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How to Use this Manual

Navigating this Manual

This User's Guide is provided in both printed and electronic form, searchable with most commonly
available document viewing programs. If you cannot locate an index topic you need, please do a
text string-search for the relevant word or phrase, or related words.

The screenshots shown throughout this guide have been taken with a relatively small window size.

The default display is a window that fills the screen. Click once on the Minimize button (upper right-
hand corner of window display) to get a smaller working area; click on the Maximize button to return
to full-screen display.

The screenshots have been taken with the next-to-last version of the software. We have made every
effort to match what you will see in ezChartWriter with what the guide shows, but there may be
slight discrepancies.

This guide assumes you have basic familiarity with using a mouse and file manipulation in Microsoft
Windows. This manual was written using a tree structure (for example, topics are listed in a

hierarchical branching format). If the tree is fully closed, click the "+" sign in the box icon &) to the
left of the node icon to open up the first branch, then repeat this process to open up further

branches. Alternatively, click the blue underlined hyperlinks on this page to jump to the main
sections.

If you want to move down the tree using the keyboard, press the Tab key. This will take you to all
subtrees that are currently open.

Conventions Used in this Manual

Click refers to clicking a menu item, a button or a clickable icon (tool button).
Press refers to pressing a keyboard key or key sequence.

Mouse and Keyboard Notation

Mouse Notation

Unless otherwise specified, click refers to clicking the left mouse button once. Where there might
be ambiguity, the terms left-click, right-click, and double-click (using the left mouse button) will
be used.

Drag-and-drop refers to dragging an object with the mouse cursor while keeping the left mouse

button depressed, then releasing the left mouse button to "drop" the object.

Keyboard Notation

Keyboard key combinations are shown in boldface, for example, Backspace means “Press the

© 2011 Iccomplish, Inc
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Backspace key.”

The Control key is shortened to Ctrl. For example, Ctrl+A means "Press the Control key, and
while holding it down, press the A key."

The Alt key is an abbreviation for Alternative.
The Shift key is not abbreviated.

Shift+Ctrl+A means "Depress the Shift and Control keys, and while holding them down together,
press the A key."

Note: You can choose the Shift, Ctrl and Alt keys from either side of the keyboard, according to
convenience.

The Escape key is abbreviated as Esc.

To select a node means to click its icon or title in the Tree view on the left side, or mowve the Tree
view cursor up or down using the cursor (arrow) keys, until the desired node is highlighted.

Mouse Conventions
You may perform several actions during your work with this software; the following specific words
are used to describe them:

e Point to — mowe the mouse pointer to an item.

e Click or Left-click — point to an item and press the left mouse button.

¢ Right-Click — point to an item and press the right mouse button.

¢ Double-Click — point to an item and quickly press the left mouse button twice.

e Drag - point to an item and press and hold down the left mouse button while you move
the item.

e Select - highlight or make an interface element active by either clicking it or dragging
over it (other actions are possible, if specified in the documentation). If used in select the
check box, it means that the check box should be marked with a tick (as opposed to
clear the check box when the check box should be cleared, without a mark).

Keyboard Conventions

Keystroke commands are noted in bold letters. Command key combinations are separated by the
dash symbol (“-). This indicates that the noted keys are to be pressed simultaneously. For
example, Alt-S signifies that you should hold down the Alt key while pressing the S key. Bold
lower-case letters indicate operating system commands and command lines. For example, you
would enter copy *.* on the command line exactly as written.

Menu Notation

© 2011 Iccomplish, Inc
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Menu selections are shown in boldface italics to distinguish them from commands and the rest of
the text. An instruction such as "Click File / Save" means "Click the word File on the Main menu
(located at the top of the window) and when a drop-down menu appears, select Save from the list of
options.

If the words in the menu appear faint or "greyed-out," this means that the menu option exists, but is
unavailable (disabled) right now.

When there is a specific order of buttons to click, they will be separated by the arrow symbol "-->";
to complete the action follow the sequence exactly as presented.

For an explanation of keyboard shortcuts and menu access keys see Making it all happen.

Other Conventions Used in this Manual

Besides icons noting specific operating systems throughout this manual, the following are used to
indicate specific types of information. The applicable information follows each icon in indented
paragraph format as shown below:

i} This icon is used to identify important information and tips.

A Specific warning information that may help you avoid a problem.
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Overview of ezChartWriter

What is ezChartWriter?

ezChartWriter is a powerful, easy-to-use and affordable EMR (Electronic Medical Records) software
for Ophthalmic Professionals (optometrists, ophthalmologists, and opticians). It allows you to track
patients, create reports and prescriptions, enter exam data and generate letters. ezChartWriter
resides on your local computer and can be networked so that all Windows XP, Win 2000, Vista or
Windows7 computers can see the data. With its many basic and advanced features ezChartWriter
offers a secure, affordable and efficient means to add EMR to your practice. It allows creating and
printing medication and/or ophthalmic prescriptions. It includes a built-in word processor, report
editor, Rx logbook feature, reminders and note documentation tool in one application, which you
can use to organize your patient demographics, Rx's and other data.

Program Structure

ezChartWriter uses familiar images as the cornerstone of the user interface. For example, a patient
chart looks similar to what you would see in the paper format. Rx's and notes are presented in lists
that can be double clicked to call up the appropriate report. The report editor is similar to standard
word processors available in Windows XP.

Certification

In order to keep our software very low cost (only $199 per year per location with unlimited
computers/users) we are not pursuing certification at this time. Howewver, because some of our
doctors see a significant amount of Medicare patients, we have partially integrated with
PracticeFusionEHR.com. That site is a free EHR and has ONC certification. Sponsored in part by
Dell Computers, they are the leading free EHR solution. This fits nicely with our own low cost
software model. The website is fairly limited in optometric functions (which is where our software
comes into play). You simply paste your SOAP note to the site and keep a parallel system online.
So it also functions as a “backup” of your SOAP notes that can be accessed anywhere there is
internet.

To qualify, you have to be an eligible provider who bills CMS. Next, you need to use a certified EHR
system and meet 20 criteria for Meaningful Use. For 2011, you will to attest to CMS that you met
the Meaningful Use criteria for 90 consecutive days and your incentives will be paid with your
reimbursements.

Practice Fusion's EHR is ONC-ATCB 2011/2012 compliant and is certified as an EHR Module in
accordance with the applicable certification criteria adopted by the Secretary of Health and Human
Senices (HHS).

Rx Wizards

In order to quickly build a Rx, a wizard is available to walk you through the process. Whether you
are creating a medication Rx, a spectacle Rx or a contact lens Rx, the wizard gives you the tools to
easily enter your prescription data. One of ezChartWriter's great strengths is that it allows you to
create Rx's based on prior data, simply by double clicking on a past Rx in the Logbook

It should be mentioned that ezChartWriter does not oblige you to use the Rx Wizard at all. For
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example, for custom Rx's you can simple open a blank report and manually type your data.

Reports

ezChartWriter can also help you save time by generating letters, reports, and patient handouts.
Many pre-existing sample reports are included or you can build your own!

Compatibility

Since ezChartWriter can export data in both text and PDF formats, you can send your Rx's and
letters in e-mail or simply create backup copies that can be opened on any computer.

2.1 Evaluating the Software (Free Trial Period)

ezChartWriter is free to try for up to the first 30 days, during which time the program is fully
functional. Beyond this limit, you need to register the software. You should keep the following in
mind when evaluating ezChartWriter:

e The installation of a fresh version of ezChartWriter over a previously installed evaluation
version does not prolong the original 30 day evaluation period.

e Each location (clinic) that uses ezChartWriter will have its own uniquely assigned serial ID
number and account number. Your account number is your practice telephone number.
When you register the software you will be asked to provide your practice telephone
number; please provide a valid and accurate number. If your telephone number should
change in the future, you will need to re-register your software. If you have two (or more)
locations, each will require a separate registration number.

['n_ 1] The quickest way to display the help is to press F1. If context-sensitive help is available it
will be displayed automatically.

Most of'the screens in ezApptScheduler have a Help button that displays relevant
mformation.

Help Select the Help item in the menu bar for additional help options.

2.2 Register/Activate software

To register ezChartWriter, you simply need to download the activation codes automatically once
the software is properly licensed.
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2.3

Reqistration Options
I would lke to evaluate the software before purchasing
i
i

Already purchased a software license? ¢ Mo Yes

Activate Mow wia Internet Impart Licenze File || www.ezchartwriter.com

ezChartWriter will run unregistered for up to 30 days. When unregistered, the software runs without
limitations of any kind; what you see is what you will get.

When you run an unregistered version of ezChartWriter in excess of the allowed 30 days, a window
will appear displaying the expiration status of your trial and giving you the opportunity to do one of
the following:

e Purchase your version of ezChartWriter (with the Purchase Software button or directly via
the ezChartWriter website);

o | Purchasze Software How!

e Register your version of ezChartWriter by using the online activation (or CD-ROM) you
once you have purchased your license(s); or

e Exit the unregistered program.

You can also find the Purchase/Register options by logging in as the Adminsitrator and clicking
Admin Settings --> Software Account.

Once you register ezChartWriter, you will notice that the View Licenses menu of the Administrator
screen displays your serial number and registration status.

The registration Web page, where you can purchase and register your ezChartWriter software is
located at www.ezChartWriter.com/order.htm

If you have more than one clinic location, each will need to be individually registered since each will
have a separate database and account number (which is the practice telephone number).

You DO NOT hawe to purchase a license for each computer and/or user; we license only the single
clinic location.

How to Purchase

We recommend you use the internal Order Form built into the ezChartWriter software. You can also
find the Purchase/Register options by logging in as the Adminsitrator and clicking Admin Settings -->
Software Account.

For detailed information regarding how to buy a software license, \isit the website order form at
www.ezchartwriter.com/buy_now.php
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Hardware Requirements

We highly recommend that you use a computer system with more than the minimum requirements
to improve performance and speed. Also, the choice of network greatly impacts the speed at which
you can access the database. Wireless networks should only be used for light-duty workstations.

You can find up-to-date information about system requirements by \isiting our website located at
www.ezChartWriter.com

Before you start using ezChartWriter, you should have a working knowledge of your PC and your
operating system. The software is designed to operate under Windows XP/2000/2003. You should
know how to use a mouse, keyboard, the standard Windows menus and commands, and how to
open, save, and close files. For more information, consult your Microsoft documentation.

To use ezChartWriter successfully, you need to a printer (preferably a Laser printer, although an
inkjet will work). You also need pre-perforated copy paper if you intend to create two half-page Rx's
(useful if you would like to keep a duplicate paper copy for your records). And, of course, you need
a computer that is capable of running ezChartWriter. A network setup is very desirable, as this will
allow frontdesk staff to enter the basic patient demographics and to print Rx's for patients at the
front counter.

Recommended Paper
No Security Features: Weyehaeuser 20 Ib. pre-perforated copy paper (at 5 %2")

¢ Available by the case from Office Depot or a similar office supply store
e Advantage: Low cost
¢ Disadvantages: Easy to alter; not valid in some states

Feflad i sy
—

Security Paper: Secure Laser Rx Paper (various formats)

Includes security background (word VOID appears when photocopied)
Erasure protection

Advantage: Nearly impossible to duplicate/alter

Disadvantage: Much more expensive than copy paper

NOTE: If you intend to print computer-generated medication Rx's, please check with your state
Pharmacy Board to verify that they will be acceptable in your state or locality. Some states, for
example New Jersey, require pre-numbered prescription blanks.

Recommended Printer
KONICA Minolta-QMS PagePro 1350-W Laser Printer
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21 pages-per-minute
1200 dpi, 8M
e Can usually be purchased for under $200 online or at any computer superstore

Recommended Network Gear

Wireless Pre-N Broadband Router

Click here to visit the Belkin website.

¢ Allows both wired and wireless connections
e Can usually be purchased for under $100 online or at any computer superstore

NOTE: ezChartWriter will operate much slower on a wireless network than over a wired ethernet
system.

2.5 Example Uses of ezChartWriter

The following are situations in which ezChartWriter may apply:

Scenario 1: Solo Optometrist (Laptop in Exam Room)

The simplest configuration for ezChartWriter is a one doctor, one computer setup. This eliminates a
lot of the headaches associated with networking and keeps hardware/software costs to a bare
minimum. It does require a bit more time per patient, as the doctor will be responsible for entering
the basic patient demographics (at a minimum the patient name, DOB, and gender) and the Rx
data.

The ideal situation is with ezChartWriter running on a laptop computer connected to a small laser
printer. As each patient exam begins, the provider creates a new patient chart (or opens an existing
one) and uses the Rx wizard to create all required Rx's. A duplicate copy can be printed; one for the
patient and one for the patient's paper chart.

Estimated Startup Cost:
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Hardware: Laptop computer with Windows XP/Vista $1000
Laser Printer $200
Software: ezChartWriter $129 (single license)
Supplies: Annual supplies = 2¢ per Rx (toner/paper) x 2500 per year = $50
TOTAL: $1379 startup costs (even less if you own a laptop/printer)

Scenario 2: Primary Care Doctor in Small Clinic (3-4 Computers Networked)

A small, networked configuration for ezChartWriter can also be very affordable. Most small clinics
already have the existing infrastructure to run the software as is. Typically, you need 3 to 8
computers, a peer-to-peer network running under Windows XP, and at least 256 MB of RAM
memory on most of the computers.

As each patient is checked in by the front desk receptionist, a chart is created in ezChartWriter
(with as much or as little data as you wish). The chart remains visible in the Pulled Charts list.
After the doctor completes the exam, any relevant prescriptions can be generated on the spot
(either printed in the exam room or at the frontdesk). At the end of the day, the doctor can sign-off
on any open reports or Rx's and close out the charts.

Scenario 3: Retiring Doctor with New Associate(s) (Looking to Install Network)

In today's technological workplace, a practice that is computerized may have a higher perceived
value than one based solely on paper records. Many younger practitioners expect for your records
to be computerized. The ideal situation may be a full-ledged EMR (electronic medical records)
system, but as you near retirement the cost and time investment may be much too overwhelming.
Alternatively, a system like ezChartWriter can give you the best of both worlds: partially
computerized records (especially the repetitive, data intense prescription management side of
things), while minimizing cost and capital expenditures.
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3.1

Installation and Setup

Step 1 - Download and Install

After you have downloaded the software from the website (www.ezChartWriter.com), you must double-
click on the setup file to begin the installation process. The setup file is called "ezchartwriter_setup.exe"
and is usually located in your My Documents or Downloads folder. Follow the on-screen prompts to
complete the installation process.

NOTE: You must install ezChartWriter on every computer on your network that you wish to connect to
the database.

Step 2 - Setup the Software for First-Time Run

On the computer you wish to keep the database (e.g. the "primary computer" or "server"), double-click
the ezChartWriter icon to begin the Setup process. The Setup Wizard[ 261 will appear.

See the Networking Tutorial for details of how to setup your network. This tutorial can be accessed by
clicking the tutorial button on the setup screen:

w'w Metwork Tutorial
.

3

Download & Installing Software

To install the software on your computer, you must either download a copy from the website or install off
a CD-ROM.

Website Download

This option requires a high-speed internet connection, as the setup file is approximately 50MB in size.
This translates to a few minutes of download time (DSL) to hours (dial-up):
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If your modemis a ....

| Hours |I'-.r1inutes :

9.6 Modem 12 8
14.4 Modem E |5 |
19.2 Modem 6 4
28.6 Modem 4 2
33.6 Modem 3 28
56 Kb Modem 2 |4
Single Channel ISDN (64Kbps) |1 49
Dual Channel ISDN (128Kbps) |0 54
Asymmetric D5L (ADSL) 0 18
Single-pair HDSL (5-HDSL) |0 9
Consumer DSL (CDSL) 0 6
T1 0 4

27

To download, click the website link (www.ezchartwriter.com/download.php). A confirmation screen may

appear, similar to below:

Opening ezchartwriter_setup.exe

You have chosen to open

[™] ezcharbtwriter_setup.exe
which is a: Application
from: http:/fwww.ezchartwriter.com

Would you like to save this file?

[ Save File ] | Cancel |

Click "Sawe" to sawe the file to your local hard-drive (usually in your "My Documents\Downloads" folder).
Remember this location. Once the download is complete, double-click on the file "ezchartwriter_setup.

exe" to start the installation process. Follow the on-screen prompts.

CD-ROM Installation

If you have a CD-ROM disc, you simply have to insert the disc in your CD drive and it will usually auto-
start. If it does not, open the My Computer icon, click on the CD-ROM drive icon, then double-click the
file "setup.exe". Follow the on-screen prompts.
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3.2 Networking Options

—— \
“ - M Wireless
v } computer
' ] _.ll G
Internet Modem Wireless
router

ezHealthWare Networking Tutorial

A guide to planning and installing a successful network capable of running
ezHealthWare software on multiple computers in your office.

3.21 Networking the Software

> Networking Choices[29)

» Software/Hardware Requirementslzﬁ

> Setting Up the Network[361

> Keys to Successful Networking[371 <— MUST READ
» Our Networking Recommendations[391

> Installing ezHealthWare software on your Server| 391
» Sharing your Database Folder| 411 <— MUST READ
» Mapping the Networked Folder[ 58

» Installing on your Secondary Computers[661

> Setting up a Wireless Network/ 68)

> Troubleshooting Network Problems[731

NOTE: All instructions refer to the Windows operating systems. The information contained in this guide
is meant to assist an experienced computer user in the setup and configuration of a simple network.

We do not provide networking support beyond what is offered here and strongly recommend that you
obtain help from a qualified network technician if you are unsure of how to proceed.
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3.21.1

Networking Choices

You have to make two primary choices regarding your network setup. The first is whether the network
be organized around a server (a "client/server" network) or peer-to-peer (each computer of equal rank).

The second choice is whether the network will use wires (ethernet) or be wireless. These decisions will
effect the speed of your network and the stability of your database connection.

Computer

Internsat

Cable/D5L Madem

LAM port
Router

-

Computar

4 LAM ports

Compare Peer-to-Peer[291to Client/Server[31
Compare Ethemet[32)to Wireless 802.11x[33)

3.2.1.1.1 Peer-to-Peer

Overview

On a peer-to-peer network, every computer is equal and can communicate with any other computer on
the network to which it has been granted access rights. Essentially, every computer on a peer-to-peer
network can function as both a server and a client; any computer on a peer-to-peer network is
considered a server if it shares a printer, a folder, a drive, or some other resource with the rest of the
network. This is why you might hear about a computer being referred to as a server, even when the
discussion is about a peer-to-peer network. Peer-to-peer networks can be as small as two computers or
as large as hundreds of computers. Although there is no theoretical limit to the size of a peer-to-peer
network, performance drops significantly and security a larger concern on peer-based networks with
more than 10 computers.
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Advantages

v Allows two or more PCs to pool their resources together.

v Can be built with both 10BaseT cabling and a hub or with a thin coax backbone.

v’ Drives can be easily shared between peer-to-peer PCs.

v Reduced cost (the costs inwolved in such a network are hardware, cabling and maintenance.

v Well tested simplicity.

v Setup - An operating system (such as Windows XP) already in place may only need to be
reconfigured for peer-to-peer operations.

v Less initial expense - No need for a dedicated server.

v Peer-to-peer is, by far the easiest type of network to build for either home or office use.

v Each computer can make backup copies of its data to other computers for security.

v Network is relatively fast and inexpensive to setup and maintain.

Disadvantages

v Lack of security - They are less secure than client-server networks, especially so because the
files have to shared and no password is required.

v No computer in the network is reliable

v This system is not centralized, making administration difficult.

v It is more time consuming to maintain the software on individual computers

v Peer-to-peer networks are designed for a small number of users. Network speed and performance
starts to deteriorate usually after more than 10 computers are on the network. This makes it
difficult to grow the network when the need to add more computers on the network becomes
unawoidable.

v Possibility of not discovering all peers

Installation
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None. Your computers running Windows 2000, Vista and XP already have Peer-to-Peer Networking
installed.

If not, then for computers running Windows XP with Senice Pack 2, do the following to install Windows
Peer-to-Peer Networking:

1) Click Start, click Control Panel, and then click Add or Remowve Programs.

2) Click Add/Remove Windows Components.

3) In Components, click Networking Senvices (but do not select its check box), and then click
Details.

4) Select the Peer-to-Peer check box, and then click OK.

5) Click Next, and then follow the instructions in the wizard.

NOTE: For computers running Windows XP with Service Pack 1 (SP1), you can install Windows Peer-
to-Peer Networking with the Advanced Networking Pack for Windows XP.

3.2.1.1.2 Client/Server

Overview

On a client/server network, every computer has a distinct role, that of either a client or a server. A server
is designed to share its resources with the client computers on the network. Typically, serers are
located in a secured area, such as locked office or back room, because they rarely accessed by users
and run on a continuous basis. All the rest of the computers on the network function as clients

A dedicated server computer typically has a faster processor, more memory, and more storage space
than a client because it might have to senice dozens or even hundreds of users at the same time. High-
performance servers also might use two or more processors, use the 64-bit version of the PCI expansion
slot for server-optimized network interface cards, and have redundant power supplies.

Senver (with Database)

Advantages

v’ Centralized - Resources and data security are controlled through the senrver.

v Network access speeds are usually faster than those found on peer-to-peer networks,
especially as the numbers of computers increase in the network.

v Interoperability - All components (client/network/server) work together.

v’ Flexibility - New technology can be easily integrated into system.
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v It’s more secure because if a client wants to communicate with another client he/she has to
message to he/she and then it will first sent to the file server, where it is then routed to its
destination.

v’ Scalability - Any or all elements can be replaced individually as needs increase.

v Accessibility - Server can be accessed remotely and across multiple platforms.

Disadvantages
v’ Can cause network congestion when adding more users
v" Higher than anticipated costs are common occurrences
v Maintenance - Large networks will require dedicated staff to ensure efficient operation
v Dependence - When server goes down, operations will cease across the network
v’ Lack of scalability - network operating systems (e.g... Nowvell Netware, Windows NT Server)
are not very scalable.

Installation

Client
A client computer communicates only with servers, not with other clients. A client system is a
standard PC that is running an operating system such as Windows 9x, Windows Me, Windows
2000 Professional, or Windows XP. These versions of Windows contain the client software that
enables the client computers to access the resources that seners share.

Server
The server runs a special network operating system—such as Windows NT Server, Windows
2000 Server, Windows Server 2003, Linux, Unix, or Novell NetWare—that is designed solely to
facilitate the sharing of its resources.

3.2.1.1.3 Ethernet

Wired Networks

The most popular network type for both home and business use is Ethernet. Ethernet is fastest of the
network types and most often will be the least expensive. Ethernet networks are very stable and your
network speed will rarely fluctuate and is not prone to interference like some other network types are.
Ethernet requires special cables running from each computer. These cables are plugged into a central
'ethernet hub' or 'switch' or 'router’. If your computers are far apart, running cable can be difficult. Pre-
made ethernet cables come in sizes ranging from 3 feet to 50 feet. Ethernet adapters come in many
shapes and sizes, but PCI Ethernet cards are both the fastest and least expensive. Note that most
newer computers come with an internal Ethernet card.

Ethernet can operate at 10Mbps or 100Mbps. When shopping for ethernet equipment, be sure to look
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for 100Mbps or dual 10/100Mbps equipment. Although still available, 10Mbps equipment is older and
slower than the dual 10/100Mbps equipment and the price difference is negligible.

3.2.1.1.4 Wireless 802.11x

Wireless Networks

Today's newest wireless networks offer speeds comparable to or faster than 10BASE-T wired networks
and offer mix-and-match equipment sources. Prices have also dropped dramatically, making wireless
networking an increasingly appealing alternative to traditional wired network solutions.

The most common forms of wireless networking in the United States and Canada are built around
various versions of the IEEE 802.11 wireless Ethernet standards, including IEEE 802.11b, IEEE
802.11a, and the newer IEEE 802.11g and 802.11n standards.

Wi-Fi (Wireless Fidelity) is a logo and term given to any IEEE 802.11 wireless network product that is
certified to conform to specific interoperability standards. Wi-Fi Certification comes from the Wi-Fi
Alliance, a nonprofit international trade organization that tests 802.11-based wireless equipment to
ensure it meets the Wi-Fi standard. To wear the Wi-Fi logo, an 802.11 networking product must pass
specific compatibility and performance tests, which ensure that the product will work with all other
manufacturers' Wi-Fi equipment on the market. This certification arose from the fact that certain
ambiguities in the 802.11 standards allowed for potential problems with interoperability between devices.
By purchasing only devices bearing the Wi-Fi logo, you ensure that they will work together and not fall
into loopholes in the standards.
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Fast

Ethernet

a02.11gfa/n

802.11b

3.2.1.2 Software/Hardware Requirements

A basic LAN (local area network) consists of the following components:

= Two or more computers

Prirary Secondary

= Network Interface card (NIC) in each PC (most new computers come pre-installed). Full-duplex
options boost network speed if switches are used in place of hubs. For example, 100Mbps Fast
Ethernet cards running in full-duplex mode have a maximum true throughput of 200Mbps, with half

going in each direction.
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= You can use an USB port for Ethernet use with a USB-to-Ethernet adapter, but because USB 1.1
ports run at only 12Mbps (compared to Fast Ethernet running at 100Mbps), a performance
bottleneck results. USB 2.0-to-Fast Ethernet adapters are now available from sewveral vendors and
are a suitable choice if your system has USB 2.0 ports but lacks a free PCl or PC Card slot.

= Ethernet cable (Cat5) cable to connect the two computers

——
4 )

= A hub, switch or router to direct the network traffic. Switches are similar to hubs in that they
connect computers on a Ethernet network to each other and physically resemble hubs. However,
instead of broadcasting data to all computers on the network as hubs do, switches use a feature
called address storing, which checks the destination for each data packet and sends it directly to
the computer it's intended for. Thus, a switch can be compared to a telephone exchange, making
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3.21.3

direct connections between the originator of a call and the receiver.

Link/activity lights

Power light

100Mbps connection lights

= Software for the communication/computer networking (Peer-to-Peer is included in most Windows
versions; you must buy separate software for client/server networks)

f Micrasoft

a-r'f ' Windows Server 2003
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Setting Up the Network

Naming Computers

All computers in a Windows based network requires a unique name for their identification. Assign a
meaningful computer name to all the computers. The name should be easy to remember and/or
recognize (examples could include: ExamRoom1, PreTest, FrontDesk, etc).

All the names should be less than the 15 characters and without spaces. Also try to awid special
characters while naming the computers (suchas /\ % * $, :).

To assign a computer name in Windows XP and Windows 2000 do the following things.
1. Right click on the My Computer.
2. Click Properties
3. Click on Computer name.

4. Assign a unique and meaningful computer name.

To assign a computer name in Windows Vista and Windows 7 do the following things.
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1. Right click on the My Computer.

2. Click Properties

3. Click on Computer name.

4. Assign a unique and meaningful computer name.

Workgroups and Domains

A Windows based computer network can be a workgroup (peer-to-peer) or domain (client/server). You
can make your computer a part of the workgroup or a domain. If you have centralized server then your
computer will be part of the domain and if you have no server then all computers will be having peer-to-
peer networking.

In both cases, while joining your computer to a domain or a workgroup always assign unique,
sequenced, memorable and meaningful names to the computers. Do not use duplicate names or special
characters.

In order to join a computer to a domain or workgroup in Windows 2000 and Windows XP do the following.

1. Right Click on My Computer

2. Click Properties

3. Click on Computer Name

4. In Workgroup or domain, enter the name of the workgroup or domain.

In order to join a computer to a domain or workgroup in Windows Vista and Windows 7 do the following.

1. Right Click on My Computer

2. Click Properties

3. Click on Computer Name

4. In Workgroup or domain, enter the name of the workgroup or domain.

If everything is correct such as unique computer name, unique IP address, correct workgroup or domain
name then you computer will be the part of the workgroup or domain in the few seconds and you will be
see a welcome to domain or workgroup message and will be prompted to restart the computer name.

Network Security

Security for your computer network should be the top concern. You can secure your network by
installing the most current version of your operating system and antivirus software. Also, have a properly
configured firewall (see your Windows Help section). And remember that one of the simplest things to do
is controlling on-site computer access, limiting it to only authorized users.

3.2.1.4 Keys to Successful Networking

1) Have a properly configured and working peer-to-peer network

2) Decide which computer will be the “primary”. Typically this should be a computer that is left on
most of the time and that is fairly fast.

3) Install the ezHealthWare software on the primary computer and create your database on that
computer. Alternatively, if you have already created a database (during your trial period) you can
simply copy the entire database folder (usually “C:\ezHW_Data”) to the new primary computer.
See: Installing on the Primary[3d)

4) Using this tutorial, select the Operating System (OS) for the primary computer and use that
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5)

6)

7)

8)

portion of the tutorial to set the Sharing/Permission options. Note that our software runs most
versions of Windows XP/2000/Vista/Windows7 or newer (except 64-bit versions of Vista; it
works fine with 64-bit Win7 systems). It will NOT run on older systems such as Win 95/98/Me/
NT. Some versions of Windows 2000 will not network properly. It has not been tested
extensively on Windows Server 2003 or 2008, and this tutorial does not cover installing on those
systems. See: Sharing your Database Folder[ 411

Once you have your database folder sharing & permissions finished, you can then proceed to
“mapping” your database folder on each computer. Again, refer to the specific OS instructions
for the computer type you will be mapping on. NOTE: You do the mapping on your other
computers, not the primary computer! See: Mapping your Database Folderl 58]

Once you have finished mapping your database folder on each of your networked computers,
you can proceed with the installation of ezHealthWare software on the other computers. On
each computer you must install ezHealthWare software and select “Network” on the setup
screen, then on the next screen click “Yes” to indicate you have installed ezHealthWare
software on another computer (your primary computer). You will then asked to “find” the
database, which is where mapping your database folder makes things really simple!

BE Network Wizard |

w=— Welcome to exChartWriter!

network Configuration Tool

0

This netwarking wizard will assist you in setting up your patient database properly,
Please answer the following questions to continue the setup:

Will you be using ezChartWriter on a network or on a single computer?

{1 Single Computer

MOTE: ezChartriter is designed to work on small computer networks (up to
10 computers). More than that will result in performance and speed problems.

'f'_ Metwork Tutonal Cancel
ks

Once these steps are completed, you should have a networked version of ezHealthWare
software. Remember that if for some reason your network is disconnected (a wire comes
undone, the primary computer is shut off or a network switch goes bad) you will likely LOSE
DATA. These things happen! Plan ahead and be prepared: Do a backup of your data daily.

If you are considering a wireless network for some (or all) of your network configuration, please
read the section in the Tutorial about the pitfalls and dangers of wireless networking.
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3.2.1.5 Our Recommendations

Our Networking Recommendations

v’ peer-to-peer network using Windows XP (or the new Windows 7)

v a wired Ethernet network (100Mbps or dual 10/100Mbps equipment)

v’ consistent computer hardware (e.g. all Dell computers with same operating systems)
v' limited or no wireless connections to the database

3.2.2 Installing on your Primary Computer

The primary computer (or server) is where your patient database will reside. This computer should be
fairly fast and have sufficient memory. Preferably, this computer should be left on 24/7 and be subject to
daily backups. See the system requirements in the User Manual.

You MUST install ezHealthWare software on this computer first. Otherwise you will have one (or more)
computers with local databases. They will appear to open and run properly, but NO CHANGES will be
recorded in the correct patient database.

You can always verify your database location using the ezPathUtiIitym'ﬁ.

3.2.2.1 Windows 95/98/Me

You cannot install ezHealthWare software on versions of Windows earlier than Windows 2000/XP.

WARNING: If for some reason you attempt to use an old Windows 98/Me computer as your "server" (i.e.
manually copying the database folder to the computer), you risk damaging your patient database!

SOLUTION: Make sure your patient database is located on a Windows XP, 2000, or Vista computer.
3.2.2.2 Windows 2000/XP/Vista/Win 7

When planning on a Network Installation, you need to install ezHealthWare software on the "primary
computer" or "server" first. This allows for the creation of the database in the proper folder (typically the
default location of "C:\ezHW_Data"). After you have created the patient database, you can proceed to
the next steps of building your network: Sharing the Database Folder( 4™ and Mapping the Network
Folder[58). After completing these steps you can finish by Installing on all the Secondary Computers[66]

When you first run the software, the Network Wizard will appear. Be sure to check the Network option
and proceed with the wizard.
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x

-2! Welcome to exChartWriter?

network Configuration Tool

This netwarking wizard will assist you in setting up your patient database properly,
Please answer the following questions to continue the setup:

Will you be using ezChartWriter on a network or on a single computer?

{1 Single Computer

MOTE: ezChartriter is designed to work on small computer networks (up to
10 computers). More than that will result in performance and speed problems.

‘ ,,;‘; Metwork Tutonal

BX

On the next screen, you will indicate that this is a first-time installation so that a brand new database is
created.

x

=

-2! Welcome to exChartWriter?

network Configuration Tool

Have you already installed ezChartwriter on this or any other
computers at this practice location?

O ez

,,;‘; Metwork Tutonal ‘@H@H x Cancel

Simply click the "Setup New Database" button. We ALWAYS recommend leaving the default database
folder location.
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HH Network Wizard " |

ﬁ o
w—= Welcome to exChartWriter!
- network Configuration Tool

Ye will install the Patient Database on this cormputer. All other cormputers on your
nietwork will link into this database. The database location will be in the
ezHW_Data folder of your root directory,

WeARMING: If wou wish 1o have your patient database reside on a different
computer, now is the time to cancel the installation and start the setup on the
computer vou wish to use as vour primary server (generally the fastest computer),

CLICK HERE TO CONTINUE - ‘ r,.i Setup Hew Database

_;‘l'_é Metwork Tutonal ‘CEH@‘ x Cancel

Once your new database is created, you can continue building the network by Sharing the Database
Folder[41.

3.2.3 Sharing your Database Folder

& My Computer  _ O] x|

J File Edit Yew Favorites Tools  Help |
J ‘= Back = 50 7 | @Search %Fnlders @Histnry | [E EB b | *
| Address IE.EJ. My Computer | e

1 1 =

- W 314 Floppy WK {0 WEE (D3]
My Computer (A Open

Explare
WEB {D:} o | f@ 5

Local Disk,
= SWiEn Compack Disc

{F:
Capaciky: 995 MB

[ used: 421 MB Create Sharkcut

[ Free: 574 ME = | Control Panel Rename

Displaws the properties for sharing the selected Folder

Propetties
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Before you can begin using your database on a network, you must tell Windows that you want to
"share" it with other users. To begin, select your version of Windows below:

Windows 2000[42%
Windows XP[44)
Windows Vistal46)
Windows 7[49)

3.2.3.1 Windows 2000

In order for other computers on your network to see the ezHealthWare software database, the folder that
holds the database file needs to be made visible to other network computers. This process is called
"sharing" the folder. You also need to allow other users to make changes to the file (this is called giving
"permissions". Before going further, make sure all computers are in the same Workgroupl?ﬂ

Step 1 - Open the drive that contains the ezHealthWare software database (typically "C:\ezHW_Data").
Right-click the folder and select "Sharing..."

_ My Eumuter =]
J File Edit ‘iew Faworites Tools  Help |ﬁ

J ‘= Back « = o« | @Search 0 Folders @Histnrv | (= 2 » 1 | Ed-

J.ﬁ.ddress I@l My Computer j a0

" i 314 Floppy WK (T WEE (L]
My Computer (Al

Open
Explore
WEB (D:) —
Local Disk,

= W IEND Compact Disc
(F:

Capacity: 995 ME

O used: 421 MB c.ﬁ I Create Shorkcut

[ Free: 574 MB v | Control Panel Rename

Displays the propetties for sharing the selecked Falder Properties

Step 2 - In the section titled "Sharing" check the option "Share this folder". Make sure the User Limit is
set to "Maximum Allowed". Then click the Permissions button.
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WEB (D:) Properties
General I Tools l Hardware Sharing I

i = 'ou can share thiz folder among ather users on your
i ~ I nebwork. Ta enable sharing far this folder, click Share this
folder.

o hok zhare this folder

Comment: Default share

User limit; arimumn allowed

= Bllow | _J::i Users

To zet permizzions for how wzers access this

g et Permizsion:
folder aver the netwaork, click Permissions.

To configure zettings for Offline access to Baehi
thiz shared folder, click Caching. ml

Mew Share

k. I Cancel I [ i

i

Step 3 - After clicking the Permissions button, you should allow "Everyone" to have access;
to do this you need to check Allow for each of the permissions (Full Control, Change and
Read). If you fail to do this, you will not be able to make changes to the database!
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Permizzions. . |

Permissions for webdata

Share Permizzions

Name "4 Add...
ﬁ Ewemotie -
Remaove |

Permizzions: Bullons Dery
Full Cantral O
Change O
Fead O

0k, Cancel [

Step 4 - Verify success by looking for the "Share" icon on the original folder.

£

ezHW_Data

3.2.3.2 Windows XP

In order for other computers on your network to see the ezHealthWare software database, the folder that
holds the database file needs to be made visible to other network computers. This process is called
"sharing" the folder. You also need to allow other users to make changes to the file (this is called giving
"permissions". Before going further, make sure all computers are in the same Workgroupl?ﬂ

Step 1 - Open the drive that contains the ezHealthWare software database (typically "C:\ezHW_Data").
Right-click the folder and select "Sharing and Security..."
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== WEB (D:) IS

File Edit “iew Favorites Tools  Help

_’_,l Bach = \_J,' - ir Jt' Search

Folders

=mm
EmE

fddress [ 0

File and Folder Tasks &

|
U

IEI[I Rename this Folder gl oy

# Move this Folder

D opy this Folder = ’-_J

@ Publish this folder to the
Viiah hsearch

k! Share this Folder

:_] E-rnail this Falder's Files ___J
¢ Delete this folder
lI ri_rndb

Open
Explore
Search...

Shating and Security

htm_wov  Send To

uk

’__J Copy

Create Shortcuk
Delete

MwDorna

[

Step 2 - In the section titled "Network sharing and security" check the box "Share this folder on the

network".

ezHW _Data Propetrties

General Sharing | Eustumizel

2l

— Local sharing and security

+ g Toshare this folder with other users
i‘;_a anly, drag it bo the 5

™| Fdake this folder private

To make thiz folder and itz subfolders private so that
only you have accesz, select the following check box.

— Metwork sharing and securnty

pe a thare name.

nare thiz folder on the network

:g T o zhare thiz folder with both nebwark, uzers and ather
J_;_. uzers af thiz computer, select the first check box below

aE Narme;

[T Allow network users to change my files

Learn more about sharing and security,

i) Windows Firewall is configured ta allow this falder to be shared

with other computers an the netwark.,

Wiew your Windows Firewall zethngs

o |

Cancel

Apply
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3.2.3.3

Step 3 - After checking the Share this folder option, the areas below it become enabled. You
need to check "Allow network users to change my files" or else the software will not be
able to save any data! You can leave the Share name as the default (usually the folder
name).

— Metwork zharing and zecuriby
o Toshare this folder with both network. users and ather
_J_],:_J uzers of thiz computer, zelect the first check box below
= = and type a share name.

¥ Share this folder on the network,

are hame:  |esH'w_Data

[lowy nietwark, Lzers to change my files

Lear about sharing and zecurity.

Step 4 - Verify success by looking for the "Share" icon on the original folder.

i)

ezHW_Data

Windows Vista

In order for other computers on your network to see the ezHealthWare software database, the folder that
holds the database file needs to be made visible to other network computers. This process is called
"sharing" the folder. You also need to allow other users to make changes to the file (this is called giving
"permissions". Before going further, make sure all computers are in the same Workgroup[37),

Step 1 - Open the drive that contains the ezHealthWare software database (typically "C:\ezHW _Data").
Right-click the folder, and choose the Properties option.
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L Windows 3/29/2007 12:10 PM
L. MyShe= 2/I0SINNT AR DRA
Open
Explore
Search...
Share...

Restore previous versions
Send To 4

Cut
Copy
Create Shortcut

Delete

Rename

Properties N

Step 2 - In the section titled "Sharing" click the "Advanced Sharing" button.

General | Sharing |5emrd}r | Prevous Versions | Customize
Metwork File and Folder Sharing

MyShare
] | Mot Shared

Metwars Path:
Mol Shiared

Advanced Sharing

Set custom permissions, create multiple shareg, and set other
advanced sharing options.

Step 3 - Check the box “Share this folder”, and choose a share name (we recommend the default
"ezHW_Data".
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Fowcersrnrs

Share name;

MyShare

Add Femove

Limit the number of simultanecas users to: 6 =]

Comments:

Click the Permissions button

Permissions ] Caching ]

oK ][ Cancel H Apply

Step 4 - Change the number of simultaneous users to AT LEAST TEN (10).

Step 5 - Click on the Permissions button (shown abowe). The Permissions dialog will pop-up. You can
add individual users or more conveniently just select "Everyone", since more than likely all your office
users will want to use ezHealthWare software. Note that the software itself controls who can sign-in to
the software, so you don't need to set a user password for the folder sharing.

NOTE: For each user you give access (or for the "Everyone" group), you need to check Allow for each
of the permissions (Full Control, Change and Read). If you fail to do this, you will not be able to make
changes to the database!
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|, Permissicns for m Share ‘

Share Pemmissions |

GI’DLID ar user names:

R,E, Everyone

Pemissions for Evenyone

Full Control
Change
Read

check all boxes

Leam about access contral and permissions

0K [ Gamcel ][ eply

Step 6 - Verify success by looking for the "Share" icon on the original folder.

ezHW_Data

3.2.3.4 Windows7

In order for other computers on your network to see the ezHealthWare software database, the folder that
holds the database file needs to be made visible to other network computers. This process is called
"sharing" the folder. You also need to allow other users to make changes to the file (this is called giving
"permissions". Before going further, make sure all computers are in the same Workgroup|37\.

We recommend against using the Windows 7 "HomeGroup" feature for office environments. Besides it is
incompatible with Vista and XP if you have multiple operating systems in your workgroups.

Step 1 - Open the drive that contains the ezHealthWare software database (typically "C:\ezHW_Data").
Right-click the folder, and choose the Properties option.
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Organize * =l Open Include in library - Share with » Burn Mew folder
S Favorites Mame Date modified Type
B Desktop £+ | SystemlInfo 9/26/2007 %:25 AM  Configuration
& Downloads 1. Program Files (x86) 12/19/2009 1:25 PM  File folder
%l Recent Places | J ezHW™ ‘0 12/19/2009 1:15PM  File folder
o n
1 Windg e : ; 11/5/2009 4:00 PM  File folder
- Open in new window
= Libraries L. ms_da 11/4,/2009 3:55 PM File folder
= Documents J Users| Sharewith s 11/4/20091:52 PM  File folder
o' Music |, Windc ‘RE“‘”E GBS 11/4/20081:02 PM  File folder
: S ith AVG F
Pictures | egHyy| WWocan wiEn AR TrEE 11/4/20093:17 AM  File folder
’ Include in library r :
B videos Ju DELL B/7/200912:53 PM  File folder
| Progrs ~endte b 7/14/2009 12:47 AM  File folder
1M Computer L Perfla Cut 7/13/2009 8:20 PM File folder
b ezHW Copy 1/10/2008 4:03 AM  File folder
€l Network 73/ 120 A i
L or J ezHW e 1/3/200812:29 AM  File folder
b ezHW Delete 12/30/2007 3:13 AM  File folder
L ezHW Fename 12/24/2007 9:48 PM  File folder
1 ezHW - . 12/18/2007 9:44 AM  File folder
Properties i :
L ezHV 12/17/2007 2:28 AM File folder

Step 2 - In the section titled "Sharing" click the "Advanced Sharing" button.
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-

| . ezHW_Data Properties u

Previous Versions | Customize |

ezHW _Data

Type:
Location:
Size:

Size on disk:

Cortains:

File folder

C:A

425 MB (44,657 986 bytes)
425 MB (44,658,658 bytes)
6 Files, 3 Folders

Created:

Wednesday, March 12, 2008, 11:45:05 PM

Attributes:

[H] Read-only {Only applies to files in folder)
[ Hidden | Advanced.. |

51
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-~

| ezHW _Data Properties u

General | Sharing |5ec1_|rit]f | Previous Versions I Custumize|

Metwork File and Folder Sharing

ezHW _Data
i Mot Shared

Metwork Path:
Mot Shared

Advanced Sharing

Set custom pemissions, create multiple shares, and set other
advanced sharing options.

F:i,_‘ Advanced Sharing, .

Password Protection

People must have a user account and password for this
computer to access shared folders.

Tao change this setting, use the MNetwork: and Sharing Certer.

0K || Cancel Apply

Step 3 - Check the box “Share this folder”, and choose a share name (we recommend the default

"ezHW_Data".
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Advanced Sharing @
are this folder
settings

Share name: Use this folder name

ezHW Data

Add Remove
Limit the number of simultaneous users to: n =
Comments: -
Mever use less than 10
Permissions ] [ Caching ]
[ Ok ] [ Cancel ] [ Apply ]

Step 4 - Change the number of simultaneous users to AT LEAST TEN (10), but you can leave at the
default 20.

Step 5 - Click on the Permissions button (shown abowve). The Permissions dialog will pop-up. You can
add individual users or more conveniently just select "Everyone", since more than likely all your office
users will want to use ezHealthWare software. Note that the software itself controls who can sign-in to
the software, so you don't need to set a user password for the folder sharing.

NOTE: For each user you give access (or for the "Everyone" group), you need to check Allow for each
of the permissions (Full Control, Change and Read). If you fail to do this, you will not be able to make
changes to the database!
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’
| Permissicns for ezHW _Data M
Share Pemissions
(Group or user Nnames:
Eﬁ Evenyone
[ Add ] [ Remove ]
Pemissions for Evernyone Allow Dery
Full Cortrol : &l
Change [
Read &
These MUST be checked
Leam about access contral and pemissions
oK || Cancel || Apply

)

Step 6 - Back on the Sharing screen, click the Caching button.
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Advanced Sharing M

Share this folder

Settings
Share name:

ezHW _Data
Add Remaove

Limit the number of simultaneous users to: 20 s

Cornments:

el e )

o) (Coma ] [y

Step 7 - Select "No files or programs from the shared folder are available offline". You don't want to be
making changes to the database when it's disconnected from the network or you will lose data.
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Offline Settings [

o

@_{

i Onl

ava

i@ Ma files or programs from the shared folder are available offline

i) Ml files and programs that users open from the shared folder are automatically

For maore infarmation about caching, see Configure Offline Availahility for a Shared
Folder.

You can choose which files and programs, if any, are available to users
who are offline.

nd programs that users specify are available offline
Select this option

ilable offline
Ciptimize for performance

Please see Help for details before choosing this option.

| ok || Cancel

Step 8 - If you wish to be able to log into the network folder without enter a password each time (or at
Windows startup), then complete the following steps:
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’
| ezHW_Data Properties g

General | Sharing |Sec1.|rrl}r | Previous Versions Custumize|

Metworlc File and Folder Sharing

ezHW _Data
i Shared

Metwork Path:
SCCOMPLISH-PChezHW _Data

Share...

Advanced Sharing

Set custom permissions, create multiple shares, and set other
advanced sharing options.

[ @Mvanc&d Sharing...

Password Protection

People must have a user account and passwaord for this
computer to access shared folders,

To change this setting, u

Close Cancel | | Apphy

On the screen that appears, go to the bottom and check "Turn off password protected sharing".
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File sharing connections

Windows 7 uses 128-bit encryption to help protect file sharing connections. Some devices don't
support 128-bit encryption and must use 40- or 56-bit encryption.

i@ Use 128-bit encryption to help protect file sharing connections (recornmended)
(71 Enable file sharing for devices that use 40- or 56-bit encryption

Password protected sharing

When password protected sharing is on, only people who have a user account and password on this
computer can access shared files, printers attached to this computer, and the Public folders. To give
other people access, you must turn off password protected sharing.

urn on password protected sharing
ﬂ n off password protected sharing

NOTE: If you leave on password protected sharing, you should probably create a specific user account
on the Windows 7 computer for this purpose.

[ g'Savechanges H Cancel

Step 9 - Change the attributes of the folder so that it is not Read-only:

xl

xl

Unfortunately, unlike prior versions of Windows, there is no obviously visual indicator that the folder has
been shared successfully (other than being able to navigate to the folder via another network computer).

3.24 Mapping the Networked Folder

? My Computer
File Edit “iew Favarites Help

Map Mebwork Drive., .,

- i jh Disconnect Mebwork Drive. .. i
Synchronize. ..
| 4 » My Computer » |
] FD|E|E[’ OptiDHS- o
. —
System Tasks = Harl_:l_ [_:usk Drives
Yiew system information e Preload (C1)
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Simplify the process of finding and linking to your database folder from other computers in your network
by mapping the drive. To begin, select your version of Windows below:

Windows 2000[591
Windows XP[6d
Windows Vistal62)
Windows 7[64)

3.2.41 Windows 2000

In order to simplify the process of finding and linking to your database folder from other computers, we
highly recommend that you create a Mapped Network Drive. This allows the sometimes arcane network
path name (\\Frontdesk-DellPC-244\JoesFiles\Temp\) down to the more memorable "Z:\Temp". The
process for creating a mapped drive is given below:

Step 1 - Click on the My Computer shortcut from your desktop or from the Start Menu. In the menu you
will see "Tools", from there select Map Network Drive.

& My Documents

| File Edt Wiew Favorites | Tools Help

J 3 &) - T | f.: Map Mebwork Drive. ..
Disconnect Metwork Drive. ..
Synchronize, ..

J Address .,'_'| My Documents

Folders XM eolder options...

@ Deskiop [SfrTrres

Step 2 - First, you need to assign a drive letter for the connection (we recommend using "S:" for server,
but any letter not being used will work). Then click Browse to find the folder you want to map (look in My
Network Places first). You can also type the full path in the box if you know it. Click "Reconnect at
logon" so that each time your computer restarts it looks for the mapped folder.
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3.2.4.2

Map Network Drive |

Windows can help you connect to a shared network, Folder
and assign a drive letker ko the connection so Ehat ywou can

M access the folder using My Computer,
e

el Specify the drive letter For the connection and the Folder
khat wou want o connect ko

Drive: IS: ;i
Falder: isrvl'l,::"'"u:uurGru:uupShare:bﬁj Browse, .. |

Example: Yiserverishare

¥ Reconnect at logon

Connect using a different user name.

Sign up For onling storage or conneck ko a
network server,

= Back I Firish I Cancel

NOTE: If you are having trouble finding the database folder on your network using Browse, first try typing
it's path directly into the box. Also, verify that the folder was correctly set up for sharing on the remote
computerm, that the correct username and password have been entered (if necessary), and that the
computer network connections are functioning properly.

Step 3 - Click on Finish and the drive mapping will be created. You can verify the success of your
mapping by looking at My Computer shortcut again where you will see that a new drive having the letter
you assigned is listed. You can access at anytime just by double-clicking it (or, more importantly, the
ezHealthWare software database can now be easily referenced using the just the new drive (for example
"S:\ezHW_Data\ezDB.dez").

Metwork Drives

ezHW _Data
on 'Dell
Inspiran
E1705
(Inspiron-1705
Lty

Windows XP

In order to simplify the process of finding and linking to your database folder from other computers, we
highly recommend that you create a Mapped Network Drive. This allows the sometimes arcane network
path name (\\Frontdesk-DellPC-244\JoesFiles\Temp\) down to the more memorable "Z\Temp". The
process for creating a mapped drive is given below:

Step 1 - Click on the My Computer shortcut from your desktop or from the Start Menu. In the menu you
will see "Tools", from there select Map Network Drive.
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? My Computer

File Edit Yiew Favorites

y - J ‘if‘ Disconnect Mebwork Drive. .. %
Synchronize. ..
| _é oMy Computer »
Folder Options., ..
System Task £ ; 3
FETTITEg . Hard Disk Drives

Wigw syskem information < Preload (C:)

Step 2 - First, you need to assign a drive letter for the connection (we recommend using "S:" for server,
but any letter not being used will work). Then click Browse to find the folder you want to map (look in My
Network Places first). You can also type the full path in the box if you know it. Click "Reconnect at
logon" so that each time your computer restarts it looks for the mapped folder.

Map Metwork Drive ﬁ]

Windows can help you connect to a shared netwaork Folder
and assign a drive letker ko the connection sa that you can
access the Folder using My Computer,

Specify the drive letter For the connection and the Folder
khat yau want ko connect ko

Drive: Z |l

Falder: :'I,'l,tesi:cump'l;ﬁ:.u.ldername v

Example: 1iserverishare
Reconnect at logon

Connect using a different user name.

Sign up for online skorage or conneck to a
nebwark server,

NOTE: If you are having trouble finding the database folder on your network using Browse, first try typing
it's path directly into the box. Also, verify that the folder was correctly set up for sharing on the remote
computer[417, that the correct username and password have been entered (if necessary), and that the
computer network connections are functioning properly.
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3.24.3

Browse For Folder E:

Select a shared netwark Folder

& My Nebwork Places M
= @ Entire Metwork
# €Y IntelMetProvCredMan
# &Y Microsoft Terminal Services
= (Y Microsoft Windows Network
# gy Orchidbio
-,—"1 Reliagenetech
B uorkaroup
# Y web Client Network
# W My web Sites on MSN

W

[ Make Mew Folder ] :

Step 3 - Click on Finish and the drive mapping will be created. You can verify the success of your
mapping by looking at My Computer shortcut again where you will see that a new drive having the letter
you assigned is listed. You can access at anytime just by double-clicking it (or, more importantly, the
ezHealthWare software database can now be easily referenced using the just the new drive (for example
"S:\ezHW_Data\ezDB.dez").

Metwork Drives

{oezHW _Daka
foon'Dell
Inspiran
©OE170S
{Inspiron-1705!
PoodEn

Windows Vista

In order to simplify the process of finding and linking to your database folder from other computers, we
highly recommend that you create a Mapped Network Drive. This allows the sometimes arcane network
path name (\\Frontdesk-DellPC-244\JoesFiles\Temp\) down to the more memorable "Z:\Temp". The
process for creating a mapped drive is given below:

Step 1 - Click on the Computer shortcut from your desktop or from the Start Menu. In the toolbar you will
find several buttons, including one called Map network drive.
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Total S Free Space
Hard Dick Diives i)

Felden wiita () D) cingma CE:) [ fuane () lreare (353
BB Desictep

. G Dhevices with Removable Storage (3)

g Pulhe

:ﬁmuw Drive ‘iy '-5 Eaﬁ;:

& vate ) % FloppyDik  DWDRW  CDDeive ik}
P B Deiwe L} Dt {F)
i cnema {E)
e gioco (R
e Suan (M)
o} VD RW Dive [k}
il 0 Orve (1)
o I ()
& Metwark
- SHOGUNPC Wergroup: HOME
H * shogeePl  Froceson AMD Sthlcnitm) 6 Processor 3800+

Memaong 200 6B

Step 2 - Click on it and the Map Network Drive window will open. First, you need to assign a drive letter
for the connection (we recommend using "S:" for server, but any letter not being used will work). Then
click Browse to find the folder you want to map (look in Network Places first). You can also type the full
path in the box if you know it. Click "Reconnect at logon" so that each time your computer restarts it
looks for the mapped folder.

- e
k.J % Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect fo:

Drivee | -

| Falder * | | Browse., |
i Examphe: Viserverishare

¥ Reconnect at logen

Connect wsing a diff erent user name.

NOTE: If you are having trouble finding the database folder on your network using Browse, first try typing
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it's path directly into the box. Also, verify that the folder was correctly set up for sharing on the remote
computer[41, that the correct username and password have been entered (if necessary), and that the
computer network connections are functioning properly.

Step 3 - Click on Finish and the drive mapping will be created. You can verify the success of your
mapping by looking at Computer shortcut again where you will see that a new drive having the letter you
assigned is listed. You can access at anytime just by double-clicking it (or, more importantly, the
ezHealthWare software database can now be easily referenced using the just the new drive (for example
"S:\ezHW_Data\ezDB.dez").

Hard Digk Dhrives (6) ~
- o e g ol P .
;,ﬂ o™ = o " =
vista (C:) =p (Dx) cimerna (E) gioce (F:) suene (H:) lavare (V:)
Devices with Removable Storage (3) -

-
Floppy Disk OvD BwW CO Drrve (k)
Drive (&) Drve (1)

letwark Lacation il )

—

di
V19216802
1E)

3.2.44 Windows?7

In order to simplify the process of finding and linking to your database folder from other computers, we
highly recommend that you create a Mapped Network Drive. This allows the sometimes arcane network
path name (\\Frontdesk-DellPC-244\JoesFiles\Temp\) down to the more memorable "Z:\Temp". The
process for creating a mapped drive is given below:

Step 1 - Click on the Computer shortcut from your desktop or from the Start Menu. In the toolbar you will
find several buttons, including one called Map network drive.
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w 1%y Computer »

Organize « Systern properties Uninstall or change a progr@
‘ 5.0 Favorites 4 Hard Disk Drives (2)
B Desktop 05(C) RECOVERY (D:)
8 Downloads w - J E;ﬁ
5| Recent Places 171 GB free of 222 GB 6.52 GB free of 999 GB

4 Devices with Removable Storage (1)

- Libraries
[ Documents $ DVD/CD-RW Drive (E)
J' Music

[ Pictures

B videos
Ll Computer

q‘! Network

,f ICCOMPLISH-PC Workgroup: ALDERWOOD Memorny: 1.00 GB
Processor: AMD Athlon(tm) 64 X2 ...

Step 2 - Click on it and the Map Network Drive window will open. First, you need to assign a drive letter
for the connection (we recommend using "Z" or "S:" for server, but any letter not being used will work).
Then click Browse to find the folder you want to map (look in Network Places first). You can also type
the full path in the box if you know it. Click "Reconnect at logon" so that each time your computer
restarts it looks for the mapped folder.
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3.2.5

&, ﬁ"_\, Map Metwork Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: IZ: - l

Folder: ‘WWEBamroemiciezHW Data -
Example: \\server\share :
Use Browse to find your
@leconnect at logon

shared network folder

[7] Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures,

Finish I[ Cancel

NOTE: If you are having trouble finding the database folder on your network using Browse, first try typing
it's path directly into the box. Also, verify that the folder was correctly set up for sharing on the remote
computerm, that the correct username and password have been entered (if necessary), and that the
computer network connections are functioning properly.

Step 3 - Click on Finish and the drive mapping will be created. You can verify the success of your
mapping by looking at Computer shortcut again where you will see that a new drive having the letter you
assigned is listed. You can access at anytime just by double-clicking it (or, more importantly, the
ezHealthWare software database can now be easily referenced using the just the new drive (for example
"S:\ezHW_Data\ezDB.dez").

Installing on your Secondary Computers

You must install the ezHealthWare software on each computer on your network. When you first run it,
you will need to tell ezHealthWare where you have the patient database. This is easily done with the
Network Wizard.

First, tell ezHealthWare software that you have already installed the Database on another computer:
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x

-2! Welcome to exChartWriter?

network Configuration Tool

Have you already installed ezChartwriter on this or any other
computers at this practice le

R

‘ ,,;‘; Metwork Tutonal

Then click "Find Database" so that the folder can be located.

x

-2! Welcome to exChartWriter?

network Configuration Tool

The computer that you have previously installed the database on will be your
"Server', You will link into that database to access your patient charts, It is easier
if you "mount” the database folder as a drive {using Windows; see the networking
tutorial). Be sure to alzo set the permission for that fold to "Allow Metworlk
Sharing."

CLICK HERE TO CONTINUE - | f Find D atabase ‘

,,;‘; Metwork Tutonal ‘QEIHE>‘ x Cancel

If you have properly shared[411 and mapped| 581 your database folder, you will simply need to click the

Find Icon and select the Networked Drive (in this example we mounted the folder as the Z: drive).
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3.2.6

i i, Database Locator Utility . oy =] |

\j Database Locator Utility

Yoo are seeing this screen because the Patient database could not be found during
program start-up,  This is wsually because either your network has lost connection or
you have movedfchanged the name of the ezHW _Data folder,  To connect ta the
correct location, use the 'Find' button below to indicate the location of the database
on your local cormputer or the network:,

— Path to primary databasze:

IZZ"-.EEDE.dEZ ﬂ

[ Reset Databaze Path inWindows Fegistry

METWORKIMG MOTES:

The standard ezHealthvare database is named "ezDB.dez" (Lsualy in the

C:hezHW _Data folder),  Each of your computers showld be pointed to this database
(the =asiest rmethod is to mount’ the server directory as a drive on each of the
nietwork computers, See the section on networking in the setup manual or click the
"Metwark Tutorial” button below,

_:_"i'T Hetwork Tutonal @/l ‘\/ Okay H x Cancel

If you have problems or your computer does not seem to be connecting to the database as expected,
use the Path Utility[74) to investigate.

Setting up a Wireless Network

Since ezHealthWare software is an intensive database-driven program, you can expect a wireless
network to be slower than a typical 100Mbps wired LAN (how much slower depends on the wireless
system you choose). If you must use a wireless network, it is probably best to use the exam room
computer as the server and let other computers link into that system. Broken network connections, as
sometimes happen with wireless systems, can result in database corruption! Do regular backups
of your data (at least daily).

To begin you must choose from several different wireless technologies to select the system which works
best for your office, balancing cost versus speed.

802.11b This is the oldest and most compatible wireless technology, and any wireless network
device can connect to an 802.11b network. 802.11b is slow, however, and you should use it only
for browsing the Web, sending instant messages, and reading e-mail.

802.11g The best choice for new wireless networks, 802.11g works with any device that supports
802.11b, while offering five times the performance. 802.11g is fast enough to stream music and
some video (but not high-definition video).

802.11n. A future standard that will replace 802.11g and 802.11b networks, while still supporting
existing wireless computers. 802.11n can offer better range and performance than 802.11g;
however, 802.11n network equipment is more expensive, and most wireless devices do not support

© 2011 Iccomplish, Inc



Installation and Setup 69

it.

Other 100+ Mbps wireless technologies. Most network vendors (or manufacturers) now offer
custom wireless equipment that claims speeds higher than 100 Mbps. In the real world,
performance is only slightly better than that provided by 802.11g and, in order to realize the benefit,
you hawve to use wireless network adapters from the same vendor in each of the devices you're
connecting. These devices also support 802.11b and 802.11g, however, and are a good choice if
the price is comparable to 802.11g equipment.

802.11a This is an outdated wireless technology that offers good performance but is compatible
with only a few devices.

If you are unsure of which standard to go with, just buy 802.11g networking equipment as it will be a
solid choice.

NOTE: Windows XP comes with a utility called Wireless Zero Configuration (WZC) that runs as a
senice and is intended to make connecting to an access point much easier, by continuously searching
for access points in range. This behavior may cause random disconnections on your wireless network.
To correct this you will have to disable the WZC senicel 71 and use another wireless management
program, such as the one that comes with your wireless network adapter. Refer to the wireless router
software help files or user manual for information on how to install and configure it.

3.2.6.1 Improving Wireless Signal

Top Ten Tips for Improving Wireless Network Performance (from Microsoft's
Site)

If Windows ever notifies you about a weak signal, it probably means your connection isn't as fast or as
reliable as it could be. Worse, you might lose your connection entirely in some parts of your home. If
you're looking to improve the signal for your wireless network, try some of these tips for extending your
wireless range and improving your wireless network performance.

Tip #1 - Position your wireless router (or wireless access point) in a central location

When possible, place your wireless router in a central location in your home. If your wireless router is
against an outside wall of your home, the signal will be weak on the other side of your home. Don't worry
if you can't move your wireless router, because there are many other ways to improve your connection.

Tip #2 - Move the router off the floor and away from walls and metal objects (such as metal file
cabinets)

Metal, walls, and floors will interfere with your router's wireless signals. The closer your router is to these
obstructions, the more severe the interference, and the weaker your connection will be.

Tip #3 - Replace your router's antenna

The antennas supplied with your router are designed to be omni-directional, meaning they broadcast in
all directions around the router. If your router is near an outside wall, half of the wireless signals will be
sent outside your home, and much of your router's power will be wasted. Most routers don't allow you to
increase the power output, but you can make better use of the power. Upgrade to a hi-gain antenna that
focuses the wireless signals only one direction. You can aim the signal in the direction you need it
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Tip #4 - Replace your computer's wireless network adapter

Wireless network signals must be sent both to and from your computer. Sometimes, your router can
broadcast strongly enough to reach your computer, but your computer can't send signals back to your
router. To improve this, replace your laptop's PC card-based wireless network adapter with a USB
network adapter that uses an external antenna. In particular, consider the Hawking Hi-Gain Wireless
USB network adapter, which adds an external, hi-gain antenna to your computer and can significantly
improve your range.

NOTE: Laptops with built-in wireless typically have excellent antennas and don't need to have their
network adapters upgraded.

Tip #5 - Add a wireless repeater

Wireless repeaters extend your wireless network range without requiring you to add any wiring. Just
place the wireless repeater halfway between your wireless access point and your computer, and you'l
get an instant boost to your wireless signal strength. Check out the wireless repeaters from ViewSonic,
D-Link, Linksys, and Buffalo Technology.

Tip #6 - Change your wireless channel

Wireless Channel E-2437GH

2-2.417GH:z
3-2.4220GHz
4-2.427GHz
b-2.432GH:
b-2.437GH:z

Wireless routers can broadcast on several different channels, similar to the way radio stations use
different channels. In the United States and Canada, these channels are 1, 6, and 11. Just like you'll
sometimes hear interference on one radio station while another is perfectly clear, sometimes one
wireless channel is clearer than others. Try changing your wireless router's channel through your router's
configuration page to see if your signal strength improves. You don't need to change your computer's
configuration, because it'll automatically detect the new channel.

Tip #7 - Reduce wireless interference

If you have cordless phones or other wireless electronics in your home, your computer might not be able
to "hear" your router over the noise from the other wireless devices. To quiet the noise, avoid wireless
electronics that use the 2.4GHz frequency. Instead, look for cordless phones that use the 5.8GHz or
900MHz frequencies.
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Tip #8 - Update your firmware or your network adapter driver

Router manufacturers regularly make free improvements to their routers. Sometimes, these
improvements increase performance. To get the latest firmware updates for your router, \isit your router
manufacturer's Web site.

Similarly, network adapter vendors occasionally update the software that Windows uses to communicate
with your network adapter, known as the driver. These updates typically improve performance and
reliability. To get the driver updates, do the following:

Windows Vista users: Click the Start menu, click All Programs, and then click Windows Update. In
the left pane, click Check for updates, and then wait while Windows looks for the latest updates for
your computer. Install any updates relating to your wireless network adapter.

Windows XP users: Visit Microsoft Update, click Custom, and then wait while Windows looks for the
latest updates for your computer.

Tip #9 - Pick equipment from a single vendor

While a Linksys router will work with a D-Link network adapter, you often get better performance if you
pick a router and network adapter from the same vendor. Some vendors offer a performance boost of up
to twice the performance when you choose their hardware: Linksys has the SpeedBooster technology,
and D-Link has the 108G enhancement.

Tip #10 - Upgrade 802.11b devices to 802.11g (or even 802.11n)

802.11b is the most common type of wireless network, but 802.11g is about five times faster. 802.11g is
backward-compatible with 802.11b, so you can still use any 802.11b equipment that you hawe. If you're
using 802.11b and you're unhappy with the performance, consider replacing your router and network
adapters with 802.11g-compatible equipment. If you're buying new equipment, definitely choose 802.11g.

Wireless networks never reach the advertised bandwidth limits. 802.11b networks typically get 2-5Mbps.
802.11g is usually in the 13-23Mbps range. Belkin's Pre-N equipment has been measured at 37-
42Mbps.

3.2.6.2 Disabling WZC in WinXP

Disable Wireless Zero Configuration in Windows XP

If you are running a wireless network on a Windows XP system and have experienced problems
maintaining a connection to your wireless router, we recommend that you disable the "Wireless Zero
Configuration" senvice.

The Wireless Zero Configuration service allows your network card to automatically select and connect to
preferred networks as they become available. In your office setting, you only want to be connected to
one wireless network and thus have no need for a senvice that is automatically scanning for different
wireless networks. This causes your network to drop the wireless connection for just a moment, long
enough to kill the network connection to the ezHealthWare software database. This can result in severe
damage to the database!

To access disable this senice, you need to browse to the Control Panel, then Administrative Tools
and finally double-click on Services. From the senices window you will want to scroll all the way down
to Wireless Zero Configuration and right-click the name, then click Properties.
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From the Service Status area choose Stop to stop the seniice.

From the Startup Type drop-down menu, choose Disabled so that the senice doesn't startup the next

time you start Windows XP.
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3.2.7
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Your wireless connection should now function like a wired connection, and you shouldn't have to worry
about "dropped" connections in Windows XP.
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Troubleshooting Network Problems

Network Cable Errors

If your computer network cable is not working properly, you will see a repeated message or pop up
“network cable is unplugged” on your desktop and the blinking status lights of the network will also stop
blinking. There can be many causes of this problem and you can fix this error with these simple tips. If
you have another Ethernet adapter installed but not using it, then disable it by right clicking on the
monitor icons on the right side of the desktop and select the disable option. Check both ends of the
cables and ensure that the RJ 45 connectors are properly inserted in the LAN card and in the Hub/
Switch. Update the drive of the LAN card from the vendor's website and if the problem still exist then
replace the cable with new one. If the problem is still not resolved then replace the LAN card with a new
one and try to use a new hub or switch and put cable’s one end into it. By these simple steps, you will
be able to trace out and troubleshoot the problem.

Basic Network Troubleshooting Tips

The following sections list a series of common networking problems along with solutions that can usually
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resolve the issue.
Problem: Duplicate computer IDs.

Solution: Make sure that every computer on the network has a unique ID (use Control Panel, Network,
Identification to view this information). Otherwise, you'll get an error message when you reboot the
workstations with networking cables attached.

Problem: Different workgroup names.

Solution: Make sure every computer that's supposed to be working together has the same workgroup
name. The Windows 9x/NT Network Neighborhood and Windows Me/2000/XP My Network Places icons
display computers by workgroup name. Different workgroup names actually create different workgroups,
and you'd need to access them by browsing via Entire Network. This wastes time.

Problem: Shared resources are not available.

Solution: Make sure that shared resources have been set for any servers on your network. If you can't
share a resource through Windows Explorer on the peer sener, ensure that File and Printer Sharing has
been installed.

Problem: Network doesn't work after making changes.
Solution: Try restarting the computer. This will surprisingly fix many problems!
Problem: A user can't access any shared resources (but others can).

Solution: First, have the user log off and log back on. Next, check cable connections at the server and
workstation. Loose terminators or BNC T-connectors can cause trouble for all workstations on a Thinnet
cable segment. A loose or disconnected RJ-45 cable affects only the computer (or hub) using it. If a
Category 5 UTP cable seems to be connected tightly but the user still can't get on the network, check
the cable with a cable tester or replace the cable.

Problem: Wrong access level.

Solution: If you save your passwords in a password cache, entering the read-only password instead of
the full-access password limits your access with peer servers. Try unsharing the resource and try to
reshare it, or have the user of that peer server set up new full-access and read-only passwords.
Alternatively, don't use password caching by unchecking the Save Password box when you log on to a
shared resource. With a client/server network with user lists and rights, check with your network
administrator because she will need to change the rights for you.

Problem: Unable connect to Internet or other computers.

Solution: Check the router, switch, or hub used to connect the computers to each other and the
Internet. It needs to be powered, and the data cables must be properly connected between it and each
PC (and between the Internet connection and the switch or hub, if applicable). If your network uses
DHCP to dynamically assign IP addresses and the router has lost power or connection, users won't have
valid IP addresses. Restart the router, and have all users log off and shut down. When they restart their
systems, they should be able to obtain valid IP addresses and connect with each other.

Confirming the Database Path
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You can confirm that your setting to the database location is correct by using the ezPathUtil.exe
program found in the ezUtilities folder (go to C:\Program Files\ezHealthWare\ezUtilities). The path
displayed should be the location of your database. Typically the Tool Path should be in the same
location, although advanced users can change this location to allow for custom Tool Database on each
computer. You can also use this utility to set a new database location.

=10l x|

= ezPathUtility - Locates DB Paths

Database Path Selector Utility

Thiz utility allows the zetting or clearing of folder paths far the wanious databazes that ezHealthinfare software
uzes, These databases are required for program operation, =0 any changes made here may cause the
pragram to become inoperable on startup. If the program gives database errars, by clearing the falder pathlz].

— Path to Main Databaze

IE:&EZHW_Data'xezDB.dez ﬂ Setl Clear |

—Path to Tool Database

IEZ"\EZHW_Data"-. ﬂ Setl Clear |

Check Databaze Path I
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4

4.1

Getting Started

Opren CHARTS r

. * Sample, Joe E
| [ Create Mew Chart || L OpenaChart |

| +— Search for Patient |Lj' Patient Feminders

How do | login as a User?[sd

How do | login as a Administrator?[85)

How do | recover a lost password?lﬁﬁ

How do | access FAQ (frequent questions)?/88)
How do | access the User Manual (pdf)?[89

How do | use the demo patient "Joe Sample"?[8

Using the Setup Wizard

The first time ezChartWriter is accessed, the Networking Wizard displays to guide you through
configuring the program according to your custom settings (even if you do not plan to install on a
network, you must follow these steps).

1. Open ezChartWriter. The Program Splash Screen displays; click Continue

2. Click Start to start the wizard. The Networking Wizard window displays:
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H Metwork Wizard

w— Welcome to ezChartWriter!

Hetwork Configuration Tool

This networking wizard will assist you in setting up your patient database properly.
Flease answer the following questions to continue the setup:

Will you be using ezChartWriter on a network or on a single computer?

1 Metwork, 1 Single Cornputer

MOTE: ezChartWriter is designed to work on small computer networks (up to
10 computers). More than that will result in performance and speed problems.

.f.} Metwork Tutorial

f""f Vista and Win 7 Users ‘@“E}H x Cancel

3. Select the First time installation option and select the Edit Admin Settings box. It is
recommended that you use the default installation location (usually the Program Files\ezHealthWare
folder, unless you are setting up a client computer on a network.

4. Click Next. The Registration of Software window displays momentarily, and then the Create New Database
Utility window opens:

CLICK HERE TO CONTINUE --> ‘ [* Setup New Databaze

5. Click Build New Database. The system builds your database and displays a completion message once
the database is created.
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& ezDP Database Creation Tool

“’ ezHealthWare

First-time Installation Database Creation

First-time Database Creation Utility

We will now create an empty database to begin using the
ezChartWriter software for the first time. This may take
several minutes. For a network setup, make sure that you
are running this wizard on the primary server (the fastest
computer on your network is preferred). Please seethe
‘networking’ section of the user manual for help on
making the database visible to other computers on your
netwaork.

Where do vou want the database located?
C:hezHiw_Datat =

| Reset to default location

‘ ?@Q Build Hew Database

x Cancel

6. Click Next. The Registration of Software window displays:
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( Software Registration : = W
f’)z‘) Software Registration Utility

THIS PRODUCT IS LICENSED TO:

Unreqistered Uzer

TRIAL YERSION

DATABASE SERIALY 69925-644FE-FC483-190F7-B CREC

MODULES: ezClaimBiller ezdpptScheduler ezRecallkd anager ez atak schange

Ve rmake our software freely available and fully functional for testing in the trial version, so
that you can try out all the features and see if it realy works for you. If you have already
purchased a software Registration Code, please enter it below.

Set Account Mumber

Primary Practice Telephone:
| Your dinic phone number serves as your account number,

MOTE: The phone number, shown on Reports/Ryx's, is locked in after registering the software,
PLEASE DO MOT USE YOUR HOME PHOME OR CELL MUMEER,; it is difficult to change after buying.

Reqgistration Options
I would like to evaluate the software before purchasing

{7 Five (5) day trial period, totally anonymous
{ Thirty (30) day trial; requires filling out a short survey form *

Already purchased a software license? & Mo “es

You can purchase at any time by visiting: www.ezchartwriter.com

*MOTE: An Internet connection is required. Your survey data is kept confidential.

1 -ﬂ Heset License Mexnt Cancel
'E

7. Once the database is created, you will be guided through the process of registering and setting up the
software. If you are evaluating ezChartWriter, you do not have to provide a software registration key
code in the space provided. Simply leave this field blank and you will have an opportunity to use the
software with a limited number of patients (30 is the maximum).

8. Click Next. The Administrator Setup screen displays:
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R Admin Setup Utility

gj Administrator Setup Utility

Flease carefully select a System Administrator password. The password should be 4-20 characters
long, Itwill unlock all system functions and can reset AMY user password, Keep it secure, To
comply with HIPAA requlations, be sure to MOT post itin a conspicous place.

THIS 15 A VERY IMPORTANT FASSWORD.

Administrator Setup

System Adminiztrator 1D Adrmin Pazsword ||

adrmin Confirmn Password |

Practice/Clinic Information: [This data will dizplay on your reports & Bx's]

-r[e.g. "Ima K. Doctor,
00", entered exactly
az pou wish it to
appear oh repart
hitle=]

Doctor(z] MameTitle

Practice/Clinic Mame
Practice Addresz1
Practice Address2

|
|
|
|
Practice City |
Fractice State/Frov Foztal Code

«-—- Phone number is locked in

Practice Telephone
after reqgistering the software.

Practice Fax

Practice Email | Group MP [if applicable]
Practice "Website | |

* Fieldz in vellow are REQUIRED

‘@)H C» Next H X cancel

IMPORTANT: The System Administrator is the software user delegated to
maintain software settings and security levels, to add or delete users,
and to register the software. This individual should be a trusted, long-
term employee (preferably someone with good computer knowledge).
The password[s4] that is selected must be remembered (unlike user
passwords, it is not easily reset). Keep the System Administrator
password in a secure location that is not easily accessible by others.

9. Click Next. The Primary User Setup window displays:
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B0 User Setup Utility A=l 3

» First-Time User's Setup

This form will let you setup your first few users. Itis advisable to set yourself up as the first user,
You may add an unlimited number of users in the Admin section. You must enter a minimum of ONE
user at this time,

Enter the name of the uzers below:

First Hame Ml Last Hame UserName User Type  Security
User1: |Joe R [Smith [jsrith Provider =|[10 +]

zer 2 | l_ | L] ﬂ
User 2 | |— | ﬂ ﬂ
dzer 4 | l_ | L] ﬂ
User 5 | M | | Hl =

MOTE: The first time you sign on to a new user account, the Password will be set equal to the
IUsername (first initial + last name). Security level will default to "5 if left blank. Level 1is the
lowest level and 10 has the highest privieges.

Code Sets (Diagnosis and Procedures)

+ ICD9
~
~

ICD-10 CODES COMIMNG SO0M!

@ International Settings

Formatting Mask Formatting Preview
General date format: | mm/dd /sy -] ||32;1 /2011 |
Telephone formatting:  |(999) 999-9399 ~| 31213456788 |
Postal Code format:  [99999-9934 ~| |4sE78 |
Measurements:  Metric % Mon-Metric |Di3t3 20 Temp: 386 F |

‘@)H L Next H ¥ cancel

Enter your primary user information in the spaces provided. The system will automatically
generate a username for you when once you enter your name. You can accept the username or
create your own (your username must consist of at least five characters). If you have two users
with the same last name and first initials, you will have to create a custom UserName for at
least one of them (since the default username is first initial plus lastname)

International Settings - if you are using the software outside the United States you will likely
need to adjust the date format and metric measurements.
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411

4.2

10. Click Next. The Password Information window displays:

When you first log into the USER account, you will need to enter the default password. The
default password for users is the same as the UserName (so for "jsmith", enter the password as
"jsmith"). You will then be prompted to enter a new password.

User Password Information

! 'l-., The first time you log onto a user acocount, the password will be your USERMAME. You will then be asked to set a real password,

11. Restart the software. You will see a notice that the Trial Period has begun.

12. Open ezChartWriter and sign in to the Administratorss account to review/set the security options.

Password Selection

It is a good practice to choose a secure password. To often an easy-to-guess password is chosen,
which defeats the whole purpose of passwords! A strong password would look like "r%i1L" or
"sus99an1". A secure password should contain:

No less than 6 characters

Not be the same as your user name, personal name or birthday

Does not sound like a dictionary word (e.g. "glove")

Contains a combination of capital & lower case letters, numerical and/or special characters.

Having a simple password can leave you winerable to guessing or dictionary attacks, which can lead to
unauthorized access to patient information. HIPAA regulations require that you make every attempt to
secure your data. We recommend you use a password that has at a minimum eight characters and
contains a combination of both letters and numbers. Passwords should be changed regularly.

User Login

When you come to the Main Menu of ezChartWriter, you are automatically logged in. However, if you
click the Logout button or are timed out due to inactivity, you will need to log back in before proceeding.
You have three attempts to login before the software closes. The screen you will see will have buttons
similar to those below:

32 User Login g-‘ Administrator

b

After you click the User Login button, the following screen appears. You must enter your UserName (as
setup by your Administrator) and password. You can change your password at any time by clicking the
"Change Password" link. Click the Login button at the lower right to complete the login process.
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4.3

4.4

x

42 User Login

U zerh arme; Iil:h:uktu:ur LI

Pazzwiord: |’1 Change Passyvword

Ilze of thiz zoftware meansz that you have read, understood, and agreed to the uzer icenze.
Click. HERE to wvievs the User Agreement. Al nghts reserved.

‘ w Login x Cancel

Administrator Login

Once you have logged out as a user|8d), you can re-log in as the Admin. Special features are available
for the Admin, including the ability to create user accounts, set security levels and manage the software
account.

aa User Login gj Administrator

9

&

WARNING: Be sure to Log Off of the Admin account when you have completed your work.
Lost/forgotten passwords

NOTE: The first time a user attempts to login, the default password is the same as the assigned
UserName. After the first sign-in, the User must change the password.

Via User - Change Password

The User can change their own password after clicking the User Login button (only if they remember the
password; if not, see below for details on resetting the password of a user).
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Secure Login

32 User Login

U zertd ame; |i|:||:|kt|:|r ﬂ

xxxxxxxxx:1

Pazzword; Change Pazsword

Ize of thiz zoftware means that vou have read, understood, and agreed to the uzer license.
Click. HERE to wviews the User Agreement. Al rights reserved.

‘J Login x Cancel

Enter the old password then create and enter a new password. The software will not allow you to create
a blank or single letter password. If you mis-enter the password(s), you will be prompted to try again.

32 Change Password

Jzer Name |i|:||:|kt|:|r

0ld Pazsward ||

Leave the next two fislds blank, if pou do not
wizh to have a pagsword. All pazswards are
caze sensitive.

Mew Pagzward |

Confirm Password |

‘@H]/ Okay H xl:an-::el

Via Admin - Resetting a Forgotten User Password

First, you must sign in as the Admin. Then click the Reset Passwords button.

© 2011 Iccomplish, Inc



Getting Started 87

# Administrator Functions

gl System Administrator Menu

Software Account Reset Passwords

J
&
Settings & Options &J View Audit Trail

x Cloze

fl?” Sysinfo

)

¢ Password Reset Tool

Reset Password Options

MOTE: Resetting the pazsword[z] sets the pazswaord
equal to the user name. The uzer must then change it
the nest time a logon attempt iz made. Example: for uger
Joe Smith, reset pazzword will be jEmith.

Reszet Ophions

" Reset ALL user passwords
{* Feset a specific user!

Uzer: |idl:ukt|:|r j

(@) [\ o |[ X core

NOTE: When the password is reset, it becomes the same as the UserName. So user "jsmith" will have
a password of "jsmith" which must be changed on the first login attempt.

Admin Password - Lost/Forgotten

The Admin password is set when you first setup the software. If you have forgotten it, you can reset by
clicking the "Forgot Password" next to the Admin login button.

© 2011 Iccomplish, Inc



ezChartWriter User Manual

Secure Login

&' System Admin Login

| zerM ame: |a|:|min

Pazzword; || Lozt Admin Password?

Ize of thiz zoftware means that vou have read, understood, and agreed to the uzer license.
Click. HERE to wviews the User Agreement. Al rights reserved.

‘J Login x Cancel

Change your password by entering the current password (you will be prompted to enter a new one). Or, if
you have lost your password, enter the code provided by TechSupport to reset the Admin Password.

4. Reset Admin Password

=_ Admin Password Reset Utility
-
Thiz vtilite will allow yau to either change vour Adrin password [iF pau know the existing pazsward]

ar rezet the password to a default value [for your protection, this requires a code from Tech Support]
MOTE: Choose a pagsword that iz bath unigue and rmemorable.

™ Change the Admin password

Current Pazsword; |

fo Reset the Admin pazsword [if you have forgatten your current pazsword]

Idnlock code [provided by Tech Support): ||

|@,)Hy/ Dkay H xtancel

FAQ (frequently asked questions)

Most of your Frequently Asked Questions are answered in this section.
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m User Login ?;;l Questions (FAQ's)
il
g

3‘!“';‘ Administrator e User Guide (pdf)

4.6 User Manual (pdf)

Click on the User Guide on the Main Screen to view the printed (pdf) version of the help manual. The
manual included in the Setup contains low-resolution images; to print the manual you should download
the hi-res version (approximately 30MB) from the website www.ezchartwriter.com.

m User Login ET@-__! Questions (FAQ's)

3‘;“1 Administrator e User Guide (pdf)

G

4.7 Sample Patient

The software comes with a demo patient that you can use to create practice charts, reports, Rx's and
such. You can also create your own sample patients, however we recommend that you use the default
sample patient for these reasons:

1. "Joe Sample" is known to the software for being a demo patient, and all reports and charts are ignored
when creating "real" reports.

2. The default sample patient can be closed even with open (unsigned) reports/Rx's. Normally you can't
close patient charts if there are unsigned items.

3. Tech Support will have you test with this patient.

WARNING: Do not delete the Joe Sample patient! Simply close the file by right-clicking and selecting
Close.
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5

5.1

Admin Functions

The Administrator Menu is the main portal to managing the software, including User accounts and
Security Settings. In addition, you can purchase and register the software.

Software Account[92

Admin Settings & Options|?7'1
Reset Passwordsfiod

View Audit Traill103)

#® Administrator Functions

g’.l System Administrator Menu

Software Account

Reset Passwords

Settings & Options

View Audit Trail

@

:'J'.:” Sysinfo

x Close

Software Account

The Manage Software Account screen will allow you to purchase the software (via secure link), register/
license your copy, view existing licenses and change the clinic telephone (which serves as the account

number).

Purchase Software[e3)
Register/License Software[o4)

View Licenses/[96)

Change Clinic Telephone Number[961
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B Manage Account Menu @

g@l Manage Account Menu

THIS PRODUCT IS LICEMSED TO:

FPeepers Practice Tel# 3522091621
TRIAL PERIOD EXPIRED!
Pleaze purchaze a software licenze at winw, ezChartwfriter. com

Purchase Now! li% View Licenses

Register Software Clinic Telephone

|@H x Cloze

511 Purchase Software

Whether you are purchasing the software for the first time or renewing your license, the Purchase
Software screen will the make the process super easy. The uploading of your order is our recommended
method since there is no chance of mis-entering important account information that we need to generate
your license file.

You can purchase in one of three methods:
¢ Via secure internet connection directly to our server (with full encryption of your credit card data)

e Generate a paper order form; submit via fax or mail
e Launch the website so you can order off the ezChartWriter website.
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%8 Payment Form

A‘ Ay czHealthWare” 1,:

Flease =zelect the payment method

f*" Order now wia Secure Internet connection [your credit card info iz encypted)

EI H]l 28E-bit D ata Encryption

(" [Eenerate a paper arder form pou can fas/mail to us
" Launch default browszer to order directly from ezCharfwiniter \Website

TolFres Order: {800) 497-3599  (VoiceMail Only)

B[] X e

5.1.2 Register/License Software

This is the tool you use to update your license after purchasing. Make sure the Primary Practice
Telephone is filled in with the phone number for your clinic/office. This is the number we will use for
licensing. It is NOT MODIFIABLE once licensed and will display in your as you have entered it. If you
wish to change it in the future you will have to use the Change Account Number[961 instructions. You
only need to license ONE time, no matter how many computers you have networked.
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f,b Software Registration Utility

THIS PRODUCT 15 LICENSED TO:

Dr David and Aszociates Telft 4256451515

LICEMSED - You have 3344 day(z] left before your license expires.
ATFCC1051EE44DBFI0ABCTCFF

MODULES: ezClaimBiller ezdpptScheduler ezRecalldanager ez0 atak wchange

Je rmake our software freely available and fully functional for testing in the trial version, so
that you can try out all the features and see if it really works for you. If you have already
purchased a software Reqistration Code, please enter it below.

Set Account Mumber

Primary Practice Telephaone:

| Your dinic phone number serves as your account number,

MOTE: The phone number, shown on ReportsRx's, is locked in after registering the software,
FLEASE DO MOT LISE YOLUR HOME PHOME OR. CELL MUMBER,; it is difficult to change after buying.

R egistration Optionz
I would like to evaluate the software before purchasing
i
&

Already purchased a software license? & Mo {# ‘Yes

Activate Mow via Internet | Import Licenze File || wwwew.ezchartwriter.com

*MOTE: An Internet connection is required. Your survey data is kept confidential.

‘ [ﬂ“ Reset License

x Cancel

95

There are two options for updating the License File (registering your license):

Option 1 - Via the Internet

Click the Activate Now via Internet button. The software will attempt to contact our servers to retrieve

your license file. Problems that can occur include:

¢ not enough time has passed since your purchase; all orders should be updated within 24-48
business hours.

e incorrect telephone number entered (you must include the exact digits as you indicated on
your purchase order, especially country and area codes).

¢ no internet connection present

e attempting to license the wrong version of the softwarek1d (from what you purchased)

¢ an internet error has left our server down (very rare)

Option 2 - Import License File
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If the codes were sent via email or CD-ROM, copy the license files (not the folder itself) into your
database folder (typically C:\ezHW_Data). Then click the Import License File button so the license
updates.

5.1.3 View Licenses

The View Licenses screen allows for a review of existing licenses and the expiration dates. Note that
ezChartWriter will begin warning you about 30 days before your expiration date that you license is due
for renewal.

B Software License Status

g.l View Software License Data

Account Detailz

Licenzed Telephonet: 4256451548

Cusgtorner 10 {DDBOFFG1-DF75-442F-86E 2-505FF997 7380}
Dr David and Azzociates Practice Telt 4266451515
LICENSED - You have 3344 day(z] left before your license expires.
SERIALH 3TFCC-1051E-E44DE-FA0AS-CFCFF

Lizenzed Praducts

Module Licensze Type Expiration D ate
ezChartwriker Standard Licenze 542020
ezClaimBiller Standard License Bf2420M
ez pptScheduler Standard License BA24201
ezRecallM anager Standard Licensze Af242011
ezl atak mchange Standard License Rf2201

;a Hevizion Log H J_{J Reset License @ ‘ x Cloze

The Revision Log button will display the current list of available upgrades for the software (if applicable).
The Reset License is only used when directed by Tech Support to reset your licenses in the case of
error or other issues.

