OpenEMR Users Guide

Medical
* Software

Permission is granted to copy, distribute and/or modify this
document under the terms of the GNU Free Documentation
License, Version 1.1 or any later version published by the Free
Software Foundation; with no Invariant Sections, no Front-Cover
Texts and no Back-Cover Texts. A copy of the license is included
in the section entitled "GNU Free Documentation License". (Please
see the last page of the manual for the license's text.)

USER MANUAL
for
OpenEMR

Please note that this manual is intended to be a starting point for
those trying to use the program and as OpenEMR improves, this
manual will be updated to reflect those changes. Do not assume,
however, that the instructions contained in this manual apply to the
most recent development version.

Notification of any errors or omissions should be e-mailed to

emilykillian@charter.net.
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INTRODUCTION

OpenEMR is a medical software application that allows users, including
medical office staff, clinical staff and physicians, to enter patient medical data. The
application combines medical clinic management and electronic medical records. The
application is free, open source software that runs on most major operating systems
and is distributed for free at www.sourceforge.net under the GPL.

Practice management features include patient scheduling and demographics
and electronic medical record features include an online record of patient notes and
encounters and prescription writing capabilities.

Please be aware that changes and additions made to the database will be
logged according to user name and date, thus every user should have his or her own
user name and password.

Before using OpenEMR, make sure the computer is turned on and connected
to the Intranet, Internet or local host. Double click the left mouse button on the desktop
icon for the Internet browser.

GETTING STARTED
Logging in

The main login screen should be the first screen to come up in the Internet
browser. That screen will have a box with a pull down menu labeled group. Choose
the correct group from that pull down list.

Below the group, there should be an input box labeled user name, where the
user should type his or her user name. The box below it should be called password
and the user should type his or her password there.

Once the correct group, user name and password are entered, click on the
login button.

If the system does not log the user on the first time, check to make sure the
user name and password are typed in correctly and that Caps Lock was not on.

Please see following screenshot.
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JO Tue Mar 22, 7:38 AM
—

|~| @co Gl
(I Emily Killian
OpenEMR v2.7.0
Usemame.
Password
Login
‘ Done
_{U Login - Mozilla Firefox | 7 [inbox for emilykillian@ charter.net -| | [Compose: doc ion for sourc|[2] oper ion-manual-working| s

Illustration 1

Each user must login using his or her user name and password. Changes and additions made to the database
are tracked by user.

Changing passwords

To change a user password, that user should log in using their old password.

Once logged in, the user should click on change password in the top rail. Then
type in the new password in the input boxes.

Click on save changes.

Please see following screenshot.
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@ Applications Actions e (5 S8 I i @ Thu Jan 20, 222Pm Q
B OpenEMR - Mozilla Firefox - [[&][%
File Edit View Go Bookmarks Tools Help

()3 - - @ 7‘7;\| s hrtp:/flocalhostiopenemrfinterface/main/main_screen.php?auth=login ©co [GL
2 Emily Killian
| s OpenEMR | L OpenEMR %]
Last Name | Patient Demographics New Patient iChange Password Reports Nores Billing Home Logout

Loaaed in: Emily Killian (amtio)

Thu January 20th 2005
Password Change

Once you change your password, you will have to re-ogin.

Real Name:

Username: emilyk
Password

Password (Again):

Save Changes | [Back]

Done

[+ femilyk |2 finstruction-manual.sxw - Open0iil| @ OpenEMR - Mozilla Firefox |
Tllustration 2

Passwords are used to maintain the integrity of the system by protecting it from unauthorized use.

Getting back to the main screen
To get back to the main screen, click on home from the top rail.
If there is not a link for home, there should be a link for back.
Click back to get to the main screen.
If there is not a link for back, click on close, which is also located in the top rail.
Please see following screenshot.
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& Applications Actions &3 65 £ B i %o Thu Jan 20, 1:46PM Q
v OpenEMR - Mozilla Firefox - || B

File Edit View Go Bookmarks Tools Help

> ; = - =
Q::I = [P ~ fg’j F}ﬂ ,A.ﬁ http:/flocalhost/openemrfinterface/main/main_screen.php?auth=login @ Go |G‘,
JEmily Killian
Last Name j Patient Demographics New Patient Change Password Reports Notes Billing Home Logout

Loaged in: Emily Killian im0 Thu January 20th 2005
| Default/Global ~| All Categories =] Filter | January  ~[[24 ~[[2005 ~[[week =] jump | Day | Week | Month | Year| Add | Search
Show Hidden Days

<< January 24 2005 - January 30 2005 >> ‘

Monday, January 24 2005

Tuesday. January 25 2005
Wednesday, January 26 2005
Thursday. January 27 2005
Eriday. January 28 2005

Saturday, January 29 2005
Sunday. January 30 2005

Patient Appointment

Last Name ~|

Search

Done
o | [emilyk] |B instruction-manual.sxw - OpenOfl.) OpenEMR - Mozilla Firefox |

Illustration 3

The main screen is a jumping off point for users and will be referred to extensively in this manual.

PATIENT DEMOGRAPHICS
Searching for a patient
To search for a patient, go to the top, left corner and type the patient's last
name, ID number, social security number or date of birth into the input box. Select the
criteria type from the pull down box beside the input box and click patient
demographics.

Entering patient demographics for new patients

To enter patient demographics for a new patient, go to the top, left-hand corner
of the screen and select new patient.

Type the rest of the patient's personal information like last name, social security
number, address, phone, employer and date of birth.

Click on save demographics.

Please see following screenshot.
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@ Applications  Actions & (& £ Il 5 z %0 Thu Jan 20, 3:16 PM @
X OpenEMR - Mozilla Firefox - |5 %
File Edit View Go Bookmarks Tools Help

<)E| B - @ V‘?ﬁ s http:fflocalhost/openemrjinterface/patient_file/patient_file.php?set_pid=2877 ©co ICL
2 Emily Killian
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN aze 2328771 Loaaed in as: Emilv Killian (oo New Appeintment
Demographicsigack) =
Name: [ms. =] [emiLy R kian
DOB: Patient Number: W
Sex: m Emergency Contact: h
5.5 m Emergency Phone: d_) I_-I_
Address: Em Home Phone: (i_Jl_-!_
City: EFI'E_LE’— Work Phone: ([;-'04_) WW
State: I'Nci Mobile Phone: (W) ,’H{m
Zip Code:  [siso Contact Email: [emilykilian @y ahoo.com
Country: User Defined Fields
Marital Status:| Single = [Works here on weekends |
Provider: Unassigned | | |
[Save Patient Demographics]

Occupation: Reporter Employer Address PO BOX 48
Employer: iT— City: Shelby
(enter Student, PT Student, or leave blank for unemployed) he Shelby Star
State: NC
Zip Code: 28152
Country:
[Save Patient Demographics]
ILEBEH% Financial Review Date: [08/21/2004
English ~
Family Size: lives alone
IEngI\sh
Monthly Income: (Numbers only)
Race/Ethnicity: Homeless, etc.:
Caucasian j Interpretter:
|Cauca5\an X
Migrant/Seasonal:
[Save Patient Demographics]
Primary Insurance Provider: Subscriber:
Done
| [emilyk] |D [instruction-manual.sxw - Openoﬁlﬁ OpenEMR - Mozilla Firefox ‘

Illustration 4

Patient demographics are used to identify and track patients. They include name, address and date of birth,
among other categories.

Entering patient insurance

Once you have entered patient demographics and saved them, begin entering
in insurance information. There is space for at least three insurances per patient.

Either choose an established insurance type from the drop down list or create
your own.

If using the drop down list, continue filling in the insurance blanks and click save
patient demographics. Do the same for secondary and tertiary insurance whenever
applicable.

If creating a new insurance, click on Add new insurer. Fill in the blanks, choose
the correct payer type and hit update.

Click on close in the top right-hand corner of the page.

Go back into the patient's account and select the insurance, which has been
added to the drop down list. Click save patient demographics and review the patient's
information to make sure it is correct.

