to the Advanced Options button and section when configuring

Advanced Options .
receiver rules
DM List Allows viewing the DM Manager and list of DMs
Allows managing DMs for all users within the system. When cleared, the user only
All User DMs .
has access to their own DMs.
DM New Allows creating a new view in the DM Manager

EDI Translations

Allows creating and managing EDI translations

Editor Template

Allows creating, editing, and deleting Editor templates

EDI Rule

Allows creating and managing EDI rules

Email Template

Allows creating and assigning email templates for the Confirmation screen

Notification Templates

Allows creating and assigning templates sent to referring physicians

Cover Sheets

Allows creating and assigning cover sheets for approved reports

Exam Authorization

Allows opening the Exam Authorization tab

Exam Authorization Override

Allows scheduling that breaks authorization rules

Export Summary Allows exporting summary totals
Facility Allows adding, editing, and deactivating facilities
Market Allows configuring regional markets

Fee Schedule

Allows creating and editing billing fee schedules and contracts
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Right Description

Allows creating a fee schedule based on facility and modality for the Fees by
Facility and Modality report

Provider Pay Schedule

Allows creating a pay schedule for radiologists, which is used in the Fees by
Radiologist and Modality report

Provider Location Information

Allows managing provider location information

Form Builder

Allows creating and editing electronic study forms, and managing their
attachment

Gadgets

Allows adding, arranging, and viewing gadgets within the user's dashboard

Hanging Protocol Groups

Allows editing DM (hanging protocol) settings for user groups, modalities, and
other categories

SR Report Queue

Allows opening the Structured Report Queue tab, which shows the status of
outbound DICOM SRs

Issuers

Allows adding and editing issuers of patient IDs

ICD

Allows adding, reloading, and importing ICD, SNOWMED, and LOINC code files

Insurance Provider

Allows adding, editing, and deleting insurance providers and assigning them to a
facility

Matching Rules

Allows creating rules for matching DICOM studies

Macro Notes

Allows configuring macro notes

Modality

Allows adding, editing, and reordering modality priority

Modality Room

Allows adding and editing modality rooms

Modality Room Notes

Allows adding and editing modality room notes.

Monthly Goals

Allows creating and editing monthly study count goals by modality for the Monthly
Goals operational report

No Shows

Allows adding/editing labels for no-shows.

Ordering Facility

Allows adding and editing ordering facilities

Patient Portal Log

Allows viewing Patient Portal activity

Allows creating and editing place of service mappings for POS codes, addresses,

ORI and mobile dispatching addresses
Billing Rules Allows adding, editing, and deleting billing rules for ordering facilities.
Provi Allows adding, editing, and importing resources such as referring providers,
rovider ) : -
reading providers, and technologists
Provider Group Allows adding and editing groups of providers

Provider Organizations

Allows adding and editing provider organizations

Queue Allows viewing the status of outbound DICOM studies

Allows user to create and edit report headers for approved reports within the
Report Template

Report Template tab

Allows resending and viewing the status of outbound emails and faxes such as
Report Queue e

approved reports, notifications, scanned documents, and study forms
Fax Queue Allows access to the fax queue

Inbound Document Queue

Allows access to the inbound document queue

SR Report Queue

Allows opening the Structured Report Queue tab, which shows the status of
outbound DICOM SRs
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Transcription Template AIIows_ z_adding, editing, delgtin_g, and associating te_mplates with facilities,
modalities, and study descriptions used for transcription

Routing Rules :Icltci)(\;\:]s creating routing rules for DICOM studies to send, print, or perform an HL7

Schedule Block Allows creating schedules for modality rooms.

Schedule Filter Allows adding and editing filters of the schedule book

Schedule Rules Allows adding and editing individual rules within a schedule template

Allow Editing of Display Block Colors Allows editing the color of blocks on the schedule book

Schedule Templates Allows adding and editing scheduling templates

Study Filter Allows adding, editing, and deleting worklist study filters

Assign Study Filters Allows assigning of study filter to other users. Non-admins can have this right.

Update Global Study Filters Allows updating global and shared worklist filters

Study Flag Allows adding and editing study flags

Study Status Allows adding study statuses and associating them with study flows

Study Status - Read Only Allows opening the Study Status tab to view study statuses and flows

Set Actions for Study Status Allows making changes to Study Status setup

Templates Allows adding and editing structured reporting templates

Auto Suggestions Allows adding and editing auto suggestions for structured reporting

Keywords Allows adding and editing keywords used for structured reporting

Image Hotspots Allows navigating through a cardiac US cine series

SR Mapping Allows adding and editing mappings of DICOM properties to structured reports

Users Online Allows viewing which users are currently logged on, and terminating connections

Vehicle Log Allows opening the Vehicle Log tab in Log Setup

Vehicle Registration Allows adding and managing available vehicles to dispatch in Mobile RAD

Vehicle Tracking Allows viewing the location of a vehicle

Locked Slots Allows locking and unlocking slots (scheduling time ranges) for scheduling

Insurance Provider Payer Type :Islso(\)/\c/?ai(r;a:;nign::g ﬁg;ticrfmpgri; ;ype groups or categories that can be

Portal Configurations (Read Only) Allows viewing portal configuration settings.

Portal Configurations Allows configuring links to appear on the patient, provider, and attorney portals.

NDC Codes Allows configuring NDCs.

User Mgmt. AD Groups Allows adding, editing, or deleting AD groups.