514 Change Account Number

To change your Clinic Telephone number (which serves as the Account number and is part of the license
file), you must follow two steps:

Build Email Data
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Your primary practice telephone number serves as an unique identifier and is part of your license/
registration key. In order to change it (for example, if your area code changes or you mowe locations)
you must send a request to us to have a new registration key code generated. The process may take

up to 24-48 hours. We will generally verify the clinic telephone number to ensure that it is registered
correctly.

Generate Email Data

STEP OME: Send us an email requesting that we update your registration
code. Use this button to generate the data we need to complete the request
(paste it into the body of your email):

Practice T elephone [current): | | Uze formatting az you

wizh the number to
Practice T elephone [new]; |[444] 555-1212 | appear on reports,
Reason for change: |ITIDVEI:| locatiar]

DATABASE |D: 31FCC051E-E440B-FI0AB-CYCFF

i 5? | Build Email D ata ‘

Set New Number

Once you receive the confirmation email click the "Set New Number" button to make the change final.
The software will automatically update your license for you (Internet connection is required).

Enable Hew Mumber

STEF TW0O: After you receive the confrimation email from us, click the button
below to change the telephone number. WARNING: Wait until you receive the
confirmation email, otherwise you will lock yourself out of the software!

@ Set New Humber

5.2 Settings & Options

The Admin Settings & Options screens allow you to set the overall properties for the software. This
includes the Clinic Details, User Security, Overall Security and International Defaults.

Clinic Details[e7

User Details/Security[ 98
Global Security Settingsm
International Defaults[103)

5.2.1 Clinic Details Screen

The Clinic Details screen allows for entry of the Practice Information, including the all-important Practice
Telephone number (which serves as your Account Number). Once the software is purchased and
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licensed, the Practice/Clinic Telephone number cannot be changed unless done by Tech Support. You
can however change the formatting of the number at any time (e.g. add parenthesis or dashes). The
remaining fields can be altered in any way you wish. If you have a group tax ID number and/or NPI, enter
it on this screen.

The field "Doctor Name/Title" is used in many reports/Rx's, so it should reflect your name as you wish it
to appear in reports.

‘1{ Program Settings & Options - Admin Level

| Clinic Details/Report Display | User D etailsS ecurity Global Security Settings || International Defaults

The information entered on this page effects the data dizplayed on your reports and exam printouts.

Daoctar(z] Mame/Title Ima K Doktar, OD PS [az it will appear on reparts]
Practice/Clinic Mame Or Ima Doktor and Associates

Practice Addrezs] Main Street Optical

Practice &ddress2 3561 E Main Rd, #3

Practice City Seattle

Practice State wa | ZipCode 38002

Practice T elephote | o Edit Group Practice TIN

Practice Fax [425] 776-7.300 | |
Practice Emai Group NP (if applicable]

Practice ‘Website | |

‘ W Apply ‘

ﬁ. Set Database ‘@/JH ¢ Okay H x Cancel

5.2.2 User Details

The Administrator can manage the various users (including him or herself). You can Add, Edit or Delete
users (although making an existing user "inactive" is preferred). The security levels and basic information
can be edited on this screen.

Every user will have three required settings:

User Type

The user type can be either Staff or Provider. A staff member is someone who does not provide
direct patient care; a provider is classified as someone who does provide direct care (doctor, nurse,
tech). In some cases, you may wish to limit lower level providers to the Staff category to restrict
access to Rx creation, although many features can be blocked by setting the proper security level.

Security Level

Security Level can be set by clicking the Security Level on the User Details screen:
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H User Details

83 Edit User Details

Uzer Details
Firgt Mame il Last Mame Deqres
lIma K. |Doktar oo v
Title/Pozitiar D Tupe 1D Muriber
OtherD1|BO  w |843335
State Lich Other D2 v |
|4883 Otherl D3 v |
DEAH

| Security Settings

JFIM zertame: |il:|l:|kt|:|r Change Pazzward |

MNP
1384993948

Security Setting Lewel 10 User Type:
Adjust Security Settings | |F'ru:wi|:|er j

[ Set as the default Pro ar yaur clinic?

‘ @)” m Save x Cancel

‘ @ Delete User

The Security Level can be set quickly using the Quick Security Settings slider (from 0, the lowest,
to 10, the highest). Level 10 should be reserved for yourself, the Admin. Click the Use Custom
button to modify individual settings.
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& Security Settings @

% User Securft}( sEttf"gs Quick Scurity Setting . Current: Custom
e —
Main Menu Optionz Clinical Reports & Encounters
¥ Allow user to open Pulled Charts list Iv Allows viewing of finalized encounters
v Allow user to open eReminders [ Allows editing/signing of pending encounters
[~ Allow user to open Special Functions ¥ Allows viewing of Rx's
[~ Allow user to open Program Settings [ Allowr editing/signing of Rx's
I Allow user to open Billing/Claims Module ¥ Allow viewing of Reports
v Allow user to open Appointment Scheduler [ Allowr editing/signing of Reports
v Allow user to open Recall Manager ¥ Allows user to view Clinical Notes
[~ Allow user to open Data Exchange Module [~ Allowr editing/signing of Clinical Motes
Patient D emographic E diting Special Features
W Allow user to open "Mew" cabinet drawer ™ Allows user to open the Report Designer
W Allow user to open "Open" cabinet drawer [ Allow user to download software updates
[~ Allow user to Delete/Merge Patients [~ Allows user to modify patient name
[~ Select/Deselect ALL
‘@| | n Save ‘ xtluse

Active Status

Users who are no longer with your practice should be marked Inactive, rather than being deleted
from the system. Deleting a user who has created reports, Rx's or encounters will cause some
difficulties with tracking. To set the status, click the checkbox under the column "Active"
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{/{ Program Settings & Options - Admin Level

| Clinic Details/Repart Display | User Details/Security

EGIDI:;aISén:urit_l,l Set.tings : .Inter.natin:nnaIDefauI.ts |

Laztt ame Firzth ame bl |zerT ype Secuntylevel Active

Almaguer Antoinette i Staff 4 4

Alvord Charles W Staff 7 +

B arbion Anne Marie Staff 10 W

Draktor Irma K. Praovider 10 W
Actionsg

User count. & AddNew | EditEnty| Delete |

‘@JHW Okay H xtancel ‘u Apply ‘

&I Set Database

5.2.3 Comprehensive Security Settings

The Global Security Settings apply globally to the software. The only entry currently customizable by the
user is the Auto Log Off time.
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'%:{’ Program Settings & Options - Admin Level

| Cliric Details/Report Display | User Details/Security | Global Security Settings | Intemational Defaults

7
"o | MOTE: These settings apply to all users on all computers,

Auto log-off after thiz many minutes: |60 minutes -

7171 x5
£

{ Set Database ‘@)H¢ Okay H x Cancel

‘ W Apply ‘

5.2.4 International Settings

Users outside the United States will need to set the date, telephone, postal code and measurement
fields to reflect their locale.
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103

{/{} Program Settings & Options - Admin Level

[ Cliric D etailz/Feport Display | Uzer Details/S ecurity [ Global Security Settings | Intemational Defaults

i

If you are using the software outside of the United States, you may adjust some of
the defaults used by the software.

Formatting Mask Formatting Preview
General date format: |I'I'II'I'I.-"E|E|.-"_',.'_'..'_','_',' j |EIE£EIE£2EI11 |
Telephone formatting:  |[939] 993-9333 ~| [B12)3456789 |
Postal Code format:  [99999-9999 ~| [4s57E |
Measurements: 7 Metic & Mon-Metric |Di3t 20" Temp: 388 F |

&F Set Database ‘@JHW Okay H x Cancel

‘ W Apply ‘

5.2.5 Locate Database

When the network link is broken or the database folder has been moved, you may need to use the
Locate Database Utility. Use the Find Button (small binocular icon) to search your local hard-drive or

network.

Clear Database Path

Use this button to clear the database path stored in the computer's registry. This forces the Setup

Wizard to show at the software startup.
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{1, Database Locator Utility

Database Locator Utility

You are seeing this screen because the Patient database could not be found during program
start-up. This is usualy because either your network has lost connection or you have
moved/changed the name of the ezHW_Data folder. To connect to the correct location, use the
'Find' button below to indicate the location of the database on your local computer or the network.

Path ta primary databasze:;
||::"-.EZHW_D atahezDB. dez ﬂ

MOTE: Orn pour primary computer this path iz bppically "C:hezHW_Data". On nebworked computers it will vany.

RESET DATABASE | OCATION:

Use this button to reset the database path and have the
software show the Metworking and Startup Wizard.

[ Clear Database Path ]

NETWORKING NOTES:

The standard ezHealthWare database is named "ezDB.dez" (usuzlly in the C:\ezHW _Data folder).
Each of your computers should be pointed to this database (the easiest method is to 'mount’ the
server directory as a drive on each of the network computers. See the section on networking in
the setup manual or click the "MNetwork Tutorial" button below.

L

R ¢
‘ g)H - D atabaze Manager Okay x Cancel

.{@ Metwork Tutorial

5.3 Reset Passwords

If a user has lost or forgotten their password you can reset it with this utility. Alternatively, you can reset
all user passwords at once.
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i#7 Password Reset Tool

Reset Password Options

HOTE: Reseting the pazswaord[z] sets the pazsward
equal to the uzer name. The uzer must then change it
the nest time a lagon atterpt iz made. Example: far uger
Joe Smith, rezet pagsward will be jzmith.

Reszet Options

" Reset ALL uzer pazswords
f* Reset a specific user;

ser: |idl:ukt|:|r ﬂ

(@) [/ ovor [ X cone

When the password is reset, the new password becomes the same as the username. So user "idoktor"
will have the password reset to "idoktor". The first time the user logs in the software will require a real
password to be entered.

To reset the Admin password, you will need to contact Tech Support.

5.4 Audit Trail

The Audit Trail is the means by which nearly all transactions of the database can be tracked. Whenever
a chart is opened/accessed, a module is opened or demographics are changed an entry will be created.
This tool can also be used to track logon and logoff times from the software. Click the Export button at
the bottom to send the file to your hard-drive (to be opened by Microsoft Excel or similar).
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B Patient Transactions Report

@ View Activity/Audit Log ¢
Select Patient... | Name All Patients User | ~] I DaeFrond [10/3002007 =] Te [10/30/2007
Modue [Show Al =] Action [Show Al ] Tvpe/Obiect [Show Al - Seby [TiveStare  v| [Descendng v
TranzlD | Moduls_N | Action_N | ObjectType W | Pabent |User M | TimeStamp .I \l
39092| ezChartwiiter  Login Admin n'a Admin ABS2MT B30 PM
39091 | ezChartiite Open Chart Sample, Jos Pedgo. David J WES2011 74524 P
39050 ezChamvwiiter  Login Ll ger n'a Pedge. David J 382011 TAS15 P
39083 ezCharyiter Login Adriien n'a Admin 362011 72550 PM
39083 azChart\riter Start Aplicaton n'a nla 2B2011 T-2547 P
J9087 | ezChartwiiter  Login Admin n'a Admin AB2M1 0212 PM L
9065 ezChartite: Login Llzer n'a Pedgo, Daad . EL2011 7-01-57 Fi
J90ES  ezChaityiiter Sl Applicaton n'a n'a BS2011 70155 P
39084 ezChartyyiter DOpen Demomaphics  Sample, Jos Pedigo, David J MBF2011 123029 PM 4
390E3 | ezChart\riter Open Demographice  Sample, Jo= Pedgo, David.J RN 122842 P
39082 | ezChawiter  Login Uzer n'a Pedgo. Dand J 6207 1228:34 P
39081 | ezCharwiiter  Starl Applicaton n'a n/a 382011 12 2830 P
39080 ezChaityiter Open Demographics  Sample, Jos Pedgo, David J IER2M1 121405 PW
39073 ezChartvriter Login Ul zer n'a Pedgo, David J 3BT 121357 P
39072 | ezChartwiiter Start Apolicabon n'a n'a 82011 121254 Pl
39077 ezChartwiiiter  Login Ul zer n'a Diokbor, Ima K B2011 42125 P v
39076 | ezCharwiiter  Login Lger n's Pedge. David J 3572011 33617 P
39075 ezChartyiter Szl Application n'a nla 3552011 F3E15 P
39074 | ezChart\iter Login Ul zer n'a Diokbor, Ima K 3572011 30820 P
39073| ezChartwiiter  Login Uzer n'a Pedgo, Dawd J 85201 20604 Py
i f"""" ﬁ?w\ﬁw E Applicabon n'a . i.{u r=i ﬂm w' ]

5.5 System Info

Use the Sysinfo button in Admin or at the bottom of the menu Help->About ezChartWriter to get a
detailed look at the computer and software. This may be requested by Tech Support if you are having
troubles.

(2

x Cloze

Lk 5;-,;!:@

The report can be printed, faxed or uploaded directly to our server. Please email when you upload a
report so that we can review it promptly.
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HH System Information

J System/Application Diagnostic Information b}
|

[f requested by Tech Support, pleaze upload [or print/fax] thiz fom 2o that we may better
traubleshoot any problems with your zoftware.

mazH ealthiv/are - SOFTWARE/SYSTEM IMFO

ezChartwriter, Version 4.2.1
WerDate: 03042011

Autollpdate: 37/20171 11:12:58 Ak
LagtBackup: 1243042010 0%:25:04 P4

!

SYSTEM IMFO: L

Operating Syster: Windows #P Yerzion 51,2600 Service Pack 3 }

5.1 [Build 2E00)
CPU: Intel Pentium 32-bit

Total Phyzical Memany: 2,035 4308
Avallable Phpsical Memary: 939,772E.

T kg i g™ emony: 024K, #
N o i gt J"-’“ -

‘@ Upload H '-:;E§ Print ‘
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6.1

Basic Functions

"How do I?" help is available on most screens in ezChartWriter. Many times you will be brought
directly to the topic that relates to the screen that you are viewing. You can also jump from topic-to-
topic or use the search feature. Other help resources include the PDF manual and the Frequently
Asked Questions (FAQs). Access these areas from the Main Login Screen.

¢ Howdo |l ?

Get started using ezChartWriter?[ 781
Use the Admin functions?/85)
Create a new patient?[114)

Open an existing patient?[113)

Use the QuickFind tool?[113

Create an Encounter?fi38

Create a Rx?[138

Create a Report?|1_4h

Create a Note?[159

Scan or Attach Documents?[168)

|’F1_ 1] The quickest way to display the help is to press F1. If context-sensitive help is available it
will be displayed automatically.

Most of'the screens in ezChartWriter have a Help button that displays relevant
mformation.

Help Select the Help item in the menu bar for additional help options.

Navigating the Program

The Main Screen of the ezChartWriter is divided into two primary sections: the left side section is the
Button Menu and the right-side is the Open/Active Charts List. Much like in a paper-based office, charts
can be created and "opened". When in "opened" status, they display in the Open Charts. To awid
confusion, the term "Charts" relates to the patient demographics and Encounters relate to an exam

chart.
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Basic Functions 111

AcTIVE CHARTS: [QuckFino | [F L
- I Chagheak, Carpn D
[ [ Cieate Mew Chat ][ @ Open aChait ] # Sarple. Joe

| ' Search for Patient “U Patient Reminders ]

| # Bilng Madule ” 3 .ﬁpptﬁcl'eduler]

[_,_J Aecall ‘Wizard ][ o)  ImportE xpoet ]

| .'_’ Special Functions ” -,.:' Program Setlings l

(=)

[ H Fiee ePiesciibing ][[l ]5al'tmalelfcuiuns]

[ chant Options || Close All Signed Chants |

LAST BACKUP: 11113010 033808 AU » @l@u;ﬂm

DATABASE. C.'ezH\W_Backup'Backup 01143 \ecDB . dez

X

Open Charts Section

When you are doing work on a patient's Chart, it usually needs to be in "open" status. By double
clicking on the patient name, you open the Encounter List for that patient.

Patient Status Icons:

4 Female Patient (red)

® Male Patient (blue)

B Gender not specified

\-'«J Sticky Noteh17 present - click the patient name once to read or edit.

Right-Click Menu Options:

View Encounters - Opens the Encounter List

Edit Demographics - Opens the Patient Demographics

Modify Name - Allows a patient name to be changed.

Attach Document - Allows you to attach a document (or scan one directly to the chart)
Message Manager - Add a Sticky Notef417 or Billing Note

Close & Refile Chart - Closes the chart; will disappear from Open Ledgers list

6.1.1 Main Menu
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6.1.2

[ Create New Chart || W Open a Chart

' Search for Pahient U Patient B eminders

o

oA Billing kodule Appt Scheduler

1=

L1 Recall'wizard I‘I Irstrument Link,

=

"
gj Special Functionz || %™ Program Settings

Ii, Free ePrezcribing _.jr [rmpartE mport

¥ Howdo |l ?

Create a new patient chart?[114)
Open an existing chart?[113)
Search for a patient?[118)

View patient reminders?[163)

Use the Recall Wizard?[187

Use the Special Functions?[167
Customize program settings 2o
Find out about ePrescribing?k20)
Import or export data?[20

QuickFind Tool

Using the Q-Link Tool, you may enter some, or all, of a patient's name to quickly pull up their chart. You
may use just a single letter of either the first or last name, or as many as you wish. The more letters
you enter, the more unique your search results. You may also us the wildcard character "*" to indicate
that you do not know the letter. Just press the Enter Key to quickly start the search.

OPEN CHARTS | QuickFinD [FE

[ Chagluak,, Caren D
* Sample, Joe

Enter partial patient name to
find a patient quickly

If you wish to search by Chart Number, simply enter the number you are searching for and the matching
patient will be displayed.

Examples
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Imagine we are trying to quickly pull up Margaret Smith, while trying to type the minimum number of
letters. We could try it each of the following ways. The best method is to enter two letters of both first

and last name.

zmith, m

[¥

Typing:

Would find the following:

rmar

[F]

Typing: |S'

Would find the following:

% ISmlth i X4, ‘ ﬂ Demographics ‘ﬂjj__l_ Encounters
&, CID]JEJFIGIHTITJTE]JLIMINIO]JPRPIQ]R TlUl¥]w]=]Y] Found
Last Mame | First Mame | bl | Pat ID# | DB | Insurance | Last Exam | Physician Mame |

Smith hargaret 001001 s v Al hedicaid - ACS 0372652009  Pediga, David J

Smith Marlene 000264 o sntim Premera Bluecross Pedigo, David J

Smith helochy 001332 FRSEESN i 027272009  Pediga, David J

{ Sigh hlyrtle b 000147 s wtims First Health Services... 0802472008  Pedi i, Drarvicd J

Iy s, - admaninittah o . 8. & pis.gemt. .

e

A1 BICTD

E

m,_) ISaccheua, kM argaret

FIGIH

LIMIHIOTFPIGTR

X r-i. ‘ ﬁa Demographics

‘ u]'___J Encounters

TIUT¥ W] ] Y] Found

Last Mame First Mame Last Exam | Physician Mame
= Sheldnn Marle R 0m 303 LR IIIS.QSJ‘EDEIQ Pedigo, David J
[+] =hield Mary Q00353 oshes Regence Blueshield 032452009 Pedigo, David J
Smith Margaret 001001 e crme AR Medicaid - ACS 03/26/2009  Pedigo, David J
[+] Smith Marlene 000264 s s Premera Bluecross Pedigo, Dawid J
!+ Snell Marllyn onosas URTLE = Premera Elluecru:uss GQDDS F‘edlgo Diavi
e R = S S i A
Typing: |@
Would find the following:
a'-‘} |Fergusnn, Margareq X[& | ﬂ Demographics | ﬂj:_j Encounters
AlBICIDTEJTFIGIHI I JTE]JLIMIN]JO]JFP]IOG]R TlUl YW ] %] Found
Last Mame | First Mame | il | Pat 1D | DB | Inzurance | Last Exam | Phy=ician Mame |
Ferguzon hargaret OOOEE0 0wt 12/06/2008 Pedigo, David J
Londo Margaret M OO0EO0T Sobste il Cigna Healthcare 120032008 Pedigo, David J
Saccheus Margaret L 000043 & st First Health Services ... 084820058  Pedigo, David J
Smith Margaret O0007 s s AR Medicaid - ACS 034262009  Pedigo, David J
. "‘«. : -
ol ol . “*—-ﬁ’ i ‘»_&nr '\Mw \-m“j ."-,_ngg-., L
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6.1.3 Patient Charts

6.1.3.1

| _—-_-] Create Hew Chart || L OpenaChar |

| _;—-’ Search for Patient ||Q Patient Reminders |

How do | create a new patient chart?f113
How do | find and open an existing patient chart?[115]

Create a New Patient Chart

1. Click the New Patient button

| i—] Create Mew Chart

| L OpenaChart |

i Al -
| P Sear{ i«F‘atient || f_j Patient Reminders |

2. Enter the patient demographics. Note that only the first name, last name and date of birth are required

to create the chart.

. .

' [Demographics | Maeino. | HIPAA | Mows | [ CAEATE NEW PATIENT
LastMame  |Tester Gender ™ Male  Female Mo
First Name  |Bog Init [ Identfication |
Tile | =] Sudfin | =]  Provider |Pedigo, DavidJ ]
Diate of Bith ||;|-| 20142000 fige M Insurance Information
Iz Compary | :J
Addiess] |
ro— | Iresurad Mame Sel |I|
& | J Relationship  F Patient ™ Guararior
i | _Jl _J Incsured [T |
Stabe/Prov - -
Hamia Phaone | Pdk*GHNU#l
Day Phane | Authorzabon® |
E mail | Nokes |
Employer |
Oecupation | Additional Insurance Flans |
Priar Exam: [ HIPA& Motificabon an fle? [ BadAddies: [ Inactve
| o Print |I|L| | Ledges l [ﬁ L%{uﬂ x Clase
\ -

bag ‘aejmej]
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3. Click the Sawe button to create the new chart.

Duplicate Patients

If a patient already exists in the system, you will see the Duplicate Patient screen after you enter the
name and date of birth. If a patient matches, click the checkbox next to the name and click the Select
button to open that patient's chart. Otherwise, click Close and continue entering patient demographics.

8 Find Duplicate Patients E”EJE|
| ] y Duplicate Patient Finder

Select Last Mame Firzt Mame k| DoOg S5M Hame Tel Lazt Exam FPatienti T
_l'% Sample Joe R 12/3011967 [227] 3334444 08411/2009 1

x Cloze

LSS
i

6.1.3.2 Open an Existing Patient Chart

There are two methods to open an existing patient chart:

Method 1 - QuickFind Tool

This is the preferred method for quickly finding a patient. Using the QuickFind field, you simply need to
enter a few letters of the patient name and press Enter. The list of matching patients is displayed in the
Patient Listing.

| QuickFIND | |BJ L7 )

Method 2 - Patient Listing

This method allows you to view complete lists of you patients, arranged in alphabetical order. When in
Patient Listing view there are additional features available by right-clicking the patient name.

| _J Create Hew Chart |E r};_:lpen a Chart

. = r
| ' Gearch for Patient || 'Lj'unt Reminders |

To find a patient, click on the Letter tab at the top and scroll down. You may double-click the patient
name to directly open to the Demographics screen. You may also enter the name in the Search Box at
the top of the Patient Listing.
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EEN I 88 Demographics HU{-_; Encounters

LIMINTOTPIATATSTTITUTVIWIX]Y

Lazt H!I‘I‘L‘. Hams | M | Pat IJI 1
[ Farbanks 002459
H Fak John 000348
[+ Fawest David ooo4T
[+ Feidman Waya ooE2
[+ Ferguson Christine 000265
M Ferguson Wargaret Do0BE0
[+ Ferguson Ray oon3se
[# Fermayle Lance Doa33s
[+ Ferrazzi Tom 002054
[ Ferris Justin 000343
[ Field Aupdrey o1Ees
[ Fisld Caral 0Do0za0
[+] Fisid Elaine BO0305
[ Fisld Hannah 001208
¥ Fiskis Anfoning oo02To
[ Fields Christina 000968
[+ Fisids Laren Do0asT
[+ Fies Ashiyn oo0664
[ Fies Kristen 000663

Curent i =
Phuygician: I.ﬁthysnem "J

6.1.3.3 Patient List

Doe Insurance

T AK Medicaid - ACS
WS REMS, LLC

iSeum Premers Bluecross

g . L

Wcs e Prryate Pay Cash

Lo

N ee Privale Pay Cash

L CEeT L]

A -

Paliaiaes RBMS, LLC

L

iy i ARNE

s LK Medicaid - ACS
IR

Fptin e Premera Bluecross
. MTCA

v HTCA

Bl REMS, LLC

BRaNEs RBMS, LLC

0812010

120672008

1082010

2272005
1242009
10242009
04242008
10242008

Q322009
03232009
12072008
120772008

Physician Name

' Pedign, David J

Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedige, David J
Pedigo, Dawvid J
Pedigo, David J
Pedigo, David J
Pedige, David J
Pedige, David J
Pedige, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedige, David J

I"Dulutat‘.hull _ Now Chart | ) Show All ;7 Okay

The Patient Listing is the main dashboard for working with patient's demographic charts. You enter the

Patient Listing by either using the QuickFind[113 tool or the Find Existingm button.

N I 88 Demomaphics ”ﬂﬁ Encounters

LIMINTOTPIRTATSTTTUTVIWIX]Y

Lﬂ.lH!rrL‘. i Name _HI_ F‘-ullJi__
[+ Farbanks 002459
H Fak John 000346
[+ Fawest David ooo94T
[+ Feidman aya ooE212
[+ Ferguson Christine 000265
H Fergusan Wargaret i
& Fergusan Ray D035
[# Fermoyle Lance 002335
[+ Ferrazzi Tom G02054
M Ferris Justin 000343
[+ Field Audrey ooi8ag
[+ Field Caral ooo0zs0
[+] Field Elaine BO0305
M Fisld Hannah 001208
[ Fislds Antonina ooo2vo
[ Filds Christina o036
[+ Figlds Laren 0o0asT
[+ Fies Ashiyn 000654
[ Fies Krsten DO0BE2

Curent i =
Phugician IAIPhysnam "J

Do Insurance

T AK Medicaid - ACS
il REMS, LLC

wiee o Premers Bluecross

i

W% s Private Pay Cash

o

Wt Private Pay Cash

i

ik

Palisiams RBMS, LLC

e ol

Syt Aeina

Clmiies LK Medicald - ACS
il

Epliniess Premera Bluecross
. HTCA

- NTCA

S ROMS, LLC

BRSNS RBWS, LLC

oaZ12M0

120672008

102010

Q22772005
10242009
10242009
04242008
102472008

QZNI00e
03232009
120772008
120772008

Prysician e

' Pedigo, David J

Pedigo, David J
Pedige, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedige, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedige, David J
Pedige, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedigo, David J
Pedige, David J

I‘lnuhhﬂhull 2 Mew Chast f;sm.m[ ;7 Okay
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Double clicking on a patient name opens the demographic screen. Right-clicking a patient name opens
up the additional features menu. Note that you MUST have the patient name highlighted for the menu to

open.
L] R e———— T AT e

% Ferraz 2054 3
Ferriz Pull Ledger 00543 DA
F_EH View Demographics i
Field 00250 021
Field Horl bk 00305 1140
Field 01208 120
Ficldz Mark as Inactive 00270 0341
FHEIEIE. Delete Patient 00958 120
Fields 00557 1040
Files Merge Duplicates 00864 D40
Files 00663 O07TH

—_— Exit

urent 4| PRiEEEns ¥ | 1 Dele

"hzician; Jud i
Pull Ledger

This option pulls the chart and adds to the Open Ledgers screen. It does not display the
Demographics screen. This is useful if you need to pull multiple patients.

Open Ledger‘s [ _mJ MHew Patient ][ h‘j Find E =isting ” |GJ L2

[ Chagluak, Caryn D
# Chinglisk, Judy E
* Ferazzi, Tom

\E) Lawrence, Timathy
* Sample, Jos

View Demographics

Opens directly to the patients demographic screen (equivalent to double-clicking the patient name in
the Patient Listing).

Bad Address

Allows you to mark the patient as having a "bad address", without having to open the demographics
screen.

Mark as Inactive

Allows you to mark the patient as "inactive", without having to open the demographics screen.

Delete Patient

Allows you to delete the patient chart. Note this requires you to have sufficient Security Lewel to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.
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Merge Duplicates

If you accidentally create two charts on the same patient (for instance because of a name change),
you can merge the data together. The merge function keeps the demographics of the "First" patient
(which you select by chart number) and merges all documents and reports under that first patient
ID. There is no undo function, so use this function with care.

Merge Patient Charts

The Merge Funchon iz uzed to combing bwa chartz into one [especially
when a duplicate chart exiztz]. Al demographics, encounters, notes,
reportz and RBa's for the 2nd patient are combined under the selected
chart nurnber.

There iz ho 'Unda’ feature available. Make sure you have

i WARMIMG: You are about to merge bwo patient charts.
zelected the corect chart number(z].

Enter Firgt Chart foooo
Enter Secand Chart#

kerge Method
¢ Combine into FIRST chart &

x Cancel

‘ = Merge

Exit

Leaves the menu without change.

Button Bar
The Button Bar at the bottom of the Patient Listing allows a few additional features.
gﬁrvr;;tan: 4l Physicians | [j Delete Chart || | New Chart || 3§ Show AII] lV’ Okay

Select Current Physician

If you wish to display only charts for a selected physician, use the dropdown box to choose the
physician. The default is to show all physicians.

Delete Chart

Allows you to delete the patient chart. Note this requires you to have sufficient Security Level to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.
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New Chart

Same function as clicking Create New Patient[113 button.

Show All

All patients in the database are shown in a single list. Note: This may take a long time to run, if you
have a large number of patients (in excess of 20-30K). The actual patient list can be exported using
the Import/Export feature in the Main Module.

3 Show A Patients
&l Entire Patient List
Dlick b havaclings o zarl

i Lict Marsa Foxl Hurw Hi (E:] o L] Oy Saly  Parlal Code Harsa Tl LatEsan  #
1 Gergh dcw 120NET 123 Soukh Stamt Teatle WA SO0 IR 3334444 BSC00E
3 Douglai Crarsta F 10SM30 PO B G372 E gk B SETEE (307 3IESET B SI008
1 Mazk Fiagm WOARZENINE PO B GIIE Eogkc B ETEE (307 3I-I5EE B S008
4 Maimk Juarm ATEME] PO B GG E gk B SETEE (307 363 2484 B SI008
5 Mak el B 1204991 PO BBl Eoltosbam S HEE [TEIEA IS
6 Maedk Fna J BTDAEET P B B3 Eotoebam B, R [ITTEIEA IS
7T Mamk dviere R 2AH%8E P B BT L B, ERTRY BHE TR
8 Chedar Lea M AR P Bex TIE Emedkt B, SRS (30T WIS BHE0E
9 Mak Cvew C 1AZM97 PO BexBE3 Eotpslam L W TN ILE
0 Chadai Lusclla C 13056 PO B GINE Eimadk 3 TG (307 WIEER BASC00E
11 Hemp Eved A 1&NE P B GAEE E ekl & SRR (30T W BAS008
12 Asseogak Cured F 1MAZN%E0 PO B GIET Eimad & T [T WIS BA5008
13  Hawp Mg F G210 P e GAEE Eimedl WA ST [T W B5200E
14 Chadai Aderen 1FAFE P B 13 E b . SETEE (30736032580 B1ST008
16 Massk Gap O BAEM3E  POEwGI12 E b B, EETEE (3071363 24ET B1ST008
16 Doy Feareial 4 TLENET] PO B SR E b . SETEE (371361 IE BIGZI08
17 Dy deabesa WoONAMNTIE PO B SR E b L SETEE (371 36IIE BFIGZI08
1B Donesy Jparae TAnNTE P B GERD I L SETEE (3071363 ZE BFIGZI08
19 Addeirs (] 1&F P B G0EIT I b L H PRI R1STI0E
2 Adewrs Dronedny AT PO B BT K imadh L ERTEE (30719633000 LA
21 Hemy Wikt J IAdNE8E P B GANT Cimedh & R (307 R BARZI0E
2 Kokl Aiful L 7395 PR GINT Kimad & B 307 WIS BIEZI0E
3 Chadst Luan RT3 PO B ] imad [ B[0TI Lt
o Mgk Sk F 175136 POEw 5316 Kimad & BN (0TS BGTIE
D Araeogak Fed TREMET P B T imad L T TN ReTE
E Habsy Demed. L BAET PO B ] Cimede L T [T Lt
27 Maisik Do 1Tz P B G I gk L T [T 363 BTG
B Mask Fakyy AN P B G I gtk L T [0V 363 I [t
T e Fashad AAESAE PN R KT Krask & TR R AR rROR

TOTHL PAT T

T s Pt W 9 D BE i weekl O Xon

6.1.3.4 Patient Demographics Screen

The Patient Demographics screen is the primary location of all patient contact information, as well as
insurance and billing details. The Demographic screen has four primary tabs and a lower button bar:

Basic Demographics

Demographics I ¥ Mare Infa... T HIP#, T,‘ Maotes ]

Last Name -
required
(apostrophe's are
allowed; minimum
1 character)
First Name -
required
Middle Initial -
optional (can
enter multiple
characters)
NOTE: You can
enter the name in
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all lowercase for
speed; it will be
converted
automatically.
Title - the
patient's
salutation

Suffix -
generational
suffixes such as
Jr, Sr, ll

Date of Birth
(DOB) - highly
recommended.
Can enter just 2-
digit year, but
day/month require
2-digits.
Address block -
you can
customize the
city/state/zip list
under Settings in
the Main Module.

1

"m-0Q02Z2

D CO®PTTAD®TO S OO<®»HTCOKK T
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" o0O™S O T CQEOTTT—"CTO

0O TS TO N fR OO0

Home Phone -
primary telephone
at home (Note
that there is no
cellphone field;
use the Custom
Fields)

Day Phone -
typically the work
phone number;
can be used for
cellphone also
Email - patient's
email; will
automatically
check for correct
formatting.
Employer - will
display on the
Insurance Claim
form
Occupation -
Prior Exam -
date of last
encounter with
patient
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LestName  [EETEE
Frabame  [oe el [F
Title o =Y |
Dateof Binh [123071987  hgefd3
Addiessl [123%ouk Sueet
sddess2 |
oy T —
StateProv [WA ][0T o]

Home Phone  [(222] 3334444

DayPone [
Enal [oesanple@yahoocom
Enploger  [Bosng
Ocowpation  [Paper plane modeler
PriorExam: 0871172009

Gender -
recommended. if
not selected, you
will be prompted
on saving chart
Chart No. -
created
automatically and
cannot be edited
or changed.
Identification # -
previously for
Social Security
number; can be
used for any ID
you wish.
Provider - the
patients provider
(in your office)

Gender @ Male © Femalz No.[000001
Identificationtt
Provider Dokior. Ima K -

Insurance
Company -
select from list
(you can add new
companies in the
Settings)
Insured Name -
same as the
Subscriber or
Guarantor (e.g.
who holds the
policy)
Relationship -
how is the
Subscriber
related to the
patient (self or
guarantor)
Insured ID - the
insurance plan ID

123
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Policy Group # -
if the insurance
plan has a group
number, enter it
here
Authorization # -
if the insurance
plan requires pre-
approval and
gives an
authorization
number

Notes - do not
display on Claim
Form; for your
own internal use
Additional
Insurance Plans
- click the button
to add or view
additional plans
(only for 2nd or
additional)

Insurance Infomation

Ins Compary [Medicare Part B -
Subseriber Self
Relationship = Palient ¢ Gueranior

g 142233

Insured ID

u
Hotes has never used benefit

2insurance plans _Additional Insurance Plans.

HIPAA
Notification
status - allows
you to indicate
that patient has
read/understood
HIPAA
requirements
Bad Address - if
mail is returned
and you wish to
remove patient
from mailing/
recall lists
Inactive - if
patient leaves the
practice for some
reason (charts
will still be
available for
viewing)
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¥ IEIPESNGHESGHEANEN [ BsdAddess [ I

More
Information
DDDDDDD e ——

Nickname - an
alternate
preferred name
by the patient
Marital Status -
will display on
the Insurance
Claim form
Hobbies - useful
to track patient
activities to
assist provider
rapport

Source - what
got the patient
into your office
Referred by -
who, if anyone,
got the patient
into your office
Family Group -
if a patient is part
of a family, you
can indicate it
here
Emergency
Contact - a
person to contact
if a medical
emergency
occurs in office.

Professional Refenal
Referred by Unspecified
Familp Giroup Unspecified

Emergency Cantact Info
Name 2
o B

Race/Ethnicity -
hold the mouse
over the letters to
see what
abbreviations
indicate.

Patient Picture -

125
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if you wish to
have an image of
the patient you
need to: (1) take
picture with a
digital camera or
camcorder, (2)
save the image to
a shared network
folder or similar,
and (3) click the
Set button to find
and display the
image. Click
Clear to reset to
blank image.
NOTE: Patient
photos display in
the Main Module
when you click
the patient name
once.

Riace/Ethmicty =
#w B
£ ME  SA P
COR OO | g’
8

 Other or N/

Custom Fields -
up to six custom
fields can be
created for
inclusion in the
patient
demographics.
Once you create
a field name, it
CANNOT be
altered. This is to
prevent data
mixing (e.g. you
create a field
called 'email' then
want to change it
to 'cell phone', but
the original data
remains). If you
wish to change a
field you can only
create a new one
(and stop using
the old one).
Custom Fields
can contain
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nearly any data.
Examples can
include: Cell
Phone, Facebook
ID, Nursing Home
Facility, Prior
Chart #, etc.

Cell Phone [

Chart Alerts - for
important chart
information that
you wish to flag.
The Alert icon will
display at the top
tab when you
open the Patient
Demographics,
alerting you to the
existence of a
note. The Chart
Alerts can be of
any nature, but
typically are
special
circumstances
such as allergy
notifications or
collection
accounts.

HIPAA
Information

Notification of
Privacy Policy -
checking the
HIPAA box on
first
Demographics
screen auto
checks these two
boxes.
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PHI Disclosures
- Patient Health
Information
disclosures can
be tracked on this
screen.

Each time the
patient or an
outside entity
sends a record
request, you
should use the
"Add New" button
to record the
event. You can
print the
Disclosure list
when/if a patient
requests to know
who has
requested PHI.
Be sure to click
Sawe on the
Patient
Demographics
screen to finalize
the data.

Privacy
Requests - any
specific privacy
requests can be
noted here

Acquisition Date
- the original date
the patient was
entered into the
database (or
otherwise
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acquired by the
practice.

Recall Date - the
date the patient is
scheduled for
recall visit.

Patient Notes

Free Text Notes
- any sort of
billing or personal
notes can be
entered in this
section. It is NOT
for clinical notes
(it is not printed
as part of the
chart). The "Time/
Date Stamp" will
automatically add
a separator after
you enter the
note with current
date/time
information.

Lower Button
Bar

E P O B )

Customize
Button - allows
customization of
lists/dropboxes
(e.g. city, state,
postal codes)
Print Button -
prints either a
Demographic
Summary page or
address label (on
DYMO printer

129
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only)

Encounters
Button - switches
to Encountersfi3
view

Save Button -
used after any
changes are
made to the
demographic
record. Also used
to pull a chart
when displayed in
the Patient List
into the Open
Charts screen.
Balance Notice -
if the patient has
a balance due in
ezClaimBiller, a
red notification
bar will display

6.1.3.5 Subscriber Info

In order to bill a patient's insurance plan, you will need to enter the Subscriber info. This screen can also
be used to enter the guarantor info for a minor patient (e.g. the parent or guardian). To open, click the
Subscriber button in the Insurance Information section. NOTE: To clear a subscriber, click the red delete

button.

Inzurance Infarmation

Inz Compary  |Medicare Part B

Subszcriber Self
Felationship Patient (- antu:ur

T ]

The Guarantor/Subscriber screen will open. The default type is "self", but you can enter either an
existing patient (by selecting from the displayed patient list) or enter a new guarantor/subscriber. Use
the blue arrows to transfer information (such as same last name or address). Be sure to select the

appropriate "Relationship to Guarantor".
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Select Guarantor *®
@ Setup Guarantor for Patient
0 i MOTE: A guarantor iz the person who iz responsible for
@ Guarantor is "SELF use blue arrows to copy data e patient’s billng charges. This would be the Tnaured
3 Guanantor iz an existing patient  from Demographics screen for vision/medical plars o the Guandan' far minors,
& Guarantor i not a patient
—. Patient Relationship bo Guarantor:
=] &8 o }
A Find | Resst | e _Spouse  Chid  Other
Last Name First Hame | WMI| Pat D& DoB Innurancﬁ
[ Ables Boyd 000837 Fses i Vision Service LastNa
[ Ables Sharron 000GBS MESNMES Vision Service Eigtlame gl ]
[+ Abraham Delores 002455 Botw s ;
= Abraham Stells Mae 002454 e AK Medicaid - Title | v | sutix | =l
[+] Abrams Katlyn 000695 NESSNEE First Health Se
G ™ Male ¢ Female Mo,
@ Active Wargaret 002530 B LKSD - Premien E = il
[ Adams Amber C 002136 Aeivi Date of Bith  |_/_/ Age |
[+ Adams Bertha E 000425 s AmeriBensEC ¢
[+] Adams Bessie 000515 WSS Private Pay Ca i ﬂ
¥ Adams Chariene 000453 il see Privale Pay Ca Addiezs |
[+] Adams Doris 000019 A e Private Fay Ca City | j
[+ Adams Dorothy 000020 =8 Private Pay Ca
[+ Adams Frank DOT038 s ams State/ZF | =] -
[+ Adams Gladys S 000433 = % Private Pay Ca
¥ Adams Gloria 001721 BEENWWEE AK Medicald - Home Phene |
[+ Adams Henristta 000480 #48 Pramera Bluec E mployes [
N 2 Ld
. [+ Agdams Jacob 001105 - ) o i ]
D @)/ oo | X oo

6.1.3.6 Open/Pulled Charts

The very first screen you see upon signing in is the Open Charts screen. Much like a chart pulled from a
real file cabinet, Open Charts are available for viewing and creating items (encounters, Rx's, reports,
etc). When you are done with a chart, it is "closed" and removed from the Open Charts screen. You
close a chart by right-clicking the name and selecting "Close Chart". You can only close a chart that
has all encounters, reports and notes finalized (except for the Sample Patient[89, which does allow
immediate closing).

© 2011 Iccomplish, Inc



132 ezChartWriter User Manual

OprEN CHARTS | QuickFno | [FIC

[ 1 Chagluak,, Camyn D
* Sample, Joe

Chart Options H Cloze All Signed Charts

LogOut

9 | X o |

To use the Open/Pulled Chart, simply right-click the name to get a list of Chart Options[132 or double-
click to be immediately taken to the Encounter List[138.

Patient Photo's

If a patient has a photo entered in the demographics screen, click the name ONCE to view the image.

OPEN CHARTS [ QuickFmno

* Brady, Jeszie
& Chagluak, Canyn D

* Hugo, Jeffrey
1""-—~. clicking once on the name will

ample, Joe R
display the patient photo (if it exists)

6.1.3.7 Chart Options

Right-click a patient name in the Pulled/Active Charts list to pull up the options menu.
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View Encounters
Edit Demographics

Maodify Mame

Attach Document

Message Manager

Close & Refile Chart

Help

Exit

6.1.3.8 Modify Name

Patient names (once the chart is created) can only be modified with this tool. This is done to both track
name changes/reasons and to prevent data loss.

Right-click the patient name in the Open Ledgers view and select Modify Name.
View FeeSlips & Claims

Edit Demographics

Modify Mame

Message Manah

Close & Refile Chart

Help

Cancel

The Modify Patient Name screen will show and you can enter the corrected name in the boxes at the
bottom. Indicate a reason for the change and click okay.

© 2011 Iccomplish, Inc



134

ezChartWriter User Manual

& Modify Patient Name

i }a Modify Patient Name

Current Last Name: |Sample | Curment First Mame: [loe

WOARMIMG: You are about to change the patient's name as stored in the
& primary database. Nate that altering the patient's name will not change
then name listed on previouzly FINALIZED reports and/or encounters.

Ilpdate Patient Hame

Mew Last Name: |5 ampler Mew First Name: |Jge

Reazon for name change: |Misspelled

=l

|(Hf--. M odification History
o

‘@/l‘ ¢ Okay

‘ x Cancel

You can also view the history of name changes by clicking the Modification History button.

H Mame Modification History

[Prior Hame][Mew Mame][Change D ate][Change Feason][User]

[Joe Sample:)oey Sample:06/14/2009: Mizzpelled:]

[Joep Sample.)oe Sample:06/7 4/2003: Mizzpeled:]

[Joe Sample:)oe Tomtest: 111 7/2009:Mizzpelled: Pedigo, Dawid J]
[loe Tomtestloe Sample:11/17 /2009 Mizzpelled: Pedigo, David J]
[Joe Sample:)oe TEST e 11172009 Mizzpelled: Pedigo, Dawid J]
[loe TESTemmrJoe Sample:11/17 /2009 Mizzpelled: Pedigo, David J]
[oe Sample:)oe Sampler:11/193/2009:Mizzpelled: Pedigo, David J]
[loe Samplerdoe 5ample:12/16/2009:Migzpelled: Pedigo, David J]
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6.1.3.9 Sticky Note

You can add short "Sticky Notes" to a Open Ledger by right-clicking and selecting the Message
Manager option.

View FeeSlips & Claims
Edit Demographics

Modify Name

Message Manager

Close & Refile Char%

Help

Cancel

Once the Message Manager appears, select the Sticky Note button.

B Message Manager - Sample, Joe

Messaging Menu

£ Temporary note, attached to the patients pulled chart.
‘ d Sticky Note ‘ Wworks just like a real sticky note and is viewable by all

d r|_]
‘ @ iIIing Note ‘ Mon-clinical notes viewable in the patient demographics

gection, Useful for billing and scheduling niotes,

@J ‘ x Cloze

The Sticky Note edit screen will appear and you can enter any text you wish. Once you save the note a
date/timestamp will append (with the user's name).
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Sticky Neote

patient has a balanze due, be zure to
collect before they leavel

By: Pedigo, Dawvid J
[10/20/2070 2:09:19 Akd)

|H Save ||xtluse |

To View a Sticky Note:
If a patient has a Note icon, simply click ONCE on the patient name to view it. You can also edit or
delete the note, or click the View FeeSlips/Claims button to open the Ledger Screenks?.

Sticky Mote m
j_,} patient has a balance due, be zure to collect befare they leavel

By Pedigo, David J

[10/20/20010 8:09:19 Akd]

[Hold dovern mouze while moving to buttonz]

[ Edit Mate ] [ Delete Hate l [‘Jiew FeeSIipss’EIaimsl [ Cancel ]
. emaza, lom
* v oper, Geaorge B Jr.
s e ]

z\i,) Lawirence, Tirs ﬁﬁ
/‘I/ click once to view note

6.1.4 Encounter List

Mote Icon

The "Encounter List" is the main dashboard for viewing patient encounters (including Reports, Rx's and
scanned/attached documents). You generally arrive at this screen by double-clicking the patient name,
although you could also click the Encounters button on the Patient Demographics screen.
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Sample, Joe E

‘ = 1?( Mame: Sample, Joe E
£ E’ 5 Charttt: 000001
Z @ g DOE: 12/20M1977
- All Pages  Encounters Rx's Reports MNotes Frovider Doktor, Ima K

1 i

Type D ate Statuz Description Pravider
odd Mews Double click to add new Encounter or Maote |
Exim 034042008 PEMDIMNG 743,48 Congenital Anomalies OF Anterior Charnber, Combi... Daktor, Ima
R 0370/2008 PEMDIMG  Med Rx [Tobrades) Doktor, Ima K
MOTE 02/27 /2008 FINAL Conszult B eport Drokkar, Ima k.
DRAWIMNG 0242342008 FIMAL Fundus [Right Eve] Drawing Daktor, Ima k.
F 02242008 PEMDING  Spectacle R= Daktor, Ima k.
R 022/2008 PEMDIMG  CLR® (& Ady For Aztig) Doktar, Ima K

There are several tabs across the top of the Encounter Screen to help you navigate to the correct item.
You can double-click the <Add New> at the top of any list to add a new item.

Exams

All Pages

Shows all the items from every category

Encounters

If you are using the full EMR version, you will see a list of pending and finalized exam
encounters. The first CPT assessment code will be displayed in the description field.

RX's

The list of generated Rx's for a patient (that have been printed/saved). The full list of every Rx
(even if not printed) will be shown by clicking the Logbook button.

Reports

The list of generated reports for a patient (that have been printed/saved).

Notes

If you have entered any notes on the patient they will display here.

Other

Drawings
If you are using the full EMR version, you will see a list of pending and finalized exam drawings.
By double-clicking an image you will see the Image Manager display.

Photos

Not currently used in this version.
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Attachments

The list of scanned or attached documents for a patient. If you double-click an item, the
document will open in native format (e.g. pdf documents open in Adobe, doc in MS Word) if you
have the software installed on your computer. You can download the free Adobe Reader
software directly from their website: http://get.adobe.com/reader/

Sample, Joe E

Mame: Sample, Joe E

g 5 D’ = ChartH: 000001
Z g DOB: 12/2041977
""'i Drawings Fhotos &ttachments Provider: Doktor, Ima K.
Type [rate Statusg Dezcription Provider
DRAWING 02/23/2008 FINAL Funduz [Right Eye] Drawing Doktor, Ima k. |

6.1.4.1 Create Encounter

A new Exam Encounter can be created by clicking the Create New Encounter button. The default date
will be Today and the default Encounter Template will be used if none is selected.

¢Default Encounter Template:

<Default Encounter Template: Y
Exam, Adult
Exam, Pediatri
Refraction Only
Contact Lens Follo
Contact Lenz Fitting
Blank,

LASIE Pre-Op
LASIE Pozt-Op
Cataract Post-Op

Encounter Date: 02/15/20

. Create New
= Encounter

p
9|

B Cancel
w "Create Mew™

it

You can optionally select an
encounter type

Click the Help button within the Exam Encounter screens to get more help once you have a new
encounter open.

6.1.4.2 Create Rx

To create a new Rx, open the Encounter List by double-clicking the patient name. Then click the <Add
New> line at the top of the list:
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Sample, Joe E

‘ = & Mame: Sample, Joe E

£ @’ 5 Charttt: 000001

Z @ g DOE: 12/20M1977

""'j All Pages  Encounters Rx's Reports MNotes Frovider Doktor, Ima K
Type D ate Statuz Description Pravider

chdd News = Double click to add new Encounter ar Haote

Exim 034042008 PEMDIMNG 743,48 Congenital Anomalies OF Anterior Charnber, Combi... Daktor, Ima

R 0370/2008 PEMDIMG  Med Rx [Tobrades) Doktor, Ima K

MOTE 02/27 /2008 FINAL Conszult B eport Drokkar, Ima k.

DRAWIMNG 0242342008 FIMAL Fundus [Right Eve] Drawing Daktor, Ima k.

F 02242008 PEMDING  Spectacle R= Daktor, Ima k.

R 022/2008 PEMDIMG  CLR® (& Ady For Aztig) Doktar, Ima K

The Choose Type of ltem screen will appear. Click the "Create a new Rx" button.

Choose the type of item to be created:

IMSTRUCTIOMNS: Click

an a button to create a
new Encounter, Report
ar Mate.

R

&

RX

®

MOTE

Create a new [=§ Create a new ~—= SCAN
EMCOUNTER REPORT 3 document
Create a new Create a new Cancel

"Create New™

The Multiple Rx Creator tool will display. With this tool you can add up to 4 new Rx's at a time. To begin

by

with a brand new Rx, click one of the "New" buttons on the topmost Rx box:
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B Multiple Hx's

& Multiple Rx Creator

INSTRUCTIONS: Usze the "Mew" bulton to enter a new prescripion O the green amow to copy an exsling prezciiption on
fle, "ow may enler up lo fou (4] different prescriptions,

Omit?

Ey

New Med Ri (S
Hew Spec R
Mew CLRx

Omit? b

Mew Med Ry |27

Haw Spec Ax |53
Wew CLAx  [&3

Omit? b

Mew Med Ry |23
Y

Mew Spec Rx |3

Wew CLAx |3

DOmit?

Hew MedAx |53
Hew Spec Fx |23
New CLRx |53

x Cloze

|i Free ePresciibing || o Print Preview I | Q)l

NOTE: If you have already entered a prescription that you wish to re-use, the click the green arrow
button to call up the LogBook so you can import the Rx. You will be prompted to save Rx's to the
LogBook when closing the Multiple Rx Tool.

Medication Rx

The New Med Rx button will display the Quick Medication Prescribe screen. To begin you must select a
medication from the top dropdown screen (or choose one from your Favorite Meds list):
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B (uick Medication Prescribe
R f— Select o madication from lkst to begin
Mwtasadeon I ;I F mwosits Mads [doubls-ciick 1o msksct)
TIOLOL MALEATE [Timwolod Hoslsate EQ 0.
DOUELE CLICK TO SELECT 516 I Display Al 5052
Pk S — il - -
-
Droces it Do Form [ Fraquercy FimdeL ncalion: Other Iratnuchons Tireshsrma
| a~ { ~ | ~ . -~
- _ - _ ¥ [Fawesics chck. o eleet]

MSTILL ¥ DROP INTD AFFECTED EVEIS)...
. . READ SN0 FDLLDW MAaMLIFA RER
S— B [ H e =] e [T4] [FEAD AND FOLLOW MANUFACTURER

CHEW OR SWRLLDNW 1 TABLET DLy,

Previes Sig

(D[ e (@) e | X e

Enter your Sig by using the list choices or use your Favorite Sig. Verify the data in the Preview Box and
then click Continue to add to the Multiple Rx list.

Spectacle Rx

Enter ophthalmic prescriptions by using the slider bars on the Spectacle Rx tool.

Spectacle Ax
Usze the shder bais on the lool below ba creste the spectacks Ru [n ether plus ar minus cyndei] 'ou map slso chck e posvs =
buthons bo make hne sdjushments [nght, left o certe]

Spectacle Rx Tool Pl Custamics
Recommendations

w E [=] e Fawvorites -

[T allaw tirme for adaptation

_plano aph | _plana 2ph |2 [ anti-scratch coating
Soh 1 [ AR =aaking
. =] o Basic Coatings
o r- anti-scratch costing
s 1 [™ AR coating
0m | 00| 045 0601 0901 1200 1361 1500 1800 [ L coating
e fpr—————— E [ s Lens Desigin
i mlw [”.._] h o0 <200 +3.00 u_m:....uZE. msul [ aspheric
Woles. | j 7 cr-39 plastic
Rl E double O bifocal ]
<gack Hext > gancel |

Contact Lens Rx
Enter a contact lens prescriptions by clicking the Brand from the right-side dropdown lists, then using
the slider bars to enter the correct diopter power.
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¢ Hx Wizard

Contact Lenz Rx

possei buftons 1o make hre sdustmants (g, B8 oi canlei]

Contact Bx Tool

Uz b shder baiz on tha 1ol below to create ha conlact lers Rk n either phus on mirus cplinder]. You may ako chok e

@ Customize

H Reset oo = o3
= OD | m 0s | Brarod: [Vistabon Acineue Dasys L2 Vistakon Acuvoe Dagps
Base Curee | B4 a4
2.5 | 275 | Diameter | 14.0 140
Sphere | 2225 =275
Sph i Dindse
ool 1 i
Audd Poweer
Aoz I Tirk/Cake
0m | oe0] 045 060 00| 1200 135] 150 1600 020
om0 g _o00 | FC
<100 =200 =300 =400 CT
Edge
Correait bo sphesical equeedent & veitess 00| 08 Blerd
Taic tourding, including vertedng: 0D 05 | bt
e T— Oltheer
= Badk i Bext > Cancel

Printing the Rx

Click the Print Preview button at the bottom to begin the process of printing the Rx.

‘ li. Free ePrescribing H _L.,_#_-, Prir_:t_erview ‘ ‘@)H x Cloze

The Rx Printing Options screen displays. With this tool you can customize your Rx to the type of paper
you are using (whether 2 or 4-part Rx paper) or just plain paper. You can also customize what
information appears on the Rx. The font of the body of the Rx can also be adjusted. Any changes you
make will be remembered for next time as the default (on the computer you make the changes on only).
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Select Print Format

—

i

Patient:

Rx Printing Options

|Jue E. Sample

Provider

Fage Layout Fage margins
Top: 035 inch
* Orne-Fourth Page Left: a5 inch
Bottom: 035 inch

Right: 035 inch

" One-Half Page

Paper zize
|Letter
~
Si Egs'tljr;" 4144 h el
iz B- Wi - ikt

.50 inch
11.00  inch

[

E3)

F Date: | 2A15/2011  «| Expirgtion Date: | 215/2012 | @ Onewear {7 Twoyear

Prescription Optionz

[v Include expiration date

[v Include patient address on R

[v Include HPIH on prescription

[v Include DEAY on prezcription

[v Include State LicH on prescription

R Font

Font Mame: Arnal
Font Size: 10

Change Default Font |

x Cancel

(@) conie

Clicking Continue will display the actual Rx as it will appear. Once you print the Rx, click Close and
you will be prompted to save a copy as an editable Report. If you do, the Rx will show up in the
Encounter List[138)
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David J Pedigo, OD
Pedigo Clinic
2323 Main 5t Everett WA 58333

TEL: 4257129600
Dr:  Smith, Joe R

PATIENT: Sample, Joe E.
DOB: 12/20M1977 GENDER: M CHART# 000001

ADDR: 123 South Street Apt 5
Seattle VWA 98001
Home Phone: (425) 555-8333

Rx

TIMOLOL MALEATE (Timolol Maleate EQ 0.25%
BASE) solution/drops; ophthalmic

Refills: NOME(D)
SIG: INSTILL 1 DROP INTO AFFECTED EYE(S)
OMNCE DAILY AS DIRECTED.

DHSPEMSE AS WRITTEN SUBSTMUTION PERMITTED
Prescription is valid until 02152012

Print Date: 021152011 1 3‘11?“ I ey
T R e ’ “rn.""- ? W i r*"-._

6.1.4.3 Create a Report

Use the Report Builder wizard to create new reports and letters. Rx's can also be built this way (which
allows for more customization, however you are limited to one Rx per page this way).
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=, Report Builder

Report Builder Wizard

B Sariter Espectacle Fx 1. vear expiration]
Spectacle R« [2 pear expiration)
Spec Ax P-Touch

SR [2 year expiration] - Gnd Format
SR with Superhill [2 year expiration]
SFw [2 year expiration] - Pad Size

Contact Lenz Rx

kedication Bx

Farms

Correspondence

Exam Reports
Handouts / Info Sheets
Mizc

‘@)‘ ‘ Select

‘ x Close

6.1.4.3.1 Using the Report Writer

Overview

This section of the manual explains how to use various commands to make your reports more
legible and attractive.

Basic Text Editing

Navigating the report

You may already be familiar with functions of the standard cursor keys for finding your way around
reports, particularly if they extend over more than a single screen. These commands are similar to
those used by many word processors, particularly Microsoft Word.

Highlighting text

Wherewer in the Reports window you happen to be working is where the focus is. Selecting an item
means to highlight it to let you know it has been selected.
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Insert and overtype modes

Just as in other word processors, whether you insert text or overwrite existing text depends on
whether you are in Insert or Overtype mode, as displayed on the Status bar at the bottom of Report
Writer main window.

Replacing text
When you need to replace text, simply highlight the part to be replaced, then immediately type the
replacement text without needing to press Delete.

Deleting text

Press the Delete key to delete a selected block of text, or use the Delete or Backspace keys to
delete one character at a time.

Undo and Redo

Pressing Ctrl+Z immediately you change your mind or realize you made an error will undo most
report edits including formatting changes, so should always be tried before other methods. Press
Ctri+Y to redo the changes. The Report Writer remembers all your edits from the moment you
selected the current node (enabling you to press Ctrl+Z successively to backtrack through your
edits), but forgets them all as soon as you close the report.

Copying and Moving Text

Having selected (highlighted) the block of text, you have the choice of using the keyboard or mouse
to accomplish these aims.

Drag-and-Drop Using the Mouse

Dragging the selected text block and dropping it at its new location is a quick and easy way to
movwe text from one location to another within the same report. You can also use this to break up an
report into smaller chunks by dragging and dropping each section where you wish it to be located.
You can also copy text from documents in compatible applications such as Microsoft Word to the
currently open report.

Cut/Copy/Paste using the keyboard

Having highlighted the block, press Ctrl+X to cut it or Ctrl+C to copy it, then Ctrl+V to paste it
within the same or a different report, all using the Windows Clipboard. The target may be in the
same report file, another report file that you open, or an open document in a compatible application
such as a word processor. Although dragging and dropping is very easy to do, this method offers
several advantages:

Using the keyboard to select text may feel more precise. Once text is copied to the Windows
Clipboard itcan be pasted into multiple locations, whereas the entire drag-and-drop must be
repeated each time.
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Formatting Text

Although you can use the same font face, size and color throughout the report, text is much more
attractive when headings are more prominent, subparagraphs are indented, etc.

Plain Text and Rich Text

You can add text colors, font faces, sizes and styles such as boldface, and the report is regarded
as being in Rich Text Format (RTF). RTF reports can be converted to plain text easily, if desired:

Examples :

This paragraph uses Plain Text alone. All text is the same font face, style, size and color.
Boldfacing, italics, underlining, etc. are not used; changing from lower case to UPPER CASE is the
only way to make text more prominent.

This paragraph uses Rich Text, which allows many more formatting attributes such as color to be
incorporated. Adding color and images automatically changes the format from plain text to rich text,
since both hide extra codes in the report (which the user cannot view).

Report Writer regards its reports as being in rich text format, but you can mix these within a file.
Who would want to use plain text when rich text has so much more to offer? Here are two good
reasons:

Plain text reports make the ezChartWriter database much smaller, since there are no hidden
formatting characters. This can make quite a difference when you have thousands of reports. You
are not faced with the extra chore of reformatting to match the format of the rest of the report text if
you copy and paste in plain text.

Note also that plain text reports cannot contain images, underlined hyperlinks, tables, boldfaced or
other types of formatting. Conwverting a rich text report to plain text removes images and table cell
borders but leaves the text itself.

Basic formatting commands

Let's concentrate now on rich text. You will find the most frequently used commands (bold, italic,
underline, case conversion, font face/size/color/highlight color, etc.) displayed along the Report
formatting toolbar. Let your mouse cursor hover over each toolbutton in turn to display a tooltip
(text popup message) informing you of its function and keyboard shortcut, if there is one. Try them
out.

Aligning and Indenting Text

Report Writer offers several methods for indenting and aligning text. Toolbuttons for many of them
are on the Paragraph toolbar.
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Alignment and justification

Click the Left, Right, Justify or Center toolbuttons (or press their corresponding shortcut keys) for
text aligned with the left or right margins, both margins or center of the report.

Tab key and Auto Indent

Press the Tab key one or more times to indent the text an appropriate distance from the left
margin. This is best used for short single lines, since tabbing and auto-indenting only affect the first
line of a paragraph.

Bulleted and numbered paragraphs

Text which is bulleted and numbered is automatically indented. Round bullet symbols, numbers and
letters are available. Toolbuttons for this are on the Paragraph toolbar.

Enclosing text in table cells

Just as in HTML pages, you can compartmentalize text in individual cells of tables for greater
control when combining text and images. These advanced methods are discussed in Tables.

Inserting Items into Your Text

The Insert menu

Frequently-reused text (also known as "boilerplate" text) can be copied to the Windows Clipboard
(see Copying and moving text), then pasted in where needed.

Tables

To insert a table where required, click Main menu / Table / Insert command. See the Tablesfsh
section.

6.1.4.3.1.1 Using Images
Images

Since images may occasionally be required, ezChartWriter allows you to display images alongside
text. Images can flow with the text or be anchored to the page.

To Insert Images

Inserting images is very easy. You can do this by cutting and pasting them from the Windows
clipboard, although we recommend that you use the Insert command to select the appropriate
image(s) from image files already stored on your computer.

© 2011 Iccomplish, Inc



Basic Functions

i ezl hartWter - Repork Preview - [Letber For PCP {Diabebic)]

[ e Edt biew | Irseit Forms: Table (indow  bel

CS| SR . -T2
3

omel] Headers[Fooknotes i

Qhject H

Fieport Dispostion:

Elurel Sigm | Eav-at.pdf|

bl
i3

13

T z=|m - ==
¥ + + ¥ ¥

Page Break

14

149

Find an image you would like to insert into your report and note its location in Windows Explorer.

Right-click in the report where you would like to insert the image and click Insert / At Caret Postion

to open the Insert image into report window.

Navigate to the folder containing the image, click it to select it and then click Open to insert it at

the current cursor position.

To Modify Image Properties

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog.
The position of the image as well as text wrapping style can be modified. Saving options allow
embedding of the image (recommended for small-to-mid sized images) or saving externally (to the
same folder as the database). See the Report Designerfi73 section for details on saving externally.
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Image Attributes

Layout and Position l Size and Distance ] Saving Options ]

X]

Wrapping Style:

| = [=

In Line with Text Top and Baottom Square
Posttion Style:
-
G =
Horizontal Alignment:
{5 {5 {5 {+

Absolute Posttion: El inch  tothe left of paragraph

Wertical Alignment

Absolute Postion: El inch  below paragraph

QK | Cancel

To Delete Images

To delete the image, click it (a border with small square "handles" will appear around it - see below)
and press Delete. To undo this step, press Ctrl+Z.

[ o s o o v

Copying, Cutting, Pasting Images

This shows the border and handles that become
visible on single-clicking an image. Reposition the
image by dragging it when the border is visible, or
re-size it by dragging one of its handles.

You can copy an image from one report to another, or even from a compatible document such as a
Microsoft Word document, via the Windows Clipboard, simply by pressing Ctrl+C , Ctrl+X , or
Ctri+V to Cut, Copy or Paste the image respectively.

Moving, Positioning, and Resizing Images

Images can be moved and repositioned by dragging them, inserting spaces, tabs or text between
them and the left margin, by indenting the left margin, or by enclosing the image in a table cell.
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Resizing can be done by dragging the handles, but it is better to do this only to get a rough idea of
their ideal size, then use an image editing program to resize them accurately while maintaining their
proportion and re-import them.

6.1.4.3.1.2 Using Tables
Overview
Using the Tables toolbar you can create and edit tables. You can also combine and split cells, color

cells, color the table, set the table border-width and color, delete and insert table rows and columns.
This feature helps you create anything from simple reports to complex forms.

Working with Tables

To Create a Table in Report Writer

Click Main menu / Table / Insert table. A dialog box will appear allowing you to choose:
the number of columns
the number of rows

This table has 3 rows, 2 columns, center alignment and a border:

Row 1 Col 1 Row1 Col 2
Row 2 Col 1 Row?2 Col 2
Row 2 Col 1 Row3 Col 2

The best way to learn about tables is to create tables in various configurations within a test report.

To Alter a Table

Click inside a table in the report, then activate Main menu / Table . There are several menu
choices, enabling you to alter the following table parameters.

Other methods of altering tables

e Editing text in tables
e Adjusting column width and position
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e Moving a column or row
¢ Inserting and deleting rows and columns
e  Splitting and combining cells

The proportional width of a table (as a percentage of the report width) can be altered by using the
table properties dialog or by dragging the table-handles in the horizontal report ruler.

You can adjust the width of each column by dragging the dividing partition left or right.
To enter text within a table, position the report cursor in the appropriate cell and begin typing.

If you make a mistake in table creation, deletion or typing, you can generally undo your actions by
pressing Ctrl+Z or clicking the Undo toolbutton.

To delete a table, position the report cursor anywhere within it and click Main menu / Table /
Delete. You will be asked to confirm your action. You can also delete a table without confirmation
by inserting a blank line above and below if not already present, highlighting the whole table,
including the two blank lines, and pressing Del. Highlighting just the table and pressing Del
removes all text within the table but not the table itself. As mentioned abowve, you can restore a
deleted table by pressing Ctrl+Z or clicking the Undo toolbutton.

You cannot easily mowe, copy , or swap whole columns or rows within a table; you must move each
cell individually. For this reason you should design the layout of your table carefully before creating
it.

Currently, you cannot create a table within a table.

Editing Text in Tables

Here are some more hints and tips about doing this.

As mentioned previously, text (or images) in one or more cells, rows or columns can be individually
aligned (left | right | center) by highlighting it then choosing one of the alignment toolbuttons on the
Paragraph toolbar (or via the Edit menu or a keyboard shortcut). Centering text and right-justifying
dollars and cents can be very effective.

If you choose left or right alignment, the text will be hard up against the wall of the table, as cell
padding is not provided. One workaround is to create extra hidden columns to act as margins.
For example:

|Text hard up against left margin |

| |Add a dummy column |

| [Then hide its border |

To hide the border, click anywhere in the cell with text, then click the Show left border toolbutton on
the Table toolbar to disable it. This will be discussed more fully later. You can drag the Table toolbar
off the Toolbars area, making it "float" closer to where you are working.
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You can treat text in tables as you would anywhere else in an report. You can cut, copy and paste
it.

You can select (highlight) a whole row or column by performing one of the following actions:
?  Click-dragging the mouse cursor over it; or

? Combining the Shift key with the cursor (arrow) keys to select multiple cells just like
increasing the size of a highlighted section of text; or

?  Clicking in one cell and selecting the Select table row or Select table column command
from Main menu / Table, or choosing the appropriate Table toolbar toolbutton.

Having highlighted these cells you can apply boldface, italics or color changes to the text or
background.

Adjusting Column Width and Position

You can adjust the width and position of any column by dragging the internal vertical partitions left
or right. When your mouse cursor passes over a partition, the cursor will change to a pair of vertical
bars with arrows:

You cannot drag the horizontal partitions up or down, but you can add extra spaces to the entries in
a row, or add a blank row or column.

You may need to adjust the partitions after deleting a column.

Navigating Within a Table

Think of a table as being a block of text that happens to contain vertical and horizontal lines. Use
the Tab and arrow cursor keys if you don't want to keep reaching for the mouse all the time. To
jump from cell to cell, left to right along a row and top to bottom, press the Tab key. To go in the
reverse direction, press Shift+Tab.

The Right arrow key follows the same direction as the Tab key but stops at each character.
Similarly, the Left arrow key follows the Shift+Tab key. The Up and Down arrow keys move up and
down columns. Note that if you start from outside a table, the Down arrow key will move down the
leftmost column and the Up arrow key will move up the rightmost column.
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Moving Text, Columns, and Tables

To Move and Copy Text from Cell to Cell

The destination cell need not be an adjacent cell. You can move text anywhere within the table.

Alternatively, you can copy or cut a highlighted block to the Windows Clipboard and paste it in. This
can be handy if you need to paste the same text into sewveral cells.

1. Highlight the entire contents of a cell using the cursor keys or the mouse
2. Drag the highlighted block to the destination cell.

NOTE: If the destination cell is not empty you can use this method to insert the block into existing
text.

To Move a Column or Row

You can only move one cell at a time using the method described in Moving and copying text from
cell to cell; you cannot move a whole column or row. For this reason, you should plan your layout
carefully before creating the table. However, you can achieve the same end by inserting a new row
or column in the destination position, dragging the contents of each cell in the original row or
column across to it, then deleting the original.

You can also copy one or more highlighted rows and paste them as separate tables, rearrange
them vertically to form a new sequence and then join them. See Moving and copying tables.

To Move and Copy Tables

Whole tables, including contents, can be cut, copied and pasted, just like any other blocks of
highlighted text, to and from the Windows Clipboard. They cannot be dragged. You can also copy
one or more highlighted rows and paste them elsewhere (outside the table) as a separate table.
However, pasting them back only replaces existing text corresponding to the number of rows you
pasted in. Instead, create the same number of extra rows, then fill them with inserted text. The
following example shows you how:

Example: Insert Table 2 into table 1.

aaaaa Table 1
ddddd

bbbbb Table 2
cccee

Position the report cursor in the top row (aaaaa) of Table 1, then click the Insert table row
toolbutton twice, to insert two rows.

aaaaa_Table 1
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[ ddddd |

bbbbb Table 2
cccee

Now, position the report cursor in the top row (bbbbb) of Table 2, and press Shift+Down to highlight
both of its rows. Press Ctrl+C to copy them, then position the cursor on the top blank row in Table
1 and press Ctrl+V to paste the text contents.

aaaaa Table 1
bbbbb Table 2
cceece
ddddd

bbbbb Table 2
cccee

Finally, delete Table 2 and tidy up. Done!

aaaaa Table 1
bbbbb
ccece
ddddd

Inserting and Deleting Rows and Columns

To Insert a Row or Column

New rows are added below the selected row. New columns are added to the right of the selected
column.

To add a row, select the existing row below which you want the new row to appear. by clicking in it.
Then:

Click the Insert table row icon; or

Click Main menu / Table / Insert table row; or

Press the Tab key after positioning the cursor in the rightmost cell of the selected row. This will

insert a new table row and mowe the focus to the first cell of the new row. E.g. (the graphics below
are images, not tables):

Before
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After

Successive clicking will add more blank rows.

To Delete a Row or Column

If you have just inserted one (blank) row or column too many, you can reverse this by clicking Undo
(Ctri+2).

Alternatively, to delete a row or column, select it and click the Delete table row toolbutton.

If you need to remove a block of consecutive rows within a table, start at the top row to be deleted
and keep clicking the Delete table row toolbutton until the deletion is completed.

Splitting and Combining Cells

To Horizontal Split and Combine Cells

Splitting and combining cells

You can split a cell into two horizontally by adding a partition, or remowe it to combine two cells
into one. Use the Split table cell and Combine table cells commands in Main menu / Table or
corresponding Table toolbar toolbuttons.

Here is a table, originally 3 rows and 2 columns, which has had split and combine operations
carried out on the second and third rows respectively.

Cell 1 | Cell 2 Cell 3

Cells 1 and 2 combined

Splitting columns
To split a column of blank cells into two: highlight the whole column then click the Split table cell
toolbutton.

To Vertical Split and Combine Cells

Vertical splitting relies on showing/hiding the top and bottom borders of adjacent cells.

Let's start with a 4-cell table:

Cell 1 Cell 2

Cell 3 Cell 4
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Figure 1

Think of each cell as having four borders, like this:

| Cell 1 | | Cell 2

| Cell 3 | | Cell 4
Figure 2

To awoid grid thickening, either the upper cell's floor or the lower cell's ceiling may be visible, but not
both. (Occasionally you may notice a double thickness grid wall but this will disappear when you
return to the report after moving to another node or closing the file, so is an artefact.)

Cell 1 floor visible Cell 2

Cell 3 ceiling hidden Cell 4
Figure 3

Cell 1 floor hidden Cell 2

Cell 3 ceiling visible Cell 4
Figure 4

Cell 1 floor hidden Cell 2

Cell 3 ceiling hidden Cell 4
Figure 5

Note the misalignment in the floors of Cells 1 and 2 in Figure 3 compared with Figure 4, due to
different show/hide selections. If you notice this when creating your own tables, ensure that these
parameters match across the whole row.

We hawe thus "combined" cells 1 and 3, so let's add some blank lines and rename the combination
Cell 5:

Cell 2
Cell 5

Cell 4

Vertical splitting is essentially the reverse of this.

Selecting Rows and Columns

By clicking any cell and then choosing from Select table row or Select table column in the Table
menu or the Table toolbar, you can select the whole row or column that includes that cell.

This command is useful if you wish to change the font attributes, colors, etc. of all cells in the row
or column, or to clear the contents of the row or column. You cannot use it to copy, move, swap or
delete a row or column.
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You can also select a whole column, row or block of cells by click-dragging the mouse pointer or by

using Shift+cursor keys. See Editing text in tables.

To Select an Entire Table

Clicking anywhere in a table and selecting Main menu / Table / Select entire table will immediately
select the whole table, which can be very convenient if you wish to change the same property for all

cells or to hide/unhide cell borders for the whole table.

Table and Cell Borders

The right-most eight toolbuttons of the Table toolbar determine whether the borders of the cells
selected are \visible or hidden. Click any cell and see which of these border toolbuttons are

depressed. Clicking any of them again reverses their effect.

Fig. 1: Original
Cell 1 Cell 2
Cell 3 Cell 4
This is the original table.
Fig.2: Hide borders
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders1.
Fig.3: Show outer border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can can be reversed by clicking Show inner border(s)
Fig.4: Hide borders then Show inner border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders.
Fig.5: Show left border and Show right border disabled in all cells
Cell 1 Cell 2
Cell 3 Cell 4

Fig.6: Show top border enabled in lower cells and Show bottom border enabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4

Combining these borders results in a thicker line which makes a convenient divider.

Fig.7: Show top border disabled in lower cells and Show bottom border disabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4
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Fig.8: Show right border enabled in Cell 1 and Show left border enabled in Cell 2. Show right
border disabled in Cell 1 and Show left border enabled in Cell 4.

Cell 1 Cell 2
Cell 3 Cell 4
Cells 3 and 4 display the standard configuration as seen in Fig. 1. You would expect that adding

Cell 1's right border would cause a thicker partition, but its only effect is to stagger the existing one
towards Cell 1. The only remedy is to disable Cell 1's right border.

If you highlight a block of text and accidentally click any of the Show ... border toolbuttons your
paragraph will display a horizontal or vertical line along one of its borders like part of a table. Doing

this deliberately is not recommended as such stray table cell wall lines may cause interference with
text and prove difficult to remove.

Table and Cell Color

Report Writer gives you full control over table and cell colors. With the table properties screens

you can set the global table color or individual cell colors, as well as the table border-color and
border-width.

Table Hints and Tips

To Insert Images into Tables

Tables are a good way to store images, which can be inserted using the Main menu / Insert /
Image at Caret Position command. Just like web-pages which owe their neatness to tables with
hidden borders, you can hide the table borders once you hawe finished inserting images. If you wish
to display the table frame (also referred to as a grid), you can space the image away from the cell
wall by adding a blank line above (press Enter), or by adding spaces.

6.1.4.4 Create a Note

You can use the Note Writer to create simple chart notes on a patient. This can be useful for recording
telephone messages or brief in-office encounters that don't warrant a full Exam Encounter.
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Note Writer

Note Writer
MNote for Sample. Joe E

Title: | | Date: [2/15/2011 1:13.03 PM

Guick [ TelMsg | CLRxReq | EyeProblem | MoShow | S04P |
Templates: [ walkin | Consult Rpt | CLlssue |  EBlank | Customize |
Tewt of Maote: &E ||E'| | |

ﬂ;.gi Print All H u Preview H “ Sign

‘@/JH m Save

x Cloze

6.1.4.5 Attach/Scan a Document

There are two ways to get documents into the software: Direct Scan Method and Attach File Method.
Both methods create a new folder item in your database folder containing a copy of the document. If you
Attach a document, the original document stays in the present location and an exact duplicate is added
to the Documents folder. You can browse the Documents folder by opening the database folder and
clicking Documents. The documents are arranged by Patient Name (alphabetized), then by category.

.
S

WARNING: Do not move, rename or delete files in the Document folder as this will cause the file to

become unavailable for browsing/opening in the Encounter List.

Direct Scan Method (requires a TWAIN compatible scanner):

Click the Scan Document button after you select <Add New>.

© 2011 Iccomplish, Inc



Basic Functions 161

) Scan Documents To Chart
Patient: Sample, Joe

Select Scanner to Llse:

‘olor US

Device Configuration

Image Type:

|Gre_usu:ale j

R ezalution [dpil;

100

Docurment Template:

|Letter Size ﬂ

Layout [[nches]:

Top: lgi
Left: Iui
Right: lr
Battam: Iﬂi

[ Dizplay scanner's interface first

Attach File Method

To Attach a file that already exists (for example, a faxed/emaild pdf document or your own scanned
document), click the Attachments button at the bottom of the Encounter List.

odd Mews: Double click to add new Encounter or Maote |
Bt 030/2008 PEMDIMG 74348 Congenital Anomalies OF Anterior Chamber, Combi... Doktor, Ima K,
R 03410/2008 PEMDIMG  Med Rx [Tobradex) Doktor, Ima k.
MOTE 02/27 /2008 FIMAL Conzult Bepart Doktor, Ima K.
DR&WIMG 02/23/2008 FIMAL Funduz [Right Eve] Crawing Doktor, Ima K
R 02M12/2008 PEMDIMG  Spectacle Rx Doktor, Ima K.
R 02A12/2008 PEMDIMG  CLR# [A% Ady for Astig) Doktor, Ima K.

'._,’t( Sign H j Yiew LogBook H ﬁi—‘g Demographics H@H * Back ‘

Cluic . Double click anitem in the list to open or view. Right click for more choices.

{“? Attachments
'-‘k\_;,.-_.
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On the next screen, click the Add File button to locate the file you wish to Attach.

The document properties page appears and you must enter a category. Then click the browse button to

attach the file.

\b Add New Attachment

Attachment details

B9=1E3

‘Q)Hy/ Dkay H xtan-::el

Categony: | Comespondence ﬂ

File Type: |Te:-:t Drocument j

Fird File: | [*

Attach date: | 2 /15/2011 |

D escription | L]
Set as Template |

6.1.4.6 Rx Logbook

The Prescription Tracking Logbook allows for tracking of all prescriptions created in the software. There

are four categories:

Full Rx List
Medications
Spectacles
Contact Lenses

© 2011 Iccomplish, Inc



Basic Functions 163

B Prescription Tracking Logbook

||®" Precription Tracking Logbook
Full R List Medicabions Spechacles Contact Lenses

Couble chick on an Rx to edit or print
Date Status Descripbion | Pron =
02/25/2011 FINAL CLRx Pedigs, D

L ¥ Flugroperm-20 8.6 3.00 f 9.0 [CT=0.18; OZD=7.20; Warmanted=Yes |
02/25/2011 FINAL  Contact Lens Rx - N | Pedigo, D-
02/25/2011 FINAL CLRx Pediga, D-
02/25/2011 FINAL CLRx Pedigo, D-
02/25/2011 FINAL CLAx Pedigo, Ok
Expand All . [

s Piint Rix List I I@| [ Select || I Close

Double-click an item to select. Use the Expand/Collapse checkbox to show/hide the full prescription.

6.2 Patient Reminders

Patient Reminders allows a method to send messages/reminders to yourself (or others) for specific
patients, generally to be acted upon at some future date. For example, if you wish to remind your staff to
call a patient in a week to check the status of an eye problem you would create an eReminder and set
the send date for one week in the future.

Create/Send a New Reminder
Receiving a Reminder
Managing Reminders

User Groups
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u Inbox

Ef eReminder Manager

4 Hew eReminder || 88 User Growps | 3¢
=y

: ] | Patient Mame | Subyect Arhon Date | Sarnt By
=& eReminder Adamz, Bessie test /2372008 dpedign
& Inbox
3 Complsted & Archived
B Outbox/Pending Delveny
2l Deleted lbems
From : Re : Action Due Date
Subject :

6.2.1 Create/Send a New Reminder

To create and send an eReminder, you fill out a form that resembles a standard email. The following
fields must be entered:

To Field (REQUIRED)

Enter the user that the email should be sent to (or choose a user group).

Action Date (REQUIRED)

This is the date the eReminder will trigger and appear in the recipients inbox.

Patient (REQUIRED)

The patient that is the subject of the eReminder.

Subject (REQUIRED)

The reason for the eReminder.

Urgency

A flag for the level of urgency.

Mark as Confidential

If you wish to keep the eReminder from being read by anyone but the actual user, you can set a
password.
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eReminder Body

The text of the reminder (can be formatted by using the richtext controls).

™ New Message @

- ---H-\H'-\.
D@ eReminder Message Editor
To: || ﬂ Action Date: | 2722 /2011 -

Re: [ Chck to Select Patient...] Patient 1D - | |
Subject | |
Urgency ; |N|:|rma| j — Mark as confidential [wil

require paszward bo open]

ﬁﬁetFDnt|B I E|Dé’ég|ﬂﬁ‘

‘@‘ ‘w Okay H xtluse

6.2.2 Receiving a Reminder

When a Reminder is received, there are four options that the user can take:

Mark as Completed

Once you have completed the action required by the Reminder, you can mark it as completed by
clicking the appropriate button.

Assign to Another User

To have another user take over the responsibility of the Reminder, use the Assign to Another User
button. The Reminder will show up in their inbox.

Reset Due Date

If you need further time to finish the Reminder, simply reset the due date using the Reset Due Date
button.

© 2011 Iccomplish, Inc



166 ezChartWriter User Manual

Discard

If you wish to delete this Reminder (for example, it is no longer relevant).

| b ark, az Completed || q‘_* Azzign to Anather LlserH E’ Reset Due Date|v || }( Dizcard |

6.2.3 Managing Reminders

The Reminders can be located in four areas:

Inbox

Holds pending Reminders that have not been acted upon.

Completed/Archived

Contains a list of your completed Reminders (those marked as completed by the user).

Outbox/Pending

Those reminders that have not triggered yet (pending) will be listed here (only those of the user who
created them).

Deleted Items

Any items that were deleted previously.

I Meszage Manager

-5 eReminder
¥ Inboy
LA Completed & Archived
ﬁ Outbox/Pending Delivery
2l Deleted Items

6.24 User Groups

You can group together users (e.g. "Staff", "part-time doctors", "receptionists") so that Reminders can
be sent only to the members of that particular group.
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%4 Create Group

g8 | User Group Lists

Mame of Group
|| E| [ Hew H Delete H Modify ]

Ayailable Users: Current Members of Group:

AR EE

‘@” x Cloze

To create a group, click New then enter a unique name for the group. Then click the names of the users
to include and use the arrows to transfer to the "Current Members of Group" list.

6.3 Special Functions

The Special Functions menu allows you to perform various housekeeping functions on the database,
manage report templates and rolodex names, report bugs and check for updates, and query the
database.

-j {’ | Special Functions Menu

Database Maintenancel168)
Backup Databasel68)
Compact Databasel171

Software Maintenancel17h
Report Bugs[i73)
Check for Updateshi72)

Data Management/173)
Query/Statistics [i73
Encrypt/Compress Reports[173)

Miscellaneous Functions[173)
Report Designer[175
Rolodex Utility[188)
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6.3.1 Database Maintenance

The Database Maintenance menu allows options for maintaining the health of your database.

[Dratabaze Maintenance

Jf;! Backup Database

"\"\\ﬂ Compact/Repair

Backup Databasel163)
Compact Databasel171)

6.3.1.1 Backup Database

Utility to create a compressed backup copy of ezChartWriter's date files. We recommend that you
perform a backup EVERY DAY and save the compressed file on removable media (CD Rom, USB Flash
Drive, or another network drive). Store a copy of your database off-site (either using the removable media
or an online data storage site). This off-site copy should be replaced weekly (if not daily).
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@ ezHealthWare Backup E@@

-

Backup your ezHealthWare databases to
compressed (.zip) file and/or CD-ROM

MOTE: Al uzers must be logged off [on all computers] during the
entire time that the backup iz in progresz.  Failure to do 20 map
result in logs of datal

The backup process may take from several zeconds to mary
rinutes, depending on the zize of the main databaze. Pleaze be
patient until the process completes. Once the ZIP file has been
biilk, yau will have the option af burning it to a CO-ROM disc [only
available on newer verzions of Windows ©P).

Location ta zave ZIP file [defaultz to local director]:

|E:'\ezH"-.-'v"_B ackuph,

Frogress...

=

X\

Backup log:

"' aiting to begin backup... \
Use the same location and

remember where you save the
backup files {in case you need to
restore). We recommend using the
default name on your external drive
(e.g. "EjvezHW Backup”).

v Include 'Documents Folder' in backup [not compreszed) MOTE: Increazes bime.

Burn CD Disc e

D

I/

169

Uncheck this box if
you don't want to
backup scanned
documents. Leaving
this box checked
may add a
significant amount
of time to the
backup.

You can do two types of backup's:

With attached/scanned documents included
If you leave the "Include Documents Folder" checked, the software will compare the existing
backup document folder with the current and copy any new documents ower. If this is the
first time you are backing the documents folder up (or if the location does not have an
existing copy to compare against), the process may take much longer than the usual

backup.

Without documents
By leaving the checkbox unselected you can do a backup of just the main databases.

@

WARNING: NEVER save your backup folder to the same directory as the actual database files (e.g.
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never use "C:\ezHW_Data\ezHW_Backup" as a backup location). You can use "C:\ezHW_Backup" on
the same drive, however if you have a hard-drive crash you will lose both your original database and the
backup(s). Instead, backup to an external drive or removable media.

Burn CD Disc

If your computer includes a CD recorder, you can copy files to a writeable disc. This process is called
burning a disc. Use the "Burn CD Disc" button to create a CD-ROM with your database files. This utility
copies the files to the Windows temporary CD folder. You must complete the process by using the
Windows CD Writing Wizard.

The CD Writing Wizard opens and prompts you for a label for the CD (it is pre-filled with the current
Backup Date). You can enter up to 16 characters. Click Next and the wizard displays a progress bar
indicating the status. If you did not select the Close the wizard after the files have been written check
box, then a final dialog box opens, asking if you'd like to make an additional copy of the same files.

Restoring Database Files

Navigate to the folder you originally created to save your backups and open the backup file (it will have a
name like “Backup090110xxxx.zip”. The numbers are a date/time stamp, so this example would be Sep
1, 2010. Once you have located the most recent backup (usually in the C:\ezHW_Backup folder on your
primary computer, but that location may vary), then you need to uncompress (unzip) the file. Right click
the file and select “Extract” (or just double click the file; in most versions of Windows this will start the
uncompression feature). Once the folder has been extracted, you will see five databases (each end in ".

dez" extension).