Adding or modifying patient demographics
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Once in the patient's health record, click on the demographics link near the top,
left-hand side of the page.

Begin filling in the blanks that apply to your patient and click on save
demographics.

Editing a patient's demographic information from the appointment scheduler
Each patient appointment has a colored box with appointment and patient
information displayed. They also have a button with a folder logo.
Clicking that button will bring up the patient's demographic information, which
can be edited from there.

APPOINTMENT SCHEDULING
Searching for an appointment
From the main screen, click on search. Type in your keyword, which can be the
patient's last name or a word in the appointment description.
To view the appointment from there, click on the patient's name or the
appointment description. Both will be highlighted in blue.

Adding an appointment

To add an appointment from the main screen, type in the patient's last name,
date of birth, social security number or identification number in the input box at the
bottom-left of the screen. Choose from the drop down menu the search criteria you are
looking under. Click on search.

A list of possible matches will be displayed to the right of the input box. Select
the patient match you want to view by clicking on it.

Under event title, type in the type of appointment (established patient follow up,
new patient visit, etc...). Select the appointment date, provider, appointment category,
time and duration. Then hit go. You will then see a message that says your event has
been submitted.

Please see following screenshot.
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@ Applications Actions @& L H 5 "0 Mon Jan 24, 8:00 AM Q

OpenEMR - Mozilla Firefox B %

File Edit View Go Bookmarks Tools Help

<)Z| - _ - @ 3 V“?I\I Jsg http:fflocall interface/| n_screen.php?auth=log ® Go \Cj‘,
) Emily Killian
[l Login | chi OpenEMR | che SQL-Ledger Version 24.7 [5¢]
Last Name | Patient Demographics New Patient Change Password Reports Notes Billing Home Logout
Loaaed in: Emily Killian (arois) Mon |anuary 24th 2005
-
| Defauli/Global || All Categories ~| Fitter [[January  +[[31 ~[[2005 [Week ~| jump Day Wﬂk‘ Mon;l Year| Add | Search
Show Hidden Days
<< January 31 2005 - February 06 2005 >> ‘
Monday. January 31 2005
Print

Patient Appointment  Records Found (New Patient) Event Title “Required Provider |Sam Bowen, ~|
Eljali Name ss DOE 1D Lab follow up Patient | KILLIAN, EMILY ]
Last Name ~|

KILLIAN, ABIGAIL ~ 241-91-2063 06/23/1999 4200

Search KILLIAN, ANISSA  243-51-3338 03/05/1977 7333 El_—vem L 'm\h'_wm Category | Estabiished Patient Office Visit 7]
KILLIAN, BEULAH  244-46-7940 11/08/1918 6905 January  x|24 ~||2005 | Time 11 |00 ¥||Am ]
KILLIAN, CELESTE 241-95-6125 11/22/2000 4860 Duration |30 =
KILLIAN, CODY 07/25/1992 5684
KILLIAN, CRYSTAL 246-51-9891 08/15/1978 1246 First Available Appointment _gu_l
KILLIAN, DUANE ~ 241-98-2169 03/14/1970 7624
KILLIAN, EMILY ~ 245-37-3863 09/07/1982 2877
KILLIAN, ERICA 05/01/1990 5713
KILLIAN, ERIN 242-47-9468 12/04/1985 3094
KILLIAN, EVELYN ~ 240-30-5447 06/21/1925 8174
KILLIAN, FELICIA 237150562 02/19/1965 5692 =]
Done
‘Q OpenEMR - Mozilla F\refcl@ instruction-manual.sxw - (|

Illustration 5

The appointment scheduler is used to keep track of when patients are scheduled to come into the office to be
seen. It helps practitioners know who is coming in on a particular day and time.

Adding an appointment from the calendar

Click on the + sign beside the time chosen for the appointment.

Fill in the appointment details and the patient's name and provider and click go.
A message stating the event has been submitted should be visible at the top of the
screen.

Please see following screenshot.

Last updated 03/22/2005 Page 8 of 31



OpenEMR Users Guide

& Applications Actions %““ fm k&.’- %0 Fri Feb 4, 1:40PM @
OpenEMR - Mozilla Firefox - || =1]| %
File Edit View Go Bookmarks Tools Help

<)ZI = E:> = %‘ F’Fﬂ | http://192.168.100.134/openemr/interface/main/main_screen.php @ co |C_L

JEmily Killian
Last Name ;i Patient Demographics New Patient Change Password Reports Notes Billing Home Logout

Loaged in: Emilv Killian caoiio) Fri February 4th 2005
Default/Global 2
All Users

Bowen, Sam |+|| All Categories *| Fitter ||February  ~{[0s =[|2005 ~[[pay | Jump | Day | | Vonth ‘ ] ‘ ‘ Search

Wednesday, February 02 2005

Bowen Moretz

9:00 am # 9:00 am #

9:15am # 9:15 am 4

9:30 am 9:30 am &

9:45 am # 9:45 am #

10:00 am + 10:00 am +

10:15 am + 10:15 am +

10:30 am # 10:30 am #

10:45 am # 10:45 am #

11:00 am 4 11:00 am +

1115 am & 11:15am

Patient Appointment

Last Name |

Search

Done
‘O OpenEMR - Mozilla Firefox ||E cperleml—mstmct\on—mamua\—wumngr(‘
Illustration 6

Appointments can be set directly from the appointment scheduler by clicking on the + button beside the desired
time.

Editing an appointment that has already been made

From the main screen, enter the patient's last name, identification number,
social security number or date of birth in the input box located at the top of the screen.
Select the criteria you chose for the search and click on find. This will bring up the
patient summary screen. Click on the appointment type. Click edit, then make your
changes and click go.

If the appointment is already displayed on the main screen, click on the
appointment description and go through the above process.

Once you have clicked go, a note should appear at the top of the screen that
says the appointment has been modified.

To view only one practitioner's schedule at a time

To view only one practitioner's schedule, click on that practitioner's name from
the drop down list and click jump.
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Moving from one calendar view to another (day, week, month or year)
From the main screen, click on the view you would like to see. This can either
be day, week, month or year and is located at the right-hand side of the page.

Double booking

Book the appointment like normal. The program will pop up an alert message
about double booking. Click go a second time to approve the double booked
appointment.

This only works correctly if it is a new appointment instead of a rescheduled

one.
The words double booked should appear on the appointment.
Please see following screenshot.

@ Applications  Actions @ &% _ . H & 0 Mon Jan 24, 8:04 AM Q
i OpenEMR - Mozilla Firefox - || 8 || %

File Edit View Go Bookmarks Tools Help

<)EI Vi ED ~ ég’j T‘?|\r ,J,g http:/flocalhost/openemrfinterface/main/main_screen.php?auth=login @ Go \C,‘,

=7 Emily Killian
[l Login | chs OpenEMR | 4+ SQL Ledger Version 2.4.7 (]
h m Patient Demographics New Patient Change Password Reports Notes Billing Home Logout
Loaaed in: Emilv Killian ¢l Mon lanuary 24th 2005
Thursday, January 27 2005 [
Time Sam Bowen 11 dd §S 11

02:30 PM Protime (0:30)

02:30 PM Protime (0:30) patient 02:30 PM Protime (0:30) patient MACEFRANK
e - a MACEF
2:30pm MACEFRANK (age #4)( pid 6201} MACE.FRANK (age #4)( pid 6801) e ,

I ; der
provider Sum Bowen [R7] [ provider Sam Bowen [§7][&] ;i:;”:::”w
B

03:00 PM Walk-in (0:30)

