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Records Manager

After logging in to the Records Manager module, you will see the Records Manager
Home Page, shown below. This page contains two headers, Tasks and
Communications. In this section, we will focus on the Tasks portion of the page.
Messages are covered in the Docpad Reference Guide. Radekal Support links to the
main support page for Radekal clients.

The Records Manager allows the user to associate a variety of documents to a patient's

file. This is particularly useful when test results are returned or you have scanned the
patient’s records and want to make the documents available to the physician.
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The Tasks section includes these features for dealing with scanned documents, managing
notes, and filing test results. The tasks are shown in red when there are items to be
managed.

« Create Documents: Allows the user to transfer documents to specific patient
charts.

« Past Notes: Allows the user to see different types of notes associated with a
particular patient.

« Attach Documents: Allows user to attach documents to a patient’s chart

« Rejected Documents: Shows documents the physician has rejected as not
associated with that patient.

« Unlinked Test Results: Displays a list of results that need to be associated
with a patient and sent to their file.

Like most of Radekal, there are several buttons on the top right banner:

Upload Manager , Home | =~ Messages '
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password login section.

Upload Manager: Facilitates uploading documents into Radekal.
Home: Takes the user back to the home section of Records Manager.
Messages: Lets the user send and receive messages within the clinic.
Logout (the lock): Logs the user out of Records Manager and back to the

Each of these functions will now be described in detail.

Upload Manager

Upload Manager looks much like any other upload application. You select the

appropriate directory and file, then it gets uploaded. You can then move the file into a

patient’s chart.

Here are the steps to upload a file from your local computer to the server:

1. Click on Upload Manager link. Pop-up will open.
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2. Select the Directory where you want to upload the document from the
Directory Tree on the left of the pop-up.
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3. Click on Upload button(Blue Up Arrow icon in the heading just left of the
bright yellow Archive icon) on the right of the pop-up. Another pop-up will
open to allow you to browse your local computer files.
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4. Click on Browse button. It will take you to your computer file directory where
you can select any file to upload.
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& File Upload
“ v 4 < Radekal Training manuals » Testfiles
Organize - Mew folder
| O ThisPC = Name ’

P 3D Objects CENTRAL LABORATORY
[ Desktop

Documents

; Downloads

J’) Music

&=/ Pictures

g Videos

e 05(C)

= Local Disk (D)

=g https://pertexaf:

ﬂ' Metwork v £

v | Search Test files

Date medified

71372018 2:48 PM

File name: | CENTRAL LABORATORY

v‘ All Files

5. Click on other Browse buttons to add more files if desired.
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6. Click on Save button.

7. Click on Save and Close link on top right corner. You can now see the uploaded

file in the chosen directory.
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8. Now go to Create Document.

- MaryDee Harris, Admin
v‘HAm Aug 2, 2018 12:05 PM PDT.

| tporsarsge tome | Swemrom | 1| |

Inbox & xl | Document 1) IX]
TestFile fan [
Image(s) | Pagele)
3 Tarzana
GENTRAL LABORATORY.p

ThomasBode_03_27_2018_{ |
>

<

< > |« >

Please 3dd 2 page to the Document to continue.

Patient: Betty Boop
Provider: Callie Blair, MD

Lab Test: Lipid Panel

CENTRAL LABORATORY

Ridgecrest, CA

&

Lab Results

Triglyceride,
serum fasting

Results Value

229 mg/dL

Reference
Range

(35150

Status

| Completed

H

Date

105/30/2018

HOL,
cholesterol,

E...3
Cholesterol,
serum

48 mg/dL

213 mg/dL

3565

0-200

Completed

| Completed

Not applicable

H

5/30/2018

5/30/2018

Cholesterolin
oL
[Mass/volume]
Serum or

Plasma

119.0 mg/dL

65.0-130.0

Completed

Not applicable

5/30/2018

9. Here you will see the uploaded files in the selected folder. From here proceed with the

Create Documents process as described in the next section.
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Create Documents

Clicking on Create Documents brings up this screen. This section is divided into 3
sections: Inbox, Document, and the Image screen. When you first start, the Image
screen may be blank. The illustration below shows a Continuity of Care Record for a

patient.