Dretails o Backup 1022100950, 3p 85,398 KE [ZArc ZIP Archive 10222010 9:50 AM
'3 Bacup 1023092003, 7ip 63,7B0KB IZArc ZIP Archive 10/23/2009 8:04 PM
ezHW_Backup il Backup 1025 101609, 2ip 87,655KE IZArc ZIF Archive 10/25/2010 4:09 PM
File Folder 3% Backup 1025091025, 3p 64,0288 1Z4rc ZIP Archive 10/26,/200% 10:25 &M
Date Modified: Tuesday, "k Backup 1027092118, 7ip 10,103¥8 IZArc ZIP Archive 10/27/2005 9: 18 PM
November 23, 2010, 12:25PM ok Backup 10300900 16, 2p 10,13568 IZArc 2P Archive 10/20/2000 12: 16 AM
"8 Backup 1030090029, 7ip 64,803K8 IZArc ZIP Archive 10/30/2009 12:30 AM
i Backup 103009 1630, 2ip 10,1518 [ZAsc ZIP Archive 10302009 6:31 PM
' Backup 1031090014, 7ip 64,825 K8 IZArc ZIP Archive 10/31/2009 12:14 AM
ik Badwp 1103100038, 7ip 89,523KE IZArc ZIF Archive 11/3/2010 12:39 AM
e Backup 1104102116, 3p 89,547¥E  [ZArc ZIP Archive 11412010 9:17 PM
'3 Bacup1105102113.7p 89,573KB IZArc ZIP Archive 11/5/2010 9:13 PM
il Backup 1109102113, 5p 89,662KE IZArc ZIF Archive 11/2/2010 10:20 PM
8 Backup 1111100824, 7p 89,705 KB  124rc 2P Archive 11112010 10:25 AM
Wk Backup 1116091952, 2ip 64,911KE I[ZArc ZIP Archive 11/16/2009 B:52 PM
e bacap1117101143.5p 89,7059 KB  [24rc ZIP Archive 11172010 11:43 AM
# Backup 1118091947, 2ip 64,930 K8 IZArc ZIP Archive 11/18/2009 8:49 PM

This is the most recent file, since the date stamp is 1118091947 (or Nov 18, 2009 @ 19:47pm

Typically the database file MOST LIKELY TO CRASH is the ezDB.dez file. So you should FIRST copy
just that file over from your backup copy and see if the software starts successfully. If you know the
exact order you entered patients since the last backup, you can re-enter them in the same order so the
exact same Chart# is assigned. This way your ezReports.dez database can still be in sync. If you do
not know the exact order, then you should copy the following THREE files to your primary ezHW_Data
folder: ezDB.dez, ezReports.dez and ezlmages.dez. The computer will ask if you wish to overwrite and
you should respond yes. The ezToolData and events.dez files are not likely to crash and should only be
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copied if they do not currently exist in your ezHW_Data folder (be sure to check, because you will get
errors if they are not there!).

s
|
—

WARNING: If you are restoring the database files from a utility other than ezBackup (for example, a
utility you run every night to backup the entire hard-drive) you need to take extra precautions to ensure
you do not accidentally overwrite good data with outdated files. If your backup software does incremental
backups, you may only have ONE copy of the database to roll back to (and if it's corrupted you are out
of luck). So, if you are using third-party backup, we still recommend that you use the ezBackup utility to
create dated, compressed copies of your database nightly.

6.3.1.2 Compact Database

Utility to compress (compact) the database and sometimes repair minor data errors. We recommend
you run the Compact/Repair utility about once a week to keep your data files in good condition. It's
HIGHLY RECOMMENDED to run the Backup utility before the Compact Utility.

The Compact Utility will automatically close the software on the current computer, but you MUST close
out the software on any other computers on the network. This includes all modules (ezClaimBiller and
ezApptScheduler).

):' ezDB Database Maintanance E] E]E|

The ezHealtbwware database requires accaszional
compacting to minimize the size. |t alzo increazes the
overall zpeed of the program by improving access to the
database.

INSTRUCTIONS: Cloze all ezHealthinare safhware
[including ezChartwriter, ezClaim\writer and
ez5crptafriter] on all computers and wn this utility in the
zame folder that the main databaze resides.

Compact D atabaze MNowl Cancel

6.3.2 Software Mantenance

Use these menu items to look for software updates or send bug reports.

Software Maintenance

_@ Reporta Bug

ia Check Updates
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6.3.2.1

6.3.2.2

Report Bugsm
Check for Updateshi72)

Report Bugs

If you encounter a persistent error or glitch (programmers call them “bugs”), you can upload or fax a
report to us so that the issue may be resolved. Simply follow the on-screen instructions to generate the
bug report.

Report bug [$_(|

ezHealthWare”

Report a Bug Wizard

Product information [Page 1 of 4

To help us diagnose this error and improve our software, please answer the
following few questions. Provide as much details as possible.

Product name: [Charttadule
Product version: 4.1.1

Syztem information: Operating Syaten: Windows P Version 5.1.2600
Service Pack 3
5.1 [Build 2600)
CPU: Intel Pentium 32-bit

Total Phyzical Memaon: 2,095 430K,
Avallable Physical Memony: 7090528,

G e

Bug reports are reviewed periodically to look for patterns and complete software crashes. If you have
specific concerns you would like addressed, please submit the Bug Report with the error information and
send an email to Tech Support with your concern. Bug Reports will not normally be answered on an
individual basis.

Check for Updates

Occasionally you will notice that an Alert will appear at the bottom of the ezChartWriter Login screen
alerting you that an update to the software is available (assuming you have Internet connection for this
check to occur):

A zoftware update 1z availlable. You can download from the website
at www_ezchartwriter.com or use the Auto Update button. Details

This utility checks the Internet site for any updates to the software. If a newer version is found it is
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automatically downloaded and installed. You should run this utility every few months or when notified by
ezChartWriter Support Team of a new release.

6.3.3 Data Management

The Data Management menu allows for creating queries of the database (to find all patients with certain
attributes) and to encrypt/compress reports.

[rata kM anagement

j’,’j Query/Statistics

Y

i% Encrypt Reports

Query/Statisticsm
Encrypt/Compress Reports[173

6.3.3.1 Query/Statistics

The QueryBuilder tool allows for mining of the database for specific search criteria. For example, to find
all patients with a diagnosis code of "367.1", the steps below should be followed:

click the Encounter List option (since diagnosis codes are associated with Encounters, not Patients)
in the Field Name dropdown, select the DIAG1 field

choose "is" as the operator (e.g. an exact match, so that ONLY the diagnosis is found).

enter "367.1" in the search criteria field. This is what we are searching for in the database.

~— — ~— ~—

1
2
3
4

—~ o~~~

NOTE: To perform a complete search, you should repeat these steps for the other diagnosis fields
DIAG2-DIAGA4.
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Enter Quem Criteria;

Field Mame O perator Criteria Andd/Or
DlAGT w |z w 3671 And W

And

And

And

And

And

And

And

And

Select Databaze to Search: i~ Patient List {* Encounter List '?ﬁ.; Run Query

Thiz zimple toal allaws wau ta build a valid databaze query o that pou can get an accurate count of the
occurances of selected criteria. For example, vou can query the number of patients with a diagnosis code
[D1AGT) of 3671 [myopia).

The Query Results screen will display. When working with encounters, the name can be double-clicked
to open the Encounter.

[uen Resulk: [double-click to open encounter]

# | Last Mame First Mame Encounter D ate ~
1  Douglas [ranita 02415/2002
2 Mazsuk Jamie 03/15,/2003
3 Manouk Chad 0a/15/2003
4 Manouk Miha 03./15,/2003
R Mazsuk Jolene 03/15,/2003
£ Charlez Leo 02./15,/2003
7 Manouk Direw 02./15/2003
8 Charles Lucille 02./15/2002
9 Henmy Ewett 08/15,/2008
10 Anazogak  Dawid 03/15,/2003
11  Charles Arlene 03/15,/2003
12 Manouk, ary 0341542003
13 Dewsy Fandall 0341642003
14  Dewey Jozhua 0341642003
15 Dewey Jeanae 02A16/2002
16 Adams Doz 0816/2008 b
Count; 1552
Q)| X o

Operator Choices:
"Is" - exact match
"Is Not" - does not match
"Contains" - the field contains the criteria
"Starts With" - the field begins with the criteria
"Ends With" - the field ends with the criteria
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6.3.3.2 Encrypt/Compress Reports

To consene space and/or to fully protect your database from prying eyes you can run the Encrypt/

Compress Reports utility. It converts the text-based report to a encrypted format that saves space and
cannot be decoded outside the software itself.

WARNING: If you notice your ezReports.dez database growing close to the 1GB size you should run
this utility.

6.3.4 Miscellaneous Functions

The Miscellaneous Functions menu allows you to open the Report Designer and Rolodex Utility.

Mizcellaneous Functions

R

Report Designer

';;'.' Rolodex Utility

Report Designer[175)
Rolodex Utility[188)

6.3.4.1 Report Designer

The Report Designer allows creation and editing of the various reports and Rx formats available in
ezChartWriter. When the report template screen finishes loading, you will notice that the reports are
listed alphabetically by name and that each has a specific category name associated with the report.

You can easily switch between an alphabetized listing of report name or by category by clicking on the
heading bar.

Customize Reports & Letters |
]

Manage Drawing Templates Ik

Customize SOAPwriter Editor

|
I}
{
Edit Encounter Templates ‘
Options & Settings |

To edit an existing report, click on the name and then click the Edit button (or, alternatively, just double-
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click the report name). To create a new report click the New button and a dialog will appear to guide you
through creating a new report:

B Report Template Editor
Choose the Report to Edit: Sortby: @ Mame  Type
Report Description | Type ] ~
Conzultation Fequest Form REFERRAL
Contact Lens FAQ HaMDPAT
Contact Lens Faollow-Up Agreement CLFORK 0
Contact Lens Order Form CLFORM
Contact B [1 vear]
Contact Bx= [1yr BV R
Contact B [Tur without FL] CR#
Contact B [2 vear) CR#
Cantact B [2 vr Exp] - Gnd Farmat CR#
Contact B [2 vr RGP CR# R

[ Hew ][ Remove ][ Rename ] ‘@JH* E dit H xtluse

[ Reset to Default Report Template]

Step A: Select an appropriate category for the report. If the report does not easily fit one of the pre-
defined categories, use the Misc. Reports category.

Step B: Giwe the report a unique and descriptive name (for example, “Letter to Patient-Importance of
Diabetic Control”). You may also indicate whether this report will be based on a prior report format or
blank report. Even if you choose a blank report, you can easily copy and paste data from your favorite
word processing program.
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B Create A New Report - Wizard

Select Report Category:
: ’J ) [=Cars
Stepra® 03 Farmes

--r_j Comespondence
--r_j Exam Reports

(03 Handouts/Info Sheets
#-C3 Misc Reparts

'.1 Give the new report a descrniptive title:
Stef B |

Feport Body Type:

{1 Based on previous report (% Blank report

| =
‘ x Cancel

‘ G_)/]H * Select

When the report, whether new or editing an existing report, opens, you will be in the Report Designer
mode. The Designer looks and acts just like the regular report viewer with just a few important
differences. The first difference is that the data you are working on is a Template from which your other
reports are built. As such, the Template needs to be told what data to display.
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B Create A New Report - Wizard

Select Report Category: !
' ary:
2 d (=45 Rix el
Stefie® ’ -[E] Spectacle Rx (d past his
--[E] Contact Lens Ax a. Inaddi
i[5 Medication Rx
-3 Forms

(23 Comespondence
-3 Exam Reports

-3 Handoutz/Info Sheets Lations curl
-3 Misc Reports

ns:

hdrug aller
".1 Give the new report a descriptive title: d
Ste
— |Eu:untau:t Lenz Bx [2 year expiration] EtOry,
Feport Body Type: jﬂiES FlEthi_r
eQgenerall
{1 Blank repart | —
= ﬂ tory”
Consultation Feguest Form s f——
Contact Lens FAL
Contact Lens Follow-Up Agreement - g
Contact Lens Order Form

Contact Bz [1 year] Al
Contact Bw [1ur Ev]
Contact Bx [1yr without FL 4

Contact Bx [2 year] b’

There are three types of data you can insert into your template:

Static Text

This is text that does not change and will be included in every report of that type. Examples include
headings and labels such as “Date of Exam:” and “Report of Findings:”. You create static text by simply
typing text in the Designer just like a work processor.

Dynamic Text (aka Fields)

These are special codes embedded in your report document that tells ezChartWriter to insert text
appropriate to, for example, a particular patient or provider, each Field has a specific format and looks
like this:

Dear [[Name Title]][[Last Name]]:
The word “Dear” and the semi-colon “.” are static text. However, the double-bracketed fields indicate
placeholders for data to be inserted, in this case the patients salutation (for example, Mr. or Mrs.) and
last name. Using the list of pre-defined Fields, it is possible to generate grammatically correct and fully
personalized letters, handouts and miscellaneous reports. Using even more specialized Fields such as
[[MedRx]] you can create Rx’s for your patients. Many sample templates for various reports, Rx’s and
letters have been created for you. Simply copy the old report to the new and edit the text and Fields as
needed.

© 2011 Iccomplish, Inc



Basic Functions 179

[[DrNameFull]]

[[PracticeMame]]
[[PracticeFulladdress]]
Tel [[PracticeTel]] Fax [[PracticeFax]]

[[Today Date]]

[[RolodexName]]
[[RolodexClinic])
[[RolodexAddress]]
[[RolodexCityStateZip]]

RE: [[LastFirsthI]]
DOB [[DOB])

Dear Dr. [[RolodexMame]]:

| recently saw [[FirstName]], a [[Age]] year old [[Gender]], for a comprehensive eye examination
As you know, [[he/she]] has a history of NIDDM. [[He/She]] states that [[he/she]] is currently taking
the following medications: [[Medications Taken]].

On [[hisMher]] visit today, [[he'she]] had best corrected acuities of 20020 in each eye. Pupils, ocular
matilities and anterior segment were normal. Mo inis rubeosis was noted. The dilated examination
revealed a normal fundus in both eves. No neovasularnization at the disc or elsewhere was noted.
Mo other retinal vascular abnormalities were evident

Inserting Fields can be done using the dropdown list at the top of the Report Designer. A full list of
available fields[ie2 are listed below.

g_'_,;l:.‘[!nsert Field ]

DESCRIPTION 1 CODE @
Date - Taday's date [[Today Date] =
Date - Today's date + 1 vear [[Today Drate+
Date - Today's date + 2 years [[Today Date+
Date - Lazt exam [[Lagt Exam])

Date - Lazt exam + 1 vear [[Lagt Exam+1
Date - Last emam + 2 pearz [[Last Exam+2
Date - BEQUEST date from user [[Request Dat
Patient - Mame [Full, Firzst Last] [[FirstLaztM am
Fatient - Mame [Full, Last First] [[LastFirzthd|]]
Patient - Mame [First anly)] [[FirztH ame]]
Fatient - Mame [Lazt anly] [[Lazth ame]]
Fatient - Salutation [[HameTitle]] Qj

Images

In addition addition to static text and FIELDS, you may also insert static images in your documents.
These may be logos or signature blocks or any other image you desire.

o
&
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WARNING: Images consume lots of disc space and if you embed a large image in a report, then each

and every report you save will have a copy of that image saved to the database. It is recommended that
you limit embedded images to small (under 10K) size. Examples would be a signature block. Typically,
images that are embedded should be in “.jpg” or similar format, since they are highly compressed.

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog:

Image Attributes

Layout and Position lSize and Distance ] Saving Options ]

X

Wrapping Style:
O O ‘ O
In Line with Text Top and Baottom Square
Posttion Style:
-

=3 g | 3

Horizontal Alignment:
{5 f& | = ; {+

El inch  tothe left of paragraph

Absolute Posttion:

Wertical Alignment
Absolute Postion:

3 inch  below paragraph

o]

Cancel

When saving the image there are three ways of doing so:
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X]

Image Attributes

Layout and Position ] Size and Distance Saving Options l

Saving Style:

% Embed data in document
" Embed original file reference
(" Export image and embed file reference

Filz name and type:

File name: |

Save as bype: | j

Saving Options:

Resolution: 95 3 dpi
Compression Guality: El i

QK | Cancel

Embed data in document

This is the simplest way, but can quickly fill up your report database. Only use very small, low resolution
images with this method. To convert and resize your image, use a product like Snaglt (www.techsmith.
com) to reduce the resolution. If you embed too large an image you will receive a warning when
attempting to save.

Embed original file reference

This is the best way to incorporate larger image files; the image is save seperately from the document
and is displayed only when you open the document. The drawback is that the image must be stored in
the database folder on the network. So create a subfolder in the C:\ezHW _Data folder called "Embedded
Images" and then add your images to that folder (for instance signature stamps or practice logo). To
insert the image, click the menu item Insert->Image->Move with Text in the Report Designer:

Format Table Window Help

Text... i i)
Headers/Footnotes  # iy

Ohject » Fixed location

Page Break

When the Insert Image dialog shows, navigate to your network database folder. Click on the image you
wish to embed and click open. When you save the document, a link to this path to the image is saved.
When you create a report this same path is maintained.
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Insert Image

Look in: |E§ezHW_Data ﬂ = ﬁ "

2 I Claims
L [ElDu:u:uments
My Recent ' Embedded Images:

Duc:imemts [CT)Photos %
@ ﬁF‘riur
Desktop

My Metwarlk File name: J _|"llr
Places
Files of type: | Windows Bitmap( BMP) | Cancel

For more information on editing text and adding tables, see the Report Writerfi5h section of this manual.

6.3.4.1.1 Available Fields

This is a list of all Codes that can be inserted into Reports/Handouts/Rx's. Use the Report Designer to
insert codes (some may not be in the dropdown menu, but you can manually enter them into the

report).
| DHInsert Field
DESCRIPTION CODE g]
Date - Today's date [[Today Date] =
Date - Today's date + 1 year [Today Date+
Date - Today's date + 2 vears [[Today Date+
Date - Last exam [[Lazt Ewxam]]
Date - Last exam + 1 pear [[Last Exam+1
Date - Lazt exam + 2 years [[Lazt Ewxarn+2
Date - REQUEST date from uger [[Request Dat
Fatient - Mame [Full, Firgt Lazt] [[FirstLaztHam
Patient - Mame [Full, Lazt Firgt] [[LaztFirztdI]]
Patient - Mame [First] [[FirstM ame]]
Fatient - Hame [Initial] [[I nitial]]
Patient - Mame [Last] [[LaztM ame]] _gj
[[Rx Date]]

[[Rx Date+1]]
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[[Rx Date+2]]
[[Today Date]]
[[Today Date+1
[[Today Date+2]]
[[Last Exam]]
[[Last Exam+1
[[Last Exam+2]]
[[Enc Date]]
[[Enc Date+1]]
[[Enc Date+2]]

[[Request Date]] Prompts user to enter a Date
[[Consult Reason]] Prompts to enter a Consult Reason
[[RolodexName]] Prompts to select from the Rolodex
[[RolodexNameDegree]]

[[RolodexFirstName]]

[[RolodexLastName]]

[[RolodexInitial]]

[[RolodexSpecialty]]

[[RolodexDegree]]

[[RolodexClinic]]

[[RolodexAddress]]

[[RolodexCityStateZip]]

[[RolodexTel]]

[[RolodexFax]]

[[RolodexNotes]]

[[RolodexEmail]]

[[RolodexUPIN]]

[[RolodexNPI]

[[RolodexFullAddress]]

PATIENT INFORMATION
[[FirstLastName]]
[[LastFirstMI]]
[[FirstName]]
[[Initial]]
[[LastName]]
[[NameTitle]]
[[Suffix]]

[[Agel]

([DOB]]

[[Home Tel]]
([Day Tel]]
[[Email]]

[[Primary Ins]]
[[UCPrimary Ins]]
[[Primary InsID]]
[[Guarantor]]
[[Primary InsGrp]]
[[Primary Auth#]]
[[GuarantorDOB]]
[[GuarantorGender]]
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[[Secondary Ins]]
[[UCSecondary Ins]]
[[Secondary InsID]]
[[Secondary InsGrp]]
[[Secondary Auth#]]
[[SecondarySubscriber]]
[[SecondaryDOB]]
[[SecondaryGender]]

[[Nickname]]
[[Employer]]
[[Occupation]]
[[Chart#]]

[[UCFirstLastName]] UC means Uppercase

[[UCLastFirstMI
[[UCFirstName]]
[[UCLastName]]
[[UCNameTitle]]
[[UCSuffix]]
[[UCPrimary Ins]]
[[R1] Patient.Race
(Gl
[[UCgender]]
[[Gender]]
[[He/Shel]]
[[he/she
[[His/Her]]
[[his/her]]
[[Him/Her]]
[[him/her]]

[[PatFullAddress]] Multi-line address
[[PatAddress1]]

[[PatAddressZ2]]

[[PatCity]]

[[PatState]]

[[PatPostalCode]]

[[CustomName#1]]
[[CustomValue#1]]
[[CustomName#2]]
[[CustomValue#2]]
[[CustomName#3]]
[[CustomValue#3]]
[[CustomName#4]]
[[CustomValue#4]]
[[CustomName#5]]
[[CustomValue#5]]
[[CustomName#6]]
[[CustomValue#6]]
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PROVIDER/PRACTICE INFO
[[DrNameFull]]
[[PracticeName]]
[[ProviderFirst]]
[[ProviderLast]]
[[ProviderMI]]
[[UCDrNameFull]]
[[UCPracticeName]]
[[UCProviderFirst]]
[[UCProviderLast]]
[[UCProviderMI]]
[[PracticeTel]]
[[PracticeFax]]
[[PracticeEmail]]
[[PracticeWeb]]
[[PracticeAddress1]]
[[PracticeAddress2]]
[[PracticeCity]]
[[PracticeState]]
[[PracticeZIP]]
[[PracCityStateZip]][[PracticeFullAddress]]
[[GroupTIN]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProviderDegree]]
[[ProwNPI]]
[[GroupTIN]]
[[GroupNPI]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProwNPI]]
[[ProviderDegree]]

[[Final SRx]]
[[sphOD]]
[[cylOD]]
[[axOD]]
[[addOD]]
[[addOD]]
[[prismOD]]
[[prismOD]]
[[sphOS]]
[[cylOS]]
[[axOS]]
[[addOS]]
[[addOS]]
[[prismOS]]
[[prismOS]]
[[SRxNote]]
[[SRxRecommend]]
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[[Final SRx]]
[[SpecRx]]

[[CLBrandOD]]
[[CLBCOD]]
[[CLsphOD]]
[[CLcylOD]]
[[CLaxOD]]
[[CLDIAOD]]
[[CLparametersOD]]
[[CLBrandOS]]
[[CLBCOS]]
[[CLsphOS]]
[[CLcylOS]]
[[CLaxOS]]
[[CLDIAOS]]
[[CLparametersOS]]
[[CLinstructions]]
[[CLRx]]

[[Final CLRx]]

[[Med Rx]]

FOR USE BY THE SOFTWARE (DO NOT ADD/REMOVE)

[[SRxTool]]
[[CLRxTool]]
[[MedRxTool]]

Rolodex Utility

Allows managing of all your healthcare provider contacts (for example, consultants, PCP’s, specialists
and others). The Rolodex is automatically launched when reports include the Rolodex Field (for example,
when writing a letter to a patient’s PCP). You can add or modify existing entries simply by clicking the

action buttons at the bottom of the screen.

Consultants - Doctors/providers to whom you refer patients

PCP - Primary care providers

Specialists - specialty medical providers (e.g. neurologists)
Facility - nursing homes or skilled health care facilities
Other - others that do not readily fit in the above categories
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& Rolodex

Rolodex of Consultants/Physicians/Service Facilities

Al [consunant]  pce | specialist | Faciity | other |
Lastame | FirstMame | | Ciivic |
Chung Paul FCLI
Frald ‘wilkam MD Morthwyest Eve Surgeons
Ophthalmola... AMKMC Alazka Native Medical C...
Pedigo David oo

| Mew Enlry i

_fa | oee ]

-
-

Last Marme
Fitst Mame
Title:

Chnic:
Addiess
Addiess
City

State

Tel

Fau

Email

MNFA

UFH
Speciaky

Motes

i i

-
|
| intial|
| J Degee [ J
| E
|
|
| |
| =l zP| I |
!
|
|
|
|
| E
|

: Print Current || o Frint Al |

Q)] ot || X e

The Recall Wizard allows you to create and send recall notices to your patients. The tool is powerful

6.4 Recall Wizard
enough to create specific patient lists for exporting also.
| /' Biling Module || ) Appt Scheduler
|
| Recall Wizard_’ﬂi}ttj Irpart/E =part |
[,
| {’ Special Functiunw Pragram Settings
6.4.1 Creating a Recall List

Creating a Recall List is a three step process as shown on the Wizard:

© 2011 Iccomplish, Inc




188

ezChartWriter User Manual

#8 Recall &8& Marketing Wizard

NY. Recall & Marketing Wizard

7

Use the Recall & Marketing Wizard to create your next mailing or export vour patient address
for third-party direct mail campaign. Click 'Next’ to continue:

STEP1

Chaoose the patients for recall or marketing.

S5TEFP 2
Review the list of patients.

STEP 3
Select the method(s) to contact the patients.

o

Step 1 - Choose Patients for Inclusion

To begin the Recall process you need to select the Date Range:

Exam Date - selection is by the last exam date on file

Recall Date - selection is by the Recall Date you set (either when finalizing an encounter or on
the HIPAA tab of the patient demographics screen)

Acquisition Date - selection is based on when the patient was originally acquired by the
practice (date the patient was first entered in the system)

Select the date range that would encompass all the patients you are attempting to Recall. For example,
you can select a one month period for the current month using the Recall Date option.
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“' Recall & Marketing Wizard
D

Select Date Range
STEFP1

(" Exam Date Range |371/200 ~|To|3/m200 ~|
Select the date & Recall Date Range 3712011 =] To [3/m1/2011 =]

range and/or other i !
BT S (™ Original Acquire Date Range | 241200 j Ta | 3431201 j

patients to contact.

Fatient Selection Crtena

v Patient Age 1. | Toss ¥ Provider  |ALL ~|
W Patiert Gender " Male 0" Female & Both o5 proninee |.-’-'-.LL j
W Frimary Insurance |-‘-“-|-|- ﬂ v Source |.-’-‘-.LL j
I City |"f""LL j v Occupation |-‘:"-|-|- j
v ZipCode |EII]EII]1 Ta |3333 v Marital status |-"-"-|-L ﬂ

The patient selection criteria allow you to further refine your Recall List by specifying certain required
attributes (for example, all female patients over the age of 40). This can be useful for marketing outside
the standard recall system.

Step 2 - Review the List of Patients

After clicking the green next arrow, a list of patients found will be presented. This list can be further
refined and sorted.

Sart By Sart Order
@ LastName Q Zipcode & Ascendingdincreasing
O LastExam QO PatientlD O Descending/decreasing

You have the option of excluding certain categories of patients (such as those marked "inactive" or "bad

address").
| &dvanced Search/Sart |
Excludes
YWhould you like to exclude inactive patients? & Ye: O Mo
Whould you like to exclude bad addrezses? & Ye: O Mo

To refine your list even further, click the "Advanced Search/Sort" button. This allows for removal of
duplicates from the list (for example, family members at the same address will be consolidated to one
mailing). A multi-level sort option is also available.
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HH Advanced Sort && Exclusion Options
Malke final adjustments to vour selected patient group.
Additional Selection Criteria
[v Ewclude “inactive” patients
[v Exclude patientz with "'Bad Address"
[ Conzolidate family groups to zingle listing
[ Remove duplicate addresses (address + addrezs2 + city + state + zipocode]
[ Remove duplicate email
[~ Remove duplicate home telephone
[ Remove duplicate Primarylneurancel D
Sart Order
Sort By |LastName L] (* Azcending ¢ Deszcending
Then By |Fir3tName ﬂ (* Azcending O Descending
Ther By ||nitia| L] ¢ Agcending Descending
‘¢ Okay H x Cloze
Step 3 - Select the Contact Method
The last step to creating a Recall is to select how you want the data presented (based on how it will be
used). This can be one of five methods:
Create Labels[190)
Create Form Letters[198
Generate Email List[195)
Generate Phone List[193)
Export the Datal202)
‘ L Label Makei ‘ | "L Fomn Letters ) Email Lists ‘ E IW Phone Lists fJ Expodt Data
6.4.1.1 Create Labels

To create labels for a Recall mailing, click the Labels button. The Select Format dialog will display;
choose either sheet (laser or inkjet) or DYMO printer roll. You must have a DYMO printer installed for
this option to be available. Single or dual roll LabelWriter® printers are supported.
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Select Label Format

Cancel

Using the Sheet Option

If you select the Sheet option you will first need to specify the correct labels. Using the standard Avery®
label system numbers, you select the correct label number (e.g. for standard address use 5160 or

191

5161). You can click on a number to see the size and type. If you cannot find your label, use the New
Label button to create a new one.

£ Label List

Product Categornies:

Labels:

fovery Standard

12-294 - Laser Tag
12-295 - Lagzer Tag
12-296 - Lazer Tag
12-297 - Lazer Tag
B0EE - File Falder
A0595 - Mame Badge
A096 - Dizkette
A037 - Dizkette
B1E0 - Address

- Address

- Address
Shippinig

5161
5162
5163 -

[

b

%]

x|

_ Cancel
Label Information
Tupe: Address Detals...
Height: i Mew Label...
Width: 263"
Mum. Across: 3 Q
Mum. Dowrn: 10
FPage Size:  Letter [3.5 % 11in]

After you click OK, the Label Template dialog will show. A list of available templates (some pre-existing,
some that you may have created) is displayed. Click on the one you wish to use (typically this would be

the Avery 5160 label template to match the standard label) and click Load button.
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Load Label Template

Label Templates:

D ezcription

fuwvery Standard Label [5160)
Contact Addrezs Label [dwvery 5161]
Contact Mame Badge [Aevery B095)

Load JI Cancel

The Label Layout Wizard will display with your select label layout displaying. You can alter the layout or
just click Preview/Print to create your labels.

£ Text Setup for Avery Standard, 5160 (Address)

Templates Edit
=1 Label Layout Wizard
Label  Font = Aiigl, Size 375 Fiedd Selections
Field Name ~
(Firsthlame} {LastMame} {fddrass)
[Address) [Address2) %d]lessﬂ
[City). [State} {Zip} i
(Inikial}
{LastMama}
{MameTites) »
< 3

Fress: [EMTER] or Doubde Chck Field

Mame bo Ingert

Prinling Informalion
Start &t lom [ 1 = ol [ 1

Repeat EachLabel [T tmefz)

Murrber of Labels:  B1
To begin, select a Label Template from the menu of copy the desined fields from the Humber of Pages 3
right side onto the demonstration label

lj View Templates |Q’J| | r_.l Preview ” o Print || xﬂnu

Add Fields
To add fields you double-click on the Field Selection list on the right side, then position them in the
proper location on the label template. Use the Edit->Font menu at the top to set the label font.

Create Template

To create your own custom template, create the label layout you desire. Then select Templates->Save
from the menu at the top. Choose a unique name that describes the label layout you created (typically
you would want to use the Avery label number to keep things simple).
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Save Label Template

Fleaze enter a dezcriptive name for your Label
Template.

MOTE: Saved Label Templates alzo include
fort infarmation.

Save | Cancel |

Using the DYMO LabelWriter® Option

The DYMO label printer makes printing labels very easy. Select the printer from the list (or the closest
match). Be sure to do a test print to verify the positioning of your address fields. Then choose the correct
roll (on dual systems) to begin the print job.

B DYMO Labels %]

DYMO Label Print

Address Fieldz
{Firstt ame} {Lazth ame} Bar Code Location
{address) faddress2) i+ MNone
{City. {State} {Zip} " Above Address

" Below Address

TwinTurbao Priting

Select Printer
|DYMO Labefwriter Twin Turbo -l

TR | Eeniene | B HightHnII|
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6.4.1.2 Create Form Letters
There are two views in the Form Letters section: Template view and Merged Document view.

Template View

This view allows you to edit the letter template (including a mix of data fields and regular text). To add
text formatting (bold, fonts, etc) then create the document in MS Word or Wordpad first, then copy/paste
into the template. Click Template->Save in the top menu to save your work.

Terciote [N

IMma K. DOoKTOR, O.D. P.C.
MaiM STREET OFTOMETRIC ASSOCIATES

1000 14T ST NW., Surre 102
SEATTLE, WA 58007
TEL(425) 5555500 Fax(425) 5555507

02/20/2010

{FirstHame} {LastName}
{Address} [Address2)}
{City}, {State} {Zip}

Dear {FirstName}:

It is time for @ new eye exam. Qur records indicate your last exam was on {LastExam}. Please call our
office today to schedule an appointment.

Sinceraly,

S~

Ima K Doktor, OD

L Wha Vo W VR0 N, Y ey T ©

_LJ-W\__ MJ r‘“‘“‘-““ A b r““."“ \r,_r-"._

Merged Document

Click the Show Merged Document button to preview what an actual letter will look like.

Show Template | Show Merged Docunient ! Ingert Field | | ﬂ
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Use the arrows to navigate through the letters. Click the Print All button to printout the merged letters.

Show Merged Document Click arrows to navigate patients --> | |4| 4| 1afE1 b | Y] Prirt 2l

6.4.1.3 Generate Email List

If you wish to generate a list of email addresses (for those patients that have one entered), use this
utility. Currently, you must export the list of email addresses to be used by a third-party email senvice.

% Options for Viewing/Exporting Email List

What format would you like the patient list to be generated in?

@‘ Universal CSV ‘ D‘@ Microsoft Excel ‘

Give your List a descriptive file name (or use the default suggested below). Do
not use backslash ' in the name.

File Mame:  |Email_List_Export 201103051434

Would you like add an entry with your email address (useful to validate rmass mailings)?

®Yes O Mo

Should column headings be included in saved list?

®Yes O Mo

maw;:h\ﬁ More Details |@/]‘ ‘ H Cave

You can export to two formats:

x Closze

Universal CSV Format - this is the standard comma-separated values. Lines in the
text file represent rows of a table, and commas in a line separate what are fields in the
tables row. The first record in a csv file usually contains column names in each of the
fields (make sure the "Should column headings be included" is checked as yes).
Microsoft Excel Format - output is in Excel 2000 format ("xIs" extension). This allows
easy opening by Excel or similar spreadsheet programs.

6.4.1.3.1 Using "Mail Chimp"

Mail Chimp (www.mailchimp.com) is a low-cost, high-feature email senice that can manage your email
campaigns. Currently, they allow up to 2000 names with no charge.
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To use Mail Chimp, you must first sign up for a free account. Then, once you are logged in, you can
create an email campaign. It's a three step process that the website will work you through.

Getting started with MailChimp is easy ...
1 Create a list E
2 Create a campaign E

3 View campaign reports E

Step 1 - Create and Import your List

The very first thing you should do is setup a managed list. This is because you can't really create and
send an email campaign until you have a list to send it to.

create new list

create a new list

Step 2 - Setup a Campaign
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Now that you hawe a list to send an email to, let's create an email!

Dashboard

create campaign v

regular ol' campaign
plain-text campaign

A/B split campaign b

RSS5-driven campaign
4 messages sent TITE10 12:18PM

ey AR

create campaign

Step 3 - Reports

We'll show you how many times you opened and clicked in the test campaign, how many bounces you
got, and more.
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To download your reports per campaign go to Reports > find the campaign whose reports you wani fo view > click on

the Excel icon fo the nght of your campaign title.

»
MallChimp, you'ns an affics super bamn %

Campaign Performance Ovenaew Wopenraim [ click ratn

MaCrHimp UK Labs Groep Labnls
Jury T2, BOVE FOTS v

e e | D e e
‘DoIRCES
]
[

I all crmeaions

m U button issue dr event Tarplata Tasting :

download reports

6.4.1.4 Generate Phone List

Phone lists can be either previewed as a list on the screen or exported as a file (for upload to an
automated phone blaster senice, such as Dial My Calls.

Select Phone List

Select the format of the Telephone Recall List you have created.

Print Prewview E spart Lizt

Preview List
The preview list can be used as a call list. It displays the patient's name, nickname, home and day

phone numbers, and the insurance plan (if any).

Export List
The export feature allows exporting of the list of names/phone numbers in either CSV or MS Excel

format.
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% Options for Viewing/Exporting Phone List

What format would you like the patient list to be generated in?

O] Universal CSV D‘ X Microsoft Excel ‘

Give your List a descriptive file name (or use the default suggested below). Do
not use backslash ' in the name.

File M arme:

Would you like add an entry for your phone number (useful to validate call blasts)?

®Yes O Mo

Should column headings be included in saved list?

& vYe: O Mo

x Cloze

fﬁmﬁﬁ?ﬁ More Details |@)‘ ‘ E Save

6.4.1.4.1 Using "Dial My Calls"

DialMyCalls (www.dialmycalls.com) lets you send woice or text messages to an entire phone list in
seconds. No hardware or equipment to buy - you simply record and send your message out to 2 or
200,000 phone numbers within minutes.

DialMyCalls’com

you record it we send It..

Setting Up A Call
Using the "Setup A Call" tab in the control panel, you can setup a call to a group of people in minutes.
Follow the three steps below.
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Step 1:

Create a new message o be
played o your callers. O, if you
hawve used the system before
woiu can choose from one of your

Step 2:
Create a list of people you'd
like to send your call out to.
You can send calls to your
existing call list(s) or create
ﬂ a new one from this step.

Step 3

Lastly, you simply select a few
call options for this call such as
the Caller ID display info.  Then

= choose o send the call rght now

— Tl e e T |

Manage Your Contacts
From your My Contacts tab, you can easily add, remove, and modify your call lists. Our call group
features make it easy to manage multiple calling lists from one account. lists from one account.

Add new Ccontacts o your list
quick & easy. You can add them

F—

Organize your cont@acks into call
groups to keep them seperated.
Make: calls to individual groups

individually or copy and paste
in a group of phone numbers.,

B You may also import contacts.

from an Excel or CSV file.

e

E Import A List Od Contacts

of all your growps with ease.

All My Contacts - 12 Contacts [ €3 Acd & riew Comact (G Quick Add
manage cad ity

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂmﬂﬂﬂﬂﬂﬂmﬂﬂﬂ

Lagt Name w Firsa Hame Pworss Huenber E-mail Address Detads  Delete
O (555) 855-1212 I_rf" a
| Jae (6521 5551212 P
O Dog Jang 2128551212 |anadoe@dialmycalis com ,‘{’ x
0O oo John (305) S551212 johncoe@dialmycalis com ‘
0O Johas Brittany (308 BEE.A 212 brittany@daimypcalls com ,.c_n* x
[0  Jebsson Geeg (561) 5551212 giohnesn@dialmpcalls.com g Maodify or delete your contacts
O JaRFEon Hike (516) 855-1212 4 with the dick of a mouse. Also
0O Jemes Cheig (B17) S55-1212 vou can add or remove contacts
O Jemes uikh W10) 5551212 mgnes@dialmycalls com from your call groups easily.
D Matthews Dearid (515) 2551212
| EmiF Cassandra (213) 8581212
O &mim Jason (813 EE5-1212 od

Sedect AN | Dogebect AN Delete Seleded

Reconds perPage: | 50 (=

Manage Your Recordings

Recordings are messages or greetings that you create that are played for your call recipients. You can
add, modify or delete all your recordings at any time. There are 3 different options for creating
recordings:

* Record Over Your Phone
Put in a phone number and our automated system will call you and let you
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record your message right over the phone! You can preview and re-record until
you're satisfied with your greeting. This is by far our most popular method.

e Upload A MP3 or WAV File
This method is usually the choice of larger companies or people that hawe
professionally recorded messages. Using the web interface, you can upload
any MP3 or WAV audio file and use it for the message to be played to your call
recipients.

¢ Use the Text-to-Speech Tool
The Text-to-Speech engine is a wice synthesis tool that will allow you to type a
message and hawe it converted to a digitized male or female wice. This is a
great solution when you don't have time to record a message but need to send
a call out quickly.

[ElCEmycaliscom

oed L we send it

Create as many greetings as you
want and keep them in your
aocount for later use,

Listen to your recording, edit it
of delete it from your 20count.

leame 0 Recording Veion Gender Typa (4 Recording

041608 T 45 PU EST Camping Triptt Famale Sound File

0418408 740 PU EST Fricsy lesing Reminded Female Phone Reccdding

04r1 108 226 PM EST Todds Bachelor Party Reminder Wale Tead-bo-Speech

Q&r10/8 1:98 PU EST Tommys B3 Paty | (e have 3 easy ways o create
O4r1808 T:45 PM EST Tomado Warning Meas| NEW greetings: Over the phone,
uploading a WAV filke, or using a
Text-2-Speedh ol. Read above

for detalls on how they work.
Ieadme of Giedtesg:

Vit Gandbr: Fomale [=| /
Gresting Typi: Plrase Selact b

Add Recordng

Creats A Higw Rocording

Detailed Call Reports

After your calls have been sent out, you can receive complete breakdowns of your call status. You'll be
able to see which calls were picked up, which ones went to voicemail and if there were any numbers
with problems, such as invalid or disconnected phone numbers. You can even download your call reports
into a spreadsheet.
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DialMyCallslcom

Our call reports page gives you
detailed inforrmation of yor
entire call induding the results
of how each individual call went.

(=gt

ezt Prv Call S55850:%

Syiup On

Racceding »

Called I

ASempled Calls.

Sucoriul Caly: 22 B i A 2
Condits Used o B sy S

Dowmilond Repad da OBV

[Licge Indies e Dl

Our pie chart gives you a great
visual breakdown live answers,
wviolcemail, and other call results.,

My Calls Control Panssl
i G B Arcoint (osgoal

. Yisim Mot [T

n L

Rgai ¥

Frone £ Last Nome FsiMameé  InBMCAl Time  Amempls  Status

e Pt LT T EiTPU LA AN s

D ELTPU Woiton Lad
(184 g0 H ) S&TPU Lisw Aniwed

Casiandra 55T PU Wt Liad

Each report is avallable in CSV oo e

database format. Download it oy
to your home or office PC. AN A

Pl A Ewngt
LEw Aff add

Ve

BT Live e
Wax voier madl
O &2 wo inseer

B Sernae 2

| Bl I

[Enad Rersat
Sucessiil
Sucoesshul
Sucowiiiul
Succetsiul
Suzceiihul
Suttessiul
fuzcesshul
Lndeasshil

Sueortahl

6.4.1.5 Export Data

The Export Data function is a generic method to get your recall data out of the software into a standard
file format (either universal CSV or MS Excel). Typically this method is used to create mailing lists that
you send to third-parties such as Click2Mail (an approved USPS partner).
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B Export Patient List X]

% Save and/or Export Recall List

What format would you like the patient list to be generated in?

O] Universal CSV D‘ X Microsoft Excel ‘

Give your List a descriptive file name (or use the default suggested below). Do
not use backslash ' in the name.

File M arme:
Would you like add an entry with your office address (useful to validate third-party

mailings)?
as) ®Yes O Mo

Should column headings be included in saved list?

& vYe: O Mo

x Cloze

CIickQMail More Details @‘ ‘ m Save

To open the file in Microsoft Excel, double-click the file (in the folder you saved it in) and it will display (if

you have Excel installed).

6.4.1.5.1 Using "Click2Mail"
Click2Mail's (www.click2mail.com) "Easy Letter Sender" has simple fill-in forms making it easy, quick

and affordable to send a letter (with or without images) or a picture postcard. So easy, you can jump
right in and start your mail piece in minutes. Other more advanced letter types are also available.

b Postcards | == g | Letters & Flyers — | Booklets
= sSure to be seen... Simple and affordable... Catalogs, brochures...
=¥ Priority Mail Plus B Certified Mail =+ Reply Mail
= For an official record... r‘ For a response..

Same day mailing...

All you need is a few basic pieces of information
1. Return address: This is the name and address to which you want the mailpiece returned if it is

undeliverable.
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2. One or more recipient addresses: Enter one or more names and addresses or choose "Import
addresses" to upload a list saved as a CSV file. A list template for use with Microsoft Office Excel is
available here and when you choose "Import addresses" on the Recipient address fill-in screen.

Start your letter Start your postcard

Using the default font and size, page one of your letter holds 23 lines of text, or roughly 350 words, while
subsequent pages hold 37 lines. Using the text editor, you can choose other fonts and sizes to produce
different results. You regulate the number of pages you create by the amount of text you include in the
text box. If you add more text than will fit on a page, the next page is automatically generated (10 page
maximum). You will see how the pages are divided when you click "Preview".

Fill in your information

6.5 Importing/Exporting Patient Data

Using the Import/Export wizard you can easily import patients from your existing Practice Management
or EHR software. Alternatively, you can export patient demographics or reports/Rx’s to text/PDF format.

# Biling Module ||: .-’-'-.pptSu:heduIer|

|':"_| Recall \wizard || _.) |rpart/E ®port !
9

= 1
pecial Funchions || .8 Pragram Settin

Importing Datal203)
Exporting Datal0?)
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6.5.1 Importing Data

3K 3K >k K 5K 5K >k 3k 5k 5K K >k K 5K 5K >k K 5K 5K >k K K 5K 5K K K 5K 5K >k K 5K 5K K 3k K 5K 3K >k K 5K 5K >k 3k 5k 5K K K K 5K K >k K 5k 5k kK Kk >k Xk

WARNING: When you import data into ezChartWriter, please review the
column matches closely. If the data does not appear to match, then DO
NOT IMPORT until you have found the matching fields (or marked them

"unmatched"). Once you import patient data, there is no undo function!
3K 3K 3k 3K 3K 3K 3K 3k 3k 3K 3K 5K 3K 3K 3K K K >k 3K 5k 5K 3K 3K 3K 3 K 3k 5k 5k 5k 3K 3k 3K % >k 3k 5k 5k 5K 3K %k 3% % >k 3k 5k 5k 3 3 % % >k %k >k Xk %k %k %k %k

& Data Exchange

% ezDataExchange Wizard

Select action:
" Impart Patient Demographics [text file]
(" Impart Officebdate D atabase [demographics only)
" Ewport Patient Demographics [Excel or Text Format)
" Ewport Reportz/Fx's to PDF or Microzoft Word format

‘Q_)/JH B Next H ¥ cancel

There are two options for Importing Data:

{* Impart Patient Demographics [test file]
(" Import Officedd ate Databasze [demographics anly)

(1) Importing from a text (csv, comma separated values) file. This option works with files that you create
by exporting to text format from your current software.
(2) Importing directly from an OfficeMate database. This pulls the patient demographics only.

Using the Import Wizard

The Import Wizard helps you quickly and easily populate your new database with existing patients. It is,
however, a basic tool. It will import patient demographic information (such as name, address, telephone,
DOB, insurance info and other identifiers). The wizard requires the data to be in a standard text format
such as CSV (comma-separated values) or tab-deliminated.

The current version of the Import Wizard will not allow you to import EMR or billing information. This
type of data is too complex for the Wizard (smart as it may be). If you wish to populate your new
database with more detailed information from your current practice management and/or EMR system,
please contact Tech Support at support@ezchartwriter.com for details and pricing on database
conversion senices.

If you get errors, or have other problems importing your patient data, it may be necessary for us to
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manually convert your data for you. There will be no charge if we can use your current text-based import
file and we are importing only the data that the Wizard would normally handle. Additional fees will apply
if your current software cannot generate an Export file or if you need addition and/or custom data
imported.

OfficeMate Database Import
Use this utility to import the patients from the OfficeMate database directly into ezChartWriter. Only the
patient demographics will be imported.

2z Import OfficeMate Database

%% OfficeMate File: |C:'|,F‘r|:|gram Files\OfficeMate\omate.md ...

Import OfficeMate Records |

Idle...

Exit

6.5.2 Exporting Data

There are two options for exporting data:

(" Ewxport Patient Demographics (Excel or Test Format]
" Ewxport Reports/Rx's ta POF or Microzoft Word farmat

(1) Export to a text or Excel File. This option allows you to export all patients or just a selected patient.
You can also export by Last Exam date. The data exported is basic demographics (name, address,
birthdate, etc), although if you use the Advanced button you can select more fields to export (not
encounters or reports however).
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HH Export Details
% Export Options

Ewpart File Detailz

Format: @ Comma Seperated File [csv] € Tab-deliminated Test

Thiz version of the Export Wizard anly exportz basic patient demographic infarmation.

EBX

File Path: |I::"~Dcucuments and Settingz\D avidihy Documents',

Additional Selection Criteria
[ Export ALL patients in database

[~ Export & Selected Patient

Chck to Select Fatient...]

[ Export by "Last Exam" Date

Start Date: 3452000 =| EndDate:

|3.-"5.-"2|:|11 vl

Expart Progress:

o

- :
i3 Advanced Detaills

‘ L Next H X cancel

(2) Export reports/Rx's to PDF or MS Word (text editable). This can be useful for printing all the
documents in a patient's chart (except for the Encounter itself, which are printed from within the

encounter).
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6.6

B Export Report Options E@
% Report Export Options

Allows exporting of Reporte/Rx's to Microsaft Word format

M arme of Folder to Export Documents

|E:'\D|:u:uments and Settingz\D avidybdy Documentzh, g

Additional Selection Criteria

" Ewport reports for a Selected Patient

I Chck to Select Fatient...l

(" Ewpart reparts by PatientlD Range

Startng PatientiD: [ Ending PatientlD: {93939

Select Format to Export Reports

{* PDF [&dobe Paortable Document])  © BTF [Richbest - M5 Word Editable)]

Ewpart Progress:

‘ L Next H ¥ cancel

Program Settings

The Program Settings button allows for customization of ezChartWriter.

/ Billing bModule > Appt Scheduler
)

||—_J Recall \wizard || _.) [rpart/E =port |

| Q" Special Funchonz

'-:} Prograim Sathings

\J

General Settings
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General Settings

Date Format to display in Encounters

| mm/dd/yyyy ~| Date Preview: 03jo5/2011

Date Format to display on Reports

|MM.Fddfww j Date Preview: 03/05/2011

[v Auto-select provider for reports/Rx's as currently logged user
[ Auto-select HIPAA notification for each new patient

Default repaort to use for Record Release:

|Recnrd Release Request ﬂ

[ Manage CPT Codes H Manage ICD-9/10 Codes l

Date Format for Encounters

Allows customization of the way a date is displayed throughout the software (for example, mm/dd/
yyyy format). You may use one of the three predefined formats or create your own.

Date Format for Rx/Reports

Allows customization of the way a date is printed on reports (for example, mm/dd/yyyy format). You
may use one of the three predefined formats or create your own.

Auto-select provider for reports/Rx's as currently logged user

Determines whether the current user is selected as the provider for certain reports/Rx's.

Auto-select HIPAA notification for each new patient

Automatically create a HIPAA notification entry for any new patients. This indicates the patient was
provided a copy of the clinic’s privacy protection practices.

Default Report for a Record Release

Select the default report for use when the user clicks the Print Record Release Form on the Patient
Demographics window (under the HIPAA tab). Default setting is the report “Record Release
Request”.

Manage CPT Codes

All the codes you need to bill for senices and products can be entered in the Products & Senice
Codes screen. Some standard codes are pre-populated, but you will need to edit the Fee and Tax
fields to reflect your practice fee schedule.

Manage ICD-9/10 Diagnosis Codes

You can add, delete, or edit the Diagnosis Codes (ICD-9 or ICD-10) using this utility. These codes
are used on the FeeSlip in the diagnosis column and in the Assessment/Plan section of an
Encounter.

User Details
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Lser Details
First Mame ML Last Mame Degree Suffix
|Ima 3 Doktor joo  ~|
Title Position D Type 1D Mumber
OtherID1 v |
State Lics OtherID2 v |
jos4844 OtherID3 v |
DEAF

| Security Settings

LJFIN UserMame: [idoktor Change Password

MPT
|1093243344 v Setme as the default user for this computer;

Security Setting: Lewel 10 Type: Provider

This screen allows the user to modify their own information, including license and insurance ID numbers.
Certain items (such as security level and user type) can only be modified in the Admin settings.

User Name/Password

You can change the username here as well as the password (if the current password is known;
otherwise the Admin[10dl account must be used to reset it)

Security Setting

The user security level is visible (but only modifiable by the System Administrator(83). The user
can, however, change their username or password on this screen.

Set me as the Default user

On each computer (network or solo), the default username displayed at startup ( on the LOGIN
screen) is determined by this setting. The user who primarily uses this computer should check this
box.

Folder Paths

Folder Paths

/JI Set Default Folders:
Default folder to save created PDF copies:
|E:RezHW_Data'\DDn:uments'\

Default folder to store Patient Photos:
|C:hezHw_DatahPhatos'

Default folder to store Attachments/Scanned Docs:

Default folder to store Database Backups:
||:Z"-.EZHW_B ackuph

2]

2]

(=]

2]

Set default locations for the following folders:
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Path to PDF documents

When saving a PDF version of a report or Rx, this is the default location when asked to sawe file.
Typically this would be your "My Documents" folder.

Path to Patient Photos

If you are capturing patient photos to include in the Patient Demographics window, this is the default
location to store them. Typically this should be "C:\ezHW _Data\Photos".

Path to Database Backups

The default location where ezBackup stores backup images of your database.

Custom Lists
Custom List Settings

Select List to Edit: |I:|:|nta|:t Lens Calor Choices ﬂ

List Ttem | Additional Data |

Blue
Brown
Green
Grey

|

AddMNew | Edit | Delete |

Throughout ezChartWriter, there are various lists and choices that can be customized. You may edit or
add to these lists by performing one of the following:

e Selecting list to edit in the dropdown box at the top.
¢ Clicking on the item to edit, or alternatively, selecting the NEW button to add an item to the list.

Report Settings
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Report Settings
Set Default Margins and Page Setup for:

ReportsjLetters | Prescriptions | Encounter Reports |

Select Default Reports to Use for Rx Viewing,/Printing

Default Report to Use Default Report Title
Blank Rax: |Medi|:.a1j|:un R ﬂ |
Med Rx: [Medication Rx j |r~"led Rx

Spec R [SRx (2 yvear expiration) - Grid Format ﬂ |Spectade Ry
CL Rx: |Contact Rx {2 yr Exp) - Grid Format ﬂ |CLRx

[ When dosing reports, Auto Save instead of prompting to save,

Default Margins

The margin to use for reports, letters, Rx's and encounter printouts (if not set in the Report
Designer) or otherwise not specified. This setting applies globally to all reports that do not allow you
to set individual margins (e.g. when printing notes).

Default Report to Use

Allows the default report for each Rx type to be selected, as well as setting a default title. The four
main Rx categories are: Blank Rx, Medication Rx, Spectacle Rx and Contact Lens Rx.

Auto Save

In some cases, you can specify that the software save your report without being prompted first.

Tool Settings

Tool Settings
Diopter Step Selection Mouse button for fine diopter movements:
* Default to 1/4th steps * Left Button
" Default to 1/8th steps (" Right Button

v automatically copy first CL brand to other eye [&
v Save all new Rx's to LogBook [v Open to "Examsheet View"™

Select Default Font to use for Rx Data (inserted text) Default Rx Type (Wizard Tool)

Blank Rx: |.-5.rial j | 11 ﬂ " Hank Ry
Medication R |Cu:uurier Mew ﬂ | 11 ﬂ {* Medication R
Spectade Rx: |Arial j | 11 ﬂ " Spectade Rx
Contact Lens Rx: |Arial ﬂ | 11 ﬂ {" Contact Lens Rx

Allows customization of the Rx Tools in ezChartWriter. The available options include the following:

Diopter steps

Applies to spectacle and contact lens Rx’s. Can be either the standard 1/4 steps or in 1/8th
steps (rounded to 2 digits howevwer).
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Mouse button

For fine adjustments on spectacle or contact Rx tools. Basically, this allows for the reversal
of the effect of clicking on the right or left button. The default for fine movements is the left
button (i.e. clicking with the left button increments or decrements the power by the default
diopter step amount; the right button “jumps” to the clicked location.

Automatically copy first CL brand to other eye

Auto copies the selected contact lens brand from right eye to left (default is true) in the
Contact Lens Tool.

Save all new Rx's to LogBook

Default is true; can be overridden when creating Rx with the Rx wizard.

Set default fonts

Set default fonts for the Rx data being inserted into reports. This can be modified if your
reports are exceeding a full page when Rx data is inserted.

Default Rx Wizard

No longer used; the Multi-Medication wizard allows you to select the tool you wish to use.

Insurance List

The Insurance List allows for custom entry of any insurance plan you accept. The information you enter
will appear on the claim exactly as you enter it.
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6.7

6.8

n Manage Insurance Companies

Q Insurance Company List

BARP Discourt -

Adminisirabors 'West Company Hame
Administrabors ‘West/Oregon

Audult Leaining Programs of A, Inc e
Advanftica Eya Camn Cily
Budvarfia Freedom

Bebna State
#atna Discount

Bens/)S Heslhcae Telephone
Astna-bicrosoft

&K, Medicaid - ACS Fax Humber
Alazka Laborers HES Fund Payer ID

AmesiBen/lEC Group
AP1A Hesllh Dept
&AM, Lid Morthwest

Inswance Motes

|
|
|
l_ Zpcode
|
|
|

AVMA Group Healh and Life Inswance T

Bannes Health

Benesight

Blue Crogs of Washington & Slaska

Boeng Selechonz/Fegence

Boeing Traditional

Campenters Trust

CBSA Parformax

Cement Masans & Plasterers Tt

Cigna New |

Cigna Heakhcars
o ]

PreTesting Module

[IN DEVELOPMENT]

The PreTesting module is in development. It will allow for entering of basic pretest information (e.g. visual

acuities, lensometry readings) before an actual encounter is opened/created.

Software Versions

During the Trial period you may download and try any of the various version of ezHealthWare software.
Once you hawe licensed the software, the database will only be associated with the software you have

purchased.
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?EZFFGHtDESR

{j} ezScriptWriter

f’ ScanYourCharts

An SMpLE ALTERRATIVE TO EHR

ﬁ ezChartWriter
iy

$89.00 annual hcense

B azic patient demographic
management with appointments
and inzurance claim billing.

$129.00 annual license

Ewvemnthing in ezFrontDesk plus
the ability ko generate printed or
electronic Bx's.

$189.00 annual license

Hubrid of electronic patient
chartz with zcans of pour
exizting paper chartz. Includes
ahility ko print/electronic Bx's.

$199.00 annual licenze
& full-featured EHR aystem
designed far optametrists and
ophthalmologizts. [nchides
creation of printed or eRx's.

w

=
: e
How the different = %Gy
- w0 = =
versions of the 223z
e = =
software compare: E T & =
el o [E I~
w o ow O
e | | | |
@ Qs o o
Patient Demographics 9 & & <
Patient/Insurance Billing " < « «
Appointment Scheduling % = « «
Marketing/Recall Letters " <" « <«
Attach Documents < < « «
Print Letters/Handouts < « « «
Print Prescriptions/Rxs # « « «
Logbook of Rx's Given #& « « <
Scan Documents to Chart 9% )‘ 8
Full Electronic Medical Records 36 #&% & «

6.9 Misc Functions

Below are some of the miscellaneous functions you may need from time-to-time in the software.

215
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Database Switcher

If you are using more than one database (for example, you travel between two offices and prefer to have
separate databases or you work part-time doing nursing home \isits) then the ezDataBaseSwitcher will
allow you to change between databases with ease. The primary requirement is that the databases are
kept in separate folders (whether on different computers or just different folder names). For example, you
could have a laptop with two databases: one located at "C:\ezHW_Data_MainOffice" and the second at
"C:\ezHW_Data_SecondOffice." To utilize both databases setup two databases by clicking the Manage
Database List->New button sequence. Then by changing the database in the dropdown you can
alternate between the two.

croe
.
WARNING: Be sure to close all ezChartWriter modules on this computer, since any running modules

will crash if the database path is changed while running. Use the ezForceClose utility if necessary.
Otherwise, possible database damage could occur.

E ezDatabaseSwitcher

€ ezDatabaseSwitcher
-

DATABASE SELECTION UTIUTY

Use the Database Switcher if you have multiple databases (for instance. several practices you work af that each have a seperate
database). Each ezHealthWare database is valid for a single clinic location, but if you travel between sites you can easily switch
between clinic databases using this ufility.

Current D atabaze: |Testing - Local Drive Database j [ Manage Database List ]

Physical Path to Database: ||:1 hezHWw_DatahezDE. dez |

MOTE: Be zure to cloge any open ezHealtkw are applications before
changing the databaze location. Othenwize, data may be lost. ‘ + Set as Current Databasze

‘ x Cancel

Backup Status Bar
The last backup date is presented at the bottom left of the screen. If it has been a few days since the
last backup you will see it appear in red.

- D atabaze Switcher
"W

LAST BACKUP: 12/30v2010 05:25:04 PM
DATABASE: CezHW_Dats'\erDB.der

Getting Help

The quickest way to display the help is to press F1. If context-sensitive help is available it
will be displayed automatically.

Most of'the screens in ezZChartWriter have a Help button that displays relevant
information.
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Help Select the Help item in the menu bar for additional help options.

Tip of the Day

Displayed when the software first starts, you can disable the Tips by unchecking the "Show tips at
startup” box. You can re-enable at any time by using the Help->Tips menu.

Tip of the Day

16420

@ Did you know.__.

To enter a 'Balance Lens' for an Ry, simply ight-click the sph
buttan on the spectacle tool o pull up the menu choice.

| Show tips at startup FPrevious MHest

Suggest Features

Use this utility (found under Help->Suggest a Feature in the top menu). Use the Upload button at the
bottom to send the suggestion directly to our server. We review these suggestions and incorporate them
into the software when feasible.
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® Make a Suggestion

()T\ Have an idea? Make a suggestion to improve our sofhﬁal__,

Please upload your suggestion report to our website or print farm, fill out completely and FAx ar MAIL ta
Y'our help iz greatly appreciated!

Suggestion Form

Name/Clinic: Main Street Optical
Your Name: Ima K Doktor, OD

When you submit your suggestion, it will be used to improve future versions of the e
software applications. We may not be able to incorporate every potential idea (due
technical difficulty or poor fit with software goals). However, in many cases, your
directly incorporated into the software. If you have found a feature that doesn't o
expected, it may be a bug. (Please report it using the Bug Report Form.)

We highly encourage you to submit reports regularly. If you really like a current fe

Other Utilities

ezForceClose
Located in the Program Files (x86)\ezHealthWare\ezUtilities folder, the ezForceClose program will close
all ghost copies of the software running on this computer. .

File Edit WView Favorites Tools Help Address |[ﬁ C:\ezHealthWWare\ezUtlities

@Back - \‘_’_J l.@ f:_\J Search [{ Folders v

= Mame Size | Type
File and Folder Tasks s ﬁezCumpact.exE 72KE Application

_JezBackup.exe 2658 KB Application

other Places 3 B ezPathUtil.exe ; 216 KB Application
EeanrceClnse EXE 63 KB Application
I3 eHealthiWare EZDEIEbESESWItd‘Il}KE IG0KE  Application

Note that if you have open work in ezChartWriter you should save it first.
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Ex ezForceClose E@

Force All Copies of ezHealthWare to Close

WARMIMG: Thig wtility closes all running copies of ezHealthivfare zoftware on THIS computer. This may be
required after a zoftware crazh that leaves a ghost (hidden] copy of the software running and connected to
the databasze. Use thiz utility if directed by TechSuppart or if you are unable to start any of the ezHealthiw are
module after a crash.

Force Cloze Software

ezPathUtil

This utility allows the setting or clearing of folder paths for the various databases that ezHealthWare
software uses. These databases are required for program operation, so any changes made here may
cause the program to become inoperable on startup.

File Edit Wiew Favorites Tools Help Address

I3 Cr\ezHealthware \ezUtilities

@Back - \‘_J lﬁ J;._\J Search lj_.__ Folders v

| Mame Size | Type
File and Folder Tasks | ﬁezCumpact.exE 72KE Application

. ?_Jezﬁadmp.exe 2658 KB Application
other Places 3 B ezPathUtil.exe= n 216 KB Application
EEZFDFEEGDSE.EXI} 63 KB Application

I3 eHealthiWare [Ell ezDatabaseswitcher. exe 360 KB Application

If the program cannot find the database on startup, try using the Find buttons to locate them. If you are
re-installing the software and want a "Fresh Start" with a clean, new database use the Clear button to
reset the location to the database.

= ezPathUtility - Locates DB Paths M[=]t3

Database Path Selector Utility

Thiz utility alloves the zetting or cleanng of folder paths far the vanous databazes that ezHealthivf are software
uzes. These databases are required for program operation, =0 any changes made here may cause the
pragram to become inoperable on startup. If the program gives database errars, by clearing the falder path(z].

Path to kMain Databaze

P Y
[C:ezHw/_D atahezDE dez @ Cet Clear

-Path to Tool Databaze ¢
Eﬂ Cet Clear
Use the Find button to locate file

IEZ"-.EZHW_D atah,
on your hard-drive or network Check Database Path | Ouit |
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If there is concern that a networked computer is not connecting, you should verify that the path is
correct. Use the Check Database Path to pull up a report of the connection status. It's a good idea to
printout this report for each computer on your network in case you ever need to re-enter the paths for
some reason.

DATABASE COMMECTIOMN:
ezDB [GlobalSethgns): PASS
ezDB [PatientList): PASS

ez oolD ata [Preferences): PASS

6.10 ePrescribe

You can open the recommended ePrescribing website from the Main Screen or from the Multiple Rx
Tool. A browser window will open (note that ePrescribing requires internet connection to function).

‘ Ii, Free ePrescribing ” #_._ Print Preview ‘ |Q_‘/)‘ x Cloze

g

If you have an existing AllScripts account enter your UserlD and Password to login. If you don't have an
account yet, click the "Create an account" link to sign-up (it's free).

User D

Passwaord

[ Remember my User ID

[Loghn |

ave 3 resribe Lse Clidk here to oeate an account

Can't log in? Click here Ib

eading out? Presoribe for your patients on the go! Click here to leam mone.

Once you are logged in, you must create a new patient account in AllScripts so your prescription can be
sent to the Pharmacy:
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B ePrescribe wvia Allsoripts, com

Peaent: [Ha Paleni el ectesd] ander, DOEE Patient It

Dervidd J Pestigo, 00
S AhoEtE fodwe allengeis D Pextigo Edig
achve profdems:
ACTE M L TS EEE
I I |
Rexad pharmacy: %3 ﬁ .B

Wil Crrlar Pharmecy:

Library

Patisr Kl Patianl Hass [ 5] Plecares Mumbar

Vo patmrts chachd i ol Yo T cowen 8 |

Straat Address

e

(D[ e | Xowe

Once the Patient Data screen appears, you will need to upload the patient to the AllScripts webpage. Do

this by clicking in the Phone field (to align the data sequence) and then clicking the Insert Patient Data
button at the bottom of the screen.

Add New Patient

© Twad of entering your patients manually? Click hers to request a Prachce Managemeant Systam Interace.

[ Sae&Prescribe || Patient Allergy | Cancel |

Fhane: 1

8 i Mbile Phone: |
* First Mame: ’_\ Middle Initial:

* Last Mame: |

* Diake of Birth: |

" Gender. |.Select- ¥

Paliant IT (MRN) \

Adtress 1: |

soti [T e

Address 2:
1

city, | State: [ywa - * ZIP Codi

| Step 1 - Click in the Phone field so the
data will paste in sequence.

Sefecied Pharmacy. yone Enterad edif]

Inzert Pabert D

* Step 2 - Click the Insert Patient
il Data to send to AllScripts

B

The patient should show up in the AllScripts Patient List, but if it does not enter the last and first name
to Search.
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Last Name: [0 First Hame: _ Patient ID: _ = Add Patient

Review History | | SelectDx» | | Select Med b» |
Patient ID Patient Name ‘A DOB Phone Number Street Address
w 000001 Sample, Joe E 1213011967 425-555-8888 123 South Street
{ 1222 333- Sample, Joe 121301967 222-333-4444
4444

Make sure the patient is selected (black dot next to patient name) and click the Select Med button to
begin the process of entering a prescription.

SnonE _ arch ® P atient History '@

TobraDex r-.-1_e
[TobraDex ST

@Fations i
Tobramycin

abramycin Sulfate in Saline
dd tao :ﬁTnbramycin—Dexamethasnne T Review Script Pad

= \ Tobrasol - / Quantity

Usually you want to

Enter a partial medication i
select "All

name to view available list.

edicat ®cai '
Medication |Gentamicin Sulfate L] y Write Free Form Rx

Coverage: Mone Available Review Med History
|Back | Select Sig» |
Drug Name Strength Unit Dosage Form Route
' Gentamicin Sulfate Powder Does not apply
r 8 Gentamnicin Sulfate 01 % Cream External
r & Gentamicin Sulfate 01 Y Ointment External
‘e Q Gentamicin Sulfate 0.3 % Qintment QOphthalmic
: Q Gentamicin Sulfate 03 % Solution Ophthalmic
o ntamicin Sulfate 10 MGML Solution Intravenous
o Gentamicin Sulfate 10 MGML Solution Injection
o Gentamicin Sulfate 40 MGML Solution Injection

Click to select the dose/route of the medication
you wish to send to the pharmacy

You must then click the Select Sig button to choose the Sig you wish to send with the Rx to the
pharmacy:
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Choose

Gentamicin Sulf'

Medication

Coverage: Mone Available

| Back || Select Sig »
| Dlagy Name

Choose Sig : Preferred

Choose or write a SIG for Gentamicin Sulfate 0.3 % Solution Ophthalmic :

| Back | Patient Ed Sheet Change Med Add to Script Pad » Add & Review » y

| * preferred © Al © Write Free Text SIG \
INITIALLY 1 DROP EVERY HOUR, THEN PROLONG DOSING INTERVALS AS CONDITION IMPROVES. L
INITIALLY INSTILL 1 DROP HOURLY, THEN PROLOMG INTERVAL TO 4-6 TIMES DAILY AS COMDITION IMPROVES. =]
INSTILL1 D IN LEFT EYE EVERY 4 HOURS DAILY. v

Days Supply . |5 Choose Package/Unit [ |

Quantity - 5 Quantity = 2(2 x L)

Refills: 2 Dispense As Written [~

Library - Admin & Dosage
Special structions to pharmacist (maximum of 210 characters). Note: should not be used for patient instr} ctions or comments

o |

Select your preferred Sig Click Add & Review

You may see warning screens if any of the medications you selected trigger a flag (contra-indication,
duplicate dose, etc):

| Back | | Submit |

o The following medications created warnings during the DUR process. Please review the warnings and take appropriate action or
delete these medications from the script pad.

If all is well, you will see the Select Pharmacy screen, where you can send the prescription
electronically to the Pharmacy of your (or your patient's) choice:
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Pharmacy Search: Mot all fields are required.

Retail Fharmacies

" Mail Order Pharmacies

Searchby: | ~ f* Practice Favorites ¢ All
Name: ||
| City: | State:|__ ZIP Code:
Street Address: I—

Phone:| - | | Search
Q Current view: All practice favorites
| Cancel || |

Destination= Address City State Phone

¢~ WALGREENS DRUG STORE 06901

28817 MILITARY RD., 5.

FEDERAL WAY WA (253)839-1651

NOTE: The ePrescribe feature is based on the AllScripts free e-prescribing website. The AllScript
database can check for drug interactions and contraindications that ezChartWriter cannot. The
AllScripts site is external to our software and is not an integrated part of the ezChartWriter (so Rx data
is NOT automatically passed to the website). You have to send the data manually; the steps above help
you create a Rx with the website. You should also add the medication to your LogBook, even if you don't

print an actual prescription for the patient.
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Working With Encounters

Encounters are the clinical record of your interaction with the patient. Our software uses the standard
SOAP note as the format for all notes (although you can view the chart in different views).

The acronym SOAP stands for SUBJECTIVE, OBJECTIVE, ASSESSMENT, and PLAN. Documentation
of patient complaint(s) and treatment must be consistent, concise, and comprehensive. Many offices
use the SOAP note format to standardize medical evaluation entries made in clinical records.

The four parts of a SOAP note are outlined below.

1. SUBJECTIVE - The initial portion of the SOAP note format consists of subjective observations. These
are symptoms verbally given to providers by the patient (or by a family member or friend). These
subjective observations could include the patient's descriptions of pain or discomfort, the presence of
nausea or dizziness, and a multitude of other descriptions of dysfunction, discomfort, or illness.

2. OBJECTIVE - The next part of the format is the objective observation. These objective observations
include symptoms that the provider can actually see, measure, hear, touch, feel, or smell. Included in
objective observations are measurements such as visual acuity, refractive findings, \ital signs and the
results of other tests.

3. ASSESSMENT - Assessment follows the objective observations. Assessment is the diagnosis of the
patient's condition. In some cases the diagnosis may be clear, such as a corneal ulcer. However, an
assessment may not be clear and could include several diagnostic possibilities or description of
symptoms. Our software uses standard ICD-9 codes (with the option of using ICD-10 codes).

4. PLAN - The last part of the SOAP note is the plan. The plan may include treatment medications, final
refractive prescription, additional tests ordered for the patient, treatments performed (e.g., minor surgical
procedure such as foreign body removal), patient referrals (sending patient to a specialist), patient
disposition (e.g., home care, bed rest, short-term, long-term disability, days excused from work,
admission to hospital), patient directions/education, and follow-up directions for the patient.

Sample SOAP Note

A sample SOAP note showing typical output of ezChartWriter is presented below. Note that your charts
can also be printed/exported in ExamSheet format.

Record of Examination
Ima K Doktor, OD PS

Dr Ima Doktor and Associates

PATIENT: Donald I. Smith DOB: 10/21/1966 GENDER: M CHART#:
1751
ENCOUNTER DATE: 10/30/2009 PROVIDER: Doktor, Ima K

PATIENT HISTORY
OCULAR HISTORY:
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Current and past historyis unremarkable for ocular diseases, injuries and amblyopia. In addition there is no
history

of ocular surgery.

MEDICAL HISTORY:

Unremarkable for past major ilinesses, past surgeries orinjuries. Patient denies diabetes, hypertension,
heart

disease and lung disease. Denies thyroid problems, cancer, inflammatory and infections disease.

FAMILY HISTORY:

Patient denies pertinent family history including blindness, glaucoma, macular degeneration and retinal
detachment.

In addition, pertinent systemic family history is unremarkable.

CURRENT MEDICATIONS:

No medications currently taken.

ALLERGIES:

No known drug allergies.

SUBJECTIVE

46 yo M

ENCOUNTER TYPE: Comprehensive eye exam. Refraction.
PATIENT TYPE: New Patient

LAST EXAM: One+ years ago.

CHIEF COMPLAINT: Updating spectacle Rx. Reports decreased near acuity.

OCULAR SYMPTOMS: Patientdenies double vision, flashes, floaters or other ocular symptoms of clinical
significance.

MEDICAL HX: Medical/Personal History from 10/30/09 reviewed.

OBJECTIVE

INSTRUMENT READINGS:

AUTOLENSOMETRY:
OD +0.75 -2.25 x085
OS +0.75 -1.00 x090

REFRACTIVE FINDINGS:
VISUAL ACUITY:
ACUITY Type: ccDVA
OD 20/25-
0S 20/25
SUBJECTIVE REFRACTION:
OD +0.50 -2.25 x085 20/20
OS +0.50 -1.25 x090 20/20
OU 20/20 (Binocular Balanced) Add +1.50 20/20 @ 16"
FINAL Rx:
OD +0.50 -2.25 x085
OS +0.50 -1.25 x090 Add +1.50

EXAMINATION FINDINGS:

NEURO Patientis fully alert to time, place and person. Recentand remote memoryis fullyintact. Patient
does not

appear anxious or depressed.

ADNEXA Facial symmetryis normal. Ocular adnexa (including eyelids, eyelashes, bone structure and
lacrimal

glands) appear normal.

© 2011 Iccomplish, Inc



228 ezChartWriter User Manual

FIELDS TESTING Patient demonstrates satisfactory peripheral fields by confrontation in both OD and OS.

EOMS Full, extensive, accurate and smooth movements are observed OU.

COVER TEST Orthophoria is observed at near (without correction).

PUPILS React briskly (3+) to direct and consensual stimuli; pupil size is normal, equal and round OU. There
is no

afferent pupillary defect.

ANTERIOR SEGMENT:
LIDS/LASHES External inspection and slit-lamp exam noted... Normal eyelids and lashes OU.
SCLERA/EPISCLERA Sclera appears white and quiet.
CONJUNCTIVA Slitlamp observations include... Bulbar and palpebral conjunctiva are white, clear and
without
signs of inflammation.
CORNEA Slitlamp examination reveals... Normal tear film, epithelial surface, stroma and endothelium OU.
IRIS Slitlamp examination reveals... Iris appears healthy, normal anatomy and convexity.
ANTERIOR CHAMBER Slitlamp examination reveals... Chambers are clear, free of cells and flare.
ANGLE ESTIMATE Grade 3+, open angle OU.
LENS Slitlamp examination reveals... No significant cataract formation or opacification.
TONOPEN TONOMETRY:
OD 13.0 mm
0S13.0mm @ 17:53

POSTERIOR SEGMENT:

OPTIC DISC Normal color, size and shape with intact neuro-retinal rims 360 degrees. Flat and sharp
borders

noted, as well as grossly normal appearance of nerve fiber layer OU.

CUP/DISC RATIO OD 0.25 H/N; OS 0.25 HIV

MACULA Bilateral examination reveals... Maculae of normal thickness, free of atrophic changes.

VASCULATURE Findings include... Vasculature does not show hemorrhages or exudates. Normal AV
crossings

observed OU.

POSTERIOR POLE Observations include... Normal fundus coloration and architecture observed within the
primary

arcades OU.

[Undilated fundus examination, evaluated with direct opthalmoscope.]

ASSESSMENT

367.0 Hyperopia

367.21 Astigmatism

367.4 Presbyopia

OCULAR STATUS; Ocular health status unremarkable.

PLAN

REFRACTIVE PLAN: First-time spectacle wear; multi-focal lenses.
OD +0.50 -2.25 x085
0S +0.50 -1.25 x090 Add +1.50

RECOMMENDATION... anti-scratch coating.

RECOMMENDED FOLLOW-UP

RTC in 1-2 years for complete eye exam.

© 2011 Iccomplish, Inc



Working With Encounters| 229

7.2 Basic Encounter Functions

Record of Examination

FATIENT: Sample, Joe GEMDER: Male DOB: 12/30/1967

How do | view prior records ?[229)

How do | switch chart views ?[38)

How do | use the Tools to enter data?[23))

How do | edit text in the SOAP note?ksh

How do | print a copy of the Encounter?[23h

How do | export the encounter to PDF?[23})

How do | finalize the encounter?[23h

How do | upload to PracticeFusion EHR Website?[23})
How do | make changes to signed encounter?[24h

7.21 View prior records

From a working Encounter you can review prior chart data (if it exists). You can do this easily within an
Encounter by clicking the "Select a prior encounter" dropdown.

S - PRy e kS il
[ & e SR S P N

AVAILABLE FREE MEMORY

Physical 7514 MEB
Virtual 1,773.5MB

Selected Encounter:  CURRENT |

Chart View Format: i ExamSheet i |
0 Prewiew 0 B0APhote

‘ LA | Settings HQ] ‘1 ‘[D ‘
‘Q} H X sign H X Close ‘

Once you are in a Prior Encounter screen, status is displayed at the top of the screen (including the
FINAL or PENDING status). You can return to the current encounter by either clicking the green quick
return button at the top or selecting the current encounter in the dropdown list.

|E Click the green button to
guickly cycle back to the

current encounter.
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7.2.2

7.2.3

Switch chart views

__AVAILABLE FREE MEMORY
Physical 781.4MB
Virtual 1,773.5MB

Selected Encounter:  CURRENT [ ]

Chart View Format: il ExamShest
0 Prewview 0 S04APhote

‘ P8 Settings H<::| ‘1 ||::> ‘
‘t_!) H X sign H X Cciose ‘

See Also: Setting a default encounter view

Use the Tools to enter data

Encounters can be viewed in either ExamSheet view, SOAPnNote view and Single Page Preview. You can
easily switch between views using the the buttons (shown below) or by clicking on the "View Mode" tab
of the left-side menu.

- - e et
'-[’ b S S o I R 2 wamo ST M= /‘

When you attempt edit data in the ExamSheet view, you are automatically switched to SOAPnote
format, as this is the only allowed view supporting editing of text directly.

ezChartWriter has an extensive array of tools to simplify your data entry. To access any of the tools in
the ToolBox (on the left-hand menu), single-click the tool.
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724

7.2.5

Wiew Mode |

Templates |
ToolBox N Each toeol has a specific
. function to help speed

& Subjective Hstory Tool _*____._--11-"" your entry of ophthalmic
data.

&) Automated nstrumerd Tool
@ Vizunl Aculty (vA) Tool
&) Refraction Todl

& Grick Exom Tool

Q) R wizard

& Plan 3 Azsessment Tool
&) Contact Lens Tool

[Z3 Report Manager

o SOsPwTber Tool

e

Once you click a tool, the status icon changes to gray © (indicating "in-use"). Once you have
successfully pasted the tool's data into your encounter, the tool status icon changes to green @.

Edit text in the SOAP note

Text may ONLY be edited in the SOAPnNote view (not in the ExamSheet view). If you begin typing in the
ExamSheet view the software will automatically switch views to the edit screen.

Once in SOAPnNote view, you will need to be in "Edit" mode. To do this manually, click the Edit Mode

button at the top and click in the area you wish to edit text. The background color will turn light green to
indicate you are in Edit Mode for that topic.

Edit bMode

You can add, delete or move data just like in any standard word processing application. However, it is
advisable to NOT move the built-in tags surrounded with curly brackets {TAG}. Although you can add
text features such as bold or underline by pasting formatted text into the box, these changes will be lost
as the data is saved in unformatted text only. Headings are automatically bolded.

&
-

WARNING: Do not delete the text tags (e.g. {Symptoms}), as these tags are used internally by the
software to track the location to insert your Exam Tool data.

Print a copy of the Encounter

First, switch to the exam view you wish to print (either SOAPnote or ExamSheet). Then click the File-
>Print Preview menu at the top of the screen.
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iChartModule - Sample, Joe

Current user: Pg

File | Edit Wiew Utlities Reports Customize Help

Mew

Save Encounter
Import

Export

Print Preview

Delete Encoun

Hide Chart

[ Exit

T PEMEARSEEEEMENT OO

@ Contact Lenz Tool

|:] Report Manager
2 S0APwriter Tool

Alternatively, you can click the Print icon when in SOAPnNote view in the ribbon bar at the top of the

SOAP note.

The Page Setup dialog will appear, which allows you to customize report settings (for instance, if you
are printing SOAP reports on custom letterhead or non-standard paper sizes). The settings are

remembered, so the next time you can just click Okay to continue.

X]

Page Setup

Paper zize

|etter -

Width:  18.50 inch
Height:  [11.00 inch

Page margins

Top 1.50 inch
Lett: 0,35 nich

Battam;

Bight:

Cancel
Reset

0.35 inch
0.5 inch

Once the Print Preview opens, you can review the chart or Print it out by clicking the Printer button.
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B Spe D8 OB Qe @7 | Qpx e
.l O R e T S R e T T T R Y T R B R

View other Pages

Record of Examination

Dr Da
PATIENT: Joe Sampla DOB: 12/30/1967 GEMDER: M
ENCOUNTER DATE: 03/10/2008 PROVIDER: Pedigo, Dawd J
SUBJECTIVE
ENCOUNTER TYPE -
PATIENT TYPE
LAST EXAM-

7.2.6 Exportthe Encounter (PDF/Word)

First, switch to the exam view you wish to print (either SOAPnote or ExamSheet). Then click the File-
>Export->PDF Report menu at the top of the screen.

iChartModule - Sample, Joe Current user: Davigo,

Save Encounter Ctrl+5

Import k

Export b PDF repaort

Print Preview MS Word Do

Delete Encounter HL7 format

Hide Chart ezExchange format

& Exit -

@ Contact Lens Tool

E:] Report Manager
2 S0APwriter Tool

After a few moments, the encounter will open in the Adobe PDF Reader (if you hawe it installed on your
system). The Adobe Reader can be downloaded free of charge from their website:
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http://get.adobe.com/reader/otherversions/
Once in the Adobe PDF Reader you can print, save or email the Encounter.

To export to MS Word as a text document, follow the above steps but select MS Word Document as
your output choice.

7.2.7 Finalize the encounter

The final step of creating an Encounter is to Sign and "Finalize" it. This marks the Encounter as
complete. You can still edit the encounter, for up to 24 hours after signing it to make changes. After that
it becomes permanently locked.

‘ 5 Setiings H{‘;l ‘1 ‘E’L} ‘
‘@ H \;g_ﬂ. Sign H x Close |
1\,_3

To Finalize the chart, you need to complete four steps:

Review Encounter 4 View Pending |
Task Completion:
& Chief Complai M Vel Acuiy B il P B Ciagnosis/teesimant
& HedcalHx & Redraction B Basc SLE B Flan/Traatment
& Ocudar He ¥ Firal S A B Anole Aszeziment [®] BilingCoding
& Medcations & P sRx B Tormemery [ Corvact: (Subjectiva)
& Faribs Hs & Pupis: B OMH Evaliation [ Final Contact Rx
M Alergies: & Eoms B Ophibmosony B Fiist CLRx

MO FLAGGED RESULTS

H Select Next Recall:
Sign Encounter @ Morth: 113 §) ‘es: 112,31 (8112000 ] X0
By checking the "I AGREE" box and clicking the Fin =
buthon you are rendering tis encounter and ail J_M:' el
assocaled repors unallerable. Make sura thal you b AGREE ; o
thoroughhy resienwead the record betore signng. This |

record is & legal documeantation of the patier encounter.

Sign & Finalze Exig |II \

L‘-* Open PracticeFusion EHR _ ‘ @] . xth:n.

[ =
L» BﬁmTunt.”l_*Exwrttnbe

L

Step 1: Review Task Completion

Any task that have not been completed will display a red checkmark. You can also review your pending
reports (Rx's or letters) by clicking the View Pending button at the top right side.

Step 2: Select a Recall Date

You can quickly set a one-year recall by clicking the "1" button after the Year.

© 2011 Iccomplish, Inc



Working With Encounters| 235

Step 3: Check the "l Agree" checkbox
Step 4: Click the "Sign & Finalize Encounter”

7.2.8 Upload to PracticeFusion EHR Website

In order to qualify for the Medicare/Medicaid bonus payments, you must be using a "certified" EHR
product. ezChartWriter, although full-featured, is designed specifically for entering ophthalmic data
quickly and easily. We are NOT certified. However, by simply transferring your data into the free,
certified PracticeFusion EHR you will qualify for payments. And you will get a few extra benefits that our
software alone cannot provide, including a web-based portal for your patients to review their own charts.
Used in conjunction with our software, you will have an effective combination.

Data can be easily transferred into PracticeFusion EHR website by clicking the "PracticeFusion EHR"
button at the bottom of the Sign & Finalize Tool, as show below:

HALTY = Pt e LT s B - o e - ;
o By S e g T o ST - g » e iy 4 ~ - oL T P
i Sy, e e et T A T T e o i

- Select Next Recall:
Sign Encounter Month: I E?EI Your 112 3| [z | X

By checking the "l AGREE" box and clicking the Finalize

buttan wou are rendering this encounter and all

associated reports unalterable. Make sure thatwvou hawe [ I AGREE
thoroughly reviewed the record before signing. This Sign & Finalize Encounter
record is a legal documentation of the patient encounter,

=
A
e *—/,Z.,:_

4 Billing Tool Hf Export to PDF H * Open PracticeFusion EHR | @H x Close

Once the website opens, you must log into your PracticeFusion account. Note: If you hawe yet to create
an account, open the website (www.practicefusion.com) on your browser and sign up. It is a very quick
and easy process and is totally free. The next few times you log in you will be asked additional
information about your practice.

© 2011 Iccomplish, Inc



236

ezChartWriter User Manual

Practicef uskon.com EHR (HITECH Certified) 'E
= | = - ™ |
“Yppractice fusion

Frieg, web-bused Electonis Maalth Recsrds ng In m
Log in
Waelcoma to the fastest growing Electronic Haalh Recond community in the LIS|
Phease log in bebow with your credentials
Practice ID I
joeiccomplishpr | [
Usarname
jiccomplish |
Passward
wEREAE R R I
. I it it]
-
Love y ™
20 Twoat? “4ppractice fusion
Doy the butt
: g SCUAP noimebo Prhafuncn | Chis Conplart || Subiectvn [ bimctive || Assmsomerr || TrmstmentFan | @

Once you arrive at the Main Screen, you need to do two things: (1) Enter the patient demographics, if
they do not exist already and (2) copy your SOAP note into the chart.

Step 1 - Create Patient Demographics

Click the "Chart" tab at the top of the screen:

' PracliceFusion.com EHR [HITECH Certilied)

. PR, - ) Talla Friend | About | Ls Le
I pradlge ﬁ:lspr:l |_P Live Chak | Get Help | Request a Feabure | 5 whe Training
e Jow lccomgl
|.ﬂ Harme ilﬁ Schedule - Charts Hj e-Serigply Jmm,:us ‘ Labs E Daouments % REports f Admin T ——— -l
Get Started To Dha List Activity Feed | S} add appt ":.mmm rﬂ:hﬁmm

Click the "Add Patient" on the right top side. NOTE: Even when searching for an existing patient, it is
faster to use the "Add Patient" button in PracticeFusion.

& PracticeFuslon.com EHR [HITECH Certified)

Tell a Friend | About

#F":Edi‘.:.e ﬁ.'.jsi?lj‘ I:Q Live Chak | Get Help | Request a Fe

Cry % Jow lccompl
m Home Em Schedule B chaets d e-Soriphs JME&H-:EE ‘ Labes E Doduments Rapors f Admin [ ———
Patients Ursigned Charts ;'..'.:Id!?appt. .:nu:ldpohm! ,Ehudmher:
Recently accessed patients learn | nport Patients | | H
First name: | Lamnami | Fiesteame | Ginder Do8 Patient recart| Phesi Bddrei Last Aceoisad | Status
[ TestChild lessica Femake 0Ff 26/ X007 EBRSS5S0001 Home - 5BT Broadway, Micdletown, CF O01/11/10 T43F  Active
—_
Last nasme: Testedul Maria Femalk LEF10 1984 SAOSSEIZ34 Home D23 Maim St Anwiown, CA 910 OLLLIRTAEF  Active
TistTien Emanael i b OF O 1 E55-555-5555 Hom  §234 Elm St, Newe Fork, NY 100 Bctivie

Diarie: of birth: Tt Toddlsr Earen Farmak 0500 2005 SR05551111 Home | 456 A Sr,, Smalllown, CA SO0 Aetive
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You will see the following search screen:

Patient identifying information
First name s
Last name s

Gender [5E|EEthﬂdEr solll

Date of birth s

[ Search for existing ]

You can fill the patient name and date of birth by clicking the "Search" button in ezChartWriter.

Inzert Demographic Data

Sreich || Upload Data

If a match is found you will see the results, otherwise click the "Create as a New Patient" button near
the bottom.

[ Create as new patient ]

You can enter the remaining patient demographics if you like by clicking the Upload Data button at the
bottom of the ezChartWriter screen or else save with just the starred items since your patient
demographics are already in ezChartWriter. We do recommend that you enter the patient ID number in
the "Patient Record Number" field. It is copied to the Comment field.