03:00 PM Walk-in {0:30) patient 03:00 PM Walk-in (0:30) patient

atient
CALDWELL ANTHONY (age CALDWELL ANTHONY (1ge p, - . |
3:00pm CALDWELL ANTHONY
25)(pid 699%) provider Sam Bowen 25)( pid 6995) provider Sam Bowen Ean 4
{uge 25)( pid 6998) provider
SamBoves
Friday. January 28 2005
Saturday, January 29 2005
Sunday, January 30 2005
Print
Patient Appointment  Records Found (New Patient) There are errors with your submission. These are outlined below.
Eilizn Name ss DOE D
Last Name ¥ KILLIAN, ABIGAIL ~ 241-91-2063 06/23/1999 4200 : ; ;
B e IEvent Collides with: Walk-in at 3:00 pm
Search KILLIAN, ANISSA  243-51-3338 03/05/1977 7333
KILLIAN, BEULAH  244-46-7940 11/08/1919 €305
KILLIAN, CELESTE 241-95-6125 11/22/2000 4860 |Submit again to "Double Book™
KILLIAN, CODY 07/25/1992 5684 [To change values click back in your browser.
KILLIAN, CRYSTAL 246-51-9891 08/15/1978 1246
KILLIAN, DUANE  241-98-2169 03/14/1970 7624
KILLIAN, EMILY  245-37-3863 09/07/1982 2877
KILLIAN, ERICA 05/01/1990 5713 Event Title "Required = Provider
KILLIAN, ERIN  242-47-9468 12/04/1985 3094 DOUBLE BOOKED Medi Patient | KILLIAN, EMILY =
KILLIAN, EVELYN ~ 240-30-5447 06/21/1925 8174 Event Date we -
Araviree: Category | Established Patient Office Visit =
KILLIAN, FELICIA  237-15-0562 02/ 5692 [ e T gory ;\d‘uww isit J =
Done
‘Q OpenEMR - Mozilla F\refcl@ instruction-manual.sxw - (|

Illustration 7

Double booking is generally frowned upon, but is sometimes necessary. Open EMR flags double booked
appointments and prompts users to change those that are double booked.

Blocking out time for drug lunches and providers' days off

Enter the time like a regular appointment and edit it like a regular appointment.
The only exception is when a patient's name would normally be selected from the drop

Last updated 03/22/2005 Page 10 of 31
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down menu, click on none specified.

Deleting scheduled appointments

Click on the appointment description. Click on delete. At the top of the page,
click on yes to delete the appointment. Click jump to return to the appointment
scheduler.

Printing schedules

From the main screen, click on the date you want to print. This will being up a
list of appointments. Click print at the bottom right-hand corner of the schedule box.
This will bring up a single-page list. Print like a normal Internet document. Close the
list's window.

PATIENT ENCOUNTERS
Entering a new encounter from the appointment scheduler

From the main screen, patient appointments are listed in boxes. Each
scheduled appointment has a button that looks like an arrow that is pointing
downward.

Clicking that button will take you to the new patient encounter form, where the
patient's reason for being seen can be entered in the input box. Once that is typed,
click to save.

Please see following screenshot.
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& Applications Actions %”I

Guide

e

OpenEMR - Mozilla Firefox

@ Mon Jan 24, 811aM Q
N EC

File Edit View Go Bookmarks Tools Help
<)ZI = @ § 7“71\f ,Jsg http:/flocall ww/interfacef n_screen.php?auth=log 0o |Gl

 Emily Killian
[l Login | whs OpenEMR | b SQLLedger Version 24.7 (5]
# m Patient Demographics New Patient Change Password Reports Notes Billing Home Logout
Loaaged in: Emily Killian ¢ Mon_January 24th 2005
Default/Global_~|[All Categories ~| Fitter [[January  =[[27 ~[[2005 +[[Day =] Jjump | |DB.V Week Mon;l Year Aid‘ Search |~

<< Thursday, January 27 2005 >>

Person Category Title Length
02:30 PM  Sam Bowen Established Patient Office Visit Protime (0:30) patient MACE FRANK (age 841 pict 601)
03:00PM Sam Bowen Established Patient Office Visit DOUBLE BOOKED Medication refills (0:45) patient KILLIAN EMILY (uge 23)(pid 3577)
03:00 PM Sam Bowen Established Patient Office Visit Walk-in (0:30) patient CALDWELL ANTHONY (uge 251 pid 6695) @
Prin
Patient Appointment 2
o Records Found (New Patient) ¥oureventhus )} submitted.
gian Name ss DOB  ID
Last Name ~| KILLIAN, ABIGAIL ~ 241-91-2063 06/23/1999 4200
Search KILLIAN, ANISSA  243-51-3338 03/05/1977 7333
KILLIAN, BEULAH  244-46-7940 11/08/1919 €305
KILLIAN, CELESTE 241-95-6125 11/22/2000 4860
KILLIAN, CODY 07/25/1392 5684
KILLIAN, CRYSTAL 246-51-9891 08/15/1978 1246
KILLIAN, DUANE ~ 241-98-2160 03/14/1970 7624
KILLIAN, EMILY  245-37-3863 03/07/1982 2877
KILLIAN, ERICA 05/01/1990 5713
KILLIAN, ERIN 242-47-9460 12/04/1985 3094
KILLIAN, EVELYN ~ 240-30-5447 06/21/1925 8174
KILLIAN, FELICIA  237-15-0562 02/19/1365 5692 [*]
Done
‘Q OpenEMR - Mozilla F\ref(l@ instruction-manual.sxw - (|

Illustration 8

Entering a new patient encounter is one of the first things office staff works on when a patient arrives. This
information is then used by the practitioner who will see the patient.

Entering a new encounter from the patient's summary screen

Click on encounter located at the top of the page. Click on new patient
encounter and type the patient's reason for being seen in the input box. Once that is
typed, click save.

Please see following screenshot.
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& Applications Actions %“I

@ Mon Jan 24, 813AM Q
OpenEMR - Mozilla Firefox - [| 5] %

File Edit View Go Bookmarks Tools Help
<)ZI = @ Y:}l\r ,J-,g http:/flocalhost/openemrfinterface/patient_file/patient_file.php?set_pid=2877 @G (G,

 Emily Killian
[l Login | chi OpenEMR | che SQL-Ledger Version 24.7 [5¢]
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN (Azc 231028770 Loaaed in as: Emilv Killian cacoiio: New Appointme

Demographicswore)

Name: Ms. EMILY R KILLIAN DOB: 09/07/1982

Number: 2877

Address:

602 SOUTH WASHINGTON
ST. APT. 5

SHELBY, NC 28150

Occupation: Reporter
Employer: The Shelby Star

Race/Ethnicity: Caucasian
Language: English
Family Size: lives alone

Primary Insurance Provider:

Blue Cross Blue Shield of
Nerth Carolina

Policy Number:

Plan Name:

Group Number:
Medications more)

No chronic meds

Allergiesmore)
NKDA

Immunizationsvore)
Prescriptions

Done

Emergency Contact:
Work: (704) 484-7000
Moabile: (704} 472-9699
Email:

emilykillian@ yahoo.com

Employer Address:
PO BOX 48

Shelby, NC 28152
Financial Review Date:
8/21/2004

Subscriber:

S.5.: D.0.B.: 00/00/0000
Phone:

Patient Notesore)

Sex: Female

Marital Status: single

Works here on
weekends:

Subscriber Address:

‘Q OpenEMR - Mozilla F\refcl@ instruction-manual.sxw - (|

Illustration 9

S.5.: 245-37-3863

Thursday, January 27 2005

03:00 PM DOUBLE BOOKED Medication refills (0:45) patient KILLIAN,EMILY (age 2)(pid

2577 provider Sam Bowen @

Subscriber
Employer:

Entering a new patient encounter is one of the first things office staff works on when a patient arrives. This
information is then used by the practitioner who will see the patient.

Entering vital signs
Once the new patient encounter form is finished, click on vital signs from the

menu on the right rail.
Type in the patient's vital signs in the appropriate input boxes and click save.
Please see following screenshot.