AD Users Allows adding, editing, or deleting AD users.

User Allows managing individual user access to the system

User Assigned Patients Allows viewing the list of patients who are currently assigned to specific users

User Assigned Studies Allows viewing the list of studies that are currently assigned to specific users
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User Group erl(ijvgz creating, managing, and assigning document types and user roles to user
User Role Allows creating and managing rights
Copy Profile Settings Allows copying profile settings from one user to another
External Apps Allows configuring Symmetry PACS to work with external applications
Third Party Tool User Sync Allows access to the Third Party Tools sub-tab in user configuration.
Viewer Options 3D Advanced Visualization Allows using Exa Advanced Visualization.

Cardiogram Settings

Allows configuring cardiogram settings in Viewer Settings

External Tools

Allows configuring options in the External Tools tab in Viewer Settings

General Information

Allows configuring options in the General tab of Viewer Settings

Interface Settings

Allows configuring options in the Interface tab of Viewer Settings

Mammography Options

Allows configuring options in the Mammography tab of Viewer Settings

Modality Options

Allows configuring options in the Modality tab of Viewer Settings

Overlay Settings

Allows configuring options in the Overlays tab of Viewer Settings

PET/ROI

Allows configuring options in the PET/ROI tab of Viewer Settings

Tools Settings

Allows configuring options in the Tools tab of Viewer Settings
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The following table lists all of the reports available on the Exa platform. Some reports may not be available to you

depending on your product and configuration.

Category

Billing/Reports

Report

Aged AR Detail

Description

AR aging by facility, responsible party, and payer by cutoff date and selected
facilities, in detail

Aged AR Summary AR aging by facility, responsible party, and payer by cutoff date and selected
facilities

Charges Charges for reconciling and reviewing the charges populated for any date of
service

Claim Activity Detailed claim activity history by claim date range

Claim Inquiry All submitted claims, and order payments and balances

Claim Transaction

All claims, and claim payments and balances

Collections

Claims in the Collections Review status

Credit Balance Encounters

Credit balance encounters

Diagnosis Count

Aggregate diagnosis count by ICD code and facility, by order date range

Modality Summary

Modality summary

Monthly Recap

Monthly recap

Patient Statement

Patient statement

Patients by Insurance

Patients seen within a date range by insurance

Payer Mix

Payer mix

Payments

Totals by payment and payer type, and how each charge line item is applied
by accounting date range

Payments by Insurance Company

Calculated payments to each insurance company, by patient

Payments Realization Rate Analysis

Accounts with a zero balance

Procedure Analysis by Insurance

Procedures by insurance

Procedure Count

Number of procedures approved by radiologist fee schedule

Reading Provider Fees

Reading provider fees

Referring Provider Count

Referring provider count

Referring Provider Summary

Referring doctor summary information

Transaction Summary

Transaction summary

Reports - Schedule

Daily Schedules

Information on studies performed by day

& Reports
Export Completed Studies CSV export of patient, study, and insurance details for completed or approved
studies
Marketing Rep Activities Notes and activities that marketing representatives enter about referring
physicians
HIEHTE] O 38 not signed by referring physician. No longer used.
Operations Statistics on canceled studies with cancellation reason as a key filtering

Cancellation Reason

criterion.
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Scheduler Activity Number of orders (based on the current order status) by time of day that a
user ordered, scheduled, rescheduled, or canceled, by facility and date range
Unfinished Studies not having selected study statuses, by facility and date range
Referrals Variance Num_ber of stu_dles referred by referring physicians in the past 13 months, by
facility, modality, and month
Studies Breakdown Number of studies by facility, modality, study date, and study status
Studies by Modality Aggregate study count by facility, modality, study date, and study status
Studies by Modality Room Aggregate study count by facility and modality room
Modality Breakdown Number of studies performed based on CPT or appointment type, by modality]
Technologist Productivity Numk_)er of studies performed per technologist by facility, modality,
appointment type, and procedure code
Peer Review Operational Progress and results of peer reviews performed
Fees by Radiologist and Modality Summary and breakdown of fees for a modality, by radiologist
n ) Shows turnaround time (TAT) calculated based on selected date, type, and
VURTEGEUTE VI (17AT) - CGuize study's approved date, by date range, facilities, and/or ordering facilities
Relative Value Units CPT and RVU totals for reports signed off, by date range
Referring Physician Study Count Number of studies referred by referring physicians by date range
Completed Schedules Shows information about completed studies
8 Number of studies performed in the month compared to the goal setin
Monthly/Daily Study Goals Monthly Goals Setup
q Number of studies marked as STAT. Includes approved studies that had a
STAT Tracking STAT level at any time in the past.
Transcription Study Count Aggregate study count of reports transcribed by transcriptionists, by facility,
modality, and study date
Insurance vs LOP Aggreggte study count by moda_lllty for insurance paid vs letter of
protection/personal injury studies
Marketing Rep Export Study mforr_natlon, bill fees, and allowed amounts for referring physicians
and marketing reps
Audit Trail Break the glass Audit Trail report
Same Last Name User Audit Alberta only.
Patients Patients Worksheet Patient and study face sheets in form
My Reports My Reports Allows opening the My Reports tab to view operational reports

Measurement accuracy limits

Measurement Tools Unit Accuracy
Length Ruler mm +2 mm
Angle Protractor ° 2°

Area Calculated cm"2 +5%
Ratio Calculated +2%
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Viewer tools and keyboard shortcuts

The following table lists all tools that are available in the viewer toolbar and shortcut (context) menu, and that are
available as keyboard shortcuts. See corresponding topics for the functions of the tools.