- MaryDee Harris, Admin
¥ RADEKAL Salio 5o verz2 v o

e e ey

5 8 -
Inbox () ¥ % Document 1) ' X| Continuity of Care Record Q
gy o e From Jsnnifer Green MD (Perscnsl Physisisr)
3 Dicom_Test_Images: Samps To: Interested AnyPerson (Interested Party)
2 Teot HLT Furpose Transter of Care
2 TestFie
et ssue.og Patient Demographics
mporant Gocumes (141)1 | Name ——Date of Birth Gender Identifcation HumbersAddress | Phone
JLiamknight 02 08_2010_02 Ao Sharpe | Sep 13, 1959 | Femaie 982755998 | 6758 Strest
Fint, Wichgan4zsos
810738578
Alerts
[ipe Date —Code Description Reaction Sourc
Drug Allrgy | 32707 | 233585001 (SNOMED CT) | Aspirin allergy Wheezing 3 o
[—— . oroe Ay | eane | 755000 o r— i
< 5 < >
Problems
E Date — Code Description Siatus — Source
*Document Type: Chart Summary %l -
Diagnosis | 1/3/10 | 43431 (ICDS.CA) 230880007 (SNOUED CT) | Cerebrovaseular Accident (Siroke) | Resolved  Jenri
* Patient:
Alice Sharpe 2. Diagnosis | 2122108 | 428.0 (ICDS-CH) 42243007 (SNOMED CT) | Gongestive Heart Failure. Acive | Jemi )
Transition of L Disgnesis | 3/18/07 410,50 (ICDS-CH) 7054008 (SNOWED CT) | Acute Myeeardial Infarction Resolved | Jenni "
Care:
Medications
iecication Date  Status Form- Sirength Guantity SIG Indications nstruction
lisinopril (Zestril) 08 Active Tablet |30 mg 11ab QD PO 1 tablet by mouth 1 per day
spironclactone (Aldactone) 2/22/08 Active Tablet 25 mg 11ab QID PO 1 tablet by mouth 4 times per day
digoxin (Lanoxin) 22208 | Active Tablet | 125 mog i 1 tablet by mouth 1 per day
Results (Discrete)
= Date_Result Souroe
Semum | 22410 Sodium 140 Jenniter Grzen MO
9
Fotassium | 2/24/10 Potassium4.5 Jennifer Green MD
/sl
Hemogiobin | 271710 | Hemoglabinig | Jennifer Green M3
« Required fied ga .
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Inbox and Document: These two sections are used to transfer files from the users
desktop to the Radekal system. The user can have multiple directories in the Inbox.
Files can be transferred to the Document section so they can be placed in a selected

Document Type for a patient.

The blue arrows between the Input and Document boxes allow you to select a file for
handling. For example, when you hit the right-pointing arrow, the file name selected in
the Inbox will be shown in the Document box and its image will appear in the Image box
to the right (not shown here). After a file has been handled, the name can be removed by
clicking the left-pointing arrow to move it back to the Inbox.

Inbox () 3 % Document ¥/ }'i|
ITE:

L]

i
Image{s) Pagels)
I Dicom_Test_Images

L PDF

I Test HLT

I TestFile
CCR_Samiple2.xmil

Height issus.jpg

Imiportant Chocwment {131).
Liamnight_03 08 2018 02

AY

MarisHernandez, 07 _f E_E-:"
Mira_holmes 01_08 2016 0
Olliwer_Dew 04 06 2016 0

sampless. pdf

SmithEmma_03_08_ 2016 0
Test_VDT_1Z2_17_2015 01_:
Transition of Care COA.png

.{ I s < N

Flease add a page to the Document to continue.