Last updated 03/22/2005
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& Applications Actions % & e 0 Mon Jan 24, 8:14 AM @

OpenEMR - Mozilla Firefox

File Edit View Go Bookmarks Tools Help

@ 58 31 | s htpiffoc wfinterface/patient_file/patient_file.php?set_pid=2877 ©co G
1 Emily Killian
[ Login | s OpenEMR | e SQL Ledger Version 2.4.7 (]|
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN  Loaaed in as: Emilv Killian e Encounter: (Todav) Mon lanuarv 24th 2005
Vital Signs
Blood Pressure
Standing: I_ ‘—_ Sitting: I_‘ |— Supine: r_ |_ Systolic: i_ I_ Diastoalic: I_ I_
Heart Rate (Beats/Minute): I_ Respiration (Breaths/Minute): |—
Temperature: l_ (@] I— F) Temperature Method: I
Height (Feet) I— Height (Inches): I_ Height (Centimeters), I_
Weight (Lbs): | Weight (0zs): | Weight (Kas:|
Body Mass Index: |_ Figure Shape (If Ovenweight) I—

Additional Notes:

[Save] [Don't Save]
Done
<& | [@ OpenEMR - Mozilla Firefc| [3] instruction-manual.sxw - (

Ilustration 10

Vital signs are used by practitioners who assess the patient.

Entering additional patient notes

For patient phone calls and refills, bring up the patient's summary page.

Click on patient notes, located on the right rail, and enter the note in the input
box. Click add new note. To view only active or inactive notes, click on your viewing
preference under the input box.

PATIENT MEDICAL DATA
Updating medical problems list
Click on medical problems along the bottom rail. To add a problem, click in the
top input box. Extra notes can be added in the bottom input box. Click on add new
medical problem. When finished, click back or close.
Please see following screenshot.
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@ Appiications  Actions &8 &

OpenEMR - Mozilla Firefox

Eile Edit View Go Bookmarks Tools Help

Q:l -~ Ep - fgg’j 7"? ,&.ﬁ http:/flocalhost/openemr/interface/patient_file/patient_file.php?set_pid=2877
 Emily Killian

[ Login | dhs OpenEMR | 4« SQL Ledger Version 24.7

Summary History Encounter Transaction

EMILY KILLIAN (Aze 231025770 Loaaed in as: Emilv Killian (awun
Medications Back) Allergies saci)
|Medication Allergy

Commen its Commen ts

[Add New Medication] [Add New Allergy]

View: [l [Only Active] [Only Inactive]
[Change Activity]

View: [All [Only Active] [Only Inactive]
[Change Activity]

[ No chronic meds(2/28/2004) [ NKDA(2/28/2004)

Comments

[Change Activity] [Change Activity]

Done
<& | [@ OpenEMR - Mozilla Firefox

llustration 11

|@ instruction-manual.sxw - Open(}flu Insert Graphics |

@ Mon Jan 24, B17AM @

Oco |G

Doecuments Report

Immunizationsgack
YYYY-MM-DD
Commen: ts

[Add New Immunization]

View: [All [Only Active] [Only Inactive]
[Change Activity]

[Change Activity]

[*]

Close

New Appoeintment

Keeping problem lists and medication lists updates is crucial because it helps practitioners determine what

medications to prescribe and what treatments a patient might need.

Updating medications list

Click on medications along the bottom rail. To add a medication, click in the top
input box. The medication name should go in the top box and additional information
should go in the bottom box. Click on add new medication to save. When finished,

click back or close.
Please see previous screenshot.

Updating allergies list

Click on allergies along the bottom rail. To add an allergy, click in the top input
box. Extra notes can be added in the bottom input box. Click on add new allergy.

When finished, click back or close.
Please see previous screenshot.

Updating surgeries list

Click on surgeries along the bottom rail. To add a surgery, click in the top input
box. Extra notes can be added in the bottom input box. Click on add new surgery.

Last updated 03/22/2005
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When finished, click back or close.
Please see previous screenshot.

Updating immunizations list

Click on immunizations along the bottom rail. To add an immunization, click in
the top input box. Extra notes can be added in the bottom input box. Click on add new
immunization. When finished, click back or close.

Please see previous screenshot.

BILLING, INSURANCE, PAYMENTS AND
ACCOUNTS RECEIVABLE

Adding a CPT code

To add a CPT code, click on superbill at the bottom of the screen. Fill in the
blanks by choosing the type of code to add and by typing in the numerical code.

Modifiers may need to be used for certain CPT codes.

Enter the number of units or days, which typically is only one. Hospital visits
and lesion destructions may have more days/units.

Enter the fee charged for the service and from the next drop down menu
choose to include the code on the superbill. Click on add code.

Please see following screenshot.
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@ Applications  Actions @45 E L & 5@ Mon Jan 24, 9:23AM Q
b OpenEMR - Mozilla Firefox - || 5

File Edit View Go Bookmarks Tools Help

<)ZI = @ 7:? b hrtp:fflocalhost/openemifinterface/patient_file/patient_file.php?set_pid=2877 @ Go |[CL

=2 Emily Killian

[ Login | s OpenEMR | 4+ SQL Ledger Version 24.7 | a
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN  Loaaed in as: Emilv Killian oot Encounter: (Todav) Mon lanuarv 24th 2

Superbill Codesgack)
Mot all fields are required for all codes or code types.

Code Type: ICD9-CM ~|
Code:
Code Text:
Modifier:
Units:

Fee:
Include in Superbill: [No =/

[Add Code]

Next100 ALL CPT ICD9 HCPCS | search |

Code Type Text Modifier Units Fee

80025 CPT4 Glucose (lab test) 1 §58.00 [Delete] [Edi]

99213 CPT4 Office visit- expanded 1 $74.00 [Delete] [Edi]

99214 CPT4 Comprehensive patient visit 1 $104.00 [Delete] [Edi]

001.0 ICD9 CHOLERA D/T VIB CHOLERAE [Delete] [Edif]

001.1 ICD9 CHOLERA D/T VIB ELTOR [Delete] [Edi]

001.9 ICD9 CHOLERA NOS [Delete]  [Edi]

002.0 ICD9 TYPHOID FEVER [Delate] [Edi]

002.1 ICD9 PARATYPHOID FEVER A [Delete]  [Edi]

002.2 ICD9 PARATYPHOID FEVER B [Delete] [Edii]

002.3 ICDY9 PARATYPHOID FEVER C [Delete]  [Edi]

002.9 ICD9 PARATYPHOID FEVER NOS [Delete] [Edi]

003.0 ICD9 SALMONELLA ENTERITIS [Delete]  [Fdif

003.1 ICD9 SALMONELLA SEPTICEMIA [Delete] [Edi]

S U e i s [+]

Done

‘O OpenEMR - Mozilla F\nl@ instruction-manual - Opl

Hlustration 12

Maintaining CPT and ICD-9 codes is necessary for the proper billing of patients and their insurance
companies.

Deleting an ICD-9 code from a patient's encounter

After an ICD-9 code has been entered and it's unwanted, click on the code
under the billing column. Then click delete to eliminate it.

This will not permanently delete the code from the main list.

Entering copays

Copays can be entered by clicking on copay in the bottom left rail. In the copay
column, type in the patient's copay and click save. The copay amount will move
automatically to the superbill column.

Please see following screenshot.
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& Applications Actions "'v} &8s w&o Mon Jan 24, 1:26 PM Q@
% OpenEMR - Mozilla Firefox - || 5| %
File Edit View Go Bookmarks Tools Help

<)E| B - fg’j 7"? ,,éﬁ http:/flocalhest/openemrfinterface/patient_file/patient_file.php?set_pid=2877 ®@ Go |:C|,
7 Emily Killian
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN  Loaaed in as: Emilv Killian ccoiia: Encounter: (Todav) Mon lanuarv 24th 2005,
This Encounter for EMILY KILLIAN: New Form =
Emily Evaluation Form nobp: hu ) Adult Progress Note
Killian i ) pi 63 14 12wen 53 complaint: Medication refills
) Ankle Evaluation Form
hpi: Emily requests u refill on her allergy medicine, She
is currently taking Zyriee whenever her allergics start Bronchitis Form
bothering her. assesment: Wrote refills for six months on her Zyriee i
Ef“i_ly New Patient reason: Medication refills facility: Bowen Primury & Urgent Care. P.A o Gyt
Killian Encounter
Evaluation Form
Head Pain TJE Form
Hearing Test
Keratometry L]
Lab Results
Neurclogical Review
New Encounter Form
Obstetrical Form
Pain Evaluation
Phone Exam
O sttt e Y|
Coding/Billing Copay Billingore) Justify | had
Superbill
ICD-9-CM Search $ 15 Save CPT4 [ 99213 Office Visit- Expanded (473.9)
CEESedrh ICD9 I 473.9 Chronic Sinusitis Nos
HCPCS Search
Copay
Other
Prescriptions
List Prescriptions
Add Prescription
Done
3 tinstruction-manual.sxw - @ OpenEMR - Mozilla Firefo)

Ilustration 13

Once a copay is entered, it will be moved automatically to the superbill column.