Inzert Demographic Data

Search m@iﬂ

Step 2 - Create SOAP Note and Transfer ezChartWriter Data

PracticeFusion uses a standard SOAP note to store data, just like ezChartWriter. To begin (if the
patient chart is not already open), click the Charts tab at the top and find the patient for which you wish
to enter SOAP data.

% PracticeFusion.com EHR [HITECH Certiflied)
. . ™ B Tall & Frignd | About | Lock Lizg T
Tprat_'tlv:_:.e fusion - Liwe ek | Get Help | Request a Feature ]
7 L1 a Jow Icoomgl
A Hame Eeny Schedule - Charts pj ESeripks B Mesages A Lk E Dooamenits kﬂ Reports .{r Adrr Joe czmpink, Praci
Get Started To Dha List Activity Feed i) add appt "'I.-m Pk ':":'nd pahery

—
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Once you are at the Patient Dashboard, click the Patient Actions dropdown as shown below:

Joe Sample s 43yrs DoB: 12/30/1967

Patient Dashboard Click Here —m | . .00

Yo | densiments L feteds l sterivi [ Mnevams | Ropements | Acee

Patient resource tooks

* Direct link bo this patient: |hitesy alwe practicefusion.com/dapatcher Papps| & Copy to cipboand

Allow this patient 1o view their medical records through Patsent Fusion. Earn

Ennoll
Recent activity for boe Sample ot et T oy L A : S

1 Joe lcomplish acoessed the chart

2

l Joe |lcomplish inserted Joe Sgmple 22 3 new patient 11211

LE
m
Xz
=
g
=
B
3
4
i
(1§
53
3
=
=]
=
3

Indicate that you wish to create a new chart note:

" Patient Actions

Faor the patient:
Print patient chart

For a visit:

send referral let(

You MUST select the SOAP note format so you data fields can be inserted into the PracticeFusion

chart:

© 2011 Iccomplish, Inc



Working With Encounters

Selec

t Chart Note

Which type of Chart Note do you want?

S0AP Note

Test Mote

Mutritionist Notes

Patient Phone Message

Click Here

Case Review
Patient Email Message
Other

Meed a different type? Create New

239

On the screen you will see the condensed SOAP note. Only the Chief Complaint (CC) field and vital
signs are editable on this screen. To insert the Chief Complaint, drag the "Chief Complaint”" button from

the bottom of the ezChartWriter screen up to the CC box.
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B practicef usion.com EHR (HITECH Cestified)
0 . - Tall & Frissind
I - prE_KtICE ﬁ.’spn i Live Chat © Get Help | Aequest a F
a Home @“,E_E Schedule | Charts Ej o=5ITipts J,Mrs'mg-:-: * Labs E Documents E Aeparts ,# Admin

Patiants Urigned Charts | Joe Sample * J58 aad appr. .__.F: sdd patient .f:hnu patient
- ==

Joe Sample .peonnos a3y DOB: 12/30/1967 Print || Delete || Edit || Sign H
{no vitals entered) .

14 -
0171272011 = oehtal s ik i) ‘d displaying LIS customary units
o 4 i

SOAP Note

Note

A A A ‘? Spell Check is off Seen By .J::ellluum.alm.

W5 Height Winght BMI Blesdd Primaise g Palia R p At

~ Drag the "Chief Complaint"
button to the CC box

S practice
0 AL
Our gift tdyou: free e-Prescribiggisherebs. |

- Cirag e sosrec basona up b cope fp-mr e L et e Irzeit Demogiapte: Dats

- LR e > B> > G @)X ~-]

To fill in the other SOAP fields, you must click the Subjective field first to get to the detailed SOAP
section:

Joe Sample .;-nnos d3yrs Do8: 12/30/1967 EEEED
= [na vitals entiened)
Q1/1272 o=
1/ e {no chief complaing entered) 14 displaying US customary units
SOAF Mote
N'[HE Warn
A A A -‘5. Szl Chisck is ol Seun By: | Jae lecamplish v
WS | Heght: Waighi BRI Biood Pressure: Temp Fulse Resp Eaie
n In g [; hom rom
cC
5
a
iy
P

Drag the "Subjective" button up to the field, dropping it anywhere in the Subjective box. You data will
populate the field. If you make a mistake, simply select the text and use the Delete key to erase.
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Patignt Joe Sa.mph! wge on D05 43 yrs  DOB: 12/30/1967 [_I:h-lrn- “ Cancal “ Sawe “ ;-p_n- | E
Basic — + {no witals entered)

01/12/2011 ke Ina chief complairg entered) i{ displaying US customary units

5 & |A | B g A Ny wlthedioff | Owed 3
Templates: | & + Tughh je e

Frequent templates:
FHCIICT

0 C

QPFH.Gonisscany
DPH:InbernslExarm
PH:LagerBTA
P F'Esh:mghx
PH:PretmingrTesting
OFH:PunctalCodisiaon

200

DPFH:Vis ualfo ity

PH-Visualfield

Hihalmal AP

kearn L

m'fDrag the "Subjective” butto;
anywhere in the subjective field.

o000

Prewviaus visit nates:

¥
MD useryf we want you to 4 practice fusion™
share prafessional apinion.

W) Drag the mund buttors: uz o copy e — —— e Iraet Demographic Dals
SOAF ol I PusctonFusion & Chiel Complan ¢ Subjeciive_» i (bjsctive -+ hssessment _ (T seaiment:Flan > o Cloen
' Cheh HELP budton s s T—— C—-———-} e e I‘:---_....__---f Uplnad Drain x

To enter the other SOAP fields, click the letter tabs as appropriate and drag the buttons from the bottom
like you did for the Subjective data.

Patient Joe Sample ..conpos 43yrs DoB: 12/30/1967

Basic (no vitals entered)
(no chief complaint entered)

5 || A P
Templ@ Q +|| sul

| Frequent templates:
UFH:Glaucoma U

L‘
L ] g =y

When you have completed the SOAP note, click Save at the top and your note will become part of the
online chart for the patient.

01/12/2011 | =

Insurance

Settings

Summary
PMH

Dx History

7.29 Make changes to signed encounter

Within 24 hours you can "Un-finalize" an encounter. Do this by opening the encounter and selecting
Edit->Undo Chart Finalizations from the menu at the top of the encounter.
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7.2.10

2

2 Edjtl‘l._l'iew Utilities Reports Customize Help

[ Ctrlaz
Linadao L+

S

~EULD

Undo Chart Finaliﬁﬁ%fgt 24 hrs) [«

Ctrl+C

Copy SOAP fields to Clipboard

Insert Addendum
TTool

@ Contact Lens Tool
[:] Report Manager

8060666 77
I
I:.I Ig
i 2

You can also Undo Chart Finalization clicking the Sign button right after you finalize the original
encounter.

Auto Log Off

After a period of inactivity, the software will auto-log off (the time can be adjusted in the Main Module,
Admin Login). You will need to re-login as a User to return to your work. If you are done with the chart,
you can simply select Quit and the chart will close.

o i o

(scareioe ]
&1 User Login
Undina [Ted
Pared [
L S i
§
CONFIDENTIAL q
(Eogmeernge e -
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Sometimes, when you have multiple tools open, the login screen does not display. You need to open the
screen by double-clicking the tab at the bottom left side. This will reposition the login window to the
center of the screen.

double-click to activate
the Login Screen

ts EI EI[EL =

:‘I.‘f Sfﬂf’t [:3 ‘-} (_‘ 3

In the rare case of the screen being visible, but not letting you be able to type in the password box follow
these steps:

1. Right-click somewhere on your bottom taskbar and select "Show the Desktop"

2. After all windows have minimized, double-click on the iChartModule window icon

3. Attempt to re-enter password

NOTE: You can also Log Off and Hide the screen (for instance if you hawe to leave the exam room for a
moment) by selecting File->Hide Screen on the main menu.

Mew »

Save Encounter Cirl+5
Import L4

Export 4

Print Preview

Delete Encounter

Hide Chart

B Exit

7.2.11 Using the Navigation Button Menu

The buttons on the bottom left side of the screen can be used to quickly navigate the chart.
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r " e et e
TTET ST e T g e, e T e S w-.-—'w-.-T

_ AVAILABLE FREEMEMORY
Physical 781.4MB
Virtual 1,773.5MB

Selected Encounter:  CURRENT [ ]

Chart View Format: il ExamShest
0 Prewiew 0 S50APhote

| ':.T:,II Settings HQZI |1' ‘E:} ‘
|@/J H '-.j Sign H x Close ‘

The navigation area includes:

Select Encounter List - choose any prior encounters to view with the dropdown list.

Chart View - can be either ExamSheet, SOAPnote (multi-page) or Preview (single page SOAP
format)

Settings - open the Settings & Customization tool

Previous/Next Button - navigates forward and backward by page

Sign Button - finalize the chart

Close Button - closes the chart (automatically saving changes)

7.212 Name Alerts

If you wish to indicate a special note about the patient name (e.g. a nickname or pronunciation guide),
then this took can be useful. It can also be used to indicate that the patient has the same/similar name

to another patient.

Alternative Mames / Nicknames §|

& Patient Name Reminder

Enter nickname or pronunciation hints:
|I3|:|es by ﬂ |I|:Ia b ay
[ MAME ALERT: Multiple patients with zame/zimilar name.

‘f Okay ” xtluse

7.213 Rx Tracking Logbook

The Prescription Tracking Logbook allows for tracking of all prescriptions created in the software. There
are four categories:

¢ Full Rx List
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¢ Medications
e Spectacles
e Contact Lenses

B Prescription Tracking Logbook

E Precription Tracking Logbook

Full R List Medicabions Spechacles Contact Lenses |

Couble chick on an Rx to edit or print
Date | Status Descripbion | Pron =
02/25/2011 FINAL CLRx Pedige, D

0D RGP Flugroperm-60 8.6 / -3 CT=0.18; 0ZD=7.2 arranted=Ye i
DE.-'ZS.-'I:C.ZI . F]'N.;fx.L Sk C:unl.‘ﬂ.c.t Lens .R:-: s . - N e I-“cl:il.uo, D
02/25/2011 FINAL CLRx Pedigo, D:
02/25/2011 FINAL CLRx Pedigo, D-

0D Ciba Fresh Look Color Bler B 14.5

o ba Fresh L Blends B.5 / pla 14

02/25/2011 FINAL CLAx Pedigo, Ds

0D Ciba Focus Night & Day 8.6/ plana / 13.8 =

[#] Expand All 7 i
/| = Piinl Bx List I I@Li Select xl:l'nu

Double-click an item to select. Use the Expand/Collapse checkbox to show/hide the full prescription.

7.3 Charting Tools

The Toolbox menu on the left side of the chart contains links to all the major tools in the software. The
status of the tool is also displayed: the red icon means incomplete/not opened, the gray icon means
opened but not inserted and the green icon means completed/inserted into chart.
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7.31

Encounter View Mode
Templates
ToolBox

@ subjective History Tool
Automated Instrument Tool
€ visual Acuity (VA) Tool
@ Refraction Tool

@ Quick Exam Tool

Rx Wizard

Plan & Azzeszment Tool
@ Contact Lens Tool

|::] Report Manager

2 S0APwriter Tool

Topics Available:
Subjective Findings Tool[2501
Automated Instrument Tool[272)

Visual Acuity Tool[278)
Refraction Toolksh
Quick Exam Tooll283)
Rx Wizard[29h

Plan & Assessment Tool[298)

Contact Lens Tool[298
Report Manager[317
SOAPwriter Tool[328)

Using the Diopter Power Tool

Since all ophthalmic prescriptions require the entry of large amounts of numerical data, a special tool
has been deweloped to add this data quickly. It has many parts and you should become familiar with all
the features to become proficient at entering Rx's quickly.
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plano

Az

ool 030 oas] os0] 090 120 135 150 180

£ Dist Acuity
0D Do |
05 DMaA | -

OU Dy | =

FRISM | 0DLOO =)

+1.00 +2.00 +3.00 +4.00

3| Near Acuity
0D M | =

05 Nvd | -

T
OU MYy | =) @18"

14 [v Binocular Balanced Refraction

@ D00 @ FRIZM

ezt

The parts of the Diopter Power Tool and their functions are listed below:

o Prior Data Button

>

Coopry drorm & il bedraciion

Coopay rcarn [Lediricse opiy

Copry drorm Lensornoedry =01

Copry drarn Lonsormeiry 507

Copry drarn Lensomeiry 555

Use the green arrow to pull data from any lensometry, autorefraction or prior data you have
entered. This is the fastest way to populate the tool with data.

e Omit Checkbox

OrIT

|

-

If you click the checkbox in the far right upper corner of the Power Tool, the tool will be
marked as "Omit". This means that although you may or may not have entered data, it will not
be inserted into the encounter. This is useful if for instance you wish to insert a final refraction

but skip entering the subjective refraction.

e Eye Selector Buttons

_

_

Use the arrows to switch from the right eye to left eye (and vice versa). The eye that is
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currently controlling the power sliders will be highlighted in green.

o Copy OD to OS

Use the equal sign to copy all numerical data from right eye to left.

o Sphere/Cylinder/Axis Buttons
| |

Arranged in two groups of three buttons, the Sphere/Cylinder/Axis buttons are right below the
Eye Selector buttons. The represent the sphere, cyl and axis for each eye. To set the diopter
power using the button, you can click on the left, middle or right portion of the button.

MOVes power
toward plus side

moves power

toward minus side
! resets to plano

e Slider Bars

[
[
[

There are three slider bars each corresponding to Sphere, Cylinder and Axis from top to
bottom. In general moving sliders to the left makes the power more minus and to the left
more positive (just like moving along a standard number line). The diopter powers range from
-20.00 D to +24.00 D sphere and -12.00 D to +12.00 D cylinder. The axis ranges from 1 to
180 degrees. Sliders can be moved in three ways:

(1) Click the blue bar and drag to the new power.

(2) Click somewhere along the line and the blue bar will immediately jump there.

(3) Right-click somewhere along the line and the blue bar will increment one step
NOTE: the left and right button actions can be reversed under the Options/Settings
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(4) Use the arrow keys to move the slider (you must first click on the slider to select it)

You can use the sliders in conjunction with the Sphere/Cylinder/Axis buttons to move the
power quickly.

o Manual Entry button

Clicking the Manual Entry button displays a grid to enter diopter powers without having to use
many mouse-clicks. This also allows entry of powers outside the standard range offered by
the slider bars. Use the equal sign to copy OD to OS.

o Axis Selection buttons

M
J 50 o5 Foso Josn Pren Piss P50 Pisn

Besides using the Axis slider bar, you can quickly choose common axis choices by clicking
the buttons.

e Prism Tool

i | M Prism Tool

v X

Click the PRISM button to call up the Prism Tool. You can enter either eye while the tool is
open. Click the red dot and rotate the dial to enter the horizontal and vertical prism. Use the
equal sign at the top to copy OD to OS. The prism direction will automatically correspond to
the opposite eye (you must manually change this if you wish to use yoked prism).
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7.3.2

m ADD Power Tool

—!
J:-Mm DN 111 I 111 I W

The Add power tool allows for the selection of add powers from +0.75 to +4.00 sph. Use the
Manual Entry tool to enter powers outside this range. There are two additional freatures of
note:

- Clicking the power button (when not set to "0.00") will reset it to plano add power (both
eyes).
- To unyoke the two add powers, click the small circle button next to the right power display.

s :-4_|“\7

Ay

o Diopter Step button

104

The diopter power can be set as either 1/4 or 1/8 steps (.25 or .125 D). Clicking the Diopter
Step toggles this setting (based on the default you set in the Options screen).

e Reset button

Reset |
Immediately resets the tool to a blank or default state.

Subjective Findings Tool

The Subjective Findings Tool is probably one of the most difficult of the ezChartWriter tools to master,
because it has both a large amount of options and is very powerful. From this tool, you can completely
describe a patients subjective complaints, history of present illness, history, and medications/allergies.
Nearly every conceivable symptom is accounted for; the hard part is learning where to look.

The SUBJECTIVE FINDINGS tool is split into a top half (Findings/Complaints & History) and a ToolBox
at the bottom. The top section has itself four subsections: Preliminary Findingsl2s, Complaintsf2s3,
SOAPwriterks2 and Preview 53 mode.
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a2z
ok Ciibiasthis Einddhinms Taal
-ul';j sUDecive Findimngs 100
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T Compectwrsrepeamam [ Flaliechon I Prhaba: amam I kit i 1. ol I W chmch,
I Iinrehit oy oo, I Mok gy dmai. [ Ackbrioerdanan [ Contec! isd avilasion I MOF check,
I Comdnct fora blkmmag I Pregrein thad I~ 5Fx Recheck ™ Db [Phone i | waiamtion =|
Divdar Ry o Sympioins Sulbyeet by Huztiry M il s i
™ el pmpharns soed Ea  Oculw b | Socudie  Fawiyiie e |1nnem =
_Machcadbta | MO% | Merhcabors | Dwlsds i = Dot noends
TR Py eppe———vp— Y pepr—y— Ty T |
Tk
o - Dt Prtvotont (raros M Gt oo
|f1 WA whased || b nnu-\x'-” o ComputerUse|| 5 Dooupskion (| e
|.Pml-hlnn-|| rmutru”n—n'tmmllx Fathers |
myl 1 ok Gl
e Y |€)|| v o || X 1o |

<Click on the area of the image for which you wish to see help>

How do I...
Include patient age/gender/race in SOAP note?[252
Use the "Quick Fill Template"?ksd
Indicate a chief complaint?ks?)
Enter medical/ocular history?[257
Pull forward a previous medical/ocular history?ks8l
Use the SOAPwriter tool?263
Use the Subjective ToolBox?ked)
HPI Wizard?[268)
Customize the Subjective History Tool?k77

PRELIMINARY FINDINGS TAB

This section allows you to set the basics of the patient's "reason for visit" and well as specifying ocular
and medical history. The various parts of the PRELIMINARY FINDINGS section are listed below

QUICK FILL TEMPLATE - by selecting a template choice here, you can prefill many of the options
on the SUBJECTIVE FINDINGS FORM. The templates available cover both new and established
patient encounters.

DEMOGRAPHICS BUTTON & ETHNICITY DROPDOWN - if you wish to include the patient age or
race, clicking the DEMOGRAPHICS button will calculate and display them.

PATIENT TYPE - Choose whether New, Established (with sub-types)
PATIENT STATUS - indicates whether you have prior paper or electronic records for the patient.
LAST EYE EXAM - if you selected established patient, this field auto-fills with the date of last exam

(if electronic record exists), otherwise you can select the appropriate time frame from the dropdown
list. You may also specify the location/provider of last exam.
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ENCOUNTER TYPE - you may indicate the type of encounter. In conjunction with the PATIENT
TYPE field, this auto-calculates the proper 92000 series CPT code. If you select "medical eye
exam" however, you must choose the CPT code yourself when finalizing the encounter.

OCULAR REVIEW OF SYMPTOMS - much like the systemic review of systems, you can cover
most of the patients spectrum of symptoms. The "No ocular symptoms noted" choice is auto-
selected, but you can over-ride it by simply clicking the OCULAR SYMPTOMS button in the toolbox
at the bottom of the SUBJECTIVE FINDINGS tool.

SUBJECTIVE HISTORY (aka PATIENT HISTORY) - this group of buttons allows you to fully specify
the patients medical history. If the patient is "All Normal", simply click the green arrow and the
buttons turn green (indicating normal). You can unselect a button by clicking on it individually. To
set specific problems, click the DETAILS button. The QUICK HISTORY screen appears (covered in
detail further below).

DATE OF MED HISTORY - if you are reviewing history from a prior exam, you can set the date here.
Also, indicate if outside records where reviewed to determine patient history (for instance, in a
nursing home environment).

COMPLAINTS TAB

Allows you to enter specific patient complaints (ranging from vision to medical related). Although at the
current time the checkboxes are not customizable, you can easily edit you choices in either the
PREVIEW tab or in the SOAPnNote itself.

COMPLAINTS - General vision complaints, as well as some medical eye related complaints. Two
sections are available, the CHIEF COMPLAINT at the top and an "ALSO REPORTING" section at
the bottom portion of the tab.

SPECTACLES - Enter information regarding the patient's spectacle wearing status.

CONTACT LENSES - Enter details about the CL wear history (can be in addition to, or in place of,
the CONTACT LENS tool from the TOOLBOX).

MISC COMPLAINTS - other complaints that do not fit easily into other categories.

SOAPWRITER TAB

The SOAPwriter function is on of the most powerful in ezChartWriter. Located as subsections of most of
the other tools also, and as a stand alone tool found in the left-side TOOLBOX on the MAIN EXAM
SHEET, the SOAPwriter allows you to pick and choose from among hundreds of pre-formed text
sentences. For instance, to indicate a patient has a symptom of asthenopia, you would click on the
Symptoms heading, the choose Visual Symptoms, then choose "Asthenopia”. The preview box pops up
showing you exactly what will be pasted into the SOAP note. The sentences are designed to flow like
natural language. And, if you don't like how a sentence reads, just change it in the PREVIEW box or in
the SOAP note itself. You can even customize the text with the SOAPwriter editing tool, so it reads the
way you want for all your exams. See the section on the SOAPwriter Tool[328) for additional information.
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PREVIEW TAB

Whenever you click a checkbox or add a SOAPwriter text statement, they are available for preview in the
PREVIEW box. The text in the PREVIEW box is totally editable: the changes you make here will
appear exatly in the SOAPnote when you click the OKAY button on the SUBJECTIVE FINDINGS form.

SUBJECTIVE TOOLBOX

Located at the bottom of the SUBJECTIVE FINDINGS screen is the TOOLBOX In it are eight buttons
which allow you to specify more specific history and problems.

HPI WIZARD - You can specify the patients History of Present lliness (HPI), as required by
Medicare coding guidelines), by using this tool. Remember that you must specify a minimum of
FOUR (4) items to satisfy most coding levels. Standard choices include: Location, Onset, Sewerity,
Duration and Modifying Factors. You can use the regular SUBJECTIVE HISTORY and/or
SOAPWRITER tool to flesh out the history if desired.

OCULAR SX's - As discussed above in the OCULAR REVIEW OF SYMPTOMS, this tool gives you
the ability to fully document current and past symptoms. Like many of the other tools in
ezChartWriter, the OCULAR SXs tool is completely customizable.

COMPUTER USE - Allows you to specify the patients typically computer usage.
OCCUPATION - You may specify the occupation(s) of the patient.

PRIOR HISTORY - Once you have seen the patient back for a repeat examination, you can call up
prior subective history data and paste them into the record.

CONTACT LENS TOOL - A link to the contact lens tool (where you can list the patients habitual
contact lenses and wear routine). This tool is also available from the MAIN CHART left-side
TOOLBOX menu.

LENSOMETRY - Allows entry of lensometry results. You can also use the MAIN CHART left-side
TOOLBOX menu choice AUTOMATED INSTRUMENT TOOL to enter lensometry results.

HOBBIES - You may specify any hobbies or avocations of the patient.

TEXT PREVIEW BOX - One of several preview boxes on the SUBJECTIVE FINDINGS tool, you can
view the data to be inserted into the exam record by moving your mouse over the tool button. What
you see is what will be inserted when you click the OKAY button.

CUSTOMIZE - although not part of the actual TOOLBOX the CUSTOMIZE button allows you to
configure certain settings of the SUBJECTIVE FINDINGS tool to you own personal settings.

DETAILED HISTORY TOOL

The DETAILED HISTORY TOOL allows for complete entry of a patient's medical, ocular, social, family
and medication/allergy history. To begin using the tool, click the Green Arrow (which Quick Fills all
“Normal” values). Then click the Details>> button. The screen show below is displayed:
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7.3.21

7.3.2.2

Include patient age/gender/race in SOAP note

On the Subjective Findings tool, you have the option to enter the patients age/gender/race into the
SOAP note. The buttons will have three states:

1 - Blank (no data will be entered into the subjective field of the SOAP):

R ace/Ethnicity: | »| Demographics |

2 - Age/Gender only:

R ace/E thnicity: | o | 24ypaF |

3 - Age/Gender and Race selected:

Fiace/Ethnicity, [ I :I 43 po Wi

NOTE: You can click the button a second time to remove the entry.
Use the "Quick Fill Template"

One of the more advanced features of the Subjective Findings tool is the ability to pre-fill 90-99% of the
data with one click of the mouse. Assuming you patient is all normal and just in for a routine exam, this
will be a huge time-saver. But even for more inwlved patients, you simply need to select the abnormal
items to finish the subjective portion of the SOAP note.

To use the Quick Fill Template, open the Subjective Findings tool, then click the dropdown.
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“* Subjective Findings

U Subjective Findings Tool

Prelirminary Findings

| Complaints |S04P

|Quick Fill Template oo

-

™ Prior Patient [»5 years ago)

™ Previous Patient of prior D,

[ ] Patiert Type [ ] Patient Status
" Mew Patient [T EMPR exists
™ Estab. Patient [~ Record: scanned

I~ Records lost/unavailable
[~ Previous paper record

255

[ ] Encounter Type

[~ Refraction.
[~ Medical eve exan.
[T Progress check.

[~ Pediatric exam. I
[T Adolescent esam. |
[T SRxRecheck. I

[T Comprehensive eye exam.
[T Intermediate eye exarn.
[T Contact lens follow-up.

Select whether the patient is New or Established, then select the template you wish to use. Most of the
basic information will pre-fill, and all ocular and medical history will set to normal.

From this point, you can easily indicate any medications or past history. See the section on Entering
medical/ocular historylgﬂ to learn how to do this.

7.3.2.3 Indicate a chief complaint

To enter a Chief Complaint, click the "Complaints" tab in the Subjective Findings tool.

‘\‘} Subjective Findings Tool

Paebminary Findrigs Complainks _h' S04Pvaiter Preview |
[Mevs PL Comp. Enam: Spec Onle -| AaceEthmcity | = | [
[+] Patiert Typs [[]Patient Status [ Last E e Eaem
B+ Hew Patert [~ EMP exiatz & LastEyeExam " Dvabeof Suigeny
™ Essh, Patient I Recoeds scarned iAot et ot
. ; Tne mnce bssl exam -
" Price Patient [»5 pears aga) [T Recods lost unavelabls | - J
™ Previous Patiesit of peice Dr [~ Previcus papst mood a [n.m:dir.\nal st ey emam ﬂ

HEru:nuiﬂ Type

¥ Comprehensive spe exam. W Refraction [ Padisiic exam [~ Comtact lera fit anky [T WA check
[T Inbeimnadishe eys exam [T Modical epe emam. [ Adolescertexam [~ Conlact lers evalustion [~ I0P check
[~ Cortact lans bolow-up. I~ Frogiess chack. [T SReRechack. I~ Othee: | :]

Use the various checkboxes and dropdown choices to select the chief complaint(s). You can unselect
the checkboxes to remowe text. To review what you have selected, click the Preview tab at the top. You
also use the SOAPwriter tab (which is customizable) to enter more detailed choices.

You may also enter free-text into the Preview box. Anything you enter here will paste into the chart as it
is shown, once you click Okay on the Subjective Findings tool.
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7.3.2.4

To enter a secondary complaint, use the dropdown choice below the main complaint section (the small
arrow will allow you to choose a heading):

Freliminary Findings Complaints SOAPwriter Preview

Cornplaints l Spectacles] Contact Lenses ] Mizc Complaints ]

Chief Complaint -

[~ Routing Check-up. v BElurry DM, v Other: |D[ynegg, -
[~ Updating spectacle Ax. [ Blumy MYa,

[~ Updating contact B, [~ Eyestrain at near. ] ] ) i )

™ Lost spectacles. [ Computer eyestrain, [~ Diabetic retina ewval. [~ Red eyefinfection.
[ Scratched lenses. [~ Headaches. [ Glaucoma check. [~ LaSIk Consultation.
[ Broken spectacles. [ First-time contact fit,

Alzo Feporting -

[~ Updating spectacle Rx. [ Blumy D, | Headaches [ Diabetic retina eval.
[ Updating contact R=. [ Blumy Mys, [ Glaucoma check.

[~ Lost spectacles. [v Epestrain at near. | [~ Red epedinfection.

[~ Scratched lenses. [ Computer eyestrain. [ LaSIK Consult.

[~ Broken spectacles. [~ First-time contact fit.

Customize the complaints

IMPORTANT NOTE: Customization within ezChartWriter is of two types: (1) per computer and
(2) system-wide (all computers on the network). The "Customizing of Complaints" is per computer. Only
the computer you are currently working will have the settings retained. Each user can have their own
custom settings however.

To customize chief complaints, open the Subjective Findings tool. Note that currently ONLY the five
right-side checkboxes can be customized in the Complaints tab (both in top Chief Complaints and
bottom Secondary Complaints).

Right-click on the item you wish to customize and enter the new text. The text will stay the same until
you change it again in the future.
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Other: |

-

Diabetic retina ewval.
laucoma check.
Fed eyelinfection.
LASIK Consultation.

CICIC 00 O

Diabetic retina ewval.
Glaucoma check.
Fed eyelinfection.
LASIK Consult.
Headaches.

O0O0O00

[ Custorm Choice #1 - nght click to edi
[ Cugtom Choice #2
[ Cugtormn Choice #3
[ Cugtomn Choice #4

Cuztom Choice #5 [can be long test]

[ Cusgtom Choice #1
[ Cugtorm Choice #2
- .................
[ Cugtormn Choice #4
| Cugtormn Choice #5

- night click to edit

right click to
customize the
Complaint choices

[y

7.3.2.5 Enter medical/ocular history

The simplest method is to click the green "All-Normal" arrow button. This will set the history buttons to
green ("normal"). If the patient has no other history to report, you are done!

[]Dcular Review of Symptoms

[~ Mo ocular symptorns noted.

Subjective Histary

Med Hx from:

DetlarH=Y  Social H= Family Hx | Allergies 21042008 o
/ | Medical Hx ROS FEEgiensl  Details > ™ Outside records.

thyroid problems, cancer, inflal

Unremarkable for past major iIIM pazt sUrgenes or injuries.

tory and infections dizease.

Click for "All-Normal"

Patient denies diabetes, hypertenzion, heart dizease and lung diseaze. Denies

NOTE: You can customize which buttons will set to All-Normal by using the Customization Tool 7R,

Tk | -
e Cuztomize

To enter more detailed information, click on the Details>> button. The Quick History Tooll26d will

display.

© 2011 Iccomplish, Inc



258 ezChartWriter User Manual

T el E
Medical History Mo | Medications Lustamize
B | Diabeies ¥ Trwodd Deseate I Mo peebeabees cunectly lgien [T EOP [ Museiasn
| temenenseon | Cances .
| Hoar Disease | lamemanory Disease I 2] [natilin
| Lung Desmass W indeous Diseese
Ocular Histony Mcan
| ¥ Amivtvoria *| FielaLoss &'
o Sranismes | Canracis
# ey | Ghueme
| Serpganss | Marclar Degneradon Clow Lisi
Review of Systems Allergy Histary Tuslomisr
ﬂ W e gl Hian I b hrwmary i) kg I~ Pormdlln [ Sulls e
#| Cosswmmonal Tarnmsaa
=| s Lk
| HEENT C— | ey
¥ Hewmingio L DA L R r
X Hemanoigi Endacrise
¥ Muscuios kekats Dermahog
| Gaskoinlesany DerRa s
| Prwmiat il LT
¥ Prwmiaie I i
Family History [ Adopies s bsecs moad Sacial History
- Tiabaies Fovnal Disease -+ ] Tobatos s K] Harroks s
| Dlaursme | Bvindress0her | Bohel Use )
@) (@) [/ o X

7.3.2.5.1 PRull forw ard a previous medical/ocular history

From a previous FINAL encounter, you can pull the prior medication, medical, ocular, family and social
history forward, as well as the ROS. To do this click the small Find Prior History button as show

below:
[] 5ubjective Histary

OcularHx | SocialHx | Family Hx | Allergies
Pedical Hx ROS Medications | Details »>

click to find prior history

You can achieve the same result by clicking the Prior History button at the bottom of the Subjective
Findings tool.

Took o

27 HPI Wizard H’h ﬂn.lhr!'nt'il

_-‘{nmpuu:ruscH - umupahml
'm-nz_ﬂm_y][ cmmct!null[d-‘-nr'mm-,”x Hobbies I

g

A screen will appear with a list of finalized encounters from which you can select the prior data you wish
to copy forward. If you do not wish to copy a particular section (for instance, the ROS), then simply
uncheck that section's checkbox. Click the Select button at the bottom and the data will be copied into
the Subjective Findings tool.
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B Search for Historical Data =
Prior Exams: Patient: Tewalt, Rory J |niziude Pending
Date | Status | D ezcription |
06/03/2008 FINAL 340,30 Cormeal And Conjunctival Chemical Burn...
Selected Encounter Date; 0670972008 | Set 'Review Date' to match the select prior He.
ﬂ Ocular History Check the Hizstory sections that you wizh to import to current record. 'AL

Current and past hiztory iz unremark.able for ocular diseases, injunes and amblyopia.  1n addition there iz no
hiztary of ocular surgery.

| Medical History

Irremarkable for pazt major ilnesses, past surgenes or injuries.  Patient denies diabetes, hypertension, heart
dizeaze and lung diseaze. Denies thyroid problems, cancer, inflammatary and infections diseasze.

J Review of Systems

\#*| Family History

Fatient denies pertinent family kistor including blindness, glaucoma, macular degeneration and retinal
detachment. [ addition, pertinent spstemic family histon iz unremark.able.

| Social History v

L

x Closze

v Select/Unselect Al ‘@H o Select
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7.3.2.5.2 Quick History Tool

T Pl )
Medical History Mo | Medications Lustarvize |
+] ¥| Diabsies ¥ Trmodd Desease ™ Me pevdiabers cuneetly Lo [T EF [ Mubstasn
e | Canom
¥| Hean Dsrane ¥| mlamemanoy Disease I =] Aseta
X Lung Desease ¥ rfecnous Disesse
Ccular Histony s
] ¥| Arnihyoris ¥ FubsLoss &,’
o Eraniames H Catwacts
x| rumen Xl Glauems
X| Bergenes ¥] Mavalar Degneraden Chow Lisd
Review of Systems Allergy Histary Tualomise
-+] ¥| General Heate T M hracmr ) sl ™ Permiln [ Sl deurgs
¥| Cosssusenal -
3| HEENT | =l B
| Hesringics —I
K| Humatotogi
X| Muscuoskeats
¥| Gaskriiesana
E—
| Preiatec O L
Family History I dopisd me hstncslrecond Sacial Histary
-+] Disbales Frona Diseate =+ ] ¥ Torates se ¥ taeroks Use
X| Glasems | Endnas s X Akshel Use x| Otrer
e Q)] o [ X e
How do |...

Mark a history item as normal/abnormal?[26d)
Enter detailed history of an item?[6h

Enter detailed ROS information?bkef)

Enter patient medications?[262)

Enter family history?[263)

Enter social history?[262)

Add custom medications, allergies, etc?263

7.3.2.5.2.1 Mark a history item as normal/abnormal

All buttons in the Quick History Tool work in a similar fashion. The beige color button indicates an
"unanswered" category (e.g. in the Medical History section shown below, the Diabetes button is beige

and has no data).

Medical History

bare...

ﬂ _ | Diahetes
*| Hypertension

7| Heart Disease
2| Lung Disease

There are three (3) states for the history

1. Beige - No Data Reported
2. Green - Normal
3. Pink/Red - Adnormal finding recorded

| Thyroid Disease

X| Cancer

74| Inflammatory Disease
| Infectious Disease

buttons:
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7.3.25.22

7.3.25.23

NOTE: When you first click a button that is beige, it turns red/abnormal and the subsection's Details box
will display. If you click a green button, the same thing occurs. If you click a red/abnormal button, it will
turn green/normal. To reset to beige/no data you must click the red delete button next to the beige
button.

ical History  More... |

FIES' | Diabetes DEMIES! 7| Thyroid Disease
FIES | Hypertension DERMIES! ><| Cancer
DEMIES® | HeartDisease [BEMIES' | Inflammatory Disease
DEMIES' .| Lung Disease  |DEMIES | Infectious Disease

Pressing the green arrow acts as a toggle button to set ALL of the buttons in that section to one type
(either all normal or all "no data"). Be careful, as this may delete any abnormal findings you have entered
in that section.

Enter detailed history of an item

On most of the subsections of the Quick History Tool, you will find a light blue button labeled "More".
This gives you the opportunity to enter more detailed information than can be entered using the standard
buttons.

Medical History Mere. |
EJ| |BENIES] % Diabetes _d%s.}( Thyroid Disease

[BERMIES | Hypertension  |BEMIES | Cancer
[DEFIES! | HeartDisease |DEMIES #| Inflammatory Disease
|[DEMIESY #%| Lung Disease  |BEMIES ?<| Infectious Disease

For example, if you have a patient with a disease not listed in the primary eight categories you can enter
additional details with the More button.

Enter detailed ROS information

It is possible to enter detailed Review of Systems information using the ROS subsection. Clicking the
small green arrow prefills all the buttons as green/normal. By clicking individual buttons you can further
give detailed ROS information.
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BH Review of Systems BE
: click the down arrow to
Neurological Symptoms S Sk colimn as fhe
ﬁ— = same
ﬁ]ﬁﬁiDENIES numbness
D [& [N [DENIES tingling
|E|E W ralyziz
[0 [& [N |DENIES Fie
D[ WiDENIES dizzynessvertigo click the "N" to select
of& ~ NotRelevant/Not
o[ Assessed
[0 [& [N [DENIES head
6% i |
O& W]
click "A" for Admit,
KEY: % ngﬁé ‘ ‘/ Okay H ¥ cancel "D" for Denies

7.3.2.5.2.4 Enter patient medications

You can use the quick checkboxes for common medications (the checkboxes are customizable, simply
right-click to make changes).

&, Medications Gk
v

_I: Azpinin [ Liginopril [ Atenolal
I Metformin | Oral contraceptive | Morvasc
I Multiwitamin - [ Lexapro [ Zoloft

Clear Lizt

In the dropdown box you can also type in the first few letters of the medication name and the available
medications that match will appear. Press enter or the Accept button to choose.

You can add custom or new medications that might not be on the list. Do this by clicking the Customize
2681 button at the top of the subsection.
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7.3.2.5.2.5 Enter allergy information

You can enter allergies from the dropdown list, or select from the common drug allergies in the
checkboxes. Click the Customize button to add to your allergy list.

Allergy History Customize
Iv | Nl:_rkr_‘u:'gwr‘u._u:lru_g'-_aller_gi_es: [~ Penicilin [ Sulfa drugs

| v | AddtoList

Addlo it |
| i
_ClaList |

Clear List

7.3.2.5.2.6 Enter family history

To indicate a family history of disease, click the button next to the disease of concern. For instance,
clicking the diabetes button will display the Family History Tree for diabetes. Click the afflicted family
members and press Okay.

Family History [ Adopted; no historical record
B BEMHE K| Diabetes [BERIES] | Retinal Disease
DE 74| Glaucoma |[DEMIES" #<| Blindness/Other

You can also specify the type of disease, as well as make general comments (such as "Unspecified
Family Member".

© 2011 Iccomplish, Inc



264 ezChartWriter User Manual

BH Family Tree Tool B3

Family History Tree

Click. on the carezponding Family members to indicate a
pozitive family hiztary for the diseaze entity.

MM | MGF | PoM | PEF |
b at Aunt |' kather | F ather |' Pat Avnt |
b at Uncle \R‘M\ a / Fat Uncle
at Cousin | Sigter |— ' —  Brother | Fat Cousin |
|
kd aternal zide | [raughter | Son | FPaternal zide |
Diabetes
[ Typel [ Gestational [ Unknown/Unzure
[ Unspecified family member [ Urnsure of exact condition
I Multiple Family members | Poor historical record

| w Okay ” xtancel

7.3.2.5.2.7 Enter social history

The patient's Social History can by entered by clicking the appropriate buttons. The Social History Tool

will display with a dropdown list for the selected item.

Social History
B [BERES | Tobacco Use [BERIES) ><| Narcotic Use
Alcohol Use ¥ Other
I Bl Social Hiztory Tool |~ | x|

I Tobacco uzage: L3 -
v sage | |
¥ Narcotic usage: | |

5 | Bl
Social H ‘ ,/ Okay H xcancel

&l (EOHI
[BERIES | Alcohol Use || Other
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7.3.2.5.2.8 Add custom meds, allergies, diseases

To customize many items, you need only click the Customize button located to next to the topic. The

button looks like this: ~Customize |

The list of items will appear which you can modify with the New, Edit or Delete buttons.

B Customize Lists @

,ij List of Medical Conditions

Edit List Choices

Mew | | |

Avallable Choices:

Abdominal Aorbic Aneurmzm s
Achondroplazia

Acid Reflus

Aohe

Achne Fozacea

Acouztic Meuroma

Acoustic Tumar

Addizonz Disease

Adenoma

Adenavirug [nfection

ADHD

AlDS

Albinizm

Alcoholic hepatitis

Alcoholizm

Allergies

Allergies - Seaszonal

Alopecia st

‘QJ” x Close

7.3.2.6 Use the Subjective History SOAPwriter tool

The SOAPwriter allows you to pick and choose from among hundreds of pre-formed text sentences. For
instance, to indicate a patient has a symptom of asthenopia, you would click on the Symptoms heading,
the choose Visual Symptoms, then choose "Asthenopia". The preview box pops up showing you
exactly what will be pasted into the SOAP note. The sentences are designed to flow like natural
language. And, if you don't like how a sentence reads, just change it in the PREVIEW box or in the
SOAP note itself.
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\) Subjective Findings Tool

Frebminary Findings Complaints SOAPwrited Preneew |
+ [ Lurps/Bumpe/Letions: : = -~
2 2 Pt
A general Feeling of asthenopia iz expenenced. Cannot read
L] Trauma/tAbrasion comfortably for lang pesiods. Print seems bo move of eyes seam ho
[ Visan Lass / Low Vision il ’
[ Svstemic Relsted
[ Mizc.
-1 [ Spmptoms
= [ Visusl Sympkoms
O s¥MFTOMS OF
[ COMPLAINING OF:

D ALS0 COMPLAINIMG OF:

O vISUAL SYMPTOMS

Asthenopia

[ Headaches

[ visual headaches

[ Ocadar tatigue

[ Shoet readng span

Frint moves ¢ eyes dift

[ Fririt maved fuither away

M Losz of place reading o]

7.3.2.7 Use the Subjective ToolBox

HPI Wizardbes)

Ocular Symptoms Tool[267
Computer Usage Tool[2631
Occupations Tooll270)
Hobbies Tool7M

Prior History Tooll258)
ToolBox
il i
‘ fpj HPI Wizard <% Dcular Sx's ! Computer Use o Dccupation

‘ u Prior Historv| ‘ ' Contact Tool ‘ ‘tﬂ‘.‘l" Lensometry H x Hobbies ‘

7.3.2.7.1 HPIWizard

The HPI (History of Presenting lliness) allows for a complete history of the patient's chief complaint and
helps you properly code your exam for insurance reimbursement. The HPI consists of eight parts plus
the chief complaint itself.
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267

HP criteria.

Loscation:
Whese i 7

Duality:

Seventy:

Druir alionsdShatus:

|:| HPI| Wizard

Uze the diopdosn boxes below io select the dosest mabch [or snier ree-text]l
Fiemembaer. bo meet Medcans guideline: pou must skt at least FOLUR of the

[right ey
<EYEIS] ~
- O
it ey
bolh spes
fronk of right aus
sionk of ket aps L

shabde -
mpieang
Ll PO S 1 IJ
thiobterg
shabding
dud L
|2 - duscomiomting pain
~PANY SCALE A
0 - ma par; leebrg perlectly nomal
1+ werp mild pain

< - chicomhorbrg pan
3+ tolerable: pain
4 - dithrasang pan W

|began yestesdey
began lodw A
began sevaial hows 200

Ldl began pesterday
wckos up thes momirg wath it
first noticed a long time ago
slatad verp racanlly -

CHIEF COMPLAINT: [Feoued)

s

Tmming/Dnsel:

Context:

Modilping Factors:

|mnnt
v . -
oocanons
epeatitive paten
penodically
ittt
n the evenngs b

walh Epe mowemerts

wiith glagses on

vlh glasses ol

with conbach s on

walh conlach eres oll bt

| admits i mstendad wear of cantacts: nelieved with lubaca
oo maibving Facton eported -
v admits bo edended wear ol cortacts
deies exbended wen of contacts
WAL WEAINg eye peolechon
was nol wealing epe probection
Pl b valh lubnealing dioos

Azzocialed |H_-ﬂ| wision

SignsdSx's:

Feadachs

ria headache

Nashera lights

i flashing ights

Noaling spols w

(@) [/ ot | X e

7.3.2.7.2 Ocular Symptoms Tool

Use the cyan color arrows to mark "All Normal". Click a beige button twice to mark a single item as
normal/abnormal. This will call up the detailed findings screen. Data will paste into the Subjective field of
the SOAP note.
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B Ocular Symptoms Tool

P&STE TO:

=’ DENIES »

52154 5 ¢ 3254 % X [ ¢3¢ ¢

Ocular Symptom Review

f« Ocular Symptoms © |

Flashes

Floaters

Double vision
Fain

Fluctuating vision
Blackout of vision
Discharge
Excessive tearing
Fednessifinfection
Loss of side vision
Drooping eyelid
Test Custom
=iCustomz=
=Zustom3=
=Zustomd=
=Customb=

PALAL AL AP AL AL AL AP AP AP AP AP AP AP AP

Distorted/warped vision
Glareflight sensitivity
Dryness/burning
ltching eyesievelids
Foreign body sensation
Tired eyesfasthenaopia
Eye turn

Film over eyes

Halas around lights
Crusting eyelashes
Bump an eyeleyelid
=CustomG=
=Custom7=
=CustomB=
=Custom9=
=Custom10=

@)H¢ Dkay H xtluse

Use the PickList to build ocular symptoms statements?

7.3.2.7.2.1 Ocular Symptoms PickList Tool

Use the SOAPwriter tool to build ocular symptoms statements?
Customize the PickList statements?
Customize the SOAPwriter tool statements?
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% Ocular Symptoms PickList Tool

Category: Blackout of vision

Quick PickList |504Pwiter

DEFALLT FINDIMGS
[ Denies blackout of vizsion.

MORMAL FIMDIMGS
ABMORMAL FINDIMGS

| Reports previous epizodes of unilateral Tl
[ Reports previous episodes of momentary dimming of vizion.
v Reports episodes of unilateral ternporany blackout of vizsion,
[ Reports migraine related blackout of vizion.

Review & Edit: 0| 4B x| B|z|y|s

Reports epizodes of unilateral temporary blackout of vigion, Reports epizodes of unilateral temporany blackout of vizion.

“i| Customize

@‘ ‘Q)H\/ Okay H XEluse

7.3.2.7.3 Computer Usage Tool

Enter computer usage details with this tool.
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Computer Usage

| |
A=
'i . __"}

Haurs per day:

X]

Computer Use Assessment

Extent aof uzage:

Ergonomic factors:

[ Contact lenses waorn at compaker

‘@)H¢ Dkay H xtlnse

7.3.2.7.4 Occupations Tool

Enter a patient occupation. You can decide where to paste occupation into SOAP note. Use the

customize button to add occupations.

B Occupation Selection Tool
4 Occupation List

Select occupation:

EBX

[

v| AddtolList

Paste to: ¢ Social Hs & Subjective

Clear List

=

?&i"'.i Customize

|@)‘ ‘V’ Okay H X close
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7.3.2.7.5 Hobbies Tool

Enter a patient hobby using this screen. You can paste the hobby into either the main Subjective field of
the SOAP note or the Social History field. Click the Customizeke3) button to edit the list of choices.

Hobby Selection Tool

x Hobby List

Select hobbies:

| v | AddtaList
i

Clear Lizt

Paste to: © Social He @ Subjective

‘@H“ Dkay H xtluse

7.3.2.7.6 Customize the Subjective History Tool

‘ iliT'.l Customize

IMPORTANT NOTE: Customization within ezChartWriter is of two types: PER COMPUTER
and SYSTEM WIDE. The "Customizing of Subjective Tool for Patient History" is SYSTEM WIDE. Every
computer on the network will have this same setting.

You can customize the categories that will pre-fill as All-Normal by using the Customize button at the
bottom of the Subjective Findings tool.

irﬁs_']].i Cuztomize

Once the Chart Preferences screen opens make sure it is on the Subjective Findings tab. Then select
the category you wish to include.
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7.3.3

B Options - Misc Tool Settings

4  Chart Preferences & Settings

h, General Settings

ﬂ User Detais

Refraction Toal

Corkact Lens Toal

General Settings | Subeclive Findings

Ewam Findings Toal
Auhornated nstumeants

Fubre Llse-
Vigual Acuty Tool

Arrow Selection for Patient Ha

Par=1|
—= . .

i=—=| Report S=tt -
_ RS - ' Medications HedeyHu ARG

e Ealder Paths w Dicular Hx Yioun can spedify which Hstory tools are set to
W Miedical Hx NORMAL when you dick the gresn History Auto-Fil
—— ROS Arrowr. Double-dick an item to indude fremonve it
| Custom Lists A ey b from your Arrow Select,
Sooal Hx

ﬂ Doyl e | Socuit | Fanb s | Sbege

—_
L o
u

o

= Custom Chart

Tool Settngs

Help

Lﬂ[\/ Okap ”xtanr.ul| |U Apulyl

Automated Instrument Tool

The Automated Instrument tool allows for the numerical entry of auto-refraction, auto-keratometry, non-
contact tonometry, and auto-lensometry readings. It is also possible to enter manual readings on this
screen (e.g. retinoscopy or manual keratometry). You can also import prior spectacle prescriptions and
automated instrument data if you have an instrument attached to your pretest computer.

Auto-Refraction

Data can be entered using the standard Diopter Power toolR48) or by having it imported by the Instrument

Link button (if the instrument you are using is one that is supported).

on| @) os|

225 | -050 (090 | -2.75 | -0.75 | 093]
Sph |
Cyl |
Az I
ool | 030 045 os0] 090 1200 135 150/ 180
Verex: 0000 mm  PD: B3.0 mm Set PD
M Nutes:| LJ M
Auto-Keratometry

Use the top two scroll bars to indicate the flat and steep keratometry readings. The axis reading (for K2)
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is entered by using the slider bar below the two scroll bars. Use the top arrows to switch between the
two eyes or the equal sign to copy data from OD to OS. You can enter information about the mires
(especially if using a traditional manual keratometer) by clicking the yellow Mires button.

oo| [T @5 jos

43.00 | 4250 |078| 4250 | 41.50 102 |

-

ol |
k2 4| |

3

k

J
o0l | 030l o45] 060 0900 1200 1350 1501

180

| Mires

144

Heset

Non-Contact Tonometry

You can enter up to two readings for each eye. Do so by first selecting the eye (click the arrows or large
OD/OS button at the top), then use the sliders below to enter the reading. Use the "R1" line for the first
reading. The second reading line ("R2") is optional. An average is calculated if you enter more than one
reading. To reset a single reading, click the button with the reading you wish to remove (e.g. click the
first button in the display to clear the entire display). To indicate that no reading was taken, right-click
the button and select No Reading. You can also adjust the time if you wish, otherwise the current time

is used.
-
oD|| < 3 > | OS
1M1 | mm | 11 | 11 | mm | 11.0
R | |
Rz '
I|||||||||il1l|||||||||||||||||||||||||||||||||||||||||||||||I
1448 2| 120 | 24 | setto Now'
Comments: [ Squeezer [ MNosecond reading
[ Unable to perform on ather eye
Status: |[* Testing refused [both eyes) e~
Auto-Lensometry

It is possible to neutralize up to three pairs of spectacles. Use the tabs at the top of the Lensometry
section to indicate the pair (proceed in order). See the Diopter Power tool[248 for details on entering

prescription data.
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F'alr #1 Psr#2 | Par#td | | | Manual
oMIT
oD || < > | 0S
plano sph | plano sph |
Sph |
Cyl 1
Bz I
001 030 045) 0600 090 1200 135 150] 180
PRISM 0.00 k‘- 0.0o0 PRISM
1.00 +2.00 +3.00 +4.00
Nutes:l ﬂ

Manual Modes
To convert a tool to indicate Manual Mode, check the "Manual" checkbox on any given tool. The heading
will change to remind you that you are entering manual data.

Manual I(eratometw anual
oD | [ « > | os
K's
u~ ot ool QJ "‘-’ ™ “"!"L"“"'

Find Prior Rx
By clicking the Find Prior Rx button you can review previous prescriptions on file and copy them to the
currently opened Lensometry tab.

@ ‘E’t‘f‘ Find Prior Rx H L'_|__ Instrument Link
g

rrﬁr'f.i Customize

Select the Rx to be copied and click the Copy to Lensometry button.
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{i Search for Rx

Find Previous Spectacle Rx's

Encounter List for: Sample, Joe

D ate | Statusz | D escription »
02172011 PEMDING  fAszessment)

05 1 sment
05172010 PEMDING It szessment)
0541742010 PENDING {hzzessment}
05A17/2010 PENDING thzzezement}

007200 PEMDING Itszessment)

2010 1

1117320009 PERMIMIG I cemcernent] e
Spectacle Rx#l Encounter Date;:  05£22/2000
00 -3.00 =ph
05 -3.00 =ph

RECOMMEMNDATION... anti-zcratch coating.

Copy to Lensometry ”J

g

Copy to Lensometry = ]

Spectacle Rxf2

Spectacle R=#3

Copy to Lensometry = ]

Instrument Link

If you have an instrument attached to your network and it is one of the instruments supported by
ezChartWriter, you can use the Instrument Link k78] button to import the data.

@ H Fer” Find Prior Rx H L'_|__ Instoument Link ‘

Customize Options

Clicking the Customize button will bring up the Settings screen. The applicable settings for the
Automated Instrument tool are the default Tonometry reading and the default Keratometry reading.

rﬁi Customize
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R efraction Tool Contact Lens Tool Ewxam Findingz Tool -Future Uze-
General Settings | Subjective Findings | Autornated Instruments Yizual Acuity T ool

Automated Intrument to Import:

" If you have an auto-refractor
|GE'-'E”': AR fAK J linked via eyeCOMM software,
Path to eyeCOMM data files (UpLink folder): these settings tell ezChartwriter

o what intrument and where to
| - g look for the impart files,

Default Start Values
Spedfies the beginning ™ormal’
Tonometry Default: | 17 - tool position for the Tonometry

and Keratometry tools,
Keratometry Default: |—13. 50 -

Clear

This button resets all tools to their default settings.

@ || @Fer” Find Prior Rx H L_|__ Instrument Link

rrﬁ:'_'f.i Customize

7.3.3.1 Importing Instrument Data

It is possible to import data from certain automated instruments. The following instrument types are
supported:

Marco/Nidek (using MarcoConnect)
RT-2100, RT-900, RT-5100, VL3000, ARK-530A, ARK-700A, ARK-730A, ARK-760A, LM-1000, LM-1200,
LM-500, RKT-7700, ARK-10000, ARK-560A, NT-2000, NT-500, LM-600, RT-3100

Topcon
AR/AK 8800, AR/AK 8000

Reichert
AR/AK 460

Open the Instrument Link tool by clicking the button at the bottom of the Automated Instrument tool
screen.

@ H @ Find Prior Rx H L—|__ Instiument Link ‘

g

After clicking the Instrument Link button, the Instrument Upload screen appears.

rrﬁz'_‘f.i Customize
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w. Instrument Data Upload E|i[z|
Options

[nstrument; |Generiu: ARFAE, _:]

Select Patient Ezample data, if
to Import:

Refrezh ]
Raw D ata ] Preswview ] Impart I

- "'*-.x.-' el s ol

The first time you try to use the Instrument Link, you need to define the Setup options:

. Instrument Data Upload |Z|.:,E|

Search for File F j

Clear Import Data » [fitf

Settings e
Faw Data { iﬁrewéw ] Impart ]

The Import Settings screen allows you to select the default instrument that you wish to import and the

default path to the location where the instrument uplink files are stored on the network.

£ Import Settings

@ Instrument Uplink Settings

Drefault Instument

- Path to UpLink folder o vour local computer [or pre-test computer, if networked]

C:h ﬂ
‘@)H¢ Okay H xtancel
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Once the defaults have been set, you can begin using the import utility. In the list of files box, select the

one that contains the patient data.

. Instrument Data Upload
Options

F0X

Instrument: |Marco/Nidek TRS-5100

Select Patient
ko |mport;

Refrezh

R aw D ata | Preview Impart I

Faw Data-
<l werzion=""1.0" encoding="UTF-8"
<Marcol ata-<kL>
¢{Header></Header>
<Compatyi ame: Marco Opkthalmic, [ne.
</Camparyf ame:

<Model:Midek RT-5100</Model:
<SpztemMurmbers 1< /Systemi umbers
<ExamDatex01/10/2010< /EsamD ate

7.3.4 Visual Acuity Tool

—|<Patient|D>1366< /Fatient D o
[ WLDalaSim. g il " adatdlP

use the Preview button to review

parsed data, or the Import button
to immediately pull into the
Automated Instrument tool.

The Visual Acuity (VA) Tool is the primary method to enter acuities, although the Contact Lens tool may
also be used to enter contact lens acuities when doing a Fit Assessment. To open the VA Tool, click

the item on the left side menu:

Encounter View Mode
Templates
ToolBox

@ subjective History Tool
Automated Instrument Tool

() Visual Acuity (VA) Tool e
Refraction Tool @
@ Quick Exam Tool

Rx Wizard

Plan & Azzeszment Tool

@ Contact Lens Tool

[:l] Report Manager

2. S0APwriter Tool

The VA Tool has two primary parts: the Visual Acuities list which can display up to 3 sets of acuities
and the VA picker tool which allows quick selection of acuities.

Visual Acuities List
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HH Visual Acuity Tool

E Visual Acuity Tool

Fp r
T O Z Aty #1
LPED |
- A

EDFCELIPF

INSTRUCTIOMS:

Uze the blue arow

key to zet the e E— i
vigual acuity, “rou ¥
may enter up to
three different
acuities [e.g. far or
near, with and
withiaut correction]

If wows later wizh to
add more acuities,

uze the checkbox _ OLIT v
an the left to omit Acuity #3

prior acuities: 2o -

they are not pazted

in duplicate.

i{"'.i Customize

@‘ ‘@‘ w Okay ‘xtluse

With the Contact Lens list you can do four functions: (1) add a VA set, (2) edit/modify VA set, (3) omit
a VA set and (4) delete a VA set.

Adding Visual Acuities
Click the Blue Arrow button to call up the Acuity Measurement Tool. You can do this for any of the three
boxes, but start at the top and work down to keep the numbering system correct.
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T Visual Acuity Measurement [Z“E|E|

Visual Acuity Measurement i

Format; s
: . OD - Right 0OS - Left OU - Both
(+ Srellen ¢ Metic ¢ Decimal =
[with zpectacles] at distance ~ 20/20 jﬂ 20/20 ﬂﬁ j * X
[withaut carection] at distance 2040 20200 2040 204200 20410 20/200
[w!th contact lensez] at distance 015 /400 045 304400
[with spectacles] at near 20415 20/400
[without correction) at near 20420 207800 204210 204800 20420 204800
[with contactz) at near 20425 CF@3 20425 CF = 3 MN/25 CF@3
1with eiuivalent trial lens] at distance 20,30 CF @ g 20430 CF @B 20,30 CF@E
DA 20540 Hbd a3 20440 Hbd 2 3 20740 Hb @ 3
e 2050 Hbd G ' 20450 Hbd @ B 2050 H & E
b, 20760 LP 20460 LP 20460 LP
ccl D"-«-:'.‘:". 20470 HLP 20470 MLP 20470 MLP
I[NDliv"E«Ll;ith corection) L) i Al 1] 20/80 NI
DA, without comection) . 20/100 NR <0/100 MR 204100 MR

[DW'as, with equirealent trial lens) j ﬂ j J A ﬂ j d j ﬂ j J

[without correction] Allen Symbaols

[without correction] Landhalt C chart FH PH

‘ @ || iﬂ_']'.l Customize |g/l| |¢ Okayp || x Close

Modifying the Visual Acuity

You can modify a selected acuity in two ways: by re-clicking the Blue Arrow button (which requires you
to re-enter data) or by editing directly in the VA box. You can add specific notes also without entering
VA's (e.g. "child uncooperative, unable perform VA").

Omitting the Visual Acuity

When you click Okay on the Visual Acuity List, the VA's are inserted into the patient's encounter. If you
later need to add another acuity, the prior acuity should be indicated as "Omitted" (by checking the
upper right checkbox next to the acuity) so that they next one you enter is in the correct order. In other
words, don't delete or overwrite the existing VA, simply add to the next available box. Acuities in this
manner will appear like so in the chart:

VISUAL ACUITY:

ACUITY Type: ccDVA
OD 2020
05 20/20

ACUITY Type: scHWVA
OD 20/40
05 20/30
OU 20/30++

Deleting the Visual Acuity

You can delete any acuity (before it is inserted into the encounter) by clicking the Red delete button
under the Blue Arrow button. NOTE: To delete an acuity that has already been inserted into the
encounter requires you to manually edit the encounter text.
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7.3.5 Refraction Tool

The Refraction Tool is used to enter most of the refractive data into the encounter. It includes several
major parts: (1) the Subjective Refraction, (2) the Final Rx and (3) Additional Data section.

Subjective Refraction

When you first open the Refraction Tool, all the sub-tools are in a blank (empty) state. There are some
shortcuts to entering data which will be described in detail below. Also, the basic operation of the
Diopter Power tool48) sliders/buttons should be reviewed.

Data Entry Shortcuts:

¢ AR and Lensometry Data - click the green arrow at the top left corner to display the options
e Keyboard entry of numbers - click the Dropdown arrow (under the green arrow)
¢ Fill Visual Acuity as All Normal - click the blue arrow next to the acuity type

H oo | CCE5) os|

plano | plano |

-

Sph |
Cyl |
Az I

ool | 030 o45] os0| 090 1200 135] 150 180

£} Dist Acuity
0D Dvid | = vl

05 Dva | - vl
OU Dy | = vl

FRISM | 0,00 — & D00 @ FRIZM

+1.00 +2.00 +3.00 +4.00

3| Near Acuity
0D M | -

OS5 Mwa | -
s
OU WA | - § @16

1i4 v Binocular Balanced Refraction Reset

Final Spectacle Rx

It is possible to enter up to three distinct finalized spectacle prescriptions (with notes and
recommendations). Simply click on the tabs (in order) to create the new Rx. The green shortcut button
allows copying of the subjective refraction from above.
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Frirnary SDECtadE R | 2nd Spectacle x| 3rd Spectacle Rx

 oo| T os)

plano | plano |

Sph

Cyl
Az
001 ] 030 045 060 090 1200 135] 1500 1801

Notes:

4|

FRIZM | 0.00 = & 0.00 | FRIEM
+1.00 +2.00 +3.00 +4.00

j Bezet

-

Recommendations

[ % Fawvorites
[T allow time for adaptation
[ anti-scratch coating
[ AR coating

=] e Basic Coatings
[T anti-scratch coating
[ AR coating
[T UV coating

Fl #o~ Lens Design
[ aspheric
[ cr-39 plastic
[ double D bifocal

The Recommendations list (including the Favorites) can be customized using the Customize button.

Additional Data

There are six available Additional Data screens that relate to the Subjective Refraction. The default is the
Refractive Summary, but using the Customize button you can select which tab displays on opening.

Refractive Summary

An oveniew of instrument data that was imported (or hand-entered). This can include AR/AK and
Lensometry data. This data is for reference; to actually get the data into the tool you need to use the

green arrow shortcut button.

R etinoscopy Trial Frame Demo

R efractive Surmmary

LENSOMETRY#1:
00 -1.75-1.25x 074 Add +1.50
05-1.75-2.00 x 095 Add +1.50

[nztrument Data

Instrument Data

Fefraction Comments
Binocular Azsessment

The raw instrument data that was imported will be displayed (only if you imported instrument data).
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Useful if you wish to see additional details (e.g. multiple auto-refraction readings rather than the
average).

Binocular Assessment
Allows for entry of binocular assessments such as phoria, vergence and accommodative testing.

Phoria Testing Accommodative Testing

DN
wra:] Fec:[
:F”: pra:]  Acia:]

Wergence
Distance Hear
ELUF EREAE RECOVER ELUFR EREAK RECOVER

—— . —

Retinoscopy

If retinoscopy is performed it can be entered here (or on the Automated Instrument tool by selecting
the Manual checkbox). It flows more naturally by entering it here, since you can enter acuities as
well. Data entry is by the standard Diopter Power tool 248

Trial Frame Demonstration

If you wish to add a statement indicating the results of spectacle trial framing you can use this tool.

Refraction Comments

It is possible to add a statement regarding the process of the subjective refraction (e.g. "the patient
responses were inconsistent").

Print Rx
The Print SRx button at the bottom of the Refraction Tool is how you conwvert the onscreen data into a
printed spectacle Rx.

% VA Tool Hﬁ'ﬂr"PrintSRx

g

After clicking the Print SRx button you will have the option to indicate how you want the Rx to display in
the Plan section of the SOAP note. For exam, you can indicate if a change is indicated or whether to
defer the spectacle Rx release (in which case your would select the Save button, not the Print Now).
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B Refractive Plan @

U Spectacle Rx Plan

Spectacle \Wear Plan

i First-time Single wizion
i Firzt-time Multifocal
i~ Defer SR« releaze

(" Change optianal
" Mo SR« needed

=

|tﬁ3"‘ Print Now || Bl save | | xtancel |

1.-’-‘-. zpectacle prezcrption change is advized.

Save Button

The Save button immediately inserts the spectacle Rx (and plan notes you have selected) into the

SOAP note.

Print Now Button

The Print Now button will open the onscreen spectacle Rx ("Prescription Pad") for final review. You
can cancel if you still need to make changes (for example, if you forgot to enter recommendations or

notice a typographical error).

R Prescription Pad
David ] Pedigo, OD PS

3

2

RECOMMEMNDATIONS: anti-scratch coating,
polycarbonate.

Expires: © 1w & 2w

For: Sample, Joe Taoday's date |v|
R |F'rirnarj,I Spectacle Rx ﬂ D ate: | 2422020 ﬂ
QoD -1.50
0S -1.75 sph

Preview Prirt & Save Set Font

Cloze

There are several parts to the Prescription Pad: the Doctor/Provider name, the Rx Date, the SRx Report
type, the Rx body, expiration date options, font settings, Preview, and Print & Save buttons.
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Customize

You can customize some of the information on the Refraction Tool, including: Near point VA distance
(defaults to 16" or 40cm), the binocular balance default and Additional Data tab that will be shown by

default.

General Sethings Subjective Findingz Automated |nstruments Wizual Acuity Toal

Refraction Tool | Contact Lens Tool Exam Findings Toal -Future Usze-

Select Default "Additional Data™ Tab Allows you to select from the various
tabs in the "Additional Data" section

ﬂ which you would like to display as a
default

Refractive Summary

Subjective Refraction Spedifies if you would like the Binocular
; Balance checkbox selected automatically
v Auto-check Binocular Balance (BE) and what waorking distance you use for

Mear Point VA Distance: 167 near paint VA.

To modify the list of Recommendations in the Final Rx tool, click the Customize button then select
Custom Lists on the left-side menu. In the dropdown, select the type (e.g. "Spectacles - Favorites").

Then click Add New button to add to the list.

-

A {"’ Chart Preferences & Settings

Custom List Settings

b Cere i uE Select List to Edit: |Spectacles - Fawarites ﬂ
ﬁg User Details List Ttem | Additional Data |

anti-scratch coating
% Folder Paths AR coating

allow time for adaptation

f£ Custom Lists
r‘_:_— REDDFtSEtﬁ@

a
| Tl Tool Settings

|

AddmMew | Edit | Delete |

E Customn Chart |

7.3.6 Quick Exam Tool

The Ocular Exam Findings tool allows for a complete assessment and documentation of eye health. It is
divided into three major parts: General Findings, Anterior Segment and Posterior Segment.

One feature that makes the exam tool very efficient is that it is possible to pre-fill all the tests with
normal values using an Ocular Exam Template. Click the "Pre-Fill Data as All Normal" button at the top
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and select the template you wish to use. You can use the Customize button to create your own
templates.

Pre-Fill Data as "A" = 1 b

Comprehensive Exam -

. Intermediate Exam
efiar Seament Gg
Pediatric Exam

Office Visit

Using the small search icon button next to the All Normal button will allow you to view prior exam data
(in particular tonometry and C/D ratio results).

J W~ Click the Prior Exam Data button to view any prior

exam findings {tonometry or C/D ratios)

Prior Exam Data (Tonometry and C/D ratios)

D ate Type a0 as <
1041942009 CAD BATIO 035 HAS 0,30 HA :
08/411/2009  CAD BATIO 030 HAY 030 HAY
08/11/2009  TOWNOMETRY  13.0 mm 13.0 mm
0772009 CAD RBATIO 030 HAY 030 HA¥

LAt [ B RS T R L R

"
]

General Findings

To indicate Normal Findings, click the beige color button next to the item one time. It will turn green to
indicate normal.

NOBRN ><| Mental Status

To create an Abnormal finding click it one additional time. The Detailed Exam Findingslz_ssﬁ screen will
appear.

Click each item you wish to include and uncheck the findings that may not apply (e.g. the default normal

findings that may be pre-checked. You can use the Customize button to set the statements to your
liking.

To clear an item, click the red X next to the button.

Anterior Chamber
HORk Lens/Capsule
QL Evaluation
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Anterior Segment

Much like the other sections, simply click the beige buttons to indicate normal (green) or click twice to
create a Abnormal finding. You can indicate angle grades by using the check boxes in the Angle
Assessment section:

[ Angle Estimate by wan Henck method:

Ou 0D 0§

4+wide Open [ [ [
M 0pen[ [ T

2+ Mod Marrow [ [] [ ]
T+ Marrow [ [] [

.

Yery Marraw/Clozed [

Pachymetry Readings can also be easily set:

Pachymetry
oD = e [rztrumett:
05 * | microns

The Tonometry tool allows quick entry of applanation tonometry findings. Start by dragging the R1 (top)
slider right or left to the desired reading. If a second reading on that same eye was taken, use the R2
slider. Then click the equal sign to copy OD to OS or click the right arrow to jump to OS side. Enter the
OS readings the same way. The time automatically defaults to Now, but you can set it to any time. Then
click the red dropdown to select the method (you will be prompted if you forget). Click the arrow to see
all the choices. If you did not do tonometry, make sure the Omit box is checked.

omMIT v
Tonometry |~
oD|| < [ > | OSs
mm mm .Ewg| mm mim a'ﬂ_:||
R '
R2 |

01:35 % (12 | 24k | Setto’Now' |

Comments: [~ Squeszer | Moszecond reading
[~ Post-Dilation [ Senal Tonometmy
[ Unable to perform on other eye

Status: [~ Refused [both eves)
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Posterior Segment

You can set most of the findings using the familiar beige buttons. Extra tools are present for entering
Fundus Evaluation, Ophthalmic Indicators and Optic Nerve Head assessment.

Ophthalmic Indicators

S pontaneous Yenouz Pulzation

ap .| _ X
05 .| - |X

Foveal Reflex

1] 1 I
as -

X

ﬂ (" Mot Perfarmed
" Small Pupl BIO ¢ Undilated Eval

Fundus Evalutation Method

Dilated with:

(" Dilated Eval

™ 1gh [ 2gts |

Use the Quick Fill arrow to set
the Fundus Evaluaton with yvour

defaults.

Use the Green Arrow to pre-fill the Fundus Evaluation section.

The C/D Tool and ONH Assessment allows you to quickly define the optic nerve head ratios (use the
slider buttons to adjust or simply drag the circles bigger or smaller). The left ONH prefills with the data
from the right.
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Cup/Disc Ratio Tool oMt W

oo| @) os

030H | 030V | 030H | 030V

O

Optic Nerve Head Assessment

4| Optic Merve 74| Merve Fiber Layer

Rim natching: |N|:|tn:h j
Rim thining: |Thinining |

Optic Merve Deszcriptors:

oD os oD os
[ Deepdamina [ [ Penipap atrophy [
[ Shallows [ [ Scleral crezent [
[ A ound [ [ Pigment cresent [
[ Cveal [ [~ Optic pit [~
[~ Temp. gloping [ I~ Myelination [
[ Undemining [ [~ Ghalremnants [

7.3.6.1 Detailed Findings Tool

By checking the appropriate items in the PickList you can create a full description of the problem. In

some cases you can right-click the item to indicate which eye is affected (see below). Click the
Customize[4d button to change the PickList statements.

© 2011 Iccomplish, Inc




290 ezChartWriter User Manual

% Detailed Exam Findings

Mental Status

Quick: Fick List SOAP writes Dirawsaing Tool |

Headings

[~ MENTAL STATUS
[* MEURO

[ DRIENTATION
Defadt Findngs

[ Patwnt iz fully alet to tme, place and person. Fecant and remote memony e fuly intact,
Iv Patient does not appear andous of depressed

Normal Fndings

[ Recent and remote memony iz fulp intact.
| Patenl iz et and onented ¥3 vath nomal effect,
[T Patient iz pleazant and sociabie.
[ Pabent appears onented and alert,
Abnomal Findings
Patient iz inandy but vague in responzes.
Patient weaz somewhat uncooperalive
Patient was uncooperative
Patient iz alert and onented k2 vath nomal effect.
Patienl is aet and otiented ¥1 wilh raimal effect,
Fatient's disposition zeems agkated.

Fatient seem: depressed/unnteresied
Patient iz non-esponsive.

EEEE

uE

MOTE: Right-chck a test statement to select an epe o grade.

Review & Edit: D &[5

MELIRD Pabert i fully slel 1o bme, plsce snd person. Recent snd remole memey iz fully intact, Patienl dees nol appesr
arpdous of depressed.

||@ Customize ” @] l@“\/ Okay “ xclou |

NOTE: To indicate a particular eye, right-click the item and select the eye. Also, some items hawe a
built-in tag called [GRADE] which causes the grading menu to appear. Right-click these items to set the
sewerity/grade of the problem.
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ABMORMAL FINDIMNGS
| [GRADE] superficial punctate Brpate-omeo
IE 'EEE%EEEI] in an ir&ferigr arl:udate - ol e |

arcuz band noted. —e

[ Ulcer noted. oD e Mo

[ Scar defect noted on comeal surf;

I Longstanding, stable stromal scar 05 » Tr
F [GRADE] tnangular vazculanzed tzzoereseno
-
r
r
-

’ 1+
Hypoesthetic comea nioted.
[GRADE] neovascularization noted. Fi
[GRADE] SEl's noted.
[GRADE] supernor pannus is present, 3+
[GRADE] microcystic edema iz evident. .
NOTE: Rightciick ag | "id i:t
Moderate [}
Marked | r

7.3.7 Rx Wizard

When you click on the Rx Wizard menu item, the Multiple Rx Creator tool will display. With this tool you
can add up to 4 new Rx's at a time. To begin with a brand new Rx, click one of the "New" buttons on the
topmost Rx box:
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B Multiple Hx's

& Multiple Rx Creator

INSTRUCTIONS: Usze the "Mew" bulton to enter a new prescripion O the green amow to copy an exsling prezciiption on
fle, "ow may enler up lo fou (4] different prescriptions,

Omit?

Ey

New Med Ri (S
Hew Spec R
Mew CLRx

Omit? b

Mew Med Ry |27

Haw Spec Ax |53
Wew CLAx  [&3

Omit? b

Mew Med Ry |23
Y

Mew Spec Rx |3

Wew CLAx |3

DOmit?

Hew MedAx |53
Hew Spec Fx |23
New CLRx |53

x Cloze

|i Free ePresciibing || o Print Preview I | Q)l

NOTE: If you have already entered a prescription that you wish to re-use, the click the green arrow
button to call up the LogBook so you can import the Rx. You will be prompted to save Rx's to the
LogBook when closing the Multiple Rx Tool.

Medication Rx

The New Med Rx button will display the Quick Medication Prescribe screen. To begin you must select a
medication from the top dropdown screen (or choose one from your Favorite Meds list):
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B (uick Medication Prescribe
R f— Select o madication from lkst to begin
Mwtasadeon I ;I F mwosits Mads [doubls-ciick 1o msksct)
TIOLOL MALEATE [Timwolod Hoslsate EQ 0.
DOUELE CLICK TO SELECT 516 I Display Al 5052
Pk S — il - -
-
Droces it Do Form [ Fraquercy FimdeL ncalion: Other Iratnuchons Tireshsrma
| a~ { ~ | ~ . -~
- _ - _ ¥ [Fawesics chck. o eleet]

MSTILL ¥ DROP INTD AFFECTED EVEIS)...
. . READ SN0 FDLLDW MAaMLIFA RER
S— B [ H e =] e [T4] [FEAD AND FOLLOW MANUFACTURER

CHEW OR SWRLLDNW 1 TABLET DLy,

Previes Sig

(D[ e (@) e | X e

Enter your Sig by using the list choices or use your Favorite Sig. Verify the data in the Preview Box and
then click Continue to add to the Multiple Rx list.

Spectacle Rx

Enter ophthalmic prescriptions by using the slider bars on the Spectacle Rx tool.

Spectacle Ax
Usze the shder bais on the lool below ba creste the spectacks Ru [n ether plus ar minus cyndei] 'ou map slso chck e posvs =
buthons bo make hne sdjushments [nght, left o certe]

Spectacle Rx Tool Pl Custamics
Recommendations

w E [=] e Fawvorites -

[T allaw tirme for adaptation

_plano aph | _plana 2ph |2 [ anti-scratch coating
Soh 1 [ AR =aaking
. =] o Basic Coatings
o r- anti-scratch costing
s 1 [™ AR coating
0m | 00| 045 0601 0901 1200 1361 1500 1800 [ L coating
e fpr—————— E [ s Lens Desigin
i mlw [”.._] h o0 <200 +3.00 u_m:....uZE. msul [ aspheric
Woles. | j 7 cr-39 plastic
Rl E double O bifocal ]
<gack Hext > gancel |

Contact Lens Rx
Enter a contact lens prescriptions by clicking the Brand from the right-side dropdown lists, then using
the slider bars to enter the correct diopter power.
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¢ Hx Wizard

Contact Lenz Rx

possei buftons 1o make hre sdustmants (g, B8 oi canlei]

Contact Bx Tool

Uz b shder baiz on tha 1ol below to create ha conlact lers Rk n either phus on mirus cplinder]. You may ako chok e

@ Customize

H Reset oo = o3
= OD | m 0s | Brarod: [Vistabon Acineue Dasys L2 Vistakon Acuvoe Dagps
Base Curee | B4 a4
2.5 | 275 | Diameter | 14.0 140
Sphere | 2225 =275
Sph i Dindse
ool 1 i
Audd Poweer
Aoz I Tirk/Cake
0m | oe0] 045 060 00| 1200 135] 150 1600 020
om0 g _o00 | FC
<100 =200 =300 =400 CT
Edge
Correait bo sphesical equeedent & veitess 00| 08 Blerd
Taic tourding, including vertedng: 0D 05 | bt
e T— Oltheer
= Badk i Bext > Cancel

Printing the Rx

Click the Print Preview button at the bottom to begin the process of printing the Rx.

‘ li. Free ePrescribing H _L.,_#_-, Prir_:t_erview ‘ ‘@)H x Cloze

The Rx Printing Options screen displays. With this tool you can customize your Rx to the type of paper
you are using (whether 2 or 4-part Rx paper) or just plain paper. You can also customize what
information appears on the Rx. The font of the body of the Rx can also be adjusted. Any changes you
make will be remembered for next time as the default (on the computer you make the changes on only).
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Select Print Format

—

i

Patient:

Rx Printing Options

|Jue E. Sample

Provider

Fage Layout Fage margins
Top: 035 inch
* Orne-Fourth Page Left: a5 inch
Bottom: 035 inch
Right: 035 inch
" Orne-Half Page -
Paper zize
|Letter ﬂ
(> mEl
Si EL;S:T’;' 4-1/4" h e De
128 R Height:  [11.00 inch

F Date: | 2A15/2011  «| Expirgtion Date: | 215/2012 | @ Onewear {7 Twoyear

Prescription Optionz

[v Include expiration date

[v Include patient address on R

[v Include HPIH on prescription

[v Include DEAY on prezcription

[v Include State LicH on prescription

R Font

Font Mame: Arnal
Font Size: 10

Change Default Font |

E3)

‘ @H ... Continue x Cancel

Clicking Continue will display the actual Rx as it will appear. Once you print the Rx, click Close and

you will be prompted to save a copy as an editable Report. If you do, the Rx will be viewable in the future
in the Encounter List in the main module.
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7.3.8

David J Pedigo, OD
Pedigo Clinic
2323 Main 5t Everett WA 58333

TEL: 4257129600
Dr:  Smith, Joe R

PATIENT: Sample, Joe E.
DOB: 12/20M1977 GENDER: M CHART# 000001

ADDR: 123 South Street Apt 5
Seattle VWA 98001
Home Phone: (425) 555-8333

-~

Rx

¢
TIMOLOL MALEATE (Timolol Maleate EQ 0.25% J
BASE) solution/drops; ophthalmic

Refills: NONE(D) -+

SIG: INSTILL 1 DROP INTQ AFFECTED EYE(S)
OMNCE DAILY AS DIRECTED.

DHSPEMSE AS WRITTEN SUBSTMUTION PERMITTED
Prescription is valid until 02152012

Print Date: 02152011 13wnl :
i _M_M‘_"xﬂ""” b : ' " F

Plan & Assessment Tool

The Plan/Assessment tool allows you to create a problem/plan list for the encounter, as well as detail
patient education and follow-up requirements. There are four primary sections (displayed as tabs on the
left side):

Quick Plan

Designed to allow for quick creation of a refractive problem/plan list. You can enter an assessment, plan
and follow-up on this page. Click the items you wish to include (or uncheck to remowe).

Assessment

Includes tabs for: Refractive/Binocular, Ocular Pathology and Diagnosis (by alphabetical list or
category). You can also click and drag down descriptors (e.g. "OD", "stable" or "worsening") after the
assessment.
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Click and drag = e azzeszment box below,
00 [ -05 ) -0 NG S A | | [inzreaszing) | [decreazing]
| (mild] | (high] | longztandits] | [oblique) | [improving) | (bilaterl]

Current Diagnosis/ sments Selected Xl
37430 Ptosiz, Unzpecihed v‘l'.f-ﬁ [lonigstanding]

Plan

Includes tabs for: Refractive Plan, Ocular Tx Plan and Patient Education.

The Ocular Treatment Plan tab allows you the ability to list prescribed medications in the Plan section
(as well as creating actual Printed Rx).

SOAP Writer Pick List:
[ Plan ”
=-[J OCULAR TREATMEMT PLAN
] CPH
O Taper
O D/Ceds
] Refer far surgery
[ Cataract consult
--J REFRALCTIVE PLAM
[ Mew spectacles
[ Mo change spectacles w

Ii Free ePrescribing ” #. Print Paper Rx

O Treatment/Medications Prescribed -
=[] Faworites

+)-[] Bacitracin Qintrment

+- [ Ervthromycin Qintment

+-[J Tobramycin 0.3%

+-[] TobraDex

+-[] AK-TROL Antibictic/Steriod Dintrment b

Prezcribed kedications:

Follow-Up

Includes sections for: Follow-Up Timeline, Follow-Up Recommendations, Recall Date.
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Follow-up Timeline vear 10213 12

[~ RTCin |1.2 pears ﬂ far ||:-:|m|:||ete EME SRa ﬂ
™ RTCin [3months | for [repeat visual field R
[ Fluin |1 week j Far |EL progress eval j

Follow-up Recommendations:

Matification of changes

[ Sooner if zx's warzen [ Sooner if Wi changes
[ Sooner if 2x4's develop [ Call office if changes noted
[ Soonerif ex's recur I Call office for med B refil

Evpe-Care Follow-up
[ See0OMD az scheduled [ See 0D as scheduled
[ Az zcheduled for exam

kedical Faollow-up
[ Seeregular PCP as scheduled [ Labtesting
[ See specializt az scheduled [ Imaging studies

Recall Date (for mailings): St Recal |2
Exam Date Moz 113l6

Fecall Date |08/1142010 “ear 11213

7.3.9 ContactLens Tool

The Contact Lens Tool allows for entry of contact lens prescriptions and fit assessments. The tool
divides contacts into four broad categories:

Habitual Contact Lenses

The contact lenses the patient comes in wearing can be indicated in this section. This can be done two
ways: the Add New button (if you don't have a previous record to draw from) or the Search CL History
button if you have seen the patient before.

© 2011 Iccomplish, Inc



Working With Encounters

299

Habitual Contact Lenses

Right Eye

L.l

Trial Con

[ Add Nea:'-.l'.‘j[ Search CL Higtory ][ Wwiear Higton ][ Fit &szessment ]

Lenses |(progress evaluation, in-office assessment or

| AddMew || SearchCL History ||

Fit dsseszment |

i

After clicking the Add New button the Contact Lens Power Tool[302 will open and power/parameters can
be entered. If an existing prescription may be present use the Search CL History tool to pull up a list of
all previous contacts.

B Search Prior Contact Lenses

Search Prior Contact Lenses

Double click on an Rx to edit or print

Date

|5‘tatu5

Description

Proy &

03/23/2011

FINAL

CLREx

Pedigo, Dl—

02/23/2011

02/23/2011

022372011

02/23/2011

FIMNAL

FINAL

FIMAL

FINAL

Pedigo, Dx

Pedigo, O

Pedigo, D

Pedigo, Di

-

[#] Expand &l

M - Select @

To quickly mowve contacts from one section to another (for example, from the Habitual to the Final Rx),
click and drag the Rx down.
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Right Eye Lelt Epe
Habitual Contact Lenses
Ciba Fregh Look Cobo Blends 8.6 7 250/ 14.5 hlEﬁaFrathLﬂ-ﬂtCﬂlﬂlBlm BE 73007 145 ﬂ
Modie  |[ Search CL Hetory || “Wea Hisloy || Fit Assessment | I:’?/ Click the R box and drag down Irsest ko SOAF
of across to the new location

Trial Contact Lenses Ordered/Dispensed this visit

| X
| X
| X

\With Trial Set# [\ =) [ AddNew [ SewchCLHisow ||

| |

Trial Contact Lenses (progress evaluation, in-office assessment or re-check)

| — X

| Add Mew || SearchCL Hetow |

"%

Final Contact Lens Prescription
x| X
[ Add New | Seaich CL Hitoy |

The Habitual section has a special tool for evaluating a detailed wear history (especially if you are not
doing a complete fit assessment).

00 Ciba Fresh Loak Calor Blend: 8.6/ -2.50/14.5
05 Ciba Fregh Loaok Color Blends 8.6 /-3.00 /145

i “Weanng  Previously Woam

Habitual lenses identified via:
|F'arameters per patient recollection.
FReparting  [Inzerted into SUBJECTME Field)
W Lens status [ ‘Wear schedule

||:-ut of dizpozable contacts j |
[ Average wear-time

&

1]

v Ewxtended wearis...

|u:|enied ﬂ |

[ Cleaning protocol:

L]

v Fepl zcheduls | j

||:""""'EEM-"I ﬂ [~ Tuepe of contact worn in past;
[ Overall good vision and comfort | j
W Good comfort [ Itching [ Dizcontinued due ba:
[ CL dizcomfart [ Mild dness | ﬂ
[ ClLintolerance [ Moderate diyness .

4 [ Monowvigion wear:

[ Redness [ Dec. wear time
[ Exceszsivemow't [ Lens adherence | ﬂ
[ Intemittant Blur - [ Handling difficulties

Done Cancel

Trial Contacts for Ordering/Dispensing

There are two sections for trial lenses; the Order/Dispensing section allows you to enter contacts that
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will be going home with the patient (or which are being ordered for future dispensing). You may enter up
to three sets of trial lenses. To work with a specific set, click in the box you wish to add or use the
dropdown box to select the trial set.

To enter a lens evaluation and fit assessment, click the Fit Assessmentbo3) button. You can enter fit
assessments on any contacts except for the Final Rx box.

The Ordering/Dispensing side has the ability to add ordering comments (use the Instructions button):

B Order & Dispensing Instructions |§][E|[E]

Order/Dispensing Instructions

Order/Dispensing Instructions [appear on printed report]

v Inzertion/Remoyval training required [~ Dizpenze to patient upon receipt

[ Previous CL wear; refrezher training [ Dizpenze first to arrive; hold other zet

[ Hald until pavrent iz received [ Ewchange; have patient returm priar set
| [ Hold until doctor gives OF. [ Requires PRE-PAYMENT

[ Dizpenze setd |1 | first [ OrderwaRRAMTED

W Hold remaining set for doctor i Follovi-up apptin; 2 w||weekls) |

[~ Monovizion [ [QD - | dominant) [ Final if okay

[ Have patient zign contact lens conzent/info sheet

[ Otker: | j

;e:-J- Print Order H xtluse

‘@H H Save

Trial Contacts for Evaluation

If you are doing a follow-up contact lens visit (progress evaluation) or evaluating trials on the same day
before deciding to dispense (in-office trials), you can use the Trial Contacts Evaluation section. This
section is the only one that allows for a complete SOAP note to be generated (i.e. when a patient
comes in for a visit specifically for a contact lens evaluation); in this case all the SOAP fields will be
recorded separately. The alternative is the "mini-SOAP" which puts the elements of the Fit Assessment
into a single entry in the Objective section of the SOAP note. This is done when you are doing the
contact lens fit assessment as part of a larger encounter process (e.g. complete eye exam with contact
lenses).

Final Contact Lens Prescription

The final contact lens prescription(s) that you will be giving to the patient. Can be printed multiple times
(by changing the Rx then clicking Preview Rx button). Once you click the Preview Rx button you will be
asked if you want to save a copy in the Plan (usually you want to answer yes, unless you are just
reprinting, for instance if your printer malfunctioned). The prescription pad screen will display for your
review:
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7.3.9.1

R Prescription Pad
David ] Pedigo, OD PS

For: Sample, Joe

00 Ciha Fresh Look Color Blends 8.6 /-250/145
05 Ciha Fresh Look Color Blends 8.6/-3.00/145

R Contact Lens By *| Date: | 3102008 -

Expires: © 1w 0 2

Preview Print & 5ave Set Font

Cloze

If all is well, click the Preview if you want to see the actual on screen version of the printout or just click

Print & Sawe button to print without previewing.