The Document Type is a pop up with a variety of selections. The user clicks one of the
selections to associate the document to that type.
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Document Type

Test Result

Hote Types:

Progress Note

Complete H&P Note
Consult Note

Consultant Mote
Hospital/discharge Summary
Surgical Report

Fatient Entered HF|
Chronic Care

Cther

Correspondence Types: %
Administrative Document

Comespondence

Insurance Form

ABN

Medication List

General Practice Consent Form

Refemal

Pre-authorization Form

Immunization Gonsent Form

Advanced Directives

Document From Patient

Miscellaneous

Once the user selects a Document Type, more blank fields begin to populate, depending
on the type selected. These fields route the document to the proper location in the
Radekal system. Here’s an example of a Test Result document to be associated with the
patient’s chart.
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Inbox ) €5 b4 Document )13 .%
i 10 fi A
Image(s) Fage(z)
I Diicom_Test_Images Height issue. jpg
= PDF
I Test HLT
I TestFile
CCR_SampleZ.xoml
Imiportant Document (151} .'
LiamKnight_03_08& 2016 02 1
MariaHernand=z_07_13_201
Mira_holmes_01_06_2018_0
liver_Dew_ 04 06 2016 0C
mpless. pdf
(SmithEmma_03_08 2018 0
Test WDOT_12_17_2045 01_
Transition of Care CDA . png
Invald file {ypes: W
£ > < >
* Document Type: Test Result
* Patient:
afien |Boop, Betty Q
*Transition of
M
Care: E 2
* Provider: Blair, Callie MD
* Subject: |Height issue |
* Date: 07 |/[20 |/ [2018] immissryyy)
* Required fiek

To link this test result with a patient, select the patient by typing in the name and clicking
the Search (magnifying glass) icon. That brings up a patient search window with a list of
patients for the name given (in this case only one). Select the one you want and click on
the box to the left of the name.
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Patient Search

Boop, 3

Select  Patient [u]
| Boop, Betty

e

Cancel Done

When you click Done, there will be additional fields listed under the Inbox/Document
boxes.
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Inbox ) €5 b4 Document 7032
! T

Image(s) Page(s)

I Dicom_Test_lmages iEamplese. pdf
= PDF

1 Test HLT

] TestFile
CCR_SampleZ.xoml
Height issus.jpg *‘
Important Document {11},
LiamKnight_03_08 2016 02
MarisHernandez 07_13_201
Mira_holmes_01_06_20156_(
Oliver_Dew 04_05 2018 02
SmithEmma_03 08 2016 _0
Test VDT_12_17_2015 01_
Transition of Care CDA . png

Invald file {ypes: W
£ > < >

* Document Type: Test Result

* Patient: Boop, Betty
* Transition of
Care: E Mo
*Test: Select test
Comments:
Send to Physician
* Required field

Now select the test ordered for this patient to make the link, add any appropriate
comments, and click the Send to Physician button to create the link.
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The Image section of the Create Document page shows the scanned document. The
upper right corner has controls for how to see the document.

1.

wmn

No ok

Full Screen Window: expands the window to fill the users screen area.

Rotate: turns the document clockwise 90 degrees every click

Fit in Window: If the file is big, it reduces the proportion to fill in the designated
viewing area.

Zoom to Full Size: shows the document in its full size.

Zoom In: expand document

Zoom Out: decrease document

Arrows: can move the document up, down, left, and right.

Full Screen Window Rotate @ B A K | & = |t 3
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Past Notes

Past Notes is set up to let the user see existing patient notes. These notes are specific to
the patient being viewed. First you enter the patient’s name using Search, which gives
you a list of past notes for that person.