Entering charges

Entering charges can be done by clicking on superbill in the left column. Then
click on more. Add the CPT code (covered under Adding a CPT code) if it is not
already on the code list. Click on the code you wish to charge. Add any necessary
modifiers and the number of units or days for each procedure. The service's fee
should already be entered. Choose to include the charge on the superbill.

Please see following screenshot.
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& Applications Actions & aSE 1 o 5@ Mon Jan 24, 922 AM Q@

OpenEMR - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

G- - & 31 | e hitp:fflocalnostiopenemrfinterface/patient_file/patient_file.php?set_pic=2577 ® Go |[GL

2 Emily Killian
[ Login | e OpenEMR | 4« SQL-Ledger Version 2.4.7 =
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN Loaaed in as: Emilv Killian racane: Encounter: (Todav) Mon lanuarv 24th 2
This Encounter for EMILY KILLIAN: New Form
Emily Killian New Patient Encounter reasan: Medication refills facility: Bowen Primary & Urgent Care, P.A Adut Progress Note

Ceding/Billing ICD-9-CM Codes Billing more) Justify =]
Superbill Search
ICD-9-CM Search CPT4 I+ 99213 Office Visit- Expanded
461.0 Ac Maxillary
CETSeaxch on ICD9 [= 473.9 Chronic Sinusitis Nos
HCPCS Search
Copay
Other
Prescriptions
List Prescriptions
Add Prescription
473.9 Chronic Sinusitis Nos
=
Done
[@ OpenEMR - Mozilla Fin| [ instruction-manual - Op|

Hllustration 14

Once charges and diagnosis codes are entered, the charges are sent for billing.

Deleting a CPT code that has been entered in the charges

An unwanted CPT code can be deleted from the charges by clicking on it under
the billing column. Click delete and then click on billing to go back to the previous
screen.

REPORTING
Creating reports
From the patient's summary screen, click on report at the top rail. Choose the
patient information that should be included by checking the boxes beside desired
information. After making selections, click on generate report.
Please see following screenshot.
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@ Applications  Actions @2 - H 5 %o Mon Jan 24, 9:36 AM

OpenEMR - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

<)ZI = Eg’,j Pvﬂ i http:fflocalhostfopenemifinterface/patient_file/patient_file.php?set_pid=2877 @ o (Gl

1 Emily Killian

[ Login | dha OpenEMR | 4 SQLLedger Version 2.4.7 ]
Summary History Encounter Transaction Dacuments Report Close
EMILY KILLIAN

Patient Report

[View Comprehensive Patient Report]
[+ Demographics [+ Allergies

| History [ Medications
|~ Employer [v] Immunizations
[ Insurance [~ Patient Notes
[~ Billing |~ Transactions

Generate Report

Select the Encounter Forms to Include in this Report:
[+ Evaluation Form (2005-01-24)

[+ New Patient Encounter (2005-01-24)

Documents:

Generate Report

Done
@ ‘O OpenEMR - Mozilla Firefcllg instruction-manual.sxw —(|
Hllustration 15

Reports are used to maintain patient records and to send copies of documents with patients and also to other
offices. An example of a report would be a school or work note, or a problem list that is printed to go with a
patient to an appointment at another physician's office.

Printing reports
After generating a report, click on printable version. Print the document and
close the print window.

Work and school notes

To create a work or school note that relates to a specific visit, go into the
patient's account and click on encounter. Choose the correct date of service from the
list and under the new form column, choose work/school note.

From the drop down menu, choose whether it will be a work or school note.
Personalized messages about the patient's absence can be added in the input box for
messages.

Choose the correct provider from the drop down list and hit save.

Once the note has been saved, click on printable view and print the note. Make
sure to send the document to the correct printer.
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PRESCRIPTIONS

Writing prescriptions

From the patient's encounter screen, choose an encounter by clicking on it. On
the left rail, click on add prescription. Fill in the date the patient should start taking the
medication, provider, drug name, quantity, units, directions and refills. Once the
prescription is finished, click on prescribe. Then print, e-mail, fax or auto send the
prescription to the pharmacy.

Please see following screenshot.

& Applications  Actions % & @O Mon Jan 24, 9:42 AM

OpenEMR - Mozilla Firefox

Eile Edit View Go Bookmarks Tools Help

<):I = = %’j F}ﬂ i hitp:flocalhost/openemifinterface/patient_file/patient_file.php?set_pid=2877 @ co [CL
2 Emily Killian
4hs OpenEMR ‘ ks SQL-Ledger Version 2.4.7 %]
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN  Loaaed in as: Emilv Killian tatio Encounter: (Todav) Mon lanuarv 24th 2005
This Encounter for EMILY KILLIAN: New Form a
Emily Evaluation Form r bp:  hr " Adult Progress Note
Killian temp: 98.9 p: 65 14 12vE0 53 complaint: Medication refills
Ankle Evaluation Form
eyt Branchitis Form
assesment: Wrote refills for six months on her Zyrice Camacts
Emily New Patient reasan: Medication refills facility: Bowen Primary & Urgent Care, B.A. Unciiments
Killian Encounter
Evaluation Form
Head Pain TJE Form
Hearing Test
Keratometry |
Lab Resuks
Neurological Review
New Encounter Form
Obstetrical Form
Pain Evaluation
Phone Exam E
= = smrng Late | Janua “[|2s T - i T Sy
Coding/Billing ¢ ol R = (=]
Superbill Brider sam Sowen | [ 'CPT4 I 99213 Office Visit- Expanded (473.9) W
|{CD-9-CM Search Patisnt Name  EMILY KILLIAN
R . inusi
CPT Search B e Biaas ICDY 473.9 Chronic Sinusitis Nos
HCPCS Search Guantiy FT

C
O::BV Medicine Unis |10 mg |
er
— i nfmbst ] [Perors |

Prescriptions Jas. =

List Prescriptions Refil 06 x| E units
A0 Biesciiption Substiuton | substiutbn alowed 7|

ake as needed for alkrgies,
Notes

Prescribe I = =
Done
‘U OpenEMR - Mozilla Firef(l@ instruction-manual.sxw - (|

Hllustration 16

Prescriptions can be printed, e-mailed or faxed to pharmacies.

Printing and sending prescriptions

After adding the prescription information, click on prescribe. Then either click
print, e-mail or fax. To e-mail or fax, type in the number or address and click on the
method that should be used to send the prescription. To automatically send the
prescription via the pharmacy's preferred method, click auto send.
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Looking up medications
Click on drug lookup. The program will pop up a dialog box. Type the name of
the medication in the box and click search. The box will bring up a list of possible
matches. Choose the medication from the list and click select. The box will close
automatically and the drug name will appear on the prescription.
Please see following screenshot.