Contact Lens Power Tool

The Contact Lens Power tool is divided into a right and left side. The right side is the detailed parameters
in grid format, the left side is the Diopter Power Tool R48). But before you can begin using the tool you

must select the contact lens brand using the dropdown arrow:
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:I Contact Lens Power Tool

CL Power Tool

[ Resat oo == 0s ~
Select BRAND on right side Brand: ®),

= Base Cuve
dropdm-m to ngII'I —= T

Sphere
Cplnder:
Aoz
Add Power Before you can enter lens
Tink/ ol parameters you must select the
0Z0: brand of contacts from the
Paripharal Curve: dropdown list. If the lens does

Coarta THICKhasE not exist you can add it to the
Edge list with the Customize button
Blend
Lang Dok
Hllzulas.ﬂ?tl'ﬂ: 3
- : - . Urknowm: [ _
@ Customize E View K's [ Brand [ Paamaters [ Powers | =g Conlinue xthw

Once the brand is selected, the power sliders become available. Alternatively you can use the green
arrow button to copy the Subjective Refraction or Lensometry readings into the tool (which may require
editing).

| Copy from Spectace Rx
Copy from AutoRefraction Readings

Copy from Lensometry#1
Copy fraom Lensometry#2
Copy from Lensometry#3

PowerTool

To automatically convert the power for vertexing or toric conversion, use the buttons in the grid below
the diopter power sliders [248)
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plano | plano |
Sk |
Cyl |
Az I
001 | 030 045 oeol 090 1200 135] 1500 180
0.00 |5/ 0.00

+1.00 +2.00 +3.00 +4.00

Corrveert to zphenical equivalent & vertex: 0D | 05
Toric rounding, inchiding vertexing. QD | 05

Contact Lens Parameters
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Reset ao =] 05
Brand: | RGP Fluoroperm-&0 RGP Fluoroperm-&0
Baze Curve:| 7.EE 7.an
Diamneter: | 9.0 a.0
Sphere: | -2.50 -3.00
Cylinder:
Az
Add Power:
A eplacement;
CT: 017 0y
0=0:
ICA
P
Bitoric BC:
Bitoric Power:
RZD:
LEh:
Skirt Curyve:
Bifozal Seq:
Edoe Lift:
Blend:
Lens Type:
M aterial;
Color/Tint;
Lenticular:
W arranted: | ves
Reorder/Return:
Dotted:
Truncated:
Frizrn B allazt:
Fenestrated:
Motes:

When printing a contact lens prescription, many of the parameters will be displayed in brackets like
below:

OD RGP Fluoroperm-60 7.66/-2.50/9.0 [CT=0.17; Warranted=Yes]
OS RGP Fluoroperm-60 7.80/-3.00/9.0 [CT=0.17]

Other Options

=T -
] Customize

= . \ Uk nowr;
i View K's I Brand [ Parameters | Powers

When working with habitual lenses (that you didn't prescribe) you can also choose to enter unknown
brand, parameters and/or powers using the checkboxes at the bottom.

If you have entered Keratometry readings, you can call them up with the View K's button.
7.3.9.2 Fit Assessment Tool

The Fit Assessment tool allows you to document the subjective and objective findings of the contact
lens evaluation and can be done in sections, each roughly corresponding to parts of the SOAP note. The
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tool itself is broken into two sides, the data entry side (left) and data review side (right).

Data Entry Side

The data entry side has six tabs across the top. The main screen is the Trials tab, which allows you to
select the Fit Assessment type and to select All Normal. There are three kinds of Fit Assessments: Full
SOAP Note (where each section of the SOAP will insert into the main encounter's SOAP (used when
the encounter is for contacts only) and two versions of the "mini-SOAP" for habitual and in-office trials.

Tis: | Subjectve | Objctve | LensEval | Assessment|  Plan
Contact Lens Assessment

Contact Lenses Being Assessed:

00 Ciba Fresh Loak Colar Blends 8.6/ -250/14.5
05 Ciba Fregh Look Color Blends 8.6/ -3.00/14.5

Step e Select Fit Azsezsment Type:

Full 50AP Mote [entire encounter devoted o Contact Lens wisit]
{7 Progress Evaluation vizsit [placed into all S0AP sections)
Mini S0AP Mate [inzerted into abjective figld)

0 Trials in-office [can be repeated for each set of lenzes)
{® Hahitual contact lens evaluation [can be repeated)

Step "-...l' Pre-fill Data as "All Normal” [optional)

Set to "All Normal”

The All Normal button is extremely useful for most fit assessments. It pre-fills all fields so that you can
adjust only those areas that deviate from the norms. Note that if you are using the Fit Assessment tool
from the Habitual and Dispensed sections, the Plan does not pre-fill. This is because the Plan inserts

into the SOAP note separately and usually only needs to be done when a final Rx is created (or new
trials ordered/dispensed).

Subjective

A basic subjective evaluation of the contact lenses comfort and other notes can be entered in this
section.
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Special Aszsessment Notes:

[ Patient not wearing contact lenges to follow-up appointrment
[~ Patient may have switched contacts inadvertently

[ Patient wearing habitual contacts instead of tnalz

Subjective Statements:
[ With contact lenzes. .
[ Owerall good vision and comfort |
[ “erwpleazed [ Satisfied [ Unhappy ™ ‘Wear scheduls
[ Mizgionizclear [ Vizion iz adequate |

[ Extended wear:

L]

L]

[~ Reportz decreazed distance acuity -

a [ Awerage wear-time
[~ Reportz decreased near acuity
[ Reports decreased acuity at dist and near | ﬂ
[ Reports decreazed intermediate acuity | Cleaning protocol:
[ 00 worge than 05 [ 05 woarse than QD | j
[ Intermittant Blur [ Sqguinting iz noted [~ Discontinued due to:
[ Good comfort [ Dirvress | . ﬂ
[ Reduced comfat [ Redness [ Monovision wear.
[ CL Intalerance [ Itching | j
[ Dec. wear time | Excessive Mov't

[~ &R improving
[ Lenz handling difficulties
Objective

The objective section allows for entry of visual acuities with the contacts, as well as the over-
refraction if done. Click the "Skip Over-Refraction" if not done. You can enter refraction notes by
clicking the items on the side.
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Contact Lens Acuity j

Over-Aefraction

20420 TI | 20025 |- | 20420 |- -

5 oo | o)

[ Skip Owver-Refraction

0S
-0.50 | -0.25 | 090 | -0.25 | sph |
Sph | 0/R Motes:
[ Phoropter
Cyl I r Looge trial
i lenzes
iz I

001 o030 045 o060 090 1200 135 1

Binocular Owver
-

01 1801 Refraction

jﬂistﬁu:u' 5| Near Acuity
20420 | - - 0D Nva | -
20420 |- - 05 Mwa | -

i Ol Hva | -

174 | Binocular Balanced O ver-Refraction

Mo improvement

RIS | 0.00 |~/ G 0.00 | FRISM : :
4;1_00 200 +3.00 +4.00 [ with spherical

aver-refraction

.

20 Dominant

[ 05 Daminant
@16 =

Fieset|

Lens Evaluation

The actual fit of the lens on the eye can be entered in this section. To enter "all normal" use the blue

arrow button. You can copy from OD to OS with the arrow buttons in the middle.

Contact Lens Fit Asseszmen
take OD narmal Copy &

Pl

Il - | kake 05 normal |

Toric Lens Assessment

00 Orientation b arks

Mavement [0 pkimal movement ﬂ Optirmal movernent
Centration  [utall centered ﬂ el centered
Coverage  [3g0 degree comeal coverag| ﬂ 360 degree comeal coverag
Fluorescein ﬂ

Surface ﬂ

Set Mo Rotation QU |

oD | Pl
05 Orientation karks
oS | X
Antenor Segment Aszessment
A | Lids/Lashes || 7| Upper Tarsus
4| Conjunctiva | Anterior Chamber
¥ Cormnea 5| Tear Film
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Toric lenses can be noted for rotation by using the dotted dial; grab and rotate in the same direction
as the contact lens rotation. Anterior Segment assessment can be easily indicated with the blue
arrow for All Normal. Click the item once more to allow Abnormal findings to be entered.

Assessment

Your owerall assessment of the lenses can be indicated in this section. The blue arrow will default to
the choice to "Good comfort, vision and fit". Note that the ICD-9 (or 10) code can be used when the
patient is returning for a progress check and you wish to enter a diagnosis for that visit.

Azzezzment Code [optional] j
" WH31 Fiting adjustment of spectacles _contact lenzes [ICD-9]
" Z246.0 Fiting/aduztment of Contact Lenses [ICD-10]

™ Other; I vl

Evaluation of Comfort/¥izion/Fit
* The comfort, vizsion and fit of the contacts is good.

" Custam evaluation:

[ The cormfort iz [»]
[ The vizion is [w
[ The fit appears [+
Other Assessments
[ Lens awareness [ Handling problems
[~ Solution reaction [~ Monovizion non-adapt
[ Inzufficient adaptation [ Bifocal non-adapt

[ Intermitant blur due to excessive ratation

Plan

When you enter data in the Plan section, it will always paste directly into the Plan section of the
main encounter. For some lenses, for example Habitual assessments, you may not hawve a plan yet
(until you finish the spectacle refraction). Leave it Omitted and then enter a final contact lens Rx

later.
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[ M odify ][ Search CL Higtomy ]

MNew Contact Lens Trials:
[ Hald CLRx; dispense new thals for comparizon
[ Hald CLRx; order new tials for cormparizan
[ Mew tials dizpensed [ Mew tials far cormparison
[ Mew tialz ordered [ Patient to call if prefers new trials

Comments & Notes for Plan:

[ Patient to defer fitting [ Proper CL cleaning/care

[ D/C contact wear [ Inzertion/Removal baining

[ Patient non-adapt [ PRisk of E% contacts

[ Allow time For adaptation [ PRisks of CL ovenwear
Follow Up:

¥ RTCin |'|-2 PEArE ﬂfnr |I:Dmplete BYE EXAM ﬂ

Final Contact Lens B [ Omit Plan
i* Az wearing (™ Az adjusted Az weanng; new trials for comparizon

ﬂ |Eiha Fresh Look Color Blend: 8.6 7 -2.50 7/ 14.5 A
|Eiha Fresh Look Color Blend: 8.6 7 -3.00 /145 A

Data Review Side

The Data Review show which tasks have been completed so that nothing is forgotten. A display of the
actual findings is also presented. To edit an item, simply return to the appropriate tab and change the
data. If something needs to be free-texted, you will need to paste the data into the encounter and edit it

there.
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Review/Completion Analysis

¥ Trials Entered ¥ Anterior Seq Evaluation
¥ Subjective repart V| Aszessment

¥ Visual Acuity with CL's ¥ Plan

¥°| Over-Refraction ¥ Final CLRx

L’] Lens Evaluation & Azseszment ﬁ! Fallow-up Recommended

Summary of Findings

EVALUATION TYPE: Habitual contact lens evaluation A
REPORTIMG: “Wih contact lens... Owerall vizion and comfort with
contacts iz good.
COMTACT LEMNS Rx: [Habitual Lenses)
1D Ciba Frezh Look Color Blends 8.6/ -250 /145
15 Ciba Fresh Loak Color Blends 8.6 /-3.00/14.5
YISUAL ACUITY [with contact lenses) 0D =20/20;05 =
20/20; 00 = 20/20
OVER-REFRACTION:
Q0 -0.25 sph 20/20
05 -0.50 sph 20/20
FIT ASSESS5MENT:
MOWEMEMT Optirnal maverment 0L,
CEMTRATIOMN Well centered O
COVERAGE 380 deqgree corneal coverage OL.
ANTERIOR SEGMENT EVALUATION:
LIDS/LASHES Clear 0.
COMJUMCT 4 Bulbar and palpebral conjunctiva are white, clear and

waibbsnb cioee SF mFloraen obioen

W

7.3.10 Report Manager

The Report Manager is used to create printed reports, letters, handouts and Rx's (if not created
elsewhere in the software). Use the left-side menu to select the overall category and the right-side to
select the actual report. Double-click to open. Certain reports may prompt for additional information (e.qg.
date to use or type of problem). You can edit the generated report or letter onscreen before printing.
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=, Report Builder X

| Report Builder Wizard

B Writer Spectacle Hx [1 vear expiration]
Spectacle Rx [2 vear expiration]
Spec Rx P-Touch
E:{ SFx [2 year expiration] - Grid Format

SR with Superbill [2 year expiration]
SR« [2 year expiration] - Pad Size

mA
7

Forms

Cormezpondenice

Exam Reports
Handauts # [nfa Sheets
Mizc

|@J‘ ‘* Select ‘ x[:lnse

7.3.10.1 Using the Report Writer

Overview

This section of the manual explains how to use various commands to make your reports more
legible and attractive.

Basic Text Editing

Navigating the report

You may already be familiar with functions of the standard cursor keys for finding your way around
reports, particularly if they extend over more than a single screen. These commands are similar to
those used by many word processors, particularly Microsoft Word.

Highlighting text

Wherever in the Reports window you happen to be working is where the focus is. Selecting an item
means to highlight it to let you know it has been selected.
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Insert and overtype modes

Just as in other word processors, whether you insert text or overwrite existing text depends on
whether you are in Insert or Overtype mode, as displayed on the Status bar at the bottom of Report
Writer main window.

Replacing text
When you need to replace text, simply highlight the part to be replaced, then immediately type the
replacement text without needing to press Delete.

Deleting text

Press the Delete key to delete a selected block of text, or use the Delete or Backspace keys to
delete one character at a time.

Undo and Redo

Pressing Ctrl+Z immediately you change your mind or realize you made an error will undo most
report edits including formatting changes, so should always be tried before other methods. Press
Ctri+Y to redo the changes. The Report Writer remembers all your edits from the moment you
selected the current node (enabling you to press Ctrl+Z successively to backtrack through your
edits), but forgets them all as soon as you close the report.

Copying and Moving Text

Having selected (highlighted) the block of text, you have the choice of using the keyboard or mouse
to accomplish these aims.

Drag-and-Drop Using the Mouse

Dragging the selected text block and dropping it at its new location is a quick and easy way to
movwe text from one location to another within the same report. You can also use this to break up an
report into smaller chunks by dragging and dropping each section where you wish it to be located.
You can also copy text from documents in compatible applications such as Microsoft Word to the
currently open report.

Cut/Copy/Paste using the keyboard

Having highlighted the block, press Ctrl+X to cut it or Ctrl+C to copy it, then Ctrl+V to paste it
within the same or a different report, all using the Windows Clipboard. The target may be in the
same report file, another report file that you open, or an open document in a compatible application
such as a word processor. Although dragging and dropping is very easy to do, this method offers
several advantages:

Using the keyboard to select text may feel more precise. Once text is copied to the Windows
Clipboard itcan be pasted into multiple locations, whereas the entire drag-and-drop must be
repeated each time.
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Formatting Text

Although you can use the same font face, size and color throughout the report, text is much more
attractive when headings are more prominent, subparagraphs are indented, etc.

Plain Text and Rich Text

You can add text colors, font faces, sizes and styles such as boldface, and the report is regarded
as being in Rich Text Format (RTF). RTF reports can be converted to plain text easily, if desired:

Examples :

This paragraph uses Plain Text alone. All text is the same font face, style, size and color.
Boldfacing, italics, underlining, etc. are not used; changing from lower case to UPPER CASE is the
only way to make text more prominent.

This paragraph uses Rich Text, which allows many more formatting attributes such as color to be
incorporated. Adding color and images automatically changes the format from plain text to rich text,
since both hide extra codes in the report (which the user cannot view).

Report Writer regards its reports as being in rich text format, but you can mix these within a file.
Who would want to use plain text when rich text has so much more to offer? Here are two good
reasons:

Plain text reports make the ezChartWriter database much smaller, since there are no hidden
formatting characters. This can make quite a difference when you have thousands of reports. You
are not faced with the extra chore of reformatting to match the format of the rest of the report text if
you copy and paste in plain text.

Note also that plain text reports cannot contain images, underlined hyperlinks, tables, boldfaced or
other types of formatting. Conwverting a rich text report to plain text removes images and table cell
borders but leaves the text itself.

Basic formatting commands

Let's concentrate now on rich text. You will find the most frequently used commands (bold, italic,
underline, case conversion, font face/size/color/highlight color, etc.) displayed along the Report
formatting toolbar. Let your mouse cursor hover over each toolbutton in turn to display a tooltip
(text popup message) informing you of its function and keyboard shortcut, if there is one. Try them
out.

Aligning and Indenting Text

Report Writer offers several methods for indenting and aligning text. Toolbuttons for many of them
are on the Paragraph toolbar.
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Alignment and justification

Click the Left, Right, Justify or Center toolbuttons (or press their corresponding shortcut keys) for
text aligned with the left or right margins, both margins or center of the report.

Tab key and Auto Indent

Press the Tab key one or more times to indent the text an appropriate distance from the left
margin. This is best used for short single lines, since tabbing and auto-indenting only affect the first
line of a paragraph.

Bulleted and numbered paragraphs

Text which is bulleted and numbered is automatically indented. Round bullet symbols, numbers and
letters are available. Toolbuttons for this are on the Paragraph toolbar.

Enclosing text in table cells

Just as in HTML pages, you can compartmentalize text in individual cells of tables for greater
control when combining text and images. These advanced methods are discussed in Tables.

Inserting Items into Your Text

The Insert menu

Frequently-reused text (also known as "boilerplate" text) can be copied to the Windows Clipboard
(see Copying and moving text), then pasted in where needed.

Tables

To insert a table where required, click Main menu / Table / Insert command. See the Tablesfsh
section.

7.3.10.1.1 Using Images
Images

Since images may occasionally be required, ezChartWriter allows you to display images alongside
text. Images can flow with the text or be anchored to the page.

To Insert Images

Inserting images is very easy. You can do this by cutting and pasting them from the Windows
clipboard, although we recommend that you use the Insert command to select the appropriate
image(s) from image files already stored on your computer.
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Find an image you would like to insert into your report and note its location in Windows Explorer.

Right-click in the report where you would like to insert the image and click Insert / At Caret Postion

to open the Insert image into report window.

Navigate to the folder containing the image, click it to select it and then click Open to insert it at

the current cursor position.

To Modify Image Properties

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog.
The position of the image as well as text wrapping style can be modified. Saving options allow
embedding of the image (recommended for small-to-mid sized images) or saving externally (to the
same folder as the database). See the Report Designerbs2 section for details on saving externally.
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Image Attributes

Layout and Position l Size and Distance ] Saving Options ]

X

Absolute Posttion:

Wrapping Style:
O O ‘ O
In Line with Text Top and Baottom Square
Posttion Style:
-
G =
Horizontal Alignment:
{5 {5 {5 {+

El inch  tothe left of paragraph

Wertical Alignment
Absolute Postion:

El inch  below paragraph

Cancel

o]

To Delete Images

To delete the image, click it (a border with small square "handles" will appear around it - see below)
and press Delete. To undo this step, press Ctrl+Z.

[ o s o o v

Copying, Cutting, Pasting Images

This shows the border and handles that become
visible on single-clicking an image. Reposition the
image by dragging it when the border is visible, or
re-size it by dragging one of its handles.

You can copy an image from one report to another, or even from a compatible document such as a
Microsoft Word document, via the Windows Clipboard, simply by pressing Ctrl+C , Ctrl+X , or
Ctri+V to Cut, Copy or Paste the image respectively.

Moving, Positioning, and Resizing Images

Images can be moved and repositioned by dragging them, inserting spaces, tabs or text between
them and the left margin, by indenting the left margin, or by enclosing the image in a table cell.
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Resizing can be done by dragging the handles, but it is better to do this only to get a rough idea of

their ideal size, then use an image editing program to resize them accurately while maintaining their
proportion and re-import them.

7.3.10.1.2 Using Tables

Overview

Using the Tables toolbar you can create and edit tables. You can also combine and split cells, color
cells, color the table, set the table border-width and color, delete and insert table rows and columns.
This feature helps you create anything from simple reports to complex forms.

Working with Tables

To Create a Table in Report Writer

Click Main menu / Table / Insert table. A dialog box will appear allowing you to choose:
the number of columns

the number of rows

This table has 3 rows, 2 columns, center alignment and a border:

Row 1 Col 1 Row1 Col 2
Row 2 Col 1 Row?2 Col 2
Row 2 Col 1 Row3 Col 2

The best way to learn about tables is to create tables in various configurations within a test report.

To Alter a Table

Click inside a table in the report, then activate Main menu / Table . There are several menu
choices, enabling you to alter the following table parameters.

Other methods of altering tables

e Editing text in tables
e Adjusting column width and position
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e Moving a column or row
¢ Inserting and deleting rows and columns
e  Splitting and combining cells

The proportional width of a table (as a percentage of the report width) can be altered by using the
table properties dialog or by dragging the table-handles in the horizontal report ruler.

You can adjust the width of each column by dragging the dividing partition left or right.
To enter text within a table, position the report cursor in the appropriate cell and begin typing.

If you make a mistake in table creation, deletion or typing, you can generally undo your actions by
pressing Ctrl+Z or clicking the Undo toolbutton.

To delete a table, position the report cursor anywhere within it and click Main menu / Table /
Delete. You will be asked to confirm your action. You can also delete a table without confirmation
by inserting a blank line above and below if not already present, highlighting the whole table,
including the two blank lines, and pressing Del. Highlighting just the table and pressing Del
removes all text within the table but not the table itself. As mentioned abowve, you can restore a
deleted table by pressing Ctrl+Z or clicking the Undo toolbutton.

You cannot easily mowe, copy , or swap whole columns or rows within a table; you must move each
cell individually. For this reason you should design the layout of your table carefully before creating
it.

Currently, you cannot create a table within a table.

Editing Text in Tables

Here are some more hints and tips about doing this.

As mentioned previously, text (or images) in one or more cells, rows or columns can be individually
aligned (left | right | center) by highlighting it then choosing one of the alignment toolbuttons on the
Paragraph toolbar (or via the Edit menu or a keyboard shortcut). Centering text and right-justifying
dollars and cents can be very effective.

If you choose left or right alignment, the text will be hard up against the wall of the table, as cell
padding is not provided. One workaround is to create extra hidden columns to act as margins.
For example:

| |Text hard up against left margin |

| | |Add a dummy column |

| [ Then hide its border |

To hide the border, click anywhere in the cell with text, then click the Show left border toolbutton on
the Table toolbar to disable it. This will be discussed more fully later. You can drag the Table toolbar
off the Toolbars area, making it "float" closer to where you are working.
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You can treat text in tables as you would anywhere else in an report. You can cut, copy and paste
it.

You can select (highlight) a whole row or column by performing one of the following actions:
?  Click-dragging the mouse cursor over it; or

? Combining the Shift key with the cursor (arrow) keys to select multiple cells just like
increasing the size of a highlighted section of text; or

?  Clicking in one cell and selecting the Select table row or Select table column command
from Main menu / Table, or choosing the appropriate Table toolbar toolbutton.

Having highlighted these cells you can apply boldface, italics or color changes to the text or
background.

Adjusting Column Width and Position

You can adjust the width and position of any column by dragging the internal vertical partitions left
or right. When your mouse cursor passes over a partition, the cursor will change to a pair of vertical
bars with arrows:

You cannot drag the horizontal partitions up or down, but you can add extra spaces to the entries in
a row, or add a blank row or column.

You may need to adjust the partitions after deleting a column.

Navigating Within a Table

Think of a table as being a block of text that happens to contain vertical and horizontal lines. Use
the Tab and arrow cursor keys if you don't want to keep reaching for the mouse all the time. To
jump from cell to cell, left to right along a row and top to bottom, press the Tab key. To go in the
reverse direction, press Shift+Tab.

The Right arrow key follows the same direction as the Tab key but stops at each character.
Similarly, the Left arrow key follows the Shift+Tab key. The Up and Down arrow keys move up and
down columns. Note that if you start from outside a table, the Down arrow key will move down the
leftmost column and the Up arrow key will move up the rightmost column.
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Moving Text, Columns, and Tables

To Move and Copy Text from Cell to Cell

The destination cell need not be an adjacent cell. You can move text anywhere within the table.

Alternatively, you can copy or cut a highlighted block to the Windows Clipboard and paste it in. This
can be handy if you need to paste the same text into sewveral cells.

1. Highlight the entire contents of a cell using the cursor keys or the mouse
2. Drag the highlighted block to the destination cell.

NOTE: If the destination cell is not empty you can use this method to insert the block into existing
text.

To Move a Column or Row

You can only move one cell at a time using the method described in Moving and copying text from
cell to cell; you cannot move a whole column or row. For this reason, you should plan your layout
carefully before creating the table. However, you can achieve the same end by inserting a new row
or column in the destination position, dragging the contents of each cell in the original row or
column across to it, then deleting the original.

You can also copy one or more highlighted rows and paste them as separate tables, rearrange
them vertically to form a new sequence and then join them. See Moving and copying tables.

To Move and Copy Tables

Whole tables, including contents, can be cut, copied and pasted, just like any other blocks of
highlighted text, to and from the Windows Clipboard. They cannot be dragged. You can also copy
one or more highlighted rows and paste them elsewhere (outside the table) as a separate table.
However, pasting them back only replaces existing text corresponding to the number of rows you
pasted in. Instead, create the same number of extra rows, then fill them with inserted text. The
following example shows you how:

Example: Insert Table 2 into table 1.

aaaaa Table 1
ddddd

bbbbb Table 2
cccee

Position the report cursor in the top row (aaaaa) of Table 1, then click the Insert table row
toolbutton twice, to insert two rows.

aaaaa_Table 1
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| ddddd

bbbbb Table 2
cccee

Now, position the report cursor in the top row (bbbbb) of Table 2, and press Shift+Down to highlight
both of its rows. Press Ctrl+C to copy them, then position the cursor on the top blank row in Table
1 and press Ctrl+V to paste the text contents.

aaaaa Table 1
bbbbb Table 2
cceece
ddddd

bbbbb Table 2
cccee

Finally, delete Table 2 and tidy up. Done!

aaaaa Table 1
bbbbb
ccece
ddddd

Inserting and Deleting Rows and Columns

To Insert a Row or Column

New rows are added below the selected row. New columns are added to the right of the selected
column.

To add a row, select the existing row below which you want the new row to appear. by clicking in it.
Then:

Click the Insert table row icon; or

Click Main menu / Table / Insert table row; or

Press the Tab key after positioning the cursor in the rightmost cell of the selected row. This will

insert a new table row and mowe the focus to the first cell of the new row. E.g. (the graphics below
are images, not tables):

Before
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After

Successive clicking will add more blank rows.

To Delete a Row or Column

If you have just inserted one (blank) row or column too many, you can reverse this by clicking Undo
(Ctri+2).

Alternatively, to delete a row or column, select it and click the Delete table row toolbutton.

If you need to remove a block of consecutive rows within a table, start at the top row to be deleted
and keep clicking the Delete table row toolbutton until the deletion is completed.

Splitting and Combining Cells

To Horizontal Split and Combine Cells

Splitting and combining cells

You can split a cell into two horizontally by adding a partition, or remowe it to combine two cells
into one. Use the Split table cell and Combine table cells commands in Main menu / Table or
corresponding Table toolbar toolbuttons.

Here is a table, originally 3 rows and 2 columns, which has had split and combine operations
carried out on the second and third rows respectively.

Cell 1 | Cell 2 Cell 3
Cells 1 and 2 combined

Splitting columns
To split a column of blank cells into two: highlight the whole column then click the Split table cell
toolbutton.

To Vertical Split and Combine Cells

Vertical splitting relies on showing/hiding the top and bottom borders of adjacent cells.

Let's start with a 4-cell table:

Cell 1 Cell 2
Cell 3 Cell 4
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Figure 1

Think of each cell as having four borders, like this:

| Cell 1 | | Cell 2 |

| Cell 3 | | Cell 4 |
Figure 2

To awoid grid thickening, either the upper cell's floor or the lower cell's ceiling may be visible, but not
both. (Occasionally you may notice a double thickness grid wall but this will disappear when you
return to the report after moving to another node or closing the file, so is an artefact.)

Cell 1 floor visible Cell 2

Cell 3 ceiling hidden Cell 4
Figure 3

Cell 1 floor hidden Cell 2

Cell 3 ceiling visible Cell 4
Figure 4

Cell 1 floor hidden Cell 2

Cell 3 ceiling hidden Cell 4
Figure 5

Note the misalignment in the floors of Cells 1 and 2 in Figure 3 compared with Figure 4, due to
different show/hide selections. If you notice this when creating your own tables, ensure that these
parameters match across the whole row.

We hawe thus "combined" cells 1 and 3, so let's add some blank lines and rename the combination
Cell 5:

Cell 2
Cell 5

Cell 4

Vertical splitting is essentially the reverse of this.

Selecting Rows and Columns

By clicking any cell and then choosing from Select table row or Select table column in the Table
menu or the Table toolbar, you can select the whole row or column that includes that cell.

This command is useful if you wish to change the font attributes, colors, etc. of all cells in the row
or column, or to clear the contents of the row or column. You cannot use it to copy, move, swap or
delete a row or column.
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You can also select a whole column, row or block of cells by click-dragging the mouse pointer or by

using Shift+cursor keys. See Editing text in tables.

To Select an Entire Table

Clicking anywhere in a table and selecting Main menu / Table / Select entire table will immediately
select the whole table, which can be very convenient if you wish to change the same property for all

cells or to hide/unhide cell borders for the whole table.

Table and Cell Borders

The right-most eight toolbuttons of the Table toolbar determine whether the borders of the cells

selected are \visible or hidden. Click any cell and see which of these border toolbuttons are
depressed. Clicking any of them again reverses their effect.

Fig. 1: Original
Cell 1 Cell 2
Cell 3 Cell 4
This is the original table.
Fig.2: Hide borders
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders1.
Fig.3: Show outer border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can can be reversed by clicking Show inner border(s)
Fig.4: Hide borders then Show inner border(s)
Cell 1 Cell 2
Cell 3 Cell 4
This can be reversed by clicking Show borders.
Fig.5: Show left border and Show right border disabled in all cells
Cell 1 Cell 2
Cell 3 Cell 4

Fig.6: Show top border enabled in lower cells and Show bottom border enabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4

Combining these borders results in a thicker line which makes a convenient divider.

Fig.7: Show top border disabled in lower cells and Show bottom border disabled in upper cells.

Cell 1

Cell 2

Cell 3

Cell 4
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Fig.8: Show right border enabled in Cell 1 and Show left border enabled in Cell 2. Show right
border disabled in Cell 1 and Show left border enabled in Cell 4.
Cell 1 Cell 2
Cell 3 Cell 4
Cells 3 and 4 display the standard configuration as seen in Fig. 1. You would expect that adding
Cell 1's right border would cause a thicker partition, but its only effect is to stagger the existing one
towards Cell 1. The only remedy is to disable Cell 1's right border.

If you highlight a block of text and accidentally click any of the Show ... border toolbuttons your
paragraph will display a horizontal or vertical line along one of its borders like part of a table. Doing
this deliberately is not recommended as such stray table cell wall lines may cause interference with
text and prove difficult to remove.

Table and Cell Color

Report Writer gives you full control over table and cell colors. With the table properties screens

you can set the global table color or individual cell colors, as well as the table border-color and
border-width.

Table Hints and Tips

To Insert Images into Tables

Tables are a good way to store images, which can be inserted using the Main menu / Insert /
Image at Caret Position command. Just like web-pages which owe their neatness to tables with
hidden borders, you can hide the table borders once you hawe finished inserting images. If you wish
to display the table frame (also referred to as a grid), you can space the image away from the cell
wall by adding a blank line above (press Enter), or by adding spaces.

7.3.11 SOAPwriter Tool

The SOAPwriter function is on of the most powerful in ezChartWriter. Located as subsections of most of
the Exam Tools as well as a stand-alone tool found in the left-side TOOLBOX on the MAIN EXAM

SHEET, the SOAPwriter allows you to pick and choose from among hundreds of pre-formed text
sentences.

© 2011 Iccomplish, Inc




Working With Encounters| 327

Encounter View Mode
Templates
ToolBox

|@ Subjective History Toal
Automated Instrument Tool
Vizual Acuity (VA) Tool
@ Refraction Tool

Quick Exam Tool

€D Rx Wizard

@ Plan & Azzez=zment Tool

@ Contact Lens Tool
[:] Report Manager

2 s0APwriter Tool P

For instance, to indicate a patient has a symptom of asthenopia, you would click on the Symptoms
heading, the choose Visual Symptoms, then choose "Asthenopia". The text will be pasted into the
SOAP note. The sentences are designed to flow like natural language. And, if you don't like how a
sentence reads, just change it in the PREVIEW box or in the SOAP note itself. Unchecking a box
remowves the text from the SOAP field. You can also directly edit the text that is entered within the

SOAP field.
B SOAPwriter M=1E3
SOAPwriter - Text Pick-List Selector Obiective A

+-[] Contact Lens Fit Assessment ~

=1- E #amination Findings
+-[J Meura E valuation
--[J Adnexa
| ADMEXA/EYELIDS
[ Adnexa OF,
Facial agymmety exists,
[ Evelid position and levator function is narmal
[ & droopy o loweer evelid position has been noted.
[ Incomplete clogure of the evelid iz noted,
[ Evelid margin fallz 3mm above the pupil A

Ewpand = Cloze

It is possible to customize the text with the SOAPwriter editing tool.
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7.3.12 Vital Signs Tool

The Vital Signs tool allows for entry of basic vitals signs such as BP, pulse, respirations, temperature
and weight. Use the Add New, Edit and Delete buttons to manage entries.

= ¥ital Signs Tool

-ﬂﬁ- Vital Signs Logbook

VS _Date WS Time Sysholic | Diaztobe | Pubs Rezp Temp \Weight |Haz Mote |Recordsd By

8/3/2008 [227.00PM (130 a0 102 No Padgo, Dawd.

a| | b
Aetiord  Add Hew | EcitEntryl Delete l [ o Print AN l [@J“'l/ Okay l

7.3.13 Lab Tests Tool

The Lab Tests tool allows for tracking of common laboratory tests, as well as specialized testing (such

as tracking glaucoma parameters). By entering glaucoma values here, you can fully track the
progression of the disease over time in one convenient grid.

% Test Results LopBook

1
% Test Results Logbook

e
-

Categeny. [ Show 2

I DateFrom [ 2 s6/20i0 =] To [2/20201 =] Soiby [

=] [oesc

=] Y= [showaa =]
Category | Dt Time Lo Dessompiion [WahueUnis | \Moie? | Recodedily |
Glaucoms | B/30v2009 | 115600 PM|%F. 0D frandhold vinual fekds. ight epe JFULL SEE REFORT W0 Padgn. D J
Glyacoms |85 2008 | 202004 |G, 05 cisqutdes iada, beli e 1B X |AHHORMAL MO Peschgn, Diaread J
Leborstory | 1/7/2008 | 122200 PM| 60w 05 | GDw nervs fber analyeer lok sy 1122 [mm | ABMDRMAL WES Pedigo. Dawid J
Laboratery | 8431 /72009 High Harnoghobn 4 fowa | ] Puschgo, Dirad J

Actions |'m'1.:|m;~| EdiEniy | Deiete |

L Fint 4B @l-./ mm|

Use the Add New button to add test results:
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. Add/Edit Test Results @

Enter Test Results

Categony: |I3Iauc1:uma ﬂ Test Code:  |Pach, OD ﬂ

Dezcrption:  |pachymetny, right eye

Test Yalue: |?EI:I

Unitz: [ > Flags | =
Test D ate: 242642011 - Test Time: | 10:28 Ak 3'

¥ include time of test

ObzereationM otes:

Apply | Cancel |

7.3.14 Drawing Tool

The Drawing Tool can be accessed in two ways: from the main menu (File->New->Drawing) or from the
Exam Findings Tool:

"Add New" Drawing Method

iChartModule - Sample, Joe Current user:

File IE&'I: View Utlites Reports Customize Help

Mew 4 Report...

Save Encounter Cirl+5 Rx...

Import r | _ Drawing...

The new drawing will be inserted at the end of the Objective field, since it is not associated with a
particular category.

Exam Findings Method

(1) Open the Quick Exam Tool
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Encounter View Mode
Templates
ToolBox

& subjective History Tool
@ Automated Instrument Tool

@ Visual Acuity (VA) Tool
@ Refraction Tool

| Quick Exam Tool

@ Rx wizard

@ Plan & Assessment Tool
@ Contact Lens Tool

|:] Report Manager

ﬂ S0APwriter Tool

= vital Signs

@ Lab Tests

(2) Click on the button associated with the drawing you would like to create (e.g. click Cornea button)

Anterior Segment
& ¥| Lids/Lashes

*| Sclera
| Conjunctiva

PESEN ¥| Comea
| XK Iris

(3) The Detailed Findings Tool will display; click on the Drawing Tab at the top

.Drawing Tool

Using the Drawing Tool

The drawing tool allows you to create drawings and images. Use the Image Template dropdown to select

the template most applicable to your drawing or just free-hand draw.
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% Detailed Exam Findings
File Edit Format Effect Filter

Cornea Image Template: |Comea - Bilateral Frontal -| -
Quick Pick List | S0&Pwriter Drawing Toal

Cornea, Frontal

‘lllll!l!’ <::::::::>
\
o

scar with neovascularization|

IO E N F %>
NOONNNEE

. NEEEEENEENEEE
D CEECEREEC S

| Press ENTER or double-click ta finish inserting the text | 442280

Image Editing Tools
Each icon on the toolbar represent different modes of the program.

Tip: Use ctrl-z to undo an drawing operation
To Color the Background

e Select a color for the background from the color template at the el L
bottom left of the window
e Click the Fill with Color icon > |

e Click the picture to make the background

To Insert Shapes
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e Select a color for the shape from the color template at the bottom  [w [ EREEENEEEEESE
left of the window

e C(lick the Rectangle, Polygon, Ellipse or Rounded Rectangle @ &
icon @8

e Click on your picture and drag to make the figure the size and shape
you want. With the Polygon, click the mouse every time you want to
change direction and then drag again.

e Click the Fill with Color icon

e Click in the shape to color it

To Paint / Draw

e Select a color for the draw/paint lines from the color template at the [w [[EEEEESEEESEAE
bottom left of the window

e Click the Pencil, Brush or Air Brush icon r: g,'
™ A

e With the Brush or Air Brush icons, select the size and shape ofthe # &

brush strokes at the bottom of the tool bar rs A
L
o
oo

«E4
»

e C(lick and drag on the picture to draw or paint

To Add Text

e Seclect a.color for the text from the color template at the bottom left [w [ FEEEESSEENEESE
of the window

e C(lick the Text icon. You can change the font, size and format inthe T
pop up window that will appear

To Draw Lines
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e Select a color for the lines from the color template at the bottom left [w [ EREEENEEEEESE
of the window

e Click the Line or Arrow icon. s —

e Click and drag to create a line. If'you selected the Curve icon, click
on the line you just created and drag it to make a curve.

Other Features

e The Eraser icon allows you to erase. After youselectit, youcan 2
select the size and shape of the eraser

e Select the Magnifier icon to enlarge any part Q

e Select the Pick Color icon and click on a color you want to copy 2

-~

e The Select icon allow you to draw around an object/area and move &
it

The Selection Tool h
These tools are used to select portions of the image you're working with. These selections can then be
moved around, copied, or edited without affecting the rest of the image.

To use the Select tool:

1. Click on the Select tool Icon.

2. With the left mouse button, click and hold the button to begin your selection. Where you click will
become one of the corners of the rectangular selection area.

3. Drag the mouse diagonally to where you want the opposite corner of the rectangular area to be.

4. Release the mouse button.

Tip: If you hold down ctrl button when you begin to move a selection, it will create an instant copy which
you can then position.

Things you can do with the selected area:

Copy or Cut and Paste

To copy the selection, press Ctrl-C. To cut the selection from the image, press Ctrl-X After Copying
or Cutting, you can Paste the selection by pressing Ctrl-V. By Pasting multiple times, you can
achieve a mosaic or collage-like effect.

Move

Left-click anywhere inside the guidebox and hold down the button to "pick up" the selection, and
then drag the mouse to move the selection to another area of the image. It will "float" over the rest of
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the image, allowing you to position it wherever you want it to be. Release the mouse button to "let
go" of the selection.

Stretch

The guide box around your selection can be re-sized. Use the menu option Effect->Resize.

Apply Effects

You can apply any of the effects from the Image Menu directly to the active selection rather than to
the whole image.

De-selecting

To de-select the area, either activate a different tool by clicking on it in the tool bar, or make a new
selection. You can’'t have more than one selection active at a time. Once the selection is de-
selected, it becomes part of the image again, and will cover over whatever it may have been laying
over.

The Eraser Tool </

The Eraser tool is simple to use. Just click on it to select it, then click on the part of the image that you
want to erase. "Erasing" changes the erased part of the image back to the background color of the
image file. This is usually white, but can be changed to other colors using the color palette.

The fill tool applies color (or "paint") to a large area of the image. The Icon for the Fill Tool resembles a
pouring jar of paint. Just like if you were pouring a liquid in real life, the Fill Tool's "paint" will fill an area’s
shape with color.

The Fill Tool g

You have to be careful when using the Fill Tool for this reason: if you click in an unbounded area of the
image, the color will "spill" out and fill more of the image than you originally bargained for, possibly
obliterating parts of the image that you wanted to save. Look closely before applying the Fill tool to an
area to make sure it is bounded on all sides and that no "paint" can "seep out" and get where it’s not
supposed to go. If this happens by accident sometime, don’t panic. Just Undo the Fill tool by pressing
Ctrl-Z, find the "leak" and close it with the pencil or line tool, and then re-apply the Fill.

The Eyedropper Tool f

The Eyedropper tool has only one function, but it is a useful one. The eyedropper can be used to "pick
up" colors that you’ve already used in an image. Say you're working with an image with many shades of
Green. You want to pick a specific shade, but there are several that are so similar that it’s difficult for
your eye to distinguish between them. Just click on the eyedropper, and click on the exact portion of the
image that contains the color that you want. The active color for your paint tools will automatically
change to the color that you picked with the eyedropper. Additionally, the Eyedropper will automatically
switch over to the previously selected tool, enabling you to rapidly resuming work on the image with the
color you just selected.

Tip: You can use the Eyedropper tool to select color for the background color by using the right button
on your mouse.

The Zoom Tool £
The Magnifying Glass, or Zoom tool, can be used to get a closer, more detailed view of an image. This is
very useful if you’re working in close with the fine details of a part of an image. When you activate the
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Magnifying Glass tool, you'll have an option to select between 1x, 2x, 6x, and 8x magnification. You can
click on the part of the image that you want the magnification to center on. This will not affect the actual
image in any way, just how it appears on your screen. Once you zoom in, the magnifying glass will
automatically switch back to whatever tool you were using before.

The Pencil Tool 4

The Pencil tool is your basic drawing tool. You can draw in different colors, but other than that there are
no other options. The pencil’s stroke is a single pixel wide, which makes it useful for working with fine
details, but a poor choice for filling in large areas of the image with color. You can do simple line
drawings with the pencil if you have the coordination to guide the mouse with great care.

The Airbrush Tool A4

The airbrush tool is a bit more complicated than the regular paintbrush. Instead of applying color to the
image evenly, it applies it gradually. The "spray" is a semi-random distribution of pixels. Gradually, as
the airbrush is left hovering over the same area while it is painting, it will fill up with color. A skillful artist
can use this effect to create subtle differences in tone and variation, and even achieve the illusion that
colors are mixing, all by using the airbrush. It does take some getting used to, however. The airbrush
can paint at three different sizes, selected through the Options portion of the Toolbar.

[~

L I
L

Options Menu

The Paintbrush Tool 7

The Paint Brush tool is similar to the pencil, but has more features. It too can be used in different colors,
but the shape and size of the Paint Brush can also be changed. You can use vertical or horizontal
shaped brushes, of various sizes, selected in the Options.

The Line Tool /

The Straight Line tool is pretty easy to work with. You can change the color and width of your lines by
using the Toolbar Options. All you have to do to draw a line is click on the image where you want one of
the line’s endpoints to be, then drag over to where you want the other endpoint to be. Then release the
button. Easy! But the lines can only be straight.

The Shape Tool m O e L

The Rectangle tool draws three types of rectangles: outline, filled with outline, and filled without outline.
The interior of the outline rectangle is transparent, whereas the filled types fill the rectangle with the
background color. To draw a rectangle, click on the tool, then click a point on the image where you want
one corner to be, then drag diagonally and release the mouse where you want the opposite corner to

be.

The Rounded Rectangle tool is like a cross between the Rectangle Tool and the Oval Tool. It draws
rectangles, but instead of having sharp 90 degree angle corners, they’ll be somewhat rounded. As
always, you can create rounded rectangles with empty outlines, filled outlines, or filled with no outline.

The Oval Tool works much like the Rectangle tool. The only difference is that since there are no
corners, you will need to guess where the corners would be in order to place your oval where you want it
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to go. Imagine that the oval you are drawing is being "hugged" by a rectangle that goes around it. Like
up the top-most and left-most peaks of the oval’s curve to guess where the corner of the imaginary
rectangle is and click there. Then, drag down to where the bottom-most and right-most peaks of the
oval's curve would be, and click again. Your oval should be about the right size and in the right position if
you estimated it correctly.

The Polygon tool is similar to the rectangle, but works a bit differently. To create a polygon, activate the
tool from the tool bar. Then, click on the image wherever you want your first vertice to be. A vertice is like
a corner. Draw the edges of the shape like you would use the Straight Line tool, then simply connect the
last edge to the first vertice and the shape will finish. You have to be pretty precise, though. If you just
miss by a few pixels, the shape will think that you want to continue adding sides to the polygon.

The Text Tool T

The Text tool is used to position and enter text into your image. The text may be of any color or font that
you have active on your computer. You also have the option to set the text tool to work so that the
background color is used for the "fill space" around the text, or if the text will be applied with transparent
"fill space”, allowing the image to show through behind the text.

To use the Text tool, simply select it from the Toolbar, and then drag a rectangle within your image. This
rectangle will be the boundaries within which the text will appear. Once you’'ve drawn the text boundary,
a floating window will appear, which will enable you to choose the font, size, and formatting (ie, bold,
italic, or underline) for your text. Unfortunately, the text formatting will be uniform. If you want to mix
fonts, colors, sizes, or formats, you'll have to use the text tool several times, with different settings each
time. This means you’ll have to be careful in order to make sure that the different applications of text line
up properly. You may need to use the selection tool quite a bit to mowve bits and pieces of text around,
and this can be quite tedious. Remember to use the Undo command if you make a mistake, by pressing
Ctrl-Z

As long as the text tool is active, you'll see that rectangular boundary around the edge of the text area.
You can mowe this rectangle around by clicking and dragging on the very border of it, or resize it by
clicking on the tab buttons at the corners and midpoints of the edges. But be careful; if you click outside
of the boundary accidentally, which is pretty easy to do, the text box will deselect, and the text tool will
think you’re trying to draw a new text box, and your old text will be set in place.

Once the text is in place, it will no longer behave as text, but rather as pixels. The pixels just happen to
be in the proper arrangement to appear to be text in some font; they can't be edited or moved as though
a distinct object in the image.

The Curved Line Tool ¢

The Curved Line tool allows you to draw curved lines. The line is inserted at one time; use the square
markers to adjust the size, direction and curve. You can change the color and width of your lines by
using the Options box.

Format Menu
Allows you to adjust border and fill styles, colors and font.
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Effect Filter

Border Style 3
Fill Style ’

Foreground Color...
Fill Color. ..
Eomt... Ctrl+F

Effects Menu
The Effects menu allows for image (or selection) resizing, flipping and rotating. You can also clear the
image.

IEEEI Filter

Resize »

Elip 3
Rotate »

Filter Menu
The Filter menu applies image processing to the entire image (such as brightening, grayscale or blur).

Black & White
Blur
Brightness

Crease

Darkness

Diffuse

Emboss

Gray Black & White
Grayscale

Invert Colors
Replace Colors
Sharpen

Snow

Wave

Color Palette
Left click to choose the foreground color, and right click selects the background color. To choose more
colors, use the menu item Format.
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Standard Image Templates

The software has a number of built-in drawing templates. Below is a sampling of some of those
templates. You are encouraged to create your own (and feel free to email us a copy so we can add to

the database).
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How To Insert an Photo

To copy an image (for example, from a retinal photo) that you can annotate, there are two methods:
Option 1: Use the Load button to open the document (or the Scan button to directly import). Note that

you will probably need to re-size the image BEFORE attempting to load the image.

Option 2: Use a image capture program (such as Snaglt from www.techsmith.com) to capture the
portion of the image you want and resize. Then use the copy/paste function to insert in the drawing.

After the image is inserted you can draw and annotate directly on the image.
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This image was captured
and resized using Snaglt
software.

Use the ctrl-c (copy) and ctrl-v (paste) key combinations to copy/paste images directly onto the canvas.

7.4 Image Manager

The Image Manager allows you to view all the patient drawings in a single location. You can edit, delete
or print images.

- Image Manager Patient:  Sample, Joe  12/30/1912

B o D " FINALIZED |
3 eiink Fundus [Right Eye) Drawi
- [B Eye [Cross-section] Crawing (Right Eye) Drawing

1= [B) Comea - Bilsbsal Fronlal Dravang
i--m Imperted Imags

i~ [B) Comes - Bilsbesal Frontsl Drawing
[ Blank Image Drawing 0D Fundus
i~ [B] Fumdus [Fiight Eve) Drawirg
- [B test lmage

.E Test 2 image

Test Imags

L [B) Amsler Giid - 05 Diawirg

Thunbrasits .

supanior RD

jress

o

v -1

Image Date: 2/23/2008 Imzge 10: 12 Created EBy: Dokbor, Ima K

u[g' Edit ||‘]' Delote | Print Image ||-'_J!5imj L@” XM‘

7.5 SuperBill Tool

The SuperBill Tool allow you to create either a printed SuperBill or a virtual one (for use with the
ezClaimBiller module). Normally if you select the exam type on the Subjective Findings screen, the CPT
codes will be pre-filled. But you can manually select the work you have done by clicking the checkboxes
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7.5.1

on the left-side list. The diagnosis codes are also auto generated from the Assessment[29) list.

i Billing Tool

@) Biling Tool

Procedure/E

wam Codes

Procedure/Exam Codes

[ &522z2-
[ 56924 -
[ sa7e
[ sz002 -
[ 32004 -
Ooszmz-
9204 -
92M5-
[ az020-
[ s2081
[ 92082 -
[ 92083 -
[ 3z100-
[Jg2225.-
92225
[ 9z250-
Jaz310-

£

Fareign body remaoval [$149.00]
Cataract 30-day pozt op [$175.00]

- Punctal Occlusion [$87.00]

Intermediate Exam [$70.00)
Comprehensive Exam, Mew [$125.00)
Intermediate Exam, Estab [$70.00)
Comprehensive Exam, Estab [$125.00]
Refraction [$55.00)]

Gaonioscopy [$55.00]

- Limited “izual Field [$20.00]

Intermediate izual Field [$40.00]
Extended Vizual Fields [$39.00)

Senal Tonometry [$47.00]
Opthalmoscopy Extended p [$65.00]
Opthalmoscopy, Subzequent [$55.00)
Fetinal Photography [$69.00]
Contact Lens Eval [$70.00)

‘ @ H £ Coding Wizard H S:d Print Superbill

Selected CPT Codes

Primary
Secondary
Tertiary
Farth

Fith |

Diagnosiz Codes

Primary
Secondary
Tertiary
Farth

Fitth |

92014
92015

3674

9@ s

x Cloze

Coding Tool

A simple tool to allow you to code the exam for Medicare E&M requirements. To use the tool, select
New or Established patient. Then click on each of the items you have completed in each of the three
categories (history, examination and decision making). As you select items the appropriate code will be
calculated and displayed.
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L!l Evaluation & Management Coding Wizard

Er— * INSTRUCTIONS: Chck on the appropriste item undes wach heading. Select New on Estab Patent with top buttons.

HISTORY Mew Patiert | Estab Patiert |
Chasd complart A Calculated
HP 1-3 elaererits T Histary
HP1 4+ elemments Lewvet
Rewview of min 3 chionic/mactive conditions 0.
Oicuds et of syshems

ROS [Sysbemic) 1-8 suhams
ROS [Systemic) 3 spstems
Past medhcal hagtory

Fatrily hittoy »|  Calculated
Exam
EXAMINATION el 0
Esam 1-5 elemarts documerded
Exam B8 slemerts documended
E wam 3 elements documented
wam - ol elements, srgle spstem specaally
Mernal Stahiz Decision
Making
DECISION MAKING Levet U

Limited complescty of dats 1o be reviewsd e
[Eslablshed Patients requiee only 2 of 3 catagones bo bl at that level

Suggested EEM Coding Lewel: L@ll ¢ Okay H x Cloze I

E&M Coding Guidelines

Proper coding encompasses three areas: History, Examination and Medical Decision Making
History
The History comprises four parts parts:

e Chief Complaint

e History of the Present lliness (HPI)

¢ Review of Systems (ROS)

e Past History, Family History, and Social History (PFSH).

Chief Complaint
The chief complaint is the primary reason for the patient's visit, which may be in the patient's words or
the provider's summary.

History of the Present lliness
The HPI is composed of eight elements:

Location
Duration
Severity
Quality
Timing
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¢ Context
¢ Modifying Factors
e Associated Signs and Symptoms

The HPI is divided into Brief and Extended, Brief has one to three elements and Extensive has four or
more elements described.

Review of Systems (ROS)

The systems are: Constitutional — Eyes, Ears, Nose, Mouth, Throat; Cardiovascular — Respiratory;
Gastrointestinal; Genitourinary; Musculoskeletal; Integumentary (skin and/or breast); Neurological;
Psychiatric; Endocrine; Hematologic/Lymphatic; and Allergic/Immunologic.

Personal, Family & Social History
For the PFSH, you must ask one question for each category in order for that category to be considered
inventoried.

Examination

Each item identifies an element that the provider must perform if that element is to be counted toward
the level of the examination. No substitutions are allowed — you cannot take elements from other single
organ systems and count them as eye examination elements. A total of 14 elements are identified by a
bullet. At the highest level, all 14 have to be performed.

Test visual acuity (does not include determination of refractive error)

Gross visual field testing by confrontation

Test ocular motility including primary gaze alignment

Inspection of bulbar and palpebral conjunctivae

Examination of ocular adnexae including lids (eg, ptosis or lagophthalmos), lacrimal glands,

lacrimal drainage, orbits and preauricular lymph nodes

e Examination of pupils and irises including shape, direct and consensual reaction (afferent pupil),
size (eg, anisocoria) and morphology

¢ Slit lamp examination of the corneas including epithelium, stroma, endothelium, and tear film

¢ Slit lamp examination of the anterior chambers including depth, cells, and flare

¢ Slit lamp examination of the lenses including clarity, anterior and posterior capsule, cortex, and
nucleus

e Measurement of intraocular pressures (except in children and patients with trauma or infectious
disease)

e Ophthalmoscopic examination through dilated pupils (unless contraindicated) of optic discs
including size, C/D ratio, appearance (eg, atrophy, cupping, tumor elevation) and nerve fiber layer

e Posterior segments including retina and vessels (e.g. exudates and hemorrhages)

¢ Brief assessment of mental status - orientation to time, place and person

¢ Brief assessment of mental status - mood and affect (e.g. depression, anxiety, agitation)

Medical Decision Making

The lewels of E/M senices recognize four types of medical decision making (straight-forward, low
complexity, moderate complexity and high complexity). Medical decision making refers to the
complexity of establishing a diagnosis and/or selecting a management option as measured by:

e the number of possible diagnoses and/or the number of management options that must be
considered;

e the amount and/or complexity of medical records, diagnostic tests, and/or other information that
must be obtained, reviewed and analyzed; and

e the risk of significant complications, morbidity and/or mortality, as well as co-morbidities,
associated with the patient's presenting problem(s), the diagnostic procedure(s) and/or the
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possible management options.

Medical Decision Making is the most difficult of the three key components in E/M coding to master. The
grid below gives a rough idea of what constitutes Decision Making:

Number of diagnoses | Amount and/or  |Risk of complications| Type of decision
or management complexity of data to | and/or morbidity or making
options be reviewed mortality
Minimal Minimal or None Minimal Straightforward
Limited Limited Low Low Complexity
Multiple Moderate Moderate Moderate Complexity
Extensive Extensive High High Complexity

Audit Flags

Some of the common documentation problems (extracted from Optometric Management):

» Confrontation visual fields not addressed; if not done — state the reason.

» Primary gaze alignment is not "versions full" — you must address the primary gaze measurement.

> No reason given when intraocular pressure (IOP) is not measured.

> Pupils not dilated, and the two elements (optic nerve and posterior segment) are still being counted
toward the lewvel of the exam — with no explanation as to why. It has to be a medical contraindication
— not that it's "a sunny day."

» Neurological/Psychiatric elements missing.

> Dilating drops not listed in the chart.

> Failure to check off normals for each eye, particularly when there is a problem in the other eye.

» Failure to describe the abnormality.

» Failure to perform all 14 elements.

> You cannot count an extended ophthalmoscopy as the basic elements of optic disc and posterior
segment and also as the separate diagnostic test, extended ophthalmoscopy.

> Note that the word "referral" does not appear in the document. You do not receive credit for referring a

patient.

» When considering number of diagnosis or management options, this refers to the examiner and not
the practice (what others have diagnosed).
» When coding encounters for established patients, be sure to use both number of diagnosis/
management options and risk of complications.
» Requesting a consultation is not an activity that can be counted under Amount and Complexity of

Data.

» Chief complaint and HPI technically are to be performed by you and you alone. You must perform or
repeat any element that is counted in determining the level of the examination.

> Any element you are applying as an element performed when you select the level of the examination
must be performed by the practitioner and not auxiliary personnel.
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7.6 Customization Possibilities

You can customize many fields in ezChartWriter (but not all). To customize most items, use the
Customize menu item at the top of the Encounter screen. Other items, like the PickList items and
medications list require you to click the Customize button located in the particular area of interest.

—

| Customize | Help
Customize Reports & Letters
Manage Drawing Templates
Edit Encounter Templates

Customize SOAPwriter Editor

Options & Settings

General settings and options can be specified with the Settings Button also (same as the last menu
item abowe).

.I-_n_ Lab Results H u\l‘l— Yitals
@ e
g_‘/l W ;__é_( Sign H x Close

£ . Eettings

7.6.1 PickList Customization Tool

You can manually create your own statements using the PickList Customization Tool. The steps for
doing this for the Exam Findings tool is described below. The steps are nearly identical for the Ocular
Symptoms tool (just use the Customize button on that tool).

Step 1

Open any patient chart (or create a new one for a patient... it can be deleted safely when you are done
with the customization work).

Step 2

Open the Quick Exam tool (use the left-side menu bar and click on “Quick Exam Tool”).
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Wiesw Mode
Templates
TaolBo: |«

Subjective Histary Taal
Automated Instrument Tool
Wisual Acuity (WA2) Tool
Refraction Tool

| Gick Exam Tool

R Wizard

Plan & Azzessment Tool

Step 3

On the Quick Exam Tool screen, find the button that you wish to customize. This can be a pre-existing
button (such as “Cornea”) or a Custom button. For demonstration purposes, let's use the Custom#1
button on the “Anterior Segment” tab. The first time you click the button, it tumns green (“normal”),
however there is no associated text. You can verify this by placing your mouse over the button.
Normally, a brief pop-up will appear showing the contents of the text statement.

m Ocular Examination Findings

General Finding: Anlerom Seg'nert

Anterior Segment Angle Ass

=] Lidsi_Bshas LIppiar Tars s AL
Silera TRErFim
Can|uncila LacHm @l Sestem
Comes CrBIG ohe [ Angle Estm
= PHEREY ~Cusiom =

Wi
ATIEHAT G harmE e Ui 2 e ': g"'
Crestaling Len s < ip b Naf:
I0L Evaluation <CUstoma T o
W
tal Dwe Gtalning =Uamma - T ——— -

To customize the button, click it again and a new window will appear. This is the Q-Tool “Pick List.”
Once your customization is complete, this is where you will be able to quickly choose appropriate exam
text to place in your chart notes.
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% Detalled Exam Findings

Cornea
Dueck Fick List S OMPwrital | Dnaswire) Tool |

HEADING
W CORMEA

DEFALLT FINDINGS
I Sl lamp examination ieweak_..
W Momeal ke him, epithebal suface, siioma and endathebum 00

NORMAL FINDINGS
[ Epitheium is intact with good luster,
I Siromea i clear and free of adema.
[ Endolhetum is fres of depoats and gutala
I Mouceration of infilvation noted.
I Comea damonsirates nommal senslivily with cofon wisp.
I Mo neovasculmization is presert
[ Oteewise. noimal baar im. apithelal suface. sroma and endothebum
[ Fellow sye appess roomal.

RADE) superficial punchabe kershlis |SPE|

'i_ Eran i an infesion aiciahe pathen
I [GRADE] scus band noled
riobed

Scan defiect notad on commedl suilaca,
r larcing, slable sromal scar roted
I [GRADE] margubar vasculaized fisue asbending ordo colrea
I Hypoesthelic comeaa nobad.
I [gnms regvasculmzation nohed
I [GRADE]SEI's roted.
I {gH.UEIE SUpEno! pannus i present.
I RADE] micracystic edema is evidert

NOTE: Right-chck a lext statement ho selact an ape o grada.

Review & Edit: 0| &|sa(m)|

CORMEA Sh lamp examinatioh ievaak: .. Moimal taar lim, epihelal sulace, sioma ard andalbebum 0L

<D Q)| ovr || X o |
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Customize PickList

Category: <Custom1> Aename
Sebup | Preswisse |
T 1
Edit Test for PickList Tool [each ine coresponds to one checkbox row):
HEADING®
This iz & hest

“DEFALULT FINDINGS®
I am having & defaull slatement hese

MORMAL FINDINGS*
“AENORMAL FINDINGS®

x Close

|@ || ! Advanced... ‘ |'@')| | n Save

For now however, it looks blank as shown in the sample image. Note that the Category heading says
“<Custom1>" and that there are four colored titles in the main area.
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Customize PickList

Category: <Custom1>

Selup Presiew
HEADIMG Sedact Color
[+ Thiz iz atest Sclect Color }
DEFAULT FINDINGS Select Color
[w | &m having & defaull statement bere Sekol o |
NOFRMAL FINDINGS Select Coles |
ABMORMAL FINDINGS Select Color ]
Clerar All

|@|| memd...‘ |@] | & save xtlum]

Step 4

Click on the “Custom” button on the right side and the customization tool (“Customize Pick List”) will
open. At the top, make sure the tab marked Setup is selected. You should see a screen with the
following text, each representing a different section of your pick list:

*HEADING*

*DEFAULT FINDINGS*
*NORMAL FINDINGS*
*ABNORMAL FINDINGS*

The HEADING label is what the text topic relates to. For instance, if you wish to create a new custom
button relating to the limbus, you would add a heading under the section marked *HEADING* and this
would be pasted into the SOAP note. The exact way you enter the heading is exactly how it will be
inserted into the SOAP note, so include punctuation and spaces as needed. Each of the subsections
would be entered in the same way. For example:

*HEADING*
LIMBUS

*DEFAULT FINDINGS*
Unremarkable.

*NORMAL FINDINGS*
A normal statement goes here.
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*ABNORMAL FINDINGS*
The findings are abnormal.
Another abnormal statement.

A NOTE: The highlighted areas after the text indicate spaces. You should include one or two
spaces after every statement so that multiple statements form intact sentences and not run-ons.

Once you have entered all the statements that you think you need, it's time to preview your work.

=l = |
Category: <Customi= Rosomo

SehD Pueues

Ed il o Pkl Tow feach Bes doseapiinis 10 408 oharkiod s

[rEmane
LB

TEFALLT AIHDMGE"
bl

FIORREL FROIHG B
& narad dearan poas bam

abraaeyl
sbnarwad risterand

Step 5

Click on the Preview tab at the top and you will see a rough approximation of what the final display will
look like. To finish the customization, you need to check the boxes of the default statements and
headings (anything checked will be inserted when a button is set to “NORM”). You may also want to set
the color codes for the headings (useful when a large amount of text choices are present).

The standard color system is as follows:

HEADINGS... white or light grey
DEFAULT FINDINGS... yellow
DEFAULT NORMAL... light green
DEFAULT ABNORMAL... light red

You may, however, use any color scheme you desire but it is recommended that you keep it consistent.

Step 6
You can now change the name of the <Custom1> button to one of your own liking. In this example, we

want to change it to “Limbus”. Simply click on the Rename button at the very top (or double-click the
current name) and a edit box displays. Make your changes and save the work (“Accept”).

Rename _il

Step 7
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You are now finished creating your custom button. Click “Sawe” and you will be returned to the orginal
Exam PickList. You can select your choices directly. Occasionally, you may need to reload the exam
form for the label update the new name on the Exam Tool.

Advanced Options

Click the Advanced button to see the raw script that will generate the PickList. You can manually enter
or edit data in this way, although care must be taken.

| Core=s

The Fields are as follows:

[#] - the line number, from zero to a maximum of thirty (any more will not display on the PickList page)
[B] - blank line (must be included to insert a blank line)

[L] - Heading text

[C] - Statement text

TEXT=
COLOR=
VALUE=

Each of the text, color and value fields should be followed by the data to be entered enclosed in curly
brackets. So the text would look like this: TEXT={This is the sample text inside the brackets. Note the
extra space after the period here. }

Color codes can be best entered using the Color buttons on the main screen, then copying the code
number.
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Customize PickList

Category: <Custom1>

[D][LITEXT={HEADING}COLOR={14737632}
[1I[CITEXT={This is a test} TEXT={This is a test}WVALUE={1}
[21[B]

[3][LITEXT={DEFAULT FINDINGS}COLOR={8454143}
[4][C]TEXT=11 am having a default statement here }*WALUE={1}
[51[B]

[6][LITEXT={NORMAL FINDINGS}}COLOR={5454016}

[71[B]

[BI[LITEXT={ABNORMAL FINDINGS}COLOR={8421631%}
[21[B]

[10][B]

[11][B]

[12][B]

@ ‘ u Preview ‘@‘ ‘ m Save x Close

How it looks in Preview Mode:
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Setup Freview
HEADIMG Select Color
Iv Thiz iz a test g
DEFALLT FINDIMGS Select Calor
[+ | am having a default statement here g

HORMAL FINDINGS Select Color
ABMORMAL FINDINGS Select Color

Clear Al
7.6.2 ReportDesigner

The Report Designer allows creation and editing of the various reports and Rx formats available in
ezChartWriter. When the report template screen finishes loading, you will notice that the reports are
listed alphabetically by name and that each has a specific category name associated with the report.

You can easily switch between an alphabetized listing of report name or by category by clicking on the
heading bar.

Customize Reports & Letters |
]

Manage Drawing Templates |}

Customize SOAPwriter Editor

Options & Settings

e ——

{
1
Edit Encounter Templates ‘
|

To edit an existing report, click on the name and then click the Edit button (or, alternatively, just double-
click the report name). To create a new report click the New button and a dialog will appear to guide you
through creating a new report:
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B Report Template Editor @

Choose the Report to Edit: Sortby: @ Mame  Type
Report Description | Type ] ~
Conzultation Fequest Form REFERRAL
Contact Lens FAQ HaMDPAT
Contact Lens Faollow-Up Agreement CLFORK 0
Contact Lens Order Form CLFORM
Contact B [1 vear]

Contact Bx= [1yr BV R
Contact B [Tur without FL] CR#
Contact B [2 vear) CR#
Cantact B [2 vr Exp] - Gnd Farmat CR#
Contact B [2 vr RGP CR# R

[ Mew || Remove || Rename | ‘QJH* Ei H xtluse

[ Reset to Default Report Template]

Step A: Select an appropriate category for the report. If the report does not easily fit one of the pre-
defined categories, use the Misc. Reports category.

Step B: Giwe the report a unique and descriptive name (for example, “Letter to Patient-Importance of
Diabetic Control”). You may also indicate whether this report will be based on a prior report format or
blank report. Even if you choose a blank report, you can easily copy and paste data from your favorite
word processing program.
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B Create A New Report - Wizard

erg ’

[ J
I'ff.:"_;_‘1

Select Report Category:

|:| =1

03 Farmes

--r_j Comespondence
--r_j Exam Reports

(03 Handouts/Info Sheets
#-C3 Misc Reparts

Give the new report a descrniptive title:

Feport Body Type:

{1 Based on previous report (% Blank report

| =

(@)|[[5 setect | X cances

When the report, whether new or editing an existing report, opens, you will be in the Report Designer
mode. The Designer looks and acts just like the regular report viewer with just a few important
differences. The first difference is that the data you are working on is a Template from which your other

reports are built. As such, the Template needs to be told what data to display.
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B Create A New Report - Wizard

Select Report Category: !
' ary:
2 d (=45 Rix el
Stefie® ’ -[E] Spectacle Rx (d past his
--[E] Contact Lens Ax a. Inaddi
i[5 Medication Rx
-3 Forms

(23 Comespondence
-3 Exam Reports

-3 Handoutz/Info Sheets Lations curl
-3 Misc Reports

ns:

hdrug aller
".1 Give the new report a descriptive title: d
Ste
— |Eu:untau:t Lenz Bx [2 year expiration] EtOry,
Feport Body Type: jﬂiES FlEthi_r
eQgenerall
{1 Blank repart | —
= ﬂ tory”
Consultation Feguest Form s f——
Contact Lens FAL
Contact Lens Follow-Up Agreement - g
Contact Lens Order Form

Contact Bz [1 year] Al
Contact Bw [1ur Ev]
Contact Bx [1yr without FL 4

Contact Bx [2 year] b’

There are three types of data you can insert into your template:

Static Text

This is text that does not change and will be included in every report of that type. Examples include
headings and labels such as “Date of Exam:” and “Report of Findings:”. You create static text by simply
typing text in the Designer just like a work processor.

Dynamic Text (aka Fields)

These are special codes embedded in your report document that tells ezChartWriter to insert text
appropriate to, for example, a particular patient or provider, each Field has a specific format and looks
like this:

Dear [[Name Title]][[Last Name]]:
The word “Dear” and the semi-colon “.” are static text. However, the double-bracketed fields indicate
placeholders for data to be inserted, in this case the patients salutation (for example, Mr. or Mrs.) and
last name. Using the list of pre-defined Fields, it is possible to generate grammatically correct and fully
personalized letters, handouts and miscellaneous reports. Using even more specialized Fields such as
[[MedRx]] you can create Rx’s for your patients. Many sample templates for various reports, Rx’s and
letters have been created for you. Simply copy the old report to the new and edit the text and Fields as
needed.
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[[DrNameFull]]

[[PracticeMame]]
[[PracticeFulladdress]]
Tel [[PracticeTel]] Fax [[PracticeFax]]

[[Today Date]]

[[RolodexName]]
[[RolodexClinic])
[[RolodexAddress]]
[[RolodexCityStateZip]]

RE: [[LastFirsthI]]
DOB [[DOB])

Dear Dr. [[RolodexMame]]:

| recently saw [[FirstName]], a [[Age]] year old [[Gender]], for a comprehensive eye examination
As you know, [[he/she]] has a history of NIDDM. [[He/She]] states that [[he/she]] is currently taking
the following medications: [[Medications Taken]].

On [[hisMher]] visit today, [[he'she]] had best corrected acuities of 20020 in each eye. Pupils, ocular
matilities and anterior segment were normal. Mo inis rubeosis was noted. The dilated examination
revealed a normal fundus in both eves. No neovasularnization at the disc or elsewhere was noted.
Mo other retinal vascular abnormalities were evident

Inserting Fields can be done using the dropdown list at the top of the Report Designer. A full list of
available fields[ie2 are listed below.

g_'_,;l:.‘[!nsert Field ]

DESCRIPTION 1 CODE @
Date - Taday's date [[Today Date] =
Date - Today's date + 1 vear [[Today Drate+
Date - Today's date + 2 years [[Today Date+
Date - Lazt exam [[Lagt Exam])

Date - Lazt exam + 1 vear [[Lagt Exam+1
Date - Last emam + 2 pearz [[Last Exam+2
Date - BEQUEST date from user [[Request Dat
Patient - Mame [Full, Firzst Last] [[FirstLaztM am
Fatient - Mame [Full, Last First] [[LastFirzthd|]]
Patient - Mame [First anly)] [[FirztH ame]]
Fatient - Mame [Lazt anly] [[Lazth ame]]
Fatient - Salutation [[HameTitle]] Qj

Images

In addition addition to static text and FIELDS, you may also insert static images in your documents.
These may be logos or signature blocks or any other image you desire.

o
&
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WARNING: Images consume lots of disc space and if you embed a large image in a report, then each
and every report you save will have a copy of that image saved to the database. It is recommended that
you limit embedded images to small (under 10K) size. Examples would be a signature block. Typically,
images that are embedded should be in “.jpg” or similar format, since they are highly compressed.

To modify the properties of an image, right-click the image to pull up the Image Attributes dialog:

Image Attributes r$_<|

Layout and Position lSize and Distance ] Saving Options ]

Wrapping Style:
O O ‘ O
In Line with Text Top and Baottom Square
Posttion Style:
-

- -
Horizontal Alignment:

(5 (& ] (5 b {+

Absolute Posttion: El inch  tothe left of paragraph

Wertical Alignment

Absolute Postion: 3 inch  below paragraph
0] 4 | Cancel

When saving the image there are three ways of doing so:
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X]

Image Attributes

Layout and Position ] Size and Distance Saving Options l

Saving Style:

% Embed data in document
" Embed original file reference
(" Export image and embed file reference

Filz name and type:

File name: |

Save as bype: | j

Saving Options:

Resolution: 95 3 dpi
Compression Guality: El i

QK | Cancel

Embed data in document

This is the simplest way, but can quickly fill up your report database. Only use very small, low resolution
images with this method. To convert and resize your image, use a product like Snaglt (www.techsmith.
com) to reduce the resolution. If you embed too large an image you will receive a warning when
attempting to save.

Embed original file reference

This is the best way to incorporate larger image files; the image is save seperately from the document
and is displayed only when you open the document. The drawback is that the image must be stored in
the database folder on the network. So create a subfolder in the C:\ezHW _Data folder called "Embedded
Images" and then add your images to that folder (for instance signature stamps or practice logo). To
insert the image, click the menu item Insert->Image->Move with Text in the Report Designer:

Format Table Window Help

Text... i i)
Headers/Footnotes  # iy

Ohject » Fixed location

Page Break

When the Insert Image dialog shows, navigate to your network database folder. Click on the image you
wish to embed and click open. When you save the document, a link to this path to the image is saved.
When you create a report this same path is maintained.

© 2011 Iccomplish, Inc



Working With Encounters

Insert Image

359

Loak in: | £5) ezHW _Data ﬂ = ﬁ -
5 I Claims
: |Co)Documents
My Recent ge:
Documents %
@ ﬁF‘riur
Desldop
My Documents
My Computer
My Netwo File name: | j
Places
Files of type: J‘."'.n'inu:lu:uws Bitmap{ BMF) ﬂ Cancel

7.6.2.1 Available Fields

Codes that can be Inserted into Reports

Fields available within Encounters:
[[Ocular Hx]]
[[Medical Hx]]
[[EntireNote]]

[[All SOAP Notes]]
[[SOAP Only]]
[[History Only]]
[[VA_OD]]

[[VA_OS]]
[[VA_TYPE]]
[[Tono_OD]]
[[Tono_OS]]
[[Tono_Method]]
[[Tono_Time]]
[[Medications Taken]]
[[Allergies]]

[[Social Hx]]

[[Family Hx]]
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[[ROS]]
[[Subjective]]
[[Objective]]
[[Assessment]]
([Plan]]
[[Treatment]]
[[Follow-up]]
[[CPT Codes]]
[[ICD-9 Codes]]
[[E&M Coding]]

[[Rx Datel]]

[[Rx Date+1]]
[[Rx Date+2]]
[[Today Date]]
[[Today Date+1
[[Today Date+2]]
[[Last Exam]]
[[Last Exam+1
[[Last Exam+2]]
[[Enc Date]]
[[Enc Date+1]]
[[Enc Date+2]]

[[Request Date]] Prompts the user to enter a Date
[[Consult Reason]] Prompts user to enter a Consult Reason
[[RolodexName]] Prompts user to select name from the Rolodex

[[RolodexNameDegree]]
[[RolodexFirstName]]
[[RolodexLastName]]
[[RolodexInitial]]
[[RolodexSpecialty]]
[[RolodexDegree]]
[[RolodexClinic]]
[[RolodexAddress]]
[[RolodexCityStateZip]]
[[RolodexTel]]
[[RolodexFax]]
[[RolodexNotes]]
[[RolodexEmail]]
[[RolodexFullAddress]]

PATIENT INFORMATION
[[FirstLastName]]
[[LastFirstMI]]
[[FirstName]]
[[Initial]]
[[LastName]]
[[NameTitle]]
[[Suffix]]

[[Agel]

([DOB]]

[[Home Tel]]
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[[Day Tel]]
[[Email]]

[[Primary Ins]]
[[UCPrimary Ins]]
[[Primary InsID]]
[[Guarantor]]
[[Primary InsGrp]]
[[Primary Auth#]]
[[GuarantorDOB]]
[[GuarantorGender]]

[[Secondary Ins]]
[[UCSecondary Ins]]
[[Secondary InsID]]
[[Secondary InsGrp]]
[[Secondary Auth#]]
[[SecondarySubscriber]]
[[SecondaryDOB]]
[[SecondaryGender]]

[[Nickname]]
[[Employer]]
[[Occupation]]
[[Chart#]]
[[UCFirstLastName]] UC means Uppercase
[[UCLastFirstMI
[[UCFirstName]]
[[UCLastName]]
[[UCNameTitle]]
[[UCSuffix]]
[[UCPrimary Ins]]
[[R1] Patient.Race
[[Gl]
[[UCgender]]
[[Gender]]
[[He/Shell
[[he/she
[[His/Her]]
[[his/her]]
[[Him/Her]]
[[him/her]]

[[PatFullAddress]] Multi-line address
[[PatAddress1]]

[[PatAddressZ2]]

[[PatCity]]

[[PatState]]

[[PatPostalCode]]

[[CustomName#1]]
[[CustomValue#1]]
[[CustomName#2]]
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[[CustomValue#2]]
[[CustomName#3]]
[[CustomValue#3]]
[[CustomName#4]]
[[CustomValue#4]]
[[CustomName#5]]
[[CustomValue#5]]
[[CustomName#6]]
[[CustomValue#6]]

PROVIDER/PRACTICE INFO
[[DrNameFull]]
[[PracticeName]]
[[ProviderFirst]]
[[ProviderLast]]
[[ProviderMI]]
[[UCDrNameFull]]
[[UCPracticeName]]
[[UCProviderFirst]]
[[UCProviderLast]]
[[UCProviderMI]]
[[PracticeTel]]
[[PracticeFax]]
[[PracticeEmail]]
[[PracticeWeb]]
[[PracticeAddress1]]
[[PracticeAddress2]]
[[PracticeCity]]
[[PracticeState]]
[[PracticeZIP]]

[[PracCityStateZip]][[PracticeFullAddress]]

[[GroupTIN]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProviderDegree]]
[[ProwNPI]]
[[GroupTIN]]
[[GroupNPI]]
[[GroupMedicare]]
[[ProviderLic]]
[[ProviderDEA]]
[[ProwNPI]]
[[ProviderDegree]]

[[Final SRx]]
[[sphOD]]
[[cylOD]]
[[axOD]]
[[addOD]]
[[addOD]]
[[prismOD]]
[[prismOD]]
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[[sphOS]]

[[cylOS]]

[[axOS]]

[[addOS]]
[[addOS]]
[[prismOS]]
[[prismOS]]
[[SRxNote]]
[[SRxRecommend]]

[[Final SRx]]
[[SpecRx]]

[[CLBrandOD]]
[[CLBCOD]]
[[CLsphOD]]
[[CLcylOD]]
[[CLaxOD]]
[[CLDIAODI]]
[[CLparametersOD]]
[[CLBrandOS]]
[[CLBCOS]]
[[CLsphOS]]
[[CLcylOS]]
[[CLaxOS]]
[[CLDIAOS]]
[[CLparametersOS]]
[[CLinstructions]]
[[CLRx]]

[[Final CLRx]]

([Med Rx]]

FOR USE BY THE SOFTWARE (DO NOT ADD/REMOVE)
[[SRxTool]]

[[CLRxTool]]

[[MedRxTool]]

7.6.3 Image Templates

When using the Drawing Tool there are a number of built-in templates. You can add your own templates
by opening the Image Template Manager.
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o= oo

Customize Reports & Letters
Manage Drawing Templates ;.
Edit Encounter Templates ﬁfl}

Customize SOAPwriter Editor

Options & Settings

To view or remove existing templates click and choose from the dropdown list at the top. Add new image

templates in the box at the bottom.

& |mage Template Designer

[

Image Template Manager

Avalable Templates: ]

_:J Remove

Freview:
Ciliary Musele Witeous Humor
Cili
B,;.;a:-y_ _~Selarn
Auaaus R
Fumors, ¥ 1% Fetna

Schlamm

I?-cnjunc'lwa/

Orbdal Muscles Rietinal Blood Vessels

Add Mew Drawing Template

Location: |Gy Documentsheye_diagram.jpg

AN U= |[E nter Dirawing T emplate Mame

Save

‘@H X close
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7.6.4 Encounter Template

Typically you shouldn't need to edit the Encounter Templates, but if you wish to use your own headings
or add special text, this is how to do it. Note that any text enclosed in {brackets} is a software tag and
should not be deleted. It is where the software inserts your text statements into the SOAPnote.

Lg@mize | Help

Customize Reports & Letters

Manage Drawing Templates
Edit Encounter Templates

Customize SOAPwriter Edinh

Options & Settings |

sror)

WARNING: Do NOT delete the tags in {brackets}! Your software will stop working properly if you do.
You can add all the text you want outside of the {bracket} positions. This text will appear on EVERY
encounter of this template type. IF YOUR ARE UNSURE, DO NOT MAKE MODIFICATIONS TO THE
PRIMARY TEMPLATE (EXAM, ADULT). It can be your "roll-back" template that you can copy/paste into
other templates as necessary.
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7.6.5

B Template Customization Editor

Encounter Template Customization Tool

Template Tile: |Exarn. Aduk

=

[Templabe Tith]
Commprahersme, Adul
[Dlcidar Histon)
{Oeidar Hetaiy}
[Medical Hishony|
[Medical Histo

o5

05
[Farby Histay]
\Family Hat
[Social Hishony]
1Siocial Hub
[ edicalians]
{Madizations Takan)
[Allesigoec |
[lerges)

ubjescines]

emagraphics}
ENCOUNTER TYPE- (Encounier T_l,lpz:'
FATIENT TYFE: (Patiert Typel{Patient Reconds)
LAST EXAM: (Last Exam}

{Chiel Complant}

{HP1}

{Sumphamz )

{Epmwasar Slatus]

[Cortact Hx)

[Curreni CLFx]

[Deudm Symphoma}

[Suby Commeniz)

{MedH= Reviewed}
[Obyective]

IMSTALUMENT READINGS:
(AU TOREFRACTION}
AU TORERATOMETF'YY

W

@[,/ Dkay || Xum|

Customize SOAPwriter

The SOAPwriter tool allows you to click on text statements to automatically add them to your note,
creating a sentence-by-sentence narrative. To customize these statements you need to use the
SOAPwriter Customization Tool. Pay particular attention to the structure of the templates as they

determine how your SOAPwriter statements will look.

To begin, you must select a category in the dropdown box at the top. The categories correspond to the
available SOAP fields (e.g. Medical History, Subjective, Objective, etc).
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= PickList Editing Tool

E

SOAPwriter Customization Tool

UL

Edit Mode Prewiew Mods I

|Eah:gn|i=s: Do Hi ~|  Standard Format Ewamgpbe: Fledness OF Fedness is ot noted. (CORJUNCT AT |

TREEVIEW EDITIMG: Use the lexl edin r\@luq: the tiee dala. Each lab i ane level on ths liee [Le. indenlalion represents the nss hisaichy.

Dlcaular History Ly -
Geretal Oeidar He Commants
OCULAR HISTORY OCULAR HISTORY: {0culs Hishoep]
UniemaikableUnismaikable. {Ocuda Hebaipl
Urnemaikable, detaled” Cumanl and past histon i3 urremarkable lor desases, nunes and amblpoma  In sddibon these 15 no history ol
ocular suigeny. [Dculsr Hetol
Ocular Ha urremark able0cular iskory uniemarkable. [Dcular Histon)
Al ocular bishory is negative except “8) coulsr history & negative sscept, {Doular Hisbary)
LAST DILATED EXAM:"LAST DILATED EXAM: (Dcudar History}
TIMELINE “TIMELINE : [Dcuar History
One morth. "0re month. {0cudan Hisso!
Theea mantbe. "Thies monthe. {0cular Hedowt
Ske monlbeSi moedhe. {Deular Histo}
Oine pearOne yaar {Deuls Heton)
T peaicTwo peaiz  (Dcular Hlsluy:'
Thies pemis*Thes pears. [Dcular History)
Four pemisFow pears [Doular Histony)
Five yearsFive pears. {Dcular Hissory)
S pearySix years. {Dcular Hishorg)
Seven pears™S even pears (0 cular Histond
Eight yaarzEight yearz. {0culy Histongl
Ten yeasTen vears. {Douly Histoer)
UncearUncetar, {Dcular Histowt
Since chikdhood Since chikdhood {Dcular Hestot
CongenkalCorganital {Dculs Hishary)

Oculer Condtians
OCULAR HISTORY:-0CULAR HISTORY: {Oculs Histoey]
CURRBEMT STATUS *Cuarent coular shabus: {Doulm Hlsbul}l]
REPORTED STATUS *Reported past coulyr status; {Douds Hlm'n}l]
Al ocudar history is negative except 8 ocula history & negative scept. {Dcular Hishoryl
Accommodative lnsufic. “Eccommodaive InsuficiencylDcular Histor -

@ n S xchna:

The data displayed in the Edit Box is the raw codes used to create the SOAPwriter statements. They
follow a specific format and represent levels (much like a tree has branches). Each tab is one level on
the tree so the amount of tab indentation represents the tree hierarchy.

Plan
OCULAR TREATMENT PLAN*0OCULAR TREATMEMNT PLAM: {Treatment Plan}i
CPM*Continue present medications. {Treatment Plan}
TaperB egin taper of medication. {Treatment Plan}
Statement Title

Example: "CPM"

Required: Yes

Visible in SOAPwriter: Yes

Inserted into SOAP Note: No

Note: is what you see in the SOAPwriter tool, BUT MAY NOT be what is inserted into the SOAP
note. This is usually an abbreviated form of your text statement.

Divider Code

"k

Example:
Required: No

Visible in SOAPwriter: No
Inserted into SOAP Note: No
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Note: Required only if a "Text Statement” is present. Is used to separate the Statement Title from
the Text Statement.

Text Statement

Example: "Continue present medications.
Required: No

Visible in SOAPwriter: No

Inserted into SOAP Note: Yes

Note: The actual text which is pasted into SOAP note. Generally it is advisable to include two text
spaces after sentence period so following sentences don't run together.

Category Tag

Example: "{Treatment Plan}"

Required: No

Visible in SOAPwriter: No

Inserted into SOAP Note: No

Note: Required if a Text Statement is present. The code/tag must contain in curly brackets and
must be an existing template keyword[363 (e.g. {Acuity}). This is the location in encounter
templates where "Text Statements" will be placed.

New Line Code

Example: "% %"

Required: No

Visible in SOAPwriter: No

Inserted into SOAP Note: Yes

Note: Only applicable if a Text Statement is present. This forces a linefeed/return at the end of the
sentence so that Text Statements that follow start on a new line.

In the example abowe, the primary heading is "Plan". Since the text has no associated codes/tags it will
not paste any data when it is clicked on in the SOAPwriter.

B SOAPwriter

SOAPwriter - Text Pick-List
.

OCULAR TREATM

g Clicking the Plan heading has

[ CPM no effect since there is no
H;?E‘TA ; associated Text Statement.
el

[ Refer for surgem

The second line is the a full text statement ("OCULAR TREATMENT PLAN"). Checking the box will
cause this heading to insert into the SOAP note. Since it is followed by the New Line Code "% %" it will
also insert a linefeed/return and the next statement select would go on a new line.
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B SO0APwriter

SOAPwriter - Text Pick-List
[ Plan

- TR0 4R TREATMENT PLaW Clicking the "OCULAR
#P_Mﬂ TREATIMEMNT PLAN" will insert
Taper the associated statement

O D/C Meds (which in this case is the same
[ Refer far surgeny as the heading).

The third line is another full text statement (a subcategory of the OCULAR TREATMENT PLAN). The
display would show "CPM" which reminds you that the full text to be inserted would be "Continue
present medications. " with the two spaces at the end of the sentence.

B SOAPwriter

SOAPwriter - Text Pick-List

O Flan
= DI OCULAR TREATMENT PLAN oo the heading "CPIM®

M ‘: = will insert the associated

aper :
statement {"Continue present
O 0/C Meds r 5
medications.
[ Refer for surgem

Notes

¢ All keyword codes must include the {} brackets

Do not put in blank lines, they will disrupt the tree structure.

In the editor, you can select blocks of text and use tab (or shift-tab) to mowe text right or left.

Don't forget the keyword codes at the end of a text statement; the tree will be disrupted/shortened

Use the indentations in order. Each level should ONLY be one deeper (one tab) than the one prior. In

other words, do not indent one line one tab and the very next three tabs.

¢ Use the New Line code "% %" for lists and headings. Leawe it off for statements that will likely form
paragraphs.

¢ There is no limit to the number of levels or text statements you wish to add

7.6.5.1 Template Keywords

These keywords are used in the SOAP note (and SOAPwriter tool). They must be enclosed in one pair
of curly brackets to be recognized. Only ONE keyword should appear in the section. Keywords cannot
be mowved from one category to another (e.g. {Symptoms} can only appear in the Subjective category).

You can change the order, but we do not recommend deleting keywords under any circumstances.