Bold = Tool appears by default, cannot be removed.

TB = Toolbar (main, top, bottom, left), CM = Shortcut (context) menu, KS = Keyboard shortcut, ETS = Exa Trans shortcut,
EAV = Exa Advanced Visualization (Exa PACS|RIS only)

Tool | Name Availability Function
m 2D ROI - TB, CM, KS, EAV| Draws an ellipse to specify an ROI.
Ellipse
E 2D ROI - TB, CM, KS Freehand-draws an ROI.
Freehand
m 3D Angle TB,CM Click three points to create the angle. The angle appears at the same coordinates on all series with the same
frame of reference.
E 3D Cursor TB, CM, KS Displays a cursor in other open planes that follows the motion of the cursor in the active plane.
m 3D Measure | TB,CM Click two points (or drag and click). The measurement appears at the same coordinates on all series with the
same frame of reference.
m 3D Point TB,CM Click to add the point. The point appears at the same coordinates on all series with the same frame of
reference.
m 3D Ray TB, CM, KS Draws a 3D ray on an image. Select to place a vertex on one plane, and the ray extends through the image on
all planes.
m 3D ROI TB, CM Available in a future release.
E Actual Image] TB, CM, KS Displays images in their real-life anatomical dimensions.
Size
m All Monitor | TB Changes the viewer cell layout.
Layout
Change
H Angle TB, CM, KS, EAV| Measures and annotates an angle.
Angle - Cobb] TB, CM, KS Measures a Cobb angle.
m Angular TB, CM, KS Plots points to represent angular rotation.
Rotation
Annotate TB, CM, KS Select this tool, then select an annotation tool and annotate the current image to add the same annotation to
Tagged all images in the series. Does not support 3D annotations.
Series
Annotate TB, CM, KS Select, and then apply a 2D annotation to a tagged image to annotate all tagged images.
Tagged
Images
Approve ETS Approves the current study.
Approve & | ETS Approves the current study and opens the next study.
Next
Arrow TB, CM, KS, EAV| Draws an arrow.
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Audio CM [Discontinued]
Annotation
o Auto W/L TB, CM, KS Automatically optimizes the W/L.
ﬂ Bone TB,CM Controls contrast between bone and other tissues.
Enhance
m CAD TB, KS Displays CAD findings, with a button menu for selecting specific findings. Available when CAD findings are
present in the opened study. The following can be set independently.
- Jump to Next Finding on BTO
- Toggle All Study
- Toggle Breast Density
- Toggle Breast Geometry
- Toggle Calcification Clusters
- Toggle Current Image
- Toggle Individual Calcification
- Toggle Malc
- Toggle Nipple
m Center Point | TB, CM Click two points. The center point between them is indicated.
Cine Player | TB, CM, EAV Starts cine looping.
Close Series | KS Keyboard shortcut for the Close Series option in the image cell's upper-right shortcut menu.
Close Study | KS Keyboard shortcut for Partial Close.
Context B Displays the viewer shortcut menu.
Menu
Context Tool | TB, CM, KS Displays a linked image at the same X, Y, Z angle as the current image.
Contrast CM Applies a fixed image contrast adjustment.
Enhance
m Create TB, CM Creates a teaching (ung.) study.
Teaching
Study
m Crop/Slab EAV Adds sliders to 2D viewports to crop the 3D image, and sliders in the 3D viewport to control slab thickness.
E CT Ratio TB, CM, KS Displays the angle between two lines. Use to calculate the angle between vertebra.
Curve TB, KS Click two points to estimate curvature from the center of the end vertebrae to the center of the apical
] vertebrae.
Curved MPR | EAV
In EAV, click points to define a curve. A straightened image based on the curve is rendered in the 3D viewport.
= Cutlines TB, CM, KS, EAV| Shows/hides cutlines or reference lines, if present.
Delete CM Deletes all annotations.
Annotations -
All
Delete CM Deletes all annotations of the same type (such as text annotations) on the current image only.
Annotations -
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All Same
Type
Annotation
ﬂ Delete TB, CM, KS, EAV| Deletes all annotations.
Annotations -
Image
H Delete TB, CM, KS, EAV| Deletes all annotations in the current series.
Annotations -
Series
“ Delete TB, CM, KS, EAV| Deletes all annotations in the current study.
Annotations -
Study
Delete Imagg CM Available with Study Delete rights. Select to delete a single image from a series.
Delete Series] CM Available with Study Delete rights. Select to delete the current series.
m DICOM Print | TB, CM, EAV Sends the image to a DICOM printer.
DICOM Print | CM, KS Adds the current image to the DICOM print queue for later printing.
- Add Image
to Queue
DICOM Print| CM, KS Adds the current series to the DICOM print queue for later printing.
- Add Series
to Queue
DICOM Send| CM Opens a dialog for sending the current image to selected AEs.
Images with
Annotations
DM KS DM navigation functions:
DM Next
DM Next Current
DM Next Group
DM Next Prior
DM Previous
DM Previous Current
DM Previous Group
DM Previous Prior
n DM Settings| B, CM Opens display management settings.
n Documents | TB, EAV Opens an independent window for viewing, scanning in, and attaching patient documents. Turns blue when
documents are available.
u Dot TB, CM, KS Draws a dot.
Download CM, KS Downloads the current image to the default download folder on the workstation.
Image
Download CM Downloads the current series to the default download folder on the workstation
Series
Download CM Downloads the current series as an MP4 video, saved in a selectable frame rate.
Series as
MP4
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Edit TB, CM, KS Turns Edit mode on/off. Edit mode allows editing of previously set annotations.
— Annotation
Edit CM Right-click an annotation, select Change Annotation Color, and then select a color in the sub-menu.
Annotation Prerequisite: Configure two or more annotation colors in viewer settings.
Color
@ Ellipse TB, CM, KS, EAV| Draws an ellipse.
Enable 3D TB, EAV Switches between the standard viewer and the Exa Advanced Visualization viewer.
Advanced
Visualization
Viewer
. External TB,CM Reserved for opening an external application.
Tools
q:"r. FH Measure | TB,CM Measures the diameter or position of the femoral head.
E Fit to TB, CM, KS Restores original zoom level.
Window
“ Flip - TB, CM, KS Flips the image across its horizontal or vertical axis (hover over the tool to select between axes).
Horizontal
Flip - Vertical
E Frames B Selects the number and arrangement of frames to display in the viewing area.
m Horizontal TB, CM, KS Draws a horizontal orthogonal angle.
Orthogonal
Angle
Hounsfield | TB, CM, KS Displays the pixel value in Hounsfield Units.
Units
I] Invert TB, CM, KS, EAV| Inverts black/white values.
n Line TB, CM, KS Draws a straight line.
= Line - TB, CM, KS Draws a horizontal line.
Horizontal
u Line - TB, CM, KS Draws a vertical line.
Vertical
m Link - TB, KS Links two or more series that are open.
Automatic
Link - Reset | T8, kS Removes any linkages.
Series
Linking KS After linking two series, the Linking keyboard shortcut turns linking ON and OFF
n Magnify TB, CM, KS The "magnifying glass tool," displays a movable zoomed area.
m Manual - TB, KS Links user-specified frames between panels.
Manual
Marker - Left] TB, CM, KS Adds an L (left) marker.
() Marker - TB, CM, KS Adds an R (right) marker.
- Right
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Measure TB, CM, KS, EAV| Measures between two specified points.