& Applications  Actions @1 H & %O Mon Jan 24, 9:45 AM

OpenEMR - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

<:EI - Ep - @ f?l\l s http:flocalhost/openemrfinterface/patient_file/patient_file.php?set_pid=2877 @ Go ICL

JEmily Killian
L OpenEMR | A SQLLedger Version 2.4.7 | %]
Summary History Encounter Transaction Documents Report Close
EMILY KILLIAN  Loaaed in as: Emilv Killian (s o Encounter: (Todav) Mon lanuarv 24th 2005
This Encounter for EMILY KILLIAN: New Form 1!
Emily Evaluation Form r bp:  ht ; Adult Progress Note
Killian {feroi: 328 p: 65 14 13080 53 complaint: Medieation refills

. Ankle Evaluation Form
hpi: Emily requests a refill on her allergy medicine. She

is currently taking Zyriee whenever her allergies start Bronchitis Form

bothering her. assesment: Wrote refills for six months on her Zyriee. Conies
Emily New Patient reason: Medication refills facility: Bowen Primary & Urgent Care, P.A documents
Killian Encounter
Evaluation Form
Mozilla Firefox
Alegra (FEXOFEMADINE) | U]
Select
search again
Pain Evaluation
Phone Exam B
Coding/Billin, T = Billingm usti -
g/Billing Starting Date | January <[ |24 =] ! 2005 ~| g (More) ustiy |
Superhill
ICD-9-CM Search Ees sam Bowen 7| CPT4 [~ 99213 Office Visit- Expanded (473.9)
Patient Name  EMILY KILLIAN
ST = ICD9 I 473.9 Chronic Sinusitis Nos
HCPCS Search Drug I.;\Egm :Drug Lookup:
Copay Quantity |—
Other
Medicine Unils |
Prescriptions = [ i K| =
List Prescriptions j
Add Prescription Refill 00 v r units
Substiuton | substiuton alowed 7|
Notes i

Done

|O OpenEMR - Mozilla Firefox |.} Mozilla Firefox |B instruction-manual.sxw - Open0f|
Hllustration 17

Looking up medications is important because it helps the practitioner identify the proper medication to
prescribe and because it identifies potential generic drugs.

Adding pharmacies

From the patient's summary screen, click on demographics. Then click on add
new insurer under any of the insurance categories. Click on add a pharmacy.

Fill out the pharmacy name, address, e-mail and phone and fax numbers.
Choose the default method that should be used to send prescriptions to this
pharmacy. Click update. To auto send, click on the correct pharmacy from the drop
down menu.

An administrator can also add pharmacies by clicking on administration and

Last updated 03/22/2005 Page 22 of 31



OpenEMR Users Guide

then practice settings. Click on add a pharmacy and complete the input boxes. Click
update, then click on pharmacies to check.
Please see following screenshot.

& Applications Actions @"{3 S ﬂ:;u &

@ Mon Jan 24, 11:43 AM Q
OpenEMR - Mozilla Firefox - || B
File Edit View Go Bookmarks Tools Help

G- -8 R s heepusnocalt interfacefuserg ohp O G
 Emily Killian
Users & Groups Forms Settings Practice Seftings Calendar Settings Database Reporting View Logs Back

Loqged in: Sam Bowen Mon January 24th 2005

Settings
Pharmacies |
Add a Pharmacy e
Address |
Insurance Companies Address I

Add a Company

W

Insurance Numbers BiEleZip
X12 Partners Email |
Phone
Fax
Documents
Edit Categories Default Print ~|
Method
Update
HL7 Viewer
Done
- ‘O OpenEMR - Mozilla F\ref:l@ instruction-manual.sxw - (|

Illustration 18

Maintaining an accurate record of pharmacies comes into play when a practitioner creates a prescription for a
patient.

Changing pharmacy information

From a patient's summary page, click on demographics. Click on add new
insurer from any of the insurance categories. Click on pharmacies. Click on the name
of the pharmacy and click update.

This can also be done through administration.

Please see previous screenshot.

AUTHORIZED USERS
Authorized users can perform additional functions that normal users cannot.
These include approving office notes and billing. A provider's main screen will include

his or her schedule of appointments and billing and office notes that need to be
authorized.
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Authorized users also have access to administrative tasks, along with practice
and calendar settings and forms.

Authorizing office visits and notes

On the bottom rail, click authorize, which is located underneath the patient's
name. This will clear the name and the transactions from the rail.

Please see following screenshot.
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Person Category Title Length

No Events
Print
— =
Authorizations wore)(Find Patient)
EMILY KILLIAN Billing: Transactions: Patient Notes: Encounter Forms:
Authorize Office visit- expanded 1/24/2005 New Patient Encounter 1/24/2005
CHRONIC SINUSITIS NOS 1/24/2005 Evaluation Form 1/24/2005
DONALD HUMPHREY Billing: Transactions: Patient Notes: Encounter Forms:
Authorize

New Patient Encounter 1/20/2005
Vital Signs 1/20/2005

Done
@ |U OpenEMR - Mozilla F\rekl@ instruction-manual.sxw - (‘
Hllustration 19

Once an office visit is authorized, it can be sent for billing.

Generating reports

Authorized users can generate reports on race, no shows, appointments and
codes, among others.

To generate a report, choose the report type and the variables, then choose
how many results to show and click go.

Add a new user

Click on administration at the top rail. Fill in the new user information and click
on add user.
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Please see following screenshot.

5@ Mon Jan 24, 12:39PM Q
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New Facility Information: Name: Phone:
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Federal Tax ID: Federal Drug |D:
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Add User
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‘Q OpenEMR - Mozilla F\ref(l@ instruction-manual.sxw - (|
Hllustration 20

All Open EMR users for a facility should be entered in. Changes and additions are tracked by user name.

Add new groups

Click on administration at the top rail. Fill in the new group information and click
on add group.

Please see previous screenshot.

Add new facilities

Click on administration at the top rail. Fill in the new facility information and click
on add facility.

Please see previous screenshot.

Printing schedules

From the provider's main screen, click on print, which is located at the bottom,
right-hand corner of the practitioner's schedule. This will bring up a printable page.
Print the page like a normal document.

Last updated 03/22/2005 Page 25 of 31



OpenEMR Users Guide

Adding an appointment category

Click on administration and then on calendar settings. Click on categories.
Scroll down the list that comes up to make sure the category you want to add is not
already on the list.

If not, then scroll back up to the top of the list and begin entering in the category
title. Click on pick to bring up a box with colors you can select for the background.
Select a color that has not been chosen before. You may enter in a description of the
category.

Click commit changes and then click yes to confirm.

Please see following screenshot.

& Applications Actions ’v}; &8s %0 Mon Jan 24, 12:44 PM Q@
e OpenEMR - Mozilla Firefox - || 65 | %
File Edit View Go Bookmarks Tools Help

@5 - &= 31 | http:/flocalhostiopenemrfinterface/usergroup/usergroup. php @ o [[CL
S Emily Killian
Users & Groups Forms Settings Practice Settings Calendar Settings Database Reporting View Logs Back
Loaaed in: Emily Killian Mon lanuary 24th 2005
FSTEALED )
Clear Smarty Cache | Test System | Categories
‘ DONE
Delete Category Name Category Description Category Color
= [No Show Reserved to define ggDDDDDD [pick]
hen an event did not
occur as specifie
[ |in Office Reserved to define [20000FF  [pick]
] |out of Office [#90FFFF  [pick]
] [Vacation [fEFEFEF  [pick]
[ ] [Established Patient Office | Nornal Office Visit [fEEEEEE  [pick]
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Ilustration 21

Appointment categories are used to sort appointments by type. They help keep the appointment scheduler
organized.

TRANSACTIONS
Entering a referral or forms information
After filling out a form for a patient or making a referral appointment, from his or
her summary screen, click on transaction.
Choose the type of transaction from the drop down menu. Type details about
the form and what we filled out in the input box.
Then click on add new transaction.
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Please see following screenshot.

& Applications Actions {r}i ,; "‘j“ & ,"!._1
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Transaction Type:
Referral =l
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[Add New Transaction]

Patient Transactionswore)

Thu January 27th (emilyk) Referral Set up appointment with ENT.

Thu January 27th (emilyk) Referral Set up appointment with ENT.