 RADEKAL " e feme

ot e = e e
) Randy Jones & pos: 63311958 = [} = Not aived 1
Notes
MDlotes = Consultsnt Other  Muse  Forms | Direclives  Reminder  Summary  Documents Unreviewed
Notes Fier: Show Al Past Hotes:
Date Note Type Subject Sender Provider Stat
02162018 08:47 PU Ehone Conversation Pt called for updste on s s Closed
02162013 01:45 PM Progress Chronic tension-type. & =] Closed
02012018 10:33 AM Brogress Low back pain us us Clused
1120-2017 05:24 AM Progress sT sT Glosed
10-282017 11:52 A Progress us us Closed
10042017 11:30 AM Complete HEP E E Clesed
&

When you select a particular past note, it will be displayed and can be printed or
downloaded or faxed.
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Jones, Randy  DOB: 02-21-1958

Reviewed Hote
Progress Note
Crofton Medical
AMC Avenue
Ridgecrest, CA 893555
02-01-2018
Patient Name: Randy Jones Examining Provider: US Support, Admin
Patient I1D: 16

Patient Birthdate: 03-30-1955
Patient Age: 51 years

Chief Complaints (snnotate)
Back pain

History of Present lliness (annotats)

Mr. Randy Jones is a 61 year old male patient here today complaining of back pain. He has
chronic back pain. The problem is constant. The patient reports numbness. The back pain is
located between the shoulder blades. The problem is located on the middle back over spine. It
radiates to the left outer hip region and to the right outer hip region. He reports numbness or
dysesthesia in the left fingers and the right fingers. The back pain had no obvious cause. Mr.
Jones reports sharp pain. The problem is severe. Itis improved by NSAIDs.

v Page Down

Brint Eax Done
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Attach Documents

Attach Documents gives the user another way to add documents to a patient’s chart.
Once again you choose a patient to begin, using the search button and selecting the
appropriate patient.

- MaryDee Harris, Admin . = 5
& RADEKAL Maryosg e pami Upiose Marnges | e || Cmemegms || 4

Attach Documents
Where is the patient data located? ® Server O Local

Select Patient
Patient Name: Jones, Randy
Patient Birthdate: 03/31/1956
Patient Documents

[ setectan

Notice the choice at the top: Server or Local. You choose where the document is located
that you want to be attached. When you choose Local, you can upload a document from
the computer you’re using.

Select Patient works just like it does in Create Document: use Search to find the name,
then click the magnifying glass, then click the box in front of the name, and click Done.

o RADEKAL artDss Harrs, Mdmin Upiasd Maragel | ¢ Jtome || kg || 4

Attach Documents
Where is the patient data located? O Server ® Local
Select Patient Select documents: | Browss... | No fies selected
Patient Name:

Usioat
Patient Birthdate:

Patient Documents

[] selectan

Auach Doguments

Select the document you want to attach to the patient’s file and click Attach Documents
at the bottom of the page. No message will appear, but the document will be attached.
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When you go to Docpad, you can find the document from the Face Sheet as follows:

e Select the patient and go to the Face Sheet
e Click the View button next to Past Notes
e Select the Documents tab to see the document you just attached to the chart.
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Rejected Documents

Rejected Documents (n) lists the test results or other documents that have been rejected
by the provider for one reason or another. Mostly commonly a test result has been linked
to the wrong patient and much be corrected. The item can be deleted from this page or

selected for more options. (The ‘n’ in parentheses indicates the number of Rejected
Documents.) This option only shows up if n is not equal to zero.