Ocular History
{Ocular History}
Medical History
{Medical History}
Review of Systems
{ROS}
Family History
{Family Hx}
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Social History

{Social Hx}
Medications

{Medications Taken}
Allergies

{Allergies}
Subjective

{Demographics}

{Encounter Type}

{Patient Type}

{Patient Records}

{Last Exam}

{Chief Complaint}

{Lids/Lashes}

{Sclera}

{Conjunctiva}

{Cornea}

{Staining}

{Tear}

{Iris}

{Anterior Chamber}

{Angle}

{Gonio}

{Lens}

{Tonometry}

{ANTSEG}

{ONH}

{Vitreous}

{Macula}

{Vessels}

{Posterior Pole}

{Peripheral Retina}

{POSTSEG}

{Ophthalmoscopy}

{DFE}

{Dilating Drops}

[Assessment]

{Assessment}
Plan

{Refractive Plan}

{2nd SRx}

{Contacts Plan}

{Treatment Plan}

{Patient Education}
Treatment

{Treatment}
FollowUp

{FollowUp}

7.6.6 Settings & Options

The various options for program operation and user details can be set on the Program Settings &
Options screen. Click the Settings button in the Chart Navigation section (or under the Customization
menu).
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Ib Lab Results H hﬂl'n.. Vitals
[ = H@‘f‘tb
@)\’T}j Sign H X close

General Settings

General Settings

£ . Eettings

[v Auto-select provider for reports/Rx's as currently logged user
Date Format to display on Reparts

| mm/ddyyyy ~| Date Preview: 03f05/2011

[ Manage CPT Codes H Manage ICD-9/10 Codes

Auto-select provider for reports/Rx's as currently logged user
Determines whether the current user is selected as the provider for certain reports/Rx's.

Date Format for Rx/Reports

Allows customization of the way a date is printed on reports (for example, mm/dd/yyyy format). You
may use one of the three predefined formats or create your own.

Manage CPT Codes

All the codes you need to bill for senices and products can be entered in the Products & Seniice
Codes screen. Some standard codes are pre-populated, but you will need to edit the Fee and Tax
fields to reflect your practice fee schedule.

Manage 1CD-9/10 Diagnosis Codes

You can add, delete, or edit the Diagnosis Codes (ICD-9 or ICD-10) using this utility. These codes
are used on the FeeSlip in the diagnosis column and in the Assessment/Plan section of an
Encounter.

User Details
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Lser Details
First Mame ML Last Mame Degree Suffix
|Ima 3 Doktor joo  ~|
Title Position D Type 1D Mumber
OtherID1 v |
State Lics OtherID2 v |
jos4844 OtherID3 v |
DEAF

| Security Settings

LJFIN UserMame: [idoktor Change Password

MPT
|1093243344 v Setme as the default user for this computer;

Security Setting: Lewel 10 Type: Provider

This screen allows the user to modify their own information, including license and insurance ID numbers.
Certain items (such as security level and user type) can only be modified in the Admin settings.

User Name/Password

You can change the username here as well as the password (if the current password is known;
otherwise the Admin account must be used to reset it)

Security Setting

The user security level is visible (but only modifiable by the System Administrator). The user can,
however, change their username or password on this screen.

Set me as the Default user

On each computer (network or solo), the default username displayed at startup ( on the LOGIN
screen) is determined by this setting. The user who primarily uses this computer should check this
box.

Folder Paths

Folder Paths

/JI Set Default Folders:
Default folder to save created PDF copies:
|E:RezHW_Data'\DDn:uments'\

Default folder to store Patient Photos:
|C:hezHw_DatahPhatos'

Default folder to store Attachments/Scanned Docs:

Default folder to store Database Backups:
||:Z"-.EZHW_B ackuph

2]

2]

(=]

2]

Set default locations for the following folders:
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Path to PDF documents

When saving a PDF version of a report or Rx, this is the default location when asked to sawe file.
Typically this would be your "My Documents" folder.

Path to Patient Photos

If you are capturing patient photos to include in the Patient Demographics window, this is the default
location to store them. Typically this should be "C:\ezHW _Data\Photos".

Path to Database Backups

The default location where ezBackup stores backup images of your database.

Custom Lists
Custom List Settings

Select List to Edit: |I:|:|nta|:t Lens Calor Choices ﬂ

List Ttem | Additional Data |

Blue
Brown
Green
Grey

|

AddMNew | Edit | Delete |

Throughout ezChartWriter, there are various lists and choices that can be customized. You may edit or
add to these lists by performing one of the following:

e Selecting list to edit in the dropdown box at the top.
¢ Clicking on the item to edit, or alternatively, selecting the NEW button to add an item to the list.

Report Settings
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Report Settings
Set Default Margins and Page Setup for:

ReportsjLetters | Prescriptions | Encounter Reports |

Select Default Reports to Use for Rx Viewing,/Printing

Default Report to Use Default Report Title
Blank Rax: |Medi|:.a1j|:un R ﬂ |
Med Rx: [Medication Rx j |r~"led Rx

Spec R [SRx (2 yvear expiration) - Grid Format ﬂ |Spectade Ry
CL Rx: |Contact Rx {2 yr Exp) - Grid Format ﬂ |CLRx

[ When dosing reports, Auto Save instead of prompting to save,

Default Margins

The margin to use for reports, letters, Rx's and encounter printouts (if not set in the Report
Designer) or otherwise not specified. This setting applies globally to all reports that do not allow you
to set individual margins (e.g. when printing notes).

Default Report to Use

Allows the default report for each Rx type to be selected, as well as setting a default title. The four
main Rx categories are: Blank Rx, Medication Rx, Spectacle Rx and Contact Lens Rx.

Auto Save

In some cases, you can specify that the software save your report without being prompted first.

Tool Settings

Tool Settings
Diopter Step Selection Mouse button for fine diopter movements:
* Default to 1/4th steps * Left Button
" Default to 1/8th steps (" Right Button

v automatically copy first CL brand to other eye [&
v Save all new Rx's to LogBook [v Open to "Examsheet View"™

Select Default Font to use for Rx Data (inserted text) Default Rx Type (Wizard Tool)

Blank Rx: |.-5.rial j | 11 ﬂ " Hank Ry
Medication R |Cu:uurier Mew ﬂ | 11 ﬂ {* Medication R
Spectade Rx: |Arial j | 11 ﬂ " Spectade Rx
Contact Lens Rx: |Arial ﬂ | 11 ﬂ {" Contact Lens Rx

Allows customization of the Rx Tools in ezChartWriter. The available options include the following:

Diopter steps

Applies to spectacle and contact lens Rx’s. Can be either the standard 1/4 steps or in 1/8th
steps (rounded to 2 digits howevwer).
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Mouse button

For fine adjustments on spectacle or contact Rx tools. Basically, this allows for the reversal
of the effect of clicking on the right or left button. The default for fine movements is the left
button (i.e. clicking with the left button increments or decrements the power by the default
diopter step amount; the right button “jumps” to the clicked location.

Automatically copy first CL brand to other eye

Auto copies the selected contact lens brand from right eye to left (default is true) in the
Contact Lens Tool.

Save all new Rx's to LogBook

Default is true; can be overridden when creating Rx with the Rx wizard.

Set default fonts

Set default fonts for the Rx data being inserted into reports. This can be modified if your
reports are exceeding a full page when Rx data is inserted.

Default Rx Wizard

No longer used; the Multi-Medication wizard allows you to select the tool you wish to use.

Custom Chart Settings
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B Options - Misc Tool Settings

*XJ Chart Preferences & Settings

Custors, Chart

- E.Hefractiun Tool | Cantact Lens Taal ||Exam Findings Tool || Future Use-
! General Settings - |t e it O et SR vl o
General Settings |Sul:||ectwe Findngs | Automated Instruments || Visual Acuity Taal

—~Default Screen to Open Chart — Specifies whether a chart opens in SOAP
Folder Paths format or in Examsheet format, Switch
e (+ Exam Sheet (" SOAP format back and forth with "ViewMode" button,
+.~| Custom Lists
2y =]

——| Report Settings Diopter Step Selection Spedfies the default dioptric power

T | Tool Settings # 1jdthsteps ¢ 1/8th steps (lensometry, refraction, etc). This is

steps to use with the various tools

set as a global setting, but can be
adjusted directly on each individual toal,

Help h

‘@)H¢ Okay H x[:an-::el ‘u Apply ‘

General Settings
'Refraction Tool | Contact Lens Tool
General Settings | Subjective Findings

 |ExamFindings Tool | -Future Use-

| wtomated Instuments | Visual Acuity Tool

-Default Screen to Open Chart
{¥ Exam Sheet { SOAP format

[v Display exam sheet full-screen

-Diopter Step Selection
f 1/4thsteps ( 1/8thsteps

rDefault CFT Code Set -

f+ ICD-9 f° ICD-10

Spedfies whether a chart opens in SOAP
format or in ExamSheet format, Switch
back and forth with “ViewMode" button.

Spedfies the default dioptric power steps
to use with the various tools (lensometry,
refraction, etc). This can be adjusted
directly on each individual toal,

Specifies whether you will be using ICD-9
codes for the Assessment or the newer
ICD-10, [ICD-10 codes are available on
Plan/Assessment soreen]

Default Opening Screen

The Encounter can open to either the Exam Sheet or SOAP format when beginning a new
charting session. Switch back and forth with "ViewMode" button.

Diopter Step Selection

Specifies the default dioptric power steps to use with the various tools (lensometry,
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refraction, etc). This can be adjusted directly on each individual tool.

Default ICD Code Set

Specifies whether you will be using ICD-9 codes for the Assessment or the newer ICD-10.

Subjective Findings
Fefraction Tool Contact Lens Tool Exam Findings Tool -Future Uze-
Gerneral Settings | Subjective Findings E.-'i‘-.utumated | nstruments Wizual Acuity Tool

Arrow Selection for Patient Ha;

| Dicular Hx You can specify which History tools are set to
| Medical Hx MORMAL when you didk the green History Auto-Fil
ROS Arrow. Double-dick an item to incude/remaove it
S Eediy i from your Arrow Select.
Social Hx ] Ccubie | Sucils | FamipHa =
7| Medications ﬂ Medealbs | A0S | Hecicsfiors | Detai o

On the Subjective Findings tool, the green arrow next to the patient history section allows for the various
sub-sections to be marked "All Normal". This tool lets you indicate what you wish to have

Automated Instruments Settings

Refraction T ool Contact Lens Tool | Exam Findings Tool -Future Use-
General Settings | Subjective Findings | Automated Instruments Vizual Acuity Toaol

Automated Intr ttol t
SAEIh L TAmET e If you have an auto-refractor

|T|:-|:u:|:-n KR-3300 AR fAK j linked via ezInstrumentiink
software, these settings

Path to ezlnstrumentLink data files (UpLink folder): b e whak e At
|E:HezHW_Data'\Instr_D ata g instrument is and where to look
for the import files.
Default Start Values
Spedifies the beginning "™armal”
Tonometry Default: |12 i tool position for the Tonometry
Keratometry Default: |43.50 - and Keratometry tools.

Default Automated Instrument

If you have an auto-refractor/keratometer linked via ezlnstrumentLink software, these settings
determine the default instrument.

Path to ezInstrumentLink Files

Specifies the path to where the instrument import files are located.

Default Start Values

Specifies the beginning "Normal" tool position for the Tonometry and Keratometry tools.
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Visual Acuity Tool Settings

R efraction Tool Contact Lens Tool Exam Findingz Tool -Future Uze-
Gemeral Settings | Subjective Findings | Automated Instruments | Yisual Acuity Taol

Default Acuity Format Spedfies whether you wish acuity choices to be
* Snellen in Snellen 20,20 format, metric &/& format or
~ Metric decimal format. Applies to all tools that allow
acuity selection,
{ Decimal

Bilateral VA Defaults to 20,20
The VA Tool can display can display bilateral
{* Bilateral Acuity is blank acutly already set to the default (e.g. 20/20), or
(O Bllateral Acuityis defaxit you can leave it blank. You can switch back and
forth easily.

Default Acuity Format

Specifies the format (metric, snellen or decimal) depending on your locale or preference.

Bilateral VA Default

If you routinely include bilateral acuity you can default to 20/20 (or metric equivalent)
otherwise it will be left blank.

Refraction Tool Settings

General Seftings Subjective Findingz Automated |nzstuments Wigual Acuity Tool
| Refraction Toal | Contact Lens Toal Exam Findings Tool -Future Uze-

Select Default “Additional Data”™ Tab P S—— Yy S —

tabs in the "Additional Data” section

Refractive Summary ﬂ which you would like to display as a
default
Subjective Refraction Specifies if you would like the Binocular

Balance checkbox selected automatically
and what warking distance vou use for

Mear Point VA Distance: |167 near point VA,

v Auto-ched: Binocular Balance (BE)

Default Additional Data Tab

Specifies the tab that will display when the Refraction Tool is first opened; typically the
Refractive Summary is shown (since it includes any AR/AK/Lensometry data imported or
entered).

Binocular Balance

If you routinely do binocular balanced refractions you can hawe this box auto-check.
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Near Point Distance

The default distance (in inches or cm) for the placement of the near point card for visual

acuities.

Contact Lens Tool Settings

Feneral Settings Subjective Findings Automnated Instruments Wigual dcuity Tool

Frefraction Tool Contact Lens T ool

Toric Lenses

Toric Auto-Conversion, nearest axis mark:

10 degrees -

O Customize List of Contact Lenses ‘

Toric Lens Conversion

When using the "Toric Conwersion" button, the nearest axis mark can be indicated (typically

10 degrees).

Customize List of Contacts

Exam Findings Tool -Future Lze-

Spedifies the accuracy for the toric axis
(rounding) when dicking the contact lens
Power Conversion button,

You can add contact lens brands &
parameters, as well as set your
"Favorites” with this button,

The list of available contact lenses can be customized. Use the "New" button to add a
contact lens. The available parameter fields are: Manufacturer, Brand Name, Base Curve,

Diameter and Type (soft or rigid). Use the "Mark as Favorite" checkbox if you would like the
contact lens to appear near the top of the list. If you are entering a RGP lens, you can leave

the BC/DIA fields blank (to be entered when creating Rx/order).

379
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- Customize Contact Lens List

€ Customize Contact Lens List

M anufacturer | Brand | BC | Dia | Type | Favnrite?j
RGP Sportzight GF RGP Falze
RGP ThinSite RGP Falze
RGP TRAMS-AIRE RGP Falze
Wiztakon 1 Day Acuvue 85 142 5SCL Falze
Wiztakon 1 Day Acuvue 9 142 SCL Falze
Yiztakon 1 Day Acuyvue boigt a5 142 5SCL Falze
Yiztakon 1 Day Acuyvue boigt 9 142 5CL Falze
Wistakon ACLvUE a4 14 SCL Falze
YWiztakon Acuvue 8.8 14 SCL Falze
Wiztakon Acuvue 91 144 SCL Falze
Wiztakon Acuvue 2 a3 14 SCL Falze
Wiztakon Acuyue 2 87 14 SCL Falze i
Wiztakon Acuvue 2 Colors-En 83 14 SCL Falze j
LT TN Eee LACPRTRTRT S I N PEER vy o7 14 ol C-lam

EDIT BOx

fiistakon = |1 Day Acuvue 85 w142 ~5CL |

| | . ‘ [ Mark as Favorite [max of 10)

Cancel Save Changes »>>»

Exam Findings Tool Settings
General Settings Subjective Findings | Automated Instruments | Yisual Acuity Taol
| Refraction T ool | Contact Lens Tool |Exam Findings Tool i_-Future Ulge-

Optic Merve Head

Default ¢/d ratio: |0.30 ,] Selects the default cupjdisc ratio for the
optic nerve head.
Set Fundus Eval Defaults |

Exam Profile "Set All Mormal Button®

Select Profile to Edit: D Preliminary Examination ~
0 - Comprehensive Exam j Mental Status T
. Adnexa
| | [ Prearicular Mode
Specdifies which exam buttons that are Ocular Motility
marked ™ormal” when the user dicks the Cover Test v

"Mark All Normal” button at top.

Optic Nerve Head

The default cup-to-disc ratio can be set here.

Fundus Evaluation Defaults

When using the Exam Findings tool, you can set the Fundus Evaluation defaults by clicking the
green arrow (pre-fill data). The Defaults Setup is an exact duplicate of this section; simply mark the
items you wish to use as your defaults.
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H Setup of Fundus Exam Defaults

U Fundus Defaults Setup

Thiz iz an exact duplicate of the Fundus Examination Methads bax on the
Guick Exam Tool Simply zelect the checkboses to be zet ag defaults.

Fundus Evalutation Method

" Mot Perfarmed & Dilated Exval " Retinal Imaaging
(" Small Pupll BIO 7 Undilated Eval  © DFE w¢ Imaging
Dilated with:

[ 1gte [ 2qtts | ﬂ

Evaluated with:
[~ 780 lems [ 200 BIO lens [ scleral depression
[ 900 lens [ PRZ2ZZ2BIOlen: [ direct opthalmoscope

[ Other: | ﬂ

Notes:
[ Patient advized of effectz of DFE [ DFE refused AME
[~ DFE ta be rescheduled [~ DFE not indicated
[ DFE declined [~ DFE contraindicated
[ Fundus imaaing perfarmed [ Recent DFE
9/] ‘¢ Okay H x Cloge
Exam Profiles

Specifies which exam buttons that are marked "Normal" when the user clicks the "Mark All Normal"
button at top. Select the profile to edit and use the checkboxes on the right-side to mark which
items should be marked normal.
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ezinstrumentLink

The ezlnstrumentLink software will help you import data from your instruments. Certain instruments (e.g.
Marco/Nidek) use their own software. If your instrument is not listed, please email us with product

information and a contact person at the manufacturer and we will try and add it.

#% azlnstrumentLink Z”E'E'

ezinstrumentlink ™

Patient Infarmatiar

[ Click to Select Patient._.

Last Mame || Chart M.
First Mame | [ nitial

" Male " Female fge| [ { Clear ][ & Capture ]

Enter patient data to start...

[l save || B3 cancel |

‘@’)H X ciose
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Use the Options menu to setup the instrument serial port parameters. The baud rate, data bits and
parity MUST match what your actual instrument displays. Think of the two sides as speaking a foreign
language and both must speak/understand the other. The settings are the means to ensure this.

Error Logaing

Faolder to zave data files:

|E: hezHw_Datahlnstr_Datah J
Drefault instrument; |Instrument1¢3 ﬂ

[ [natrument #4 T [nztrument #5 T Inztrument #5
Instrument #1 T [ngtrument #2 T Instrument #3

Instrument Settings

Mame: |Topeaon 8800

Tupe: | TopCon AK/4R -

Data Part Settings

Port name; [ atabitz Stophitz
CoM1 - | |7 x| 2bits ]
Parity Baudrate:;
|[EVENPERITY | |9800 >l
| Retore Defaults | (] | Cancel

8.1 TOPCON Instruments

TOPCON Instrument Settings:

Settings for the Topcon 8800 AR/AK from the initial menu data print out:

BUZZER = YES

DPTR SHI FT = +0. 37
AVERAGE DI SP = NO
DATE = TODAYS DATE
INIT AUTO = YES

CD MEMCRY = NO

CREDI BI LI TY NUM = NO
ADD MODE = NO

DI SPLAY STYLE = LAYQOUT1
SERI AL NO. = 1307
SERI AL OUT TV = YES
SERI AL OUT PRT = YES
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8.2

SERI AL RESET = NO

I NSTRUMENT NO = 01

I NSTRUVENT TV = NO
I NSTRUMENT PRT = NO
PRI NT TYPE = ALL

SE DATA = NO

CL PRINT = NO

BAR PRI NT = NO
AUTO PRI NT = YES
DATA ORDER = D/ MM
PRINT R'L = DATA

CL INPUT = STD1
DATA FORVAT = STD1
BAUD RATE = 9600
OQUTPUT DATA TYPE = ALL

ezinstrumentLink Settings:
Topcon8800

databit = 7

stopbit = 1.5

parity = noparity

baudrate = 9600

Marco/Nidek Instruments

Use the MarcoConnect software to save your data file (which will be imported into ezChartWriter using

the Import Instrument Data Tool78)).

& Marco Connect Ver 8.1.0.16

EoX

File  Tools Help
‘HHEAMEE B8 e

“Device 1 |
Active Protocol |{NCP10 v
[] Linked
Model
5100 v]
Parameters
Comm Port  Baud Rate  Data Bits Parity
I'I vi |24DD vil? vl!E\ren v!
] Popup [ Manual ] [ Load RT ]

© 2011 Iccomplish, Inc






388

ezChartWriter User Manual

9

9.1

Appointment Scheduler

ez ApptScheduler

Appointment Scheduling Software

¢ Howdol?

Create a new appointment?}9d)
Edit/change/move an existing appointment?[40M
Select the viewing mode?[393)

Set calendar options?koR

Set appointment types?kod)

Use special features?[402)

Appointment Scheduler Module Overview

The Appointment Scheduler Module is an add-on to the main module which allows you to schedule and
manage appointments. It is currently limited to a single provider (although you can book multiple
providers 408 by customizing the Appointment Types[408). The display is graphical and you can easily
mowve and resize appointments with your mouse. The display can be set to day, week or month view. Or
use the mini-calendar on the right side to select any range of dates.

Main Screen

The Main Screen is divided into three primary work areas, plus the menu at the top:
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B azappschodaen

Wiewing options

I- b | e | e | [ Teeineroe G o O Fwes ] wacowmnge January 17 - 24, 2011

AW JuEE L W
il [P id Tupsing ii ecpaing il Tssiee i g i Saiidng MTWTFEE

- - - ; ]
' ] I E3A56TEE
= FE1I113411 0
L [ s
| MBI AN
|
| 3
| MTWTFGE
|

=

: o
| P ppotment R

Date

Overview

c ( Main Appointment area
|
|
|
|
|
| |
i |
|
|

i 1

Viewing Options
Allows you to select the View Mode[393) (Day, Week or Month) as well as setting the Timeline and Multi-
column mode.

Date Overview

The Date Oveniew shows at-a-glance the next six months. It allows you to jump to specific dates. You
can also select date ranges to display: do this by clicking and selecting an area within the Date
Oveniew calendar.
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MTWTFSS
127283293031 1 2
213456 789
3101112131415 16
417 18[19]20 21 22 23
524 25 25 27 28 29 30

12114 15 16 17 18 19 20
521 22 23 24 25 26 27
1425 29 30 31

The above selection will show the date range January 31st to March 13th onscreen:
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Main Appointment Area

This is the area where appointments are created, edited and displayed. The View Options determines
how the screen will look. To create an appointment you double-click where you wish the appointment to
occur.

9.2 Menu Options

The menu at the top of the main screen allows you to view, print and customize your schedule.

Print the Schedule

The daily schedule can be printed in one of three ways: Full Day Schedule, Appointment List Only and
Month/Week View.

R4 ezApptScheduler

Calendar View Appa

Print Cirl-+pudl

O] Exit 1%

The Print Options screen will appear.

= Print Options

Select the type of Report you wish to view:

Day to print: 'Monday, January 31, 2011 \:’I

Print Appointments Only ]

Day to print: |Monday, Januar 31, 2011 V|

Time Range: 7:00:aM = to 7:00:PM =

’ Print Full Day Schedule ]

Printout of screen view {week/month only)

[] B/ ’ Print Month/Week View ]

Select the appropriate Day and/or Time Period for the report. The Month/Week View will default to color
preview unless you select the "B&W" checkbox. Once the Report preview displays, you can print it to
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your selected printer.
Calendar View Format

Calendar View

Single Day

5 Day Week

7 Day Week

Refresh View

The calendar screen can be displayed is several formats, ranging from a single day up to a full month
view. Once the screen updates to the new display, you can use the tabs and checkboxes at the top to
further refine your view (in Week View only). The Refresh View option forces an immediate update of
the calendar to show all appointment changes that might have occurred over the network. Note that the
refresh occurs automatically every few seconds and you should rarely have to use this option.

Day Week Month *) Workweek () Full week MultiColumn mode

Work Week
The work week consists of the days you selected in the Options screen as your work days (typically
Monday-Friday, or Tuesday-Saturday).

Dy ] Ve I izt (o Workwast [ Sollwwsk [2] BUSCsime s £ ]hnuar-,.- 3.1 -FCL‘."LIHI'!!I 64. 2311

mn Marday L\un; a oaaray 3 —— % Freday A

- |
Wark week view
anly includes the

#braham, Stcla Hec
[Pro] Ak Pamdcad - Al

(gt By Tees, T B UFEAA11 FORAT

Full Week
Shows all seven days of the week, irrespective of the default work days you hawe set. This is useful if
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you schedule patients on a weekend very rarely.

Multicolumn Mode
Converts from the 7 day work week column view to a spread view. The checkbox has no effect in 5 day
view.
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[ N — | "*__:_.;:1-{'-:__(' : F:,..:_ « = January 31 - February 06, 2011 B
- Mosday,

Q |
While in Full Week mode you can

uncheck the multicolumn box to see the
weeks appointments is spread view.

Temsdary, Fbraary 01 Fricay, Fabruary 4
Wedieiday, Febreanyg (13 Satueday, Febewary 05

) sbrahu, Stels Mo [Fve] A% Medkced - 405
Sumvilay, Fetewsary 06

¥

When in this view, there are no displayed timeline tickmarks and although you can double click to create
an appointment you must manually adjust the appointment times.

NOTE: Double-clicking a day while in Month View will switch to Day View. Right-clicking in Day, Week
or Month View will allow you to create or modify appointments.

Search for Appointment

Appointments | Setup  Help

Search for Patient |

You can do a basic search for a patient on the schedule with this tool. It will find the closest matching
name on the schedule. The more complete the name you enter, the more specific the match. Note that
misspelling the patient's name may cause the software to erroneously report that no appointment
exists.

i Search for a Patient |:| @| E|

Patient: |Sample, ] |

You must enter the patient name in Last, First format (e.g. "Smith, J" would find Joe Smith or Jane
Smith, whichewver appears first; by entering the full first name the patient will be found).
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ezApptScheduler @

Sample, Joe R
2/11/2011 9:50:00 AM

Setup

Allows customization of the appointment types and the calendar display options.

Setup | Help

Options Ctrl+0

Appointment Types Ctrl+aA

Office 2000 Theme
Office ¥P Theme
Office 2003 Theme
Office 2007 Theme (Blug)
Office 2007 Theme (Silver)

Office 2007 Theme (Black)

ToogleCaption Bar
CaptionBarLayout

Toogle Right-to-Left Mode

Options
Allows you to set the work hours and days of the week you are in office. Also the default time scale.
See the Calendar Options[407 section for more details.

Appointment Types
The appointment display can be modified (for example, the color coding of appointment types or
category names). See the Appointment Types ko8] section.

Themes
The visual color scheme of the calendar can be modified by selecting one of the pre-set themes.

9.3 Select Viewing Mode

The Appointment Scheduler can display in several Viewing Modes:

Day View
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Day P ! Week ‘ Manth ‘ [] TimeLine mode

The Day View displays a single day's appointments. This view leaves lots of room to work with
appointments, but doesn't allow dragging appointments to another day.

Frank E. Stien
[33yo ] VE Aetna

T —

| Ida May Thempseon; PO Mo Insurance

Mike Powers; [45yo ] RGP Morthwest Sheet Metal Vision Trust

To rearrange the day's appointments, grab the appointment on the far left side (the cursor will change to
a arrowed-cross) and drag it to the new location.

| Frank E. Stien
[33va ] VE Aema

Ida Hay Thompson; 0 Mo Inoursnce

h‘ug\mtmo]n@ mmtmtmmf
Click and drag to / g

move appaintment

You can also right-click an appointment and cut/copy/paste the appointment.

Week View

Day ‘ Week l Month ‘ [] TimeLine mode

g

The week View is the typical view used by most offices. It allows a good oveniew of the day's
appointments with the ability to drag/mowve appointments between days.

Day | Week | Month *) Workweek () Full week MultiColumn mode

Work Week
The work week consists of the days you selected in the Options screen as your work days (typically
Monday-Friday, or Tuesday-Saturday).
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Wark week view
only includes the

o o
=| 2|s| L E]

10%

)

e HFEE #|

12"

uj

8l m“5| or

Full Week
Shows all seven days of the week, irrespective of the default work days you have set. This is useful if
you schedule patients on a weekend very rarely.

Full seven
day view

o -l
& z|s| | M =

[ | u}%

- -
e o
a|u:§3|ais|s

-
B

il

‘| a1“§| o8] o aa"E| o ¥

Multicolumn Mode
Converts from the 7 day work week column view to a spread view. The checkbox has no effect in 5 day
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9.4

view.

Day e ] ey 7 Wk v [ ‘Jv{':‘}[mruh Fu ]ﬂl‘lu.ﬂr'p' 3‘1 'Fébﬂlﬂn" 06, 2011
HMosday,

Q |
! While in Full Week mode you can

uncheck the multicolumn box to see the
weeks appointments is spread view.

Temudary, Fabramry 01 Fricay, Fabruary 04

Wedaeiday, Febreany 11 Satueday, Febewary 05
) sbrahu, Stels Mo [Fve] A% Medkced - 405

Sumvilay, Fetewsary 06

¥

When in this view, there are no displayed timeline tickmarks and although you can double click to create
an appointment you must manually adjust the appointment times.

Month View

Day i Week | Maonth | [ ] Timeline mode
| | &’]L
Displays a full 30-day view with all appointments condensed to allow a general oveniew of the month.
Not recommended for creating appointments; as a matter of fact by double-clicking a day while in Month

View you will switch automatically to Day View. Right-clicking in Day, Week or Month View will allow
you to create or modify appointments.

Create New Appointment

Double-click anywhere in the Main Appointment area and the New Appointment screen will appear.
NOTE: The beginning time is based on where you click on the schedule; the time is much more
accurate on Day and Week view modes.
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w. Mew Appointment : 10:10:00 AM 2/9/2011 until 10:20:00 AM 2/9/2011

Patient: iﬂ || | " Patient Type: E
Telephone: () - | | click to Find Existing Patient | Patient Age: |
Insurance Carrier: | B Start Time: 10:10:AM -
Insurance ID=: . DOB: '_._,-'___f_'_| | End Time: 10:20:AM =
Exam Type: l! Appomtment Blocking
Urgency: H Unavailable Reason: '
Quoted Fee:
No Double Booking dunng this time penod
Display Color:
Notes:
I Mark as “Arrived"” ] l Flag as "No Show" I
| Mark as "Completed” || Flag as "Cancel’ |
*Shaded items are required to scheduls appointment. OK ] [ Cancel

Entering Patient Name
When entering the patient name, it is highly recommended that you use the Lastname, Firstname format
(with the comma and space). This is to allow effective searching.

Name Format Warning

) "_n. Flease enter the name in the format LASTMAME, FIRSTMAME to enable effective searching.
L

Finding a Patient that Previously Canceled

If a patient is NOT in the patient database, but previously scheduled you can enter the full name (Last,
First) and click the Tab key to pull up the prior data. Note that the name must match exactly.

Finding an Existing Patient in the Database

You can enter the first few letters of the patient name and press the Enter key to pull up a list of
matches. This works much the same as the QuickFind[410 tool in other modules. Alternatively, you can
leave the name blank and click the "Find Existing Patient" button which will display the Patient List with
all patients listed alphabetically.

Patient Information

The required information is the patient name, telephone number and insurance carrier. You cannot
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schedule an appointment without this information. NOTE: If you did not get a telephone number, enter
"000-000-0000" to save. This should only be done in rare instances. Other information is optional such
as age, patient type (new or previous) and date of birth.

Setting Appointment Times

You can set the appointment times by adjusting the Start Time and End Time. You click on the
individual area (e.g. hours, minutes) and use the arrow buttons to adjust up or down. Or type in the
numbers. It is also possible (and easier) to drag the appointment box bigger on the Main Appointment
screen.

Exam Information

You can indicate the type of examination by using the Exam Type dropbox. These items are
customizable in the Customize screen.

Exam Type: 5
WE -
PO

S FU

IR

WE

FU

RGP

FIT o

The exam "urgency" can also be indicated: Normal, Urgent or Emergency. Finally, the quoted exam
fee can also be entered if desired.

Appointment Blocking

You can create special appointments, called Recurring Events l+02, that allow you to signify a Lunch hour
or other time out-of-office.

Flags

The appointment status can be indicated with one of the four Status buttons at the bottom.

[ Mark as "Arrived"_ [ Flag as "No Show" ]

[ Mark as "Complete ’ Flag as "Cancel" ]

Mark as Arrived

A timestamp is added to the appointment display to indicate the time arrived.

[IN:12:56 amJ]Abraham, Stella Mae

Mark as Completed

A time-stamp is added to the appointment display to indicate the time of completion.
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IGUT:IE:EQ am]abraham, Stella Mae

No Show

If a patient no-shows for the appointment, you can indicate this.
[NS]Abraham, Stella Mae

Canceled Appt

Rather than deleting an appointment that a patient cancels, it is recommended that you mark it
as canceled. This keeps a record of your scheduled appointments for that day and also allows
you to reopen the appointment if the patient later changes their mind. Simply click the cancel
button again to remowe the flag.

[CANCEL].ﬁ_Lb_raham, Stella Mae

Appointment Icons

9.5 Edit or Move an Appointment

You can edit, move or delete an appointment in a number of different ways.

Edit
You can open an existing appointment for editing in two ways: double-clicking the appointment or by

right-clicking and selecting "Open". The appointment screen will open and you can modify data.
Appointments marked "Completed" will not allow you to update data.

Move

You can move an appointment in two ways. The easiest is to click and drag the appointment to the new
location. If the date is farther in the future, you can right-click the appointment and select "Cut". Then
move to the desired date and select "Paste". Note that there is no undo and you must do each step one
after the other, or else the appointment may get lost from the clipboard (for example, if you open another
application and use the clipboard to copy/paste it will overwrite the temporary appointment you copied).
You can also expand the appointment time onscreen by clicking the appointment once, then dragging
the upper or lower border up/down. Appointments marked "Completed" will not allow you to mowve or
expand the appointment.

Delete

You can delete an existing appointment in two ways: right-clicking and selecting "Delete" or by clicking
once on the appointment and pressing the delete key. WARNING: There is no undo function (but you will
be asked to confirm the delete operation). Appointments marked "Completed" will not allow you to
update data. Appointments marked "Completed" will not allow you to delete.
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9.6

Special Features

Below is a list of Special Features and other tips that can be useful:

Create a Recurring Event (such as Lunch Hour or Half-Day)

(1) Open the screen to Week view
(2) Double-click the time slot to open the Appointment screen.
(3) In the Appointment Blocking section, select the Unavailable Reason.

Appaintrent Blacking

Unavailable Reason: | -
Cut of Office

Doctor Meeting .

Lunch el

Reserved for W/T bg

(4) Enter the start and end times (or alternatively, expand the appointment with the mouse directly on
the calendar)

| Lunch

[Appt By: Test, Joe @ 1/31/2011 11:53:57
PM]

(5) Hold down the Ctrl key and click the appointment, then drag to the next space over.

Lunch Lunch

[Appt By: Test, Joe @ 1/31/2011 11:53:57 : 3120
FM] 1:00pm-Z2:00pm Lunch

Click and Drag

W To copy, hold down Ctrl Key and
| click/drag to next space

Selecting a Range of Dates to view

Using the calendar on the right side of the screen, you can select a range of dates to view (beyond the
standard 5, 7 or 30 day views). For example, to view a two week period simply click on the first date,
and while continuing to hold down the mouse drag over to the second date:
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Tuesday, February 01, 2011

Single Day view

4¥  January, 2011 Wb

i | T TR

R\ T
34 5 T80
10 11 12 15 14 15 16
17 18 18 20 21 22 23
24 25 26 27 282930

L O I N

21223232425 2 27
28

Emmum

© March, 2011

MET WT RS
1 1234586
ul 7 8 % 10111213
12114 15 16 17 183 19 20
Bl21 2223292526 27

14|28 29 30 31
Apri, 2011

M T W T F'5 5

14 b

514 5 6 7 8 9 10

The corresponding days will show in the main calendar view.

403
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January, 2011

S MTWTTFBES
5 1 e
) s TR e B
3110 11 12 13 14 15 16
417 18 19 20 21 22 23
512425 26 27 2829 30
531

| Click and Drag !’11
55

6
March, 2011
M TWTF 55
12 10 1.2 34 55
ample, Joe R; [43yo ] VE Medi... n(F 8 9 101112 13

12114 15 16 17 18 19 20
52122 23 24 25 26 27
14128 29 30 31

Quickly Changing the Timescale

Right-click the timescale and choose the minute increment you desire.

60 Minutes
30 Minutes
20 Minutes il
15 Minutes I:%
10 Minutes

5 Minutes

Copying Multiple Appointments at once

Click the first appointment, then hold down the Ctrl key and click additional appointments. When done,
right-click the last appointment and choose Cut. Then mowe to the spot where you wish the
appointments to be and click Paste.

Switch to Day View Quickly

In the Week View, click the box right below the date heading. In Month View, double click any day on
the calendar.
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Jump to Next Appointment Day

Occasionally you will see the Previous and Next Appointment sidebars appear. They only display when
you are on a day (or date range) where no appointments are present. By clicking the Next Appointment
tab, you will be transported to the next day in which an appointment is present.

1

34 567

310 11 12 13 14

417 18 19 20 21

324 25 26 37 28

631

| || February, 20

Jump to Today
You can jump to a view of Today's appointments by clicking the Today button on the lower right corner of
the screen.
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February, 2011
M-T W T E-5-5
s [A1]2 345 6
W78 9 101112 13
811415 16 17 18 19 20
921222324 25 26 27
10 28

» Joe @ 1312011 11:53:57 March, 2011

M TWTF 55
u B R SR
n 7 38 9 10111213
12114 15 16 17 18 19 20
521 22 23 24 25 26 27

1428 29 30 31
13

g
3 Todzy i [ Mone

Using the Calendar with Multiple Providers

The scheduler is limited to a single provider. However you can have multiple doctor appointments display
by using color coding. To do this you need to set up specific exam codes in the Appointment Types
settings. For instance, Doctor Smith would have a exam category of "Exam - Smith" colored blue. Dr
Jones would have "Exam - Jones" colored red.

Type Color Code M anne
2 9 CLE
2 1 Ewxam - Dr Jones
2 2 Ewarn - O Smith

The appointments can be double-booked in the same time slot. Use the mouse to click and drag
appointments to the appropriate time. Note that by default the calendar displays the earliest appointment
on the left-hand side.
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| Lunch

[Appt By: Test, Joe @ 1312011 11:53:57
PM]

| Lunch

[Appt By: Test, Joe @ 1/31/2011 11:53:57
PM]

[ Sample, Joe R
[43yo ] Exam - Dr

9.7 Calendar Options

The way the calendar displays and allows appointment booking can be modified.

Setup L Help
Options Ctrl+0
Appointment Types @h’lﬂﬁ.

The options include:

Time Scale - the increments to be shown on the calendar; can be anywhere from 5 to 60

407

minutes. Set this for the common time period that your exam lasts (for example, if you do three
exams an hour use the 20 minute setting). Appointments can be booked for any time period,
but when dragging/expanding appointments on screen with the mouse the blocks align to the

existing time increments.
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M Calendar Options
Time scale: !ED minutes
Work week
[ Sun M Mon W Tue M wed W Thu ¥ Fri [ sat
First day of week: |Monday @ Start time: | 7:00:4M 5|
¥ Description in ToolTip End time: | 7:00:PM e
[ Show Time as Clock
Work Week - The days of the week that you are typically open.
First Day of Week - The starting day of your work week so the calendar adjusts the viewing
area appropriately.
Start/End Time - The typical starting and ending time for your office. Note this can only be set
globally (e.g. for all days), so choose the earliest and latest your office opens/closes during the
week. Otherwise, you will get a warning each time you schedule outside standard hours. You
can set a half-day by using a recurring appointment@.
9.8 Customize Appointment Types

You can customize the options for appointments using the Appointment Customization tool. This effects
the way your appointments display (colors, category names).

Setup L Help

COptions Ctrl+0

Appointment Types Cirl+A
_db |
Modifying/Adding Items
There are five steps to adding/changing the appointment options:
(1) select the category from the dropdown
2) click the item in the list (to edit) or click New button to add
enter a color code number (if you want a color other than white)

@)
@)
(4) enter the ltem Value (e.g. what you want to add, like "CE" for comprehensive exam)
(5) click Save to sawe the changes
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Appointment Type Setup =
= Appointment Customization
Tl IMSTRUCTIONS: Fist, select a categoey at the bop. To add rew data, click the "New™ button, Enter the required
dals shd chek e "Save” butlon, To make changes to essling data, click on the e in the k)l sbave, make
changes in the fields bekow. then pou MUST dlick *'Save” button. Changes wall mmedsately appear in the kst abowve.
Categories: | j
Type Color Code Mamne
104
'white o
]
2
(GGraen k|
Grey 4
Crange 5
Cyan E
Broisr: T
[Purple 2
SeaGreen | 9
Yelow 10
Category Name
Color Code ID# | [must be & numbes from D-10: match to coler key above)
Item Value [e.g "E" for Exam]
@[ Xe]

Categories

There are four default categories that can be customized by clicking the dropdown box. Once you select
a category, you can edit or delete a subitem by clicking on it in the item list. Or you can add a new item
by clicking the New button at the bottom.

Categories: | e

Patient Type m
Exam Type o
Urgency

Unavailable

The four patient types are listed below:

Patient Type

There are two default types that come built-in: NP (new patient) and PP (previous patient).
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Type Color Code M arme
1 1 MP
1 2 FF

___\

R Y S Y r

Exam Types

The built-in exam types are:

CLE Contact Lens Exam
FIT Contact Lens Fitting

FU Follow Up visit

I&R Insertion/Removal Training

ov Office Visit
PO Post-Op visit

RGP Rigid Gas Permeable lens visit

S FU Spectacle Foll
VE Vision Exam

ow-up or Recheck

VF Visual Field Testing

Urgency

The standard urgency types are:

Emergency
Urgent
Normal

Unavailable

For use when a time period is blocked off because of unavailability (e.g. closed for lunch, doctor half-day,

ete).
Doctor Meeting
Lunch
Out of Office
Resenrved for Walk-ins

Using Color Codes

Simply enter the number of the

color code in the space at the bottom.

Color Code ID#

[ruzt be a number from 0-10; match to color key above]
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Type Color Code M arme
CLE

Qrange

£ Cyan

5

E
Browin
Purple 'b

Seaareen | 9
1]

FU
[&:R

OV The name "FU" will
have a purple
RGR background since it

SFU o
VE has color code #5 %

WF

iy, m#
e T o

oo

Yellow 1

3

3
¢
:

hﬂmm-ﬂ-—ll&'m
[}

i S T T % R o T S T S

:
}
;

9.9 QuickFind Tool

Using the QuickFind Tool, you may enter some, or all, of a patient's name to quickly pull up their
information. You may use just a single letter of either the first or last name, or as many as you wish.
The more letters you enter, the more unique your search results. You may also us the wildcard
character "*" to indicate that you do not know the next letter. Just press the Enter Key to quickly start
the search.

Examples
Imagine we are trying to quickly pull up Margaret Smith, while trying to type the minimum number of

letters. We could try it each of the following ways. The best method is to enter two letters of both first
and last name.

Typing: smith, m |@

Would find the following:

% ISmith, M X|a, ‘ Eg Demographics ‘ Hjj__l_ Encounters
ATBICIDIETFIGIH]T IJTJTE]JLIMIN]IOTPIGIRBRISITIUI VW] ®] %] Found
Last Mame | First Mame | ] | Pat ID# | DoB | Insurance | Last Exam | Physician Mame |
% Smith Margaret 001001 ek i Ak hedicaid - ACS 032652003  Pedigo, David J
[ Smith Marlene 000264 o sntim. Premera Bluecross Pedigo, David J
[#] Smith helocy 001332 CRSESSN i 05/27/2009  Pedigo, David J
l [ Simith hyprtle P 000147 S niims First Heatth Services... 032472008 Pedigo, Devid J i
L. ,3 e e T M'**’“'\ - e mr»wx__ 2 S

Typlng |S_, rmar |@

Would find the following:

oo
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ajj |Saccheus,Margaret X r-'-L | ﬁa Demographics

AJBJCIDIEJFIGIHTI]JTIE]JLIMINIOTPIQIRISTITIUOIY]I W] =] Y] Found
Last Mame

| uj:_J Encounters

First Mame Insurance Last Exam

Physician Mame

[+ Sheldon hlarie R 001303 o wtim 053523/2009  Pedigo, David J

Shield Mary 000353 s Regence Blueshield 032422009  Pedigo, David J
Smith Margaret 001001 ek chse AW Medicaid - ACS 03/26/2009  Pedigo, David J
[+ Smith Marlene 000264 s s Premera Bluecross Pedigo, David J

= !+ Snell Marllyn 000333 NN Premera Elluecru:uss yQDDS Pedigo, Dai |
M ‘\“J\n r bt i J

[F]

Typing:

Would find the following:

a'-‘} |Fergusnn, b argarel X f_gu | 913 Demographics | uj:_j Encounters

AlBIC]IDJTEJFIGIHII]TJTK]JLIMINIJO]JPIOGIRISTITIU]Y W] ®] Y] Found

Last Mame | First Matme | il | Pat ID# | DB | Insurance | Last Exam | Physician Mame |
Fergusaon hiargaret OOOGED (s 12062006 Pedigo, David J
Londa Margaret W O00BOY tmt Bl Cigna Healthcare 1232005  Pediga, David J
Saccheus Margaret L 000043 & wsetws First Health Services .. 08482008  Pedigo, David J
Smith Margaret O0q001 e crses AR Medicaid - ACS 03/26/2009  Pedigo, David J

: "—-‘r '*"'*“\“"rﬁ-\- J v"\" s——m,r '\Hw \-m \xl .."-,_nwﬂ', “\‘-"‘" =
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10 Billing Module

&
== N -.':;':'-'.:_- e
@ €zClaimBiller »a
- ezHealthWare Software Suite SD )

N

¢ Howdol?

How do | login or logout?k28)

How do | create a new Patient?[423)

How do | open an existing Patient?[430

How do | use the QuickFind tool?[+17

How do | work with a patient Ledger?[437

How do | create and use a FeeSlip?kaf

How do | create an insurance Claim?[450)

How do | electronically submit an insurance claim?[4s3
How do | post payments ?l63)

How do | modify transactions ?k48)

How do | create reports 246

How do | use the Accounts Receivable (AR) list?[+63)
How do | customize the settings for my practice?k7d

Billing Module Overview

The Billing Module is an add-on to the main software charting module which allows you to simply and
quickly bill patient charges, indicate payments collected and manage the overall Accounts Receivable
(AR) for your practice.

The following terms will be used extensively:

Ledgerf437 - analogous to the "chart" on the EHR side of things, the Ledger is a complete record of the
patient's financial transactions with the practice.

FeeSlip[447 - analogous to the "encounter”, the FeeSlip represents a single discreet set of billing
charges, usually corresponding to a patient encounter visit or possibly to a optical sale.

Claim (or Insurance Claim)[4s8) - is the portion of charges that are submitted to an Insurance Plan (e.g.
BlueCross/BlueShield, Aetna, Medicare or other carrier). The claim is represented visually by the
onscreen CMS-1500 form (previously called the HCFA-1500). Note that all insurance claim information
discussed here applies ONLY to the United States. If you are practicing in another country, you will use
the FeeSlips to create charges, but will have to manually create and bill your insurance claims.
Statement44 - a printed version of the FeeSlip. Note that the current version of the software does not
create a cummulative statement; you must print out the statements for each outstanding FeeSlip.

Post Payment - means to mark a patient account as paid (either fully or partially) by some method (e.g.
by patient payment with a credit card or by a check from the insurance company).

Electronic Claim Submission - means the submission of your claim directly to a clearinghouse which
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converts your claim to the X12 standard and sends in on to the various insurance companies.

Export Claim}s9) - instead of printing a claim for mailing to an insurance company, you can send the
claim electronically but you must first "export" the data so that all your claims can be batched together.
Upload Claims[+58 - this step inwlves converting individual claims into a single batch file, ready to be
uploaded to the clearinghouse. Uploading is a manual step whereby you go to the clearinghouse site (e.
g. www.officeally.com) and select "Upload Claims" to transmit securely over the internet.

The basic use of the Billing Module is threefold:
(1) Open a patient Ledger and create a new FeeSlip for that patient's charges. You create
the FeeSlip and enter the appropriate codes to indicate procedures done and the
corresponding diagnosis. The charges pre-fill based on your default settings, but you can
manually adjust onscreen.
(2) Create insurance Claims and/or statements for the patient.
(3) Post any payments. This can be done at the time of senvice or at a later date when
actual payment is received.

10.1 Main Screen

The Main Screen of the ezClaimBiller is divided into two primary sections: the upper section is the Open
Ledgers and the bottom is the Accounts Receivable (AR) List. Much like in a paper-based office, charts
can be created and "opened". When in "opened" status, they display in the Open Ledgers. To awoid
confusion, charts are called "Ledgers" in ezClaimBiller.

Open Ledgers Section

When you are doing work on a Ledger, it usually needs to be in "open" status (unless the you are
opening just the FeeSlip via the Pending Payments screen). By double clicking on the patient name,
you open the Ledger screen for that patient.

OPEH LEdgEI"‘S [ [ Mew Patient H (™3 Find Existing ]|| |G )

[ Chagluak, Carpn D
& Chinglisk, Judy E
* Fermazzi, Tamn

\.',) Lawrence, Timaothy
* Sample, Joe

Close All Ledgers

Patient Status Icons:
4 Female Patient
#* Male Patient
% Gender not specified
5 Sticky Noteh 1 present - click the patient name once to read or edit.

Right-Click Menu Options:

View FeeSlips & Claims - Opens the Ledger Screen
Edit Demographics - Opens the Patient Demographics
Modify Name - Allows a patient name to be changed.
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Message Manager - Add a Sticky Notel417 or Billing Note

Close & Refile Chart - Closes the chart; will disappear from Open Ledgers list

Pending Payments/Accounts Receivable (AR) List

The AR List shows all patients with outstanding balances. You can double-click the patient name to
open the associated FeeSlip.

Pending Payments (Accounts Receivable)

Aged
&
&
&
an
an
an
an
an
an

Dos Fatient M ame
10/24/2010 Flynn, Loretta
10/24/2010 Kazzaiul, Curtis
10/24/2010 Kazzaiul, Adnnie
10/25/2010 Charles, lona
1042542010 Taom, Lucy
105252010 Tom, #avier
104252010 Tam, Salina
10/25/2010 Jaohn, Megan
1042542010 Tom, Shania

Action Note

Inzurance

LESD - Premier Claims ...
-acs
- a5
-aCs
-aCs
-aCs
-ACS
-ACS
-ACs

Ak Medicad
Ak Medicaid
Ak, Medicaid
Ak, Medicaid
Ak, Medicaid
Ak, Medicaid
Ak, Medicaid
Ak Medicad

Bal
$180.00
$180.00
$180.00
$280.00
$120.00
$120.00
$180.00
$180.00
$180.00

Last Action

Date S

If you double-click into the Last Action column, you will bring up the Action Note screen where you can
indicate any billing status notes (for example: "Pending claim due to Medicare cross-over"). Each time
you add more information the Action Date will update automatically. Note that if you overwrite prior text,
it will be lost.

B Last Billing Action Note

&> Action Notes

E nter notes for the lazt action taken ta collect an thiz AR ikem.

Mate: |claim pending ingurance sent inguiry if pt has primary ing

Action Date; [10412/20010 -

=) F'=dioo. Davi

|g))‘ ‘ m Save

x Cancel

When you right-click the patient name, you can take two actions: (1) Pull the ledger into the upper Open
Ledgers screen and (2) Delete the "Action Note" for the patient.

Pull Ledger
Delete Action Mote

Ewit
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10.1.1 Sticky Note

You can add short "Sticky Notes" to a Open Ledger by right-clicking and selecting the Message
Manager option.

View FeesSlips & Claims
Edit Demographics

Modify Mame

Message Manager

Close & Refile Charb

Help

Cancel

Once the Message Manager appears, select the Sticky Note button.

B Message Manager - Sample, Joe

Messaging Menu

3 Temparary note, attached ta the patients pulled chart.
‘ L StICk'jr' Note ‘ whorks just like a real sticky naote and iz viewable by all

=
d r|_]
:3 I iIIing Note ‘ Maon-clinical notes viewable in the patient demographics

gechion. Useful for billing and scheduling notes.

@j ‘ x Cloze

The Sticky Note edit screen will appear and you can enter any text you wish. Once you save the note a
date/timestamp will append (with the user's name).
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Sticky Neote

patient has a balanze due, be zure to
collect before they leavel

By: Pedigo, Dawvid J
[10/20/2070 2:09:19 Akd)

|H Save ||xtluse |

To View a Sticky Note:

If a patient has a Note icon, simply click ONCE on the patient name to view it. You can also edit or
delete the note, or click the View FeeSlips/Claims button to open the Ledger Screenks?.

Sticky Mote m
j_,} patient has a balance due, be zure to collect befare they leavel

By Pedigo, David J
[10/20/20010 8:09:19 Akd]

[Hold dovern mouze while moving to buttonz]

[ Edit Mate ] [ Delete Hate l [‘Jiew FeeSIipss’EIaimsl [ Cancel ]

. emaza, lom
ﬂ v oper, Geaorge B Jr.
) | avrence, T ity

/‘l/ % click once to view note

10.1.2 Modify Patient Name

Patient names (once the chart is created) can only be modified with this tool. This is done to both track
name changes/reasons and to prevent data loss.

Mote Icon

Right-click the patient name in the Open Ledgers view and select Modify Name.
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View FeesSlips & Claims
Edit Demographics

Madify Mame

Message Manah

Close & Refile Chart

Help

Cancel

419

The Modify Patient Name screen will show and you can enter the corrected name in the boxes at the

bottom. Indicate a reason for the change and click okay.

& Modify Patient Name

3‘3& Modify Patient Name

Current Last Name: |Sample | Current First Mame: loe

primary databaze. Mate that altering the patient's name will not change

i WARMIMG: You are about to change the patient's name as stared in the
then name lizted on previouzly FINALIZED reports and/or encounters.

|Ipdate Patient M arme

Mew Last Mame: |5 ampler Mew First M ame: |J,:,E

Feazon for name change: |Misspelled

[=

‘QJ‘ ¢ Okay

|{".i-j M odification History

‘ x Cancel

You can also view the history of name changes by clicking the Modification History button.
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10.2

10.2.1

HH Mame Modification History

[Frior kame][Hew Wame][Change Date][Change Reason][U zer]

[Joe Sample:)oey Sample:06/7 4/ 2003 Mizzpeled:]

[Joey Sample.)oe Sample: 06/ 4/2009: Mizzpelled:]

[loe Sample:)og Tomtest: 1117 /2009 Migzpelled: Pedigo, David J]
[Joe Tomtestdoe Sample: 111 7/2009:Mizzpelled: Pedigo, David J]
[loe Sample.)os TEST enm 1117 /2009 Mizzpelled: Pedigo, David J]
[os TESTemmJoe Sample:11/17/2009:Mizzpelled: Pedigo, David J]
[loe Sample:)og Sampler11/19/2009: Mizzpelled: Pediga, David J]
[loe Samplerdoe 5ample: 121 6/2009:Mizzpelled: Pedigo, David J]

Login Screen

You can log into ezClaimBiller in one of two modes: User or Admin. Users can create feeslips,
statements, and claims as well as post payments and transactions. Admin can modify finalized
transactions (such as patient payments). The Admin password should be kept secure and this feature
should be limited to just one or two people.

¢ Howdol?

How do | log into the Billing Module as a User?k2d
How do | log out of the Billing Module?f423
How do | log into the Billing Module as an Admin?}23)

Log in to Billing Module

When you click on the Billing Module icon from the Main Menu of ezChartWriter, you are automatically
logged in. However, if you click the Logout button or are timed out due to inactivity, you will need to log
back in before proceeding. The screen you will see will have buttons similar to those below:
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aa User Login gj Administrator

{m

b

After you click the User Login button, the following screen appears. You must enter your UserName (as
setup by your Administrator) and password. You can change your password at any time by clicking the
"Change Password" link. Click the Login button at the lower right to complete the login process.

Secure Login J x|

42 User Login

U zert ame; Iidl:nktl:ur ;l

Pazzwiord: I’””””‘“ﬂ Change Pazsword

I1ze of thiz zoftware means that vou have read, understood, and agreed to the uger license.
Click. HERE to wview the User Agreement. Al ights reserved.

‘ f Login x Cancel

10.2.2 Lost/forgotten passwords

NOTE: The first time a user attempts to login, the default password is the same as the assigned
UserName. After the first sign-in, the User must change the password.

User - Change Password

The User can change their own password after clicking the User Login button (only if they remember the
password; if not, you must sign into the main module as Admin to reset the password).
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Secure Login

32 User Login

U zertd ame; |i|:||:|kt|:|r ﬂ

Pazzword;

xxxxxxxxx:1

Change Password

Ize of thiz zoftware means that vou have read, understood, and agreed to the uzer license.
Click. HERE to wviews the User Agreement. Al rights reserved.

‘w Login x Cancel

Enter the old password then create and enter a new password. The software will not allow you to create
a blank or single letter password. If you mis-enter the password(s), you will be prompted to try again.

32 Change Password

Jzer Name |i|:||:|kt|:|r

0ld Pazsward ||

Leave the next two fislds blank, if pou do not
wizh to have a pagsword. All pazswards are
caze sensitive.

Mew Pagzward |

Confirm Password |

‘@)H]/ Okay H xl:an-::el
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10.2.3 Log out of Billing Module

You should log out of the Billing Module whenever your are away from your computer, even if
momentarily. This is to protect your patient's privacy (as well as your clinic's privacy!). The software is
set to automatically log a user off after a period of inactivity.

‘@H@Lugﬂut ‘ X aui ‘

You can log out at
any time by clicking
the "LogOut” button

&0 ezClaimBiller Current user: Ped

'{Elg-i Chart Ackions  Options  Help

Logaff user accounk

Exit szClaimBiller | Log off using menu selection

10.2.4 Log in as Admin

Once you have logged out as a userl423) you can re-log in as the Admin. Special features are available
for the Admin, including the ability to modify posted payments. Use with care! See the Admin Features
[478) section for more information.

m User Login gj Administrator

g

sror)

WARNING: Be sure to Log Off of the Admin account when you have completed your work.

10.3 Create New Patient

Although typically new patient charts will be created in the main module, you can create a chart directly
in ezClaimBiller. The steps are given below:
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1. Click the New Patient button

e

= NE‘}P‘ Batignt [ [®4 Find Existing ”

2. Enter the patient demographics. Note that only the first name, last name and date of birth are required
to create the chart.

i

Demographics | Maelnfo. |  HIPAA | Noes | [ CREATE NEW PATIENT
Last Mame |Tl:sh:| Gieridsr ™ Male I Female Mo
Fiist Hame  |Bog it [ Identficationtt |
Tile | | Suftiv | | Provider [Pedigo, David J -
Date of Bith [01/017/2000 Age 11 Insurance Information
Irez Camgary | ﬂ
Addess] ] G = |I|
ez anme &
Addiezsd
o : J Relationzhip % Patient Guarantor
Ry -
| 1 = Insured D8 |
StabeProw - -
Home Phooe I Folicy Groups# |
Day Fhene | Authorzabontt |
Employes |
Diccupation | Additional Insurance Flans |
Priar Exam: [T HIPA& Motificabon on ble? [T BadAddes: [ Inactve

b

_ Print “ll’ji‘j Ledges ]

O X
™

3. Click the Sawe button to create the new chart.

Duplicate Patients
If a patient already exists in the system, you will see the Duplicate Patient screen after you enter the

name and date of birth. If a patient matches, click the checkbox next to the name and click the Select
button to open that patient's chart. Otherwise, click Close and continue entering patient demographics.
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8 Find Duplicate Patients E”EJE|
| ] y Duplicate Patient Finder

Select Last Mame Firzt Mame k| DoOg S5M Hame Tel Lazt Exam FPatienti T
_l'%. Sample Joe R 12/3011967 [227] 3334444 08411/2009 1

x Cloze

LSS
g

10.4 Patient Demographics Screen

The Patient Demographics screen is the primary location of all patient contact information, as well as
insurance and billing details.

The Demographic screen has four primary tabs and a lower button bar:

Basic Demographics

Demographics I ¥ Mare Infa... T HIP#, T,‘ Maotes ]

Last Name - required (apostrophe's are allowed; minimum 1 character)

First Name - required

Middle Initial - optional (can enter multiple characters)

NOTE: You can enter the name in all lowercase for speed; it will be converted automatically.

Title - the patient's salutation

Suffix - generational suffixes such as Jr, Sr, llI

Date of Birth (DOB) - highly recommended. Can enter just 2-digit year, but day/month require
2-digits.

Address block - you can customize the city/state/zip list under Settings in the Main Module.

Home Phone - primary telephone at home (Note that there is no cellphone field; use the
Custom Fields)

Day Phone - typically the work phone number; can be used for cellphone also

Email - patient's email; will automatically check for correct formatting.

Employer - will display on the Insurance Claim form

Occupation -

Prior Exam - date of last encounter with patient
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Lazt Mame

First Mame  |Joe Initial [F
Title [hr. | Sufix | ]
Date of Bith  [12/30/1967 Age [43

Addiess]  [123 South Sheet

Address? |

City |Seattle ﬂ
State/Prov  [Wia | |as0m |
Home Phone  [[222) 333-4444

Cay Phone |

Ermail |in:ne.sample@yahm.cnm

Emplayer |Eneing

Dccupation |F'a|:|er plane modeler

Priar Exarn: na/11/42009

Gender - recommended. if not selected, you will be prompted on saving chart

Chart No. - created automatically and cannot be edited or changed.

Identification # - previously for Social Security number; can be used for any ID you wish.
Provider - the patients provider (in your office)

Gender o Male © Female Mo |0D0O001
| dentificationtt |
Provider |D|:|kt|:-r, Ima K. j

Insurance Company - select from list (you can add new companies in the Settings)

Insured Name - same as the Subscriber or Guarantor (e.g. who holds the policy)

Relationship - how is the Subscriber related to the patient (self or guarantor)

Insured ID - the insurance plan ID

Policy Group # - if the insurance plan has a group number, enter it here

Authorization # - if the insurance plan requires pre-approval and gives an authorization number

Notes - do not display on Claim Form; for your own internal use

Additional Insurance Plans - click the button to add or view additional plans (only for 2nd or
additional)
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Inzurance Infarmation

Inz Company |Medicare Part B

=
Subzcriber Self |I|

Relationzhip ™ Patient ® B
Insured ID# |444'22'3333

Folicy Grouph |

Authorizationd |

Motes has never used benefit

Zinzurance planz  Additional Insurance Plans |

HIPAA Notification status - allows you to indicate that patient has read/understood HIPAA

requirements
Bad Address - if mail is returned and you wish to remowve patient from mailing/recall lists

Inactive - if patient leaves the practice for some reason (charts will still be available for viewing)

[v HIP&S Mobification on file? [ Bad Addresz [ Inactive

More Information

(“Gemogstics | ¢ More nto. | PR o)

Nickname - an alternate preferred name by the patient

Marital Status - will display on the Insurance Claim form

Hobbies - useful to track patient activities to assist provider rapport

Source - what got the patient into your office

Referred by - who, if anyone, got the patient into your office

Family Group - if a patient is part of a family, you can indicate it here
Emergency Contact - a person to contact if a medical emergency occurs in office.

Mickname |J oy

L]

M arital Status | t arnied

Hobbies |

Source |F'rn:ufessiu:unal Fieferal ﬂ
Referred by Unspecified X
Farmily Group IInzpecified |I|

Emergency Contact Info

Nameﬂ|
ICHN- |
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Race/Ethnicity - hold the mouse over the letters to see what abbreviations indicate.

Patient Picture - if you wish to have an image of the patient you need to: (1) take picture with a
digital camera or camcorder, (2) save the image to a shared network folder or similar, and (3)
click the Set button to find and display the image. Click Clear to reset to blank image. NOTE:
Patient photos display in the Main Module when you click the patient name once.

R ace/Ethnicity
f« 'w (B

A
i ME " SA
i Pl 7 MA
" Other or MAS,

Set Clear

Custom Fields - up to six custom fields can be created for inclusion in the patient
demographics. Once you create a field name, it CANNOT be altered. This is to prevent data
mixing (e.g. you create a field called 'email' then want to change it to 'cell phone', but the original
data remains). If you wish to change a field you can only create a new one (and stop using the
old one). Custom Fields can contain nearly any data. Examples can include: Cell Phone,
Facebook ID, Nursing Home Facility, Prior Chart #, etc.

Custorn Fields
Cell Phone |425-333-2323
<click to edits

|
<olick to edits |
<olick to edit> |
|

|

<click to edit:

<click to edit:

Chart Alerts - for important chart information that you wish to flag. The Alert icon will display at
the top tab when you open the Patient Demographics, alerting you to the existence of a note.
The Chart Alerts can be of any nature, but typically are special circumstances such as allergy
notifications or collection accounts.

Chart Alerts [P atient has a large outstanding balance; referred for collection.

& PCN Allergyll

HIPAA Information

[ D emographics T_{‘_-, Mare Infa... HIPAA ,‘ MNotes

Notification of Privacy Policy - checking the HIPAA box on first Demographics screen auto
checks these two boxes.
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Motification of Privacy Policy
ﬂ HIP&A Matice af Privacy Practices' read and understood
ﬂ Acknowledgement an file

PHI Disclosures - Patient Health Information disclosures can be tracked on this screen. Each
time the patient or an outside entity sends a record request, you should use the "Add New"
button to record the event. You can print the Disclosure list when/if a patient requests to know
who has requested PHI. Be sure to click Save on the Patient Demographics screen to finalize
the data.

PHI Disclosures

[rate Recipient of Records Feazon for Dizclosure | Recorded By | Auth Be
11742009 Dr Bev Dedngelo, MD Prowvider Request Daktor, Ima

& Health Information Disclosure Log

7 Patient PHI Disclosure

Fecipient: |Dr Mike Tyzan, WD |

Feazom |F'ru:wiu:|er Request @

| 1 /2742011 j By: |F'eu:|igu:u, Dawd J @
‘@/| v’ Okay ‘ xtancel

Privacy Requests - any specific privacy requests can be noted here

Patient-Specific Privacy Hotez/Requests

Do not give info out to anyonel

Acquisition Date - the original date the patient was entered into the database (or otherwise
acquired by the practice.
Recall Date - the date the patient is scheduled for recall visit.

Original Patient Acquistion Date  [g2Mq2/2008 Fecal Date ||:|g,-'1 12010
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Patient Notes

[ Demographics T_:'_-, tore Info... T HIPAA, ,‘ Motes I
I

Free Text Notes - any sort of billing or personal notes can be entered in this section. It is NOT
for clinical notes (it is not printed as part of the chart). The "Time/Date Stamp" will automatically
add a separator after you enter the note with current date/time information.

m '}I°||E| ||ﬂ|ﬁl| B|I|E|P‘Bc| Add Time/D ate Stamp

Eclinda, the patient's careperson, indicated that Joe will require wheelchair access in the future,

[The above waz entered on 01/05/20010 05%:14 pm, by uzer Pedigo, David J]

Fatient called about account balance; did not feel he should have to pay a copay since he has bwo insurdnces.
Told hirm that hiz copay iz not covered by the secondary.

[The above waz entered on 01,27 /200171 07:48 am, by uzer Pedigo, David J]

Lower Button Bar

‘ ::J Print ”m_J Ledger ‘@H El Save

F: Patient has an outstanding balance!

x Cloze ‘

Print Button - prints a Patient Demographic Summary page.
Ledger Button - switches to Ledger viewf43?

Save Button - used after any changes are made to the demographic record. Also used to pull a
chart when displayed in the Patient List into the Open Ledgers screen.

10.5 Subscriber Info

In order to bill a patient's insurance plan, you will need to enter the Subscriber info. This screen can also
be used to enter the Guarantor info for a minor patient (e.g. the parent or guardian). To open, click the
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Subscriber button in the Insurance Information section. NOTE: To clear a subscriber, click the red delete
button.

=~ Insurance |nfarmation

Inz Compary  |Medicare Part B

Subszcriber Self -
Felationzhip @ Patient () h

| PPT————

The Guarantor/Subscriber screen will open. The default type is "self", but you can enter either an
existing patient (by selecting from the displayed patient list) or enter a new guarantor/subscriber. Use
the blue arrows to transfer information (such as same last name or address). Be sure to select the
appropriate "Relationship to Guarantor".

Select Guarantor [
@ Setup Guarantor for Patient
i ¥ MOTE: A& guarantor iz the person who iz responzible for
@ Guarantor is "SELF use blue arrows to copy data  the patients billing charges. This would be the Trsued'
« Guarantor iz an esisting patient  fram Demographics screen for wigion/medical plars or the Guardian' for minors.
& Guarantor i not a patient
—. Patierit Relationship to Guatantor:
=l S e - ;
A=) 30 Find || Reset | el  Spouse O Chid " Other
Last Name First Mame | M| Pat D& DOB Innurancil
[ Ables Boyd UD0B57 F4is i Vision Service Senilie
[ Ables Sharron 0D0BBS MESNMES Vision Service EiatMams el |
[+ Abraham Delores 002455 Botw s . s
[ Abraham Stella Mas 002484 & AK Medicaid - Title | j Sudfix I j
|+ AI!I'III'I'B Katlyn 000655 AESwNEs First Healh 51! Gands PR I Faaa: N r—"
[ Active Wargaret 002530 == LKSD - Premier
[ Adams Amber C 002135 =SS Date of Birth | ) fge |
[+ Adams Bartha E 000425 Sssmiess AmsriBen/EC (
= Adams Bessie 000515 MMMSWE Private Pay Ca Addess 5
[H Adams Chariene 000453 miel e Private Pay Ca Address |
[+ Adams Doaris 000019 W -1- Prr'.iute FPay Ca City | ﬂ
[+ Adams Dorothy 000020 # Private Pay Ca
+] Adams Frank 001038 NS EE State/ZP | =] =]
[# Adams Gladys 5 000433 = Private Pay Ca H Phori
¥ Adams Gloria 001721 BEEWWEF AK Medicald . ome Phone |
@ Adams Henristta 000460 #18" Premera Blusc Employes |
e o L d
- # Adams Jacob 001105 i v - Insurance D |
@ |t_)/r||‘/ Okay H Xc:me

10.6 Open Existing Patient
There are two methods to open an existing patient chart:

Method 1 - QuickFind Tool

This is the preferred method for quickly finding a patient. Using the QuickFind field, you simply need to
enter a few letters of the patient name and press Enter. The list of matching patients is displayed in the
Patient Listing.
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[ :j Mew Patient H 4 Find Esisting ] |@ L 7]

QuickFind Tool

Method 2 - Patient Listing
This method allows you to view complete lists of you patients, arranged in alphabetical order. When in
Patient Listing view there are additional features available by right-clicking the patient name.

] Mew Patient L%nd Eisting ” |@ L

To find a patient, click on the Letter tab at the top and scroll down. You may double-click the patient
name to directly open to the Demographics screen. You may also enter the name in the Search Box at
the top of the Patient Listing.

mj';ll i".]\l [ ﬁ Demographics |L|.|:_- Encownlens

AJBTCYD E:E—'_L:E HY ITJTRTLTMINTOTPIGTATSTTITUTYTIWISTY £
Lasi Hame Mame M1 PaliD# Doe Insurance Last Exam  Physician Name
[+ Farbanks Th 002455 TRV AK Wedicaid - ACS 10262010 Pedigo, David J —
[ Fak John 000346 REMS, LLC 02282009 Pedigo, David J
[+ Fawcet David H O0094T S iaes Premera Bluecross Q272672009 Pedigo, David J
[+ Feidman Waya oo222 - 02172010  Pedigo, David J
[+ Fergusan Christine: 00265 WSS s Private Pay Cash Pedigo, David J
M Fergusan Wargaret oo0ss0 " 12062008 Pedigo, David J
[+ Fergusan Ray DON3SE SRNENEE Privale Pay Cash Pedigo, David J
¥ Fermoyle Lance 002335 10/192010  Pedigo, David J
[+ Ferrazzi Tom DOH054 Al - Pedigo, David J
[ Ferris Justin 000943 RBMWS, LLC 02272008 Pedigo, David J
[ Fizld Ausdrey DOIBSD —-— 1242009 Pedigo, David J
[ Field Caral oooze0 - Apina 1242009 Pedgo, David J
[+] Fieid Elaine M 000305 CoEeNEE LK Medicald - ACS 042472008 Pedigo, David J
[ Field Hannah 001208 - 10242008 Pedigo, David J
[+ Fislds Antonina M 000270 EeRRiEs Premera Bluecross Pedigo, David J
[ Figlds Chrigtina opooss i NTCA, Q3232009 Pedigo, David J
[+] Fielda Laoren DODOGT ‘- NTCA 02232009 Pedwgo, David J
[+ Fies Ashiyn 000654 REMS, LLC 12072008 Pedigo, David 1
[ Fiez Kristen DOOSE2 NN REWS, LLC 120072008 Pedigo, David J
EEL?;M (81 Phyzicians -l I-] Delete Chart “ _ Mew Ehalt“ ) Show AII| [v‘ Okay ‘

10.7 Patient List

The Patient Listing is the main dashboard for working with patient's demographic charts. You enter the
Patient Listing by either using the QuickFind[411 tool or the Find Existingkaf button.
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mJ_J | x rl : ﬂ nﬂlﬂl.il_lldphllllf

| d_l: Encounbers

AJBTCYD Ei;‘&*ﬁ HI ITJTETLTMINTOTPIGTRTSTTTUT VT W XY Z
LasiMame /) Hams Ml Pal D& DoB Ingurance Last Exam | Phyzician Name
[ Farbanks 002455 TEEIEE AK Medicaid - ACS 10/26/2010  Pedigo, David J —
H Fak John oo0a4E S REWS, LLC 0272872009 Pedgo, David J
[+ Fawcet David H 000947 Ssassiaes Premera Dluecross 022672009 Pedigo, David J
[+ Feidman Waya DO 2 | ——— 0921/2010  Pedigo, David J
[+ Ferguson Christine D00265 WSS s Private Pay Cash Pedigo, David J
M Fergusan Wargared D00ESD - v 12062008 Pedigo, David J
[H Ferguson Ray DOOISE Wi Privale Pay Cash Pedige, David J
[+ Fermoyle Lanoe 002338 - b 10182010 Pedayo, David J
[+ Ferrazzi Tom 0054 e Pedigo, David J
[ Ferris Justin 000543 RN REMS, LLC 02272005 Pedigo, David J
[ Field Aupdrey DUTEYD - — 1242009  Pedigo, David J
[ Fisld Caral 000290 Sl Aeing 10242009 Pedgo, David J
[+] Field Elaine M 000305 SRR AK Wedicald - ACS 04242008 Pedigo, David J
[ Fisid Hannah 001208 Ll 10242008 Pedigo, David J
[ Fislds Antoning M 000270 Seisiess Premera Bluecross Pedigo, David J
[ Fields Christina Do0aGsE - NTCA 03232009 Pedigo, David J
[+ Fields Loren DOOOGT ‘e NTCA 03232009 Pedigo, David J
[+ Fies Aghiyn 00664 e % RBMS, LLC 12072008 Pedigo, David J
[ Fies Kristen DO0B52 N NS REMS, LLC 12072008 Pedigo, David J
Curent i = r 2
e [0 Physicians -] I!."Dulata Chart “  New i:ha.t“ " Show NI| ’V’ Dkay ‘

Double clicking on a patient name opens the demographic screen. Right-clicking a patient name opens
up the additional features menu. Note that you MUST have the patient name highlighted for the menu to

open.
L] R e———— T AT e

hidt e Ferra = )
Ferriz Pull Ledger 00543 DA
F_EH View Demographics PO
Field 00250 021
Field Horl bk 00305 114
Field 01208 120
Ficldz Mark as Inactive 00270 031
F:EHS Delete Patient R SR
Fields 0SET 1040
Files Merge Duplicates 00864 D40
Files 00663 07TH

Exit

urrent Iﬁ'«ll Fhigsicians - | Del
‘hyzician: = ‘:! ! £e

Pull Ledger

This option pulls the chart and adds to the Open Ledgers screen. It does not display the
Demographics screen. This is useful if you need to pull multiple patients.
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Opgn Ledger‘s [ _J Mews Patient ][ ﬁ Find Existing ” |GJ 9
[ Chagluak, Caryn D

& Chingliak, Judy E

* Ferrazzi, Tom

\.E;' Lawrence, Timathy

* Sample, Joe

View Demographics

Opens directly to the patients demographic screen (equivalent to double-clicking the patient name in
the Patient Listing).

Bad Address

Allows you to mark the patient as having a "bad address", without having to open the demographics
screen.

Mark as Inactive

Allows you to mark the patient as "inactive", without having to open the demographics screen.

Delete Patient

Allows you to delete the patient chart. Note this requires you to hawve sufficient Security Lewel to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.

Merge Duplicates

If you accidentally create two charts on the same patient (for instance because of a name change),
you can merge the data together. The merge function keeps the demographics of the "First" patient
(which you select by chart number) and merges all documents and reports under that first patient
ID. There is no undo function, so use this function with care.
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& Merge Patient Chart Tool

Merge Patient Charts

The Merge Function iz uzed to combine bwa chartz into one [ezpecially
when a duplicate chart existz]. All demographics, encounters, notes,
reports and Fw'z for the 2nd patient are combined under the selected
chart number.

WARMIMG: You are about to merge bwo patient charts.
& There iz no 'Undo’ feature available. kake sure you have
zelected the carrect chart number(z].

Enter First Chart# fooond
Enter Second Chart#

Merge Methiod
* Combine into FIRST chart #

x Cancel

‘ 2 Merge

Exit

Leaves the menu without change.

Button Bar

The Button Bar at the bottom of the Patient Listing allows a few additional features.

ijsmmnul [,/ Okay

Current |'.-1'.'|| Physicians ﬂ li Delete Chart

Phyzician:

__| MNew Chart

Select Current Physician

If you wish to display only charts for a selected physician, use the dropdown box to choose the
physician. The default is to show all physicians.

Delete Chart

Allows you to delete the patient chart. Note this requires you to hawve sufficient Security Lewel to
perform this action. The Admin function in the Main Module allows for security settings to be
adjusted.

New Chart

Same function as clicking Create New Patient[423 button.

Show All

All patients in the database are shown in a single list. Note: This may take a long time to run, if you
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10.8

have a large number of patients (in excess of 20-30K). The actual patient list can be exported using
the Import/Export feature in the Main Module.

3 Show A Patients
&l Entire Patient List
Dlick b havaclings o zarl

i Lict Marsa Foxl Hurw Hi (E:] Oy Saly  Parlal Code Harsa Tl LatEsan  #
T I 120NET 1 Snatln WA S0 R I B
2 Cuougar Ciarda R insMEan Eiogeakc . SR (A7) 63 EET BASS00E
1 Mamk Faga ¥ iEAEE Eogeakc I ST (A7) 36126 BASS00E
4 Maimk Juarm AFTEM 3 E gk B SETEE (307 363 2484 B SI008
5 Mak el B 152083 Eoltosbam S HEE [TEIEA IS
6 Maedk Fna J BTDAEET P B B3 Eotoebam B, R [ITTEIEA IS
7T Mamk dviere R 2AH%8E P B BT L B, ERTRY BHE TR
8 Chedar Lea M AR P Bex TIE Emedkt B, SRS (30T WIS BHE0E
9 Mak Cvew C 1AZM97 PO BexBE3 Eotpslam L W TN ILE
0 Chadai Lusclla C 13056 PO B GINE Eimadk 3 TG (307 WIEER BASC00E
11 Hemp Eved A 1&NE P B GAEE E ekl & SRR (30T W BAS008
12 Asseogak Cured F 1MAZN%E0 PO B GIET Eimad & T [T WIS BA5008
13  Hawp Mg F G210 P e GAEE Eimedl WA ST [T W B5200E
14 Chadai Aderen 1FAFE P B 13 E b . SETEE (30736032580 B1ST008
16 Massk Gap O BAEM3E  POEwGI12 E b B, EETEE (3071363 24ET B1ST008
16 Doy Feareial 4 TLENET] PO B SR E b . SETEE (371361 IE BIGZI08
17 Dy deabesa WoONAMNTIE PO B SR E b L SETEE (371 36IIE BFIGZI08
1B Donesy Jparae TAnNTE P B GERD I L SETEE (3071363 ZE BFIGZI08
19 Addeirs (] 1&F P B G0EIT I b L H PRI R1STI0E
2 Adewrs Dronedny AT PO B BT K imadh L ERTEE (30719633000 LA
21 Hemy Wikt J IAdNE8E P B GANT Cimedh & R (307 R BARZI0E
2 Kokl Aiful L 7395 PR GINT Kimad & B 307 WIS BIEZI0E
3 Chadst Luan RT3 PO B ] imad [ B[0TI Lt
o Mgk Sk F 175136 POEw 5316 Kimad & BN (0TS BGTIE
D Araeogak Fed TREMET P B T imad L T TN ReTE
E Habsy Demed. L BAET PO B ] Cimede L T [T Lt
27 Maisik Do 1Tz P B G I gk L T [T 363 BTG
B Mask Fakyy AN P B G I gtk L T [0V 363 I [t
T e Fashad AAESAE PN R KT Krask & TR R AR rROR

TOTHL PAT T

T s Pt W 9 D BE i weekl O Xon

QuickFind Tool

Using the QuickFind Tool, you may enter some, or all, of a patient's name to quickly pull up their chart.
You may use just a single letter of either the first or last name, or as many as you wish. The more
letters you enter, the more unique your search results. You may also us the wildcard character "*" to
indicate that you do not know the letter. Just press the Enter Key to quickly start the search.

Use the QuickFind tool to quickly pull up Patient Ledgers
Open LEdgem [ Ej Hew Patient ][ [ Find Existing Hsm, mich |@ L7}

If you wish to search by Chart Number, simply enter the number you are searching for and the matching
patient will be displayed.

Examples

Imagine we are trying to quickly pull up Margaret Smith, while trying to type the minimum number of
letters. We could try it each of the following ways. The best method is to enter two letters of both first
and last name.
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Typing: zmith, m |@

Would find the following:

% [Smith, b xX[a ‘ 82 Demographics ‘ & Encounters
&, CI|DITEJFIGIH]T ITJTE]JLIMIMIO]JP]IAGIR]IS]TIU]V]W] =] Y| Found
Last Mame | First Mame | bl | Pat ID# | DB | Insurance | Last Exam | Physician Mame |
% Smith hargaret 001001 s v Al hedicaid - ACS 0372652009  Pediga, David J
Smith Marlene 000264 o sntim Premera Bluecross Pedigo, David J
Smith helochy 001332 FRSEESN i 027272009  Pediga, David J
SiFh hyitle b 000147 S Bl First Health Services... 0872472008  Pedigo, David J A
- W, _r‘-- MMM'**“"\ - H_""‘*--#""n_... . 5 . e J )

Typing: |S' mar |@

Would find the following:

‘ u]'___J Encounters

m,—) ISaccheus,Margaret X r—-i.h ‘ ﬁa Demographics

AJEJTCIDVTETFIGIHTITJTETLIMIHIOTPTAGIRTSTITIUTYIW] E]Y] Found

First Mame Insurance Last Exam | Physician Mame
; T ’ A
[# Sheldon Marie R 001303 esssid s 0572572009  Pedigo, David J
Shield Mary Q00353 oshes Regence Blueshield 032452009 Pedigo, David J
Smith Margaret 001001 e crme AR Medicaid - ACS 03/26/2009  Pedigo, David J
[+] Smith Marlene 000264 s s Premera Bluecross Pedigo, Dawid J
e E\nell Marllyn J EDEEES"“ fiEs Premera Elluecru:uss ﬁQDDS Pedigo, Dayy gL

[¥

Typing:

Would find the following:

a'-} |Fergusnn, Margareq X[& | ﬁ Demographics | ﬂj:_j Encounters
AlBICIDTETFIGIHIITJTE]JLIMINIOTPIAGIRISTITIUIY W] X] Y] Found
Last Mame | First Mame | il | Pat 1D | DB | Inzurance | Last Exam | Phy=ician Mame |
Ferguzon hargaret OOOEE0 0wt 12/06/2008 Pedigo, David J
Londo Margaret M OO0EO0T Sobste il Cigna Healthcare 120032008 Pedigo, David J
Saccheus Margaret L 000043 & st First Health Services ... 084820058  Pedigo, David J
Smith Margaret O0007 s s AR Medicaid - ACS 034262009  Pedigo, David J
. he, : -
ol . *H"r “*—-f 'v"\"‘-- w—&r‘-.-"\“‘“""‘\.l"’”“*“jkﬁ”-, el L8

10.9 Ledger Screen

The Ledger screen is the primary way you can view the historical billing record for a patient. Two primary
items will appear in the Ledger: (1) FeeSlipsh4f and (2) Insurance Claimsksdl. You can click the top tabs
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Ledger for Sample, Joe

(Full Ledger, FeeSlips or Ins Claims) to limit your view to a specific category of information.

s oo Mame: Sample, Joe
5 : Chartt: D000DT
g ‘ DOB: 1273071967
=1 Full Ledger Fee Slips Ins Claims Provider: Doktor, Ima K
Type [rate Statusg Dezcription Taotal Fat Chaz Ihe Chaz
odd Mews Double click o add new Fee Slip |
FEE SLIF MAM13/20011 PEMDING  Pending Payment 250.00 70.00 180.00
IMS CLAIM - 01A13/2011 PEMDING  Billed to: Cigna Healthcare 2h0.00 F0.00 180.00
@ Billing Statement ‘ 93 Demographics ‘ Q_‘/JH * Back ‘

Add New

Functions available in the Ledger Screen:

Double-clicking the <Add New> line allows you to add a new FeeSIipm for the patient. You can
only add FeeSlips, as Insurance Claims are created directly on the FeeSlip screen.

Billing Statement

Create a simple Account Statement that includes all patient balances across all FeeSlips. Be sure
that you have transferred outstanding balances that you billed to insurance over to the patient (using

the FeeSlip Transactions[448 button), if necessary.

Functions available by right-clicking in Ledger Screen:
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Ledger for Sample, Joe

Ed (5 =

Full Ledger Fee Slips Ins Claims

Ledger

[

Tupe Date Status
<idd Mews Double ch
FEE SLIP o4 a0 L |l Y N ljendlngF
NS CLAIR Void Feeslip iled to: [
Delete Feeslip
Write OFf b

Transfer Balance »

Mark as PAID

Exit

Void FeeSlip

Allows you to "Void" the FeeSlip (used when you cannot delete the FeeSlip because it has
associated transactions).

Delete FeeSlip

Allows you to delete the patient FeeSlip. Note this can only be done on FeeSlips with no associated
transactions (e.g. payments or open claims).

Delete Claim

Allows you to delete an unprocessed claim. Useful if you created a claim for the wrong insurance
plan or otherwise made a mistake. Before deleting a FeeSlip, you must delete all Claims first.

Write Off Balance

Allows you to write off the remaining patient or insurance balance that is associated with the given
FeeSlip.
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Void Feeslip

Delete Feeslip

Write Off k Patient Balance
Transfer Balance » Insurance Balance

Mark as PAID |

Exit |

Transfer Balance

Allows you to transfer the remaining insurance balance to the patient's responsibility or to another
insurance.

Mark as Paid

If a FeeSlip still shows as unpaid (for example, in the AR List) when there is no actual balance left,
you can "Mark as Paid" to update the system. Note this is NOT a method to indicate the patient
has paid; to do that you need to open the FeeSlip and use the Patient Paymentsm button. Or, for
insurance payments, use the Post Payments@ button.

Miscellaneous Features

In the menu at the very top of the screen are several miscellaneous features which make using the
software easier.

Pull Ledgers for a Given Day

If you are working on patients from a previous day, you can pull all the Ledgers for patients with
FeeSlips of the same DOS (date of senice). This can be useful when billing for each day
separately.

File Lghart Actions Optfions Help

Mew patient chart

Open patient chart

Full Ledgers for Day |b' E
s Bim

Rebuild the Accounts Receivable List

If you have errors or phantom FeeSlips in the AR list, you can use this feature to delete the current
list and rebuild it. This may take several minutes to complete. WARNING! This will delete all Action
Notes you have entered!
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File ghartl&::ﬁnns Options  Help

Post insurance payments
Batch insurance daims
[ =
E Reports...
| Rebuild AR. table 5

Submit a Bug Report

441

If you find a bug in the software, please upload a Bug Report. Although we may not contact you for
every bug, we do keep a list of problems and try to correct them for a future update of the software.

File Chart Actions Options | Help

10.10 FeeSlips

Help contents...
Report & bu
- pol a
m Ez c About ezClaimBiller |
Ry ey N T Y)Y e - F——"

The FeeSlip is the most important piece of the billing module. Every transaction revolves around the
FeeSlip you create for a patient. A new FeeSlip should be created for each visit/encounter. We also
recommend using a separate FeeSlip for product sales. ezClaimBiller keeps two separate running
balances: one for what the patient owes and one for the insurance payment due. They are always listed
separately on the FeeSlip, although when posting under the Transactions k48 button balances can be

transferred from one side to the other.

B Fo Slip
"E;\-_ F SI- Fabsi lyss  Sample. Joe
g EE lp Pk DK SOS0I FeeSiplt BOZGAZ
Sk a Tarmplak Proviier. [Toba baf =] SardceDak: [7amamt =
[irssance - Condaot Len Enare e :
Manage Tempinies | Set s Bew Templabe | D | naem el
| CODE DGO IHELIFAHLE FLAM OTY  UECFEE  DELC DESC AEASON Tax LI5] PAT
N AR o I L) S - B T '"'i'l'l'l'IF_Iu'a-.s
P"\HII‘\ Jmi | Cira Hasitcms 5 L nm| J om|  mm|  omf oeras
|:-|-|||| St ‘ ‘:I o Tam| |..|.|| .-1: T | O[3 perwas |
d o
| 4
| 4
[ o
[ |
TOTAL DISCOWMT  TAX  PROJICTID  TOTAL  TOTAL
r i l.*:.”"!'-'."! l!”':”-'_“. l".r.'r.':'.u.* | '.'.‘!-....l BT
B | X0 = 000 am | 100 s| 19000 LD
|
..d' Apply Flmnt‘ [ Transactions ‘ [ e
S =t anusTwoirs[ o[  am
P L2 curATuT maLAnCE oue: | 1BRD8[  Faod
1= Prirt Pravvisw | Cladm Fonm
: = i % sl |ﬂ-][n favn [xtl-u-
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¥ Howdo |l ?

How do | select the senice date?fs43

How do | enter fee/product data on a line?443)

How do | use the templates ?[443

How do | use the summary & totals?[+48)

How do | apply a patient payment?m

How do | view or edit transactions ?443)

How do | create a printed statement?[443

How do | create or edit an insurance claim form?fs0)
How do | edit a FeeSlip that has been paid?[448
How do | delete a FeeSlip?hsd

10.10.1 Selecting Service Date

The Senvice date is used by many insurance companies to track the date you saw the patient. Even if
you do not bill insurance, your senice date should match your exam date for proper accounting records.
The Entry date is when you created/entered the FeeSlip information.