Measure TB, CM, KS Measurement comparison. Click a first and second point, then double-click a third point. Displays the
Compare distances between the points.

EEH

MPR TB, KS Multiplanar reformation. Select to generate and display coronal, sagittal, and MIP (maximum intensity
projection) stacks from an axial image.

Next Series | KS Keyboard shortcut for moving to the next available series in the study.
1:1 One toOne | TB, CM, KS Displays the image in its original DICOM size.
[ﬁ: One-Click B After using an annotation tool once, the pointer switches to the default tool.
Annotations
Open Next | KS Auto Open Next Study option.
Study
Pan TB, CM, KS, EAV| Drags the image any direction.
[
Pencil TB, CM, KS Freehand-draws a line.
@ Perfect Circlg] TB, CM, KS Draws a circle.
u Pointer TB, KS Selects the standard pointer tool.
Cursor
Pre-Approve | ETS Pre-approves the current study.
Presets CM Display Window/Level presets
Previous KS Moves to the previous series in the study.
Series
E Print TB, EAV Sends images to a non-DICOM printer.
H Prior TB, EAV Opens reports. Turns blue when reports are available. Opens prior approved reports regardless of DICOM
Reports status (including non-imaging priors).
Radial Angle] TB, CM, KS Draws a radial angle, which is the angle of the distal radial surface with respect to a line perpendicular to the
shaft.
Radial TB, CM, KS Draws a radial length.
Length
E Rectangle | TB, CM, KS, EAV| Draws a rectangle.
E Reset Frame | TB, KS, EAV Undoes all unsaved changes to the image within the active viewing cell.

Exa Advanced Visualization: In 2D planes, resets the cross reference lines to the default positions, and slab
thickness to the default state. In the 3D viewport, resets the view (rotation, Window/Level, etc.) to the default
state, but leaves other selections in the dropdown lists unchanged.

= Reset Stack | TB, CM, KS Restore images in a stack to their last-saved ordering.
Reset Study | CM Resets all unsaved changes in the series.
Object
Reset Viewer] TB, CM, KS Reverts non-permanent modifications to images in the viewer (zoom, rotation, Window/Level etc.) to their
original state.
Rotate TB, CM, KS Rotates the image 90 degrees clockwise.
(Right)
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Tool | Name Availability ’Functioni

Hover over the rotate button to reveal the rotate left button.