Thu January 27th (emilyk) Referral Set up appointment with Gastroenterology Associates on Monday.

Done
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Illustration 22

@ thudan27, 1106 am @

E @ Go \QL

Report

Transactions like making appointments at other offices via referrals are done from the patient's transaction

Screen.

UPCOMG ADDITIONS AND CHANGES TO THE MANUAL.:

Forms- managing, creating and using them
Practice settings- insurance numbers/x12 partners/hl7
Viewing logs

Changing appointment categories and setting appointment limits

Searching for first available appointments
Making a referral- under transactions

Close

Modifying or deleting a CPT code, ddding, deleting and modifying an ICD-9 code

Deleting a CPT code and ICD-9 code from an encounter

In-house laboratory and radiology and managing documents

Querying/reports
Documents
insurance filing and tracking, lab interface /X12 HL7
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GNU FREE DOCUMENTATION LICENSE
(From www.fsf.org)

Version 1.2, November 2002

Copyright (C) 2000,2001,2002 Free Software Foundation, Inc.
59 Temple Place, Suite 330, Boston, MA 02111-1307 USA

Everyone is permitted to copy and distribute verbatim copies of this license document, but changing it is not allowed.

0. PREAMBLE

The purpose of this License is to make a manual, textbook, or other functional and useful document "free" in the sense of
freedom: to assure everyone the effective freedom to copy and redistribute it, with or without modifying it, either commercially
or noncommercially. Secondarily, this License preserves for the author and publisher a way to get credit for their work, while
not being considered responsible for modifications made by others.

This License is a kind of "copyleft", which means that derivative works of the document must themselves be free in the same
sense. It complements the GNU General Public License, which is a copyleft license designed for free software.

We have designed this License in order to use it for manuals for free software, because free software needs free
documentation: a free program should come with manuals providing the same freedoms that the software does. But this
License is not limited to software manuals; it can be used for any textual work, regardless of subject matter or whether it is
published as a printed book. We recommend this License principally for works whose purpose is instruction or reference.

1. APPLICABILITY AND DEFINITIONS

This License applies to any manual or other work, in any medium, that contains a notice placed by the copyright holder saying
it can be distributed under the terms of this License. Such a notice grants a world-wide, royalty-free license, unlimited in
duration, to use that work under the conditions stated herein. The "Document", below, refers to any such manual or work. Any
member of the public is a licensee, and is addressed as "you". You accept the license if you copy, modify or distribute the
work in a way requiring permission under copyright law.

A "Modified Version" of the Document means any work containing the Document or a portion of it, either copied verbatim, or
with modifications and/or translated into another language.

A "Secondary Section" is a named appendix or a front-matter section of the Document that deals exclusively with the
relationship of the publishers or authors of the Document to the Document's overall subject (or to related matters) and contains
nothing that could fall directly within that overall subject. (Thus, if the Document is in part a textbook of mathematics, a
Secondary Section may not explain any mathematics.) The relationship could be a matter of historical connection with the
subject or with related matters, or of legal, commercial, philosophical, ethical or political position regarding them.

The "Invariant Sections" are certain Secondary Sections whose titles are designated, as being those of Invariant Sections, in
the notice that says that the Document is released under this License. If a section does not fit the above definition of
Secondary then it is not allowed to be designated as Invariant. The Document may contain zero Invariant Sections. If the
Document does not identify any Invariant Sections then there are none.

The "Cover Texts" are certain short passages of text that are listed, as Front-Cover Texts or Back-Cover Texts, in the notice
that says that the Document is released under this License. A Front-Cover Text may be at most 5 words, and a Back-Cover
Text may be at most 25 words.

A "Transparent” copy of the Document means a machine-readable copy, represented in a format whose specification is
available to the general public, that is suitable for revising the document straightforwardly with generic text editors or (for
images composed of pixels) generic paint programs or (for drawings) some widely available drawing editor, and that is suitable
for input to text formatters or for automatic translation to a variety of formats suitable for input to text formatters. A copy made
in an otherwise Transparent file format whose markup, or absence of markup, has been arranged to thwart or discourage
subsequent modification by readers is not Transparent. An image format is not Transparent if used for any substantial amount
of text. A copy that is not "Transparent" is called "Opaque".

Examples of suitable formats for Transparent copies include plain ASCIl without markup, Texinfo input format, LaTeX input
format, SGML or XML using a publicly available DTD, and standard-conforming simple HTML, PostScript or PDF designed for
human modification. Examples of transparent image formats include PNG, XCF and JPG. Opaque formats include proprietary
formats that can be read and edited only by proprietary word processors, SGML or XML for which the DTD and/or processing
tools are not generally available, and the machine-generated HTML, PostScript or PDF produced by some word processors for
output purposes only.

The "Title Page" means, for a printed book, the title page itself, plus such following pages as are needed to hold, legibly, the

material this License requires to appear in the title page. For works in formats which do not have any title page as such, "Title
Page" means the text near the most prominent appearance of the work's title, preceding the beginning of the body of the text.
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A section "Entitled XYZ" means a named subunit of the Document whose title either is precisely XYZ or contains XYZ in
parentheses following text that translates XYZ in another language. (Here XYZ stands for a specific section name mentioned
below, such as "Acknowledgements”, "Dedications", "Endorsements”, or "History".) To "Preserve the Title" of such a section
when you modify the Document means that it remains a section "Entitled XYZ" according to this definition.

The Document may include Warranty Disclaimers next to the notice which states that this License applies to the Document.
These Warranty Disclaimers are considered to be included by reference in this License, but only as regards disclaiming
warranties: any other implication that these Warranty Disclaimers may have is void and has no effect on the meaning of this
License.

2. VERBATIM COPYING

You may copy and distribute the Document in any medium, either commercially or noncommercially, provided that this License,
the copyright notices, and the license notice saying this License applies to the Document are reproduced in all copies, and that
you add no other conditions whatsoever to those of this License. You may not use technical measures to obstruct or control
the reading or further copying of the copies you make or distribute. However, you may accept compensation in exchange for
copies. If you distribute a large enough number of copies you must also follow the conditions in section 3.

You may also lend copies, under the same conditions stated above, and you may publicly display copies.

3. COPYING IN QUANTITY

If you publish printed copies (or copies in media that commonly have printed covers) of the Document, numbering more than
100, and the Document's license notice requires Cover Texts, you must enclose the copies in covers that carry, clearly and
legibly, all these Cover Texts: Front-Cover Texts on the front cover, and Back-Cover Texts on the back cover. Both covers
must also clearly and legibly identify you as the publisher of these copies. The front cover must present the full title with all
words of the title equally prominent and visible. You may add other material on the covers in addition. Copying with changes
limited to the covers, as long as they preserve the title of the Document and satisfy these conditions, can be treated as
verbatim copying in other respects.

If the required texts for either cover are too voluminous to fit legibly, you should put the first ones listed (as many as fit
reasonably) on the actual cover, and continue the rest onto adjacent pages.

If you publish or distribute Opaque copies of the Document numbering more than 100, you must either include a machine-
readable Transparent copy along with each Opaque copy, or state in or with each Opaque copy a computer-network location
from which the general network-using public has access to download using public-standard network protocols a complete
Transparent copy of the Document, free of added material. If you use the latter option, you must take reasonably prudent
steps, when you begin distribution of Opaque copies in quantity, to ensure that this Transparent copy will remain thus
accessible at the stated location until at least one year after the last time you distribute an Opaque copy (directly or through
your agents or retailers) of that edition to the public.

It is requested, but not required, that you contact the authors of the Document well before redistributing any large number of
copies, to give them a chance to provide you with an updated version of the Document.

4. MODIFICATIONS

You may copy and distribute a Modified Version of the Document under the conditions of sections 2 and 3 above, provided that
you release the Modified Version under precisely this License, with the Modified Version filling the role of the Document, thus
licensing distribution and modification of the Modified Version to whoever possesses a copy of it. In addition, you must do
these things in the Modified Version:

A. Use in the Title Page (and on the covers, if any) a title distinct from that of the Document, and from those of previous
versions (which should, if there were any, be listed in the History section of the Document). You may use the same title as a
previous version if the original publisher of that version gives permission.