& AL S T o

Upload Manager| | Home | 7 Wessages ¥
Rejected Documents

PBrovider | Document Type Subject
Test Result
E Progress Note.
Two, Test T

ans Test Result ECG 12 Lead

Selecting an item from the list returns the user to the Create Document page with an

option to Delete the document entirely or to correct it by choosing the appropriate patient
and then sending it back to the physician.
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Inbox ) X
i 10fi »

Image(=)

I Dvicom_Test_Images

I PDF

I Test HLT

I TestFile
‘CCR_Sample? xomil

Height issue.jpg

Imiportant Document {11}
Lizminight_03_08_2016_02
MariaHerand=z_07_13_201
Mira_holmes_01_06 2016 0
Oliver_Dew_04_06_2018_ 00
(SmithEmma_03_08_2018_0
Test_WDT_1Z_17_2015 01_
Transition of Care CDA png

Invalid file {ypes: W
£ >

Bl X

Document

Pags(z)
201T1002233203-2196-1_3

* Document Type: Test Result

* Patient: TEST, 3

Nne

* Transition of
Care:

Comments:

Addendums:

Delete this Document

Send to Physician

Page Up
* Requirsd figld
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Unhandled Test Results

Unhandled Test Results (n) is set up to link test results with a particular patient.

The patient’s results are listed on the left section of Radekal. The user can search for a
patient to send the test result to that patient’s chart. (The ‘n’ in parentheses indicates the
number of Unhandled Test Results.) This option only shows up if n is not zero.

The Unhandled Test Results page will display a list of all patients with unlinked test
results. You can also search for a patient by last name. Click on a patient name to

proceed.

- System Administrator, Admin
> RADEKAL Apr 17, 2013 10:42 PU POT
Unhandled Test Results

Patient ~ Provider
TEST, TC12 DURRBANNA, BILLOFER
TEST, TC13 DURRBANNA, BILLOFER

! = Rejected by Provider

Filter
Last
Name

Test Performed Delete
Clinical PDF Report KS228358T-1 04-18-2018 X

PRO TIME WITH INR 04-18-2018 X

Done

Selecting a patient and test result brings up a page with two sections. The left section
contains two tabs: Information Received and View Test Result. The right section is
Select Patient. The first tab, Information Received, shows the identifying information

about the test and the patient.
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— - Aami I o
:'Mm‘- Apr 17, 2018 1117 PU POT L H(h“""" ”E 4

Unhandled Test Result

Information Received: View TestResult 1. Select Patient:
Test: PRO TIME WITH INR
Test Code: 8847 Search by last name:

Performed:  04-18-2018 Clear | TEST, TC e

PatientName: TEST, TC13
Date of Birth: ~ 05-13-1978
Provider Name: DURRBANNA, BILLOFER

View Test Result displays the test result for review. Click Done to return to previous
page to continue.

Results: PRO TIME WITH INR

Performed: 04-18-201

Results:

Radekal Order ID: Patient: TC12 TEST

Organization: QUEST DIAGNOSTICS LENEXA Patient ID: FID12

Address: 10101 RENNER BLVD DOB: 05121978
LENEXA , KS 88219-8752 Gender: Female

Lab Ned Director Id: 1609212445

Lab Nied Director Name: BECKER WILLIAM

Race:

‘Specimen Type: Source, Unspecified
‘Specimen Coll. Start 12182015 00:00:01

22:24:01

OBSERVATICN RESULT UCM  RANGE ABNORMA STATUS DATE/TIMECF COMMENT
s LFLAG OBSERVATION

Clinical POF Report F
KS228382T-1

F Referznce Ran

Page Down

Annotation: Annotate

To connect this test result with the proper patient, use the Patient Search box to find the
Patient and click on Search button.
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: P e =P

Unhandled Test Result

Information Received: View TestResult 1. Select Patient:

Test: Clinical PDF Report KS228358T-1

TestGode:  ClinicalPDFReportl Search by last name:

Peformed:  04-18-2018 s a
PatientName: TEST, TC13

Date of Birth: ~ 05-13-1978

Provider Name: DURRBANNA BILLOFER

Then select the patient by checking the box to the left of the patient name, then click
Done.

Patient Search

[Test

Select  Patient
v TEST, CHRONIC
Test, NewPatient
TestAgain, Testing

The test result will now be attached to the proper patient.

Pertexa Radekal
Records Manager Reference

24