Rotate (Left)] TB, CM, KS Rotates the image 90 degrees counterclockwise. Hover over the rotate button to reveal the rotate left button.
Save TB, EAV Saves the current state of annotations.
Annotations -
All
Save KS Saves the current image annotations.
Annotations -
Image
Save KS Saves the current series annotations.
Annotations -
Series
Save KS Saves the current study annotations.
Annotations -
Study
Save MPR CM Saves the current MPR-generated series or instances.
E Save Series | TB, EAV Saves the current series with any edits back to the parent study.
Save ETS In Exa Trans, saves the current transcription.
Transcription
m Set Key TB, CM, KS Sets the current image as a key image.
Image
n Segment EAV The ROI you draw is maintained and the remaining volume is cut out.
Inside ROI
[3 Segment EAV The ROl you draw is cut out from the volume.
Outside ROI
n Segment EAV The ROI you draw is masked in red.
Inside Mask
m Segment EAV Everything outside of the ROl you draw is masked in red.
Outside
Mask
L"] Set Center | EAV Resets the center point of cross reference lines.
Point
n Show Prior | TB, EAV Opens a dialog with a list of priors that you can select to display in the prior bar.
List
E Shutter - Box| TB, CM, KS Adds an rectangular shutter.
Shutter - TB, CM, KS Draws an elliptical shutter.
Ellipse
SHF Shutter - TB, CM, KS Draws a freehand shutter.
Freehand
Skip ETS In Exa Trans, skips the current study and moves to the next.
Transcription
D Span TB, CM, KS, EAV| Switches between moving and spanning.
Spine Label | TB, CM Adds vertebrae labels to spinal images.
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Tool | Name Availability ’Functioni

Spine Labels | CM Adds movable spine labels.
Floating
Spine Label | TB Adds vertebrae labels from common starting points.
- Short
Spine Labels | TB, CM Adds vertebrae labels on all series with the same frame of reference.
3D
p_r‘ Spine Labels | TB Adds vertebrae labels from common starting points on all series with the same frame of reference.
. 3D Short
Spine Labels | TB Adds vertebrae labels to the same anatomy on all series with the same frame of reference.
Quick 3D
',"'j Spine Labels | TB Adds vertebrae labels from common starting points to the same anatomy on all series with same frame of
S Quick 3D reference.
Short
n Study Notes| TB, EAV Displays a dialog for reading/writing notes.
Tag Image | TB, CM, KS Click to tag images in a series for batch annotation.
Text TB, CM, KS, EAV| Draws text.
n Toggle TB, KS Shows/hides annotations.
Annotations
u Toggle TB, CM, KS Shows or hides overlays. For MG studies, also shows or hides MG-related information. See also "Toggle
DICOM DICOM Overlays."
Object
Overlay
m Toggle B, CM Shows/hides patient and study information in the DICOM header.
DICOM
Overlays
Toggle to 2D| KS For mammography, switches from 3D to 2D view, if available
Toggle to KS For mammography, switches to BTO view, if available
BTO
Toggle to KS For mammography, switches to the synthesized view, if available
Synthesized
View
n Transcriptio | TB, EAV Opens an independent dictation and transcription window.
n
n Triangulation} TB, CM, KS Displays the context tool at the same coordinates on all series with the same frame of reference.
m Untag All TB, CM, KS Untags any images tagged (selected) for batch annotation.
Images
E View DICOM| TB, CM, KS Displays a list of DICOM values associated with the current image.
Values
n Viewer TB, CM, EAV Displays the settings dialog.
Settings
ﬂ Window/Lev | TB, CM, KS, EAV| Adjusts the window/level.
el
m Zoom TB, CM, KS, EAV| Zooms the image in/out.
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Details on Linked Reporting

Statuses of linked reports

e Any activity related to retaining the STAT level of a main study also applies to any of its linked studies.
e Any activity related to TAT recording (approval time) on a linked main study also applies to any of its
linked studies.
e When you unlink an approved study, the study reverts to Unread status.
¢ When a main study changes to Approved status, so do its linked studies. In addition:
e The order status of the linked studies changes to Check-Out.
e The approving physician and/or pre-approving physician and approved date are added to the main
and linked studies.
e When a main study changes to the following RAD-related statuses, so do its linked studies.

Draft
Transcribed
Pre-Approved
Dictated

Approved-Coded (APCD status)

e When you add an addendum to a main study and the study status changes, its linked studies change to
the same status, including the following.

Draft - Addendum
Transcribed - Addendum
Approved - Addendum

Dictated - Addendum

e When you right-click a main study and select Exam > Reset Transcription, the main study and linked
studies are reset to Unread status.

o When you change a main study from Approved to an earlier status, you are prompted to unlink its linked
studies. The main study changes to the selected status, and the linked studies change to Unread status.
The report remains with the main study.

e When you change the status of a linked study, you are prompted to unlink it from the main studies. The
linked study changes to the selected status, and no other studies are affected.

e When you reset the transcription of a main study, this resets the transcription for the main and linked
studies, and sets their statuses to Unread. The studies remain linked.

e When you reset a main study with an approved report, you are prompted to unlink its linked studies. The
main study changes to Scheduled status, and the previously linked studies change to Unread status.

o When you reset a linked study with an approved report, you are prompted to unlink it from the main
study. The study changes to Scheduled status, and other studies are unaffected.
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Considerations when transcribing linked studies

e When transcribing a main or linked study, the transcription lock is applied to the main study and all linked
studies (in both Exa Trans and Web Trans). The following actions release the transcription lock on all
studies:

Close the transcription
Sign out of Symmetry PACS
Approve the study (E-sign and Approve, Approve and Next, or Pre-Approve)

Using Skip or Not Approve

o Immediately after you link studies, Exa Trans and Web Trans updated accordingly, even if a transcription is
open. This includes updating of the report header with information from the linked studies.
e Exa Dictation audio files are available in the viewer and in Web Trans for all main and linked studies.

Which reports can you link?