B. List on the Title Page, as authors, one or more persons or entities responsible for authorship of the modifications in the
Modified Version, together with at least five of the principal authors of the Document (all of its principal authors, if it has fewer
than five), unless they release you from this requirement.

C. State on the Title page the name of the publisher of the Modified Version, as the publisher.

D. Preserve all the copyright notices of the Document.

E. Add an appropriate copyright notice for your modifications adjacent to the other copyright notices.

F. Include, immediately after the copyright notices, a license notice giving the public permission to use the Modified Version
under the terms of this License, in the form shown in the Addendum below.

G. Preserve in that license notice the full lists of Invariant Sections and required Cover Texts given in the Document's license
notice.

H. Include an unaltered copy of this License.

I. Preserve the section Entitled "History", Preserve its Title, and add to it an item stating at least the title, year, new authors, and
publisher of the Modified Version as given on the Title Page. If there is no section Entitled "History" in the Document, create
one stating the title, year, authors, and publisher of the Document as given on its Title Page, then add an item describing the
Modified Version as stated in the previous sentence.

J. Preserve the network location, if any, given in the Document for public access to a Transparent copy of the Document, and
likewise the network locations given in the Document for previous versions it was based on. These may be placed in the
"History" section. You may omit a network location for a work that was published at least four years before the Document itself,
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or if the original publisher of the version it refers to gives permission.

K. For any section Entitled "Acknowledgements" or "Dedications”, Preserve the Title of the section, and preserve in the section
all the substance and tone of each of the contributor acknowledgements and/or dedications given therein.

L. Preserve all the Invariant Sections of the Document, unaltered in their text and in their titles. Section numbers or the
equivalent are not considered part of the section titles.

M. Delete any section Entitled "Endorsements". Such a section may not be included in the Modified Version.

N. Do not retitle any existing section to be Entitled "Endorsements" or to conflict in title with any Invariant Section.

O. Preserve any Warranty Disclaimers.

If the Modified Version includes new front-matter sections or appendices that qualify as Secondary Sections and contain no
material copied from the Document, you may at your option designate some or all of these sections as invariant. To do this,
add their titles to the list of Invariant Sections in the Modified Version's license notice. These titles must be distinct from any
other section titles.

You may add a section Entitled "Endorsements", provided it contains nothing but endorsements of your Modified Version by
various parties--for example, statements of peer review or that the text has been approved by an organization as the
authoritative definition of a standard.

You may add a passage of up to five words as a Front-Cover Text, and a passage of up to 25 words as a Back-Cover Text, to
the end of the list of Cover Texts in the Modified Version. Only one passage of Front-Cover Text and one of Back-Cover Text
may be added by (or through arrangements made by) any one entity. If the Document already includes a cover text for the
same cover, previously added by you or by arrangement made by the same entity you are acting on behalf of, you may not
add another; but you may replace the old one, on explicit permission from the previous publisher that added the old one.

The author(s) and publisher(s) of the Document do not by this License give permission to use their names for publicity for or to
assert or imply endorsement of any Modified Version.

5. COMBINING DOCUMENTS

You may combine the Document with other documents released under this License, under the terms defined in section 4
above for modified versions, provided that you include in the combination all of the Invariant Sections of all of the original
documents, unmodified, and list them all as Invariant Sections of your combined work in its license notice, and that you
preserve all their Warranty Disclaimers.

The combined work need only contain one copy of this License, and multiple identical Invariant Sections may be replaced with
a single copy. If there are multiple Invariant Sections with the same name but different contents, make the title of each such
section unique by adding at the end of it, in parentheses, the name of the original author or publisher of that section if known,
or else a unique number. Make the same adjustment to the section titles in the list of Invariant Sections in the license notice of
the combined work.

In the combination, you must combine any sections Entitled "History" in the various original documents, forming one section
Entitled "History"; likewise combine any sections Entitled "Acknowledgements", and any sections Entitled "Dedications". You
must delete all sections Entitled "Endorsements”.

6. COLLECTIONS OF DOCUMENTS

You may make a collection consisting of the Document and other documents released under this License, and replace the
individual copies of this License in the various documents with a single copy that is included in the collection, provided that you
follow the rules of this License for verbatim copying of each of the documents in all other respects.

You may extract a single document from such a collection, and distribute it individually under this License, provided you insert
a copy of this License into the extracted document, and follow this License in all other respects regarding verbatim copying of
that document.

7. AGGREGATION WITH INDEPENDENT WORKS

A compilation of the Document or its derivatives with other separate and independent documents or works, in or on a volume of
a storage or distribution medium, is called an "aggregate" if the copyright resulting from the compilation is not used to limit the
legal rights of the compilation's users beyond what the individual works permit. When the Document is included in an
aggregate, this License does not apply to the other works in the aggregate which are not themselves derivative works of the
Document.

If the Cover Text requirement of section 3 is applicable to these copies of the Document, then if the Document is less than one
half of the entire aggregate, the Document's Cover Texts may be placed on covers that bracket the Document within the
aggregate, or the electronic equivalent of covers if the Document is in electronic form. Otherwise they must appear on printed
covers that bracket the whole aggregate.

8. TRANSLATION

Translation is considered a kind of modification, so you may distribute translations of the Document under the terms of section
4. Replacing Invariant Sections with translations requires special permission from their copyright holders, but you may include
translations of some or all Invariant Sections in addition to the original versions of these Invariant Sections. You may include a
translation of this License, and all the license notices in the Document, and any Warranty Disclaimers, provided that you also
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include the original English version of this License and the original versions of those notices and disclaimers. In case of a
disagreement between the translation and the original version of this License or a notice or disclaimer, the original version will
prevail.

If a section in the Document is Entitled "Acknowledgements"”, "Dedications”, or "History", the requirement (section 4) to
Preserve its Title (section 1) will typically require changing the actual title.

9. TERMINATION

You may not copy, modify, sublicense, or distribute the Document except as expressly provided for under this License. Any
other attempt to copy, modify, sublicense or distribute the Document is void, and will automatically terminate your rights under
this License. However, parties who have received copies, or rights, from you under this License will not have their licenses
terminated so long as such parties remain in full compliance.

10. FUTURE REVISIONS OF THIS LICENSE

The Free Software Foundation may publish new, revised versions of the GNU Free Documentation License from time to time.
Such new versions will be similar in spirit to the present version, but may differ in detail to address new problems or concerns.
See http://www.gnu.org/copyleft/.

Each version of the License is given a distinguishing version number. If the Document specifies that a particular numbered
version of this License "or any later version" applies to it, you have the option of following the terms and conditions either of
that specified version or of any later version that has been published (not as a draft) by the Free Software Foundation. If the
Document does not specify a version number of this License, you may choose any version ever published (not as a draft) by
the Free Software Foundation.

ADDENDUM: How to use this License for your documents

To use this License in a document you have written, include a copy of the License in the document and put the following
copyright and license notices just after the title page:

Copyright (c) YEAR YOUR NAME.

Permission is granted to copy, distribute and/or modify this document
under the terms of the GNU Free Documentation License, Version 1.2

or any later version published by the Free Software Foundation;

with no Invariant Sections, no Front-Cover Texts, and no Back-Cover Texts.
A copy of the license is included in the section entitled "GNU

Free Documentation License".

If you have Invariant Sections, Front-Cover Texts and Back-Cover Texts, replace the "with...Texts." line with this:

with the Invariant Sections being LIST THEIR TITLES, with the
Front-Cover Texts being LIST, and with the Back-Cover Texts being LIST.

If you have Invariant Sections without Cover Texts, or some other combination of the three, merge those two alternatives to suit
the situation.

If your document contains nontrivial examples of program code, we recommend releasing these examples in parallel under
your choice of free software license, such as the GNU General Public License, to permit their use in free software.
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