Patient Name: Sample, Joe

Patiert ID#: DOO0OT Fee Slip: DO1437 BN 014G CODES |

Pravider; |antnr,|ma LI Service Date: | 7 4522009 ll ‘

Entry Date: | 7 A16/2009 |

In some cases you may need to enter different
Senvice and Entry dates (for instance, if you are
creating Feeslips days later from when the date
of service occured).

10.10.2 Entering Fee Slip Line Data

A FeeSlip consists of up to eight lines of billing data (note that the CMS-1500 is capable of only six
claim lines, so we recommend you split a FeeSlip if you will have more than six lines). Each line
represents a billable procedure code or product. In general, ezChartWriter uses standard CPT procedure
codes, as well as ICD-9 diagnosis codes.

The parts of the FeeSlip billing lines are:

I CODE DIAGNDSIS IMSURANMCE PLAM aTy UL FEE DisC DISC REASDOM T M5 PAT I

CODE - either the numeric CPT code for the procedure (e.g. 92004) or a custom created code (e.g. NSF
for a non-sufficient funds returned check fee). See the section on creating custom Fee & Product Codes
472,
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DIAGNOSIS - Uses the standardized ICD-9 codes (e.g. 367.4 for presbyopia). You can also enter your
own code directly on the line (this must be done manually each time).

INSURANCE PLAN - Assuming you indicated the patient had an insurance plan when creating their
chart, you can select from the available insurances. Otherwise, leave blank to indicate "self-pay".

QTY - Typically used with product codes (e.g. V2020) to indicate quantity purchased.

U&C FEE - The "usual and customary" fee you charge for this senice or product (before all insurance or
other discounts).

DISC - Discount amount which can be entered in your local currency or as a percentage (use the % sign
to indicate which).

DISC REASON - When you give a discount, you will need to indicate a reason.

TAX - The amount of tax for the line item. Can be entered in your local currency or as a percentage (use
the % sign to indicate which).

INS - This is the dollar amount (or other currency if outside USA) of the portion of the bill to be submitted
to insurance. You can manually adjust this amount at any time (and it automatically adjusts the patient
column).

PAT - This is the dollar amount (or other currency if outside USA) of the portion of the bill to be by the
patient.

_}(J DETAILS

DELETE - By clicking the delete button (small red "X'), you will remowve the current FeeSlip line. Be
careful, as there is no undo feature.

DETAILS BUTTON - Calls up the FeeSlip Line Details[443 for this particular line. This includes the ability
to edit modifiers, date of senice for individual lines and place of senice codes. Typically used
infrequently.

10.10.2.1 FeeSlip Line Details

You can enter additional information for each line of the FeeSlip using the Details button. This is most
commonly used to enter Modifiers. Note that you can also manually add modifiers and other Local Use
notes directly into the onscreen Claim Form.
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B FeeSlip Line Details M=1E3

=2 FeeSlip/Insurance Line Details

FeeSlip Line Summany - Lined 1

CODE DESCRIPTION
32004 D|Enmprehensive Ewarn, Mew |
DIAGHOSIS IMSURAMCE PLAM
3671 D|Eigna Healthcare Dl
GATY JECFEE  DISC DISCREASOM [MS. TOT PAT. TOT
|1 D| 125.nn| n.nn| D| 125.nu| n.nn|

Line Details

D ate of Service - Begin |'|.-"'| 3/20Mm VE

Drate of Service - End 11134201 il

kodifier 1 W

Modifier 2 w

Modifier 3 v

b adifier 4 w

Drapz/unitz 1 w

Local Uze

Place/Twpe of Service

Place of Service | = |

Set az Default
‘ @| | m Save x Close

10.10.2.2 Superbill Import

If the provider entered billing codes when completing an Encounter, you can import the codes with the
Superbill button. The button is activated ONLY when two conditions exist: (1) the provider actually
entered CPT and ICD-9 codes and (2) the Date of Senice (DOS) you entered at the top of the FeeSlip
matches the date of the Encounter.

x Cloze

hﬁ_{] Sl.iperBiII ‘ ‘@” H Save

G

The CPT codes are not currently associated with the ICD-9, so it is assumed that each CPT code is
associated with the FIRST diagnosis on the list. In the example below, both 92004 and 92015 will
correspond to the 367.1 diagnosis.
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i Billing Tool

52 S B” Patient Mame: Mark, Charlie L
:\@ u pe ol Service Date: 1141042010

Procedure/Exam Codes
Procedure/Exam Codes P Selected CPT Lodes
[ 65222 - Foreign body remaval [$149.00) Frimary 192004
[ 66984 - Cataract 90-day post op [$175.00) Secnrjdary 92015
O 52761 - Punctal Occlusion [$87.00) T ertiary
[ 92002 - Irtemmediate Exam [$70.00) FFD[“:
32004 - Comprehensive Exam, Mew [$125.00] i
Oaz0m2- Intermedlate.EHam, Eztab [$70.00] e
[ 92014 - Comprehensive Exam, Estab [$125.00) ]
92015 - Refraction [$55.00) - F'””‘C';P 367.1
[ 92020 - Gorioscopy [$55.00] ‘:‘3'3:_‘ aly |367.21
[ 9201 - Limited Yisual Field [$20.00) ;;r'f;:y
[ 52082 - Intermediate Yisual Field [$40.00) M .
< 5 Fitth |

‘ 9/}‘ ‘ = Import

x Cloze

10.10.3 Using FeeSlip Templates

Located at the top left side of the FeeSlip, the Templates dropdown box is a powerful way to prefill your
FeeSlip with common data (especially if your provider is not using Superbill feature).

Select a Template:

o

Manage Templates | Sel as Mew Template |

Most of the billing data that a typical optometry practice enters is redundant in nature. You see a new
patient and bill a comprehensive exam, refraction and maybe a contact lens fitting. Sometimes it's billed
to insurance, sometimes to the patient.

The FeeSlip templates help you quickly enter repetitive data. By selecting a template from the dropdown

list, you can quickly fill in all lines of data. For example, you could have a template called "Routine

Exam, New, Self-Pay". It would be set up to include the 92004 and 92015 codes. The diagnosis is pulled
from your exam record. The fee amounts are pulled from the default fees you have set up for each of your

procedures.

CREATING A TEMPLATE
To create a brand new template, complete a regular FeeSlip for a patient that has the type of data you
wish to capture (e.g. a cash paying contact lens fitting). Then simply select "Set as New Template".

You will be asked for a descriptive name.
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Entertame x|

Fleaze enter a descriptive name for your new template.

For example: ‘Aetna exam with contact lenzs eval'
Cancel |

EDITING & MANAGING TEMPLATES

Click the manage templates button to view your existing templates and to make changes to the name or

to delete unwanted templates.

=10 x|
Manage FeeSlip Templates

|
Henamel [elete | Save Ehangesl

|R& spectacle

|RA contacts

Inzurance - Spectacle Exam
Insurance - Contact Lens Exam
Self-Pay - Spectacle Exam
Self-Pay - Contact Lens Exam

‘ @/l‘ x Cloze

10.10.4 FeeSlip Totals

The bottom right-side box gives a running total of FeeSlip charges. This includes all payments entered
(insurance or patient) as well as adjustments (e.g. write-offs). The Current Balance Due reflects both the

total Insurance Balance and total Patient Balance.

TOTAL  DISCOUNT TAX PROJECTED TOTAL TOTAL

FEES _ AMOUNT  AMOUNT  FEETOTAL __INS. PAT.
250.00 - 000 | 000 =] 25000 =] 180.00f 7000
PAYMENTS:| 000  0.00

ADJUSTMENTS:| 000  0.00

CURRENT BALANCE DUE:| 180.00| 70.00
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10.10.5 Applying Patient Payments

Patient payments can ONLY be applied within the FeeSlip. To add a patient payment, click the Apply
Payment button on the bottom left side of the FeeSlip screen:

;J Transactions

l Claim Form

When first opening the Apply Payment screen for a patient with a balance due, you will see the Quick
Payment form:

B QuickPayment BE
M ark Paid in Full | Date:  Today'z Date | Exarn Date | oM 302011
Cash |  Check | CreditCard |  Other

Tatal; 70,00 |Seleu:t Credit Card Type DJ

i : 0.0
Faid &maurt: Fief- | |

R emaining B alance: F0.00
[ Accept H Cancel l

There are four tabs: Cash, Check, Credit Card and Other. To mark a QuickPayment, simply click the
appropriate tab and enter the amount in the Paid Amount field. You can enter additional payment details
in the other boxes, if appropriate.

Detailed Payment Transactions
You can use the Detailed Payment form to see all payment transactions, enter transactions and printout
the payments list.
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B Patient Payments

" Patiert Hame:  Sample, Joe
Y& Patient Payments s oo 02502
Drale Paymeri Methad Amourt  Halance Chk/Aebsiercs Ha TyoeBank Ha. Recoded By Finshzed *
113201 pd_!f‘t_ﬂe_!p-ﬂ_h!hil_!,l 3 TO.0o TO00 FeeSipk 2642 Pedigo, Dawd L
1A 32 ﬂ ;

Lol

B

Note that any amount you enter in the Amount column will be converted to a negative number, thus
ensuring that it reduces the balance. The only category that allows either positive or negative amounts is
the Misapplied Amount category.

——
nan

TOTAL CURRENT CHARGE 5: FoLoon m

53 QuickPaymont ” , Print All Pagments

10.10.6 View/editing all Transactions

The Transactions button opens the Transactions screen, where ALL transactions relevant to the FeeSlip
are listed in one place, including patient/insurance payments, write-offs, balance transfers and
misapplied amounts.

Transactions
L
g

Print Preview l Claim Form

Q Apply Payment

A note about entering transactions: certain categories of transactions will always default to either a
positive or negative currency amount (e.g. patient payment will always be negative since the payment
REDUCES the balance). Other transaction categories have no effect (in other words, transferring from
the primary insurance to the secondary insurance would have no balance effect). These transactions
would have square brackets "[100.00]" around the amount. The last type is "Amount as Entered"
wherein the amount entered (with or without minus sign) is used to directly increase/decrease the
balance. An example would be a misapplied amount, which could be either positive or negative. If you
mis-entered a patient payment of $50.00 (which always shows as a NEGATIVE amount), you would
need a POSITIVE transaction of $50.00 in the misapplied amount category to balance out.
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Late Charge

Finance Charge

Global Insurance Write-off
Product Return

Refund to Patient
Mon-refundable Adjustment
W5SP - Insurance Charge Adj.
WSP - Lab Charge Adjustment
Transfer from Patient to Insurance
Unpaid copay

Misapplied amount (patient)
Faid on collection acct

MNSF Check Fee

Refund to Insurance Company
Refund ta Other

Product Return (billed to ins)
Misapplied amount {insurance)

Patient Payment
Patient Payment
Insurance Adjustment
Patient Payment
Patient Payment
Patient Payment
Insurance Adjustment
Insurance Adjustment
Patient Payment
Patient Payment
Patient Payment
Patient Payment
Patient Payment
Insurance Adjustment
Insurance Adjustment
Insurance Adjustment
Insurance Adjustment

Transaction Categony Type Default
Patient Payment Patient Payment Minus/Feduce Balance
Insurance Payment Insurance Payment legative
Insurance Adjustment Insurance Adjustment Amount as Entered
Insurance YWrite-Off Insurance Adjustment legative
Patient Write-Off Patient Payment Fegative
Transfer to Another Insurance Transfer Mo Effect
Transfer from Insurance to Patient Transfer Mo Effect

Flus/Add to Balance
FPlus/Add to Balance
Minus/Reduce Balance
Minus/Reduce Balance
FPlus/Add to Balance
Amount as Entered
Amount as Entered
Amount as Entered
Mo Effect
Flus/Add to Balance
Amount as Entered
Minus/Reduce Balance
Flus/Add to Balance
Minus/Reduce Balance
Minus/Reduce Balance
Minus/Reduce Balance
Amount as Entered

10.10.7 Print Preview - FeeSlip Statement

The Print Preview button opens the FeeSlip Statement. The FeeSlip Statement is a printable version of
all the transactions of a single FeeSlip. Note that if you wish to print a Statement that includes multiple
FeeSlips and overall patient balance, you must use the Billing Statement button at the bottom of the

Ledger Screenfsh.
it  Apply Payment iJ Transactions

Print Preview Claim Form

G

10.10.8 Editing Finalized FeeSlips

To edit a FeeSlip that has been paid/closed, use the Allow Edit button found at the bottom of the
FeeSlip.

=
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%) SuperBill =" Allow Edit Okay Close
$) )

g

10.10.9 Deleting FeeSlips

FeeSlips that have not been saved will be deleted automatically if you click Cancel. However, this only
works if you have not entered any transactions or claim forms. Otherwise, if you created a claim first
save the FeeSlip then open the Ledger Screenk3N and delete the claim, then the FeeSlip.

10.11 Claims

ezClaimBiller allows you to create a standard CMS-1500 claim form, as used by nearly all US health
care organizations and insurance companies. It is required for Medicare and Medicaid claims. Claims
can be printed on paper or export for upload to an EDI clearinghouse.

Claim for Sample. Jos T A 4 1 |
o L] o o !'ull. _I‘il'\l. Jlu-.
Terd Dew 4 whani s D el b [ Fonditorm 1) Bom THATLL Drgwromon TH 000

Cigra Healiwors
B Buarn 1 BB 3
HEALTH INGURARCE CLAB FORM Chamarcogs TH 17432 H

[ [ L] FRTTE P
- 2. 1our 8] [ |sempie. Jue

123 dauit Sireni - | | 123 Souit Siveai
Sastie |ves ] Searis A £
3
salsri FEr R irTTT] st | st E
g B
LI 12 3 1T - i
] I Nasing 1
] | Ll Faralhoain -

I (]
SIGHETIPRE OF FILE I SEHATURE 08 FILE
L1
T

All claims are based on a FeeSlip, so before you can create a claim you must have a FeeSlip completed
[423. Once the claim is opened, it is Visible onscreen just like the real CMS-1500. You can edit all fields,
although most are pre-populated with data from the patient record.

¢ Howdol?

How do | set the Claim Defaults?[4s0
How do | create/edit a Claim?ksd
How do | print a Claim?kse)

How do | export a Claim?[4531
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10.11.1 Default Claim Setup

Before creating your first Claim, you should setup the Claim Defaults. This screen can be opened in one
of two ways: (1) from the main screen menu (Options->Default Claim Settings) or (2) on the Open
Insurance Claim Form:

HE Process Insurance Payment g@@
J Open Insurance Claim Form

Type of Claim to Oper; |OPEN PRIOR - 5/13/2010 AK Medicaid - ACS FeeSIipID
Primary Insurance; |AF Medicaid - ACS B
Secondary Insurance: |[MOME SELECTED]

Claim Date: ; | Provider: |Pedign, David J |
Fecorded D ate: | By: |F'Eu:|igl:|, D avid |

Claim Format; & Mew CMS5-150008/05 ¢ Old HCFA-1500 [pre-2007)

Claim ﬁ;hﬂ 2) ‘,/ Okay H X ciose

R

Add Mew Inzurance

The Default Claim Setup screen will display:
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#+ FeeSlip & Insurance Claim Setup

l Insurance Claim Defaults

Boxl
Inzurance Type: ||:Ither j

Box 25 Federal Tax 1D Mumber
TawID Mumber. |912555555

Box 26 Patient’s Account Mo
Prirt Account Murber? + Ye: T Mo

Box 31 Signature of Physician

Box B

Patient Relationship to Insured: | Self ﬂ

Tppe of ID: & SSH 7 EIM 7 Meither

Box 27 Accept Azzignment
Accept Azsignment? ¢ Yes O No

Signed: |Ima kK Doktor OD

Box 32 Service Facility Location Address

[ Signature on File  [w Print Date an Form

Facility Mame:  |lma K Daktor 0D P35
Address; 333 Main Street
City, State, Zip: |5 eattle wia 95200
Facility KPI: 1033730455

Box 33 Biling Provider [nfo & Phone

Billing Mame: Ima K. Dokkor OO PS

Addrezs: 11177 Sh Mall ' ay

City, State, Zip: | Seattls Wi 33200

Provider MPI:  |1033730455
Telephone: [425] B45-1545

Mizcellaneous options:

v Box12-uze "Signature on File"
[ Bow 12 - uze Current Date
[v Box 13- uze "Signature on File"

Box 11d Default answer faor s there
another health plan?!

™ Yes & Nog (7 LeaveBlank

Place of Service: |11 w

‘@‘ ‘J Okay H xtancel

‘ e Apply ‘

Box 1 - Insurance Type

Below are the various default options. All defaults apply when there is no other overriding value (for

instance, your Box 1 default will apply unless the software detects that you used Medicare or Medicaid).
Some defaults will apply to ALL claims (for instance box 32 & 33) and can only be changed on the Claim
Form (or by resetting the defaults).

Select the primary insurance type you deal with. For most offices this will almost always be "Other".

CHAMPYA

FECA
HEAL 'LAN BLE LLIMNG
i | (Ademibar v I:l (55N or D) I:I (SEN] IE 1)

lIZ-iI'Z]'..I:: OTHER
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Box 6 - Patient Relationship to Insured

The software will update to the correct choice if you entered a subscriber/guarantor in the Patient
Demographics screen. Otherwise, the default (usually "Self" will apply).

&, PATIEMT RELATIONSHIP TO INSLIRED

s ol

Box 25 - Federal Tax ID Number

One of the most important fields on the claim form; you must CORRECTLY enter your tax ID
number. This will by your group TIN if you are a group, partnership or corporation. Otherwise you will
use your social security number. Check the SSN or EIN box as appropriate.

[25. FEDERAL TAX |.D, NUMBER 55N EIM

915553434 [ ]m]

Box 26 - Print Patient's Account Number

We recommend that you include the Patient Account Number (the Chart ID#), as this will help you
in cases of mismatched information when the insurance company processes the claim. In rare
instances the EOB may not show a name (since it did not match) but will show the account
number.

[[26. PATIENTS ACCOUNT NG

1001

Box 27 - Accept Assignment

The usual default is Yes unless you have specific reasons for not accepting payments from the
insurance plans.

CCEPT ASEIGNMENT?

e

Box 31 - Signature of Physician

This is the legal name of the Provider who is responsible for the claim and should match the name
as referenced by the various insurance companies. The date will always insert by the software when
the claim is created.

{8 e M
apply 10 this &l and are madea a part thareaf.)

Ima K Doktor, OD 011311
DATE

SIGMED

Box 32 - Service Facility Location

Where you provided the senice you are billing; for many providers this is a set location. Note that
the NPI for the Senice Facility should be entered here.
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32 SERVICE FACILITY LOCATION INFOSRATIIN
Ima K Doktor OD P5

222 West Main 5t

Seattle VWA 98200

1093799999 I

Box 33 - Billing Provider Information

Your billing location and contact information. And the Billing Location NPI.

33 BILLING PROVIDER INFO 8 PH [ 495 ) 5451333
Ima K Doktor QD PS

222 West Main 5t
Seattle WA 98200

% 1093799999 |

Miscellaneous Options

Various other settings that most providers can leave as the defaults given, unless you have specific
needs to change. The question "Is there another health plan?" will set to Yes automatically on a
claim if you include secondary insurance information.

NOTE: Be sure to set up the Provider's NP1 in the User Settings. This can be done in the Main
Module when signed in as an Administrator.

10.11.2 Creating/Editing Claim Forms

The insurance claim can be created by clicking the Claim Form button on the bottom left side of the
FeeSlip. All claim forms must be created from an existing FeeSlip.

el Apply Payment iJ Transactions

Print Preview l Claim Form

g

You will see the Open Insurance Claim Form which allows you to select a New or Prior claim. You can
also select the primary and secondary insurances.
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HH Process Insurance Payment

Twpe of Claim to Open:
Primary [ngurance:

Secondary Insurance:

Clairm Date:;

EBX
| Open Insurance Claim Form

OPEN PRIOR - 51842010 AK. Medicaid - ACS FeeSIipID

Ak Medicaid - ACS

v

[MOME SELECTED]

¥

l—_| Provider: |F'E'2|iEID, Diarvid

v

Recarded D ate:

Clairn Farmat:

| By: |F'eu:|igu:u, D avid

v

(¢ Mew CMS5-100003/00 ¢ Old HCFA-1500 [pre-2007)

Add Mew Inzurance

Claim Setup

.G_.)) ‘¢ Dkay H xtluse

Add New Insurance

You can also add New Insurances with the Settings menu at top of the ezClaimBiller screen (

Insurance Plan List[471).

Claim Setup

The Claim Setuplgﬁ button allows claim defaults and customization to be specified.

Open Claim

Clicking Okay will take you to the onscreen Insurance Claim[453

Editing a Claim Onscreen

Once the claim opens, you can edit any field simply by clicking in the appropriate box. Generally this is
not required as the Claim is populated with the data from the FeeSlip. But sometimes you may wish to

adjust the modifiers or diagnosis pointers to better reflect the level of senice.

Diagnosis Pointers and Modifiers
One of the most confusing areas of the claim form is Box 24; entering data incorrectly will most likely

result in claim denial.

455
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a9

21. HAGNDSIS OR NATURE OF ILLNESS OR INJURY (Redata Hems 1. 2, 3 or 4 1o llem 24E by Ling) —¥

i 367 1 a |

, | 366 2

244 DATE

ey -

VICE B

M oo Y¥ MM DD WY |SEFUICE | EMG

01 .12 110113 1111/

01 13 1100113 11011 92015 | l1
- ) . -

Note that you can enter the individual modifiers in the yellow boxes (they must be separated). And to
enter detailed Diagnosis Pointers, enter numbers that match the diagnosis in the top four numbered
locations. The numbers should not be separated by commas. So the 92004 code would have a primary
diagnosis of 367.1 and a secondary of 366.2. The 92015 code is only tied to the 367.1 diagnosis.

Patient Payments

In many cases you can leave the amount paid by the patient as zero, since the insurance plan will
deduct copays irrespective of any values entered. If you wish to enter patient payments, they can be

entered directly on the Claim Form in Box 29 (the other boxes will update as necessary to balance).
58 TOTAL CHARGE 20, AMOUNT PAID | 30. BALANGE DUE

$ 18000 | ° 2000 |° 160.00
10.11.3 Printing Claims

To print your claims, first use CMS approved paper in your laser or inkjet printer. Assuming you have set
the Alignment properly (see below), you can click the print button and send your claim directly to your

printer.
‘ :?J Export H ,:d Friﬂ ¢ Okay

Alignment Problems with Claim Printing:

‘@H'ﬂébhlignj‘ ;_I] Export H _gd Print H¢ DOkay ‘

9

There are two reasons that claims may be misaligned:

‘@Hq%mﬁgn
=

Wrong Font

The problem may be with the font, not the alignment. On some computers the default system font is
"proportional" and so all the text is squeezed together. To fix the issue, you must select a different
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font. On the alignment tool, select font "Courier" or "Lucida" and font size "12". That should fix the
alignment problem (you can try other fonts if it doesn't, but these usually work best).

How can you tell if it's a font problem? It's all about spacing!! Proportional fonts will jumble together
on the left side. Non-proportional will be evenly spaced, even if not fully aligned. Once you have the
correct font selected (non-proportional), you can move on to aligning the printout.

Comments
APl 0000
AFEE oo oo "
Completion Date ... 05H 3063 h“--—- Proportional
COUREY oo, 029 Font (Arial)
Data Source ... State
Field ............. Wi
Generation ... Original Vel
Last Update ... 950412
Lease ... LEOK BREMTS .
Metadata Acceptable location within method | INON-Prportional
Location Type ... Jeffersonian (Gulf Cosst) Font
gtp:;n:;ztur .......... PAR AMERICAN PET {CQUHEF NBW]
State ...
Tokin Grid /
Wiell Mumber ... 1
~ | Commentz /
APT ... o000l ;
YEE e e e aoo
Completion Date 08/13/63
Coumty ... ... .... az3
Data Source . .._.... Btate
freu -2 T R R s s e
Generation ........ Original Well
Last Update _._._.... SE041E
Lease ... ... ._._...... LEON ERENTS
Metadata ... ...... bLoceptahle location within method
Location Type ... .. Jeffersonian (Gulf Coast)
Operator . ...._...... PaN AMERTICAN PET
Btatus ... ... ... Dol
ST ey e e e
Tobin Grid _.._...... O044NOEIE
Mell Mumber _._.... 1

In order for the claims to print (or export) they
like a typewriter... each key’s character takes

have to be in a "fixed-width" or “monospaced” font (just
up the same space on the paper). Monospaced fonts

are often used in software programs that contain tables, charts, graphs or any place where

maintaining vertical alignment of characters is

mandatory.

Sometimes, the default Courier font does not work on certain computers (likely because it was

replaced by a another software application on
export) properly, take the following steps:

open a claim form
click Align at the top

(1)
@)
(3) select the FONTS button
(4)

your computer). In order to make the form print (or

from the list, choose one of the following fonts:
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Andalé Monospace
Arial Monospace
Courier

Letter Gothic
Liberation Mono
Lucida Console
OCR-A

OCR-B

MICR

Typewriter
Typewriter Elite
Typewriter Gothic

(5) try printing a claim form. If the form is too spread out, decrease the font point size (e.g. go from
12 to 11pt). If the form is too compressed, try going up a point size or two.
(6) if after test it still does not align, you will need to go back to step one above and choose another

font.

Misalignment of Text

If the text is spaced properly, but still prints slightly offset from the boxes you need to use the
Alignment Tool to adjust the margins. You will have to use trial and error to move the text up/down or
right/left. Usually only the Top and Left margins need changing. The goal is to use the Alignment
Tool to select the proper font (some computers lack non-proportional courier) and the proper starting

alignment.

HH Set Default for Claim Alignment

l Claim Form Alignment Tool

Uze the Frinter Alignment ool to properly position the test prinkout for wour Claim Formes.
Thiz may need ta be done when first zetting up the program or whenever vou change
prinkerz. Mote that usually only zmall changes are neceszan.

Font Mame:; |Courier

Chck. the Arows to
Align Claim Form 2o 2.
that the First %' iz

centered in the 4 b
MEDICARE bow on -
yoLr printout [az

zhown to the night).

Troubleshoot ‘

1. Medicare hec

(Medicare #) |:| (s

2. Patient's Mame [Laszt Mz

EBX

j Font Size: |12 -

Mare Fants |
Left E00
Top 550
Right  [300
B attam 500
Set az Default

Restore Defaults

| Print Test Claim ” Done
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10.11.4 Exporting Claims

Exporting claims to be electronically processed is a four step process:

(1) After creating a claim, click the Export button at the top of the form to export it to a file.

‘ :?:_!.J Export H Jed- Print Hw Okay ‘

‘@)Hqéb Align

You will be asked where to save the file. The default (and recommended) location is the Claims folder
located in the ezHW_Data folder. Typically this will be C:\ezHW _Data\Claims\ but the actual location
may vary depending on where your database is located on the network.

Save in: |ﬁw j IfF B~

Flename:  [Sample, Jos[1243] ba
Save as type: |;’-‘-.II Files {*.7) j Cancel

(2) Once you hawe finished creating claims for the day, you are ready to batch and send. Click the
Upload Button on the main ezClaimBiller screen.

| a: ﬁPust Payments @ Upload H'\;Es Reports ‘

The claims are then combined into one large batch file that can be uploaded to the clearinghouse of your
choice (there are many free ones; we recommend www.OfficeAlly.com). You must select where to save
the batch file (the default location is in a folder called Batch, located in the same place as your Claim
folder). You must remember this location as you will need it in Step 3.
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w8 Batch Claims for Electronic Upload

7 Batch Claims for Uploading

MOTE: The created file must be manually uploaded o vour claim
processor.

File Farmat:

Select files bo include in thiz batch:

Batch? | Patient Mame |nzurance Company

[x] Sample, Jos Cigna Healthcare

I+ Select/nzelect Al

‘.’ Claim Processing ‘ |9)H m Create Batch ‘ x Cancel

(3) Open your web browser and navigate to the clearinghouse site (e.g. www.officeally.com). Login as
usual and you will see the main. Every clearinghouse is different, but using OfficeAlly as an example,

here is how to upload the batch file:
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User: dpedigo000 Office A
[ Available Services ] Attn: M
F Process Credit Card Posted on:
Tran=zaction s
Medicaid
F Procezs eCheck Tranzaction

Claims Canversi
b Upload Claims' | M= dhcand
P Claim Fix i;.w Medicaid
Cctober 2
Download Cctober 2
- October 2

P Download File Summa :
o transactic

Pk Download EQB / ERA 235

Click the Browse button to locate the batch file on your computer (most likely at C:
\ezHW_Data\Claims\Batch, but it could be in a different location if you are using a networked computer).
It will be at the location you saved at in Step 2 abowe.

Upload HCFA 1500 File

View Instructions:

|[ Brcws; Upload ]

' >,

Once the location is in the box, click the Upload button to send it to the clearinghouse.
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10.12

Upload HCFA 1500 File

View Instructions:

[c:\ezHW_Data\Claims\Batch\batch-011411-| Browse_ || Uplo=d |

Within moments you should receive a confirmation that the file was uploaded successfully. However, it
may take some time to process the file, at which point you should receive notification that the claims
were processed. In OfficeAlly you use the View Claim History link to see the status.

Reports

b Wigw Claim History

¥ Inventory Reporting I}

Some FAQ's:

Q: Does this software include edits and error correction capabilities?

ANS: No, but OfficeAlly does (see below)

Q: Where do | enter electronic specifications in your program for billing?

ANS: Our software requires sending to an intermediary first (i.e. a clearinghouse). We recommend www.
OfficeAlly.com which is free for most claims (Medicare/Medicaid claims may incur a fee).

Q: How do you configure printer settings to conform to the CMS-1500 form, so that it prints properly.
ANS: On the CMS-1500 form display, use the Align Button at the top. It allows font selection (use non-
proportional font, like Courier 12pt)

Q: We would like to submit claims through different clearinghouses. For example VSP only uses
Eyefinity.com for electronic claim submission. We would like to know if any of the following formats are
available for upload through this software. Transaction type 270,837P, 276, 278.

ANS: Currently our software exports a text version of the claim form, which most clearinghouses can
easily convert to the X12.837P standard electronic format. We recommend OfficeAlly for that reason.

Q: Is there a way to use downloaded electronic remittance advices and enter these without doing them
again by hand?

ANS: No, not currently. You must use the Post Payments button to enter payments you receive.

Q: We currently use ezClaimBiller to print paper forms. How easy is it to go electronic?

ANS: If you are already printing the paper HCFA/CMS-1500 forms, you only need to add a few steps to
go electronic. First, you have to sign up with officeally.com or similar EDI clearinghouse. Then use the
instructions given in the Help section above to get your first batch created (most clearinghouses will
require a 10 claim batch to verify that they are being processed properly; this is done after you first set
up your account).

Posting Payments
Posting patient and insurance payments are handled differently. Patient payments are handled

exclusively within the FeeSlip environment whereas the insurance payments are posted with the Post
Insurance tool.
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¥ Howdo |l ?

How do | post insurance payments ?f63)
How do | post patient payments?@

10.12.1 Post Insurance Payments

When you receive a payment check from an insurance company, you must post the payment so that
the patient's account is properly credited. This is done using the Post Payments button found at the
bottom of the ezClaimBiller main screen.

‘ § Pozt Payments

You can only post payments for one insurance plan at a time; the check serves as the basic starting
point. In the Post Insurance Payments screen, enter the insurance name, the amount of the check and
check number. These are all required fields.

@ Upload HIH":ES Reports

HH Process Insurance Payment

% Post Insurance Payments

MOTE: To post patient pavmentz, use the actual feeslip.

Insurance Compary: (Medicare Part B G
Amaunt of Check: 3439.00]  Check#t (2332323329

Check Date: | 1 ./A14/2011 vl By |Doktar, Ima G
‘@/J‘ ‘f Dkay H xtancel

Once you click Okay, the "Virtual Check" page appears showing a list of patients that have payments
pending for the insurance company you selected.
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> Insurance Payment

AK Medicaid - ACS AT a4 11111
Sealtle, WA
[206) 444.2222 i 011442011
har 0 THE  DavidJ Pedige. 0D PS 5
O Thouwsand Dollars snd Mo Cents L ARS
WEMG -
POAI0S5" e 23ILSEPATILZILSE 7RA0 y
. SR A AN LD, ETALE 08 RACH.
11111
1] Pah=nt Mam= pos FT URC  Ewpect PadFul | Achual Ba Wiite-Olf | TaPal. Te2 &
+ Abeaham, Siela Mase 10527520 TEQL0D Do TEQOD
+ Agat, Aanon oaM972mn 18000 000 1E000
+ Aat_ | sabedla maM9:2m0 18000 000 1E00D
+ Ak, Kaila 1097200 16000 ] 000 1E000
+ Sigrvus, Brittary 1072672010 1E0.00 1 D03 1E0OD0
- Agruz. Nora T 2672000 T80, 16500 1500 ]
Augrug. Mora A0ZEFAN0 NIOME 12600 12500 ¥ 125.00 oo |
Aups, Moia 10726720 HOME 5500 EROD ¥ 40000 SN T
+ Augrus. Rosemary 10728200 180,00 ] 0o 18000 |
+ Albeit, Lawrsnce 110672010 1EQL00 | oLod T1EQL00 1
+ Alerie, Mick /zrazmn 1E0.00 Do0 1E0OD
+ Alralia, Emira 10/2872m0 18000 000 1E000
+ Allery, Brandon 0a/205am0 18000 o0 1E000
+ aler, Marjane A6 160,00 ] 0o 16000
+ Areuk, Darisle 10/28°2010 1E0.00 ] D03 1E00D0
+ Arveuk, Kiishen 10227200 18000 no0  1E000
+ Andsaw. Tiiphy 08/20/2m0 16000 oo 1enoo ] ]
+ Argaisk, Exekiel 0FATaamn 18000 000 18000 ] W
£ *
CURRENT UNAPPLIED AMOUNT; I_m u ¢ Okar

Options available to process the payment check include:

Plus Sign Expanders

Clicking the small "plus" sign next to the Patient Name expands the billing to display each line item
that was billed to the insurance plan.

Paid Full Checkbox

If the insurance company paid 100% of the claim you can simply check the paid full checkbox and
move on to the next patient. If the insurance paid 100% of one line item, then use the plus sign
expander to show all lines and click the appropriate line.

Actual Payment

In most instances the insurance will only pay a portion of your expected payment; enter the actual
paid amount from the EOB (explanation of benefits) into the yellow shaded column. You can enter in
the single line (without expanding) and the software will calculate the percent paid for each line item.
This method is not particularly accurate, so it is always recommended that you expand the lines and
enter each paid amount separately.
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Write-Off/Transfer Options

After entering the Actual Payment, you must decide how to handle the remaining balance. There are
only three options: (1) write-off the balance, (2) transfer it to patient responsibility or (3) transfer to
the secondary insurance. Note that if you wish to do two of these options (e.g. write-off a portion
and transfer a portion) you cannot do it on this screen. Instead, mark the transfer button then when
completed posting the payment open the patients FeeSlip and edit the Transactions Listfa4d.

& Transfer to 2nd Insurance E]E|fg|
& Transfer Insurance Balance

From 1zt Insuwrance: |Medicare Part B D
To 2nd Insurance: |Cigna D

‘@)‘ ,/ 0K ‘ X ciose

NOTE: You will not be able to close out the Post Payment screen until all payments have been
balanced and the unapplied amount of the check is zero. If you have a discrepancy, you will need to
close out the Post Payment screen and open the FeeSlip of the problem claim to edit.

Posting Zero-Balance EOB's (Explanation of Benefits)

If you receive an insurance EOB with no check (for instance, the entire amount went to a deductible or
the patient wasn't eligible for benefits), you cannot use the Post Payment button since there is a zero
balance. Instead, you need to open the patient's FeeSlip and enter a Transaction. Typically this would
be a "Transfer from Insurance to Patient" so that the patient's balance increases and insurance shows
no balance due. Remember, ezClaimBiller keeps two separate running balances: one for what the
patient owes and one for the insurance payment due.
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- Transaction Summary

3 i Fatiert Mame: Sample,
g TransaCtIDnS Fatient ID#: 000001

[rate Tranzaction Type Aot Balance Feference/totes
1432011 FeeSlip Charges 380.68 Ja06E FeeSlpH 2641
1132011 Billed to Insurance [125.00] 38068 Cigna Healthcare
1132011 Billed ta Insurance [55.00] 8068 Cigna Healthcare
1/7/2011 -]

MHaon-refundable Adjustrment ”
MSF Check Fes ; Enter the amount of
Paid on collection acct transfer (that insurance
Patient Payment didn't pay) here. Use the
Eahent Mot brackets [] to indicate
roduct Return e
Product Feturn [billed to ins) neutral transaction {not
Refund to Inzurance Company +/- signs).

Fefund ko Other
Refund ta Patient
Transfer from Inzurance to Patient

Transfer from Patient to Insurance
Tranzfer to Anather Insurance 7 S e
Unpaid copay y Transfer to Patient” if insurance

WEP - Insurance Charge Adj. i didn't pay, but could be "Write-Off"

Select your transaction {typically

First, you must decide if you are going to write-off any of the amount. If so, you need to decide if it will
be an Insurance Write-off or Patient Write-off. Then transfer accordingly

Examples:
Case #1 You billed $200 exam, but usually charge cash patients $190. So the write-off is on the Patient

side. You should transfer the FULL amount to the patient (using the "Transfer from Insurance to Patient"
from the dropdown list) and put the amount that the insurance didn't pay ($200). Then create another
transaction right below that is for "Patient Write-off" in the amount of $10. This will leave a patient
balance of $190 and an insurance balance of zero.

Case #2 You billed the same $200 exam, but this time the EOB says that the allowed amount is $150
and that the entire $150 went to deductible. So you should first do an Insurance Write-off of $50, to bring
the allowed insurance balance to $150. Then you can "Transfer from Insurance to Patient" the remaining
$150 balance. At that point, if you wish to indicate a patient cash discount, you can enter a Patient
Write-off.

NOTE: You can write off on either the patient or insurance side if you wish (the numbers will still add up)
but if you ever want to know how much you are writing off from Insurance you need to enter the proper
transactions.

Posting to a Second Insurance

To transfer an amount to a second insurance, you can use the Transfer to Second Insurance checkbox
on the Post Payments screen or use the Transaction[443 button on the FeeSlip[440. In order for this to

work, you MUST have entered the secondary insurance in the Patient Demographics[118] screen. Once
the balance is transferred to the other insurance, you will need to create a new insurance claim. Open

the FeeSlip, click Claim Form and then on the drop-down select New Claim:
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HH Process Insurance Payment

| Open Insurance Claim Form

Type of Claim to Oper; |OPEN PRIOR - 11342011 Cigna Healthcare
- B LA ‘ g

OPEN PRIOR - 1/13/4 ] Cigna Healthcare  FeeSliplD#z)

OPEM PRIOR - 1/13/ 20 Cigna Healthcare  FeeSliplDif:
Clairn D ate: OPEM PRIOR - 1/13/2011 Cigha Healthcare  FeeSliplD#H:
. — T [

Recorded D ate: | By: |F'eu:|igu:u, Dravid |

Claim Format: (& Mew CMS-150008/05 ¢ Old HCFA-1500 [pre-2007)

‘@JHJ Dkay H xtluse

FeeSlipl DD

Secondary Insurance:

Add Mew Inzurance

Claim Setup

Then you must change the Primary Insurance to the one you wish to now bill (i.e. the secondary). Leave
the Secondary Insurance as [NONE SELECTED]. Then click Okay to build the claim.
10.12.2 Post Patient Payments
All patient payments are posted via the FeeSlip. See the section on Applying Patient Paymentsm.
10.13 Creating Reports
The Reports module is very basic. Currently there are five report types:

Accounts Receivable Reporth6d)

Daily Production Report[463

Patient Payments Reportked)

Revenue By Patient Report[463)

Summary of Revenue Report[463)

Sales By Product Code & Tax Collected463)

Clicking the Reports button will call up the Billing Reports screen.

| 5 5 Post Payments

@ Upload HL_‘;‘; Reports
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HH Select Billing Report g@@
i& Billing Reports

Accounts Recervable

The Azcounts Receivable report shows the outztanding balances that vour patientz and
Ihzurance companies owe vou [minug any adjustments/contractual dizcounts), Fritt

Draily Production Totals

The Daily Production Tatals repart showes the total fees and zales generated for the
zpecified date, by patient name. A v y
Select Repart Date: | 1/26/2011 % m

Patient Payments Feport

The Patient Paymentz Repaort shows the total patient collected fees for the specified
period,

Select Report Date Rangs: [12/26/2010 ¥ |t [1/26/2011 v | __ Preview

Revenue By Patient List

The Revenue repart shows the total fees and zales generated for the specified period.
Select Report Date Bange: 1-2:"25.-"201EI \f to 1;"25.-"2-011-2 m
Summary Fevenue Repart

The Revenue repart shows the total fees and zales generated for the specified period.

Select Report Date Range: [12/25/2010 @]t [1/26/2011 || _ Preview |

Sales by Product Code [and Tax Collected)

The Sales by Product report shows the total zales generated [after dizcountz BUT befare
write-offz, az well az tax collected, for the specified period.

Select Report Date Range: 1-232532010 V [{a] 132532&11|r Preview

‘@H x Cloze

10.13.1 Accounts Receivable Report

The AR Report is a printed version of the AR List[468 shown on the main screen.

Accounts Receivable

The Accounts Receivable report shows the outstanding balances that your patientz and
INEUrance companies owe you [minug any adjustmentz/contractual discountz],
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10.13.2 Daily Production Report

Draily Praduction Totals

The Daily Production Taotals report shows the total fees and zales generated for the

zpecified date, by patient name. _
Select Report Date: [ 14142017 Freview

10.13.3 Patient Payments Report

Patient Payments Bepart

The Patient Paymentz Repart shows the total patient collected fees for the zpecified

period. _
Select Report Date Range: |12/14/2010 % [t [114/2011 v | _ Preview |

10.13.4 Revenue By Patient Report

Revenue By Patient List

The Reverue report shiows the total fees and sales generated for the specified period.

Select Report Date Rangs: | 1241452010 % (1o [144/20011  » Preview

10.13.5 Summary of Revenue Report

Summary Fevenue Fepart

The Reverue report shiows the total fees and zales generated for the specified period.

Select Report Date Range: | 1241420010 % (1o [1414/20017 » Previgw

10.13.6 Sales By Product Code & Tax Collected

Sales by Product Code [and Tax Collected)

The Sales by Product repart shiows the total zales generated [after dizcounts BUT before
write-offg, az well az tax collected, for the specified period.

Select Report Date Range: [12/25/2010 %]t [1/26/2011 || _ Preview |

10.14 Accounts Receivable (AR) List

The Pending Payments or "AR List" is a powerful means to keep tabs on the profitability of your

practice. Within seconds you can see how much of your patient billing is outside of 30, 60, even 90
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days. Having the Accounts Receivable front-and-center forces everyone in the practice to keep an eye on
cash flow.

Pending Payments (Accounts Receivable)

Aged
&
&
&
an
an
an
an
an
an

Dos Fatient M ame Inzurance
10/24/2010 Flynn, Loretta LESD - Premier Claims ...
10/24/2010 Kazzaiul, Curtis Ak Medicaid - ACS
10/24/2010 Kazzaiul, Adnnie Ak Medicaid - ACS
10/25/2010 Charles, lona Ak Medicaid - ACS
1042542010 Taom, Lucy Ak Medicaid - ACS
105252010 Tom, #avier Ak Medicaid - ACS
104252010 Tam, Salina Ak Medicaid - ACS
10/25/2010 Jakn, Megan Ak Medicaid - ACS
1042542010 Tom, Shania Ak Medicaid - ACS

Bal
$180.00
$180.00
$180.00
$280.00
$120.00
$120.00
$180.00
$180.00
$180.00

Last Action

Date S

Here are some of features that make the AR List very
useful:

You can sort each of the columns by click the top heading (e.g. you can sort by Patient Name

or Insurance)

You can add Action Notes to the AR list so that the status of each unpaid item can be

assessed in a glance

Double-clicking a patient name will open the corresponding FeeSlipls4h

Right-clicking a patient will show a menu of options, including "pulling" the chart up to the Open

Ledgersm screen, deleting existing Action Note[418 and Creating a Billing Statement/433)

Pull Ledger
Delete Action Mote

Create a Biling Statement ;

Exit I}

See the Main Screenhk1d) description for additional details.

10.15 Options & Settings
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File Chart Actions | Options | Help

List of insurance plans
Fees & Product codes
Provider PIMs r M

Default daim settings

oftware Suite

¢ Howdol?

Add/edit Insurance Plans?[+71

Add/edit CPT codes/Fees/Products?[472)

Enter Provider PINs?[4731 NOTE: Obsolete; not required since NPI's introduced.
Set Default Claim Settings?[+s1

10.15.1 Insurance Plan List

The Insurance List allows for custom entry of any insurance plan you accept. The information you enter
(e.g. address) will appear on the claim exactly as you enter it.
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Hl Manage Insurance Companies

o Insurance Company List

AARP Dizcount ~

Administrators \West 3 2l sl
Adminigtrators West/Oregon Add

Adult Learning Programs of Ak, Inc e
Advantica Eve Care City

|Advantra Freedom

Aetna Discount

|
|
|
3 State Zipcode
|
|
|

AetnallUs Healthcare Telephone

Ak Medicaid - AC5

Alazka Labaorers HES Fund Fax Mumber
AmernBendIEC Group P o

£Pl2 Health Dept bt

AR, Ltd Mortkhwest Inzurance Motes

Avhdd, Group Health and Life Insurance T
Banner Health

Benezsight

Blue Crozs of Washington & Alaska
Boeing Selections/Regence

Boeing Traditional

Carpenters Trust

CBSA Performas

Cement Mazons & Plasterers Trust

Cigna ;
Cigha Healthcare Mew | Edit | Delste | ' |

|@’)‘ ‘ xtluse

Coldwell Banker B ain Azsociates

10.15.2 Fees & Product Codes

All the codes you need to bill for senices and products can be entered in the Products & Senice Codes
screen. Some standard codes are pre-populated, but you will need to edit the Fee and Tax fields to
reflect your practice fee schedule.
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B Product i Service Codes

Products & Service Codes

Click an item to edt or chooze 'Mew' to add a new ibam.

Curient Pioducts & Services

CPT/Code Product Desciption Fes T aable? Tax Peicert Favonbe?
B5222 Feeeign body remeval 14300 [ [
E8984 Cataract 30-day post op $175.00 O O
E3761 Purctal Dccluson 4a7.00 O []
2002 Inbermediabe Exam $70.00 [
2004 Compeehensive Exam. Mew 12500 [
|rbermediale Exam, E £lab mn_n
204 Compeehernzive Exam, Eslab 412500 1 O
22015 Refraction 455.00 o [
92020 Gonioscopy 455.00
208 Lemted 'Wisual Field f20.00
9082 Inbermediabe Yigudl Fiekd 34000
52083 Estended Yisual Fields 449.00 O [
92100 Senial Tornamety 447.00 O []
228 Opthalmoscopy Exended p $65.00
W22k Opthalmoscopy, Subsequent 455.00
S50 Retinal Phatagrsphy F63.00
9230 Contact Lens Eval $70.00 o ' w
Product/Service [DH CPT /Product Code Fee
[ [52"]12 [?[I [~ Tanable [tom? ]—p;
Product Descnphion
|InIE|medaIe Exam, Estab [~ Favouile?
Mew | Dielete | Save i

@) X o]

10.15.3 Provider Insurance ID's

The Provider Insurance ID's are no longer used in most cases as they are replaced by the NPI. If for
some reason you have to enter a special provider ID number for a specific insurance plan, you can do it
with this tool.

H Provider PINs E@

Manage Provider Insurances

Select Provider to view: 1Du:uktu:ur, Irma K .Lj

Select an action to perfarm;

| Provider Insurances | | Set Insurance PlMz |

‘@/]‘ X ciose
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B Provider Insurance Plan Manager

Manage Provider Specific Insurances

Select Provider ta wview: |D|:|ktn:|r, Ima k. L]

Pravider Inzurance Plans

Participating Insurance Fanels [mave any insurances to right side if on panel):

Areailable Selected

AP1A Health Dept

ARM, Ltd Morthiwest

Banner Health

Benesight

Boeing Selectionz/Aegence
Boeing Traditional
Carpenters Trust

CESA Performan

Cement Mazons & Plazterers Trust
Cigna

CoD

Coldwel Banker Bain Aszociates oy

ietna
Aitdd Group Health and Life Insurance T
Blue Crozz of W ashington & Alaska

Cigna Healthcare

(>

&

2 |

HH Provider Insurance Plan Manager

@/ Manage Provider Insurances ID Numbers

Select Provider o wview: an:nkt-:nr, Ima k. j

_If'_raaér_é.pEific Insurance PINs

List of available insurances for provider: Pravider PIN
Iﬂl':.rr | .E| ----------------------------------------------------------------------------------------------------------------------------------------- | 9999
Aitdd Group Health and Life Insurance Trust
Blue Crosz of Waszhington & Alaska

Cigna Healthcare

|é3 w444

63434

[ Accept Azsignment

Delete | Save Changes |

|‘E!)“I"r[ﬂuse
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10.16 Admin Features

The Admin mode allows you to edit nearly ALL transactions on a patient ledger. This is useful if a
mistake was made (for instance the wrong patient was credited with making a payment). Only limited
staff should have access to the Admin module.

Note the red bar which indicates when you are in Admin mode. Always sign out completely when done.

== grllaimbiller Current user: Admin
File Help
Admin Edit Mode
- ezHealthWare Software Suite i$ ‘\J
ad)|
r i
A|B|CIDIEJFIGIHIITJIEK]LIMINIOTJPIQIR]ISITIUIVIWIX]IY] Z
Last Name First Name M| Pat D= DoB Insurance Lasi Exam  Physician Name il
[+ Ables Boyd DODEET Waimiiss VVision Service Plan 022002009 Pedigo, David J
¥ Ables Sharron Q00E3EE - = Vision Service Plan 027202009 Pedigo, David J
|+ &braham Delores DOZ2455 i - 102672010 Pedigo, David J
[# Abraham Stela Mae 002484 s AK Medicaid - ACS 10272010 Pedigo, David J
[+] Abrams Kaithyn 000685 s e First Health Services .. 12082008 Pedsgo, David J
[ Active WMargaret 0az530 : LESD - Premier Claim... 1053072010 Pedigo, David J
[+ Adams Amber C 002138 S i—- 09ME2010  Pedigo, David J
[# Adamz Bertha E 000425 sswiess amerbenEC Group Pedigo, David J
[+ Adama Bessie 000515 e s Private Pay Caah 10282006 Pedigo, David J
[+ Adams Chariens 000453 - W= Prvate Pay Cash 10172008 Pedigo, David J
[# Adams Dars QQ0019 Fhsm s Private Pay Cash D&ME2008 Pedige, David J
[ Adams Darathy o000z W Privale Pay Cash D2NEZ008 Pedigo, David J
[+ Adarms Frank DO1035 - 033172009 Pedige, David J
[+ Adama Gladys 5 000433 W= Private Pay Cash Pedigo, David J
¥ Adams Gloria 001721 WSENEE AK Medicaid - ACS 12T2008 Pedigo, David J
[+ Adams Henrietta Qo040 . Premera Bluecross 10162008 Pedago, David J
[# Adams Jacob QOTI0S i s D4NE2009 Pedigo, David J
[+ Adams Jeffery R 001724 == ¢ 102772008 Pedigo, David J
[# Adama Karen 001723 s AK Medicaid - ACS 1272006 Pedgo, David J j
@ LogQut

To begin, find and double-click on the patient name you wish to edit. The Transactions Edit screen will
appear.
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- Transaction Summary

Fatient Hame:  Smith, Charles

\;%! Edit Transactions Patiert D8 000998

& Prin

switch FeeSlips Fee Siplt: 985

Drate Tranzaction Type Amourt | Reference/Motes | Fiecorded By Dedete? -~
414/2008 Insurance Wiite-0if -315 Aknaguer, Artornelte ]
41452008 Insurance Payment 12185 Chk#1955973 AK Medicaid - ACS  Almagueer. Antonette (]
41472008 Insurance Wte-0if -1.38 Almaguer, Antonette O
41452008 Insurance Papment 5362 Chicl1955373 A, Medicaid - AC5  Almaguear, Antonatte !&

__rE>

ood

L@M & so- | X close

Indicate which transactions to delete or change the Transaction Type/Date/Amount. See the section on

Editing Transactions #48) for the options available.
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11

Troubleshooting Problems

Network Crash

Network crashes are the worst diaster that can befall your database! If you are working on a chart at the
same time the network goes down, there is a high probability that you database may be damaged.
Using a wireless network for a portion of your network increases the risks. Since ezHealthWare software
is an intensive database-driven program, you can expect a wireless network to be slower than a typical
100Mbps wired LAN (how much slower depends on the wireless system you choose). If you must use a
wireless network, it is probably best to use the exam room computer as the server and let other
computers link into that system. Bad network cards and faulty cables can also be a culprit.

Broken network connections, as sometimes happen with wireless systems, can result in database
corruption! Do regular backups of your data (at least daily).

AL Network Connection Problem

The connection to your database folder appears to be broken.

& @ Network Connection Problem!

This can occur when your network link becomes disconnected.

'H‘
= :\ You may attempt to reconnect by using the "Connect” button
) below. If the connection still fais, check your network settings
2 (make sure your server is turned on, all wires are connected
and share permissions set properly).

CLICK HERE TO CONTINUE —-> E'] Attempt Beconnect ‘ ‘ x Quit Application

Database Crash

You will recognize a database crash when you see this dreaded message: Unrecognized Database
Format or something similarly ominous.

@

WARNING: Do an immediate backup using the instructions below before doing anything else!

(1) Make an immediate backup (copy the entire "C:\ezHW_Data\" folder to a flash drive and/or external
drive (BEFORE DOING ANYTHING ELSE).

(2) Do you hawe an existing recent backup? If so, roll back to that copy.

(3) Ifit's been a few days since your backup, send the following file to us so we can analyze and attempt
to repair the database:

C:\ezHW_Data\ezDB.dez
Right-click and choose Send To->Compressed Folder to zip the file; better yet use the ezBackup
utility to create a copy that's already compressed.
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You can use the link we send you to securely upload the database to us (do this at the end of your
workday; we will TRY and return it the next day if it is repairable). Note that some database crashes
cannot be repaired and you MUST return to your most recent backup.

Software Crashes - low memory

The MOST common cause of crashes of the software is due to low memory. If you are running the
software and getting persistent errors (that don't seem to hawe a pattern), ask yourself if you have (1) 2 or
more charts open at once and (2) less than 2 GB of RAM. If so, upgrade your RAM. You can also
increase the size of your Virtual RAM. This allows you to simulate RAM by using your hard drive to store
the data that would be on the physical RAM.

Steps to Increase Virtual Memory

1. Under the start menu go into the Control Panel.

2. Double click Performance and Maintenance and then on System.

3. Under the Advanced tab click on Performance and then on Settings.

4. Where you see Virtual Memory shown click Change.

5. Click on the hard drive where your OS is installed (this is where your paging file
should be).

6. Once you have completed all of this check the Custom Size checkbox. Now you are
able to input how much memory you want to save for virtual memory. There will be
two fields there, the first one is called initial and the other is called maximum. If you
want the best performance out of your machine you should set these the same as
each other.

Vista Compatibility

We recommend Windows 7 Professional or WinXP for all our software products. Win7 can be either 32
or 64 bit systems. In many instances our software runs perfectly in Windows Vista. But in some
situations, there may be minor, or even major, malfunctions. This is especially true for the Database
Upgrade utility, Online Licensing module and scanning modules. To get around this problem, you simply
need to start the software in XP Compatible Mode.

To use Windows XP compatibility mode, right-click the ezChartWriter icon and choose Properties from
the context menu that appears:
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Open

¥ Run as administrator
1-Zip
Pin to Start Menu
Add to Quick Launch

Restore previous versions
Send To

Cut

Copy

Paste

Create Shortcut

Delete

Rename

—ge Froperties

After choosing Properties from the context menu, a window will appear displaying the different properties
of the application organized in tabs. Select the Compatibility tab to run the application Windows XP

mode:
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[ 78 Properties &J

Secuity |  Detais | Previgusismiess
General | Shortcut |

if you have problems with this program and it worked comecthy on
an earlier version of Windows, select the compatibility mode that
matches that earier version.

Compatibility mode
Run this program in compatibility maode for:
| Windows XP (Service Pack 2) -

Settings
[] Bun in 256 colors
[] Run in 640 480 screen resolution
Disable visual themes
Disable desktop composition
[ Disable display scaling on high DP| settings

Privilege Level

["] Run this program as an administrator I}b

[ @Shuw settings for all users ]

ok J[ Concsl J[ ey |

On this screen, place a check in each of these checkboxes:

¢ Run this program in compatibility mode for Windows XP (service pack 2)
¢ Disable Visual Themes
¢ Disable Desktop Composition

Then click OK to save the changes.
NOTE: If this does not work and problems remain, try running the Program Compatibility Wizard by
clicking the Start button, clicking Control Panel > Programs > Programs and Features > Use an older

program with this version of Windows

If compatibility mode and the wizard does not solve the problem, contact Tech Support for further help.

Upgrading Database Fails

If your attempts to upgrade your database fail, you may need to run the software as an Administrator (in
Vista/Windows7). Right-click the application ezChartWriter.exe and choose Properties from the
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context menu, a window will appear displaying the different properties of the application organized in
tabs. Select the Compatibility tab to run the application Windows XP mode and check the Run as
Administrator checkbox. Once the database has finished upgrading you can uncheck the box.

[ 78 Properties ﬁ

Security | Details | Frevigu e
General | Shortcut |

if you have problems with this program and it worked comecthy on
an earlier version of Windows, select the compatibility mode that
matches that earier version.

Compatibility mode
Run this program in compatibility maode for:
| Windows XP (Service Pack 2) -

Settings
[] Bun in 256 colors
[] Run in 640 480 screen resolution
Disable visual themes
Disable desktop composition
[ Disable display scaling on high DP| settings

[ @Shuw gettings for all users ]

ok (o] o

Locked Chart

If you attempt to open a chart that has already been opened by yourself or another user, the Locked
Chart warning appears. A problem may occur when a chart was opened and the software crashes
leaving the chart still marked as open. If this is the case, then it is safe to use the "Unlock Chart" button.
If you are unsure or another user may possibly have the chart open, it is best to check with other users

before attempting to unlock the chart.
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M | ocked Chart!

Locked Chart Notice

WARMING: Thiz chart iz in uze by anather uzer. In order to
prevent lozs of data or damage to pour databaze, the record iz
LOCKED. If pou are abzolutely sure that the ather uzer no longer
hasz the chart open [for instance, if their computer crazhed], then
you may select IMLOCE. below.

Locked by uzer:

File locked by Uszer. Pedigo, Dawid J
DatesTime Locked: 3/6/2011 74524 P
Computer: INSPIROM-1705 [USER: Dawd)

‘ JQTI Unlock Chart How ‘ @/J” xtancel

Uninstalling the Software:

(1) In the Windows Control Panel, click the "Add/Remove Programs" icon.

(2) Find the entry for ezChartWriter and click "Remowe"

(3) Navigate to "C:\Program Files" and delete the entire folder "ezHealthWare"

NOTE: This does NOT delete the patient database. To delete the existing database use the topic
"Instructions to do a Fresh Start (with empty patient database)".

How to Rollback to Prior Version of Software

Starting in version 4.0 and later, the software retains the prior version so your can rollback if your have
problems (for instance, your database did not fully upgrade and the new version does not start). To
switch back, you simply need to recreate an icon on your desktop for the old version. Navigate to your
program folder (typically it is “C:\Program Files\ezHealthWare\ezChartWriter”, although on 64-bit
systems select “Program Files (x86)"). Be sure it is NOT the ezHealthWare 4.0 folder, you need the one
without “4.0”. Now find the file called “ezChartWriter” and double-click it.

Alignment Problems with Claim Printing

There are two reasons that claims may be misaligned:

(1) The text is spaced properly, but prints slightly offset from the boxes. This can be fixed by adjusting
the margins with the Alignment tool. You will have to use trial and error to mowve the text up/down or
right/left.

(2) The problem may be with the font, not the alignment. On some computers the default system font is
"proportional" and so all the text is squeezed together. To fix the issue, you must select a different font.
On the alignment tool, select the font "Lucida Console" or "Courier" and font size "12". That should fix
the alignment problem (you can try other fonts if it doesn't, but these usually work best).

Insurance Address & Name Not Printing

The insurance will only print on the upper right hand side if it is an existing insurance from the drop-down
list (which you select in the Patient Demographics screen). If you mistype or hand-enter the insurance
name, it can't be matched to an existing insurance company in the database.
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If you wish to add or edit an insurance company, use Main Menu->Program Settings->Insurances in
ezChartWriter or within the ezClaimBiller module you can use the top menu Options->List of Insurance
Plans

Dealing with a Total Network Outage

(1) Keep a 4-GB USB stick drive handy (empty)

(2) Keep a laptop computer in the office with the newest version of ezChartWriter installed. But don't run
the software yet, since it doesn't have a database to attach to (yet)

(3) When you have a network emergency, use the USB stick drive to copy the database folder from your
server to the stick drive. You need to copy the five files that end in ".dez" to a folder on the stick drive
you create called “ezHW_Data”.

(4) Once the files are copied, insert the stick drive in your laptop.

(5) Start ezChartWriter on the laptop. Ifit's the first time run, it will show a setup screen and as whether
you've installed before... say YES and select Find Database. Link to the files on your USB drive. If you
have run ezChartWriter before on this computer, it will open to the blank database. Simply click Switch
Database on the main screen and select the location on the stick drive.

(6) Now you can enter data normally on your laptop... for instance working in your exam room right on
the laptop.

(7) When your network is operating again, you need to copy the database files back on to the server. Be
careful that you are copying FROM the usb drive TO the sener.

(8) Restart computers on your network and they should be back to normal operations.
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12 Frequently Asked Questions

Top Six Questions

Is ezChartWriter software CCHIT certified? Will it be eligible for EHR bonus from ARRA?
In order to keep our software very low cost (only $199 per year per location with unlimited
computers/users) we are not pursuing certification at this time. However, because some of our
doctors see a significant amount of Medicare patients, we have partially integrated with
PracticeFusionEHR.com. That site is a free EHR and has ONC certification. Sponsored in part by
Dell Computers, they are the leading free EHR solution. This fits nicely with our own low cost
software model. The website is fairly limited in optometric functions (which is where our software
comes into play). You simply paste your SOAP note to the site and keep a parallel system
online. So it also functions as a “backup” of your SOAP notes that can be accessed anywhere
there is internet.

To qualify, you have to be an eligible provider who bills CMS. Next, you need to use a certified
EHR system and meet 20 criteria for Meaningful Use. For 2011, you will to attest to CMS that
you met the Meaningful Use criteria for 90 consecutive days and your incentives will be paid with
your reimbursements.

Practice Fusion's EHR is ONC-ATCB 2011/2012 compliant and is certified as an EHR Module in
accordance with the applicable certification criteria adopted by the Secretary of Health and
Human Senices (HHS).

What are the "meaningful use" requirements?

1. Record patient demographics (including gender, race and ethnicity, date of birth, preferred
language) at least 50% of the time

2. Record vital signs (height, weight, blood pressure, body mass index, and growth charts for
children) at least 50% of the time

3. Maintain up-to-date problem lists at least 80% of the time

4. Maintain active medication lists at least 80% of the time

5. Maintain active medication allergy lists at least 80% of the time

6. Record smoking status for patients older than 13 years of age at least 50% of the time

7. Provide patients with a clinical summary for each office visit within 3 business days, at least
50% of the time

8. On request, provide patients with an electronic copy of their health information (including test
results, problem lists, meds lists, allergies) within 3 business days, at least 50% of the time

9. Generate electronic prescriptions at least 40% of the time

10. Use Computerized Physician Order Entry (CPOE) for medication orders at least 30% of the
time. (note: CPOE for lab ordering, imaging ordering, and referrals are not addressed here — only
medications)

11. Implement drug-drug and drug-allergy interaction checks at least 40% of the time

12. Be able to exchange key clinical information among providers by performing at least one test
of the EMR’s ability to do this.

13. Implement one clinical decision support rule, and ability to track compliance with the rule
(this is reduced from the previous 5 rules to the final 1 rule)

14. Implement systems that protect privacy and security of patient data in the EMR, by
conducting or reviewing a security risk analysis, and taking corrective step if needed

15. Report clinical quality measures to CMS or states — for 2011 provide aggregate numerator
and denominator through attestation; for 2012, electronically submit measures (this refers to
PQRI measures)
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*abstracted from PracticeFusion w ebsite

How much does ezChartWriter cost?
The annual license fee is super simple, only $199.00 per year (per clinic location). This includes
unlimited numbers of doctors, users and/or computers. No additional charges to network
computers or use with multiple doctors like many systems charge.

What happens if | don't renew my license? Does the software lock up?
It expires after one year. We will provide you with a “read-only” version of the software to view
existing data (but not enter new data) if you don't wish to renew the annual license. You can also
purchase a perpetual license that gives you complete access to the software forever.

How can | link my AutoRefractor?
You use the FREE included ezInstrumentLink software (found in the ezUtilities folder) to import
Topcon, Reichert and Marco/Nidek instrument data.

Does the software work on Windows 77?
The software underwent a major overhaul from version 2.5 to 4.0 to make it more compatible with
Vista and Win7. You should be using version 4.1+ (available for download from the website www.
ezchartwriter.com/download.php). Occasionally, Vista (and sometimes Win7) is picky about how
the application runs and you may need to run in XP compatible mode. Instructions are located
here: www.iccomplish.com/vista.htm

Sales - Pre Purchasel:s
e Hardware/System Requirements s8]
e Pricing & Annual Feeshol)
e Support Availabilityle3)
e Ordering, Downloading & Installing@
e Medicare Compliance & CCHIT Certificationfos!
e Data Conversion & Scanning@
e Linking to other PMS systemssof)
e Linking to Instruments/so1]
e Multiple Offices bos]
e International Saleskos)

Sales - Post Purchaselso
e Licensing Issues/s08)
e Lost Passwords|sod)
e Removing Demo Patients ko)

Install Problems/Troubleshootinglo?l

Networkingo7

Using the Softwarefol
e HIPAA Requirements|5_1c'ﬂ
e Working with Encounters1)
e Customizationls15)
e Reports & Rx'sb16l
e Backup Utilities 17
e Billing Modulef4]
e Appointment Schedulerbz2!
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e Recall Managerls231
e Data Exchangels23]

Errors & Crashesk2s|

Getting Help|5_25'7

Uninstalling Softwarelsz2s)

Ideas and Future Planslss

12.1 Sales - Pre Purchase

e Hardware/System Requirements@

e Pricing & Annual Fees |1

e Support Availabilityke3)

e Ordering, Downloading & Installingf+92)

¢ Medicare Compliance & CCHIT Certification[4ed)
e Data Conversion & Scanning]+odl

Linking to other PMS systemsm

Linking to Instruments 5o

Multiple Offices 50

e International Salesso5)

12.1.1 Hardware/System Requirements

Q: My front desk computer is about 5 years old. It has Windows XP v. 2002 with service pack 3. It runs
on a Pentium 4 processor at 2.80 ghz and has 2.0 GB of RAM. Is this computer good enough for EMR
or should | purchase a new computer or hard drive for the front desk?

A: That setup will work, but you'll eventually want to replace it if you find your system is bogging down
too much. You want your fastest computer in the exam room, since that's where a lot of your intense
processing power will be used.

Q: Should | purchase a server when | set up the network? | see the network as being a wired Ethernet
network connecting the front desk computer, a laptop in the exam room, and my personal laptop in my
office.

A: If your laptop in the exam room is fast, you can use it as the "server"; otherwise it would make more
sense to get a fast desktop for the front desk. It doesn't have to be anything fancy, just new. We do
recommend Windows XP (until Microsoft comes out with more stable version of Vista).

Q: Are you coming out with a Mac version of the software?

A: Not anytime soon, as it would take a major re-writing of the software and the market is slimmer for
Mac software.

Q: What should | do about setting up a network?
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A: Networking issues would be the domain of your "computer guy". But most users, once the "shared"
drives are set up, find it relatively easy to make network connections the software.

Q: Does it work on Vista?

A: The software underwent a major overhaul from version 2.5 to 4.0 to make it more compatible with
Vista and Win7. You should be using version 4.1+ (available for download from the website www.
ezchartwriter.com/download.php). Occasionally, Vista (and sometimes Win7) is picky about how the
application runs and you may need to run in XP compatible mode. Instructions are located here: www.
iccomplish.com/vista.htm

Q: | am about to buy new computers to do this. | see that Vista is OK but should | get a 32 or 64bit
configuration?

A: The software will only work on the 32-bit version of Vista, but either 32 or 64-bit with Windows 7.

Q: Is this program based on SQL server or MS ACCESS? My experience with MS ACCESS is that it
tends to be a slight bit slower after about 10,000 files.

A: Based on MS Access. And yes, it does indeed have many limitations, but even with 50000+ files we
rarely notice a slowdown.

Q: Would it be beneficial to have a tablet laptop?

A: Realistically, no. Although it would apparently be more efficient to write on a tablet with a stylus, the
reality is you need to do a bit of typing on nearly every patient. A keyboard makes it much faster. Having
said that, some docs do use a tablet. Touchscreen computers are also an option.

Q: Will your software run w/ Vista?

A: It does, but we still recommend WinXP or Windows 7, since there seems to be less glitches.

Q: When | typed “ezChartWriter” in Yahoo, it pulled up several websites that stated, "Warning:
Dangerous Downloads" , from simtel.net, softpile.com and filehungry.com, just to name a few. Just
thought you might want to know.

A: This is a new feature of Yahoo to warn users of questionable sites. Unfortunately, many of the
shareware download sites we use are getting blacklisted because of a tiny amount of virus-laden
software that hackers are uploading. Rest assured that our software is thoroughly tested for viruses and
most shareware sites download directly from us, so you likely have no danger. However, to be super
safe you can download the software directly from our website: www.ezChartWriter.com.

Q: When | buy a computer, does the software run better on Windows XP or Vista, or does it matter?

A: We recommend XP or Windows 7 (I've actually have had Microsoft employees as patients and they
recommend the samel!!l)

Q: Can the ezChartWriter software run on windows 98?

A: No, and the install program will block if from trying to install. It will run only on newer Windows
systems, Windows 2000 and up (preferably on WinXP/Win7). | recommend against Vista.

Q: Is the software compatible with the new Windows 7.0 due out in 20107

A: Yes, both 32 and 64 bit versions. You may need to run in compatibility mode: www.iccomplish.com/
vista.htm
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Q: How much space does a patient database take up?

A: Surprisingly little. You should use the built-in compacting utility once in a while (monthly) to keep the
size even smaller. Once you get upwards of 50,000 charts the file will get large enough that you might
need to archive charts.

Q: Do | have to have an Internet connection even if | don't use the billing module?

A: Having an Internet connection is not absolutely necessary, but it makes things a lot easier. The
licensing process works best when done via Internet. And regular updates are available via Internet
download.

Q: Can a laptop work or does have to be a stationary computer?

A: A laptop is fine.

Q: Do | need a sener to run ezChartWriter?

A: No. Peer-to-peer is fine (using any computer that is fast and has enough memory/hard-drive space).

Q: What hardware do | need? I'm thinking four computers/monitors, two printers, a scanner for the old
paper files. Anything else | should have?

A: Yes, that should do it. Although | wouldn't bother scanning paper charts in unless the patient is
returning (i.e. when you create a new EMR chart, then scan the document into PDF format and “attach”
to the chart using the Attachment Manager).

Q: How much space do | need for your database storage. .....(I.E. How big of a Hard Drive do you
recommend for a Practice that sees 50 to 60 Patients a week for 10 to 15 years ? Is a 100 Gigabyte
Hard-drive sufficient....or should | specify something very large ? | am really just asking advice on
selecting adequately sized Hardware to go with your Software. | have read that a 2 Gigahertz processor
with 256 Megabytes of ram are all that is required....that doesn't seem like much ram to me ? | would
rather know what you recommend abowve that so that | can be sure to get the most speed and
performance out of our system using your product?

A: Your database will be in the sub-gigabyte range for many years, so disk size really isn't an issue.
RAM is a determining factor in how many open charts the doctor can have open at the same time. As a
practical limit, most doctors wouldn't need to have more than three charts open at a time, which is about
the max you can do with a 2 gig machine. With under a gig, you can comfortably open one, maybe two
charts at a time.

Q: | have read in Blogs about your product that some people use a server for the main machine and
desktops for the other stations. If your Software runs as a stand-alone product on each machine and is
not served to the other machines by means of license files,,,,,why would anyone need a sener at all to
use your product ? Am | missing something here....or are people using serers for some reason not
related to ezChartWriter ?

A: For simplicity, we sometimes refer to the computer holding the database as the "server" (since most
lay-people get the concept, even though it's not technically correct).

Q: Does your product Tie into Microsoft Office in any way ? Do | need Microsoft Office on any of the
machines to use your product ? Should | order any other software on the machines that | buy in order to
make the most of your product ?

A: No, you do not need MS Office or any other software to use ezChartWriter. There is a built-in backup
utility with the software
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Q: | understand from your reply that your product works with either XP or Vista . | prefer XP too. All of the
New Machines that are offered seem to come with Vista . | know | can downgrade them to XP.....But |
worry that downgrading to XP will invalidate any Microsoft support that came with the purchase of new
Vista Machines ?

A: We recommend XP, but it's your personal choice. Remember, you don't need to have the newest
machines to make this work. You can buy a few refurbished Dell desktops and do just fine for half the
cost.

Q: With a relatively powerful "server" crt to hold the database file can this system function well with as
many as 9 "viewing stations"? on our pier to pier ethernet? It is unlikely that more than 4 at a time will be
in use.

A: The software will probably work fine with 4 -5 users logged in. Unfortunately, the database is built on
Microsoft's Access system which, while low cost, does limit the network usability. Changing database
systems at this point in the software development is not likely, so we are stuck with those limitations.
It's one of the reasons we only market to small and mid-sized practices.

Q: We have about 15000 patient files. Will this push this software (or hardware) too far???

A: No, the software can readily hold many more records. In any case, since these are EXISTING records
that you are scanning (I assume), they would be "attachments" which are stored outside the database.
Are you planning on importing your patient demographics also? You'd want to do that FIRST so that the
basic patient data exists in the new database. From there you can add attachments (although usually
most doctors do this just when a patient returns, leaving the prior paper charts in co-existence until you
decide to archive/discard them; you don't want to have to scan 15K records!).

12.1.2 Pricing & Annual Fees

Q: What are the annual costs?

A: You only pay $199.00 per year (per clinic location). This includes unlimited numbers of doctors and/or
computers at ONE clinic location (unless your network tech sets up a VPN so you can access the
single database via multiple locations).

Q: As | was checking on the manual/help, it has a section "What you get for $499". Another place says
$329 year. Is that an old purchase price?

A: Yes that was the old price. We now charge an annual fee of $199 per year with free email support.

Q: | am very interested in purchasing your software for both of my offices, but the pricing confuses me.
Your web page states $199.00 . Then further down the page says $1299.00 per office?

A: To simplify things, the pricing on the software is $199 per year and includes all modules -OR- you can
purchase a one-time perpetual license for $1299. The license fee is per clinic location, no matter how
many computers and/or doctors work at your practice. If you prefer a single purchase rather than annual
licenses, then you can order a perpetual license for a one-time fee. Use the built-in order form to
purchase the perpetual license or visit the website.

Q: What types of practices buy your software?

A: We sell to both private doctors and corporate. We have many Wal-Mart doctors. Mostly because it's
inexpensive and it works very well in corporate practices (and small private offices). But, the reason our
cost is so low is that we don't offer much support or hand-holding; most users learn the software just
with playing around and trying it out, using the built-in help.
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Q: If I need to renew on an annual basis and the company is no longer in existence (for whatever
reason), how do we make sure we can continue to use the software?

A: If for some reason the software is discontinued, we would release a lifetime license. Realistically
though, we don't foresee this occurring and have many established users who motivate us to keep
improving the product.

Q: New pricing?

A: The $199 price is new price. That is an annual licensing fee. Functionally, the working software is
exactly the same as the demo (if you are using the newest version 4.0). When you purchase the
software, the license is downloaded from the Internet and unlocks the software for further use. You can
network as many computers as you like in a single clinic (although about 10 is the max before
performance starts to drop).

Q: Will there be a charge to update later?

A: You only pay the annual licensing fee. All updates are free (if you have Internet access). If no Internet,
then be sure to purchase the $15 CD-ROM option from our software renewal form (or from the website).

Q: If I need to suspend for a year, will the program still allow me to access/view the patient files after the
expiration/renewal date?

A: Yes, you can get a free copy of the read-only software. Only if you have paid the $199 license fee for
that year will you be able to edit or add data though.

Q: If in the unfortunate event that you could no longer support this program, would you make available a
permanent unlock key so that users would not be left high and dry? | have been burned once, so this is
an important issue.

A: Sure, in an event such as this the software would be released into the public domain and a perpetual
license key would be provided. You need not worry about getting burned, and we don’t intend on going
out of business anytime soon!

Q: Are any new ersions to be released soon?

A: We periodically update the software and fix bugs that are reported.

Q: Does the software buyer own the software outright or will it self-destruct after one year?

A: It expires after one year. You can purchase a “read-only” version of the software to view data (but not
enter new data) if you don't wish to renew the annual license. You can also purchase a perpetual license
that gives you access to the software "forever". Otherwise you can request the read-only version of the
software that only allows viewing/printing of your existing patients. This would be available at no charge.

Q: Regarding the $199/year? Does that mean software locks you out after a year if $199 not received?

A: The software does stop working, but you can request a "read-only" version to continue viewing
charts. There is no charge for this.

Q: Is the price per location or per computer per location?

A: Pricing is per clinic location (you can hawe all your computers networked together at no additional
cost). If you have two locations, then each would be separate and would require two licenses.

Q: Would you please ask a client of yours if they would allow me to contact them about this software
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and its usage?

A: Sure, try emailing these doctors and see if they can help you with more info (most have been using
the software at least 2-3 years and have been satisfied enough to keep renewing): [contact us for dr
emails]

Q: You said that in the summer | "should see quite an improvement" in the lack of training. Would | be
able to try the software again for another 30 days after those tutorials and instructions are in place?

A: That wouldn't be a problem. As you have probably figured out, I'm not too worried about making
money on the software; it's done more for spreading the idea of Electronic Medical Records. I'm a
believer! Most of the issues with help manuals and such are a lack of time on my part. But I'm dedicating
time to getting it done, so you should have something soon.

Q: If | purchase ezChartWriter and use it for a year and switch to another program (due to the Medicare
incentive), will | be able to access patient records(review not write or edit) that | have on ezChartWriter or
the Appointment Scheduler?

A: You have several options. You can purchase a perpetual license. This option is best if you will still
need full access to all functions (of course, you could also just continue your existing license for a few
years). Otherwise, you can request the read-only version of the software that only allows viewing/printing
of your existing patients. This would be available at no charge. As of now I've not had anyone request it
and we have a 90% renewal rate (the other 10% were likely doctors who "tested the waters" but switched
to a different EMR).

12.1.3 Support Availability

Q: What type of support do you offer?

A: All support is email only. The reason the software was reduced in price is to better reflect the "do-
it-yourself' nature of the tech support. All support is via email only. | had to make the choice of either
greatly increasing the cost of the software to hire tech support personnel (which defeats the goal of an
affordable EMR system) or reduce the cost and limit support to email only (and hopefully some better
tutorials and manuals as time goes on).

Q: | have tried for the past three weeks to have someone return my telephone call from your company. |
was very interested in purchasing your software and left several messages because | had a few
questions before ordering.

A: We provide Internet/email-only support for this product. Please send any questions you may have and
Il try to answer them for you (usually within 24-48 hours; I'm a practicing optometrist too, so it works
best by email). Realize that for a $199 EMR system you are not going to get the type of telephone
support that you would for $10K packages. Most of my users download and install the software to their
computers so they can "demo" the various features and verify that the software will work okay. | will
provide support if you get stuck with a feature or have other problems that you can't solve yourself.

Q: ETA on more tutorials & online forum?

A: The online forum is down until | can figure out a better way to filter out the spammers. More tutorials
will be available in the 3rd quarter of 2011.

Q: Is there any telephone support available?

A: No, all support is via email and your own resources

Q: | am trying to utilize tech support but | haven’t gotten an answer from anyone. Am | leaving important
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12.1.4

info out so that they will respond? Do they need my phone number so that they know | am licensed
user?

A: Be sure to send mail to support@ezChartWriter.com (we have other software products, so make
sure you use the correct email address). We do not offer telephone support, so if you leave voicemail
without a return email address, you likely won’t hear from us.

Q: How quick are support questions answered?

A: The typical email response time is anywhere from 2 hours to 2 days. Typically within 24 hours.

Q: There seems to be a lack of manual/training methods. Is this being addressed?

A: This has been brought up frequently and we are aware that the training system is woefully
inadequate. We are in the process of developing a more robust training system to include a completed
user manual, tutorial videos and a DVD with training sessions and/or webinars. Right now, as you can
see, we hawve only the skeleton outlines of the training in place. Over the summer you should see quite a
bit of improvement. This FAQ is part of the ongoing efforts to make more support available.

Q: Do you offer any SSP's (Software Subscription Plans) with your software ? | notice that you have
done quite a few software fixes and patches based on your revision History. How are users notified of
these updates and patches ? How do they download them ? | am used to paying for an SSP so that |
can be assured that | always have the latest and greatest version of software on my machines.

A: If you have an Internet connection, the software checks daily for updates automatically and informs
you of any that are available. This is all included in the annual license fee.

Q: | apologize for all of the questions.....I am an Electrical Engineer.....so | am used to asking hundreds
of questions before | commit to any hardware Architectures...... Sales people usually "Hate" talking to
me!

A: | don't mind helping you and your wife with this decision. Realize that any software will have pros/
cons. | think your wife will do fine with the software, but realize that it was written by an optometrist and
not an engineer (i.e. things that would drive you nuts about how it works may be just fine for your wife!).
Heck it drives me crazy at times, and | wrote it!!! | recommend doing the full 30 day trial to get a sense of
the software before making a purchasing decision.

Q: Does "Email Support Only" imply that you are only willing to give minimal support to people who buy
your product....or that you are willing to support people who have problems with your product...... but
people must be patient and willing to wait before they get a reply. | just want to know what to expect in
the coming years. | am okay with waiting for assistance.....But | would like to think that there is
someone at the other end of the wire that is going to support us if we have problems with your product..

A: We will be here to help you. We just ask that you spend some time reviewing the help & support
systems first, since 90% of questions are probably covered.

Ordering, Downloading & Installing

Q: | just opened a brand new office & | hoping to get up and running soon. Any hints?

A: Go slow if you are not comfortable with computer data entry. You might want a paper backup system
in place if you run into trouble. Realize that it is normal for the first few days (weeks!) to be more
stressful as you learn the software.

Q: I have a PC in my office that does not have Internet capabilities. Would you be able to send me a
demo CD-ROM so | could see if your program would meet my needs?
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A: You have two options: (1) download for free to a USB flash (“‘thumb”) drive on another computer, then
copy to your office computer or (2) go to the website order page and add the CD-ROM only to the
shopping cart (there is a $15.00 charge). If you later decide to order, we will send another CD-ROM with
your license code at no additional cost. Also, please be aware that updates are only provided online.
You will need to order an update CD-ROM once a year (same procedure as abowe).

Q: | recently requested a trial version of ezChartWriter and | downloaded the software under my
administer and used shared folder in attempt to allow my staff to enter demographics and scheduling.
Howewer, | was not able to access it with my staff log-in. | was wondering would | be able to install the
software under the administer and allow staff log-in to access this software for everyday routine with the
actual purchase?

A: The trial version and actual versions are the same. You should be able to install the software so that
both yourself and staff can access it. To allow staff to access, sign in as staff, then open Program
Files \ezHealthWare

Q: Any docs in the Denver area? Do you know of any other LensCrafters docs using ezChartWriter? Or
other "corporate" docs?

A: A number of "corporate” doctors use the software (e.g. at Pearle Vision, Wal-Mart, Sam's Clubs to
name a few). Send an email to info@ezChartWriter.com to request doctors in your area.

Q: Could you send me a CD of the software?

A: You'd need to order one from the website (although you can download copies from free from the
website at any time): http://www.ezChartWriter.com/buy_now.php

Q: Is your software downloadable or is it delivered on CD?

A: Downloading is recommended (and it's free!). The version you download is identical to the purchased
version (you just need the License Code to use beyond the trial period).

Q: Do you offer Discounts for Educational/Gowt./Non- Profit Organizations?

A: Yes, We do offer discounts to such Organizations. The amount of the discount depends upon the
profile and history of the organization. We also actively donate our software licenses from time to time. If
your organization appears to meet the criteria, please email our Sales department to receive the
discount and/or donated license code. Please make sure you provide the following information:

1. Profile: Brief overview of your organization (and it’s status, e.g. non-profit, academic, etc).

2. Products: Product(s) that you would like to purchase or have donated.

3. Purpose: How do you intend to use the software?

Q: As | continue to practice working through your software and troubleshooting it for my practice and
similar offices, | become more impressed. The one issue that, if unresolved, would keep me from going
forward with it is that of multiple doctors. It seems as if | am limited to a single doctor.

A: There must be some confusion. Multiple doctors are allowed, and can create and sign-off on patient
encounters. Only the Appointment Scheduler is limited to a single provider (although multiple patients
can be booked side-by-side; you have to manually indicate doctor using color coding). To create
additional "providers", use Admin->Settings & Options->User Details.

Q: My trial time with ezChartWriter has expired; can | download the software again?

A: If you are still actively investigating the software, we can give you a short extension of the trial period.
Email support@ezChartWriter.com for more information.
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Q: During installation on a network, when we try to open it on a second computer we get a message that
the database is corrupt and when we try to fix it on the main computer it says it can not connect or is
not a correct path.

A: You must set the permissions properly for the database folder on the XP server machine. In other
words, you must have set that folder for sharing with read/write enabled. Right-click the folder C:
\ezHW_Data and select Sharing & Security, then Share this Folder, then "Allow Network Users to
Change data". If the allow changes box is not checked, then you can't run the software over the network.

Q: Are you sending it by CD or sending it in the downloadable file?

A: The software is available by download only directly from the website www.ezChartWriter.com (unless
you purchased a CDROM)

Q: Also please let us know how to transfer it from one user's computer to other user's computer?

A: You must install it on each computer. You can transfer the database by copying the C:\ezHW_Data
folder.

Q: How much time will it take to get the software installed on our computer?

A: Installation is fairly fast and simple; usually under 15 minutes.

Q: Do we need to have software engineer for installing the software?

A: If you have minimal computer skills you can download and install the software. An expert may be
required for network setup howevwer.

Q: How often are there updates?

A: At least twice a year, or more often if specific bugs need to be addressed.

Q: If | purchase the software and later decide that it does not meet my requirements will | still have
access to the data that had been entered prior to the renewal date? | understand that | would not be able
to enter new information, but am concerned with access to old records.

A: You can purchase a read-only version of the software for a nominal fee (equivalent to one year’s
annual license fee). This read-only does not need to be renewed.

Q: I'm an optometrist in a two-door state that has a lease at a Wal-Mart SuperCenter. Currently | have
one exam lane, a small pretest room, and the receptionist desk. Will the software work well for me in
this situation?

A: Your setup is ideal for ezChartWriter!

Q: Does it make more sense to download the demo onto my personal laptop or should | set up a
network in the office first before trying out the software?

A: You can do it either way, but if you want a database to "practice" on first (with the intention of
deleting and starting with a fresh slate), then just use the laptop. BUT, if you will be entering live data, be
sure to (1) use your real clinic number since it's a hassle to change the licensed number and (2) enter
your test charts on the sample patient (Joe Sample) so they won't get confused with real charts. You
can use the laptop for this just in your exam room at first, then when you upgrade to a network you'd
copy the database folder to the primary computer (which can actually remain a laptop if you wish).

Q: If | purchase a new laptop and then download ezChartWriter onto it, will | be able to take my laptop to
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the office and download it to a desktop in my office?

A: Yes. Copy the setup file (and update files) from your laptop to your desktop. You can use a flash-drive
for this. Then run each (setup, then updates). Then run the ezChartWriter software. Install the software
FIRST on the computer you wish to hold the database.

http://www.ezChartWriter.com/downloads/ezChartWriter_setup.exe

Q: | would like to have the software on my computers in the office, but take my laptop home to bill
insurance claims. Am | being logical? My mind does not function in the electronic realm.

A: This would work. Even easier: just copy the database folder (C:\ezHW _Data) to as small thumb USB
drive flash drive. You could then take that anywhere. Just don'’t lose it!

Q: My practice will have three machines on a peer-to-peer network. From what | am reading all three of
these machines will have a stand-alone copy of your software installed, pointing to the network location
of the database. Does your product create/edit and maintain it's own database.....or do | need to
purchase and install Access or Sgl Server on one or all of the machines in conjunction with your
software ?

A: The setup is just as you describe, single database with each computer running ezChartWriter and
accessing a central database. No need to purchase any database licenses.

Q: Can your software and it's database be on different Hard drives ? (ezChartWriter on C drive.....and it's
Database on J Drive ?)

A: Yes, this is the standard setup for networking anyway

Q: Does your software care where the database is ?

A: NO, you can specify the file location on your single computer or on a network (although we always
recommend the default location for troubleshooting purposes)

Q: | would like to specify the database to be on a shared Drive on one of the machines that is removable
resource. ( USB Drive ...or Blade Drive ) something that is easily seniceable and swappable. If | do that |
can also take the database home on Sundays when the vision center is closed to work on Patient files
with your software from home. Do you see any issues with this ?

A: It would cause your system to run a bit slower if you use an external drive, and most USB drives/flash
drives won't have the speed of an internal drive. What | usually do is copy the entire database folder (C:
\ezHW_Data) to a flash drive at night if | need to work on the database at home (or on laptop), then copy
it back the next day. But you can easily try it on your external drive and see if the speed is adequate.
The software is quite flexible about where the database is located.

Q: There anyway to acquire the software and use it at home (currently we do billing out of our house)
and the switch it over to a network in the office once the hardware and office remodel is completed.

A: Sure, that sounds like a good idea. You can download the trial software at www.ezChartWriter.com. If
you are just going to be doing testing and NOT wanting to carry over your data when you go live, then
just install again on the new computers. If you wish to keep your data, email me when you are ready and
Il give you detailed instructions on how to copy the databases. Also, you'd want to use your real clinic
telephone number when setting up, so that there won't be a problem if you decide to license your
existing database.