When you select to link reports, Symmetry PACS automatically displays a list of reports that are available to link.
These studies:

e Have a study date 3 days before or after the main study
e Have a status other than Ordered, Canceled, Rescheduled, No Show, Read, or Approved
o Are from the same facility as the main study
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Install and configure tools

This section contains the following topics.

Add the Chrome extension
Install Exa Trans

Install Exa Dictation

Install OPAL tools

Install Exa Client Viewer
Install Exa Scans

Install and configure local cache

Add the Chrome extension

eXQ-PLATFORM

You can add an extension that configures your Chrome browser to work with multiple monitors. After adding the

extension, you can configure display settings for the monitors you will use.

Procedure

On the burger E menu, point to TOOLS, and then select CHROME EXTENSION.

On the Chrome_MultiMonitor page, select Add to Chrome.

Note: If the 'Add Chrome_Multimonitor? message appears, select Add extension.

On the worklist, on the upper toolbar, select the settings E button, and then in the button shortcut menu,
select Viewer Settings.

Manitors on System 3 C <=

On the GENERAL tab, under Display Settings:

a. Select the Monitors on System box

.

b. Select the refresh '~ button

c. Select the identify <> putton.

In the table of monitors:

a. In the Monitor column, select all monitors that you want to use.

b. Inthe Current column, select the monitor to hang current images and thumbnails.

c. Inthe Prior column, select the monitor to hang prior images and thumbnails.

Note: When using a hanging protocol, the Current and Prior settings in the table only control where the
thumbnails hang.
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6. Optional. In the Orders column, select an item to auto-open in the monitor.

7. Select SAVE.

Install Exa Trans

Radiologists who use voice recognition (such as Dragon or Fluency) for transcription must install Exa Trans.

Prerequisite: Whitelist URLs by creating the file C:\viztek\exa\cfg\ExaWhiteListsConfig.json with the following
contents:

{

"version™:"1.0",

"allowedExaSites": [
"https://localhost.kmha.dev"
"https://localhost.kmha.dev/auth"

1

}

Procedure

1. On the burger E menu, point to TOOLS, and then select EXA TRANS.

@ Note: Chrome downloads ExaTransSetup.msi in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select ExaTransSetup.msi. Windows installs Exa Trans.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

Install Exa Dictation

Anyone who uploads voice clips (such as the radiologist) or transcribes them must install Exa Dictation.

Prerequisite: Whitelist URLs by creating the file C:\viztek\exa\cfg\ExaWhiteListsConfig.json with the following
contents:

{

"version™:"1.0",

"allowedExaSites": [
"https://localhost.kmha.dev"
"https://localhost.kmha.dev/auth"

1

}

Procedure
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1. On the burger E menu, point to TOOLS, and then select EXA DICTATION.

Note: Chrome downloads exa_dictation_setup.msi in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select exa_dictation_setup.msi.

3. Windows installs Exa Dictation.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

Install OPAL tools
Many functions in Symmetry PACS require that you first install OPAL tools, such as import, CD import, and CD burning.

Procedure

1. On the burger E menu, point to TOOLS, and then select OPAL TOOLS.

Note: Chrome downloads OpalToolsSETUP.exe in the lower left corner of the browser. Wait until the
download is finished before continuing.

2. Select OpalToolsSETUP.exe. Windows installs Opal tools.

Note: If the User Account Control dialog appears, select Yes.

Install Exa Client Viewer
Symmetry PACS uses a server-side viewer, but you can also install the client-side Opal viewer.

Procedure

1. On the burger E menu, point to TOOLS, and then select OPAL VIEWER.

Note: Chrome downloads ExaClientViewerSETUP.exe in the lower left corner of the browser. Wait until
the download is finished before continuing.

2. Select ExaClientViewerSETUP.exe. Windows installs the Opal viewer.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.
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Install Exa Scans

With Exa Scans, you can scan paper and other media and attach the scans to studies as DICOM data.

@ Prerequisite:

e You must uninstall any existing version of Exa Scans before installing a new one.

o Whitelist URLs by creating the file C:\viztek\exa\cfg\ExaWhiteListsConfig.json with the following contents:
{

"version™:"1.0",

"allowedExaSites": [
"https://localhost.kmha.dev"
"https://localhost.kmha.dev/auth"

]
}

Procedure

1. On the burger E menu, point to TOOLS, and then select EXA SCANS.

Chrome downloads exa_docscan_setup.msi in the lower left corner of the browser. Wait until the download is
complete before continuing.

2. Select exa_docscan_setup.msi.

Note: If the Windows protected your PC dialog appears, select More info, and then select Run anyway.

3. In the Welcome to the EXA Document Scan Setup Wizard, select Next.

4. On the End User License Agreement page, select | accept the terms in the License Agreement checkbox, and
then select Next.

5. On the Destination Folder page, select Next.
6. On the Ready to Install EXA Document Scan page, select Install.
7. If the User Account Control dialog appears, select Yes.

8. On the Completed the EXA Document Scan Setup Wizard page, select Finish.

Install and configure local cache

Local cache is a service that manages the copying of studies from the server to your local workstation for local use. To
use local cache, see Use local cache. To install and configure local cache:
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Configure the server

1. On the burger E menu, select SETUP.
2. On the OFFICE menu, select DICOM.

3. On the AE Title tab, select Add, and then enter the following settings.

AE Type Local Cache
AE Title (Remote) [Name with no spaces]
Description [Friendly descriptive name]

4. Select SAVE.

Install the client service

1. On the burger E menu, point to TOOLS, and then select CLIENT SERVICE.

Result: Your browser downloads exa_localcache_setup.msi to its specified folder for downloads (usually the
Windows Downloads folder).

2. Run exa_localcache_setup.msi and follow the prompts to install it.

3. Optional: Configure routing rules for your local cache AE title to fine tune what is routed to the local cache.

Configure local service settings

1. In the Symmetry PACS worklist, select Settings E and select Local Service Settings.

2. In the Rendering Options screen, under Prefetch Configuration, enter the following settings.

Target Shortcut

AE Title Type the AE Title (Remote) name that you created in “Configure the server."

User Name Type a user name with rights to access studies on the server.

APl URL Type the address of the server hosting the studies that you want to locally cache.

Debug Mode Select to add additional troubleshooting information to logs.

Disable Oncall Turns automatic caching of the user-selected On Call worklist filter ON and OFF.

Allow Opal Receive Select to allow receiving, parsing, and storing of Opal protocol files. In the Opal Receive Port, type the port
number on which to receive Opal files.

Allow DICOM Receive Select to allow receiving, parsing, and storing of DICOM protocol files. In the DICOM Receive Port, type the port
number on which to receive Opal files.

3. In the Rendering Options screen, under General Configuration, enter the following settings.

‘ Target Shortcut
API Timeout Type the number of seconds to keep the connection to the server open.
Study Timeout Type the number of hours to keep the imageservice/study thread open (based on the user's last interaction with
the study).
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Target Shortcut

Prefetch Interval Type the number of minutes after which to perform a prefetch.
Cache Timeout Type the number of days to keep locally cached studies before purging.
Cache Directory Type the fully qualified path to the local cache.

(default=c: \ vi zt ek\ exa\ cache\ |l ocal cache)

Study Count Type the maximum number of studies to keep in local cache.

RAM Usage Type the maximum number of megabytes of RAM to use for prefetching and local rendering.

Max Threads Type the number of simultaneous threads available to download studies.

Parallel Prefetch How many studies to download at a time.

Cache Disk Usage Move the slider to set the maximum percentage of hard drive to use for prefetching and local rendering.

Oncall Interval Type the number of minutes to elapse before checking for new studies to prefetch (to refresh the oncall worklist|
filter).

Prefetch Priors Select to include priors when prefetching.

Number of Priors Select the number of priors to prefetch.

Enable Skinline Detection | Select to make Skinline Detection available when viewing prefetched studies.

Cache Filter Page Size Type the maximum number of studies to cache from those that are found based on worklist filters.

4. Select ACTIVATE.

@ When local cache is active, a Disable checkbox becomes available in local service settings to turn OFF
local cache and stop related services and threads.

Configure worklist user settings

1. Go to Worklist > Settings > User Settings.

2. Under Default Filter (Local Cache), select the filter to use to display your local cache.
See also:

Use local cache
View the caching status
Create worklist filters for local cache

Location and contents of screens
Burger menu

The burger menu contains the following options.
Burger > Worklist

[Return to previously viewed page: Alt + Left Arrow]
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———

Viztedk, Facs

COMFIGLIRATION

DA SHEOARD

WORKLIST

PATIENT ARRIVAL WORKLIST

PATENT

OUERY/RETRIEVE

SCHEDULE

BILLING

PAYIAENTS

PSR, ML T,

Burger > PATIENT ARRIVAL WORKLIST

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIEMT ARRIVAL WORKLIST

PATIENT

HSPATCHING DASHBOARD

QUERY/RETRIEVE

Burger > AHI

[Return to previously viewed page: Alt + Left Arrow]
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= —

Wiriek, Pacs
CONFIGLIRATION
MASHBOARD
"WORKLIST
PATIEMT ARRIVAL WORKLIST
Ll
IPATIENT
QUERY RETRIEVT
BCHEDULE
BILLING

PAYMEMTS

INTERFACE

-

Burger > PATIENT

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIEMT ARRIVAL WORKLIST

PATIENT

HSPATCHING DASHBOARD

QUERY/RETRIEVE

Burger > DISPATCHING DASHBOARD

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIEMT ARRIVAL WORKLIST

PATIENT

HSPATCHING DASHBOARD

QUERY/RETRIEVE

Burger > SCHEDULE

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIEMT ARRIVAL WORKLIST

HSPATCHING DASHBOARD

QUERY/RETRIEVE

Schedule

BACHK

+

SCHEDULE

AVAILABLE BLOTE

PENDING REFERAALS

PENDING FHLLOW-UPS

YEHICLE ASSIGNMENTS

E

WEHICLE TRACKING

El

Burger > BILLING

[Return to previously viewed page: Alt + Left Arrow]
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Wizlek, Pacs

DASHEOARD

WORKLIST

PATIENT ARRIVAL WORKLIET

PATIENT

QUERY/RETRIEYE

SCHEDAULE

EILLIMG

PAYMENTE

FREPORTE

THLE

EETLV

POATAL REQ. LEEERE

INTERFALE

HORECs, MINOLULA

Burger > SETUP

[Return to previously viewed page: Alt + Left Arrow]
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E——

—

Virtok, Poca

DASHBDART

WORHILEST

PATIENT ARRTVAL WORKLIST

PRTIENT

CQUERY/RETRIEVE

SCHEDULE

BILLING

PAYMENTS

BEPOETS

TOOLS

SETUF

PORTAL REG. USERS

INTERFACE

Burger > TOOLS

[Return to previously viewed page: Alt + Left Arrow]
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WORKLIST

PATIEMT ARRIVAL WORKLIST

PATIENT

HSPATCHING DASHBOARD

QUERY/RETRIEVE

SCHEDULE

Worklist
Worklist > ALL STUDIES

= Worklist

ALL STUIHES

Worklist > Settings > User Settings

0 0 0 0
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User Settings
Viewer Settings

Local Service Settings

Worklist > Settings > Viewer Settings

0 0 0 0

User Settings
Viewer Settings

Local Service Settings

Worklist > Settings > Local Service Settings

0 0 0 0

User Settings
Viewer Settings

Local Service Settings
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Office menu

The setup area (or "office™) menu contains the following options.