Q: | have been having trouble activating my new license at the new location. | have the receipt showing
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that the purchase was made, but my credit card has not been charged either. Can you help.

A: Your licenses for both locations should work now. You credit card will be billed in a week or two,
we're running behind on processing orders at the moment.

Q: | tried to purchase your software over the Internet and as of yet | have not received an activation code.
| was curious as to whether my credit card info was transmitted or not. Please let me know ASAP so |
can re-transmit it if necessary.

A: Check your spam email folder, it may have been sent there by mistake.

Q: Is there a sample period we can use your software in action ?

A: In answer to your question... you can download the software directly and try it for up to 30 days (no
obligation).

Q: | have paid for CD rom copy of the ezChartWriter and have not received it yet.

A: Sorry about that. Il get a CD-ROM out to you when | get back in town next week.

Q: I like your software from the demo so far. | am looking at purchasing, but both my IT tech and |
always like to have hard copies of software, just in case. My question is, if | download the product, can |
do it as a save download, copy the file to a CD, and then actually have a functional copy of the software?
Sometimes when this is tried, the software won't actually function.

A: Yes, that would work fine. Your patient database holds the license keys.

Q: | recently requested a trial version of ezChartWriter and | downloaded the software under my
administer login and used shared folder in attempt to allow my staff to enter demographics and
scheduling. However, | was not able to access it with my staff log-in. | was wondering would | be able to
install the software under the administer and allow staff log-in to access this software for everyday
routine with the actual purchase?

A: You should be able to share the software with various users. The software should be installed in the
usual "Program Files" folder. Just create a shortcut icon for each user. If you are using Vista, you can
right-click the program (ezChartWriter.exe) and set the admin permissions.

Q: Also, while | was installing the software, it did ask me if | want to be able to view this software from
other computer in the office. Would | be able to do that and how?

A: The software can be networked and my users do just that. | would suggest finding a local "network"
guru in your area (ask you staff if they know of anyone good with computers). They should be able to
assist you in setting up a simple network and allow you to have all the User accounts access the
software.

Q: Is there such thing as try out??? From your description it sounds great but still have doubt. | found
your software on EBAY, how long have you been selling the software?

A: Your questions are good ones. (1)We do hawe a trial version you can download from the website
(www.ezChartWriter.com). (2)The software is pretty good, but it has it's learning curve. We are working
on adding more training videos and help manuals. (3) We’ve been on ebay since 2009. The software
itself has been on the market for several years, but we market mostly with word-of-mouth. Most doctors
purchase the software directly on the ezChartWriter website (or the built-in ordering module within the
software). The eBay thing was a new idea to see if we could hit more customers. And the website traffic
did seem jump way up! Anyway, download and try the software... and make your own judgment.
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Q: If  download the product on to my laptop, can | sawe it to a jump drive and download it to the other
PC's to my office, or do | have to download from the Internet on each computer. (Would the CD help?)

A: Absolutely. You actually want to download the update program also, so that you can run them both
together. Once installed you will be prompted to "find" the database on the network.

Links to Downloads:

http://www.ezChartWriter.com/downloads/ezChartWriter_setup.exe
http://www.ezChartWriter.com/downloads/ezChartWriter_update.exe

12.1.5 Medicare Compliance & CCHIT Certification

Q: Are you planning on getting CCHIT certification for the software?

A: Maybe. The basic premise of CCHIT is to certify that software meets specific criteria (most of which
doesn't apply to a small optometrist office). Many of the features required to meet CCHIT criteria would
add thousands of dollars to the cost of our software. Add in the fact that it costs $23,000 for the
certificate, plus $4,800 in annual fees and you can see why it's not practical for a small software
company. Many of the large medical-oriented EMRs have signed up, but then they charge users many
thousands of dollars for their software. You can read a detail description of CCHIT and how it applies to
your software selection choices at this site: Should CCHIT Influence Your EHR Selection?

Q: Are you planning on getting government certification for EHR?

A: We are still waiting for the government to issue final standards on what constitutes meaningful use.

Q: Will ezChartWriter be compliant for the Medicare incentive within the next year or two?

A: I'd like to say yes, but we are not sure yet what the government has in mind. Medicare requires
certification (but has yet to select a certification agency although CCHIT seems to have the momentum).
Most of my customers are "small potato" practices and don't have the resources to invest 10K+ in an
EMR system plus hardware. The good news is that most of the CCHIT requirements are met by
ezChartWriter (although some are not applicable, like immunizations and "Do Not Resuscitate" orders
and such). The main areas we are not compliant in are ePrescribing and HL7 document exchange. The
ePrescribing may be added as a partnership with a third-party in the future. So if there is some change
in the certification process in the future, it's possible | will submit for it.

12.1.6 Data Conversion & Scanning

Q: We are currently using different Practice Management Software. Is it possible to convert these files to
your system?

A: You would hawe to first export the data into CSV (comma-separated format), then you can use the
ezDataExchange module to import the patient demographics. Check your Practice Management
software's User Guide or contact their tech support to find out if the software is capable of doing this
type of export. Note that ezChartWriter only imports patient demographics, not billing or EMR
information.

Q: Can we scan our existing patients' paper records into the program and hawe it stored and linked up to
their electronic records?

A: Yes, but you must scan to your computer first. Then you "attach” the file to the patient's chart. Just
right- click the patient name in the Pulled Charts screen and select "Attach Document”.

Q: We have scanned all our charts from the past years. They are PDFs. Would we be able to attach it to
the ezChartWriter folder?
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A: Yes, but you'd hawe to do it manually. Right-click patient in Pulled Charts and select "Attachment
Manager", then Add File button.

Q: Would it be possible to transfer the data from my existing software to this one? | have iFile from
MSFCI. http://www.msfci.com/IFILEUS.html

A: There is a data exchange (import) module available. BUT it requires your software to be able to
OUTPUT the data (preferably in comma or tab-delaminated format).

Q: How much would it cost for you to transfer the data from my existing software? | can send you a
thumb drive with my entire program on it.

A: I'm willing to take a look and see what | can do. No promises. Contact support@ezChartWriter.com
for info on how to send us your database.

Q: My question is about adding files to an encounter such as pdfs of previous paper chart, jgeg's of
HRT's and visual fields & photos

A: You can "attach" a scanned document (pdf), photos (jpg's) or any other format for that matter to the
chart using the Attachment Manager. To open the Attachment Manager, look for the button on the
bottom left on the Encounters list or right-click the patient name in the Pulled Charts section. From
there, you simple "find" the file on your harddrive (or network) and it will be attached to that patients
chart.

Q: Could you send me detailed instructions on how to import data? Just patient name, address, and
birthday.

A: The demographics can be imported with the ezDataExchange module. You must first Export the
data from your existing software to a compatible file type (.cvs,.txt,.xIs).

Q: Is there any way to convert my existing patient database (at least some of it) over to your software?
We are currently using MS-DOS OfficeMate but could conwert it to the windows version.

A: There is a Data Exchange module that will allow for the simple import of patient data (but not Rx's or
billing info). Many practices keep the old software running side-by-side, with all new patients switched to
ezChartWriter.

Q: | own an Optical Company and do a large wvolume of eyeglasses for my Dr's. | am scanning the
inwoices to keep patients records, but would like to have a better way to do this, but do you think this
would be an owverkill for what | would need ?

A: Depending on what you hope to accomplish, the software might be able to get the job done. You can
track customer demographic info, keep a log of their Rx's (although the software is designed for doctors
to create Rx's, you can use the same function to track them) and you can use the billing module to
create FeeSlips and HCFA/CMS-1500 claim forms. Realize, however, that there will be some limitations
you'd have to work around since the software is oriented towards creating chart notes and encounters.
And there is no inventory module as of yet.

Q: Is there a way to transport the officemate database to ezChartWriter?

A: We can probably import your patient demographics into ezCW, although not the billing histories and
such. Sometimes Rx's if you've been entering them.

Q: Is there a way to scan my examination chart into the software to store?

A: You hawe to use separate scanning software to produce a PDF file, which you then use the
Attachment Manager to "attach" to the patient chart. We recommend ScanToPDF software (http://www.
scantopdf.eu/) to create the PDF's. In a future version we will include similar functionality right in the
software.
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12.1.7 Linking to other PMS systems

Q: Does ezChartWriter integrate with any online billing systems?

A: No, but there is a companion billing module available called ezClaimBiller. You can upload claims to
an online EDI processor (we recommend www.officeally.com)

Q: Our current practice management system is a program called Eminence, are you familiar with it and
what would be required for transfers from this system?

A: I've not heard of that PM software. Do you have a website for them? In general, we don't connect to
many PM software, since they are all so different.

Q: If we use QuickBooks, can the patient info we type up to create their receipt automatically fill the
cells in ezChartWriter?

A: No, you will unfortunately have to enter the data again.

Q: Is the ezChartWriter compatible with "compulink” ....love to use ezChartWriter for EMR, yet continue
to use COMPULINK for back office stuff....is this possible?

A: There is no built-in functions to transfer data between the two systems, although you may be able to
use the ezDataExchange module if Compulink allows exporting of data. Most users that have practice
management software used concurrently with ezChartWriter get around this problem by entering just the
patient name and DOB; all other tracking would be done by the practice management software (PMS).

Q: Is it compatible with any online schedulers (4patientcare)?

A: No. There is a simple schedule module that's integrated.

Q: Would this software be compatible with a phone dialer?

A: Not sure, depends on the type of dialer software you are using and whether it will accept exported
data. Email us with specific details.

12.1.8 Linking to Instruments

Q: Is there a way in hook up an FDT visual field to the software so we do not have scan it?

A: No, not currently.

Q: | have a Topcon 8000 AR/AK not a 8800 will it will work?
A: The Topcon 8800 should work fine.

Q: How does eyeCOMM software work?

A: The eyeCOMM software is installed with ezChartWriter. It is currently a testing version, hence we
don't guarantee that it will work with any instrument. | have had it successfully used eyeCOMM with
Reichert and Topcon instruments. To use the software, open eyeCOMM.exe and set the matching baud
rates for the instrument you wish to use. Typically, this requires some trial and error using the Setup
feature of the Topcon.

Q: I've been looking at your software package and really like it . | have a retinal camera that can save
digital images, can they be imported or somehow attached to the patient records?

A: Yes, you can "attach" the image to the patient's chart. You do this by: (1) In the Pulled Charts
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screen, right- click a patient (or click Chart Options once a patient name is highlighted) and select
"Attach Document”. This option can also be reached with the "Attachment" button at the bottom of the
Encounters list. (2) Click "Add File" at the bottom left. (3) Select subject as "Photos" and contents as
"Image". Click the Find button and select the file location (note that a COPY, not the original, of the file
will be mowved to your server's hard-drive upon completion). Also, if your imaging software only stores
your images in a database or uses numeric codes for patient image files, you have to export and/or
figure out which photo goes with which patient name. To export, choose jpg as the image type (results in
smaller files). (4) Enter the description and click okay. Note that the current version doesn't tell you that
you have an attachment for a given patient chart. But you can see it at any time by clicking the
"Attachments" button. You can actually attach ANY type of outside document this way.

Q: Will it adapt to the Humphrey auto lensometer, Humphrey auto-refractor, Topcon auto NCT, and what
do I need to achieve that?

A: You hawe to use the eyeCOMM utility (found in ezUtilities folder), which can currently only read in
Topcon and Reichert AR/AK readings (but your tech can enter the lensometry/NCT data manually on the
pretest computer).

Q: Do most of your doctors input in the pretest info themselves or is it inputted by the receptionist?

A: It varies, but most have a "pretest" computer that sits near the instrumentation. The tech doing the
pretest will enter the data into the eyeCOMM utility (found in ezHealthWare\ezUtilities), which will save
the data in a folder you specify (usually on the same computer as the main patient database). You can
then "import" the data into the chart with the Automated Instruments tool (using "Instrument Link"
button).

Q: Is it compatible with linking up to instruments?

A: This area is a bit weak in the software; hopefully we will have improvements with more instruments in
the upcoming year. Right now you can test out the eyeCOMM module, but it is unsupported (i.e. if it
works great, if not you'll have to wait for enhancements).

Q: | am trying to link the ezChartWriter to the Topcon AutoRefractor. How do you do it? Is there a
special program i need?

A: You must use the eyeCOMM software in ezUtilities folder.

Q: How do | connect the autorefractor, lensometer, tonometer to import the data. | also want to get a
retinal camera (which started this whole process!).

A: The software is very limited on instrument support right now. If you have a Reichert AR/AK, that works
fine. Some Topcon models do, but only if they have serial ports (not USB). You can attach retinal
images by using the Attachment Manager.

Q: How do | get autorefractor and NCT information integrated into the ezChartWriter writer? | could not
find the instructions in the manual.

A: The instrument interface is somewhat limited. It currently works only with Topcon and Reichert
AutoRef/AutoK instruments. The NCT results are manually entered once the AR/AK results have
downloaded. To test it out, open the "C:\Program Files\ezHealthWare\ezUtilities\EyeCOMM" folder and
double-click the "eyeCOMM.exe" utility (this should be done on the Pre-Test computer). It will ask you
to setup the instrument. See the attached documents for details.

Q: Could you please send me instructions on how to connect a computer to the autorefractor. | have a
Topcon 8800 and | connected the AutoRefractor to the computer and cannot seem to capture data.
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A: Use the attached guide to setup communication. The interface is very basic and only supports certain
instruments (the Topcon should work however).

Q: Can you hook up prescreen equipment to the program - | thought | saw an import area in the
automated equipment - how would you do this?

A: The software supports a limited set of AutoRef/Keratometers currently. The pretest program (called
eyeCOMM) will also allow the entry of lensometry and NCT data manually by you Tech. This
presupposes that the pretest equipment is attached to a different computer in a different room. If you're
hooked into your exam room computer, then you can use eyeCOMM to pass just the AR/AK and then
you would enter the NCT/Lenso data directly into ezChartWriter. A serial port is required (some newer
laptops don't come with one!).

Q: Current instruments that work with eyeCOMM:

A: Topcon 8000, Reichert 550/555. Other instruments Under investigation: Topcon 8800, Canon, Zeiss
Humphrey Acuitus. See the eyeCOMM user guide for details. (eyeCOMM.zip)

Q: Can the software communicate with instruments | have SPEEDY K AUTO REFRACTOR,NIKON
AUTO phopter, MATRIX VISUAL FIELD,TOPCON LENSMETER,AND RTA5. | NOT WORRY IF THE IS
AN ADDITION CHARGE | UNDERSTAND WHAT S INVOLVED !

A: The software currently only interfaces with the Topcon 8000 AR/AK and Rechiert AR/AK 550
instruments. New instruments may be added in the future.

Q: Is it possible to have an IT person create interfaces ?

A: Since instrument interfaces are not standardized, it would be difficult. The eyeCOMM instrument
module is an unsupported feature of the software; it may be enhanced and released commercially in the
future, but for now it's just for testing purposes (e.g. it only works on the limited number of instruments).

Q: | am attempting to setup ezChartWriter in my office and | am having difficulty getting my autorefractor
and the program to work together. | have a Reichert AR/AK 600. | haven't been able to find any
information in the help section to help me get this setup. | would appreciate any help that you can give
me.

A: See the eyeCOMM instruction file

Q: After much trial and error, | finally got the correct numbers to cross between the Topcon KR 8800.
But then | can't seem get the numbers to go into the patient's chart in ezChartWriter.

A: Using the "Automated Instrument Tool", click the "Instrument Link" button at the bottom, then select
the "Options" menu, then Settings. Choose the Topcon instrument and select the path to the location
where the instrument files are located (this would usually be the pre-test computer where eyeCOMM
resides; the location for both ezChartWriter and eyeCOMM should match).

Q: | am having problems interfacing autorefractor/keratometer data with ezChartWriter. You sent me the
directions and | have matched all the port settings. Keep getting "no data port connection " Topcon
seems clueless. Could you send me more information on the data port settings? The instructions that
you e-mailed me did not make a whole lot of sense. My computer tech said | needed a different cable for
the com port since ezChartWriter is not set up for a usb port so | bought the $150 cable hooked it up
and nothing happens!!! Any help would be appreciated

A: You should only need a serial cable (about $10 or so). You hawe to adjust the Topcon settings to
match eyeCOMM software. Also the Topcon has multiple profile settings; you'll have to experiment to
find one that allows the data to cross over. buy at Radio Shack
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Q: Also, | am wanting to link up my Autorefractor, Nct, and Autolensometer up to the software. Is there
something you can email me that can help me do this. My Autorefractor is the topcon CL-100, my
autorefractor is the Topcon KR-8800, and my NCT is the topcon CT-80. | also have an Oculus Easyfield
that | would like to link up as well if possible.

A: I've attached the eyeCOMM manual. Realize that many instruments are not currently supported (the
interface is still a work in progress).

Q: I am trying to link the ezChartWriter to the topcon autorefractor. How do you do it. Is there a special
program i need?

A: You need to use the eyeCOMM program (found in the Program Files\ezHealthWare\ezUtilities folder.
See the attached file for setup instructions. The Topcon will likely need to hawe it's settings adjusted
also. Also realize that there are limited instruments that the software currently supports.

Q: | followed the instructions but no success. | have the Topcon KP 8800 AR/AK and it has a data
output slot with a usb cable. Do you know what cables are necessary for the uplink on that instrument
since it is on your list. And how exactly to link it up.

A: You must have a newer model Topcon 88007 Usually there is either a 9-pin or 25-pin serial connector.
Look for rectangular shaped connector with either 9 or 25 pins (or holes). The eyeCOMM software will
not work with a USB connector.

Q: | am currently setting up newly purchased ezChartWriter and can't seem to interface the Topcon
KR8800 to it properly...l have the cables...I've played with Eyecomm...just can't seem to get it down.
Can you please email me with specific directions to get accomplished? Thank you very much! | am
hooking up Topcon cable with Radioshack USB...driver is installed.

A: You will have to use a real serial cable, not the USB cable. On the Topcon, there are some settings
that you will need to update to get the interface to match (both eyeCOMM and Topcon instrument must
have same baud rate, parity and error checking settings). From there you should send some test files
across. What you are looking for are actual English characters, even if the numbers all run together.
Once you get this far, try opening the file with ezChartWriter. If you get an error about "Unable to Parse
Data" then send me a copy of the data that appeared onscreen (using ctrl -c to copy to NotePad).

Q: Can you please email me a list of equipment ie autorefractors, autolens meters, visual fields, and
imaging equipment that can be used and interface with ezChartWriter? Also at my expense is it possible
to create interfaces with other equipment (i.e. Humphrey matrix, RTA-5, Topcon EZ-200 lensometer and
Righton medical phoropter.

A: As far as instruments, the software currently is very limited. Only the Reichert AR and some models
of Topcon are linking properly. The main problem is that most manufacturers are creating their own
proprietary interfaces. If you can find out from the manufacturers whether there instruments will pass
data via a serial cable into ASCII formatted text, it may be possible to create an interface. We are
actively working on adding support for more instruments.

Q: Do you know if anyone has integrated the Marco TRS 2100 system with your software?

A: It has not been done as of yet.

Q: Which instruments can be integrated with this software?

A: We don't officially support any instruments, although with minor trial and error both the Reichert
AR550 and Topcon 8000 have worked with the software.
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Q: What kind of cable do | need to connect my Topcon to the software?

A: Use standard serial cable (usually 9-pin), not USB cable or computer-to-computer transfer cable.

Q: | also have a question about the data exchange. | have not been using this feature and am wondering
if it will work with the following instruments: Topcon CL-100 lensometer Topcon CT-80 tonometer Topcon
KR-8800 autorefractor/autokeratometer Oculus Easyfield If so, where would | find instructions on setting
up the data connection?

A: See the eyeCOMM instructions, although most of those instruments are not currently supported.

Q: Can your program import images from my digital retinal camera (cannon) and my digital slit lamp
(Topcon) into the pt's EMR. If so what is your price for the entire (all programs available) package. We
will have 5 workstations.

A: We do not have direct linkage for retinal imaging... however you can work around this by "attaching" a
retinal image with the document manager or use a screen capture program (such as Snaglt) that will
allow direct pasting into an drawing.

12.1.9 Multiple Offices

Q: | have two offices, can | run both off the same laptop (purchasing two software) or do | need separate
computers for each office?

A: It is possible to do this, but you will have to do one additional step right before you start-up the
software at each office. The path to your data file is stored in the computer's registry so it knows where
to look. The simple way to switch back and forth is given below:
1. open the program ezPathUtil.exe found in the "C:\Program Files\ezHealthWare\ezUtilities"
folder.
2. set the paths to the correct database location and save.

NOTE: To setup the different databases, first install the first office. Once completely installed, change
the name of the data folder ("C:\ezHW _Data") to something different (e.g. "C:\ezHW_Data_OFFICE1").
Then open the ezPathUtil.exe program and CLEAR both database paths. Run ezChartWriter again and it
will install a brand new database (which you set up with your 2nd office data). You can rename the data
file to "C:\ezHW_Data_OFFICE2". Then open the ezPathUtil.exe one more time and set it to one of the
abowe offices. You can then switch back and forth at any time just by changing the path.

Q: | will be closing the 2nd office later this summer, is there a way to merge the patient charts with the
other office?

A: It may be possible, but we may hawe to do it manually for you (and it may not be possible to merge
the billing module data, just the encounters and reports).

12.1.10 International Sales

Q: | am practicing in Ontario, Canada. Is there a Canadian version of your software (for billing purposes).
We are using the "EDT" system here for file submission to the Ontario government health plan.

A: We currently do not have a Canadian specific version of our software, although 99% of the software
functions just fine. We do have Canadian (and other international) users. Billing is the main variable.You
would likely have to have an outside billing program.

Q: Is there a Spanish language version of ezChartWriter EMR?

A: Not currently. But if you are interested in a Spanish version, please email info@ezChartWriter.com so
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12.2

12.21

12.2.2

12.2.3

we can gauge the level of interest.

Q: | have downloaded a trial version of your software and am intrigued with the possibility of using it.
However my biggest question is in regard to billing our provincial insurance plan. In my practice over 70%
of my billing is to OHIP (Ontario Health Insurance Plan), which requires the data to be submitted in a
specific manner. Is there an add-on module for this purpose or would | have to program it to create the
right output?

A: There is no module currently. Can you provide a link to a website with information about the data
submission requirements and/or sample form.

Sales - Post Purchase

e Licensing Issues kos)
e Lost Passwordssoél
e Removing Demo Patients [s06)

Licensing Issues

Q: | purchased the software and still have not received an email confirmation about how to register my
software.

A: The email might have ended up in your SPAM folder. You can request a new email confirmation (send
email to info@ezChartWriter.com) or request a fax confirmation (send us your fax number and clinic
telephone number that you licensed).

Q: Please explain how to activate my software.

A: You should have received a confirmation email with instructions. You can check to see if you software
was activated by signing in Admin and clicking Software Account-> Register Software -> Activate via
Internet.

Q: My software says its expired. | just purchased it in June - what gives????

A: | just checked all your license files and they are valid until June 2009. Try restarting your computer,
as the application that checks the license status may hawe a glitch. On rare occasions the system file
that encrypts the license key goes haywire. Usually a computer restart will fix the problem.

Q: | am trying to activate via Internet but | am getting an error message. "No valid license data for your
account (#11122211333)."

A: Before you can initiate the licensing process you must receive the confirmation email that your
license is active. This can sometimes take a few days. If you still have problems, it may be because you
have used a different telephone number at some point. Double check the Admin->Software Account-
>View Licenses and check the number.

Lost Passwords

Q: Can you provide the admin usename and password from my order?.

A: Contact Tech Support at support@ezchartwriter.com for an unlock code.

Removing Demo Patients

Q: I've been creating bogus patients just to play around with the software and wanted to know how to
remove them?
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A: If they are not FINALIZED, then you would right-click from the Encounter List and select delete (works
on all types, including encounters, notes, reports, etc). If they are Finalized, then you can't delete them.
You can do one of three things then:
1) Change the names of each patient to something nonsensical (like AAA Patient1, etc). That
way they would never be confused with actual patients.
2) Merge all the charts with the Joe Sample patient (which is the default "Sample" patient). Do
this by signing in as a User, then clicking on the Open drawer of the file cabinet. For each
extra patient, Right- Click and select Merge Patient on the menu. Enter the "Merge To"
patient ID (which will be 00001, the sample patient). All documents will merge into the new
patient.
3) Start COMPLETELY fresh (you'll have to re-enter your clinic info and other settings).
Navigate to "C:\ezHW_Data" (or wherever you put your patient database on a network).
Change the name of this folder to ezHW_Data2. Open this program and follow the setup
instructions. Check the box for First-Time Installation so it will automatically create a blank
database again.
NOTE: You are free to use the sample patient (Joe Sample), which is the ONLY chart that can be
closed with Pending Encounters (applies to version 3.0.50 and higher).

12.3 Install Problems/Troubleshooting

Q: | tried to download the newer version to try it out on Vista but could not get the database updated.
A: One of the "security" features of Vista is that it will not let a program modify a file unless it is in a
location considered safe. The new version of ezChartWriter has moved the database to a folder call
ezHW_Data on the computer's root drive. What you can do to test a new version (fresh install) is this:
1) Go to the folder "C:\Program Files\ezHealthWare\ezUtilities" and find the program
"ezPathUtil.exe". Double click it and use the Clear button to reset both paths listed. Save
the changes.
2) Change the name of the entire ezHealthWare folder to ezHealthWare2 or
ezHealthWare_Old. It will look like this: "C:\Program Files\ezHealthWare_OIld"
3) Click the My Computer icon on your desktop and click the C: drive open. Look for a folder
called "ezHW_Data". If you find it, rename it "ezHW_Data_OIld".
4) Now try and install again. The software will think it's a brand new installation and rebuild
everything fresh. This will give you a new trial period to test with on Vista.

Q: | downloaded the trial of EZChartwriter a few months back, and never got around to trying it out during
the trial period. Is there a way that | can get a new 30 day trial period?
A: If you wish to start-over completely, follow these steps:
1) Delete the database folder "C:\ezHW _Data" on each of the computers.
2) Then download and re-install the software (and updates):
http://www.ezchartwriter.com/downloads/ezchartwriter_setup.exe
3) Run the software on the "primary" computer where you want your database stored. Follow the
setup instructions on the screen. Be sure to enter your current clinic number that matches what
you licensed.

12.4 Networking

Q: If we are using 2 computers, 1 for staff entering info and pre-testing, and 1 for me examing patients.
How do we do this? (sorry for the computer ignorance)

A: You need to set up a small network. With Windows XP, setting up a network with two computers is
fairly easy. | recommend that you hire a local company (you can get a recommendation from a local
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computer shop) to set everything up for you. Once the network is running, it's just a matter of "sharing"
the folder that holds your patient database. Again, a local computer technician can do this step.

Q: Could this be the issue/ could my wireless card be interfering?

A: The wireless card may be an issue if the connection to the database is being broken. What happens
is that Windows try to constantly update to the best connection (but in the meantime keeps breaking
existing connections). There is a way to shut off this mode; it's always best to have a wired connection
for best speed/performance on an actual network.

Q: Can | download to more than one computer at each office?

A: Yes, as long as each computer is networked into the same database at the office, they all use the
same license file. See the tutorial on networking (Admin->Settings & Options->Set Database ->Network
Tutorial

Q: While | was installing the software, it asked me if | want to be able to view this software from other
computer in the office. Would | be able to do that and how?

A: Yes, you need to have a network installed with your computers first. View the Networking Tutorial in
the setup wizard (or in online help); if you lack experience in setting up a network | highly recommend
you hire a local tech support person to do this for you.

Q: Can only one computer in a network access the data at any one moment, or all computers can
access the data and change it all at once? Which computer will have the priority in saving the data if one
or two computer accesses a file at once?

A: Only one can access a chart at a time to prevent overwriting of others data (the software detects that
someone else has opened a chart and warns you).

Q: I am an OD who has a nursing home practice, so | would install this on a laptop. | have a tech who
lives in a different town, who needs to be able to share the exam and glasses data when she gets home
so she can schedule followup and order glasses that we fit while in the facility. How can | share this data
with her?

A: No problem with doing the laptop idea; as far as sharing data you have several options:

1) Transfer a copy of the database folder (zipped, which is what the backup utility does). She'd
then have to do the same thing for you before you go out again (works well if you only do
visits once a week).

2) you can use GoToMyPC or similar software. This allows her to link into your computer. This
would probably require a high-speed Internet connection (like DSL or cable-modem).

3) We're working on a module to synchronize two different databases; this should be available
is several months, maybe sooner. So then you can each make changes, then synch the
databases from time-to-time.

Q: | am interested in beginning a trial run of the program. What do | need to do in my office as far as
computers and networking to set the software up? | currently only have one computer in the office. |
suppose | will need computers in each exam lane and the pretest room. | have many questions about
setting up the computers to network.

A: | recommend downloading the trial version and just testing it out. You will need to have a functioning
network (preferably wired, not wireless) for multiple computers to use the software. Install the software
on your exam computer (or whichever computer you wish to use as the senver). The software will guide
you in linking the computers, assuming you set your database folder on the server to have permission to
share. This type of networking setup would be done by your local [T/network technician. Once they have
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your network up and running, and the exam room database set with proper permissions to share data,
you should be able to install the software on multiple computers and link together.

Q: When | try to do a new patient encounter, it tells me the chart is locked by another user, even though
I am the only user? When [ hit the unlock button it gives me the same message?

A: If you have previously opened an encounter and the chart was NOT fully closed (say due to a crash),
it will show as being open. Usually you can click ‘okay to unlock” to proceed (if you are sure that you
don't have a chart open for that patient on another computer). You cannot have the same chart open on
multiple computers at the same time (by same user or different users), since the data will over-write
each other.

Q: If I network it with another computer, does it need to run on the same windows operating system for
all the computers?

A: You can mix/match operating systems (although it's best to use all WinXP machines).

Q: We want to know whether the package is multi-user system or single user i.e. whether more than
one person can use the system at a time and update the database?

A: Yes, you can have multiple users opening multiple patients. But only one user can have an Encounter
open and in editing mode at a time (for the obvious reason of not having one user overwriting the data of
the other). But once the encounter is finalized (not editable), then it can be opened simultaneously.
There is a practical limit of about 10 users before the software slows down dramatically.

Q: Is it okay to work with ezChartWriter wirelessly? We have 3 laptop computers (Main Reception Desk,
Prelim Room, and Exam Room)

A: You can use the software wirelessly, although it will run slower than in a wired environment. You also
risk more database crashes due to lost network connections.

Q: Do we need to run it off a server?

A: No, you can do peer-to-peer.

Q: | assume | need to connect my network with a routing / switching hub, then connect to everything
using cat 5 cable?

A: Yes, that's the way to go.

Q: | suppose | need a local info-tech company to set up my network. Do you have any resources for
me?

A: A local tech guy to setup your network would be best. You can consult with your local computer
repair shop for recommendations; many times a friend or co-worker can point you to a local guru who'll
set everything up for much less than a commercial outfit. | do recommend using consistent hardware (i.
e. all Dell Computers using WinXP; all HP or Minolta printers, etc). Many users report problems with
Vista (with various software, not just ezChartWriter), so if you have the choice, stick with XP. There are
companies that will come onsite and have a network setup for you in a couple of hours.

Q: How stable is the software for networking?

A: For small offices (under 10 computers), it works fine. Database errors can occur if you use wireless
networking extensively or have more than 4-5 users logged on concurrently. Nightly backups are
recommended (a simple backup utility is included).

© 2011 Iccomplish, Inc



510

ezChartWriter User Manual

12.5

12.51

Q: Do you have people using your products on Peer to Peer Networked Vista machines ? Any Problems
you can warn me about before | decide which way to go ?

A: Yes, with all the newest updates to the software installed, the software seems to run fine on Vista .
Vista also has an XP compatibility setting if you do run into problems.

Q: | would prefer to use your product on a wired Network, but | am concerned that Wal-Mart won't let me
run my own Cat5 wire between machines in their vision center ? (I still need to ask them about this).

A: We've had other Wal-Mart docs tell us that Wal-Mart prefers a wired network, so this shouldn't be a
problem (although they may require that the wiring work be done by their people... you'll have to check
on this).

Q: If their answer is No, | assume | can set up a Secure Wireless network between the three machines.
Will your software work fine in this situation as well ? Do you have people using your product on
Wireless Networks ?

A: The only problem would be speed issues; you would likely notice a much slower software operation
(since it is very database driven). If you have poor signal or connection drop, you will suffer from potential
database crashes!

Q: |l installed ezChartWriter on my third computer of my network but don't know the password. Do | need
a CD to install the program??

A: No you should be able to either download the software (or use a prior setup file) to copy to the new
computer. Once you open on the new computer, during the setup phase be sure to point to the correct
network path where your sener is located.

Q: We are trying to install software on networked computers. The ezChartWriter works on the server but
on a remote computer it will not. When you try to open the program | keep getting an error message that
the database is corrupt.

A: Did you set the Share Settings for the database folder (on the server) to allow network access? You
would do this (at least on an WinXP machine) by right-clicking the database folder (ezHW_Data) and
selecting "Sharing and Security". Then in the network sharing section, click the box "Share this folder".
Then you MUST check the box "Allow users to change files".

Using the Software

e HIPAA Requirements 10l

e Working with Encounters/s11
e Customizationlsi5)

e Reports & Rx's[s16)

e Backup Utilities[s17

e Billing Modulefs12

e Appointment Schedulers22)
e Recall Managerk23)

e Data Exchangels23

HIPAA Requirements

Q: What about the patient's signature for HIPAA? How do you keep that?
A: That should be on your patient info sheet (that would get scanned). Then you click the HIPAA
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acknowledgement on demographics indicating that you've done this step (and provided a copy of privacy
notice). This meets HIPAA requirements.

Q: Will your software be able to send to insurance companies a claim/encounter form in the HIPAA
standard X12 837 content and data format?

A: Although it's technically possible to add X12.837 capability, we've found it's simpler to use a
clearinghouse to convert files (which most do for free; see www.OfficeAlly.com as an example).

12.5.2 Working with Encounters

Q: I noticed that when a staff logs in, such as Joe Smith, | noticed that the pulled charts display menu
will display the patients' names, under the patient name heading; however, it displays "Joe Smith" under
the Provider heading. Is it saying that "Joe Smith" is the provider on the record even though Joe Smith is
a staff member? Or is that just designating the person who worked on the file? If so, is there a reason for
Joe Smith to be under the "Provider" heading? | only set up as me under the provider settings.

A: Until the encounter/report/note is signed, the person who created it will be listed. Once signed, the
provider (who presumably should only be allowed to sign off on encounters) will be the listed person.

Q: Is there are drawing capability?

A: Yes, it's part of the Exam Tool.

Q: How do you do a drawing with an exam encounter?

A: Drawings can only be inserted with the Quick Exam Tool. On the right side menu, click the "Quick
Exam Tool" menu option. Say for example that you want to add a cornea drawing, you would click the
cornea button (when it's Green/Norm) and you will get the Q- Tool screen. The third tab at the top shows
the "Drawing Tool". From there you choose the correct Image Template and draw on it just like a regular
Paint-type program. Once you hit Sawe, the software will ask if you want to insert the drawing into your
exam notes. Typically you would say yes.

NOTE: There are a few quirks to the drawing module. You can only view one inserted image in the chart
at a time (although any additional drawings you make are there and visible in the Image Manager). Also,
when you use the undo near the beginning of a drawing, it sometimes clears the template too. Just re-
select the template. You can add your own templates with the Customize menu choice at the top menu
on the exam encounter.

Q: Is there a Contact lens order or trial contact lens section? Or just a general note section to keep
track of any communications w/ the patient?

A: The Contact Lens Tool allows for up to 4 sets of trials per encounter. Also finalized CLx's are tracked
in the LogBook tool. Typically doctors incorporate their CL findings & assessments directly into an
encounter/SOAP note.

Q: Can you copy forward a previous exam for a patient?

A: You can copy the prior Subjective history (either by selecting Established Patient on the "Quick Fill
Template" dropdown at top of Subjective Findings Tool or by clicking the little Find button next to the
medical history buttons. You can pull forward prior exam findings, but you can easily cut/paste the entire
objective section (or parts of it) if desired.

Q: How do you review previous years chart when you have a new chart open.

A: Click the "Chart Review" button on the bottom left side of chart (it looks like a double headed arrow).
From there you can review any prior chart.

© 2011 Iccomplish, Inc



512

ezChartWriter User Manual

Q: Can the chart be resized?

A: In most cases yes. Simply double-click the title bar.

Q: | saw that you had a coding wizard to make sure you've fulfilled to the level you're billing. Does this
include (or could it in the future) nursing home E&M codes like 99308. 99309, etc?

A: It doesn't at the moment. I'm not too familiar with those codes, but if you point me to a website that
covers the requirements | can look into incorporating a wizard for them.

Q: And does this feature also make sure you've done all the testing necessary to fulfill the 92000
ophthalmic codes?

A: The coding wizard is fairly simple. You click on the boxes of areas you've completed and it will tell
you what coding level you are at. It doesn’t, unfortunately, analyze the data as it’s entered.

Q: Is it possible to carry patient info forward from previous records at subsequent encounters or must all
be re entered at each encounter?? examples: allergies, family Hx, old spec Rx’s ocular history
medications.

A: You bet. This can be done in two ways: (1) by selecting a Patient Type of "Established" from the
dropdown list at the top of the subjective tool, which will pull forward the most recent history data or (2)
by clicking the little blue arrow next to the history buttons. Note that the little blue arrow will appear
throughout the software and is a shortcut for pulling data into the specified tool (if available).

Q: When | attempt pull patient history forward | get "no prior history exists for this patient". Is there
something I'm doing wrong?

A: The history will only pull from a FINALIZED encounter. To test this, open the sample patient (Joe
Sample) and create an encounter dated last week (use the "Change Date" button that appears in the far
right-hand side of the "Open New Encounter" screen). Then create some Medical/Ocular history items
(use the Green Button to pre- fill as normal). Then save the tool and SIGN the encounter. It becomes
FINALIZED. Close the encounter and create a fresh one with today's date. You can now pull forward the
"prior" history.

Q: When it does pull the old data, can it be copied forward to the current encounter? If so, what gets
copied? History? Rx, Contact lens, Medicines? The "copy forward" is one of the most significant
attributes of EMR and | need to know how it works.

A: Yes, all the medical, ocular, medication, allergy and Rx’s can by “copied forward”.

Q: I do not see where | am able to input data from biomicroscopy and ophthalmoscopy separately for the
right and left eyes. | have a lot of pathology in my practice and need to be able to enter information for
each eye separately without a lot of typing. Is the program set up to enter information for each eye
individually?

A: This can be done easily. For example, click the cornea button, and then uncheck the "normal" text
statement. Then right-click the abnormal finding to get the menu and select OD or OS. You can do this
with nearly any finding in the exam tool.

Q: My technicians perform non-contact tonometry with multiple readings on each eye. Can | record each
reading rather than an average? | also often obtain Goldmann applanation tonometry myself. Is the
program able to record both methods on the same exam?

A: The NCT tool (on the Automated Instruments screen) only allows for 2 readings per eye. The doctor
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can enter his own Goldmann readings using the Tonometry slider on the Exam Tool (second tab). You
can also manually add more readings directly in the SOAP note.

Q: When a previous patient returns for a yearly exam, will the program mirror the last exam to use a
starting point for the new exam?

A: For history, yes (you just select Previous Patient from the template list on the subjective findings or
use the little blue arrow near the history section). For exam findings, not so much. You can cut/paste
from prior exams for long verbiage that you don't have pre-defined template text.

Q: 'm concerned about how much time it takes to chart versus just using paper. This seems to take
much longer!

A: Beliewve it or not, you can chart a "normal" patient (say a -2.00 myope) in under 90 seconds. Our
software is designed on an "exception to normal" format, so you click less if everything is okay. But you
do have to do some work (aka clicking), since part of the template is designed to make sure you don't
overlook something important!

It takes time to get fast charting with EMR. My experience (and that of most other doctors) is that it
takes LONGER to do an exam with EMR during the first few weeks (or months) as you build familiarity
with the software, learn shortcuts, and develop compatible exam practices (such as finding moments
that allow for a bit of typing without interrupting exam flow). If you have a great memory, you can do your
regular exam and then chart at the end. But if you are like most of us, you hawve to have a few stopping
points to enter relevant data (I do it after discussing history with patient, then after the refraction, and one
last time at the end of the exam). Normal patients will become super fast. It's the "abnormal” ones that
add time and the whole point of any software system is to make it easier; it's also one of the most
complex of programming tasks since EVERY doctor has different ways of doing exams!

Q: When fitting a patient with contact lenses, where is the section where | can fill out how the contact
lenses looked on the patient, their visual acuity, etc...?

A: On the left-hand menu in the main chart, click Contact Lens Tool. Enter the contact lens parameters
of the CL's you have on the patient’s eyes (using the sliders and dropdown boxes). Then on the right
side in the 2nd section down (Lens Evaluation), click the blue arrow to transfer the lens parameters.
Then click the Details button to bring up the evaluation screen.

Q: Can a Rx in the LogBook be deleted? | have a long list of testing Rx's that I'd like to erase.

A: Yes. Open the patient Encounter and go to the exam page that shows the Rx LogBook (this is only
visible in Exam Sheet mode). From there, right click the Rx and select delete.

Q: Can | bring forward exam data from previous encounters to the next or must all history and exam be
re entered with each visit??

A: Here is a synopsis of the various data that can be pulled forward in the current version:

MEDICAL/OCULAR HISTORY:
You can bring the patient medical/ocular history forward quite easily. On the Subjective
History Tool, on the first tab (Preliminary Findings) you will see a row of boxes near the
middle with different history options (e.g. Medical, Ocular, Social, etc). Normally you
would use the green arrow to make All Normal, then maybe the Details button to make
any exceptions to normal. But if you have a prior history, you would click the Find button
(looks like a magnifying glass) right below the green arrow or use the Prior History button
at the bottom. To make it even quicker, when you select from the Quick Fill Template list
at the top of this same screen, it automatically populates with your most recent history
(as well as prior exam date).

SPECTACLE RX's:
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You can find a prior Rx and pull it into current lensometry data on the Automated
Instrument Tool. Use the Find Prior Rx button on the bottom of the Automated Instrument
Tool.

REFRACTION/FINAL RX's:
On most of the dioptric power slider tools, you will see a small green arrow near the top
left corner. Clicking on it will give a menu of options for importing prior (or current data).
For instance, on the Refraction Tool you use the green arrow to pull prior lensometry or
autorefraction data forward.

CONTACT LENS TOOL:
You use the green arrow to import Subjective Refraction findings or maybe a lensometry
reading. You would then click the Contact Lens Power Conversions buttons at the bottom
to clean up the data. To pull prior years Contact Lens parameters, you would click the
large Find Contacts button(s) on the CL tool.

PRIOR EXAM FINDINGS:
There is no simple way to copy prior exam findings (and you generally wouldn't want to,
since they would likely be different). However, you may on occasion want to copy some
of the verbiage from a prior record (say a description of a corneal problem). To do this you
open the prior chart from within the current chart (by clicking Full Chart on bottom left
side of buttons in chart view), then use the dropdown at top to find relevant prior
encounter. Use your mouse to select the text you wish to copy and then right-click
select "copy" (or just use ctrl-c from keyboard). Close the prior encounters and paste the
text into your Soap Note at the appropriate place using ctrl-v or right- click (the
background changes to green in edit mode). NOTE: Try not to delete any of the Anchor
Tags (that have curly brackets like this: "{Cornea}") as these are used to create your
remaining exam findings

TONOMETRY & C/D:
Currently the software does not pull these forward. This will be addressed in an upcoming
version. Also we will likely add an alert if the entered tonometry and c/d doesn't match a
prior finding.

Q: | enter chart data, but when my staff looks at it they can’t open the chart.

A: You must have the security settings of the User set high enough that they can view Pending charts
(usually level 7 or higher).

Q: | can't seem to figure out how to put a previous prescription in correctly (from an exam from 2005).
When | put in the prescription and change the date, it does not save the correct date but puts in today's
date. Thanks for your help.

A: | tested that out and you are correct, the date seems to revert to today's date. You can correct the
date on the report itself by manually editing it on- screen and then when saving, changing to the correct
date. That way the printout that is save in the chart will be correct. However, the Rx Logbook will show
the incorrect date, and as of yet there is no way to edit it.

Q: Cannot find the ADD area or button to attach an ADD to the SRx when using the refraction tool. | can
use the prescription viewer to add it in later, but a button or place in the refraction tool would be useful.

A: With the 'Refractive Findings Tool', the slider near the bottom gives the Add powers... changing
should change the two boxes marked 0.00 to the correct Add power. The range is hard-wired at +0.75 to
+4.00. Clicking the actual (green) box once you have entered the Add causes it to reset (blank). To enter
unequal adds, click the small red circle that is located in the bottom left part of the Add Power slider.

Q: | have trouble pulling up the Drawing template for like fundus or externals, etc when | am in the exam
record. It does not give the template but just brings up a blank Paint screen. (I am using Vista, will the
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drawing module work with XP better?)

A: You are going about it the wrong way. For example, a cornea drawing can be done by: open the
Quick Exam Tool, then click the Anterior Segment tab. Click the cornea button twice to pull up the
Detailed Findings section and across the top tabs you see on called "Drawing Tool". This is the one you
want to use for all your drawings. It has the advantage of pasting your drawing into the exam record in
the appropriate section, if desired. Any of the buttons on the Quick Exam Tool work this way.

Q: Is it easy to link a patient's ezChartWriter record to previously scanned records (e.g. PDF's)? | believe
there was a section, but | think that it was reserved for "Future Use." Can't remember exactly what it
says, my demo is expired.

A: Yes. You use the Document Manager to "attach" the document. Simply right-click the patient's name
and select "Attach Document".

12.5.3 Customization

Q: How do you edit the reports that come with the program?

A: On the main screen (click the Main Menu button at the bottom if you aren't on the main screen), click
the Special Functions button (the big "F" in green circle). Select the option "Report Designer". To edit a
report just double-click it or select "Edit". You can make any changes you like, but remember that the
items in double brackets [[code]] are codes to set placement of text. The names are pretty self-
explanatory. You can enter new codes using the drop-down box at the top. You can create your own
reports and handouts the same way (just select new; you can even copy an existing report as the
template). By the way, you can also get to the Report Designer in any open chart by clicking the menu
item "Customize-->Customize Reports & Letters".

Q: Can the exam form be customized to mimic as close as possible the flow of our current exam form?

A: Not really, in the sense that the exam is basically presented in SOAP format and you use a series of
tools to complete the encounter. You'll have to try the demo to see if it meets your needs. Within the
tools, many options are customizable.

Q: On your website, it is stated that, "data tools customizable to your needs" (in future versions). What
does that mean?

A: Obviously, the more customization available, the more likely we can meet the needs of many doctors.
The reality of software limitations and time constraints unfortunately limits how much customization is
possible. Right now, many of the text statements that are pasted into your SOAP note (or examsheet
view) are customizable.

Q: Can you make your own custom exam templates? If so how.

A: Not really necessary, since it's the Tool Data that you would want to customize. You can also
customize the text pasted into your exam record. To do this, open the Quick Exam Tool, click on any of
the buttons (for instance, "Pupils"), then click the "Customize" button in the bottom left side. From there
you can enter your own text data. Of course, you can edit the actual SOAP data at any time just like in
a word processor.

Q: We would like to know whether reports generated by the system could be configured (i.e. whether we
can suppress the "normal” remarks of investigation and print only the "abnormal remarks so that the
report can be limited to one page)?

A: This would be impossible to do given how the software is designed; additionally, for legal reasons all
notations, whether normal or abnormal, should be part of the medical chart.
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12.5.4

Q: Is it possible to design a totally custom exam template? (i.e. for s-code/routine exams, ortho-k,
etc...)

A: The current version of the software is somewhat limited in customization in that sense. Future
versions will include more customization.

Q: Can we add our own information such as states and cities to the lists?

A: You can edit the states and zip codes in the "Settings" screen (use the customize lists option). You
will likely have to edit the report templates also (using the "Report Designer") in special functions.

Reports & Rx’s

Q: When printing spectacle Rx's, | like to print on half sheets of paper, but | have to constantly reset
page length and top and bottom margins to do this. How do you print up your Rx's?

A: This can be done in two ways:

1) If you have paper that's already cut in half, just insert the half sheet and the Rx will print just
that page (this works if you have a printer that allows half-sheets); you'd have to edit the Rx
report as described abowe to eliminate the second half of the page which on most Rx's is a
duplicate. If you are using a laser printer, you also might have to use the secondary feed
rather than the tray (although my printer uses the tray fine). | use half sheets like this when
printing medication Rx's on security paper.

2) You can also print on pre-perforated copy paper so you get a duplicate Rx (top and bottom
identical). Then tear in half... one copy for patient and one for optician/lab tray. This type of
paper can be ordered in bulk from any office supply store (try www.OfficeDepot.com).

Q: When | print contact lens Rx with follow-up, is there a way to print one that does include continuous
(EW) instructions. The one now says lenses are not for EW.

A: All Rx's are really just "reports" which you can edit with the Report Designer. A few Rx's are "system"
reports; you can modify them, but you can't delete them. These are the ones that automatically show
when you open a new Rx. You can always select a different Rx simply by opening the Rx in the Report
Manager. (That's how | open an EW Rx). Note, some Rx's (especially medication and grid-based Rx's
open the Rx wizard automatically; simply use the Logbook to find the Rx numbers you need)

Q: When you are about to print the Rx, are the cells automatically populated?

A: Yes. Normally you don't have to enter any additional information.

Q: How do | awid printing the details of the header thru ezChartWriter because we are printing on the
pre-printed letter head.

A: The standard exam printouts (which are generated using File->Print Print Preview in the Encounter)
cannot be changed. They are hard-wired in that format. See the Q&A below on how to get around that.

Q: To make some space on top of the report to accommodate the Pre-printed letter's Header lines.

A: You can only make extra space on reports that are available in the "Report Designer". So, you would
need to create your own exam report. Do this by opening the Report Designer (in an Encounter, on the
top menu click Customize->Customize Letters and Reports). In the dialog box, click on Exam Reports-
>Encounter Reports - SOAP. Enter a report Title below and leave Blank Report selected. A blank Report
Designer screen will appear. Since you need to leave room for your letterhead, use the <Enter> key to
move the cursor down far enough. Then insert a Table (menu Table->Insert->Table...), you can enter
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enough rows and columns to add the date and patient name/address. Just below the table, you need to
enter the fields that print the Exam data. Do this by placing your cursor just below the table (you can
add some extra lines if you like), then choosing "Exam - Entire SOAP Note" from the drop down list at
the top. Then click Insert Field. See the attached screenshots to see what it looks like. Save the new

report.
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| =| Full Chart ‘

Switch View Mode (Exam3heet or SOAP farmat)

In order to use the report you need to have a chart open with exam data finished. Then on the left side
menu click "Report Manager" (don't use the File->Print Preview, as this gives on the standard report).
Once the Report Manager opens, select your report type (click Exam Reports, then Encounter Report -
SOAP, then click the name of the report your designed in the right-side list. Double-click or click
"Select". Your report showing the new format will appear on screen. Once you've designed the report as
abowe, you can open and use it for ANY patient. You can build whatever reports you desire this same
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12.5.5 Backup Utilities

Q: | am using an online backup senvice, should I still back up the data using the ezBackup utility
included with the software?

A: We recommend that you ALSO use the internal backup utility (at least weekly, if you are using
another software, otherwise daily). It keeps all the database files together in one compressed file that
can be easily restored. Daily backups would be ideal, since at most you would lose only a single day's
work, which you could likely recreate if needed. Note that you should make sure the backups are saved
on a DIFFERENT computer and/or drive than the server (use the Main Menu->Program Settings button
to set the backup path.

Q: How large of a backup is needed, do you need to backup with an external hard drive, or can you back
up with a flash drive?

A: Typically the backup files are quite small, even if your database has grown large. For example, my
own patient database is greater than 1 gigabyte, but it compresses down to under 50MB (in a .zip file).
That file can easily be fit onto an older USB flash drive or burned to a CD Rom. You should have no
problem with space, as long as you compress the data.

Q: How do you compress your backup file to a flash drive?
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A: If you use ezChartWriter to do the backup, the files are automatically compressed. Sign in as a User
and select Special Functions->Backup Database. Note that the default location for backups is: C:
\ezHW_Backup\ Once the backup is completed, you can then copy the data to a CD-ROM using the
Burn CDRom button or manually copy the file to your flash drive (by opening the C:\ezHW_Backup\
folder and dragging the "Backup000000.zip" file to your flash drive). Each backup is time/date stamped. |
HIGHLY recommend that you back up at the end of each day. Did | say highly? | meant "absolutely,
positively, always" =) I've only had one doctor so far lose data, but it was 10 days worth of charts! That
was due to wireless network problems with accessing the database. I've been using the software since
2002 and haven't lost any patient charts yet (>25000 records). But | still recommend backing up
frequently just to be safe.

Q: | am having problems backing up at one of my offices. It keeps saying that the file is being used, so it
cannot backup - but neither of my computers are using files, and one is completely signed out. | have
not had any problems at the other office. Any suggestions?

A: Typically this happens with a software process is left open (i.e. the application closes on screen and
looks done, but leaves something running in the background). Most frequently this is seen when you
experience a crash, but can happen at other times also. When you get this error, open the Windows
Task Manager. Do this on the computer that gave the error. To open the Task Manager, simply hold
down the Alt-Ctrl-Del keys together. On the Task Manager screen, click the 2nd tab labeled "Processes”
and click the heading "Image Name" to sort alphabetically. Then look for any of the following: echart.exe,
ezChartWriter.exe, ezClaimBiller.exe or ezApptScheduler.exe. If you see them, right click and choose
"End Process Tree". Now you can restart ezChartWriter and select the backup and it should work. Note
that you can accomplish the same thing by restarting the computer, which automatically clears all open
process trees.

Q: | backed up my database to a disc. Can | restore the backup easily?

A: Yes, you just need to copy the database files (end in ".dez") back into the ezHW _Data folder.

Q: My computer crashed and when | restarted ezChartWriter it gives an error and won’t load. What
should | do?

A: Your database may be corrupted. Roll back to a prior version or contact Tech Support (
support@ezChartWriter.com) for instructions on having your database repaired.

Q: | carry my laptop back home daily and would like to back up and restore to the laptop. Is it ok to
copy C:\ezHW_Data folder to the laptop. This seems to work.

A: Yes, you can copy the entire ezHW_Data folder and that will contain all the patient records. You can
also use the internal backup utility (Main Menu->Special Functions->ezBackup), which will compressed
the files (which becomes important later on as the grow very large)

Q: Is there a way to run the backup utility automatically every night?

A: Unfortunately, the process is not automatic at this point. We generally assign one staff member to do
a backup at end of day (or first thing next morning). Typically the backup process will be 10 minutes or
less, especially starting out with fewer patients. You can purchase commercial software that will backup
all your data files every night (we still recommend running our backup utility in addition, since it
simplifies restoring if you need to get up and running in a hurry).

Q: Where is the information on how to restore a data base file from a back-up. Is this available in you
manual? Please advise.

A: It's not in the current manual. But it's easy to do. The backup utility creates a zip file with a date
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string. To restore, find the most current zip file, then unzip it. Copy the files into the database folder
(usually "C:\ezHW_Data" on your primary computer, unless you changed the default location).

Q: Is the data from the network able to be stored in the local group computer as well e.g. laptop that is
used both at the office and at home?

A: As long as you connect each computer to the database folder (e.g. "C:\ezHW _data"), that folder can
reside anywhere. You could, for instance, keep your patient database on an external hard-drive (with a
folder address of say "E:\ezHW_Data") that you remowe nightly and take home (keeping a backup
hopefully in the office!). Or you can use your laptop. Or use a desktop in your office, but copy it to your
laptop at night (but be sure to copy it back in the morning, if you've made changes!).

12.5.6 Auto Update Feature

Q: How do | update computers not connected to the internet?

A: You may either download the update file (see link in question below) to a home computer and copy it
to a USB flash drive (a 1GB size is more than sufficient, available for under $20 at Walmart or Office
Depot). Then just run the file off the flash drive on each computer. Alternately, you can purchase a CD-
ROM from the website to get the latest version.

Q: When | update it keeps telling me that it can't continue when the software is running, but it's closed.

A: You might have a hidden window still running in background. Try restarting the computer and trying
again.

Q: How can | update without using the Auto Update feature?

A: You must manually download the update file from the website and install it yourself. Download from
this link and click run:
http://www.iccomplish.com/update_ezchartwriter.htm

12.5.7 Billing Module_2

Q: Does it auto code for us and generate a HCFA form?

A: The billing module includes the ability to create FeeSlips from which you click a button and create a
HCFA (that can be either printed or upload to www.OfficeAlly.com for electronic submittal). In the exam
section, the billing codes are created when you finish the Plan & Assessment Tool. At the moment, they
do not cross over to the billing module automatically (they may in next version of the software). Also, a
simple E&M coding wizard is available in the Plan & Assessment Tool.

Q: Does it generate a daily log sheet or daily report that will break down the day's receipts/ $ totals into
various categories i.e. eye exams, Contact lens fits, contact lens supplies sold, visual fields etc? Can
this be customized to mimic how we currently reconcile the numbers at the end of the day?

A: The billing module includes a daily totals report. However this is quite basic. In the future, a more
advanced reporting feature will be added that allows for breakdowns as you've described.

Q: | can't get insurance payments to post to an account.

A: First, make sure you have selected the appropriate insurance in the patients demographics screen in
ezChartWriter. Assuming you have a fee slip with the same insurance selected as the insurance type
(and at least some dollar amount indicated as payment due from the insurance company), the patient
should have an "Insurance Balance". To indicate that you received a check from the insurance company,
click the "Post Payments" button at the bottom of the main screen. You would then select the
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appropriate insurance company and enter the check amount. A list of patients with balances owed for
that insurance company will be displayed. If the insurance company "paid in full", you need to simply
click the sixth column's check box (Paid Full). Otherwise, click the small plus sign on the left to display
the full charges and enter the actual amounts in column seven (7), labeled "Actual" payment. Use the
other checkboxes on the row to indicate write -offs and balance transfers. Note that when you enter an
amount paid in the payment line BEFORE you click the small expansion plus-sign button, the software
will auto calculate each amount in proportion to the total amount. You would likely have to edit these
amounts.

Q: How do | set the charges for the different procedure codes?

A: In the Billing Module, select the menu item at top: Options, then Fees/Products. You can edit them
there. You can also add your own codes as needed.

Q: Is there a way to get the amount the patient paid on the CMS ins. form? Maybe I'm not doing it right,
but the total and pt pmt is not coming up on the insurance form?

A: | will check into that; it should port over, but there may be a bug somewhere.

Q: Does the insurance part import the diagnosis codes from the EMR? | find that it has to be entered
separately in each section - is that right?

A: Unfortunately, no. The billing module was written as an add-on module, so currently the EMR and
billing module don't "talk" to each other. That will be fixed in a future version.

Q: In your billing module, do you have the facility to include other forms of state taxes?

A: Not currently.

Q: When will you have the HL7 ready for electronic filing?

A: We offer electronic insurance claim filing via clearinghouse conversion. The ezClaimBiller module
includes claim (CMS/HCFA-1500) creation for uploading to a third-party EDI senice (we recommend
OfficeAlly.com).

Q: Can we bill and send electronic claims to Medicare on your system?

A: Yes, with the ezClaimBiller module you can either print paper claims or generate batch files to be
uploaded to your EDI clearinghouse (we use www.OfficeAlly.com, but any that can read text files/print
images should work)

Q: How do | post an insurance payment when there is no dollar amount because it went to the
deductible?

A: You must enter the transaction manually. Open the original FeeSlip, then click the Transactions
button. Start a new line and select “Insurance Payment” from the dropdown.

Q: We do have one problem howevwer, the insurance claim form does not line up when printed out. The
tutorial says that only minor adjustments should have to be made, but ours is way off.

A: The problem is with the font, not the alignment. On some computers the default system font is not
proportional and so all the text is squeezed together. To fix the issue, you must select a different font
(also found on the alignment tool). You will have to experiment a bit to find one of the six available fonts
that matches one on your computer. | recommend keeping the font size at 12pt though.

Q: Using office ally as an electronic billing solution for ezChartWriter. How do you use that? Do you
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convert the paper form to electronic?

A: If you are already printing the paper HCFA/CMS-1500 forms, you only need to add a few steps to go
electronic. First, you have to sign up with officeally.com or similar EDI clearinghouse. Then, for each
claim you create on screen you would click the "Export" button at the top (instead of "Print"). At the end
of the day (or week, or whatever schedule you desire), you need to batch and upload the claims. To
"batch" your individual claims, you click the UPLOAD button on the billing module main screen. Select
all claims to include and press SAVE. Remember where the folder is that you saved to (typically C:
\ezHW_Data\Claims\Batch". So you now hawe a file that the clearinghouse can use. You must upload
the claim to the website; you do this by logging into OfficeAlly and clicking the "Upload Claims" menu
on the left. You will be directed to locate the batch file. A confirmation screen appears telling you the
upload was successful.

Q: When | click on the help button in the Billing Software mode, it opens up the EMR help. There are no
instructions on how to use the billing software, and | don't know where to begin with it.

A: I'm sad to say there is not a billing manual ready yet... I've been holding off pending making finalized
changes to the module (should be ready late 2009).

Q: How do | go about billing a patient visit?

A: The basic flow of the billing module is to pull a patient chart (called a ledger on the billing side) and
create a FeeSlip (analogous to the encounter on the EMR side). You populate the FeeSlip by typing the
CPT code and selecting any insurances and/or discounts. From there you can: (1) record a payment
with the button on bottom left of FeeSlip, (2) print a billing statement and (3)

Q: How do you prepare and print out a patient Superbill?

A: You can do a paper Superbill by simply printing out from the Reports Manager->Misc->Billing-
>Superbill Grid which will give you a report you can hand-fill out and give to patient. If you are thinking
more of a statement with billing codes, it's quicker to open the Billing Module, open the patient and
create a FeeSlip. You can then click the Print Preview button to get a nice formatted statement.

Q: Can you tell me how | go about importing/uploading the CMS 1500 into Office Ally for making the
insurance claim?

A: If you are already printing the paper HCFA/CMS-1500 forms, you only need to add a few steps to go
electronic. First, you have to sign up with officeally.com or similar EDI clearinghouse. Then, for each
claim you create on screen you would click the "Export" button at the top (instead of "Print"). At the end
of the day (or week, or whatever schedule you desire), you need to batch and upload the claims. To
"batch" your individual claims, you click the UPLOAD button on the billing module main screen. Select
all claims to include and press SAVE. Remember where the folder is that you saved to (typically C:
\ezHW_Data\Claims\Batch". So you now hawe a file that the clearinghouse can use. You must upload
the claim to the website; you do this by logging into OfficeAlly and clicking the "Upload Claims" menu
on the left. You will be directed to located the batch file. A confirmation screen appears telling you the
upload was successful.

Q: I still have a very hard time trying bring back the patient's FEE SLIP. Hopefully you able to give some
hint?

A: Once you create a FeeSlip, you can find it two ways: (1) if there is an outstanding balance, it will
show up on the Accounts Receivables (AR) list on the main page or (2) you enter the patient name (or
partial name, such as "Smi,J" to find Joe Smith in the QuickFind box. Once the patient name is
displayed in the Pulled Ledgers list, you double-click it to pull up the list of prior FeeSlips and insurance
claims. This works very similar to how you pull up patient encounters on the charting side.
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Q: How can | give a patient a simple superbill?

A: There are pre-printed SuperBills in the Report Manager that you can use. On the main ezChartWriter
screen, open the Encounter List and click the Report icon, then "Add New" then Misc->Billing Reports-
>SuperBill Grid. This report does NOT save CPT or ICD-9 codes, but is nice if you need a simple record
of charges to give patient. You can edit the report to your liking with the Report Designer in the Special
Functions menu.

Q: Is the ezClaimBiller capable of uploading to a clearinghouse? If so, can you recommend one?

A: Yes you can use ezClaimBiller to upload to a clearinghouse. The recommended one is OfficeAlly.
com. Instead of clicking "Print" claim, you would select "Export", then save the file. When ready to
upload all your claims, just hit the "Upload" button to convert them into a machine-readable batch file.
The go to OfficeAlly.com and upload them into their system.

Q: I just had a question about your software for billing ins. Can you input the info into the emr billing
section and electronically sent it to the ins co. via the Internet? Or do you hawe to print out a form and
mail it in? | currently am looking at your software and just had some questions.

A: You can send it to the insurance company electronically, but you actually send it to a clearinghouse
first. The one we recommend is called www.OfficeAlly.com. It's free to use (the insurance companies
pay them) and fairly easy. All you would do is click the Export button instead of the Print button on the
HCFA/CMS-1500 form screen. Then when you are ready to send them to OfficeAlly, you click the
Upload button to convert to machine-readable format and then go to the OfficeAlly site to upload/send
them the file.

Q: To electronically file your billing, do we need to contract thru a clearinghouse or does your company
do that for your customers? Either way do you know how much extra that would cost ?

A: You do need to use a clearinghouse (we don't process claims). Most clearinghouses are paid by the
insurance company, so they charge only a nominal fee. We recommend OfficeAlly.com (they are free
and charge only for any claims that require paper mailing). As far as our software, the claim generation,
batching and uploading is included in your licensing fee of the ezClaimBiller module.

Appointment Scheduler

Q: What is the recommended way to add a new patient on the appointment book? | notice that it does
not have a function to transfer some of the information such as the name, phone number, and insurance
information from the appointment book to the demographics if a new patient was to come in on the
appointment book. Is there a button to connect the appointment book to start a chart (new or existing)
from the appointment book?

A: The appointment module was originally designed to stand alone, so the connectivity with the main
database is limited. Eventually there will be tighter integration. Basically, you have to switch to the main
ezChartWriter screen to enter all demographic data, although once it is enter you can "find" it with the
"Select Patient" button on the new appointment screen.

Q: When | am in the Appointment scheduler, | type in the patient's appointment and brief insurance info.
Is there anyway that info could be carried over into the Demographic portion of ezChartWriter without
double typing?

A: That would be nice, but is not currently available.
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12.5.9 Recall Manager

Q: Very impressed with the software. | need to send out appointment remainders for patients. Can you
do that with the software?

A: The current version of the software has features in the ezRecallManager to generate labels for recall/
reminders. As of now, there is no method to send reminders for patients in the appointment module
(ezApptScheduler). A future version will incorporate some of these features.

Q: We do our recall by last exam date. Is this same as "Prior Exam" on patient demographics?

A: It is the same.

12.5.10 Data Exchange

Q: | think the ezDataExchange would be the only extra module | would be interested in. How does it
work and can it be set up to use any database or is it only compatible with certain software database?

A: The ezDataExchange module is designed to import/export patient demographics (usually as a batch
when first starting to use the program). It can be used to import a few patients at a time. The major
limitation is that the data being imported must be of a standard format. It must be in a CSV (comma
separated values) file or a tab-delimited text file. So your Medisoft program must be able to Export your
patient data in this format. If so, then the ezChartWriter software should be able to import it.

Q: | wanted to ask whether or not the software will allow demographic information from Medisoft? This is
an important consideration before purchasing your product.

A: You can send your Medisoft database for evaluation (use www.transferbigfiles.com and email us to let
know it's coming); sometimes it is possible to directly extract the data. Otherwise, you can try exporting
the data from Medisoft and then importing it into ezChartWriter using the ezDataExchange module.

Q: | was wondering if later the examination data saved in the program could be exported into CCHIT
compliant program?

A: Typically only the patient demographics can be exchanged; there is no recognized standard format
for exchanging clinical data as of yet.

12.6 Errors & Crashes

Q: Vista problems - They just randomly occur while | am trying to utilize the program.

A: Some of the issues might have been resolved in the newest release. Also, Microsoft has released
several upgrades that improve compatibility, so those should be downloaded from the Microsoft site if not
done already. Vista was a major overhaul for Microsoft and much work had to be done with
ezChartWriter to make it fully compatible. Some bugs probably persist and will be fixed as they are
discowered. If at all possible, try to use XP (or Win 2000) systems (especially for your exam computer). |
do hawve users with Vista though that seem to do fine.

Q: My computer keeps giving a message that states it can't operate in 'modal’ form during an encounter,
then closes the whole encounter without saving and | have to start over. Is this common with Vista? what
can | do? | like using your program, but | have to keep re-entering the information, which wastes exam
time.
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A: That does sound extremely frustrating. From the way you described it, the error only happens
sometimes and not on every chart? There can be two causes for this error: (1) insufficient computer
memory and (2) a bug.

The lack of computer memory is the most likely culprit. Even with new computers with lot's of memory,
the resources can be used up quickly if you have multiple charts open or if you hawe a single chart and
have memory hogs like Internet Explorer or Firefox open also. To check your memory usage, use alt-ctrl-
del key combination to open the "Task Manager". Then click "Processes" and click the "Mem Usage"
heading to sort by amount used. This will provide clues to what's running and using up memory. On my
computers, | can typically have two charts open, but not with an Internet browser window open. Trust
me, I've lost enough charts over the years to be totally p***-off when it happens... and | wrote the
software! I've learned that the Subjective History tool is the biggest memory hog, so | usually open and
close that window quickly. It's always best to close a tool out as soon as you've entered the data (that
forces an automatic save also, so your work up to that point is saved).

The second possibility is that there is a specific bug that causes the error. If that is the case, then there
is likely some combination of clicks or actions that lead to it. Have you noticed a pattern at all (e.g. the
crashes only occur when entering the history or the plan/assessment)? If you detect a pattern, let me
know.

Q: | keep getting a runtime error'401' (can't show non-modal form when modal form is displayed) while |
am in the history screen with medications.

A: Thanks for catching that bug! | will send you an updated exam module in a few days with the fix.

Q: Any updates or suggestions to fix the problem | had with my Toshiba tablet pc?

A: You might also try disabling the wireless connection and connect the Tablet to the network with a
cable (into your router directly). See if that allows connection to the database.

Q: While attempting to update, | get an error. It says to click "try again" to repeat, "ignore" to skip this
file (not recommended), or "abort" to cancel. Retry keeps getting stuck at the same spot. Ignore didn't
do anything. It acted like it was continuing to install the new updates however, when | tried the program |
didn't notice any changes to the features like | did one my other computer.

A: Try restarting that computer and trying again. You can also use the direct download link, rather than
doing it with auto- update. That should allow the setup to continue.

Q: | have windows media player, but couldn't get the spectacle prescription video tutorial to play. The
screen remained blank despite pushing the play icon

A: The video player may be an older version. Try updating to the newest version.

Q: Is it normal that your program does not show up in the Windows "Add/Remove Programs" window?

A: No, it should have the uninstall option. The only thing | can think of is that maybe you already
uninstalled it using the Add/Remowve?

Q: When | try to logon as an administrator the program prohibits me from going forward, telling me that
my 30 day trial is over. Am | missing something???

A: I'm assuming that you actually have passed your 30-day period? What's SUPPOSED happen is that
when you first start the software, a warning message tells you that your license has expired. The
program then loads as usual and you reach the login screen. The User button should be grayed out and
only the Admin button can be used. There should be button visible for purchasing software (which you
already did). Once you login into the Admin, you should be able to click on the Software Account
screen, then the Register Software button, from which you click the "Activate Via Internet" button.
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So, if you can tell me exactly where the program is halting, it will help determine the error. Is it right after
it displays the "License Expired" message?

Two other questions:

(1) Is the clinic telephone number you licensed the same as what you used during the trial?

(2) Did you try restarting your computer?

Q: | am getting the following error message when | attempt to run the setup program. It prevents me
from completing the setup. The error shows: “RegSw32: regsp.exe - Entry Point Not Found. The
procedure entry point ?NP_GetAcctCell@CPortView@@UAGHHHHPAD@Z could not be located in the
dynamic link library SPORT.dII.”

A: That's an interesting error; haven't had any other reports of that one. It's the Windows library for
controlling the serial port (for use with eyeCOMM instrument link). | believe, however, that this file (sPort.
dil) is the LAST file to be registered, so you may still be able to run the software. There may be no icons
created on your desktop, but try navigating to Program Files \ ezHealthWare \ ezChartWriter \ and
double click on ezChartWriter.exe to start the software. If it starts okay, then the error won't effect
program operation (unless you try to use eyeCOMM).

Q: | hate to bother you with this because | know you're working on it, but I've been having so many
problems with the software freezing up on me lately. The program usually doesn'’t freeze while doing a
patient encounter (luckily). It usually happens when opening a new patient to start another encounter or
obtain info. on a patient. In order to remedy the problem | have to restart the computer. This can take
some time as the ezChartWriter program doesn’t want to end. | have to wait till the 'end now' screen
comes up on the task scheduler program to stop the program. The 'end now' screen may pop up 2 to 3
times before the program actually ends and the computer begins the shut down process.

A: Usually the cause of this type of problem is limited resources (which could be overall memory,
graphics card memory or the windows memory stack). The software has been updated to eliminate
many of the crashes when out of memory, although you won’t be able to open Tools until you free up
memory elsewhere (e.g. close some other program). The best solution is to add more RAM to your
system.

Q: | get an error message if | close the Examination Note using the small x in the upper right corner
instead of the close button near the sign chart button on the lower left of the screen.

A: Fixed in the new update. Although on one of my computers, | also get an occasional error when
closing with the bottom button; the chart saves okay, but seems to generate an error code on closing.
working on a fix for that too.

12.7 Getting Help

Q: Is there documentation available or coming soon for the accounting, recall, or appointment modules?

A: Yes, I'm trying to put together some documentation for all the main sections and modules. This will
also be available on the website when it is revamped.

Q: Is there a forum where users can discuss problems or ask questions?

A: I'm working on making a new, more user- friendly website. It will include a forum (I had to delete the
last forum due to high spam messages).

12.8 Uninstalling Software

Q: | would like to wipe this XP machine clean of all remnants of your software....... Including the
registry....In hopes that | can do a fresh Clean install. Do you have any advice on completely purging my
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XP machine of your software ?

A: To manually delete the software, follow these steps:

1) In the Windows Control Panel, click the "Add/Remove Programs" icon. Find the entry for
ezChartWriter and click "Remove”

2) Delete the program files (if present): delete C:\Program Files\ezHealthWare folder entirely

3) Re-install the software by downloading the setup file: wwv.ezchartwriter.com/downloads/
ezchartwriter_setup.exe. DO NOT RUN software yet.

4) Instead, go to the ezHealthWare\ezUtilities folder and open the ezPathUtil.exe file. You will
see two lines (path to database and to the tool database). Click clear for each and hit okay,
then confirm if asked.

5) Start the software now. It should run as if a fresh install. Use the default settings for install
location of database (e.g. C:\ezHW _Data).

NOTE: This does NOT delete the patient database. To delete the existing database use the topic
"Instructions to do a Fresh Start (with empty patient database)".

Ideas & Future Plans

Q: Is there a way to put in more insurance company info to a patient's demographic data other than the
primary and secondary insurance that is available at present

A: In the past, there was a benefits screen in the Patients Demographics section, but most docs weren't
using it and it took up lot's of valuable space (made things quite cluttered). So it was removed; if enough
user's request the feature it may be added again.

Q: In the mandatory fields requiring completion in the set up phase there is a drop down arrow requiring
you to select either GP or OD . In SA neither application is applicable, can this be omitted.

A: In a future version we will make this change. What designation do you use? In the mean-time, you
could just choose OD; it doesn't really matter in the software (except reports, for which you can edit the
actual template). You do want to choose "type" as Provider so that you can enter EMR chart data.

Q: We make use of ICD 10 codes, can these be loaded instead of CPT codes.

A: Maybe. Il have to research it.

Q: Can a facility be loaded to load our state applicable medical aid details and relevant codes that
pertain to them?

A: I'd need more information about what you have in mind.

Q: Do you plan to add the ability to include glasses or contact lens orders or have an inventory module?

A: Yes, but | couldn't say when it will be complete. It's something I'd like to have for my own practice, so
that tends to get things done sooner LOL.

Q: Is there a way to put in more insurance company info to a patient's demographic data other than the
primary and secondary insurance that is available at present?

A: In the past, there was a benefits screen in the Patients Demographics section, but most docs weren't
using it and it took up lot's of valuable space (made things quite cluttered). So | took it out. What type of
information were you looking to store?

Q: Do you hawe an interface to a stock module?
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A: For tracking inventory, not yet; it's under consideration.

Q: | would be able to send you a list of our applicable tariff codes and corresponding prices, could these
be included?

A: Again maybe... depends on whether it requires just a database update or a whole re-write of software.

Q: When will the next updated version come out with the multiple diagnosis codes

A: Not sure, maybe within a few months depending on how quickly some other projects get done.

Q: When typing a patient medication in the Medications field, the drop down box will list the drugs
spelled similarly. However, it lists 2 of every drug with the exact same spelling. So you either have to
spell the entire drug completely and then hit enter. Or, after you see the drug you are interested in you
must hit the down arrow on the keyboard and then enter to select it. This process is timelier than it was
before the update.

A: I'm working a fix for this issue and should have something soon.

Q: When trying to use the default templates in the drawing tool (located in the Quick Exam Tool); my
vista computers will not open any of the drawings up so you can edit them to show the pathology you
want. But, my XP computers can open the images up to edit them and then paste the pictures in the
record for documentation.

A: | will test this on a Vista computer and find out what is causing the problem.

Q: It may sound like I'm really frustrated with trying to grasp this software but, you know what? | really
love using it.

A: Thanks! Your comments and bug reports are welcomed, since they make the software more stable
for the next doctor (who might not have your patience!).

Q: Is there a way to type in the "auto instrument" values, such as the K readings, auto-refraction, and
NCT instead of using the sliders?

A: Not currently, but that's a good idea and | will look into it for some future version.

Q: Can | add more History option, such as the Family Medical History to include HTN, Heart DZ,
Cancer, Thyroid, and also Family Ocular History?

A: Not currently, but | am looking at ways to add customization to the history section

Q: If we have our own exam form, would we be able to incorporate that into your software? Is that extra?

A: No, that is not available (our charting system is SOAP based).

Q: Is there a way | can add more HPI onto the HPI section? | do believe Medicare now requires 7
elements for 99204 or 99205. | would be go just to have the elements on the program to remind me to be
Medicare compliant, and for those health care insurances as well, for the Office Visits, and
comprehensive ophthalmological exams.

A: We will look into this issue and provide an update in the future.

Q: It would be optimum to select the rendering physician at each encounter.

A: The rendering physician is the currently logged in provider (since you wouldn't want others making
changes to charts unless they were logged in).
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Q: Is ezChartWriter compatible with the new Medicare e -Rx bonus program?

A: No. We are investigating a partnership with an online ePrescribing system, but they are all rather
costly at the moment. And we strive for low cost!

Q: Just wondering how the inventory system is doing for ezChartWriter? Is a Beta version close to
completion as of yet?

A: It's not ready for prime-time yet, but Il be working on it over the next few months.

Q: | have found a couple of bugs in the contact lens Rx system, but haven't used enough to pinpoint the
problem specifically. When you create a CLRx with the dropdown menus when you finalize the info does
not paste in the final Rx also the date are funky if you need to change a expiration date.

A: The CL tool still has a number of bugs; at some point it will be totally revamped to improve
functionality.

Q: Did you know that in the history part of the exam if you enter a condition (ie. FHx diabetes or SHx
smoking) it does not show the other options (ie. FHx -glaucoma or SHx denies alcohol)?

A: That made it onto a bug list once before, but apparently never got fixed =( Il look into it!

Q: Will you guys be adding a eFax prescription module to be compliant with Medicare soon?

A: We're looking into it, to see if it would be cost effective to add the feature. Otherwise | might partner
with a third-party e-prescribing system.

Q: How about your work on a general medical or podiatry version? | am really impressed by your
software, but it would have limited application to feet, as is

A: Sorry, as of now the software is designed for the eye care community. A simple SOAP note version
of the software may be deweloped in the future (if enough interest is shown), with templates self-created
by users.

Q: There is no way to add more lenses to the posterior seg eval lenses used. For example, where you
check 78D lens and 20D lens, there is the area for other. When | check other and put in SuperField or
SuperPupil, it will not store onto the Examination Chart.

A: Good point... never finished writing the code for that feature. Should be working for you in next
version.
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13

Software License Agreement

This ezChartWriter Software End-User License Agreement ("EULA") is a legal agreement for the
ezChartWriter Software Product in which this EULA is contained, which includes computer software
and may include associated media, printed materials, and "online" or electronic documentation
(collectively the "Software Product"), between you and ezChartWriter Software. ("ezChartWriter
Software"). By installing, copying, or otherwise using the Software Product, you agree to be bound
by the terms of this EULA. You must indicate your agreement to be bound by the terms of this
EULA by pressing the "I ACCEPT" button on the Software Product's installation program, or else
you will not be able to install the Software Product. If you do not agree to the terms of this EULA,
you may not install or use the Software Product; you may, however, within 30 days of your initial
purchase of a copy of the Software Product, return the entire copy of the Software Product
(including all computer media, packaging and documentation) either to ezChartWriter Software's
Customer Senice department or to the retailer from which you purchased the Software Product, for
a refund of the amount indicated by your sales receipt for the Software Product, in which event your
rights under this EULA are immediately terminated. If you are installing the Software Product on a
computer that is not owned by you, you are bound to the terms of this EULA both in your individual
capacity and as an agent of the owner of the computer, and your actions will bind the owner of the
computer. You represent and warrant to ezChartWriter Software that you have the capacity and
authority to enter into this Agreement on your own behalf as well as on behalf of the owner of the
computer the Software Product is being installed upon. For purposes of this EULA, the "owner" of a
computer is the individual or entity that has legal title to the computer or that has the possessory
interest in the computer if it is leased or loaned by the actual title owner.

Copyright. The Software Product is protected by copyright laws and international copyright
treaties, as well as other intellectual property laws and treaties. All title and copyrights in and to the
Software Product (including but not limited to any images, photographs, animations, video, audio,
music, text, and "applets" incorporated into the Software Product) are owned by ezChartWriter
Software or its suppliers.

Grant Of License. The Software Product is licensed, not sold. Subject to the condition that you
are in compliance with the terms of this EULA: (a) you may install and use one copy of the
Software Product, or any prior version for the same operating system, on a single computer for use
by a single simultaneous operator; and (b) you may install a single copy of the Software Product,
strictly for your own personal use, on one portable computer owned by you. No other use, copying
or distribution of the Software Product is permitted. You may not rent the Software Product, nor
may you offer use of it to others through a service bureau or application senice provider. If you are
installing this copy of the Software Product as an upgrade, update, patch or enhancement of a prior
release of the same Software Product which was installed on the same computer, your rights under
the prior license agreement for the Software Product are terminated, and all of your use of the
Software Product (including its prior versions) are solely under the terms of this license agreement.

Limitations. Except to the extent such a restriction is unenforceable under local law, you may not
reverse engineer, decompile, or disassemble the Software Product. The Software Product is
licensed as a single product, and its component parts may not be separated for use on more than
one computer. You may not modify, amend, or create derivative works of the Software Product.
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Term. If the Software Product that was distributed to you was labeled as an EVALUATION
VERSION or TRIAL VERSION (or its functional equivalent) (an "Evaluation Version"), the license
granted under this EULA commences upon the installation of the Software Product and is effective
for the longer of 60 days following the date you install the Software Product or the first 60 uses (the
"Evaluation Term"). Evaluation Version Software Products may include software code intended to
disable their functionality after the expiration of the Evaluation Term. You may take no actions to
circumvent the operation of such disabling code, and you accept all risks that might arise from such
disabling code. If the Software Product was not distributed as an Evaluation Version, or if you
converted an Evaluation Version installation of the Software Product to a non-Evaluation Version of
the Software Product by authorized use of the conversion mechanism provided with the Software
Product (in each case either being or resulting in a "Full-License Version"), the licenses granted
under this EULA commence upon the installation of the Software Product and are effective in
perpetuity unless terminated per the terms of this Agreement.

Termination. Upon the expiration of the Evaluation Term (if any), your rights under this EULA
terminate automatically without notice from ezChartWriter Software. Without prejudice to any other
rights, ezChartWriter Software may terminate this EULA or your rights under this EULA at any time
if you fail to comply with the terms and conditions of this EULA. Upon termination of your rights
under this EULA for any reason, or upon termination of the EULA itself, you must destroy all copies
of the Software Product and all of its component parts in your possession (including all component
parts, the media and printed materials, any prior versions, and this EULA). The terms of this
paragraph shall sunive any termination of this EULA.

Transfer. You may permanently transfer all of your rights under this EULA (except if your rights
are in an Evaluation Version), provided you retain no copies, you transfer all copies of the Software
Product (including all component parts, the media and printed materials, any prior versions, and this
EULA), and the recipient agrees to be subject to the terms of this EULA. Upon the occurrence of
such a transfer, your rights under this EULA terminate immediately.

Limited Warranty. The warranties and disclaimers described in this paragraph are collectively the
"Limited Warranty". ezChartWriter Software warrants to you (and only you) that the Software
Product will perform substantially in accordance with the accompanying documentation (if any) for a
period of ninety (90) days from the date of original purchase of a license to the Software Product
from an authorized retailer or directly from ezChartWriter Software (or the date you have obtained
authorization from ezChartWriter Software or an authorized retailer to convert an Evaluation Version
to a Full-License Version) (in each case the "Purchase Date"). Implied warranties on the Software
Product, to the extent required by applicable law, are limited to ninety (90) days from the Purchase
Date. Some states do not allow limitations on how long an implied warranty lasts, so the abowe
limitation may not apply to you. To the maximum extent permitted by applicable law, ezChartWriter
Software and its suppliers disclaim all other warranties and conditions with regard to or arising out
of the Software Product, either express or implied, including, but not limited to, implied warranties of
merchantability, fithess for a particular purpose, non-infingement and/or accuracy of information.
The Limited Warranty is woid if failure of the Software Product has resulted from accident, abuse,
misapplication, use of the Software Product other than as described in the documentation issued by
ezChartWriter Software, use of the Software Product in combination with other Software Products
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that are not described as compatible in the documentation issued by ezChartWriter Software, or
your breach of the terms of this EULA. This warranty gives you specific legal rights, and you may
also hawe other rights which vary from State to State. No individual (except a duly authorized officer
of ezChartWriter Software) and no reseller or retailer has any authority to amend or add to any of
the abowe representations and disclaimers.

Your Remedy. Your exclusive remedy for any breach of the Limited Warranty is for you to give us
notice of the breach by returning to ezChartWriter Software (at the address shown below) a copy of
your purchase receipt for your copy of the Software Product and a description of the alleged breach,
and then, at ezChartWriter Software's option, ezChartWriter Software shall either: (a) return the
price you paid (if any) for the Software Product (at which time your rights under this EULA are
deemed to have terminated); or (b) repair or replace the Software Product. The Limited Warranty
period for any replacement Software Product will be extended for the remainder of the original
warranty period or thirty (30) days after the replacement Software Product is delivered to you,
whichever is longer. If your license is for an Evaluation Version, your exclusive remedy for any
breach of this EULA, including a breach of the Limited Warranty, shall be to terminate your rights
under this EULA. Your remedies described in this paragraph are your exclusive remedies, and shall
not be deemed to fail of their essential purpose so long as ezChartWriter Software is willing to repair
or replace the Software Product or return the price you paid for the Software Product.

Limitation of Liability. To the maximum extent permitted by applicable law, in no event shall
ezChartWriter Software or its suppliers be liable for any special, incidental, indirect, or
consequential damages whatsoever (including, without limitation, damages for loss of business
profits, business interruption, loss of business information, or any other pecuniary loss) arising out
of the use of or inability to use the Software Product, even if ezChartWriter Software has been
advised of the possibility of such damages. In any case, ezChartWriter Software's entire liability
under any provision of this EULA shall be limited to the greater of the amount actually paid by you
for the Software Product or US$5.00. Some states do not allow the exclusion or limitation of
incidental or consequential damages, so the above limitation or exclusion may not apply to you.

Statement Concerning U.S. Government Users. The Software Product is commercial computer
software developed exclusively at private expense, and in all respects is proprietary data belonging
to ezChartWriter Software or its suppliers. The Software Product is comprised of “commercial
computer software” and “commercial computer software documentation” as such terms are used in
48 C.F.R § 12.212. Consistent with 48 C.F.R. § 12.212 and 48 C.F.R. § 227.7202-1 through §
227.7202-4, all U.S. Government licensees acquire the Software Product with only those rights set
forth in this EULA.

Site Licenses. The owner of the computer that you are installing the Software Product upon may
have entered into a broad license agreement with ezChartWriter Software gowerning the use of
certain ezChartWriter Software products including this Software Product. To the extent that the
owner of the computer has entered into such an agreement that specifically states that it governs
the use of the Software Product on computers owned by the owner, then any conflict between that
agreement and this EULA shall be resolved in favor of the terms of that agreement, but otherwise
this EULA shall simultaneously govern your license to the Software Product.
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Third Party Works. To the extent that any third party's intellectual property is incorporated within
the Software Product, you agree that such third party is a third-party beneficiary of the terms of this
EULA to the extent of the third party's license to ezChartWriter Software.

Samples. The Software Product may be provided with certain "Sample Patients" intended to
demonstrate use of the Software Product or provide a base starting point for use of the Software
Product. Sample Forms includes forms, templates, database records, charts, or similar items. If
Sample Patients are provided, they are considered part of the Software Product for purposes of this
EULA.

General. This EULA constitutes the entire agreement between you and ezChartWriter Software
concerning the Software Product. No terms of any purchase order, acceptance, purported
amendment, or any document or communication other than an agreement expressly agreed upon in
writing by a duly authorized officer of ezChartWriter Software shall replace, modify, amend or
override this EULA. If any provision of this EULA is held to be unenforceable for any reason, such
provision shall be reformed only to the extent necessary to make it enforceable, and such decision
shall not affect the enforceability of such provision under other circumstances, or of the remaining
provisions hereof under all circumstances. No waiver by ezChartWriter Software of any breach of
any term or provision of this EULA shall be construed to be a waiver of any preceding or succeeding
breach of the same or any other term or provision hereof. Our various rights and remedies
hereunder shall be construed to be cumulative and no one of them is exclusive of any other or of
any right or remedy allowed by law or in equity. This EULA shall be governed by and construed in
accordance with the laws of the State of Washington, USA (without regard to its choice of law
principles), except to the extent the local law of your local jurisdiction requires use of your local
jurisdiction's law, and shall benefit ezChartWriter Software, its successors and assigns.
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