OFFICE > Office

Providers & Resources
Co Scheduling & Codes
0 DICOM

Billing

Meaningful Use

User Management

General

HL7

Co
Log
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Billing
Billing > Studies

STUDIE:
ALL BTUDIES
HOCOUNT ML FATIERT ETUGY DATE PIEUAAHEE PRIVIDERS
z [4-20- BI2Z0510
Tesdiz Tarst, Aukvey S0EE0G49 1100 AM FOT .
[} FuF i Fusl1928, Fest1ws 202 3-05-19 050 AM EDT SARP MEDICARE COMPLETE
SR5053 55 50 3033015 1300 P4 EOT AARP HEALTH ADEMTAGE HER

Billing > Claims

ALL CLAIMS:

STUDY DATE CLAMN DT CLAM NUMBLER PATIENT RWAME CLEARINCMHCHES DILLIN
1201 5F2002 - 0345 0es A Al
O & @ @ ooz o120 5 Test, Ficrard Warker Compensation Board Ciract B
0 ¢ [ B ozoisanza oz 2 Test, Jil Fatient
O & @ 2 eireanes ou TR 7 Tet, Jusy Palient

Billing > Payments

R

Payriin Eritas ARPLY TOS PATMENT Papment Tocal  Totsl Fagmmem Adjusimen
Apcbad Toinl
m ENALL BALRNCE ADULIETMENT 505100
151600 E1d.80
PRI REITENE] PAYRIENTCATI ACOCUHTINGE PAYERTYPL IPATER MAME FATICHT AN FAYMENT &F PAYWEINT A OALAKIE ADUSTMER HOTES FOSTEDEY PAYMENTM CHEDE/CAR] FRCLITY
Fas PRt h ] 20210523 rursre BLTHA NLALTH PL SRS 1 00 pikes SE07 Fa, Srinfks Caak Iy Carmparn]
M SO0 21230523 s BETHA HEALTH PLI a0 %00 SO 53200 Fa, Srines Caak Iy Carmparn ]
&1 e Rl ] 212140510 Patier?t S5 00 .00 52000 5000 Reg Hirrells. Cazk Hirreilis: Text

Billing > Setup
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VALIDATE Refresh Settings
PATIENT NAME cLEARIt  Adjustment Codes g
Al Billing Codes
Billing Classes
Test, Richard Warker C i
Clairn Status
Test, Jill Collections Process 1]
Test, Judy Delay Reasons f
Test, Judy Billing Providers i
Provider Id Code Qualifiers
Test, Judy iy

Test, Stephane Billing Messages

Fayment Reasons

Test, Stephans T
CAS Group Codes

Test, Stephane CAS Reason Codes I

|
Test Helen Status Color Codes r

Billing Validations
EDI/ERA Templates
EDN Clearinghouses
Insurance Mapping
Printer Templates

Auta Billing

Billing > Report
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BILLING METHOD

all
Electronic Billing
Patient Payment
Patlent Payment
Patlent Payment
Patient Payment
Electronic Billing
Patient Payment
Electronic Billing
Patient Payment
Patlent Payment
Electronic Billing
Electronic Billing
Patient Payment

Electronic Billing

Report =

My Reports
Aged AR Summary

Aged AR Details

Charges

Claim Activity

Claim Inguiry

Claim Transaction
Collections

Credit Balance Encounters

Diagnosis Count

Modality Summary

Maonthly Recap

Patient Statement

Payer Mix

Fayments

Payments Realizatlon Rate Analysis
Patients By Insurance Company
Fayments By Ins Company
Procedure Analysiz By Insurance

Procedure Count

Reading Provider Fees

Referring Provider Count

Oof in? e T
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Screens in the Edit Study screen
Edit Study > PATIENT INFORMATION

[\ Patient, New (Acc2:PatN1120), 01/0177977 , M, 46Y

BTUDY : 30 RRDE &R

patint tormaton . [T I N N
PATENT BFORWATH .
g -
Mkt Licenus b SEaln
Faolies L
OISO Fatien 10 Emp. Satus Sulact
AccouslbedALY | PwNIIZE o Ernplogar Hase
MAKAGE MTERRATE ACCOLINT MUM ! IDENTIFIERS Emp. Addiins
Mo © Ham u ity SlsterTIP
Fartaent kg
e PhosaFas:
o 01D 9TT T g * 1] -
Marial Siabis Galect w Mt ght {fring O Feanan iy
PMetas
Smoking Blares Sekact w O Wl ght (o)
Rt sl Ethric 0 Amemican = Patiamt Flag Seleot -
Indian cr Aluaka
Hletirn Language Beleer v
| Y
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